To: All members of the Governing Body of xxxxx School
Insert date
Dear Governor

Within the governing bodies agreed election procedures the election of the Chair and Vice-Chair takes place (enter frequency and term) 

I have attached a nomination form for 200X/0X. Could you please return the form by insert closing date  in order that the nominees can be contacted in advance of the meeting to ensure their willingness to stand for election. Self nomination is permissible.
Yours sincerely
Clerk to Governors

Enter contact details

