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SAMPLE CORRESPONDENCE LETTER

Directions: Customize this letter with the name of the person who will collect the surveys at your organization and the date by which you would like all surveys submitted. 

Be sure to delete these directions when you are done customizing your letter! 
Dear _____________ Employees,

There is a lot of talk these days about the importance of good nutrition, physical activity and healthy weight.  You may have heard that eating less fat and more fruits and vegetables and being more physically active can help people feel healthier.  The hard part is figuring out how to make these changes. 

Our organization is looking at how people can address these issues at our worksite.  We are starting a Worksite Obesity Prevention and Control program that incorporates fitness- and nutrition-related activities to help employees find support and ideas for making healthy eating and physical activity choices. 

We need your input to develop our program! In this packet, you’ll find a short survey for you to complete.  The survey should take just a few minutes of your time.  All survey responses are completely anonymous.

Your ideas and opinions are important to us.  It is vital that we hear from everyone in the organization in order to make our new obesity prevention and control program successful.  So, please complete your survey today and urge your co-workers to do the same! 

Please submit your survey to _________________________ no later than ____________________.


Thank you very much,

The Obesity Prevention and Control Committee
Adapted from:

Healthy Arkansas. Worksite Wellness Toolkit. 2001 [cited 2008 May]. p. 6. Available from URL: http://www.arkansas.gov/ha/pdf/worksite_wellness.pdf. 

