SAMPLE TEXT OR ATTACHED MEMORANDUM

 EMPLOYEE EMAIL NOTICE 
Employers:  Please personalize this communication with your organization’s name and other information where indicated below.  To help promote a high response rate, please send on behalf of a senior manager or other easily recognized source – and consider special on-site incentives as well (we are available to help you with planning for those).

Once you have personalized it, and decided to tell your employees whether to print a receipt, please insert the text below in the body of the email notifying employees of the survey.  They can then connect directly to the survey site using the hypertext URL link.
------------------------------------------------------------------------------------------------------------------------------
TO:

All Employees at (work site address)
FROM:

(manager or human resource director)
SUBJECT:     Montgomery County 2015 Commuter Survey

 

This is an important message to (your organization’s name) employees who work at this location.
Each year Montgomery County Commuter Services asks selected employers to participate in the County’s Commuter Survey in order to collect information used to determine commuter driving and transit patterns and related transportation information.  This year our worksite has been selected to participate in the survey.

 

Your response to the survey is important.  The information obtained is used by Montgomery County and other government agencies to plan and improve transportation services around our worksite, the County and the region.  Below are some important things to remember when you take the survey:

 

· Please click this link: https://surveys.cicresearch.com/Proj15822NB?id=100 to complete the survey within one week of receiving this notice.
· If you wish to enter the prize drawing, please enter your name and phone number at the end of the survey.  Your response is confidential – – If you provide your name for the prize drawing you will NOT be contacted for any other purposes.
· Employer message letting employees know whether they need to print the receipt at the end of the survey.

· If you do not want to collect receipts, just tell employees they do not have to print the receipt at the end of the survey. Remember, receipts should not be sent to our office.

· If you do want receipts, just let employees know they should print the receipt and how they should use it – send it to someone in your office or present it at an on-site employer-provided incentive – e.g., pizza party on X date.   This approach can be an effective way to achieve higher response rates.
As an additional thank you from Montgomery County for doing the survey, all employees who complete a survey will be entered into the County’s weekly prize drawings for multiple $25 gift cards -- and there will be a $500 Grand Prize gift card awarded at the end, drawn from among all those completing surveys!
Thank you for participating in the survey!  By doing so, you are helping improve commuting throughout the area and helping to make Montgomery County an even better place to live and work.  

 
If you have any questions, please contact the North Bethesda Transportation Center by phone, 301-770-8108, or by email, info@nbtmd.org.
