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4.C.1.
CQI Initiative Letter Templates
4.C.1.a.
Invitation Letters
SURVEY INVITATION LETTER (CQI)

Greetings!

As part of the Comprehensive Community Mental Health Services for Children and Their Families Program funded by the Substance Abuse and Mental Health Services Administration (SAMHSA), the National Evaluation Team (NET) is conducting a study of continuous quality improvement (CQI) among system of care communities. The study will collect information about CQI in funded communities, and the results will be used to improve the CQI initiative and the technical assistance provided to communities by national partners. We’re writing you today request your help – your input is vital to the success of this study!
What are we asking you to do?

As part of the CQI study, the NET is conducting a Web-based survey of key personnel in all 2005- and 2006-funded system of care communities. Your participation in this survey would be greatly appreciated and would help improve CQI in the future. The survey will take about 30 minutes to complete, and you will be sent a $20 pre-paid credit card after completing the survey as our way of thanking you for your help. If you prefer not to take the survey online, please contact us for a hard copy instead.

What happens next?

You can complete the survey by going to the following Internet address and entering the username and password provided below:



https://XXXX.html 



Username: ______________



Password: _______________

You will then be asked to read a consent form and indicate your willingness to participate in the survey by checking a box. After you have completed the survey, you will be directed to a Web site where you can provide information about where you would like us to send your pre-paid credit card. Depending on the results of your community’s surveys, you may be contacted in the future to participate in a follow-up interview, for which you would receive a $35 pre-paid credit card. However, completing the survey does not obligate you to participate in a follow-up interview.

Your participation in this study is completely voluntary, and your responses will be kept private. The username and password are used for security and to make sure that only invited participants complete the survey. You may choose to stop your participation in the survey at any time, and you can refrain from answering any question for any reason.
Please feel free to contact us if you have any questions or concerns about participating in the survey. Also don’t hesitate to contact us if you would prefer to complete a paper survey. We truly appreciate your assistance in helping us improve our CQI efforts! 

Thank you,

Trenna Valado, Ph.D.

Research Associate, Walter R. McDonald & Associates

12300 Twinbrook Parkway, Rockville MD, 20852

301-881-2590 x225 / 800-570-0837 x225 / tvalado@wrma.com
INTERVIEW INVITATION LETTER (CQI)

Greetings!

As part of the Comprehensive Community Mental Health Services for Children and Their Families Program funded by the Substance Abuse and Mental Health Services Administration (SAMHSA), the National Evaluation Team (NET) is conducting a study of continuous quality improvement (CQI) among system of care communities. The study is collecting information about CQI in funded communities, and the results will be used to improve the CQI initiative and the technical assistance provided to communities by national partners. We’re writing you today to request your help – your input is vital to the success of this study!

What are we asking you to do?

As part of the CQI study, the NET is conducting telephone interviews with key personnel in six system of care communities. We selected your community to participate in interviews based on results from the CQI survey that you completed several months ago. Your participation in this interview would be greatly appreciated and would help improve CQI in the future. The interview will take about one hour, and you will be sent a $35 pre-paid credit card after the interview as our way of thanking you for your help. 

What happens next?

If you agree to participate in an interview, a NET member will call you at a date and time of your choosing to conduct the interview by telephone. You will be asked several questions about CQI in general and about the CQI process in your community. After the interview, we will send you the $35 pre-paid credit card. In addition, your community will receive a special report that summarizes the findings from your surveys and interviews about CQI.

Your participation in this interview is completely voluntary, and your responses will be kept private. You may choose to stop the interview at any time, and you can refrain from answering any question for any reason. 
Please reply to this letter to let us know if you are willing to participate in an interview. If you are, please indicate some times that you will be available for an interview during the week of [DATE]:

	

	Date
	Time

	First Choice
	
	

	Second Choice
	
	

	Third Choice
	
	

	Fourth Choice
	
	


Feel free to contact us if you have any questions or concerns about participating in the interview. We truly appreciate your assistance in helping us improve our CQI efforts! 

Thank you,

Trenna Valado, Ph.D.

Research Associate, Walter R. McDonald & Associates

12300 Twinbrook Parkway, Rockville MD, 20852

301-881-2590 x225 / 800-570-0837 x225 / tvalado@wrma.com
INTERVIEW CONFIRMATION LETTER (CQI)

Greetings!

Thank you so much for agreeing to participate in a telephone interview about continuous quality improvement (CQI) in your community! As mentioned in the previous letter, this study on CQI is being conducted as part of the evaluation for the Comprehensive Community Mental Health Services for Children and Their Families Program funded by SAMHSA. The study began with a survey of key personnel in all 2005- and 2006-funded system of care communities. Based on the results of that survey, six communities, including your community, were selected to participate in follow-up interviews about CQI. The results of the study will be used to improve the CQI initiative and the technical assistance provided to communities by national partners. 

