Form 3

Sample Survey Cover Memo to Tenants

Date:
Dear 

The City of Seattle requires buildings subject to Transportation Management Program requirements to measure the commute behavior of employees every two years.  In order for our building to meet this legal obligation requires the assistance and cooperation of all tenants with the distribution and collection of a brief commuter survey of all employees.   
_________________ will coordinate the survey process on behalf of building management.
The first step for you is to designate someone to work with ___________ throughout the process.

Enclosed are: 

1. A supply of survey forms to distribute to all employees. 
2. A Tenant Identification Form (Form 4) for tenants to complete and submit with completed surveys.

3. Survey Instructions for Tenants (Form 5), and 

4. A Sample Survey Cover Memo to Employees (Form 6) that you may use or customize to engage employees in this effort.
<If the building is having a promotion or offering incentives to survey participants,  add a paragraph about it here.>
Here’s the survey schedule:

· Week of XXXXXX – <Name of property manager or building transportation coordinator> will distribute surveys and instructions to you.

· Week of XXXXXXXXX – Tenants distribute surveys to all employees.  
· XXXXXXX – Deadline for employees to return surveys to ______________
· XXXXXX – Deadline for tenants to return surveys to _______________
We appreciate your assistance and look forward to your participation.  If you have any questions, please contact <name>, our Building Transportation Coordinator, at <phone number>.  We appreciate your making every effort to engage employees in this process.

Thank you.
<Manager’s name>
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