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[date]
Dear Resident

Travel survey at [enter site name]

A travel survey is taking place at [enter site name] on [enter survey date].  This travel survey is part of the mandatory monitoring process for the housing development’s Travel Plan.  Your participation in this survey is important as the survey results need to reflect travel patterns at this development as accurately as possible. 
The paperwork for your household to participate in this survey is included with this letter.  This is made up of:
· 1 x Household Information Form

· 3 x Personal Travel Diary
· 1 x envelope for returning completed surveys

The Household Information Form should be completed by one adult member of the household and asks for basic information about the household and your current travel options. This form can be filled out in advance of the survey day.  Note: If more than five people live in your household complete the questions which ask for person-specific information for the five oldest residents.
A Personal Travel Diary should be completed for each member of the household over 5 years of age for the 24-hour period beginning at 3 am on [enter survey day] and ending at 3 am the following day.  Each member of the household should complete their own travel diary, unless they are under the age of 14, in which case a parent or guardian should complete the form. 
Only trips to and from your home should be recorded on the Personal Travel Diary, e.g. from your home to work or the shops to your home.  Do not include trips between other destinations, e.g. work to shops.
[enter text on collection method and incentive]

Should you require any additional copies of the survey forms, or have any questions about the survey process, please feel free to contact [contact name at IFC] at [contact phone number at IFC].
Yours faithfully,

[contact name at development company / management company]

[name of development company / management company]







