Text in square brackets needs to be edited. 

[Date]
Mental Health Acute Inpatient Service Users Survey
A questionnaire about health care at [Name of NHS Trust] was recently posted to you.    

At the time of sending this note, we have not yet received your response. If you have already returned your questionnaire, thank you, and please accept our apologies for troubling you.
Participation in the survey is voluntary.  However, your views are important to us so we would like to hear from you.  (The return envelope you were sent with the questionnaire does not need a stamp.)  

Your response will be kept confidential.  You have been given a unique number so your name and address are not on the questionnaire, and your name and address will never be linked to your responses.  Your responses will only be used to provide information about the quality of the services the trust provides and to help us to improve these services.

If you do not wish to take part, you do not need to give a reason and the care you receive from the NHS will not be affected.  In case you did not receive the questionnaire, if we do not hear from you in the next couple of weeks, another copy of the questionnaire will automatically be sent to you.

If you have any questions or comments about the survey, or want to opt out, please do not hesitate to contact [us/our FREEPHONE help line] on [number].  The line is open between [opening time] and [closing time], [days], and we will do our best to answer any questions you might have.  

Thank you for your time.
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