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Labor Relations Representative Notification of Pending Survey 
	To: 
< Insert Name>, VA Labor Representative 
Subj:  Notification of Customer Satisfaction Survey 


Attachment: < Attach Customer Satisfaction Questionnaire >

Internal Business Relationship Management (IBRM) plans to conduct the attached customer satisfaction survey, <Insert Survey Title> to include <insert survey population demographics>. The survey will be open for responses from < Insert Start Date> to < Insert End Date>.
Please provide the national union representatives of the locations shown above with a copy of the attached customer satisfaction questionnaire for review.

Please acknowledge via a return e-mail the date each affected employee union was notified.

Thank you for your assistance, 
< Insert Name>,
Director, Internal Business Relationship Management 
Labor Relations Representative Acknowledgement 

	To: < Insert Name>, Director of Internal Business Relationship Management 
Subj:  Acknowledgement of Customer Satisfaction Survey Notification


I received your Notification of Customer Satisfaction Survey and have forwarded the questionnaire to each of the national union representative with members who will be asked to take the survey. 

Regards, 

< Insert Name>

VA Labor Representative
Union Notification of Survey 
	

	To: 
<Insert list of Names of National Union Representatives>

Subj:  Notification of Department of Veterans Affairs Customer Satisfaction Survey 
CC:    VA IT Customer Satisfaction E-mail Mailbox       


Attachment: <Attach Customer Satisfaction Questionnaire>

The Department of Veterans Affairs (VA) will conduct the customer satisfaction survey, <Insert Survey Title>, at the following locations:
<Insert list of Location Names>
Attached is a copy of the customer satisfaction questionnaire for review. I would encourage you to please provide all of your local leadership with this notice. 
Per the terms of the national contract, the VA will conduct the survey no sooner than 30 days after the date shown above. If you have questions, please contact me at: < VA email address>.
Thank you for your support!
 
Respectfully, 

< Insert Name>
VA Labor Representative
 Notification to Proceed with Survey 
	To: <Insert Name>, Director of Internal Business Relationship Management 
Subj:  Notification to Proceed with Customer Satisfaction Survey 


Internal Business Relationship Management is authorized to proceed with customer satisfaction survey, <Insert Survey Title>.  

Representatives of the following employee unions were supplied with the survey questionnaire on < Insert Notification Date>:

< Insert list of Employee Union Names notified>.
The Department of Veterans Affairs (VA) has satisfied the national employee union contract condition of providing a thirty day advance notice of pending customer satisfaction surveys.

Regards,
< Insert Name>

VA Labor Representative
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