Information Letter and Consent Form for Two Stage Projects
Date

Dear (Recipient):
I am a Master’s /Doctoral student in the Department of (Insert Department) at Immaculata University conducting research under the supervision of (Insert Faculty’s name). I am researching the (Insert details on the topic of study). The study is being conducted with funding from the (If applicable, insert name of sponsoring agency) for the enclosed questionnaire.

Communication research has shown that identical pieces of information can be interpreted differently by different people because we do not all share the same interests, values and social environment. It is this difference in interpretation that I am interested in. 

There are two phases to this project. In the first phase, I have randomly selected 400 households in the (Insert location) area and have sent each of these households the enclosed questionnaire. Your household is one of those selected and I would appreciate if you would complete the attached, brief questionnaire. 

Completion of the questionnaire would take (Insert time commitment) of your time, and may be filled out by any adult member of your household. Participation in this project is completely voluntary. If there are any questions that you prefer not to answer, you may skip them. If you would like to write additional comments on the questionnaire, please feel free to do so. 

In the second phase of the study, I would like to conduct follow-up interviews with those who are willing from the group that has filled out this questionnaire. Participation in the interview would again be completely voluntary and you may decline answering any questions you prefer not to answer. Your involvement in the first phase of the study does not obligate you to participate in the second part. I shall contact you in about one week to determine if you would be willing to participate, and to decide on a mutually convenient time and location. You may indicate your preference this time. 

All information that you provide through your participation in this study will be kept confidential. Further, you will not be identified in the thesis or in any report or publication based on this research. There are no known or anticipated risks to participation in this study. The data collected through this study will be kept for a period of (Insert number of years) in a secure location. 

It would be appreciated if you would return the completed questionnaire in the self-addressed, stamped envelope by (Insert preferred return date). If after receiving this letter, you have any questions about this study, or would like additional information to assist you in reaching a decision about participating, please feel free to contact (Insert name of Faculty), at (insert telephone number), or myself, (Insert name of student researcher), at (Insert telephone number) or e-mail at (Insert e-mail address).
I would like to assure you that this study has been reviewed and approved by  the Research Ethics Review Board. However, the final decision about participation is yours. Should you have any comments or concerns resulting about your participation in this study, please contact (Chair RERB, name, e-mail and phone number). 
Thank you in advance for your co-operation in my research. 

Sincerely, 
(Signature)






(Signature)

(Typed Name of Student Researcher)


               (Typed Name of Faculty Advisor)

(Title)







(Title)

(Department)





               (Department)

INFORMATION LETTER AND CONSENT FORM 

FOR PHASE – TWO INTERVIEW
This letter will be sent to participants who have completed the questionnaire and have agreed to participate in a short interview session.
Date 
Dear (Recipient):
I would like to thank you for agreeing to participate in a follow-up interview. The interview is a fundamental component of my Doctoral research on the value of information during (insert event). The purpose of the interview is to examine some of the responses that you have made in the questionnaire. For example, (Insert sample question). 

Participation in this interview is completely voluntary. Completion of the interview is expected to take about (Insert time) of your time. You may decline to answer any question that you prefer not to answer, and you may stop the interview at any time. All the information you provide will be held in the strictest confidence. You will not be identified in any report or publication resulting from this study. 
With your agreement, I would like to audiotape our interview to facilitate the discussion and to ensure the accuracy of the interview data. No quotations will be included in the thesis or publication without your explicit consent. 

This research study is being done in co-operation with (insert agency name), and has been reviewed by, and received ethics clearance through, the Research Ethics Review Board. If you have any comments or concerns resulting from your participation, please contact (Chair, name, e-mail and phone number).

From our telephone conversation, our interview has been set for:

Date: ______________________ Time: ___________ Place: ____________________________
If for any reason you would like to change this date, time, or place, or wish to cancel the interview, please contact me at the above number or e-mail. I thank you in advance for your assistance, and I look forward to speaking with you.
Sincerely, 
(Signature)






(Signature)

(Typed Name of Student Researcher)


              (Typed Name of Faculty Advisor)

(Title)







(Title)

(Department)





              (Department)

