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Clearly outline the purpose of the event and what information will be shared.
 
Include time and date, and name of presenter.

 
Include contact information for questions, or if they encounter issues when
registering for the event.

 
Invite participants to send their questions ahead of time. This will help frame the
discussion, address specific concerns and provide a starting point for the question
and answer period.

 
Identify a mechanism for tracking registrations and participants’ emails.

 
       Send a reminder email before the event, if appropriate.

Provide multiple ways to join the meeting such as dial-in or video.
 
Include a copy of the presentation, the agenda and rules of engagement or standard
operating procedure (if possible).

Tip Sheet  
Registration/Invitation Email  

This guide is designed to help you create an invitation for your event. It includes a checklist
and an invitation email template. 

Invitations can be sent via an email account or by using other alternatives. There are a
number of free and open source event management websites, videoconferencing, and
social media platforms available. Most of these options streamline the event planning
process by sending automated emails and reminders, creating event websites, tracking
registrations and adding events straight to your personal or work calendars once
registered.

Confirmation Email Checklist 
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Invitation Email Checklist



3

Subject: Information session about COVID-19 vaccines 

As we prepare for COVID-19 vaccines to be widely available, there is a need,
more than ever, for reliable information on these vaccines and the vaccination
plans.

We would like to invite you to an information session on [date] about Canada’s
vaccine roll-out plan and public health measures against COVID-19 with
[insert name and title of presenter or organization].

This session will include a brief presentation on the steps taken to ensure
access to safe, effective and free COVID-19 vaccines in 2021. We would also
like to take this opportunity to address any concerns you may have during a
question and answer period.

SESSION DETAILS

Information session about COVID-19 vaccines and public health measures

With: [insert name and title of presenter]
When: [insert date and time] 

[insert meeting videoconferencing link]

Please submit questions in advance to [insert email].

We look forward to this information exchange with you.

[Signature]

Example
Registration/Invitation Email

https://www.canada.ca/en/public-health/services/diseases/2019-novel-coronavirus-infection/prevention-risks/covid-19-vaccine-treatment/vaccine-rollout.html
https://www.canada.ca/en/public-health/services/diseases/2019-novel-coronavirus-infection/prevention-risks.html


(@GovCanHealth, @CPHO_Canada)                                       
 
(Healthy Canadians)
   
(@HealthyCdns)                                                                          
 
(Healthy Canadians)
 
(Health Canada, Public Health Agency of Canada)                    

COVID-19 awareness toolkit

Government of Canada products and fact sheets (multilingual)

COVID-19 vaccination resources sheet

Health care provider vaccine toolkit

Government of Canada’s website on COVID-19 vaccines

Subscription to receive Government of Canada COVID-19 updates

Social Media

You can also invite participants to follow the Public Health Agency of Canada and Health
Canada on social media.  
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Tip Sheet  
Thank You Email

Government of Canada Resources

Here are links to information, resources and tools to help you
stay informed:

Thank You Email Checklist

After the event, a follow-up email should be sent to participants. To ensure continued dialogue,
your message should include:

clear information about how to continue to receive updates after the event (newsletter, web
link, social media or contact information)

 
links to available resources, including a recording of the event (if applicable)

 
 a way for participants to share their feedback (ex: post-event survey)

 
any follow-up actions committed to during the session

https://twitter.com/GovCanHealth
https://twitter.com/CPHO_Canada
https://www.youtube.com/user/HealthyCdns
https://www.instagram.com/healthycdns/?hl=en
https://www.facebook.com/HealthyCdns/
https://www.linkedin.com/company/health-canada/?originalSubdomain=ca
https://www.linkedin.com/company/public-health-agency-of-canada/?originalSubdomain=ca
https://drive.google.com/drive/folders/1t0Teudi9Mf4BAjp6leXRMenGog2sdfqP
https://www.canada.ca/en/public-health/services/diseases/2019-novel-coronavirus-infection/awareness-resources.html?vaccination
https://drive.google.com/file/d/1JiydW0wULns7jcerBb_tdZSjRTEHrmHh/view?usp=sharing
https://www.canada.ca/content/dam/phac-aspc/documents/services/diseases-maladies/2019-novel-coronavirus-infection/health-professionals/covid-19-healthcare-professionals-vaccine-toolkit.pdf
https://www.canada.ca/en/public-health/services/diseases/coronavirus-disease-covid-19/vaccines.html?utm_campaign=not-applicable&utm_medium=vanity-url&utm_source=canada-ca_covid-vaccine
https://www.canada.ca/en/managed-web-service/get-updates-covid-19.html
https://drive.google.com/file/d/1OYBxF0sgXdQBFDmOe0AN8v2HivNB0Fco/view
https://twitter.com/GouvCanHealth
https://ca1se.voxco.com/SE/?st=1Rjb3aDRTnN7819cgB6BOOafXwQ%2F%2F3JU4e2m5qZ0R7U%3D


COVID-19 awareness toolkit
Government of Canada products and fact sheets (multilingual)
COVID-19 vaccination resources sheet
Government of Canada’s website on COVID-19 vaccines

Subject: Thank you for participating!

Good day,

[organization] would like to thank you for attending the information session
about COVID-19 vaccines and public health measures on [date]. We hope the
information provided was insightful and answered some of your questions.

Here is a summary of what we heard from you during the session: [provide a
link or short summary below]

[include any follow-up actions committed to during the session]

In recognizing that we each play an important role in our communities, here is
some information about COVID-19 vaccines that you can share within your
networks, and with your friends and family: 

Please take a moment to complete this short post-event questionnaire. Your
feedback is crucial in helping us communicate with you in a way that is useful
and clear. 

Sign up online to receive COVID-19 updates from the Government of Canada.

Thank you!

[Signature]
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Example
Thank You Email

https://drive.google.com/drive/folders/1t0Teudi9Mf4BAjp6leXRMenGog2sdfqP
https://www.canada.ca/en/public-health/services/diseases/2019-novel-coronavirus-infection/awareness-resources.html?vaccination
https://drive.google.com/drive/folders/1ANGeq76bCMuiRnu1EioJLFobRv25MKeX
https://drive.google.com/file/d/1JiydW0wULns7jcerBb_tdZSjRTEHrmHh/view?usp=sharing
https://www.canada.ca/en/public-health/services/diseases/coronavirus-disease-covid-19/vaccines.html?utm_campaign=not-applicable&utm_medium=vanity-url&utm_source=canada-ca_covid-vaccine
https://ca1se.voxco.com/SE/?st=1Rjb3aDRTnN7819cgB6BOOafXwQ%2F%2F3JU4e2m5qZ0R7U%3D
https://www.canada.ca/en/managed-web-service/get-updates-covid-19.html

