Cover Letter to Unsubsidized Employers for First Survey

Instructions for Grantee Preparation of Employer Survey Cover Letter and Delivery of Survey:
1.  Use original grantee letterhead, not a copy of the letterhead.
2.  Customize business address and salutation to the employer contact person.
3.  Cover letter should be signed in blue ink by the grantee administrator. Type the name and title of the grantee administrator below the signature.
4.  Insert letter in mailing envelope with survey instrument and stamped reply envelope (do not use a postage meter for the stamp).
5.  Put employer contact person’s name and address on the mailing envelope. Put grantee return address on upper left-hand corner of mailing envelope.
6.  Mail or deliver survey packet to the employer contact person between 20 and 100 days after the date of placement. If you mail the envelope, use live stamps, not a postage meter.

[Date]

Dear [name of employer contact person]:

During the last few months, your company hired an older worker who had been participating in the Senior Community Service Employment Program (SCSEP, also known as Title V or the Older Worker Program), funded by the US Department of Labor.  In your area, the program is sponsored by the _____________ [name of grantee] and administered locally by ____________ [name of sub-grantee or local project].  Your company played a very important role by hiring ____________ [name of participant from Pending Employer Survey management report] from our program.  As a result, we are asking you to complete a short survey evaluating the services provided by our local program, including how well it helped to match this older worker with your needs as an employer. The survey is enclosed.
		
I would greatly appreciate it if you would take a few minutes to fill out the survey and return it in the post-paid envelope provided.  Your response will go to The Charter Oak Group, LLC, the company conducting the survey for the Department of Labor.  The answers you provide will be kept in strict confidence. Your answers will be combined with those of other employers that complete the survey.  Only the combined results of the surveys will be provided to the Department of Labor or anyone else. 

Please be as honest and direct as you can in your answers.  The survey will help us learn the ways our participants may or may not be prepared for work and what aspects of the local program’s services to you were most helpful.  We look forward to your feedback so that we can continue to improve our program.

Thank you for your assistance.

Sincerely yours,
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