DATE

Dear (name of program) Volunteer,

As you know, assessment is important to the quality of the programs at the Smithsonian’s National Zoo and is a part of all the FONZ volunteer programs.  One component of our assessment program involves asking volunteers to complete the Annual Feedback Survey.  It helps us to improve our volunteer programs and allows us to do a better job for the Zoo.

The Department of Education and Volunteer Services (DEVS) is currently conducting this part of the program assessment.  We would like to have your feedback on the (name of program) and are asking all (name of program) volunteers to complete the attached survey.  This assessment survey will be conducted for each program at different times throughout the year and is conducted annually.

Please complete the survey by DATE and e-mail it to me.  If you would prefer to remain anonymous you may use a Business Reply Envelope, which have been placed in the exhibit and in the Volunteer Lounge.  The information on these surveys will be kept confidential.  Only appropriate staff will see them.  If you have any questions, please give me a call at 202.673.XXXX  Thank you for your help with this.

Sincerely,

Your Name

Program Supervisor

Friends of the National Zoo

