MEMORANDUM

TO:

Rebecca Slack, MS


Instructor, BIST 550

FROM:
your name


Student, BIST 550
SUBJECT:
Summary of Consulting Session on insert date of consultation Regarding insert brief meaningful title of project
DATE:
insert date memo is written


Goal
The consultation involved names of statistician and client(s). The major goal(s) of the project is (are) … include one to two sentences about the overall goal(s) of the project discussed.
Population.  

Write a description of the population being studied for the discussed project. Include any concerns or supporting details about the appropriateness of the sampling for the population of interest.
Objectives/Hypotheses

Write out the major objectives or hypotheses to be tested in the project. Include any comments about their appropriateness or suggestions you have to improve this aspect of the project.
Study Design.

Write out any aspects about how the trial is or could be designed to answer the objectives/hypotheses that were discussed in the consultation.
Sample Size Considerations.

In this section, describe how the sample size was established or what considerations need to be taken in establishing a sample size.  When appropriate, go ahead and do the sample size calculation and include it here. Include any concerns or additional considerations regarding the sample size.  What are the feasibility constraints?
Endpoints
Include a description of each endpoint needed to accomplish the objectives, with a definition of each and information about the type of data.  For example, if an endpoint is expression level, state whether it a continuous number or an ordered category.  What values are expected and possible? Do the endpoints match the objectives?  If not, what do you suggest to make things consistent?
Analysis Plan
 Write out the details of what analyses need to be performed to carry out the objectives or test the hypotheses for this project.  Details are needed for each endpoint listed above.
Miscellaneous

Use this section for anything of interest to be mentioned that doesn’t fall in the above categories.  I often use this space to discuss due dates, any billing details, and a “to do” list.  
