Suggested text for email to send out to survey takers 

· Send out to everyone who is participating in your survey feedback process, including your manager.  

· Feel free to personalize.

--------------------------------------------------------------------------------------

I will be participating in the CSAA Values 360 Feedback Survey process.  The feedback process is designed to provide me feedback on my strengths and development opportunities related to the seven CSAA values.  I have asked my manager, all my direct reports, selected peers and clients to provide me feedback.  I am writing to let you know that I have selected you as one of my survey takers.  

To ensure complete confidentiality, the survey process is being administered by a third party vendor, Censeo Corporation and all feedback, including yours, will be averaged together and will remain anonymous.  I value your input and ask that you be open, honest and candid in sharing your perspective regarding both my strengths and development opportunities.  There will also be space provided for open comments and I really would appreciate your taking the time to provide this feedback as well.
You will be receiving an email directly from Censeo on “X date” which will provide you a link to take the survey on-line.  It should only take you about 20 minutes to complete.  Please complete the survey by the cut-off date of “X date”.
Regards,

John/Jane Doe