Next Steps

In preparation for the interview, please read and sign the attached consent form, and return it via facsimile or ground mail. A National Evaluation Team (NET) member will then call you for the interview, which will take about one hour. After the interview, we will send you a $35 pre-paid credit card. In addition, your community will receive a special report that summarizes the findings from your surveys and interviews about CQI.

Based on your preferences, we will try to call you for the interview on [DATE] at [TIME]. If this date or time does not work for you, please let us know so we can reschedule. 

Please reply to this letter to confirm the date and time for the interview – also let us know what phone number you would like us to use when calling you for the interview. 

As always, feel free to contact us if you have any questions or concerns about participating in the interview. We truly appreciate your assistance in helping us improve our CQI efforts, and we look forward to talking with you soon!

Thank you,

Trenna Valado, Ph.D.

Research Associate, Walter R. McDonald & Associates

12300 Twinbrook Parkway, Rockville MD, 20852

301-881-2590 x225 / 800-570-0837 x225 / tvalado@wrma.com
4.C.1.b.
Reminder Letters
FIRST SURVEY REMINDER LETTER (CQI)

Greetings!

A National Evaluation Team (NET) member contacted you about a week ago to ask for your help in a study of continuous quality improvement (CQI) among system of care communities. The study is being conducted as part of the evaluation of the Comprehensive Community Mental Health Services for Children and Their Families Program funded by SAMHSA. The study will collect information about CQI in system of care communities, and the results will be used to improve the CQI initiative and the technical assistance provided to communities by national partners. 
To the best of our knowledge, you have not yet completed the survey. If we’re mistaken and you have already completed the survey, please accept our sincere thanks. If not, please consider completing the survey today by following the instructions below.
What are we asking you to do?

As part of the CQI study, the NET is conducting a Web-based survey of key personnel in all 2005- and 2006-funded system of care communities. Your participation in this survey would be greatly appreciated and would help improve CQI in the future. The survey will take about 30 minutes to complete, and you will be sent a $20 pre-paid credit card after completing the survey as our way of thanking you for your help. If you prefer not to take the survey online, please contact us for a hard copy instead.

What happens next?

You can complete the survey by going to the following Internet address and entering the username and password provided below:



https://XXXX.html 



Username: ______________



Password: _______________

You will then be asked to read a consent form and indicate your willingness to participate in the survey by checking a box. After you have completed the survey, you will be directed to a Web site where you can provide information about where you would like us to send your pre-paid credit card. Depending on the results of your community’s surveys, you may be contacted in the future to participate in a follow-up interview, for which you would receive a $35 pre-paid credit card. However, completing the survey does not obligate you to participate in a follow-up interview.

Your participation in this study is completely voluntary, and your responses will be kept private. The username and password are used for security and to make sure that only invited participants complete the survey. You may choose to stop your participation in the survey at any time, and you can refrain from answering any question for any reason.
Please feel free to contact us if you have any questions or concerns about participating in the survey. Also don’t hesitate to contact us if you would prefer to complete a paper survey. We truly appreciate your assistance in helping us improve our CQI efforts! 

Thank you,

Trenna Valado, Ph.D.

Research Associate, Walter R. McDonald & Associates

12300 Twinbrook Parkway, Rockville MD, 20852

301-881-2590 x225 / 800-570-0837 x225 / tvalado@wrma.com
SECOND SURVEY REMINDER LETTER (CQI)

Greetings!

A National Evaluation Team (NET) member contacted you about two weeks ago to ask for your help in a study of continuous quality improvement (CQI) among system of care communities. The study is being conducted as part of the evaluation of the Comprehensive Community Mental Health Services for Children and Their Families Program funded by SAMHSA. The study will collect information about CQI in system of care communities, and the results will be used to improve the CQI initiative and the technical assistance provided to communities by national partners. 
To the best of our knowledge, you have not yet completed the survey. If we’re mistaken and you have already completed the survey, please accept our sincere thanks. If not, please consider completing the survey today by following the instructions below.
What are we asking you to do?

As part of the CQI study, the NET is conducting a Web-based survey of key personnel in all 2005- and 2006-funded system of care communities. Your participation in this survey would be greatly appreciated and would help improve CQI in the future. The survey will take about 30 minutes to complete, and you will be sent a $20 pre-paid credit card after completing the survey as our way of thanking you for your help. If you prefer not to take the survey online, please contact us for a hard copy instead.

What happens next?

You can complete the survey by going to the following Internet address and entering the username and password provided below:



https://XXXX.html 



Username: ______________



Password: _______________

You will then be asked to read a consent form and indicate your willingness to participate in the survey by checking a box. After you have completed the survey, you will be directed to a Web site where you can provide information about where you would like us to send your pre-paid credit card. Depending on the results of your community’s surveys, you may be contacted in the future to participate in a follow-up interview, for which you would receive a $35 pre-paid credit card. However, completing the survey does not obligate you to participate in a follow-up interview.

