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Paperwork Reduction Act Statement:  The public reporting burden for this collection of information 

has been estimated to average 5 minutes per response. Send comments regarding this burden 

estimate or any other aspects of this collection of information, including suggestions for reducing 

burden to PRAStaff@fda.hhs.gov.

RECRUITING CONFIRMATION EMAIL TEMPLATE
FOR FOCUS GROUPS

Hi <Name>,

Please see below for your confirmation, and let me know if you have any questions.

You are scheduled for the Food Study on <day, date, time>. Please arrive 15 
minutes before your scheduled time so we can begin on time. The session will be 
approximately 90 minutes long, and you will receive $75 in the form of a <insert 
payment method> as a thank you for participating in our study.

The study will take place at <address>. [Provide any specific directions and 
parking/transportation instructions]

If you have any questions or need to reschedule or cancel your appointment, please
contact me at <phone number>.

<Recruiter email signature>
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