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Sample Board of Directors

Recruitment Cover Letter

 [Date]

Dear Prospective [ORGANIZATION] Board Candidate,

We want to personally thank you for your interest in serving on the Board of Directors for the ([ORGANIZATION].  This is an exciting time for [ORGANIZATION] and our Board of Directors.  Our nominations process is designed to help you get an accurate picture of [ORGANIZATION] as an organization and of what your role as a board member would entail. 

As the first step in that process, enclosed you will find information about the Board, its policies and procedures, and member roles and responsibilities.  Specifically, the following are enclosed:

• Board Roles and Responsibilities

• Board Member Contract

• Estimated Costs of Being a Board Member

• Board Member Code of Conduct 

In order to begin the process, please submit your résumé and a brief letter describing your interest in becoming a [ORGANIZATION] board member via e-mail to [Email Address]  Members of our Board will review all applicants and conduct interviews within the next few weeks. To be considered please submit your resume and letter by [Date]. 

The interview will consist of questions about your interest in the organization and the Board, your skills and motivation, time and energy commitment, and some demographic information.  The interviewers will be able to answer any questions you have about [ORGANIZATION] or the Board of Directors.  In the meantime we encourage you to visit our website at {Website] and find out more about us.  Although our one-on-one phone interviews will take place shortly, please do not hesitate to call on us should you have any questions or concerns, we can be reached at the e-mail listed above or by phone at [Phone]

Again, thank you for your interest in the [ORGANIZATION] Board.  We look forward to speaking with you soon!

Sincerely,

[ORGANIZATION] Board President
[ORGANIZATION] Board Vice President
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