TEMPLATE - Card Study Email Correspondence
The Email Correspondence template contains suggested content for clinics to confirm their participation and set-up the card study, shipping information, and reminders to start/stop collecting data. Recommended email attachments and shipping contents are included. 
Suggestion: adapt the Study Startup Email below as a Welcome Letter to be printed and included in the shipment of collection boxes and surveys to participating clinics.

Study Set-Up Email
Subject: [STUDY NAME] Card Study Information Needed
Attachments: [STUDY NAME] Protocol; [STUDY NAME] Information Sheet; [STUDY NAME] Survey
-----
Hello [SITE CONTACT], 
We are very excited to inform you that all of the necessary approvals are in place (verification that the study is exempt from human subjects review, etc.) and we are ready to move forward with conducting [STUDY NAME].

Timeline: Our goal is to collect data for X week in [MONTH]
Data collection to begin: [DAY, DATE]
End: End of the day on [DAY, DATE]

Next Steps:
Please provide the following information by [DATE]:
1. Will your clinic be able to participate on this timeline?
☐ Yes, we can be ready to start distributing the survey on [START DATE]
☐ We want to participate, but will not be ready by [START DATE]
☐ No, we aren’t able to participate
☐ Other __________

We will mail collection boxes and the paper surveys to you.
1. How many collection boxes for surveys do you need?
2. Approximately how many adult patient (18+) visits does your site have in a day?
3. Approximately how many Spanish-speaking adult patient (18+) visits does your site have in a day?
4. Do you prefer to scan & email the complete surveys back to us, or do you prefer to mail the hard copies over snail mail back to us (we will provide a stamped envelope if you choose this option)?

Someone in the clinic will need to be responsible for ensuring that the study is carried out. This includes:
· Making sure front desk staff (and others as appropriate) understand the study protocol
· Making sure staff start distributing the questionnaire on the appropriate day
· Ensuring questionnaires are being handed out to patients by front desk staff
· Making sure staff stops distributing the questionnaire on the appropriate day

With whom should we correspond at your clinic for logistics, questions, reminders, etc.? 
5. Name
6. Preferred time to contact
7. Preferred method of contact (e.g. phone, email)
8. Contact info (phone and/or email)

I have attached several documents for you to review.

Attached:
· An information sheet about the study
· Study protocol (please review study procedures)
· Study questionnaire 

Please don't hesitate to email or call me with any questions. 

Sincerely,
[STUDY COORDINATOR]
-----

Study Start Email
Subject: [STUDY NAME] Card Study Begins Next Week!
Attachments: [STUDY NAME] Protocol; [SITE NAME] Survey Tracking Sheet; [SITE NAME] Shipping Label
-----
Hello [SITE CHAMPION], 
The box with your surveys is in the mail. Your [FEDEX, UPS, OR USPS] tracking number is [TRACKING NUMBER].

The target start date is [SITE START DAY, DATE]. If you cannot start on that date, please let me know when you begin the study. Please be sure to collect data for 5 days. For example, if you started on a Tuesday, or if your clinic is closed for a holiday during the X-week study period, you would extend your data collection for one additional day the following week.

When you receive the surveys, please:
1. Confirm receipt of surveys by emailing [NAME, EMAIL], the study coordinator.
2. Keep the box that surveys were sent in (you will use this box and a prepaid return label to send the surveys back).
3. Keep surveys grouped in bundles of 25 (see protocol for distribution information).

Attached is the study protocol (please review) and the information sheet for your reference. Please contact me with any questions.

Survey distribution:
· Please contact me by email or phone on the day you start distributing the survey to patients to let me know the surveys are in the field. I will follow-up if I do not hear from you.

· Please ensure the Survey Tracking Sheet is completed every day in order to keep track of how many surveys are handed out to patients. We’re asking that on each day, the front desk record the study ID of the first survey handed out, and the number of the last survey handed out. If a survey is returned or refused, DO NOT offer it to another patient (recycle, throw it away or put the blank form in the collection box).

· At the end of the study, please be prepared to provide information about how many surveys were distributed during the study period, or an estimate of how many adult patient visits occurred during the study period.

