
 
Thank you for your time and assistance! 

Please return your completed questionnaire in the postage-paid envelope 
provided.  Please use the space below for any additional comments about 

this survey or water resources in your community. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

For more information about the Clifty Creek Watershed Project, please see 
www.cliftycreek.org or call Josh Richardson at (812) 378-1280 extension 3. 
 
For more information about this survey, please call Linda Pokopy at (765) 496-2221. 
 
 
Survey results will be available February 2008 at www.cliftycreekresults.com.  
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Sample Advance Letter 
 
Date 
 
«First»«Last» 
«Mailing_Address» 
«City», «State» «Zip» 
 

Dear «First»«Last», 

 

We need your help to better understand agricultural land management decisions in the 
[Project] watershed.  The [Project name] is working to improve and protect the water quality in 
[river/stream name – use local name] by providing technical and financial assistance for land 
management activities.  As someone involved with an agricultural operation in the [project] 
watershed area, your insights are particularly important, and we would greatly appreciate your 
participation in a survey to help us learn how we might best serve the needs of agricultural 
producers and rural residents in the watershed. 

In the next week, you will be receiving a survey questionnaire from the [project name].  
When it arrives, please complete the questionnaire and return it to us in the prepaid envelope.  
By participating in this survey, you will be helping to shape the kinds of technical assistance and 
outreach efforts provided by the [project name]. 

Let me assure you that your responses will remain confidential.  Responses from all 
agricultural producers completing the survey will be analyzed together, and no individual 
responses will be identified in any way.  Your name will not be used in any report.  

Your participation in this survey is very important to ensure we understand the land 
management activities and the needs and interests of the agricultural community in the 
watershed. If you have any questions about the survey please contact me at xxx-xxx-xxxx. Thank 
you in advance for your help. 
 
Sincerely, 
 
[insert signature] 
 
[Name of project leader or local official; note that this should be someone the local target 
audience will respond to such as SWCD director, head of Farm Bureau, etc.] 
[local contact information] 
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Sample Cover Letter to Include With the First Mailed Questionnaire 
 
[letterhead] 
 
«First»«Last» 
«Mailing_Address» 
«City», «State» «Zip» 
 
Date 
 
Dear «First» «Last», 
 

About a week ago you received a letter regarding the enclosed survey questionnaire. 
[Project] is conducting the survey to learn about current land management practices and the 
needs of agricultural producers in the [project] watershed.  The questionnaire will take about 20 
minutes to complete, and we appreciate your time and the information you will provide.  Please 
return the completed questionnaire in the enclosed, pre-stamped envelope as soon as possible.   

By participating in this survey, you help shape outreach programs and technical 
assistance options provided through the [project].  Responses will be confidential.  Your name 
will never be placed on the questionnaire itself, nor will it ever be used in any report.  You will 
find a number on the back of your survey.  This number is used for tracking purposes so that we 
can check your name off the mailing list when your questionnaire is returned.   

Thank you in advance for providing this valuable information.  I would be happy to 
answer any questions you have about this survey.   
 
 
Sincerely, 
 
[signature] 
 
 
[name of project leader or local official] 
[contact information] 
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Sample of an Initial Reminder Letter and Postcard 
 
Date 
 
«First»«Last» 
«Mailing_Address» 
«City», «State»  «Zip» 
 
Dear «First»«Last», 
 
About a week ago, you should have received a survey from [project]. We know that you are 
busy, and we hope that you will help us by completing and returning the survey.  Your 
information is important because it will be used to serve the needs of agricultural producers 
in your area.  By participating in this survey, you will help shape outreach programs and 
technical service options.  
 
If you have not done so already, please complete the survey and return it in the pre-stamped / 
addressed envelope (enclosed with the survey you received last week).  The survey will take 
about 20 minutes to complete.  If you have already returned the survey, thank you, we 
appreciate your time in doing so. 

Your responses will be confidential. Your answers will not be associated with your name in 
any way and your name will never be used in any report. 

Feel free to contact me if you have any questions, concerns or if you have misplaced your 
survey.  I will gladly provide another copy. 
 
