Sample Forms for Category I Proposals Follow. Please modify them as appropriate for your project. 

Sample Cover Letter for Participants
Sample Letter for Institutional Consent
Sample Category I Proposal 
Check list for IRB proposal review.


________________________________________________________________________
Sample Cover Letter for Participants (for anonymous mailed or distributed surveys) 
(You may adapt this letter for your study or include additional information)
Dear _________________

________________________is conducting a study on __________________which involves a survey of X# of questions that will take approximately X amount of time to complete. The answers to this survey are important because_______________ and will be used to inform
__________________about___________________________. You are being asked to participate in this study and your answers to the attached survey signify your consent to participate. Please do not write your name on the survey. There will be no way in which you will be connected to this survey, and results will be reported in aggregate form only. You do not have to answer any questions that you do not want to answer, and you may stop participating in the survey at any time. It is hoped that approximately X# of people will participate in the study. The results will be used to_______________________.

Thank you for your participation in the survey. You may return the completed survey by 
(include one relevant to your project - placing in drop box, using the enclosed stamped and addressed envelope, etc). If you have any questions regarding this study you may contact: 

Name of Primary Investigator(s)

Name of Research Advisor/Supervisor
Department




Department
The College at Brockport, SUNY

The College at Brockport, SUNY
Phone number 



Phone number
Email address




Email address
Sample Letter for Institutional Consent
Have institution print the consent on its letterhead and sign. Note: letters must be signed by the appropriate official at the institution.
To: Institutional Review Board
The College at Brockport, SUNY
I have read and approve the research study entitled, "________________________"
By _______________________________ [name(s) of primary researcher(s)] and give consent for the study to be conducted at or through _________________________(name of institution). 
The institution may add any other appropriate requirements it wishes to emphasize ( such as so long as information regarding the study is shared with staff of the agency after the completion of the study, so long as parental permission is obtained, etc. ) 

___________________________________ _______________________________

	Signature
Title at Institution 
	Date


 Sample Project Description for Category 1 Proposal

PROJECT INFORMATION
Items 1-8 (Required to be completed by all projects)
1. The objective of this study is to determine employment practices, policies, and procedures of National 
Intramural Recreational Sports Association (NIRSA) colleges and universities throughout North America. The above topic and entire procedure is completely innocuous in nature and will not result in harmful effects in any way to any party. The process under which the instrument was developed was a collaborative effort on the part of the four researchers Dr. Bill Scott, Dr. Bob Smith, Mr. Steve Hughes and Mr. Scott Jockey. The content of the instrument was based on the current existing literature of the area being studied (employment practices, policies, and procedures followed by NIRSA colleges and universities throughout North America) and input from the researchers, as experts in the area being studied. The subjects (campus recreation directors) will be mailed the survey along with directions that will provide them with the information to self-administer the survey. Upon completion, the subjects will return the survey in a self-addressed, stamped envelope (allowing for the preservation of subject anonymity) provided by the principal investigator (Dr. Bob Smith). It will be stated to all subjects in the cover letter that they are under no obligation to participate in this research study and may exercise that option by not completing and/or not returning the survey.

2. The subjects will be NIRSA members who are campus recreation directors of two and four-year institutions of higher education in North America. All subjects will be at least 18 years of age. The total number of subjects receiving a survey will be 682.

3. Subjects will be/were selected based on the fact that they are the campus recreation director at their institution of higher education (both two and four-year institutions) and have an active NIRSA membership.

4. There are no research assistants.

5. A Scholarly Incentive Grant, awarded by the Scholarly Incentive Award Committee to Drs. Scott and Smith for $500 will be the primary funding source for this project. To be funded will include such items as postage, letterhead, envelopes, and statistician fees. 

6. This research project will begin upon IRB approval and will end by December 1, 2005.

7. The following are attached: (a) cover letter to respondents, (b) a copy of the survey instrument, and (c) the "Project Information" form.

8. Please note that the principal investigators have each passed the online training course (include certification with proposal).
