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Comprehensive Referral Program 

Guidelines and Recommendations for Referral Emails  
 

 
The Brain Health Registry (BHR) is excited to work with you on a referral program for your study. In this 
collaboration, we will contact BHR participants who meet the referral criteria for your study, to introduce 
and draw interest for your study. 
 
We recommend an email campaign that consists of an initial introduction email and one or two follow-up 
emails. All emails will include a link to a webpage within the BHR portal; the webpage will include a longer 
study description and additional information, including site contact information. All emails will also 
include an “unsubscribe link” so BHR participants may opt-out from receiving future emails about your 
study.  
 
While you can determine the schedule referral emails are sent, we recommend the following: 0 days 
(initial email), 5 days (first follow up), and 13 days (second follow up). Please let us know if you’d prefer a 
different frequency/timeline for emails.  
 
Referral emails and the study description for our webpage are considered recruitment material for your 
study. Therefore, BHR must be named as a recruitment source in your study protocol and we recommend 
submitting referral emails and the study description for the webpage to your internal review board (IRB). 
 
Directions:  
Please complete the attached email templates by filling in the shaded grey areas. Email templates have 
been approved by UCSF IRB, which oversees the BHR.   
 
All other areas are non-editable. This includes sections highlighted in green, which are for the BHR IT team.  
 
Once the completed templates have been reviewed and approved by our team, BHR IT will create HTML 
and plain text emails and enter these into our system. 
 
Consider these tips when completing the email templates:  

• Be concise. While there is no character limit for the ‘Study Description’ section, we recommend 
avoiding long paragraphs and instead keeping it to 4-5 sentences in length. You’ll be able to go 
into more detail on your study-specific webpage page, which participants will have access to via 
a link in the referral emails.   
 

• Use unique subject lines. This may increase the email open rate.   
 

• Refrain from using jargon. Instead of using scientific jargon, we recommend wording that’s 
straightforward and easy for all participants to understand.  
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• Provide high-resolution images. If there are images or infographics that you’d like used in 
emails and/or the study description webpage, please send them in a high-resolution format such 
as a .GIF or .JPEG.  
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Initial Invitation Email  
 

Subject Line: [Intro to collaborator study opportunity]  
 
Email Text:  
 
Dear <NAME>, 
 

There is [adjective] research happening near you! When you joined the Brain Health Registry you 
indicated that you would like to be contacted about future research projects. We are contacting you 
today to inform you about [collaborator study name].   
 
[Description of study: brief overview of research study which may include goals, eligibility, procedures, 
your PI and/or Sponsor name] 
 
If you are interested in participating, please click the button below to learn more. You will be directed to 
login to your Brain Health Registry account where more information will be provided. 
 

LEARN MORE - <link to a longer study description> 
 

To protect your privacy, we are not providing your contact information to any study site. The only way 
that you can learn more about whether you might qualify for participation is to contact the site.  
 

As always, your participation in research is voluntary and your decision to participate in additional 
research studies will not affect your involvement in the Brain Health Registry.  
 
Thank you for your support in brain research. You are helping speed the path to the discovery of new 
treatments for brain diseases.   
  

Sincerely,  
 
Brain Health Registry Team 
www.brainhealthregistry.org 
 
 

P.S. – If you do not want to be contacted again about the [study name], please click here. 
 
 
 

 

 

 

 
 
  

http://www.brainhealthregistry.org/
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First Follow-Up Email  
 
Subject Line: [Intro to collaborator study opportunity]   
 
Email Text:  
 
Dear <NAME>, 
 
We recently informed you about [adjective] research happening near you and would like to follow up 
and see if you are interested in this opportunity. When you joined the Brain Health Registry you 
indicated that you would like to be contacted about future research projects. We are contacting you 
today to inform you about [collaborator study].   
 
 
[Description of study: Brief overview of research study which may include goals, eligibility, procedures, 
your PI and/or Sponsor name].  
 
If you are interested in participating, please click the button below to learn more. You will be directed 
to login to your Brain Health Registry account where more information will be provided. 
 

LEARN MORE - <link to a longer study description> 
 
To protect your privacy, we are not providing your contact information to any study site. The only way 
that you can learn more about whether you might qualify for participation is to contact the site.  
 
As always, your participation in research is voluntary and your decision to participate in additional 
research studies will not affect your involvement in the Brain Health Registry.  
 
Thank you for your support in brain research. You are helping speed the path to the discovery of new 
treatments for brain diseases.   
  
Sincerely,  
 
Brain Health Registry Team 
www.brainhealthregistry.org 
 
 
P.S. – If you do not want to be contacted again about the [study name], please click here.  

http://www.brainhealthregistry.org/
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Second Follow-Up Email 
 
Subject Line: [Intro to collaborator study opportunity]   
 
Email Text:  
 
Dear <NAME>, 
 
We recently informed you about [adjective] research happening near you and would like to follow up 
and see if you are interested in this opportunity. When you joined the Brain Health Registry you 
indicated that you would like to be contacted about future research projects. We are contacting you 
today to inform you about [collaborator study].   
 
[Description of study: Brief overview of research study which may include goals, eligibility, procedures, 
your PI and/or Sponsor name].  
 
If you are interested in participating, please click the button below to learn more. You will be directed 
to login to your Brain Health Registry account where more information will be provided. 

 
LEARN MORE - <link to a longer study description> 

 
To protect your privacy, we are not providing your contact information to any study site. The only way 
that you can learn more about whether you might qualify for participation is to contact the site.  
 
As always, your participation in research is voluntary and your decision to participate in additional 
research studies will not affect your involvement in the Brain Health Registry.  
 
Thank you for your support in brain research. You are helping speed the path to the discovery of new 
treatments for brain diseases.   
  
Sincerely,  
 
Brain Health Registry Team 
www.brainhealthregistry.org 
 
 
P.S. – If you do not want to be contacted again about the [study name], please click here.  

 
 

http://www.brainhealthregistry.org/
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