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Plan: Meeting E-mail Invitation

Launch: Meeting E-mail Invitation 

Audience
Leaders of new and existing PHIN Communities of Practice (CoPs).
Purpose
If you’d like to reach out to potential members by sending them an email invitation to join your CoP, this template offers some general text as a starting point.

To Use this Resource
This document includes two email templates
· The first email template is for you to use to invite potential members to your Community’s kick-off meeting
· The second template is for you to use to invite members and potential members to meetings for your established CoP
This document is in Microsoft Word format to allow you to add, edit, or remove information to suit your needs.  You may also change the Header to include the name or logo of your Community.  After modifying the template, you should copy the information into an email to send to your distribution list.  
Have an Idea for How this Resource Can be Improved?  

We’d love to hear it!  Use the feedback form or send an email to phin@cdc.gov to let us know how this resource can be improved or to suggest other resources you would find useful. 
Greetings!

You are cordially invited to join us at the (first/next) monthly meeting 

of the PHIN (Domain) Community of Practice

Join peers, thought leaders, and subject matter experts as together we discuss the issue of (_______________________)

The meeting will be held on (Day and Date) at (Time)

In CDC Building (Building Number and Room Number)

Or you can join by telephone at (777-777-7777)

Participant code (123456789)

Your enthusiasm and contribution to this important issue will be greatly appreciated!

Please RSVP to (leader) at (e-mail address)
or simply reply to this message. 

We hope to see you there!

Sincerely,

(CoP Leaders)

Dear Friends,

Please join the PHIN (Domain) Community of Practice for our next monthly meeting

We will continue to focus our efforts on (subject matter of domain work and key agenda topics)

Your attendance and participation are greatly appreciated as we seek to strengthen the PHIN Community

The meeting will be held in CDC Building (Building Number and Room Number) 

On (Day and Date) at (Time)

Please RSVP by replying back to this e-mail

Or you can join by telephone at (777-777-7777)

Participant code (123456789)

Warm regards,

(CoP Leader)
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