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Introduction
The letter of intent is used to submit a grant application in the context of the Collaborative research grant program. It is used specifically to obtain an opinion regarding the pertinence and priority of a proposed project prior to writing the research protocol.
Request for information and forms

Any request for information can be made to the research management adviser responsible for the research field to which the application pertains (http://www.irsst.qc.ca/en/general-information.html. 

Filing of letter of intent

External researchers must e-mail their letter of intent directly to the research management adviser responsible for the research field concerned. Internal researchers must submit their letter of intent to their manager. To find out the deadlines, consult our website.

	How to complete the form


Technical information

Use a font equivalent to Times New Roman 12, single-spaced, to complete the document (with the exception of certain tables that are set at Times New Roman 11). ATTENTION: Certain sections are presented in the form of tables; to make things easier, select “Display gridlines” in the “Table” menu.

A few definitions

· Principal researcher


The person who has total or partial responsibility for the direction, design and coordination of the research, and who makes a scientific contribution to the project. There may be more than one.

· Collaborator


Any other person who collaborates in the research without playing the lead role (other researcher, professional, research assistant, technician).

· Contact person


The principal researcher or someone from among the principal researchers who serves as the contact person with the IRSST for both administrative and scientific matters. Only one person can play this role.

· Participant


A person freed up by an organization (e.g. the CSST, joint sector-based associations, employer or union associations, health and social services centres) and who participates actively in the research process. This person does not receive any grant from the IRSST, but is part of the research team.

· Intermediary


An occupational health and safety stakeholder who transfers the results and recommendations of a research project or activity to the target clientele, i.e. the workplace community. The main intermediaries are the CSST, joint sector-based associations (ASPs), the occupational health network (MSSS, DSC and CSSS), employer, union and professional associations, occupational health and safety (OHS) committees, prevention mutual groups, and in some cases, manufacturers and companies.

· Target clientele

One or more workplaces that will benefit from the research results, following their transfer by the intermediaries, as the case may be.

· Knowledge transfer adviser

The IRSST’s knowledge transfer adviser develops and supports the implementation of strategies and activities for transferring research results. The adviser helps identify partners’ research needs and facilitates their contribution by setting up follow-up committees throughout the research process.

· Financial and other partners

Governmental or granting organization, research centre or private company that contributes to the activity either financially or by providing resources (personnel, equipment, etc.).

· Project officer

The project officer is an IRSST representative who serves as the interface between the contact person and the IRSST for the purpose of developing the research project according to the IRSST’s orientations and action principles, and of facilitating the administrative process involved. The project officer is either the research management adviser (if the contact person comes from outside the IRSST) or the manager (if the contact person comes from inside the IRSST).
Summary SECTION

The project summary must be written in French, using language that is simple and easily accessible to the general public, and cannot exceed one page (Times New Roman, 12 point, single-spaced). This text accompanies the application throughout the review process.
· File number


Each grant application has an IRSST file number. If you know it, enter it in the header; otherwise, contact the research management adviser responsible for the research field concerned.
· Title
Enter the full title.

· Researcher(s)/Organization(s):

Enter the name of each researcher, followed by the name of his
 institution, in the same order of presentation as used in Section 1 of the form. Do not enter the name of the department.

· Amount/Duration (in months)

First, enter the total amount of the grant requested from the IRSST. For example: $100,000 ($60,000 external1, $40,000 internal2)3 + $30,000 (name of partner organization, if applicable).

1 external: budget requested from the IRSST for external researchers, if applicable.

2 internal: budget requested for IRSST researchers, if applicable.

3 If the application is being submitted by external researchers only, enter “external only” between parentheses. If the application is being submitted by IRSST researchers only, enter “internal only” in parentheses.

· Date written (in the page footer)

Enter the date when the document was written or updated.

SECTION 1 – General information

· File number

Each grant application has an IRSST file number. If you know it, enter it in the header; otherwise, contact the research management adviser responsible for the research field concerned. 

· Title

The title must indicate the object of the project clearly and concisely. Avoid using the name of a company or a trademark in the title. Write scientific symbols in long form. The title will be used for publication purposes.

· Principal researcher(s)

Give the name(s) and complete contact information of the principal researcher(s).  The names given must correspond, in order, to the names indicated at the top of Section 10 – Composition and complementarity of the research team. Enter only one organization and one address per person.

