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Pre-Survey Leadership Notice -  Sample 1 

Below are some free survey communication templates to boost employee response rates, 

compliments of WorkTango.   

Leaders,   

As you’re all aware, in our ongoing efforts to improve the employee experience at <COMPANY 

NAME>, we’re rolling out a <DESCRIPTION - i.e., short quarterly pulse survey> to ensure the 
voice of our people is being consulted and heard.   

So that we can collect authentic feedback, we have partnered with a third-party; WorkTango 
will ensure that all responses remain anonymous. No one in the organization will have access to 
information revealing sentiment sources. Confidentiality is a major consideration for us on this 
initiative, and echoing this message to the members of your team will help us build trust with 
our people.   

On <DATE>, all employees will receive an email with instructions inviting their feedback. We’re 
hoping for full participation, and ask for your support by encouraging everyone on your teams 
to provide their insights.   

Thank you very much in advance for your part in making this initiative a success. 
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Pre-Survey Leadership Notice - Sample 2  

Leaders,   

In an effort to improve the employee experience at <COMPANY> we’re kicking off a survey 
initiative on <DATE> to help us better hear the voice of our employees.  

As part of this process, we want to empower you with insights from your team by giving 
you access to this data through a new platform called WorkTango. You will be receiving an 
invitation in the near future to participate in a training webinar around the platform (and how 
to use it for your optimal advantage).  

Key points to keep in mind and communicate to others:

• To collect genuine, candid feedback we have partnered with WorkTango, a specialized 

third-party employee experience and Surveys & Insights company that will ensure all 

responses remain confidential and anonymous.  

• Although survey participation is voluntary, we hope everyone takes the opportunity to 

share their opinions.

• Each survey link is unique - please do not share your link with other colleagues

• The minimum number of responses required for anyone in our organization to see 

aggregated segment level data (e.g., department, location, etc.) is < number>.    

We’re excited for next steps and are here to support you throughout this process. Don’t 
hesitate to reach out with any questions or concerns.  
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Pre-Survey Leadership Notice - Sample 3   

Leaders,    

As you know, we’re kicking off a survey initiative on <DATE> to help us hear the voice of our 
employees and use data to improve the employee experience.   

One of the primary goals of this initiative is to give you visibility into your team’s data, so 
that these empowering insights around what’s going well and where improvements would be 
beneficial, can guide your leadership actions.   

The People Team at <COMPANY NAME> are here to support you every step of the way, 
especially when it comes to understanding the data and navigating challenges, so feel free to 
reach out.    

Key points to keep in mind and communicate to others:

• To collect genuine, honest feedback we have partnered with WorkTango, a specialized 

third-party employee experience and Surveys & Insights company that will ensure all 

responses remain confidential and anonymous.

• The minimum number of responses required for anyone in our organization to see 

aggregated segment level data (e.g., department, location, etc.) is <number>

• Although survey participation is voluntary, we hope everyone takes the opportunity to 

share their opinions.

• Each survey link is unique - please do not share your link with other colleagues 

Keep a look out for a calendar invite scheduling training for the WorkTango platform we will be 
using for this initiative.   
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Pre-Survey Notice to All Employees     

Team,  

In an effort to continuously improve our employee experiences at <COMPANY NAME>, a 

<DESCRIPTION - i.e., short quarterly pulse survey> is being introduced to ensure everyone’s 

voice is consulted and heard.  

Your candor is key. So is anonymity. To that end we have partnered with WorkTango, a 
specialized third-party employee experience and Surveys & Insights company that will 
ensure all responses remain confidential. That means no executives, no leaders, no one in the 
organization, period, will have the ability to see individual responses.  

On <DATE> you will receive an email, with more instructions, inviting you to share your 
feedback. Please take this opportunity to participate.  

Thank you in advance for taking a few minutes to help make <COMPANY> an ever-better place 
to work!  

