

Email subject
[Your email subject line must indicate that you are recruiting people to participate in a research project.]

Email body
Dear [intended participant/s],

If an individual is sending out the recruitment email:
My name is [insert name], and I am emailing to invite you to be part of my research study about [research topic] at the [university]. 

If a group/lab is sending out the recruitment email:
[Insert name of researcher group] is emailing to invite you to be part of a research study about [research topic] at the [university].

Your email address was obtained from [insert source of email address, e.g., CHI2].

The purpose of the research is [insert description using non-expert terms; ~ 1 sentence]. If you take part in this study, you will [provide a brief description of what the participants are required to do, e.g., carry out certain activities, have certain experiences, etc.]. It will take you [total length of time] to participate in the research. 

To be able to take part in this study, you must be/have: 
· [List all criteria that participants are required to meet in order to participate. Write your criteria in order from most broad to most specific. These criteria should align, word-for-word, with the criteria in your IRB applications and recruitment materials]

[List any risks and benefits here briefly. If there are no anticipated risks, you do not need to mention risks here. If there are benefits to participants, be sure to mention them but do not overemphasize incentives or compensation. If there are no benefits to participants, indicate how their participation will contribute to academic knowledge or benefit society. Do not indicate benefits to yourself.]

Participation is voluntary, but [I/we] hope you will choose to be part of this study! [OK to rephrase this but you may only change the phrasing to something equivalent.]

For studies that involve prospective subjects contacting research team members directly:
If you are interested in participating in this study, please contact [name of contact] at [email address] or [phone number].

For studies that involve prospective subjects clicking a link to a webpage and/or survey:

If you are interested in participating in this study, clicking the link below will take you [explain the next step (e.g., to more information about the study, a pre-screening questionnaire, informed consent information and the study survey, etc.)] If you have any questions about the study, please contact [name of contact] at [email address] or [phone number].

[Insert hyperlink here]

Thank you,
[your name]
[title/university]
[address]
[phone number]

