
Template for Survey Introduction/Email Invitation for Institutional Surveys 
 

This is meant as a guide only for developing an appropriate introduction for institutional surveys. 
 

 
 
Memorial University’s [UNIT] is [DESCRIPTION OF PROJECT/TOPIC]. A questionnaire has been developed 
to survey [POPULATION] for [PURPOSE]. Survey results will be compiled by [SURVEY ADMINISTRATOR] 
and used to [DESCRIBE USE]. Your feedback is important to [DESCRIBE VALUE/OUTCOMES]. The survey 
will take approximately [TIME] minutes to complete. 
 
Privacy Statement: [INSERT THE APPROVED PRIVACY STATEMENT]  
 
 

 
[ADDITIONAL TEXT REQUIRED FOR EMAIL INVITATION]:  
 
To participate, please visit the following link: [URL LINK] 
 
[IF PERSONALIZED LINK]: This link is uniquely tied to this survey and your email address to allow the 
system to verify access; however, your recorded responses will not be linked to your email or any other 
identifying information. Please do not forward this message. 
 
By proceeding to the survey link you acknowledge you have read this introduction and agree to 
participate. You may end your participation at any time during the survey by closing your browser 
window. 
 

 
 
If you have any difficulties accessing the survey, or if you have questions about the survey in general, 
please contact [NAME, EMAIL, PHONE].  The survey will be available to complete until [DATE]. 
 
Thank you in advance for your participation. 
 


