SAMPLE THANK YOU LETTER TO EMPLOYERS

January 16, 2004
[Recipient’s Name]

[Title]

[Organization]

[Address]

[City, State, Zip Code]
Dear [Employer's Name],

Congratulations on being designated as one of [City Name]’s Best Workplaces for CommutersSM! The [City Name]’s list received significant media coverage overall, including at least [Number] newspaper and [Number] television spots. I hope you noted the following media coverage that highlights your organization: [Insert specific media mention here, if applicable].
For 2004 and beyond, EPA and the [City Name] coalition will continue to confirm your place on the Best Workplaces for CommutersSM list through the data collected in the brief online annual report you submit as a program participant. To view the online report, go to: www.bwc.gov. The [City Name] Best Workplaces for CommutersSM Coalition looks forward to recognizing you on the 2004 list.

[Insert if applicable — I also invite you to visit the [City Name] Web page on the Best Workplaces for CommutersSM Web site at <[Link]>. We have included a description about your organization as well as information about various [City Name] initiatives including the Best Workplaces for CommutersSM campaign.]

If you have questions about [City Name]’s Best Workplaces for CommutersSM list or need assistance with your annual report, please contact EPA at 888 856-3131 or <bwc@epa.gov>.

A program account manager will be in touch shortly to provide additional follow-up information and assistance.

Sincerely,

[Your Name]

[Title]

