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Survey Announcement Memorandum
Date:
<Insert Date>
To:
<Insert list of addressees>

Subj:
A MESSAGE TO ALL VA < Insert Target Population>: REQUEST FOR SURVEY PARTICIPATION


All < Insert Target Population> are invited to participate in the Department of Veterans Affairs (VA) <Insert Survey Title>.  The purpose of the survey is to collect information on your perceptions about these services and your satisfaction with them.  The survey ends on < Insert Date>.
 
Completing the survey is completely voluntary, but your help in responding to the survey is very important.  By voicing your opinion, you can influence the future of these services and assist all of us in making changes, where needed.
 
The survey is strictly confidential and anonymity is protected throughout the process.  The results will be summarized and reported so that no identifiable, individual responses are reported or revealed.
 
You are encouraged to take this opportunity to provide leadership with feedback on your opinions on ways to improve our organization for Veterans and employees like you.  The survey will help measure satisfaction in VA and to eliminate barriers to your effectiveness. The survey can be accessed at <Survey Site URL>. 

Thank you for your participation in this important effort.

 
< Insert Sponsor Name>

< Insert Sponsor Title>
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