                                               Meeting Reminder email template               TEM-15

To: Medical Panel # [panel number]

The monthly meeting of the Administrative Panel on Human Subjects in Medical Research will be held Tuesday, [date], at 12:00 noon in the Modular A conference room.  Lunch will be served.

Please complete all reviews as soon as possible.

Convened meetings must be attended by a majority of the Human Subjects Panel including at least one member whose primary concerns are in nonscientific areas, as required by 45 CFR 46.108(b) and 21 CFR 56.108(b).

Please respond to this email message or call me at: 650.[telephone number] by [date of Friday B4 MTG] to let us know whether or not you plan to attend. 

Thank you,
[Associate name]

[Associate signature block]
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