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Advance Notice of Survey 
	Date: <Insert Date>

	From: < Insert Name>, Director of Internal Business Relationship Management
Subj:  Advanced Notice of Survey


To: 
<Insert list of Participating Organization Contact Names>
The <Insert Survey Title> is in the final stage of approval.  The purpose of the survey is to < Insert Survey Objective>.  The survey will be open for responses from < Insert Start Date> to < Insert End Date>. Your help in promoting the survey is requested.
 
In order to be of real value, there needs to be an adequate number of responses. Your organization is in the best position to encourage participation.  
I encourage you to take this opportunity to provide the leadership and creative ideas needed to garner participation.  The draft survey is attached for your use. 

Thank you for your support!
 
Respectfully, 

< Insert Name>
Director, Internal Business Relationship Management
This page intentionally left blank

Template Revision History

	Date
	Version
	Description
	Author

	June 2011 
	1.0
	Initial Version
	Process Management

	June 2011
	1.1
	Changed Title and Footer from “Advanced Notice of Survey” to “Advance Notice of Survey” to match CSM backslide reference
	Process Management

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Delete footer before sending Advanced Notice of Survey
iv
Advanced Notice of Survey<
June 2011>



