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I.	How many groups will need to be conducted? __________
(Recommend a minimum of two groups for each relevant segmentation variable.)
Segmentation Variables
Sex
Age 
Race/ethnicity
Income
Education
Geographic residence
Profession
Comparison groups
Other: ____________________
Other: ____________________
Other: ____________________
II.	Where will groups take place?
Geographical Location
Local area
Regional
National
Single city
Multiple cities
Single site
Multiple site

Facilities
Professional focus group facility
Community-based setting
Mixed 
____________________________________________________

Who is responsible for coordinating with the facilities?
____________________________________________________
Who is responsible for negotiating the contract?
____________________________________________________

III.	Who will moderate the groups?
(Does the moderator need to match on any of the group segmentation variables?)
Match race/ethnicity
Match gender
Match on other variables
____________________________________________________

IV.	Who will develop necessary materials?
Screeners and scripts
____________________________________________________

Informed consent forms
Consent forms for underage groups:
Parent/guardian consent
Adolescent assent
____________________________________________________
Moderator Guide(s)
(Are different moderator guides needed for different segments of the target population?)
____________________________________________________
IRB Approval Process
(minimum 1 month from time of scheduling)
____________________________________________________
OMB Approval Process
(minimum 6 months from time appears in Federal Register)
____________________________________________________
Other materials
____________________________________________________


V.	How will participants be recruited?
Intercept interviews
Telephone recruitment
“Snow Ball Sampling”
Other recruitment methods:
____________________________________________________

Who is responsible?
[bookmark: OLE_LINK2]_____________________________
_____________________________
Materials needed for recruitment
Flyers
Scripts
Other
Who will develop?
_____________________________
_____________________________

VI. 	What will participants receive for participating?
Cash Incentive
Amount:			
Gift Certificate
Type/Amount:	
Other:  ____________________ 
Who will handle incentives?
Project staff
Focus Group Facility

VII.	Will audio tapes need to be transcribed?
Transcription of all tapes
Transcription of some tapes?
Which ones?

Who will coordinate?
[bookmark: OLE_LINK3]_____________________________
_____________________________

Transcription Service
_____________________________
_____________________________

VIII.	What type of analysis will be conducted?
Note-based analysis with full transcript
Manual
Software assisted
____________________________________________________

Text-based analysis
Who is responsible for analysis?
_____________________________
_____________________________

IX.	What type of report will be produced?
Top-Line summary
Narrative report
Presentation
Publication
Who is responsible for developing the report?
_____________________________
_____________________________

X.	Logistics

Participant Transportation
Own transportation
Provide transportation
Insurance issues
Tokens/parking reimbursement
Food
Snacks and sodas
Meals
What are the audio/visual needs?
Audio taping
Video taping
TV/VCR
Other: 		

Who will observe the groups?
(consider confidentiality issues)

Project staff
Client project staff
Other observers:
Restrictions for observers:
Who is responsible for managing observers?
_____________________________
_____________________________

XI.	What costs are associated with conducting focus groups?
Project management
Development of research instrumentation 
(including IRB process)
Arranging logistics and setting up the groups
Recruitment 
(cost associated with method and recruiters, follow up, etc.)
Moderation
Analysis and report
Incentives
Food
Child care
Transportation
Facility rental
Audio
Video
Transcription
Travel
Per diem
Other direct costs 
(telephone, copying, etc.)
________________________












































