Cover Letter to Host Agencies for First Survey (Mailed by DOL Subcontractor with State SCSEP Coordinators Signature)

[LETTERHEAD STATIONERY OF GRANTEE]

[DATE]

[CONTACT PERSON’S NAME AND ADDRESS]

Dear [CONTACT PERSON’S FIRST NAME AND LAST NAME]:

During the last year, your agency has served as a training site for the Senior Community Service Employment Program (SCSEP), also known as Title V or the Older Worker Program, sponsored by the [NAME OF STATE OR NATIONAL GRANTEE].  Your agency was randomly selected to participate in a customer satisfaction survey being conducted by us along with the U.S. Department of Labor.  The survey is attached.

I hope you would take a few minutes to fill out the survey and return it in the envelope provided.  Your response will go to The Charter Oak Group, LLC, the company conducting the survey for us.  The answers you provide will be kept in strict confidence and will be combined with those other host agencies that will be completing the survey.  Only the combined results of the surveys will be provided to the Department of Labor and us. 

Please be as honest and direct as you can in your answers.  The survey will help us learn which services were most helpful to your agency and will give us important feedback that we can use to improve our program.

Thank you for taking the time to assist us.

Sincerely yours,

[NAME AND TITLE OF GRANTEE DIRECTOR OR COMMISSIONER]

