Attachment 2

Sample Letter to Interested Applicants

Districts should adapt the following sample to local practice. 

Thank you for your interest in serving as an appointed member of the Board of Trustees of the _____________________ District. The appointee will serve until the next regularly scheduled election, which is [insert date].
We have enclosed a schedule that outlines the steps in the selection process. In order to be considered for appointment to the vacant position, all application materials must be received in the [insert office] no later than [insert time and date].
Application materials include the following: [list the appropriate materials, such as]

· A letter of interest addressed to the president of the Board of Trustees, [name]

· A resume, including community service and leadership

· A completed applicant questionnaire (enclosed)

These materials will be considered by members of the Board of Trustees in determining [who will be invited to be interviewed/makes presentations] at a public board meeting on [insert date]. Further information will be provided to those candidates about the board meeting and interview process.

The Board encourages you to review the enclosed materials that outline Governing Board responsibilities and expectations of trustees. [Enclose related board policies and ethic statements and/or relevant materials from the Community College League.]
In addition, you are encouraged to [schedule an appointment with the [CEO] and/or participate in an informational meeting for candidates] about the district, the appointment process, and governing board responsibilities. Information about the District can also be found at [insert web site].

Please contact ________________ at ____________, if you have any questions about the position or the selection process. 
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