


Recruitment Letters 

1. To avoid “cold-calling” the study team must have the permission of the Clinician/Provider (must be in writing through email or letter) for his/her patients to be contacted by letter. Note: If the study team is unable to obtain written approval from the Clinician/Provider, please contact the Clinical Studies Center Manager for assistance and/or alternatives. 

2. All recruitment letters must provide equal opportunity (opt-in/opt-out) for the participant to choose to participate. This can be through either the use of the opt-in/opt-out form or included in the text of the letter. All recruitment letters must protect the confidentiality of the identity, diagnosis, prognosis or treatment of any potential research subject relating to drug abuse, alcoholism or alcohol abuse, human immunodeficiency virus or sickle cell anemia or mental health and must never be included in any portion of the letter (including study title, inclusion / exclusion criteria, etc.). Additional information that a potential subject may wish to be kept confidential includes, but is not limited to, a diagnosis or treatment of military sexual trauma, sexually transmitted diseases, or post-traumatic stress syndrome, etc. These terms are sometimes found in the study title, inclusion/exclusion criteria, etc. and must be avoided. 

3. All recruitment letters must be on official VA letterhead. 

4. All recruitment letters must reference the referring Clinician/Provider by name within the letter or must be co-signed by the Clinician/Provider. 

5. All recruitment letters must be either signed or co-signed by the VA Principal Investigator. 
See Examples of a Referral Letter, Recruitment Letters, and Opt-in/Opt-Out Form 

6. Contact information of the VA Research Compliance Officer 404-321-6111 x6964 must be provided in the letter so that potential subjects may verify the study as approved VA research.

Telephone Contact as a Follow-up 
1. Research teams must make initial contact in person or by letter prior to making contact by telephone. 

2. Contact information of the VA Research Compliance Officer 404-321-6111 x6964 must be provided during the telephone contact so that potential subjects may verify the study as approved VA research. 
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