Sincerely, 
[Signature] 
[project leader or local official] 
[contact information] 
 
Note: this information could also be modified and sent in a post card format, such as below: 
 
Recently a questionnaire asking for your thoughts about land management issues was mailed to 
you.  Your response is important to accurately represent the opinions about these issues in the 
[project].   
 
If you have already completed the questionnaire, please accept my sincere thanks.  If not, please 
take approximately 20 minutes to complete and mail it today.  If you did not receive the 
questionnaire, if it was misplaced, or if you have any questions about the study, please call me at 
[PHONE NUMBER].  I am glad to answer your questions or to mail you another copy of the 
questionnaire.  Thank you for your help!        
 
[project leader or local official][contact information] 
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Sample of a Cover Letter to Include With the Second Mailed Questionnaire 
 
Date 
 
«First»«Last» 
«Mailing_Address» 
«City», «State»  «Zip» 
 

Dear «First»«Last», 
 
 About three weeks ago I sent a questionnaire to you asking for your input about land and 
water issues in [project].  As of today, we have not yet received your completed questionnaire. I 
am sending a second copy of the questionnaire in case you have misplaced it. 
 
 I am writing again because your response is critical to the accuracy of the survey results.  
To be sure that the results are truly representative of interests an opinions in the area, we need to 
hear from you.   Those who have already responded have shared their thoughts, but we also need 
to know yours! 
 
 By responding to the survey, you are assured of complete confidentiality.  The 
questionnaire has an identification number for mailing purposes only.  This is so we can check 
your name off the mailing list when your questionnaire is returned.  Your name will never be 
placed on the questionnaire itself, nor will it ever be used in any written or oral discussion of 
survey results. 
 
 Your response will provide information to help the [LOCAL Project] make decisions that 
reflect your opinions. 
 
 I would be happy to answer any questions that you may have about this study. Please call 
me at [PHONE NUMBER]. 
 
Sincerely, 
 
[insert signature] 
 
[Name of project leader or local official] 
[local contact information] 
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Sample Final Reminder Letter 
 
Date 
 
«First»«Last» 
«Mailing_Address» 
«City», «State»  «Zip» 
 
Dear «First»«Last», 

I am writing once again to encourage you to complete and return the [survey name].  If 
you have already returned the survey, thank you – our letters crossed in the mail. If not, please 
take a few moments to complete and return your questionnaire today. 

I understand this survey may not be a top priority or that you may be hesitant to share 
information about your farming practices. This survey is important because information received 
will be used to serve the needs of agricultural producers in your area.  By participating in this 
survey, you will help shape outreach programs and technical service provided by [project] as we 
work toward protecting and improving local water quality. 

[number] of agricultural producers from your area are participating in this survey and 
many have already returned their completed survey to me.  Your completed survey is needed to 
ensure that a variety of different types of farms, as well as your views and opinions, are 
represented.   

Please be assured that your responses will be confidential. The number, on the back page 
of the survey, allows us to know who has returned their survey. Your name and answers will 
NOT be associated with that number in any way.  

Feel free to contact me at xxx-xxx-xxxx if you have any questions, concerns or 
comments. I would appreciate hearing from you.  
 
Sincerely, 
 
Signature 
 
[project leader or local official] 
[contact information 
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Sample Letter for Telephone Survey 
 
Date 
 
«First»«Last» 
«Mailing_Address» 
«City», «State»  «Zip» 
 
Dear «First»«Last», 
 

We need your help to better understand home and lawn care activities in [Project area].  
The [Project] is working to improve and protect the water quality in [river/stream name] by 
gathering information from both rural and urban residents to help direct technical and financial 
assistance for home and lawn care activities.  As a resident in the [project] watershed area, your 
insights are particularly important, and we would greatly appreciate your participation in a 
survey to help us learn how we might best serve the needs of urban and rural residents in the 
watershed. 
 

