
 
FOR IMMEDIATE RELEASE: October 2, 2019 

Contact: Jane Q. Sample, Board Chair 
Phone: 503-555-1234 

Email: janesample@sample.com 
 
Sample Water District Seeking Candidates for Board Vacancy 
 
Sample Water District is accepting applications to fill one open position on its board of 
commissioners.  
 
The appointee will serve the remainder of Edward Exampleton’s term, which expires June 30, 
2021. Edward Exampleton resigned from the board effective November 1, 2019.  
 
The Sample Water District Board of Commissioners is comprised of five board commissioners. 
Unless appointed, each member is elected by the registered voters of the district to serve a 
four-year term. Applicants for the vacant position must be registered voters who reside within 
the district’s boundaries. 
 
Interested candidates can request an information packet, which includes information about the 
district, position, and application/selection process from the district office by contacting Jane 
Sample at 503-555-1234 or by email at janesample@sample.com. You may also visit our office 
located at 1234 Sample Lane during regular business hours (8am-5pm Monday through Friday). 
 
The deadline to submit applications for this vacancy is November 5, 2019 at 5pm.  
 
For more information, please contact Jane Sample at 503-555-1234. 
 
About Sample Water District 
 
Sample Water District was formed in 1950 in the bright and bustling community of Sample, 
Oregon. We serve 1,234 customers covering a span of about 20 square miles. You can visit our 
website at www.samplewater.com.  
 

### 
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Sample Water District 
1234 Sample Lane 
Sample, Oregon 97123 
 
Dear Interested Community Member: 
 
We are excited that you are interested in serving on the Sample Water District Board of 
Commissioners. We hope that this information packet answers all your questions concerning 
the open position.  
 
Within this packet you will find information about special districts, water districts specifically, 
what it means to be a commissioner, and how to serve on our board.  
 
Next Steps 

• Review this packet 
• Contact Sample County Elections Office at 503-555-4321 for more information about 

running for election 
• Download a copy of the Elections Manual at 

https://sos.oregon.gov/elections/Documents/county-city-district-candidates.pdf 
 
Thank you for your interest in serving on our board! If you have any questions, please don’t 
hesitate to contact Jane Q. Sample, Board Chair, at janesample@sample.com.  
 
Sincerely, 
 
 
Jane Q. Sample 
Board Chair 
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Sample Water District 
 
About Us 
Sample Water District was formed in 1950 in the bright and bustling community of Sample, 
Oregon. We serve 1,234 customers covering a span of about 20 square miles. 
 
District’s Mission 
It is our mission to provide our customers with high-quality water with impressive customer 
service. We value quality, reliability, sustainability, and excellence in the service we provide. 
 
Board of Commissioners and Current Officers 
Jane Q. Sample 
Chair 
 
John Doe 
Vice Chair 
 
Joe Example 
Secretary 
 
Vincent Waters 
Commissioner 
 
Board Commitment 
A strong, engaged, dedicated board of commissioners is one of the cornerstones to the 
successful public service of a special district.  It is important to have each seat on the board 
filled by someone dedicated to seeing the district succeed in serving in the public’s best 
interest.  When a commissioner vacates a seat, there is an opportunity to bring in someone to 
fill that seat with a fresh perspective and unique experiences of their own, which will help 
contribute to the board’s guidance of the district.   
 
Upcoming Board Meeting Schedule 
First Thursday of Each Month 
6pm-8pm 
District Headquarters 
 
 
 
 



•    105 water districts exist throughout the state that are independent local governments and not   
     part of a local city or county.

•    Supply water for domestic purposes within its district boundaries and may supply, furnish and sell  
     for any use any surplus water to persons living outside the district, or to other water districts,  
     school districts or other local governments.

•    Authorized to also purchase and maintain fire equipment, including fire hydrants, and maintain  
     and operate street lighting systems.

•    Implement measures to help conserve water, such as creating programs to encourage drought 
     resistant lawns, educating the public to reduce water usage and developing innovative  
     infrastructure solutions. 

