
Email to Accompany Governance Assessment
Insert the Following into the Email Subject Line: Our Board Assessment

Dear [Hospital Name] Board Member,
As you know, board accountability and a commitment to continuous improvement are critical to our success.  As board members we have an obligation to deliver the very best leadership possible to ensure that we successfully achieve our mission and vision.

In order to understand board members’ perceptions about our board and individual performance, and determine ways we can improve our effectiveness, we have committed to a comprehensive board practices assessment.

Everyone’s viewpoints and ideas are critical to ensuring that our board delivers the leadership necessary to ensure our organization’s success. 

Please click on the link below to complete the survey.  It should take approximately 20 minutes to complete.  Please complete the assessment by date, time.
INSERT SURVEY LINK HERE
The assessment is anonymous. No names will be associated with individual ratings or comments. Please contact me if you have any questions.  My telephone number is [Telephone Number], and my email address is [Email Address].
Thank you in advance for participating in this important board improvement process.

Sincerely,

[Board Chair Name], Chair of the Board

Reminder One: To be sent approximately one week before the deadline  
Insert in Subject Line:  Please Respond to the [Hospital Name] Board Assessment
As you are aware, [Hospital Name] is currently conducting a board assessment.  Please take approximately 20 minutes to complete the questionnaire by 5:00 p.m. [Day], [Date].  

We anticipate a 100 percent response rate to this survey. As you know, your responses to this survey are completely anonymous.  To respond, please click on the link below.  

INSERT SURVEY LINK HERE
Thank you in advance for your time and insights.  Your participation is vital to our board’s success in providing effective leadership to our organization.

Sincerely,

[Board Chair Name], Chair of the Board

Reminder Two: To be sent approximately one day before the deadline  
Insert the Following into the Email Subject Line: Final Reminder - Please Respond to the [Hospital Name] Board Assessment

There’s still time for you to complete your board assessment. Securing every board member’s viewpoints and ideas is critical to the process. As you know, your responses to this survey are completely anonymous.  

The survey should be completed by 5:00 p.m. tomorrow, [Date], and should take you approximately 20 minutes to complete.  To respond, please click on the link below:

INSERT SURVEY LINK HERE
If you have any questions about the assessment please feel free to contact me.  My telephone number is [Telephone Number], and my email address is [Email Address].

Thank you again for your time and commitment to this important governance improvement process.

Sincerely,

[Board Chair Name], Chair of the Board
Survey Extension: Only send if all haven’t responded and you want to extend the survey deadline  
Insert the Following into the Email Subject Line: There’s Still Time – Deadline Extended for the [Hospital Name] Board Assessment

To ensure that your input is included, we have extended the board survey deadline through the end of today.  Please take approximately 20 minutes to complete the questionnaire by 5:00 p.m.  To respond, please click on the link below:

INSERT SURVEY LINK HERE
The board assessment is anonymous. Please contact me if you have any questions.  My telephone number is [Telephone Number], and my email address is [Email Address].
Thank you in advance for your time and insights.  Your participation is vital to our board’s success in providing effective leadership to our organization.

Sincerely,

[Board Chair Name], Chair of the Board
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