Structure of a covering letter (to accompany the questionnaire)
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Explains purpose Smoking in Public Places @ Anytown

clearly Questionnaire Business
Your views on smoking inrestaurants and bars UojA School

Recipient’s name:
title, initial/forename
{absence suggesls
impersonality)

Recipient’s address:
(absence suggests
impersonality)

Date:
i full

Salutation:
title and name if

University of Anytown
Freepost 1 234
Anytown

AN1 6RU

email mnks@anytown.ac.uk
Tel: 0123 4567890

Mr Steve Moker

17, Hamlet Road

—» Anytown

ANI 3CO

19th November 2005

possible

st sel of Imessages: ——

What research is about,
why it is useful

2nd set of messages:
Recipient’s response
valued, time needed
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confidentiality and/or
anonymity
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How results will be
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Final set of messages: -
contact for queries,

who to return to, date
for return

» Dear Mr Moker

This questionnaire is part of a research project to understand people’s views about smoking
in restaurants and bars. Y our responses are important in enabling me to obtain as full an
understanding as possible of this topical issue.

The questionnaire should take you about five minutes to complete. Please answer the
questions in the spaces provided. If you wish to add further comments, please feel free to
do so. The information you provide willbe treated inthe strictest confidence. You will notice
- that you are not asked to include your name and address anywhere on the questionnaire.

The findings from your questionnaire and others will be used as the main data set for my
dissertation for my degree course in Management and Business Studies at the University of
Anytown.

I hope you will find completing the questionnaire enjoyable. Please return the completed
1 questionnaire to me, Errol McFinn by 3 December 2005 in the enclosed Freepost envelope
to the above address. If you have any queries or would like further information, please feel
free to contact me on 1234 567890. A

Thank you for your help.

Errol McFinn

Mr Errol McFinn

Name:
title, forename
and surname

Clesing remanrks:
thank recipient

Lamgtits

Font szes
12 or 11 point

Signature:
By hand, blue ink

one side maximum
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