•    Governed by a board of five commissioners elected in May of odd-numbered years for four-year  
     terms. Each board member must be an elector within the district.

•    District board is completely responsible for personnel administration, financial administration,  
     and seeing that the requirements of laws governing areas ranging from public records and public  
     meetings to civil rights are met.

•    Receive revenue from fees for service.

Domestic Water Supply Districts

Districts invest in a sustainable future

 (ORS 264)
Serving Oregon  
Communities  

T o g e th e r



 
 
Why Would I Want to Become a Commissioner? 
 
Becoming a commissioner for Sample Water District is a serious commitment to your 
community. It takes time and dedication but is worth the effort. If you are looking to feel like 
you are making a difference and want to share your knowledge and experience, we invite you 
to consider being a part of our board.  
 
Volunteering to serve on our board is the best way to know what is happening in local 
government and your neighborhood. You can be a part of the decision-making process and 
have a voice. This is also a great way to gain experience in government and leadership that can 
translate into other career or political opportunities.  
 
For more information about opportunities with our district, please contact Jane Q. Sample, 
Board Chair at 503-555-1234.  
 



 
 
Sample Water District Board Commissioner Duties 
 
A commissioner of Sample Water District serves on a five-member Board of Commissioners 
responsible for conducting the affairs of the district in compliance with Oregon Revised 
Statutes. The Board of Commissioners has the legislative authority and power to establish 
policies and procedures that are in the best interest of the residents it serves. 
 
The board ensures that the district achieves its mission in an ethical, transparent, accountable 
and prudent manner. Each commissioner is accountable for the functions described below, all 
of which are accomplished at board meetings and committee assignments through review of 
information, strategic planning, conversation and decision making. 
 
Together, the board makes decisions and sets policy for the district. Individually, you do not 
have any power, but acting with your fellow commissioners you have an opportunity to have a 
positive impact on your community. The board’s major responsibility is setting policy.  
 
Commissioners also do the following: 
 

• Attend the board meeting held on the first Thursday of each month (sometimes special 
meetings can be held to address specific issues) 

• Review and adopt the annual budget 
• Approve financial reports 
• Set goals and evaluate progress towards those goals 
• Ask voters to approve bond measures and local option levies for facilities and operations 
• Hire and evaluate the executive director 
• Help set standards, controls and policies that support sound risk management practices 

are in place; e.g. safety and security, insurance, data controls and personnel 
management practices 

• Delegates authority 
• Connects with the community 

 



 
 
How Do I Become a Commissioner for Sample Water District? 
 
Commissioners can either be elected or appointed. Currently, Sample Water District has one 
position that is being filled by appointment. Included in this packet is a board commissioner 
application. Please complete the application and return to the district by November 5, 2019 at 
5pm. The district’s mailing address is 1234 Sample Lane; Sample Oregon 97123. 
 
The board will review applications, and if necessary, conduct interviews on November 18, 2019. 
A decision will be made on December 5, 2019. If you are selected, you will be sworn into office 
at the January 2, 2019 board meeting. 
 
If you have any questions, please contact Jane Q. Sample, Board Chair, at 503-555-1234. 
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Board Commissioner Application 

Term Ends: June 30, 2021 
 
Applicant Name: _______________________________________ Date: __________________ 
 
Address: __________________________________________  Zip Code: ________________ 
 
Phone Number: _______________________ Email Address: _______________________ 
 
Are you a resident of our district? __________ Are you a registered voter? ___________ 
 
Why do you want to serve on the Sample Water District Board? 
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________ 
 
Describe past experiences or positions held that would assist you as a board member. 
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________ 
 
Outline strengths, abilities and talents that you would bring to the board. 
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________ 
 
In your opinion, what is the most important role of a commissioner? 
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________ 
 
**Attach additional sheets if needed** 
 
If appointed, would you be able to serve the entire term? _________ 
 
Please submit your application to: 

Jane Q. Sample 
1234 Sample Lane 
Sample, Oregon 97123 
 

Application Deadline: Friday, January 3, 2020 at 4:00pm 


