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Forward:  Due to the diversity of agencies across Government, OPM has worked
closely with each agency to provide individual options and alternatives for
deployment of the Governmentwide Survey.  This plan provides examples/options of
different types of communications needed to ensure a successful deployment of this
survey.

� Initial Notification to Employees:  Although the survey will be sent to a randomly
selected group of individuals in each agency, it is important to ensure all employees
are aware of the survey, how employees were selected to participate, and how the
survey results will be used and publicized.

� Action:  OPM sends each HR director a sample letter to all employees to be
signed by either the agency or HR director.  (Appendix 1)

� Initial Survey Deployment:  Each employee selected to participate will be sent the
survey either via e-mail or other means as negotiated between OPM and the agency.
OPM will notify all participants who have e-mail addresses.  For other conveyances
of the survey (via mail or internal agency electronic conveyance), the agency will
initiate the initial distribution of the survey.  For employees without access to an
internet-ready computer, agencies should set up additional computers or kiosks with
internet access in convenient locations in the agency.

� Communication:  The survey will be preceded by a message from the Director of
OPM explaining the purpose of the survey and encouraging employees to
complete the survey.

� Action:  OPM includes the message from the OPM Director as the first page of
the survey correspondence.  For other than electronic conveyance of the survey,
the agencies will include a hard copy of the message with the survey.
(Appendix 2)

� Monitoring:  OPM has the ability to continually monitor the completion rate of all
surveys OPM deploys electronically.  Agencies will have the ability to monitor its
own agency responses.

� Completion Targets:  We offer the following completion rate targets for
comparison:

                            Minimum Acceptable Levels Optimal Levels

Week 1 25% 30%
Week 2 30% 50%
Week 3 32% 60%
Week 4 35% 70%
Week 5 40% 80%



� Internal Agency Communications:  Agencies should develop their own campaign
or communications strategy to encourage their employees to participate in the survey
if they’ve been asked to do so.  Such communications could include:

� Posters showing agency progress on survey completion.  If participation rates
within different departments, bureaus, or offices in an agency are available,
and if appropriate, posters comparing each department could create some
inter-agency competition

� Posters indicating agency progress compared to other agencies
� Senior leaders’ informal reminders/encouragement via staff meetings or other

employee meetings
� Celebratory events to mark the achievement of participation goals
� Other communications by Agency, HR, or other organizational component

Directors, as appropriate, to encourage participation
� Commitment from senior leaders to review and respond to the results, and to

provide feedback to the employees on the actions to be taken
� Announcements in paper and electronic organizational newsletters
� Announcements on agency intranet or internet

� Follow-up Reminders:  As mentioned above, both OPM and each individual agency
will have access to completion rate information.

For those employees who were notified by OPM through their personal e-mail
addresses, OPM will send periodic reminders to encourage employees to complete the
survey.

For those employees who received paper copies of the survey from OPM or the OPM
contractor, OPM will send reminder postcards.

For those agencies that are deploying the survey in a different manner, it will be their
responsibility to follow up with their employees to ensure a successful return rate.

� Action:  OPM has developed various levels of reminder messages.  (Appendix 3)

� Extension of Survey Completion Date:  If necessary, the survey completion period
may be extended an additional 2 weeks beyond the planned 5 week open period.  This
will be by exception only, on an agency by agency basis, to try to obtain acceptable
return rates to ensure the statistical validity of the results.  If this occurs, additional
senior leader communications will be necessary to further encourage employee
participation.

� Action:  OPM will work with each individual agency as necessary.



Memorandum

To: All  Employees

From:

Subject: Governmentwide Survey on Human Capital
When was the last time I told you how important you are to our agency’s mission?  If I
have not communicated that fact to you recently, please know that the work you do
matters to me and other high level officials across the Government including President
Bush.  One of the major areas of the President’s Management Agenda is the strategic
management of human capital (management of people).  All Federal departments and
agencies will be held accountable to the President for meeting performance goals in this
area.

There are various ways we could assess the way we manage our workforce, but the most
important way is to get feedback from you.  Very soon many of you will be randomly
selected to participate in a Governmentwide Survey on Human Capital.  The Office of
Personnel Management (OPM) has developed this survey to help measure how Federal
agencies are managing their employees to carry out individual agency missions.  If you
are selected, your response to this survey will be exceedingly important to the President
and to me as we all work together to improve the way we manage people.  That’s why I
am counting on you to take the 30 minutes or less necessary to complete the electronic
version of the survey.
This survey will be administered electronically to over 200,000 randomly selected
Federal employees.  Those (name of department/agency) employees who have been
selected will be notified directly by OPM in the next few days on the procedures for
completing the survey.