Your participation in this study is completely voluntary, and your responses will be kept private. The username and password are used for security and to make sure that only invited participants complete the survey. You may choose to stop your participation in the survey at any time, and you can refrain from answering any question for any reason.
Please feel free to contact us if you have any questions or concerns about participating in the survey. Also don’t hesitate to contact us if you would prefer to complete a paper survey. We truly appreciate your assistance in helping us improve our CQI efforts! 

Thank you,

Trenna Valado, Ph.D.

Research Associate, Walter R. McDonald & Associates

12300 Twinbrook Parkway, Rockville MD, 20852

301-881-2590 x225 / 800-570-0837 x225 / tvalado@wrma.com
FINAL SURVEY REMINDER LETTER (CQI)

Greetings!

A National Evaluation Team (NET) member contacted you about three weeks ago to ask for your help in a study of continuous quality improvement (CQI) among system of care communities. The study is being conducted as part of the evaluation of the Comprehensive Community Mental Health Services for Children and Their Families Program funded by SAMHSA. The study will collect information about CQI in system of care communities, and the results will be used to improve the CQI initiative and the technical assistance provided to communities by national partners. 
To the best of our knowledge, you have not yet completed the survey. If we’re mistaken and you have already completed the survey, please accept our sincere thanks. If not, please consider completing the survey today by following the instructions below. We have also mailed you a hard copy of the survey and a self-addressed stamped envelope in case you prefer to complete a paper survey.
What are we asking you to do?

As part of the CQI study, the NET is conducting a Web-based survey of key personnel in all 2005- and 2006-funded system of care communities. Your participation in this survey would be greatly appreciated and would help improve CQI in the future. The survey will take about 30 minutes to complete, and you will be sent a $20 pre-paid credit card after completing the survey as our way of thanking you for your help. 

What happens next?

You can complete the survey by going to the following Internet address and entering the username and password provided below:



https://XXXX.html 



Username: ______________



Password: _______________

You will then be asked to read a consent form and indicate your willingness to participate in the survey by checking a box. After you have completed the survey, you will be directed to a Web site where you can provide information about where you would like us to send your pre-paid credit card. Depending on the results of your community’s surveys, you may be contacted in the future to participate in a follow-up interview, for which you would receive a $35 pre-paid credit card. However, completing the survey does not obligate you to participate in a follow-up interview.

Your participation in this study is completely voluntary, and your responses will be kept private. The username and password are used for security and to keep make sure that only invited participants complete the survey. You may choose to stop your participation in the survey at any time, and you can refrain from answering any question for any reason.
Please feel free to contact us if you have any questions or concerns about participating in the survey. We truly appreciate your assistance in helping us improve our CQI efforts! 

Thank you,

Trenna Valado, Ph.D.

Research Associate, Walter R. McDonald & Associates

12300 Twinbrook Parkway, Rockville MD, 20852

301-881-2590 x225 / 800-570-0837 x225 / tvalado@wrma.com
4.C.1.c.
Thank You Letters
SURVEY PARTICIPATION THANK YOU LETTER (CQI)
Greetings!

Thank you so much for completing the recent survey on continuous quality improvement (CQI) among system of care communities. Your participation in this study is much appreciated, and your valuable feedback will be used to improve the CQI initiative and the technical assistance provided to communities by national partners. Enclosed please find a $20 pre-paid credit card as a small token of thanks. 

If you have any questions or concerns about the study, please feel free to contact us. 

Thanks again for your help in improving our CQI efforts!

Sincerely,

Trenna Valado, Ph.D.

Research Associate, Walter R. McDonald & Associates

12300 Twinbrook Parkway, Rockville MD, 20852

301-881-2590 x225 / 800-570-0837 x225 / tvalado@wrma.com
INTERVIEW THANK YOU LETTER (CQI)
Greetings!

Thank you so much for your recent participation in an interview about continuous quality improvement (CQI) among system of care communities. Your help in this study is much appreciated, and your valuable feedback will be used to improve the CQI initiative and the technical assistance provided to communities by national partners. 
Enclosed please find a $35 pre-paid credit card as a small token of thanks. In addition, the project director for your program will soon receive a special report about CQI in your community – the report, which will be completed in the fall of 2010, will summarize the findings from the surveys and interviews. 
If you have any questions or concerns about the study, please feel free to contact us. 

Thanks again for your help in better understanding CQI in system of care communities and in improving our CQI efforts!

Sincerely,

Trenna Valado, Ph.D.

Research Associate, Walter R. McDonald & Associates

12300 Twinbrook Parkway, Rockville MD, 20852

301-881-2590 x225 / 800-570-0837 x225 / tvalado@wrma.com
































































