Example letter of introduction

Dear

WELCOME TO THE TRUSTEE BOARD

Congratulations on being formally elected onto the trustee board.  This letter welcomes you onto the board and provides some more information about your roles and responsibilities as a trustee.

The trustees take ultimate responsibility for the organisation.  In a charity, a trustee is defined as someone responsible for 'the general control and management of the administration of a charity' (Charities Act, 1993, section 97).

In our organisation, the trustees are the voting members of the Trustee Board, elected by members or appointed (co-opted) by other trustees.

Our trustees are both charity trustees and Company Directors.  This is because our organisation is a Company Limited by Guarantee and is also a registered charity.  

Trustees are volunteers and are responsible for the good governance of the organisation. We carry this out by:
· Concentrating on the organisation’s overall direction – strategy and plans

· Ensuring the organisation complies with the law and procedures

· Being ‘accountable’ to service users and the wider public

· Protecting finances and property

· Supporting people who work in the organisation – trustees, staff, volunteers

As a trustee board, we meet every two months.  We also have a subcommittee, the Finance and Audit Committee, that meets quarterly.

You will be given a Trustee Induction Pack.  This Pack sets out in more detail the roles and responsibilities of trustees, along with further information about the work of our organisation. We ask all new trustees to sign the form enclosed with the pack, to show that you understand and accept the duties of a trustee.

I hope you find your time as a trustee rewarding and enjoyable.  If you have any questions or would like to discuss any aspect of your role at any time, please do not hesitate to contact me.

Yours sincerely
Chair of Trustees
