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The following email template intends to inform employees and residents about the mandatory Air Quality Management District (AQMD) Average Vehicle Ridership (AVR) Survey. This should be sent to all employees who arrive or depart between the peak hours (4:00 p.m. to 6:00 p.m.) at least once during the survey week. Add company information in the [highlighted portions] and include any incentives for survey participation. The email can be paired with the ‘What is the AVR Survey’ and ‘Take the AVR Survey’ flyers in the ‘Flyers’ section of the BTMO Marketing Toolkit. Distribute this email no earlier than the Friday of the survey week. BTMO recommends sending it with High Importance.

Subject:
Mandatory: [Organization Name] Staff Transportation Survey

Body:
Hello,

[Organization Name] is conducting a mandatory transportation survey of all employees who travelled to and from work during the hours of 4 p.m. to 6 p.m. at least once during the period of [survey week]. The City of Burbank requires participation from all regulated businesses.

The deadline to complete the survey is close of business on [survey deadline].

[Choose one: Manual Survey or Metro’s Virtual Survey Tool]
[1: Manual Survey] Fill out the paper survey (English / Spanish) and email it to [ETC Email].
[2: Metro Survey Tool] Follow this link to take the survey: [Metro Survey Tool URL].

After completion, you will be entered to win [raffle prize]!

How does the survey process work?
This quick survey will ask you how you got to and from work over a period of five days, from [survey week]. The survey is divided into two parts:
1. Basic information, such as home ZIP codes and major cross streets.
2. How you got to and from work each day during the survey period, i.e., your mode of transportation. 

Why are we being surveyed?
Each year, employers with 25 or more employees in the Downtown Burbank District and Media District are required by the City of Burbank to reduce the number of employee vehicular trips that their businesses generate by:
1. Surveying employees about their commute trips during the peak period of 4 p.m. to 6 p.m. throughout the identified survey week.
2. Reporting efforts to reduce vehicle trips.

Completion of this survey will allow [Organization Name] and the City to better understand how people commute in Burbank. This information will provide valuable insight into employee travel patterns and advise the City of Burbank on future transportation projects, plans, and programs.

Things to note:
· Again, the survey is for all employees who traveled or teleworked (arrived or departed) between 4 p.m. to 6 p.m. at least one time during your survey week.
· If you were teleworking during the period, please select the ‘F’ code.
· If you were out sick, on vacation, or had a regular day off during the period, please indicate that code for the corresponding day and enter your normal scheduled times for starting/leaving work.
· “Noncommuting” (Code ‘G’) is reserved for individuals who reside at their workplace, i.e., firefighters.

If you have any questions about the mandatory transportation survey, please do not hesitate to reach out.


Thank you,

[ETC Name]
[Organization Title]
[Organization Name]
[Email]
[Phone]
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