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Notification Emails 

The following notification emails serve as templates that can be provided to Survey Administrators to 

improve consistency of deployment, reduce errors, and reduce workload burden on the Survey 

Administrator. 

Default Primary Notification  

The default primary notification will be emailed directly from an agency administrator during the days 

before the actual survey deployment.  Sample text for this email is provided below, but any portion of 

this text may be customized or modified.  The agency’s administrator(s) is/are responsible for modifying 

the text and emailing it directly to staff: 

Dear [AGENCY] employee, 

We will be conducting a short survey during [DEPLOYMENT DATE RANGE] to help 

[AGENCY] measure and report our greenhouse gas emissions as required by Executive 

Order (EO) 13514, Federal Leadership in Environmental, Energy, and Economic 

Performance.  This information will also help us identify alternative commute options 

that may be offered within our agency in the future. 

You should expect to receive an email from  commutersurvey@gsa.gov on 

[DEPLOYMENT START DATE] with a unique link to the survey.  Please check to make 

sure this email will not go to your Junk Email folder. 

When you receive this message, please do not send your unique survey link to anyone 

else.  To ensure the accuracy of the results, each survey can only be completed once. 

Your responses will be completely confidential and the survey should take no more 

than 10 minutes of your time.   

Thank you in advance for your help with this important analysis.  For more information 

about EO 13514 and the importance of this survey, visit this FedCenter link for more 

information. 

Sincerely, 

[ADMINISTRATOR NAME] 

  

mailto:survey-admins@tsf.noblis.org
http://www.fedcenter.gov/programs/eo13514/
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Default Survey Invitation (Will be Deployed on First Day of Survey Deployment) 

The survey invitation will be deployed on the survey start date.  The invitation will be sent automatically 

from the GSA Carbon Footprint Tool servers from  commutersurvey@gsa.gov.  The Survey Administrator 

will be able to customize text for his/her agency only within the customizable field as indicated below: 

Dear [AGENCY] employee, 

We are conducting a short survey to help our agency measure and report our 

greenhouse gas emissions as required by Executive Order (EO) 13514, Federal 

Leadership in Environmental, Energy, and Economic Performance. 

[SURVEY ADMINISTRATOR MAY ENTER CUSTOM TEXT HERE] 

Your responses are completely confidential and the survey should take no more than 

10 minutes of your time.  

Please do not send your unique survey link to anyone else.  To ensure the accuracy of 

the results, each survey can only be completed once.  Please click here to complete the 

survey:  [UNIQUE USER SURVEY LINK WILL APPEAR HERE] 

This survey closes at 11:59pm on [DEPLOYMENT END DATE]. 

If you experience any problems while taking this survey, please send an email to  

commutersurvey@gsa.gov for assistance. 

Sincerely, 

[SURVEY ADMINISTRATOR NAME] 

 

 

 

  

mailto:survey-admins@tsf.noblis.org
mailto:gsa-survey@nicc.noblis.org
mailto:gsa-survey@nicc.noblis.org
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Default Survey Reminder (Will be Deployed During Survey Deployment Period) 

Survey reminders are typically triggered on the 3rd and 5th (final) business day of the five (5) day survey 

deployment.  Agencies may request modifications to this schedule if necessary.  These reminders will be 

sent automatically by the GSA Carbon Footprint Tool servers from the email address  

commutersurvey@gsa.gov.  These notifications will only go to members of the population that have not 

completed the survey: 

 

Dear [AGENCY] employee, 

Our [AGENCY] employee commuter survey will be closing at 11:59pm on 

[DEPLOYMENT END DATE] and we need your help. 

This survey is very important as it helps our agency measure and report our greenhouse 

gas emissions as required by Executive Order (EO) 13514, Federal Leadership in 

Environmental, Energy, and Economic Performance. 

[INSERT SURVEY ADMINISTRATOR USER-DEFINED TEXT HERE] 

Your responses are completely confidential and the survey should take no more than 

10 minutes of your time.  

As a reminder, please do not send your unique survey link to anyone else.  To ensure 

the accuracy of the results, each survey can only be completed once.  Please click here 

to complete the survey:  [UNIQUE USER SURVEY LINK WILL APPEAR HERE] 

If you experience any problems while taking this survey, please send an email to  

commutersurvey@gsa.gov for assistance. 

Sincerely, 

[SURVEY ADMINISTRATOR NAME] 

 

 

mailto:survey-admins@tsf.noblis.org
mailto:survey-admins@tsf.noblis.org
mailto:gsa-survey@nicc.noblis.org
mailto:gsa-survey@nicc.noblis.org

