Dear <Name>:

You are receiving this email because you are <insert role>.  The <insert name of department> requests your participation in this online survey of <insert name of survey or brief description>.  The purpose of the survey is to….
The survey should take no more than <insert length> minutes to complete.  The results of this survey will be reported in aggregate form only. They will be shared <insert how results will be shared>.
Your participation in this research is strictly voluntary.  Furthermore, your responses will be used for research purposes only and will be confidential; no effort will be made to track your responses and no records will be maintained on any person completing the survey.  Your participation is valuable and important to us in accomplishing our goals. Respondents are requested to report information about <insert more here>; there is little or no risk to the respondents.
Please click on the link below to begin taking the survey. If you need to stop and begin at a later time, simply close your browser and reclick the link when you are ready to complete the survey. You will begin at the point at which you stopped.
Thank you for your contribution to this project.  We would appreciate your response by <insert date>. Please contact <insert contact’s name and title> at <insert phone number is desired> or you may email him/her at <insert email address> should you have questions regarding the survey or regarding your rights as a participant in this project.

Sincerely,
<name of designee>
