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Sample Letter to Local Organizations 
Requesting Cooperation in the Survey 

 

Dear Mr._________ 

As a matter of policy, the Embassy and its affiliated agencies attempt to 
provide salaries and benefits to its (nationality) employees which are 
comparable to those paid by other leading employers in (city) .In order to 
measure prevailing levels of salaries and benefits, the Embassy conducts 
periodic surveys of a number of organizations in (city) .Those surveys 
minimize the possibility of the Embassy being an unfair competitor while 
assuring fair compensation for our (nationality) employees. 

We are planning to conduct such a survey within the next several weeks. 
Because (name of organization) is a highly respected employer, we would 
appreciate your participation in the survey. Of course, information furnished by 
you will be treated confidentially. 

We will call you soon to ask your cooperation in our survey and, if you 
agree, to set up an appointment. 

Sincerely yours, 

 

 

 (Name)  

(Title) 



Sample Staff Memorandum Announcing 
Revision of Local Compensation Plan 

 



Sample Letter of Appreciation to Employers 
Surveyed 

 
 


