
Reminder/Recall Letter
A Resource for Immunizations & Well Child Visits

About
Vax Northwest, an initiative of WithinReach and the 
Washington Department of Health (DOH) Immunization Quality 
Improvement for Providers program (IQIP), have collaborated to 
distribute a resource, the Reminder/Recall Letter Template. 

The letter is translated into 11 languages (see image for specific 
languages) for Washington state healthcare providers and 
clinics’ use. Research shows that reminder/recall methods work 
to improve immunization rates and well child visit appointments 
while reducing no shows.1,2,3 Vax Northwest and DOH hope this 
template will be a tool to help clinics and organizations keep 
patients up to date with recommended vaccines, increasing 
immunization rates and improving the health of our community.

How to Use Examples of When to Use
The first step is to customize the template 
in Microsoft Word with your clinic/org’s logo 
and then save it for your records. From there 
choose (a) how you would like to send the 
letter (email, mail, text etc.) and (b) the method 
by which you would like to add individual 
patient information. One example is after 
running the Reminder/Recall in WA IIS, select 
the “print labels” output to produce Avery 
5160 mailing labels. Once printed, labels can 
be manually placed on the customized letter 
ready for postage.

• A reminder for patients aged 12-17 years old
who are overdue for their 2nd HPV dose.

• A reminder for patients aged 18-24 months
who are overdue for their 4th DTaP dose.

• As an outreach to patients ages 4 years,
9-11 years, and 16 years who have not had
a well child visit in past 12 months. See the
CDC’s Child and Adolescent Immunization
Schedule by Age for reference.

Note: the letter has been formatted in grayscale so that it 
can be printed clearly in either black & white OR color ink 
depending on your clinic/org’s preference.
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Instructions for IIS
For instructions on how to run Reminder/Recall in IIS 
(Immunization Information System), review DOH’s 
Immunization Information System Reference Guide: 
Reminder/Recall or watch a video tutorial here. To generate a 
coverage rate report, watch this tutorial.

Provide Feedback to Vax Northwest here.

Available in 11 
languages: English, 

Spanish, Arabic, 
Amharic, Korean, 

Marshallese, Russian, 
Somali, Ukrainian 
Vietnamese, and 

Simplified Chinese

https://immunitycommunitywa.org/vax-northwest/
https://withinreachwa.org/our-programs
https://doh.wa.gov/public-health-healthcare-providers/public-health-system-resources-and-services/immunization/immunization-quality-improvement-providers
https://doh.wa.gov/public-health-healthcare-providers/public-health-system-resources-and-services/immunization/immunization-quality-improvement-providers
https://doh.wa.gov/sites/default/files/2023-05/348-964-Multi-languageReminderRecallLetter-ImmunizationsWellChildVisits.docx?uid=64a753e4add78
https://www.cdc.gov/vaccines/schedules/hcp/imz/child-adolescent.html
https://www.cdc.gov/vaccines/schedules/hcp/imz/child-adolescent.html
https://doh.wa.gov/sites/default/files/legacy/Documents/Pubs/348-573-ReminderRecallGuidePub.pdf?uid=63fd0a618cb68
https://doh.wa.gov/sites/default/files/legacy/Documents/Pubs/348-573-ReminderRecallGuidePub.pdf?uid=63fd0a618cb68
https://doh.wa.gov/sites/default/files/legacy/Documents/Pubs/348-573-ReminderRecallGuidePub.pdf?uid=63fd0a618cb68
https://www.youtube.com/watch?v=wckrLMuH2vE
https://www.youtube.com/watch?v=uH8HpCQr4VE
https://forms.office.com/r/7F8457EY7d
https://doh.wa.gov/sites/default/files/2023-05/348-964-Multi-languageReminderRecallLetter-ImmunizationsWellChildVisits.docx?uid=64a753e4add78
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