· Contact person

Write the name and organization of the person who will serve as the contact person for the project. Only one contact person. 

· Total duration (months)

Number of months planned for completion of the project, from the starting date to the date on which the final report or deliverable is filed with the IRSST.
· Ethics

Research, activities or projects funded by the IRSST or carried out by its scientific personnel and requiring the participation of human subjects must comply with the IRSST’s “Ethics Policy for Research Involving Humans.”  The Institute also wishes to raise researchers’ awareness of the risks to health and physical well-being that research staff may face when carrying out research work.

· Follow-up committee

If the planned research so allows (action research, field research), it is recommended that a follow-up committee be set up to accompany the researchers throughout their work. This committee will promote the research process and ensure a better application of the results in the workplaces concerned.

· Budget requested from the IRSST

For external researchers, write the total amount of the grant requested from the IRSST by the external researchers. For IRSST researchers, write the total internal budget.

· Contribution from partners

The contribution, financial or other (human resources, equipment, etc.), from the other partners associated with the research.

· Date written (in the page footer)

Enter the date when the document was written or updated.
SECTION 2 – Occupational health and safety issue

Explain the importance of the subject (examples: types of accidents, diseases or risk factors, number of workers affected, seriousness of injuries, economic sectors, direct cost for the CSST, other costs).

Give the origin of the research: needs identified by the researcher or expressed by workplaces or the OHS network (CSST, health and social services centres, joint sector-based, employer and union associations).

Explain the scientific or technical originality of the activity: nature, scope and limitations of existing knowledge and means; then: nature, scope and limitations of the research.
SECTION 3 – Research objectives and hypotheses

Specify the research objectives and hypotheses. Distinguish the specific objectives from the general objective of the research.

SECTION 4 – Proposed method and steps

Give a brief description of the process you intend to follow to achieve the objectives (e.g. target population, sampling model, data collection and types of analysis).

SECTION 5 – Anticipated results (anticipated scientific or technical contribution)

Describe how the anticipated results: 1) contribute to the development of scientific knowledge and integrate existing knowledge, and 2) provide an original and functional solution to an existing problem.

SECTION 6 – Anticipated deliverables upon completion of research
List the scientific or other deliverable(s) that will be presented to the IRSST upon completion of the research. Examples: research report, guide, technical data sheet, training, scientific article, software, prototype, etc.

SECTION 6 – Anticipated deliverables upon completion of research

List the scientific or other deliverable(s) that will be presented to the IRSST upon completion of the research. Examples: research report, guide, form, training, scientific article, software, prototype, etc.

All deliverables must be written in French.  The IRSST will not pay for their translation.

SECTION 7 – Anticipated results application and transfer efforts

The IRSST places high priority on the application and transfer of its research results. The information gathered at the beginning of the project is preliminary and may be completed as the project progresses or at the end of the project, depending on the results obtained. For any question, or in the case of a first grant application, contact the knowledge transfer adviser responsible for the research field concerned.

7.1 
Write the titles of the research projects and activities that have already received grants from the IRSST (indicate the IRSST file number(s), if available).

7.2
Application of the results by researchers:

Explain the role of the researchers in the application and transfer of results (presentations, publications and other means of dissemination).  

7.3 
Application of results by intermediaries:

The IRSST wishes to maximize the transfer of its research results and their appropriation by intermediaries by involving them from the beginning, to ensure that the results are better adapted to the target clienteles.

· Name the intermediaries

· Nature of contributions: Specify the tools that the intermediaries plan to develop to facilitate the application of the research results in workplaces (training courses, guides, technical data sheets, information pamphlets, etc.).

7.4
Identify the workplaces targeted by the research and its potential users.  

7.5   
Describe the impact of the results in these workplaces.
SECTION 8 – Anticipated budget

Indicate the anticipated budget, adhering to the rules governing eligible expenses.

8.1 External budget

· Indirect costs

· Indirect costs for research are not accepted.

· Human resources

· The salaries of the researchers or collaborators are not eligible if they are already remunerated by their own organizations.

· The salaries set forth in the budget must be established based on the respective standards of the home institutions.

· IRSST scholarship students cannot be remunerated for more than 150 hours per session.

· The IRSST authorizes the payment of allowances to students hired for a research project. The maximum amount is $12,000 per year at the master’s level, $16,000 per year at the doctoral level, and $25,000 per year at the postdoctoral level, in accordance with the federal Income Tax Act and the regulations in effect in the home institution. However, the allowance’s recipient will never be considered an IRSST scholarship holder. 

