
Sample 
Emails

#1  SUBJECT—NEW BENEFIT FOR EMPLOYEES: FREE FLU SHOT

Flu season is coming!

As a new benefit, [Company Name] is offering free flu shots to all company
employees. We encourage you to stay healthy and take advantage of this 
preventive health service! Free flu shots will be available at the following
times and locations:

Day, Date, Time  . . . . . . . . Location . . . . . . .

Day, Date, Time  . . . . . . . . Location . . . . . . .

Get the shot, not the flu!

#2  SUBJECT—NEW BENEFIT FOR EMPLOYEES: PAID TIME OFF

Flu season is coming!

As a new benefit, [Company Name] is providing two hours of paid time off
for company employees to get a flu shot. We urge you to protect your health
and take advantage of this opportunity! You can get flu shots at the following
times and locations:

By Appointment . . . . . . . . Your Doctor’s Office or Health Plan

Day, Date, Time  . . . . . . . . Location . . . . . . .

Day, Date, Time  . . . . . . . . Location . . . . . . .

Get the shot, not the flu!

#3  SUBJECT—YOU VS. FLU

Don’t lose the battle; protect yourself with a flu shot!

Take advantage of your employee benefits; get a low cost flu shot on 
[Day, Date, Time] at [Location].

Get the shot, not the flu!
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