Automated Emails for MS Lists with Power Automate Flows
EPC Corrections Tracker
When a new task is assigned
From: Emergency Management
To: All “persons assigned”
Subject: New Task Assigned for Emergency Preparedness Committee (Action Item Tracker)
	Dear Leader(s),

This email is to notify you that you have been assigned an action item on the Emergency Preparedness Committee’s corrections tracker. 

Description of Correction (task): INSERT FROM MS LIST
Associated AAR/Event: INSERT FROM MS LIST
Person(s) Assigned: INSERT FROM MS LIST
Anticipated Completion Date: INSERT FROM MS LIST

When this correction is completed, please forward this email thread to EmergencyManagement@chla.usc.edu and include the ACTUAL completion date and the outcome/resolution (actions that you took). EM will then update the tracker to close out this correction. 

NOTE: you will receive email reminders about this correction at the following intervals until it is marked as complete on the tracker. 
· 7 days before due date
· 3 days before due date
· On the due date
· Each week that it is overdue

Thank you in advance for your assistance and collaboration! If you have any questions, please don’t hesitate to contact us. 

Emergency Management 
Children's Hospital Los Angeles
4650 Sunset Blvd., Mailstop #108 | Los Angeles, CA 90027
PH: 323.660.2450 Hospital Main Line 
Office located in 4400 Sunset Blvd. (Virgil building)

 





Reminder emails (7 days and 3 days before due date) – for any tasks that are not marked as complete, on hold, or terminated/cancelled 	Comment by Cheung, Erika: Use anticipated completion date
To: All “persons assigned”
Subject: Reminder – Upcoming Task Due for Emergency Preparedness Committee 
	Dear Leader(s),

This is a friendly reminder that you have been assigned an action item on the Emergency Preparedness Committee’s corrections tracker. 

Description of Correction (task): INSERT FROM MS LIST
Associated AAR/Event: INSERT FROM MS LIST
Person(s) Assigned: INSERT FROM MS LIST
Anticipated Completion Date: INSERT FROM MS LIST

When this correction is completed, please forward this email thread to EmergencyManagement@chla.usc.edu and include the ACTUAL completion date and the outcome/resolution (actions that you took). EM will then update the tracker to close out this correction. 

NOTE: you will continue to receive email reminders about this correction until it is marked as complete on the tracker. 

Thank you for your assistance and collaboration! If you have any questions, please don’t hesitate to contact us. 

Emergency Management 
Children's Hospital Los Angeles
4650 Sunset Blvd., Mailstop #108 | Los Angeles, CA 90027
PH: 323.660.2450 Hospital Main Line 
Office located in 4400 Sunset Blvd. (Virgil building)

 





Reminder email (on due date) – for any tasks that are not marked as complete, on hold, or terminated/cancelled
To: All “persons assigned” 
CC: EmergencyManagement@chla.usc.edu 
Subject: Task Due Today for Emergency Preparedness Committee
	Dear Leader(s),

This is a friendly reminder that you have been assigned an action item on the Emergency Preparedness Committee’s corrections tracker. 

Description of Correction (task): INSERT FROM MS LIST
Associated AAR/Event: INSERT FROM MS LIST
Person(s) Assigned: INSERT FROM MS LIST
Anticipated Completion Date: INSERT FROM MS LIST

When this correction is completed, please forward this email thread to EmergencyManagement@chla.usc.edu and include the ACTUAL completion date and the outcome/resolution (actions that you took). EM will then update the tracker to close out this correction. 

NOTE: you will continue to receive email reminders about this correction until it is marked as complete on the tracker. 

Thank you for your assistance and collaboration! If you have any questions, please don’t hesitate to contact us. 

Emergency Management 
Children's Hospital Los Angeles
4650 Sunset Blvd., Mailstop #108 | Los Angeles, CA 90027
PH: 323.660.2450 Hospital Main Line 
Office located in 4400 Sunset Blvd. (Virgil building)

 





Reminder emails (every 7 days after due date) – for any tasks that are not marked as complete, on hold, or terminated/cancelled
To: All “persons assigned” 
CC: EmergencyManagement@chla.usc.edu 
Subject: Overdue Task for Emergency Preparedness Committee
	Dear Leader(s),

This is a reminder that you now have an overdue action item that was assigned on the Emergency Preparedness Committee’s corrections tracker. 

