Research Survey Distribution Process
Survey Distribution Timeline – 4-6 weeks for IRB + 1.5-2 weeks for OCM approvals and routing
Survey Distribution Method – posting to pre-made list servs (No email lists will be provided.)
Available List servs
The following listservs may be of interest to researchers:
· University Employees - All employees (faculty and staff members)
· Faculty - All faculty members
· Undergraduate Research - All undergraduate students over the age of 18 who are enrolled in the current semester. Excludes dual enrollment students.
· Student Research - All students over the age of 18 who are enrolled in the current semester. Excludes dual enrollment students.
· Freshman Students - Undergraduate students with 1-29 completed credit hours
· Sophomore Students - Undergraduate students with 30-59 completed credit hours
· Junior Students - Undergraduate students with 60-89 completed credit hours
· Senior Students - Undergraduate students with 90+ completed credit hours
· Graduate Students - All graduate students
We would like to encourage the use of existing lists when possible. Other lists may be able to be created as needed.  However, list servs for specific groups made with the help of the Office of Information Technology will take longer to create.
Process Steps
1. Obtain IRB approval to send out a survey (This can take up to a month, sometimes more.)
2. Students will need to get their Qualtrics account updated to allow the survey to be published and distributed.  Send your IRB approval letter to getdata@louisiana.edu to get your Qualtrics account updated.
3. Complete the Project Request Form on the Office of Communications and Marketing (OCM) website. (Working with OCM for approvals and list serv access can take 7-10 business days, depending on who needs to provide approval.)
· Project title: Survey
· Project requestor: Your name
· Requestor email: Enter your email address
· Requestor phone number: Enter your phone number
· Department/unit/office initiating request: Undergraduate student/Graduate student/Doctoral candidate/Faculty/Staff in the Program/College/Office 
· Type of project or deliverable requested: Mass Internal Announcement
· Provide a detailed description of your project: Provide details about your survey such as: 
· Survey title
· Survey description
· Population you intend to survey
· Dates for survey (start-end)
· Date you would like the survey invitation to be sent out
· If you would like a reminder sent out and, if so, when
· Any other details you would like to provide
· Disregard the remaining fields on the form.
4. The approved target population will be confirmed with the Office of Research Integrity.
5. The survey request will be forwarded to the administrator with oversight of the target population.  Permission to distribute the survey must be granted prior to the Office of Communications providing access to list servs.
· The Dean of Students will be contacted for distribution to the undergraduate student population.
· The Dean of the Graduate School will be contacted for distribution to graduate students.
· Head of Human Resources will be contacted for distribution to faculty and staff
· The Provost will be contacted for distribution to faculty only.
· Individual department heads will be contacted for distribution within academic departments.
6. Once approval is received, the Office of Communication and Marketing (OCM) will send you an email with further instructions and the mailing list address to which you should send your survey.
7. You will use the IRB approved email with the survey information/request.
· Please Note - the University name MUST be either "University of Louisiana at Lafayette" or "UL Lafayette." 
· Graphics cannot be included in the body of the email.
2. Send the survey email to the mailing list that OCM provides, where it will be held in a queue for review.
3. OCM should receive an email when you send it. The OCM staff member in charge of the listserv will go into the system and confirm that the email looks good before sending it through to the mailing list. (Please send Erin Winder once you've sent the survey email to the mailing list so she can watch for it.) 