In the next week, you will be receiving a phone call from the [project name]. If you are 
willing to participate, we will set up a time that is convenient for you. The survey will take about 
30 minutes depending on your answers. Your participation in this study is voluntary and your 
answers will be confidential. If you agree to participate, you are free to withdraw from the study 
at any time.  By participating in this survey, you will be helping to shape the kinds of technical 
assistance and outreach efforts provided by the [project name]. 

Let me assure you that your responses will remain confidential.  Responses from all 
agricultural producers completing the survey will be analyzed together and no individual 
responses will be identified in any way.  Your name will not be used in any report.  

Your participation in this survey is very important to ensure we understand the home and 
lawn care activities and the needs and interests of the community in the watershed. If you have 
any questions about the survey please contact me at xxx-xxx-xxxx. Thank you in advance for 
your help. 
 
Sincerely, 
 
Signature 
 
[project leader or local official] 
[contact information 
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Appendix 4: Additional Supporting Documents 
 

This appendix includes the following: a sample Freedom of Information Act (FOIA) request 
letter to request names and addresses of farmers in your watershed and the end of project 
questionnaire.  
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Sample FOIA Letter for Federal Agencies 
 
Date 
 
Re: Names and Addresses in <insert name> Watershed 
 
To Whom It May Concern <or insert name of state contact>: 
 
I am requesting under FOIA the names and addresses of landowners [and/or agricultural producers] in the 
<insert name> Watershed.  I am conducting a study that will involve the mailing of two questionnaires to 
this group of people.  The results of the first questionnaire will help inform watershed planning and 
project implementation activities, and the second questionnaire will help to measure the change in 
awareness, attitudes, and behaviors as a result of our project.  I am attaching a copy of the draft 
questionnaire for your reference.  All survey data will be kept confidential and will only be available to 
researcher(s) involved in this project.   
 
We are working on this project in collaboration with the <insert name of any collaborating SWCD’s,, 
etc.>.  The study is funded by <insert name of state agency or other funding source>. 
 
It would be very helpful if we could obtain an electronic version of your mailing list differentiated 
by Owners (landowners), Operators (agricultural producers), and Owner/Operators for the 
following counties: <insert county names>.  
 
<NOTE: You can also use the following text to ask the agency to use GIS to provide addresses only 
within the watersheds.>   
 

- The information needed from <agency> can be in one of the forms below; 
1. CLU polygons (no attribute data associated) 
2. List of names and addresses of agricultural producers (landowners and operators)  

 
- Our hope would be that you could utilize GIS to clip the polygons or address information 

to the specified watersheds.> 
 
Please let me know if I can provide you any further information to help you consider this request for 
information. 
 
Thank you in advance for your help. 
 
<insert your name, address, phone number, e-mail> 
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End­of­Project Questionnaire 
 
Project coordinators will submit answers to the following questions using SIDMA: 
 
For the first four questions, please gather input from project partners. 
 

1. Please list up to three factors related to your group that most contributed to the success of 
your project. For example: great volunteers, coordinator who knew how to mediate 
conflict, steering committee member with background in publicity. 

2. Please list up to three factors related to your group that most hindered the success of your 
project. For example: low attendance at meetings, high turnover rate of staff, not enough 
money. 

3. Please list up to three factors external to your group that most contributed to the success 
of your project. For example: newspaper reporter that covered all of our major events, 
farmers who were willing to come to our workshops even though they were not initially 
supportive of our objectives, conservation group in the area that supported us with 
resources. 

4. Please list up to three factors external to your group that most hindered the success of 
your project. For example: county government was very resistant to idea of changing 
ordinances, small segment of homeowners wrote repeated letters to the editor against our 
project, dropping corn prices made farmers unwilling to adopt riparian buffers. 