Pre-Launch Reminders - For Employees       

Team,   

As you know, our <DESCRIPTION - i.e., short quarterly pulse survey> is taking place on <DATE>. 

Please look out for an email from pulse@worktango.com with a link to the survey. Your link is 
unique, so please do not forward it to others. This enables WorkTango to track response rates 
and aggregate data (by location, department, etc.).  

The goal is for the entire organization to participate so that insights about the employee 
experience here at <COMPANY NAME> are heard, and drive meaningful improvements.  Please 
contact <PROJECT CONTACT> with any questions or concerns.   
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Messaging to Reinforce Confidentiality & Position WorkTango        

Description: WorkTango is an Employee Experience platform that helps companies hear 
the voice of their employees, which is integral in today’s rapidly changing workplace. The 
WorkTango platform creates a space for employees to anonymously offer their feedback and 
helps companies get real-time insight to quickly act on feedback, make better decisions, and 
build a more aligned and engaged workforce.   

Communication copy: We have selected WorkTango as a third-party vendor to ensure that 

everybody’s responses and comments remain confidential. That means no executives, no 
leaders, no one in the organization, period, will have the ability to see individual responses. 

Anonymity is a major consideration for this initiative as intentions are to use this honest 
feedback for better decision-making to improve everyoneís work experience.   

Please see WorkTango’s employee promise for more information.  
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Survey Invite Email Examples 

The stage is set. It is time to launch. 
Suggested invitation components include:

• Context - why this initiative matters

• Confidentiality and anonymity details

• Expiry date - when the survey needs to be completed by

• Approximate time survey takes to complete    

General Survey Email Invite - Sample 1  

Your opinion matters.   

We strongly believe that our people make this company unique. As we continue to evolve, 

employee engagement is critical to our future success. To achieve this, we must commit to a 

culture where we invest in constant process improvement built on employee feedback.   

Your input is important! Please complete this survey by <DATE & TIME>. It shouldn’t take more 

than X minutes. WorkTango, an independent employee experience and Surveys & Insights 

vendor, is managing this initiative to protect the confidentiality and anonymity of all responses. 

The end goal is to use consolidated feedback, including comments, to better understand how 

the employee experience at <THE COMPANY> can be improved.  

Thank you,   

PRE-SURVEY COMMUNICATION TEMPLATES
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General Survey Email Invite - Sample 2 

We are asking for your honest, uninhibited feedback to help improve the employee experience 

at <YOUR COMPANY>. The only way we can improve as an organization is by consulting and 

listening to the voice of employees.  

This is your opportunity to let us know how we’re doing as a company. Your feedback is 

confidential and anonymous to anyone within the organization. Please take X minutes to 

complete the survey by <EXPIRY DATE>.   

Thank you in advance for taking a few minutes out of your day to help make <YOUR COMPANY> 

an ever-better place to work!    

Pulse Survey Email Invite (Quarterly/Monthly/Weekly) 

Welcome to <DESCRIPTION - i.e., short quarterly pulse survey>, the first in a series of people-

related surveys HR will be sending out each month/quarter.   

As you know, our annual engagement survey provides important insights at a point in time. But 

this initiative enables us to take a pulse check on a more frequent basis. It’s important that we 

continue to get your insights about your employee experience at <YOUR COMPANY>.  

This X-minute survey includes X questions focused on <TOPIC(S)> at <YOUR COMPANY>.   

If you run into any difficulties completing it, have questions, concerns, or any other feedback 

you’d like to share, please send it to support@worktango.com.   

Thanks for your support. 
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Specific Project Email Invite

Your opinion is important!  Please take a moment to respond to this brief survey about the 

<PROJECT/INITIATIVE> program at <YOUR COMPANY>.   

Your survey response is confidential and anonymous to anyone within our organization. 

Feedback will be used to improve how <PROJECT/INITIATIVE> is implemented, managed and 

communicated. The survey will close at <EXPIRY DATE> and should take less than X minutes to 

complete.  

