Form 6
Sample Survey Cover Memo to Employees

<date>

Dear,

The City of Seattle requires building owners to conduct commuter surveys every two years to gather data about the commute behavior of people who work in the building.  We are asking employees to complete a short survey.  

Please take a few moments to complete the survey form.  When you have finished, please submit the form to <name and location or drop box information> by <date and time>.

<Add a paragraph if you wish to describe any incentives that you might offer to employees who respond quickly and timely.>
The University of Washington processes the surveys and uses a special machine to scan each form.  This means the forms requires some special handling:    
· Do use a No. 2 pencil to complete the survey.
· Don’t staple, clip or tape anything to the form.
· Don’t tear or fold the form.
If you have questions, please contact <name> at <phone and/or e-mail>.  Thank you for your cooperation.

Sincerely,

<Employer name>