Description of Correction (task): INSERT FROM MS LIST
Associated AAR/Event: INSERT FROM MS LIST
Person(s) Assigned: INSERT FROM MS LIST
Anticipated Completion Date: INSERT FROM MS LIST

Please complete this task promptly and then forward this email thread to EmergencyManagement@chla.usc.edu (include the ACTUAL completion date and the outcome/resolution/actions that you took). EM will then update the tracker to close out this correction. 

NOTE: you will continue to receive email reminders about this correction until it is marked as complete on the tracker. 

Thank you for your assistance and collaboration! If you have any questions, please don’t hesitate to contact us. 

Emergency Management 
Children's Hospital Los Angeles
4650 Sunset Blvd., Mailstop #108 | Los Angeles, CA 90027
PH: 323.660.2450 Hospital Main Line 
Office located in 4400 Sunset Blvd. (Virgil building)

 





EPC Corrective Actions Tracker (Low/Med Risk)	Comment by Cheung, Erika: All items that are marked as low/med risk in the “Risk Level”
When a new task is assigned
From: MS LIST?
To: All “persons assigned”
Subject: New Task Assigned for Emergency Preparedness Committee (Action Item Tracker)
	Dear Leader(s),

This email is to notify you that you have been assigned an action item on the Emergency Preparedness Committee’s corrective actions tracker. 

Description of Corrective Action (process change): INSERT FROM MS LIST
Associated AAR/Event: INSERT FROM MS LIST
Person(s) Assigned: INSERT FROM MS LIST
Anticipated Completion Date: INSERT FROM MS LIST

When this corrective action is completed, please forward this email thread to EmergencyManagement@chla.usc.edu and include the ACTUAL completion date and the outcome/resolution (actions that you took). EM will then update the tracker to close out this correction. 

NOTE: you will receive email reminders about this corrective action at the following intervals until it is marked as complete on the tracker. 
· 1 month before due date	Comment by Cheung, Erika: Different intervals than the corrections
· 7 days before due date
· On the due date
· Each week that it is overdue

Thank you in advance for your assistance and collaboration! If you have any questions, please don’t hesitate to contact us. 

Emergency Management 
Children's Hospital Los Angeles
4650 Sunset Blvd., Mailstop #108 | Los Angeles, CA 90027
PH: 323.660.2450 Hospital Main Line 
Office located in 4400 Sunset Blvd. (Virgil building)

 





Reminder email (one month and 7 days before due date) – for any tasks that are not marked as complete, on hold, or terminated/cancelled 
To: All “persons assigned”
CC: EmergencyManagement@chla.usc.edu 
Subject: Reminder – Upcoming Task Due for Emergency Preparedness Committee 
	Dear Leader(s),

This is a friendly reminder that you have been assigned an action item on the Emergency Preparedness Committee’s corrective actions tracker. 

Description of Corrective Action (process change): INSERT FROM MS LIST
Associated AAR/Event: INSERT FROM MS LIST
Person(s) Assigned: INSERT FROM MS LIST
Anticipated Completion Date: INSERT FROM MS LIST

When this corrective action is completed, please forward this email thread to EmergencyManagement@chla.usc.edu and include the ACTUAL completion date and the outcome/resolution (actions that you took). EM will then update the tracker to close out this correction. 

NOTE: you will continue to receive email reminders about this corrective action until it is marked as complete on the tracker. 

Thank you for your assistance and collaboration! If you have any questions, please don’t hesitate to contact us. 

Emergency Management 
Children's Hospital Los Angeles
4650 Sunset Blvd., Mailstop #108 | Los Angeles, CA 90027
PH: 323.660.2450 Hospital Main Line 
Office located in 4400 Sunset Blvd. (Virgil building)

 





Reminder email (on due date) – for any tasks that are not marked as complete, on hold, or terminated/cancelled
To: All “persons assigned” 
CC: EmergencyManagement@chla.usc.edu 
Subject: Task Due Today for Emergency Preparedness Committee
	Dear Leader(s),

This is a friendly reminder that you have been assigned an action item on the Emergency Preparedness Committee’s corrective actions tracker. 

