

February 18, 2000

Memorandum

To:
[Survey Recipient/Group]
CC:
[Your AIL and/or any other appropriate agency staff]
From:
[Your Name]
Date:
02/18/00
Re:
[Simplified Administrative Services Project]
As you may know, I am serving as our agency's communications contact for the Simplified Administrative Services Project, part of the EMPOWER Kentucky effort.  At this time you may not be very familiar with the Simplified Administrative Services Project, or even with the details of EMPOWER Kentucky.  My role as communications contact is to change that!

Doing so requires your help.  Before I can share Administrative Services Project information with you, I need to collect a little data.  Learning from you -- what you already know about the project, which sources of project information you find valuable, and which additional sources of information you'd like to see implemented -- will help to guide my efforts.

I hope that you will be willing to provide this information by completing the attached survey.  Specifically, I am looking to get your feedback regarding items (#?).  [Sentence not necessary if recipient is being asked to complete the entire survey.]  Your responses will help to make sure you get better information about Administrative Services and how the project may impact you.

As you'll see on the survey, we are not asking for any names.  Respondents will remain anonymous.  It should take you less than 10 minutes to complete the survey.

Please return completed surveys to me by [enter date].  [Provide details here about how to get it to you.]  Thank you, in advance, for your feedback.
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