TEMPLATE – Distribution & Return Shipment Contents Lists
This template includes the Collection Box List of Contents and the Survey Return Checklist. Both should be printed and included in the shipment to participating clinics before data collection begins. The study coordinator should customize each page, as appropriate before printing. 

[STUDY NAME] Collection Box List of Contents
Included in this box are the following:

· Welcome Letter
Study Startup Email can be customized and used as a Welcome Letter.

· Surveys
Surveys are packed inside the collection box and grouped in bundles of [25 or 100].

· Collection Box(s)
Collection boxes come pre-assembled. On day one of data collection, boxes should be placed in locations convenient for patients to drop off completed survey. 

· Card Study Protocol
You will also receive a copy via email. Please read it carefully and contact [STUDY COORDINATOR NAME, EMAIL, PHONE] if you have any questions.

· Survey Tracking Sheet
You will also receive a copy via email. Use this sheet to track which surveys are handed out each day, and any comments.

· Survey Return Checklist
The checklist gives instructions for returning the surveys [AND SUPPLIES] after the card study has ended.

· Prepaid Mailing Label
Attach this mailing label to the shipping box. Make sure the previous mailing label is covered up or has been removed.


Do not discard the shipping box.


Thank You for Your Participation!




[STUDY NAME] Survey Return Checklist
 
Please save this shipping box to return the surveys. You are provided with a pre-paid mailing label to return the surveys. The pre-paid label should only be used on the original box because it is based on the dimensions and weight of this box. 
 
​​☐​ Copy all survey forms that have been returned to the Collection Box(s). Keep a set of copies at your clinic until the NETWORK Coordinating Center confirms receipt of the return shipment. Feel free to scan the survey forms into an electronic file rather than making a hard copy for your records. 
 
​​☐​ Use the pre-paid mailing label to return original completed survey forms and the survey tracking sheet. 
· Unused forms – either tell us the number left over and recycle them, or send them back to us along with the completed forms (if mailing - mark them as ‘unused’) 

​​☐​ Collection Box(s) so we can reuse them in the next card study! [IF APPLICABLE]
 
Return to: 
[STUDY COORDINATOR NAME] 
[MAILING ADDRESS] 
 
Contact Information 
For any questions about the procedure, please contact [STUDY COORDINATOR NAME, EMAIL, PHONE]. 
 
 
Thank You!
 
 