Description of Corrective Action (process change): INSERT FROM MS LIST
Associated AAR/Event: INSERT FROM MS LIST
Person(s) Assigned: INSERT FROM MS LIST
Anticipated Completion Date: INSERT FROM MS LIST

When this corrective action is completed, please forward this email thread to EmergencyManagement@chla.usc.edu and include the ACTUAL completion date and the outcome/resolution (actions that you took). EM will then update the tracker to close out this correction. 

NOTE: you will continue to receive email reminders about this corrective action until it is marked as complete on the tracker. 

Thank you for your assistance and collaboration! If you have any questions, please don’t hesitate to contact us. 

Emergency Management 
Children's Hospital Los Angeles
4650 Sunset Blvd., Mailstop #108 | Los Angeles, CA 90027
PH: 323.660.2450 Hospital Main Line 
Office located in 4400 Sunset Blvd. (Virgil building)

 





Reminder emails (every 7 days after due date) – for any tasks that are not marked as complete, on hold, or terminated/cancelled
To: All “persons assigned” 
CC: EmergencyManagement@chla.usc.edu 
Subject: Overdue Task for Emergency Preparedness Committee
	Dear Leader(s),

This is a reminder that you now have an overdue action item that was assigned on the Emergency Preparedness Committee’s corrective actions tracker. 

Description of Corrective Action (process change): INSERT FROM MS LIST
Associated AAR/Event: INSERT FROM MS LIST
Person(s) Assigned: INSERT FROM MS LIST
Anticipated Completion Date: INSERT FROM MS LIST

Please complete this task promptly and then forward this email thread to EmergencyManagement@chla.usc.edu (include the ACTUAL completion date and the outcome/resolution/actions that you took). EM will then update the tracker to close out this correction. 

NOTE: you will continue to receive email reminders about this corrective action until it is marked as complete on the tracker. 

Thank you for your assistance and collaboration! If you have any questions, please don’t hesitate to contact us. 

Emergency Management 
Children's Hospital Los Angeles
4650 Sunset Blvd., Mailstop #108 | Los Angeles, CA 90027
PH: 323.660.2450 Hospital Main Line 
Office located in 4400 Sunset Blvd. (Virgil building)

 





EPC Corrective Actions Tracker (High Risk)	Comment by Cheung, Erika: All items that are marked as high risk in the “Risk Level”
When a new task is assigned
From: Emergency Management
To: All “persons assigned”
Subject: New Task Assigned for Emergency Preparedness Committee (Action Item Tracker)
	Dear Leader(s),

This email is to notify you that you have been assigned an action item on the Emergency Preparedness Committee’s corrective actions tracker. 

Description of Corrective Action (process change): INSERT FROM MS LIST
Associated AAR/Event: INSERT FROM MS LIST
Person(s) Assigned: INSERT FROM MS LIST
Risk Level: INSERT FROM MS LIST
Anticipated Completion Date: INSERT FROM MS LIST

When this corrective action is completed, please forward this email thread to EmergencyManagement@chla.usc.edu and include the ACTUAL completion date and the outcome/resolution (actions that you took). EM will then update the tracker to close out this correction. 

NOTE: you will receive email reminders about this corrective action at the following intervals until it is marked as complete on the tracker. 
· 1 month before due date	Comment by Cheung, Erika: Different intervals than the corrections
· 7 days before due date
· On the due date
· Each week that it is overdue

Thank you in advance for your assistance and collaboration! If you have any questions, please don’t hesitate to contact us. 

Emergency Management 
Children's Hospital Los Angeles
4650 Sunset Blvd., Mailstop #108 | Los Angeles, CA 90027
PH: 323.660.2450 Hospital Main Line 
Office located in 4400 Sunset Blvd. (Virgil building)

 





Reminder emails (one month and 7 days before due date) – for any tasks that are not marked as at risk, complete, on hold, or terminated/cancelled 
To: All “persons assigned”
CC: EmergencyManagement@chla.usc.edu 
Subject: Reminder – Upcoming Task Due for Emergency Preparedness Committee 
	Dear Leader(s),

This is a friendly reminder that you have been assigned an action item on the Emergency Preparedness Committee’s corrective actions tracker. 

