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Pre-Survey Employee Communication Template

Before we start our outreach to your employees, we ask that you notify your team. We find this results in better overall participation and helps answer some of the basic questions that your employees may have. Some of the key points to include:

1. It's important for everyone to participate and share their work experience. 
2. ​The survey is anonymous by default. Our priority is getting honest feedback.
3. The results will help guide our priorities and make us an even better company.
4. The survey invites will come via email (and text if mobile phone numbers are provided)
5. The survey only takes about 5 – 10 minutes to complete.
6. Please respond within a 10-day window. 


Sample Communication to Your Employees: 
 
WE NEED YOUR FEEDBACK!

Within the next week, you will receive an email from Franchise Business Review, ​an independent research firm, inviting you to take a survey about your work experience here.

This is your opportunity to share with us what we are doing well, and what we could be doing better. It is important for everyone to participate and share your honest and constructive feedback.
 
WHAT TO EXPECT:

· [bookmark: _GoBack]All survey responses are ANONYMOUS by default. 
· The survey takes about 5 – 10 minutes to complete on your computer or mobile phone.
· Your answers will be saved in real-time, so you may pause and go back as needed.
· You will receive several reminders until the survey has been completed. 
· The email will come from survey@franchisebusinessreview.com. Please check your spam folder if you don’t receive it. 

​Please take a few minutes to complete the survey by [INSERT DEADLINE DATE – 10 DAYS FROM LAUNCH]. Thank you for participating and please let us know if you have any questions.
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