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ADMINISTRATION
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Preparing target respondents may increase response rates -
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CONTENTS OF THE “F’REPARATION" E- MAIL

INTRODUCE YOURSELF

LET" RECIF’IENTS KNOW OF THE UPCOMING SURVEY

_.EXF’LAIN THE F’URPOSE OF THE SURVEY
'EXF’LAIN WHY THEIR PARTICIF’ATION 1S VALUABLE

PROVIDE CONTACT INFORMATION
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The request to part|C|pate should be short but packed W|th
information.
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CONTENTS OF THE “REQUEST” E-MAIL

RE INTRODUCE YOURSELF ; :
REMIND RECIPIENTS OF THE F’REPARATION g MAIL

_EXF’LAIN THE F’URF’OSE OF THE SURVEY :
'EXPLAIN WHY THEIR PARTICIPATION IS VALUABLE

PROVIDE ACCURATE INFORMATION ABOUT. LENGTH TO SET EXF’ECTATIONS

DESCRIBE INCENTIVES IF. ANY. ©

|NCLUDE A LINK TO THE ONLINE SURVEY
PROVIDE CONTACT INFORMATI(DN



Remind individuals who have not completed the survey
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CONTENTS OF THE ¢ FOLLOW-UF’” E- MAIL

RE-INTRODUCE YOURSELF et
REMIND RECIPIENTS OF THE “REQUEST” E-MAIL

RE EXF’LAIN THE F’URF’OSE OF THE SURVEY

'RE EXPLAIN WHY' THEIR PARTICIPATION IS VALUABLE

INDICATE WHEN THE SURVEY WILL =] = CLOSED

-PROVIDE ACCURATE INFORMATION ABOUT LENGTH TO SET EXPECTATIONS

DESCRIBE INCENTIVES IF ANY
INCLUDE A LINK TO THE ONLINE SURVEY

PROVI DE. CONTACT N FORMATION_.



Thank people who have completed your survey
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CONTENTS OF THE' “THANK You” E-MAIL

* RE-INTRODUCE YOURSELF Vel :

* THANK THE RECIPIENT FOR HER OR HIS PARTICIPATION

o DESCRIBE HOW THE DATA WILL BE USED .

. -.EXF’LAIN WHAT WTLL HAPPEN TO THE DATA WHEN YOU ARE DONE
. EXPLAIN HoOW INCENTIVES IF OFFERED, WILL BE DELIVERED

*  PROVIDE CONTACT INFORMATION



|I'-' YOU WOULD LIKE To LEARN
~ MORE ABOUT ONI_INE by
SURVEY ADMINISTRATION X
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mailto:mkberent@mattberent.com
http://www.mattberent.com
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