Sample survey letter
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 [Address]

                                                                                                                     [Date]                    

Dear [Sir/Madam/name] 
 
On behalf of the Archives and Records Council Wales, I would like to invite [company name] to participate in a survey of archives and record-keeping among Welsh businesses, charities and organisations. The survey aims to identify records of significant cultural and historical value and to offer support for their long-term preservation wherever possible. As [company name] has been identified as an organisation whose historical records may offer significant value for the heritage of Wales we would be very grateful if you are able to participate.  
 
If you can join in the survey, please confirm by reply and I will send a follow-up email with a questionnaire on record-keeping and the types of records which your organisation holds. The questionnaire may also be used to indicate your interest in receiving guidance on the long-term preservation of historical records.   
 
Thank you for considering our request.   
 
Yours [faithfully/sincerely] 
 
[SIGNATURE] 
 
Records at Risk Officer 
 
Email: [address]


Archives and Records Council Wales website:
https://archives.wales



Sample survey email

Dear Sir/Madam,
On behalf of the Archives and Records Council Wales, I would like to invite [company name] to participate in a survey of archives and record-keeping among Welsh businesses, charities and organisations. The survey aims to identify records of significant cultural and historical value and to offer support for their long-term preservation wherever possible. As [company name] has been identified as an organisation whose historical records may offer significant value for the heritage of Wales we would be very grateful if you are able to participate. The questionnaire may also be used to indicate your interest in receiving guidance on the long-term preservation of your historical records.

If you are happy to join in the survey, please complete the questionnaire via the link below. The questions should take less than ten minutes to complete. However, if you have any queries regarding the survey please do let me know.

 
Thank you for considering our request.
 
Kind regards,
[Records at Risk Project Officer]

Questionnaire in English:  https://www.surveymonkey.co.uk/r/6GWLGXV
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Archives and Records Council Wales website:
 https://archives.wales
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