Sample E-mail – Announcing Clinic Dates & Times
SUBJECT: [CEO/President] Announcing Clinic Dates & Times

Dear Employees:

As health care workers, we have a responsibility to protect our patients by making sure that we are immunized against influenza each year. Studies show health care workers are more likely than staff in other areas to work through or return to work sooner during illness, thus increasing the likelihood of transmitting the virus to patients.16

Influenza and related complications hospitalize over 200,000 Americans and kill more than 36,000 every year.1,15,25 In fact, influenza and pneumonia are the eighth leading cause of death in the United States.26 Despite these statistics, only 42% of HCP are immunized against influenza (CDC, unpublished data, 2006).1

This year, we hope to have [INSERT PERCENTAGE] of employees immunized to better protect our patients, our co-workers, and ourselves.

I plan to get my vaccination at the influenza immunization clinic on [INSERT DATE]. 

I hope to see you all there.

Sincerely,

[INSERT NAME OF CEO]