If you have any questions or concerns, please email <INTERNAL CONTACT>.   
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Survey Reminder Email Notices

Reminder Email Notice #1   

Subject: Reminder: We still haven’t heard from you!  

Hello there,  

You are receiving this email as a reminder to complete the <DESCRIPTION - i.e., short 

quarterly pulse> survey. This notice has been sent to you by means of our third-party survey 

vendor as data indicates you haven’t yet or have only partially completed this employee voice 

survey. 

Please be assured your individual responses are confidential and anonymous. No executives, 

no leaders, no one in the organization, period, will have the ability to see individual responses.  

The employee survey will remain open until <DATE/TIME>. Your opinion matters and will help 

<COMPANY> continue building a positive workplace culture.  

Thank you!   

PRE-SURVEY COMMUNICATION TEMPLATES
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Reminder Email Notice #2 

Subject: Only X days left to provide your feedback  

Hi again,  

Your feedback is highly valued! Please participate in this <DESCRIPTION - i.e., short quarterly pulse 

survey> survey to provide insights about your experience at <COMPANY>. 

If you have questions about WorkTango or the <DESCRIPTION - i.e., short quarterly pulse survey> survey, 

please reach out to support@worktango.com.  

Reminder: Do not forward this email to other individuals - it is a unique link created just for you!   

Thank you!    

Reminder Email Notice #3 

Subject: Last chance to provide your feedback!  

Our survey is nearly closing, and we still haven’t heard from you! Our goal is to hear from as many 

employees as possible, and that means you!   

Please take a few minutes to offer your feedback by clicking the link below. As a reminder, your individual 

responses are confidential and anonymous to anyone at <COMPANY>.  

Thank you!   
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Reminder Email Notice - Extension (for when the survey close date has been 
extended)   

Subject: Survey extended - last minute chance to provide your feedback!  

In an effort to improve response rates for a broader and more solid read on employee experience at 

<COMPANY> the survey deadline has been extended and will remain open until <DATE/TIME>.  

Please, take a few minutes to offer your valuable feedback. Change is in the wind - with your help.  

Thank you!    

Reminder Email Notice - Response Rates Update Email for Leaders  

Subject: Your team’s real-time participation rates  

Leaders,  

Below, please find our organization’s current response rates by X.  

Please gently encourage your team to participate. Our goal is to hear from as many employees as 

possible. And your support is both needed and appreciated.   

If you, or anyone on your team have any questions, please contact <PROJECT LEAD>.  

There are only X days left, so please make this a priority. Thanks in advance for your support in making 

<COMPANY> an ever-better place to work.   
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Post-Survey Thank You To All   

Team,    

Thank you for taking the time to participate in <DESCRIPTION - i.e., short quarterly pulse survey>.  A 

participation rate of X% was achieved, which is <BELOW/MEETS/EXCEEDS> our goal.    

Our leaders have been provided results in aggregate and will begin to share with the broader organization 

within <TIMEFRAME>.    

Here’s what you can expect:

• Transparency - plans are underway to share the overall results with the entire organization as soon 

as possible

• Continuous listening - we believe that what gets measured gets improved, and this survey is one 

step in our strategy to improve the employee experience

• Action - leaders are being tasked with actioning the results and will be held accountable for 

implementing change     

Thanks again for your contribution in making <COMPANY> a better place to work!  



For those of us who have been waiting for the world to truly put the 
employee experience first – this is our moment.

WorkTango revolutionizes how the world’s most forward-thinking companies engage 
and inspire their people. We offer the only Employee Experience Platform that enables 
meaningful recognition and rewards, offers actionable insights through employee 
surveys, and supports alignment through goal setting and feedback.

WorkTango is built for the workplace we all want to be a part of – where priorities become 
clear, achievements are celebrated, and employees have a voice.

Request a demo, or learn more at worktango.com 
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