If you are selected, please be assured that your responses are voluntary and strictly
confidential.  OPM will combine them with others from our agency and statistically
analyze all responses.  The results will be made available on OPM’s web site
(www.gws.opm.gov).
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I’m Kay Coles James, Director of the U.S. Office of Personnel Management (OPM).  I
am very pleased to invite you to complete our new governmentwide survey on human
capital.  In May, we celebrate Public Service Recognition Week.  The focus is on
educating citizens about the many ways in which the Federal government serves the
people of this great nation and how government services make all of our lives better.  I
want to use your feedback on this survey to help us improve the way we manage our
most important government resource, our people, to continually provide outstanding
products and services to America.

You have been selected at random to complete this new survey and share your views on
how well your agency manages the workforce.  We have asked your agency’s
cooperation in sharing your e-mail address so that we may contact you and ask you to
complete the survey and return the results. Your responses will be transmitted directly to
OPM at our web site address, and will be kept strictly confidential.

In addition to summary results, agencies will be able to compare their responses to
governmentwide responses on all standard survey items, and to private sector responses
on some standard personal experience and job satisfaction items.  No data will be
reported that could be used to identify specific individuals. You will be able to review
survey results on OPM’s web site (www.gws.opm.gov).

Please observe carefully the instructions following this message.  The survey should take
about 30 minutes to complete.  Since your response is so vital, you may use official time
to complete the survey.  I ask that you complete the survey in one sitting.

Thank you very much for your cooperation.  I need your support for this initiative.  This
is your opportunity to influence change.

Kay Coles James

Appendix 2



First Reminder
(1 week into survey)

You have been selected to participate in the new governmentwide survey to share your
views on how well your agency manages its workforce.  You should have received an
initial e-mail message from the survey administrator with instructions on completing the
survey about one week ago.  If you have already completed the survey, thank you!  If you
did not receive this initial e-mail or were not able to access the survey, please contact us
by e-mail at gwsxx@opm.gov so we can take appropriate action to ensure you are able to
complete the survey.  If you did receive the initial notification, we would appreciate it if
you would take time today to complete the survey.

Please use the following user id and password to access the survey.

User ID: <<USERNAME>>
Password: <<PASSWORD>>

Please select the link below to begin the survey.

http://________________________

Again, we appreciate your participation and your cooperation in providing this very
important feedback.
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Second Reminder
(2-3 weeks into survey depending on agency response rates)

You have been selected to participate in the new governmentwide survey to share your
views on how well your agency manages its workforce.  You should have received an
initial e-mail message from the survey administrator with instructions on completing the
survey and an initial reminder message.  If you have already completed the survey, thank
you!  If you have not yet completed this survey, we would appreciate you taking time in
the next day or two to provide your valuable input.  This survey will take less than 30
minutes to complete.

Once again, we want to assure you that your responses are kept strictly confidential and
your responses are very important.  If you have any concerns about completing the
survey or have any other questions, please contact us by e-mail at gwsxx@opm.gov.
Please use the following user id and password to access the survey.

User ID: <<USERNAME>>
Password: <<PASSWORD>>

Please select the link below to begin the survey.

http://________________________

Thank you in advance for completing this survey.  We appreciate your participation and
your cooperation in providing this very important feedback.



Third Reminder
(3-4 weeks into survey depending on agency response rates)

You have been selected to participate in the new governmentwide survey to share your
views on how well your agency manages its workforce.  It is extremely important that we
receive your response to this survey.  Currently your agency has received an overall
response rate of ________ compared to the governmentwide response rate of _______.

Your agency director and senior leaders across the Federal Government realize your time
is very valuable.  Asking you to take less than 30 minutes of that time to provide your
thoughtful responses to this survey is a very strong indicator of the importance of this
effort.

The final deadline for completing this survey is just (1 or 2) week(s) away.  Please
take a few minutes TODAY to complete this survey by using the following user id and
password to access the survey.

User ID: <<USERNAME>>
Password: <<PASSWORD>>

Please select the link below to begin the survey.

http://________________________

Thank you for your participate and your cooperation in providing this very important
feedback.
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