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Sample Covering Letter for an Employee Survey
The covering note should only be a short note, either attached to the survey or added to the first page of the survey as an introduction. It should mention the closing date, name a point of contact, promote an incentive being offered and be signed by a member of Senior Management.
[Organisation name] is committed to promoting and improving sustainable travel choices to our site/s. As part of this we are inviting all employees to complete a travel survey.  We would be grateful if you could take a few minutes to complete the survey, so that your suggestions can be taken into consideration and so that we can make plans for travel improvements.

Please return the completed survey by [date]. All completed surveys received by this date will be entered into a free prize draw, with the chance to win [enter prize details].

If you have any queries about the survey, please feel free to contact [enter name of Travel Plan Coordinator along with email address and telephone number].

Thank you in advance for taking the time to complete this questionnaire. Please be assured that all your answers will remain confidential. 

Signed by a member of the Senior Management Team.

