SAMPLE E-MAIL SOLICITATION REQUEST
From:  (your name)

Subject:  Research Request

Dear ________________:

I am a _____ student/faculty in the Department of ___________ at Southern Illinois University Carbondale.  

Your e-mail address was obtained ________________________ .    A blind copy format will be used so that the list of recipients will not appear in the header. 

The purpose of the enclosed survey is to _______________________________ .
You were selected to participate in this study because _____________________ .
The survey will take ___ to ___ minutes to complete.  All your responses will be kept confidential within reasonable limits.  Only people directly involved with this project will have access to the surveys.

Completion and return of this survey indicate voluntary consent to participate in this study.  

Questions about this study can be directed to me or to my supervising professor, Dr.

_____________, Department of ___________, SIUC, Carbondale, IL  62901-xxxx*.  

Phone (618) xxx-xxxx. 
(* 4-digit SIU mailcode)

INCLUDE EITHER A STATEMENT SAYING THERE WILL BE NO FUTURE E-MAILS OR AN OPT OUT MESSAGE THAT PERMITS ADDRESSEES TO HAVE THEIR NAMES REMOVED FROM ANY FUTURE MAILINGS. 

IF YOU PLAN FUTURE E-MAILS,  ADD THIS SENTENCE :  If you do not respond to this survey or return the opt-out message, you will be contacted again with this request__  times during the next __ weeks.  
Thank you for taking the time to assist me in this research.


Name


Phone number


E-mail (optional)

This project has been reviewed and approved by the SIUC Human Subjects Committee.  Questions concerning your rights as a participant in this research may be addressed to the Committee Chairperson, Office of Sponsored Projects Administration, SIUC, Carbondale, IL 62901-4709.  Phone (618) 453-4533.  E-mail:  siuhsc@siu.edu
