Dear ____________,
[bookmark: _GoBack]I am writing you as a member of the Committee on Committees and as the contact for your committee. First of all, I would like to know how your committee is doing and if there is anything you need from me. Have you met as a committee yet? Has everyone been able to make the meetings? Have there been changes in the membership of your committee?
Secondly, I would appreciate your sharing your schedule with me so that we can forward it to our student leadership, as they try to find a student representative to join your committee, as stated in the bylaws. 
If possible, could you let me know how many hours of work you spend on preparing for the meetings, as that question often comes up when potential members are trying to choose a committee to join.
Please share any other information that you think could be helpful to the Committee on Committees when we try to fill the empty slots. The more info we have, the easier it is to find the right fit!
Best regards,
________________

