 SPANISH PRE-SURVEY LETTER TO PARTICIPANTS 
TO BE MAILED BY SUB-GRANTEES/LOCAL PROJECTS

The following letter is designed to be sent by sub-grantees/local projects to all participants selected to receive the Spanish version of the customer satisfaction survey.  The state or national grantee will send the sub-grantee/local project the name, address, and gender of each participant selected to receive the survey.  The sample list identifies limited English proficiency participants who need to receive the pre-survey letter in Spanish, Chinese, or Korean. The Chinese and Korean letters will be sent separately to those grantees that need them.

The state or national grantee will send the sub-grantee/local project the name, address, and gender of each participant selected to receive the survey.  The sub-grantee/local project should take the following actions on the pre-survey letter:
1. Customize the letter for each participant by typing in the recipient’s last name with the appropriate salutation.  (It is permissible to use just the participant’s first name in the salutation if the person signing the letter and the participant are on a first-name basis.)
2. It is not necessary to type in a formal business address for each letter but you may do so if you wish.
3. The letters should be individually printed on the sub-grantee’s/local project’s letterhead.  They should not be photo-copied.
4.  The letters should be signed in blue ink by the person most likely to be recognized and respected by the recipient. That person will usually be the sub-grantee/local project director.

The Spanish pre-survey letter should be prepared in a bilingual version.  If there is room, both the English and Spanish text can be printed on the same side of the letterhead.  If there is not room, they may be printed back-to-back.  As a last resort, the sub-grantee can send two separate letters in the same envelope, one in English and one in Spanish.

IMPORTANT:  DO NOT MAIL ANY PRE-SURVEY LETTERS UNTIL INSTRUCTED TO DO SO.  You should prepare the letters now, but must wait until we confirm the mailing date of the surveys.  We expect that you will be told to mail the pre-survey during the last week of September, but the date is not yet firm.


Spanish Pre-Survey Letter


[LETTERHEAD STATIONERY OF SUB-GRANTEE/LOCAL PROJECT]

[DATE]

[PARTICIPANT’S NAME AND ADDRESS IF DESIRED]

Estimado(a) [PARTICIPANT’S NAME]:

Durante el último año, usted ha participado en el “Programa de Empleo Para Personas Mayores en Servicios Comunitarios ( del inglés Senior Community Service Employment Program, SCSEP),” también conocido como el Title V o el Programa de Trabajadores de Edad Mayor, patrocinado por [NAME OF STATE OR NATIONAL GRANTEE] y administrado aquí por nuestra agencia.   Usted fue seleccionado al azar para participar en una encuesta de satisfacción de consumidor conducida por el Departamento de Labor de los Estados Unidos y nosotros.  Usted recibirá la encuesta de [NAME OF STATE OR NATIONAL GRANTEE] dentro de una semana.

Le agradeceríamos si usted tomara unos minutos para contestar la encuesta y devolverla en el sobre franqueado incluido.  Su respuesta irá a una compañía independiente que lleva a cabo la encuesta para el Departmento de Labor.  Las respuestas que usted nos dé serán tomadas en estricta confianza y serán juntadas con las respuestas de las demás personas que contesten la encuesta.  Solo los resultados de todas las encuestas serán presentados al Departamento de Labor de los Estados Unidos y a nosotros.

Sea completamente sincero en sus respuestas.  La encuesta nos ayudará a averiguar cuáles de los servicios más le ayudó a usted y nos dará la información que necesitamos para poder ir mejorando nuestro programa.

Le agradecemos de antemano.

Sinceramente,


[NAME AND TITLE OF SUB-GRANTEE/LOCAL PROJECT DIRECTOR]
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