	Name      



	Direct line: 01234 567890

Local fax: 01234 987654

12 November 2002


Dear      
Thank you for your recent letter  FORMCHECKBOX 
  telephone call  FORMCHECKBOX 
 e-mail  FORMCHECKBOX 
 about becoming a 
(a) parent  FORMCHECKBOX 
 (b) community governor  FORMCHECKBOX 
 at this school      .

I am sorry but we currently have no vacancies on the governing body.

(a) However, we will need new parent governors from      .  All parents will be notified of the procedure and I hope that you will still be interested in becoming a governor and nominate yourself for the vacant post.

(b) However there will be a vacancy for a community governor from      .I will keep your details on file and contact you when the vacancy arises.  If, in the intervening period, you wish to withdraw your interest please let me know.

Thank you again for your enquiry.

Yours sincerely/faithfully

     
Head Teacher/Chair of Governors