 
For the remaining questions, please refer to project records: 
 

5. What percentage of adopters is in the target audience? 

6. What percentage of treated acres is in the critical area? 

7. What percentage of installed practices is in the critical area? 

8. Based on project records, what is the percentage of critical area receiving treatment?  

9. Based on project records, what is the percentage of target audience implementing  
practices in critical areas?  

10. What ordinances are in place related to NPS practices?  

11. What additional cash and in-kind resources were leveraged as a result of project funding?  

12. What other funding is available to support NPS practices in the critical areas?  

13. What other technical support is available for NPS practices in the critical areas?  

14. What provisions are in place to monitor NPS practices in the critical areas? What other 
information would you like to report about the implementation of your project? 
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Glossary  
 
Administrative indicators: Indicators based upon the collection of financial and administrative 
data, and generally gathered by project staff. The data is submitted to the state through state 
systems and entered into the USEPA’s Grants Reporting and Tracking System (GRTS). 
 
Baseline: An initial set of observations or data that can be used for comparison or as a control; a 
starting point (Source: USEPA Handbook). The information collected at the beginning of a 
project provides a benchmark against which changes can be measured during the project period. 
 
Critical area: Lands contributing disproportionately to water quality impairment because they 
are environmentally vulnerable and/or inappropriately managed based on their environmental 
vulnerability and consistency with long-range goals of the watershed management plan. 
 
Environmental indicators: These are generally biophysical measures collected by state agency 
and project staff. Data is entered into state information management systems and the USEPA’s 
STORET database. 
 
Evaluation: A systematic process for assessing the effects of activities and progress toward 
identified goals. 
 
Indicator: Direct or indirect measurements of some valued component or quality in a system. 
Can be used to measure the current health of the watershed and to provide a way to measure 
progress toward meeting the watershed goals (Source: USEPA Handbook). 
 
Logic model: A conceptual tool for summarizing program goals and allocating resources. Logic 
models provide a planning framework for program or project goals, objectives, and activities; 
assessing needs; determining intended results; and identifying the resources and activities needed 
to achieve them. 
 
Monitoring: The periodic collection and evaluation of data relative to project goals, objectives, 
and activities. Monitoring assists project coordinators in tracking progress and making 
comparisons with some predefined benchmark through the interlinked process of monitoring and 
evaluation (M & E). 
 
Nonpoint source: Diffuse pollution source; a source without a single point of origin or not 
introduced into a receiving stream from a specific outlet. The pollutants are generally carried off 
the land by storm water. Common nonpoint sources are agriculture, forestry, urban areas, 
mining, construction, dams, channels, land disposal, saltwater intrusion, and city streets (Source: 
USEPA Handbook for Developing Watershed Plans to Restore and Protect Our Waters). 
 
 
 
 



 

161 
 

Project: A unique set of activities intended to accomplish a specific outcome, led by 
professional staff, and, for the purposes of this handbook, addressing NPS pollution.  For the 
purposes of SIPES, a project encompasses only one funding cycle. 

Program: In this Handbook, program refers to agency responsibility areas, for example, state 
NPS programs or the USEPA Region 5 NPS program.  

Sample size: Number of returned questionnaires needed to accurately represent your entire 
project.  
 
Social dimension or human dimension: Refers to the interaction of humans with their natural 
environment. Human use of the natural environment is the primary contributor to many negative 
environmental effects, including reduced water quality. 
 
Social indicators: Measures that describe the capacity, skills, awareness, knowledge, values, 
beliefs, and behaviors of individuals, households, organizations, and communities. By measuring 
these indicators, we can determine whether policies, programs and initiatives are likely to lead to 
the intended behavioral change in a watershed’s most critical areas and, ultimately, to 
improvements in water quality. 
 
Social outcomes: The social changes needed to bring about and sustain the environmental 
conditions you are trying to achieve in your project area. 
 
Stakeholder: Individual or organization that has a stake in the outcome of the watershed plan 
(Source: USEPA Handbook). 
 
STORET (Acronym for STOrage and RETrieval): A repository for water quality, biological, 
and physical data that is used by state environmental agencies, the USEPA, and other federal 
agencies, universities, private citizens, and many others. 
 
Target audience: People within a critical area who are responsible for managing those areas and 
for whom outreach and education efforts will be provided. 
 
Watershed planning: A systematic effort to identify watershed-based issues, set goals and 
objectives, and prepare an implementation approach to address these issues.  
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