
Vaccination Reminder 

Dear [Employee's Name], 

We hope this message finds you well. This is a friendly reminder that your vaccination 

appointment is approaching. Ensuring that you are vaccinated is an important step in maintaining 

your health and the health of our workplace. 

Vaccination Details: 

• Date: [Insert Date] 

• Time: [Insert Time] 

• Location: [Insert Location] 

Please make sure to bring the necessary documents and arrive on time. If you have any questions 

or if you are unable to attend at this time, please contact [Insert Contact Information]. 

Thank you for your attention to this important matter. 

Best regards, 

[Your Name] 

[Your Position] 

[Company Name] 