Reminder: The survey should be distributed only to adult patients (ages 18+)

Survey return
Survey return instructions are included in the box with your surveys. Please follow the instructions for making copies and returning surveys. A prepaid return label is attached to this email, which should be printed out and used with the box you received the surveys in.

Contact information
[PI NAME] (principal investigator): [EMAIL, PHONE]
[STUDY COORDINATOR NAME] (study coordinator): [EMAIL, PHONE]

We are very excited collaborate with you on starting the data collection phase of this project!

Sincerely,
[STUDY COORDINATOR]
-----
Study Start Distribution Email
Subject: [STUDY NAME] Card Study Begins Today!
Attachments: None
-----
Hello [SITE CHAMPION], 
I received a notification from [FEDEX, UPS, OR USPS] that the surveys arrived at the clinic mailing address on [DATE]. However, I understand that you may not be the one to sign for packages, so I would like to confirm that you have received the surveys. 

If you did receive the surveys, have you begun distributing the card study surveys at your clinic today? If not, when do you plan to begin? Please remember that we need X days of survey collection, so if, for example, you cannot begin by tomorrow, you will need to distribute the surveys next week as well.

Let me know if you have any questions, I'd love to hear any feedback on how it's going.

Sincerely,
[STUDY COORDINATOR]
-----

Reminder Email
Subject: Checking in about the [STUDY NAME]
Attachments: None

Dear [SITE CHAMPION],
Now that you’re collecting data for the [STUDY NAME], I’m writing to check in to see if you have any questions or need assistance. We’re thrilled to work with you on this study and want to make sure everything is moving smoothly. Please make sure the study tracking sheet is completed daily and stop data collection at the end of the day on [DAY, DATE]. 

Please contact me if I can assist or provide additional information.
Sincerely,
[STUDY COORDINATOR]
-----

End Data Collection Email
Subject: [STUDY NAME] Card Study Ends Today!
Attachments: None
-----
Hello [SITE CHAMPION], 
We are very excited that the [STUDY NAME] Card Study data collection is nearing the end!

Just as a reminder, if you began distributing surveys on [START DATE], the last day of distribution should be [END DATE], barring any delays.

Please email or call me when you stop distributing the survey to let me know you have ended data collection.
Please feel free to contact me and let me know how it’s going or if you run into any roadblocks. 

Sincerely,
[STUDY COORDINATOR]
-----
Study Closing Email
Subject: Returning the [STUDY NAME] Card Study Surveys
Attachment: [STUDY NAME] Material Return Checklist, return mailing label (if not sent with collection box and survey shipment)
-----
Hello [SITE COORDINATOR],

Thank you so much for taking part in the [STUDY NAME].

Your site should no longer be distributing surveys. If you haven’t already confirmed for me, please respond to this email to confirm that the surveys are no longer being distributed. 

The [STUDY NAME] Material Return Checklist was sent with the surveys, but just in case it was misplaced, a copy is attached. Please follow these instructions for returning surveys. Also attached is a return mailing label. 
 
Next Steps
1. Email completed Study Tracker with daily totals to [NAME, EMAIL]

2. Make copies of all of the completed surveys (either scanned or paper copies are fine) to keep at your site until you have confirmation that the UW has received your surveys.

3. Please provide us with an estimate of how many surveys were distributed during the study period, or approximately how many adult patient visits occurred during the study period.

4. Send the completed surveys to the [NAME, EMAIL], using the attached prepaid return mailing label by [DAY, DATE].
 
Unused forms – either tell us the number left over and recycle them or send them back to us along with the completed forms.
 
Thank you,
[STUDY COORDINATOR]
-----

Surveys Received and Next Steps email
Subject: Confirming receipt of completed forms for the [STUDY NAME]
Attachment: None

Dear [SITE CHAMPION],
Thank you again for taking part in the [STUDY NAME]. We received the survey forms from your site. 

Our team in the NETWORK Coordinating Center are compiling responses from all participating clinics, which will be entered and analyzed. When analysis is complete, we will share the results from your clinic, as well as aggregated results from all participating clinics. At that time, we will schedule a meeting with you and the research team to discuss the results, consider whether and how study findings might impact clinics, and next steps (e.g., publication).

Please let me know if you have any questions. 

Sincerely,
[STUDY COORDINATOR]
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