
1Atlas CareMap Community Workshop Toolkit — Confirmation of Registration (ONLINE)

This is a sample email confirmation for people who have registered  
for your Care Map Workshop.

On P. 3 you will find a version of this confirmation email that you can copy and paste and then make 
the appropriate edits. You can also attach the Welcome Package to the confirmation email.

There are multiple videoconferencing applications that you can use to run your workshop, including Zoom, 
Skype, Webex, Google Meet, MS Teams, etc. For the template below, we have used Zoom as an example.

Confirmation of Registration
(ONLINE)

To:

Subject:

Dear Peter, 

Thank you for registering to attend the Care Map Workshop. We are happy to confirm  
your attendance. Please review the details below. 

•	 Date: Saturday April 12

•	 Time: 9:00 am – 11:15 am

How to join the workshop:

For this workshop, we will be using Zoom. You can use a computer, tablet or phone to participate, 
but keep in mind, a computer will be easier to follow along with the PowerPoint Presentation. 
Before the workshop, we encourage you to download Zoom as it reduces technology issues.  
It is important that you have a working webcam and microphone to participate in the  
workshop activities. 

You will receive the Zoom invitation by email two days before the workshop date. If you do not 
receive the email with the details, check your junk folder. 

EXAMPLE:
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We ask participants to join the Zoom meeting 10 minutes prior in case there are any technical 
difficulties. If you need help with Zoom, here is a link to a video that will go over the Zoom Basics. 

Personal information disclosure:

Because this will be a small group, personal stories may be shared. We ask that you don’t record 
the meeting in order to make this a safe space for all people participating. You are not required  
to share personal details. 

I have attached a series of documents that form the Welcome Package for the Care Map Workshop. 
Feel free to review these in advance and have them handy during the workshop. 

If you have any friends or family that you think might benefit from attending the workshop,  
please give them my email to learn more and register.

Looking forward to meeting you, 

Sara

SEND

EXAMPLE CONTINUED ...

Atlas CareMap Community Workshop Toolkit by Pallium Canada is licensed under 
a Creative Commons Attribution-NonCommercial-ShareAlike 4.0 International 
License. Based on a work at https://atlasofcaregiving.com/caremap/. 
Permissions beyond the scope of this license may be available at www.pallium.ca.

https://www.youtube.com/watch?v=9q_6w72hrxA
https://www.pallium.ca/
http://creativecommons.org/licenses/by-nc-sa/4.0/
http://creativecommons.org/licenses/by-nc-sa/4.0/
https://atlasofcaregiving.com/caremap/
https://www.pallium.ca/


3Atlas CareMap Community Workshop Toolkit — Confirmation of Registration (ONLINE)

COPY AND PASTE


	Text Field: 


