SAMPLE Survey e-mail

Hello (City Name) Location!

During the week of                                              a Consolidated Assistance, Review and Evaluation (CARE) Team will be at the                       location to review the administrative support functions and provide assistance.  The emphasis of the review is on “providing assistance!”  As part of the review we would like your input and perspective on the administrative support you receive at the location, from the Area offices, and from the Administrative and Financial Management (AFM) divisions in Beltsville.  The team will be better prepared to provide assistance once they arrive at your location if location employees complete the survey prior to our arrival.  If after taking the survey you would like to have a personal interview please feel free to contact                                            or I and we will set aside time during the week to meet with you.  Contact information is provided below.

The survey is user friendly and all information gathered will be anonymous and confidential.  There are 49 questions in the survey and it should not take more than 15-30 minutes to complete.  We ask that you complete the survey by                                          .

To take the survey please go to http://www.surveymonkey.com/s/CARE website.  Your Administrative Officer,                                       , can arrange for a place to take the survey if you do not have access to a computer or the internet.  

(name) 

CARE Team Lead

(e-mail)

(phone) 

(name)

CARE Team Co-Lead

(e-mail)

(phone)

