SAMPLE LETTER OF INVITATION

Survey

ON UMB LETTERHEAD

Dear _____________________

My name is ___________ and I am a ________________ at the University of Maryland, Baltimore.  I am writing to ask you to participate in a research study.

The purpose of my research is to …  You qualify for this research because…

Your participation in this study will include you completing a survey/questionnaire.  This survey will ask you about such things as… (clearly state what type of questions will be asked, i.e. quality of life, medical history, etc). It should take you approximately _______ minutes to complete the survey. 

There are no risks anticipated by participating in this study.   Your participation in this study will be confidential and all responses to the survey will be reported in aggregate and not by individual or _______. Your decision to participate or not participate in this research study will not affect any current or future care you receive at UMB, UMMS.  You will not benefit from your participation in this study, however… (state what you hope to learn from this research and how it might benefit society in the future). You will not be compensated for your participation.

If you do not wish to participate in this study, please sign and return the attached form in the enclosed self addressed envelope (this may also be a postcard, but must be pre-addressed and postage paid).  If I do not hear from you in two weeks, I will contact you by telephone to arrange a convenient time for the interview.  Your participation is entirely voluntary and you may withdraw from the study or stop the interview at anytime.

If you have any questions, please feel free to contact me at _______________.

Sincerely

(Your name)

