 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 participants who are selected to receive the customer satisfaction survey in English.  The participant sample lists indicate which participants with limited English proficiency will receive surveys in Spanish, Chinese, or Korean.  There are separate pre-survey letters for those participants.  The Spanish version is attached; the Chinese and Korean versions will be sent separately to 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 only 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. Letters should be individually printed on the sub-grantee’s/local project’s letterhead.  They should not be photocopied.
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.

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

[DATE]
[PARTICIPANT’S NAME AND ADDRESS IF DESIRED]

Dear [Mr./Ms  PARTICIPANT’S LAST NAME] :  
During the last year, you have participated in 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], and run locally by our agency.  You were randomly selected to participate in a customer satisfaction survey being conducted by us and [NAME OF STATE OR NATIONAL GRANTEE], along with the US Department of Labor, the federal agency that funds our project.  You will receive the survey from [NAME OF STATE OR NATIONAL GRANTEE] within the next week or so.

I hope you will take a few minutes to fill out the survey when you receive it and return it in the postage-paid envelope that will be provided.  Your response will go to an independent company. It will be kept in strict confidence and will be combined with all other answers from participants completing the survey.  No individual responses to the survey will be provided to the Department of Labor or us.
Please be honest and direct in your answers.  The survey helps us learn which services were most useful to you and will give us important information that we can use to improve our program.

Thank you for taking the time to help us.

Sincerely yours,

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