· Equipment purchase or leasing

· Equipment costing less than $10,000 belongs to the institution receiving the grant, unless there is a specific agreement to the contrary.

· Equipment costing more than $10,000 belongs to the IRSST, unless there is a specific agreement to the contrary. Detail and justify any equipment of more than $10,000 and attach two price quotations.

· Travel expenses

· The travel expenses incurred by research team members during the course of the project. Conference-related expenses must be entered as expenses related to the application, dissemination and transfer of results.

· Other operating expenses

· Specify the nature of the expenses: long distance calls, photocopies, etc., and enter the amounts for each category. Add lines to the table if necessary.

· Expenses related to the application, dissemination and transfer of results 

· Only the expenses of the researchers and collaborators are accepted; expenses incurred by intermediaries are not reimbursed by the IRSST.

· Presentations at conventions or symposiums: include registration fees and travel and living expenses. Indicate the number of trips, the destination, the number of people, the number of days and daily expenses.

· Meetings with intermediaries: include travel expenses (please specify) and living expenses for research team members who must meet with intermediaries outside their workplace.

· Translation and publication expenses other than for reports published by the IRSST: (e.g. graphic design).

· The costs of producing knowledge transfer tools are eligible, but must receive prior authorization from the IRSST

8.2 Internal budget
· Labour costs

· Include: the salaries of all the IRSST personnel involved, and the salary of the knowledge transfer adviser (according to prevailing schedules). Exclude the time devoted to laboratory analyses and the time spent by office personnel.

· Other operating expenses
· Laboratory analyses: Include the cost of laboratory analyses, after agreement reached with the Laboratory Services and Expertise Department.
· Travel expenses and laboratory equipment: Current expenses must not be included in the budget. Provide this information only if the projected expenses cannot be covered by the department’s current budget. 
· Knowledge transfer costs 
· Include the production costs for the knowledge transfer tools, such as graphics, page make-up, printing and translation. All conference-related expenses are excluded.

8.3 Contribution from other financial partners

· Indicate the amounts of the contributions from other financial partners (cash), as well as other contributions (human or physical resources).
8.4 Names of external organizations benefitting from the grant

· Indicate the name(s) of external organization(s) that will benefit from the IRSST’s grant, as well as the amount requested for each. 
SECTION 9 – List of follow-up committee members

If the planned research so allows (action research, field research), it is recommended that a follow-up committee be set up to accompany the researchers throughout their work.  This committee will promote the research process and ensure a better application of the results in the workplaces concerned.

SECTION 10 – Signatures 
By signing the form, the principal researchers and the organizations’ representatives agree to comply with the provisions governing the IRSST’s research grants. Only duly signed forms are admissible.

· For external partners 
· The signatures of the principal researcher to whom the grant will be paid and his program or administrative unit director are mandatory. If more than one principal researcher applies for a research grant, the signatures of all the grant recipients, by organization, are required.  The signatures can be provided on separate pages.

· Chief financial officer of the managing organization: Enter the name and contact information of the managing organization. If the grant is paid to more than one organization, enter the names and contact information of each chief financial officer.

· For IRSST personnel involved
· The signatures of the applicant, his manager, and the director of the Research and Expertise Division are mandatory.

SECTION 11 – Bibliographical references

List all the bibliographical references used for purposes of this grant application.

Documents to be appended

· The curricula vitae of the principal researchers are mandatory. 
· Use the Common Canadian CV. The information provided under the following headings must be limited to the past five years: publications, activities and contributions (dissemination and knowledge transfer activities, presentations as a guest speaker, etc.), supervision experiences.

· If you are unable to use the Common Canadian CV, your CV must include the following headings: a) identification and contact information, b) university education, c) work experience, d) funding obtained, e) activities and contributions (dissemination and knowledge transfer activities, presentations as a guest speaker, patents obtained, participation in international conferences, other contributions), f) publications, g) supervision experiences. The information provided under headings e), f) and g), must be limited to the past five years. 

· Support letter(s) from intermediaries or any other stakeholder describing the importance to them of the proposed project, as well as their involvement in the research work and the application and transfer of the results. 

· Checklist (use the sheet attached to the form).

� The masculine form is used in this document solely in the interests of readability. It refers equally to women and men, with no gender discrimination intended.
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