Description of Corrective Action (process change): INSERT FROM MS LIST
Associated AAR/Event: INSERT FROM MS LIST
Person(s) Assigned: INSERT FROM MS LIST
Risk Level: INSERT FROM MS LIST
Anticipated Completion Date: INSERT FROM MS LIST

When this corrective action is completed, please forward this email thread to EmergencyManagement@chla.usc.edu and include the ACTUAL completion date and the outcome/resolution (actions that you took). EM will then update the tracker to close out this correction. 

NOTE: you will continue to receive email reminders about this corrective action until it is marked as complete on the tracker. 

Thank you for your assistance and collaboration! If you have any questions, please don’t hesitate to contact us. 

Emergency Management 
Children's Hospital Los Angeles
4650 Sunset Blvd., Mailstop #108 | Los Angeles, CA 90027
PH: 323.660.2450 Hospital Main Line 
Office located in 4400 Sunset Blvd. (Virgil building)

 





Reminder emails (one month and 7 days before due date) – for any tasks that are marked as “At Risk” in the “current status” column
To: All “persons assigned”
CC: EmergencyManagement@chla.usc.edu 
Subject: Reminder – Upcoming Task Due for Emergency Preparedness Committee 
	Dear Leader(s),

This is a friendly reminder that you have been assigned an action item on the Emergency Preparedness Committee’s corrective actions tracker. 

Description of Corrective Action (process change): INSERT FROM MS LIST
Associated AAR/Event: INSERT FROM MS LIST
Person(s) Assigned: INSERT FROM MS LIST
Risk Level: INSERT FROM MS LIST
Anticipated Completion Date: INSERT FROM MS LIST

IMPORTANT: Emergency Management has currently deemed the completion of this corrective action as “At Risk” and because it is designated as “High Risk” level, this concern will be escalated to the Quality Improvement Committee. An EM team member will also contact you to discuss how we can support the completion of this corrective action. 

NOTE: you will continue to receive email reminders about this corrective action until it is marked as complete on the tracker. 

Thank you for your assistance and collaboration! If you have any questions, please don’t hesitate to contact us. 

Emergency Management 
Children's Hospital Los Angeles
4650 Sunset Blvd., Mailstop #108 | Los Angeles, CA 90027
PH: 323.660.2450 Hospital Main Line 
Office located in 4400 Sunset Blvd. (Virgil building)

 





Reminder email (on due date) – for any tasks that are not marked as at risk, complete, on hold, or terminated/cancelled
To: All “persons assigned” 
CC: EmergencyManagement@chla.usc.edu 
Subject: Task Due Today for Emergency Preparedness Committee
	Dear Leader(s),

This is a friendly reminder that you have been assigned an action item on the Emergency Preparedness Committee’s corrective actions tracker. 

Description of Corrective Action (process change): INSERT FROM MS LIST
Associated AAR/Event: INSERT FROM MS LIST
Person(s) Assigned: INSERT FROM MS LIST
Risk Level: INSERT FROM MS LIST
Anticipated Completion Date: INSERT FROM MS LIST

When this corrective action is completed, please forward this email thread to EmergencyManagement@chla.usc.edu and include the ACTUAL completion date and the outcome/resolution (actions that you took). EM will then update the tracker to close out this correction. 

NOTE: you will continue to receive email reminders about this corrective action until it is marked as complete on the tracker. 

Thank you for your assistance and collaboration! If you have any questions, please don’t hesitate to contact us. 

Emergency Management 
Children's Hospital Los Angeles
4650 Sunset Blvd., Mailstop #108 | Los Angeles, CA 90027
PH: 323.660.2450 Hospital Main Line 
Office located in 4400 Sunset Blvd. (Virgil building)

 





Reminder emails (on due date) – for any tasks that are marked as “At Risk” in the “current status” column
To: All “persons assigned”
CC: EmergencyManagement@chla.usc.edu 
Subject: Task Due Today for Emergency Preparedness Committee 
	Dear Leader(s),

This is a friendly reminder that you have been assigned an action item on the Emergency Preparedness Committee’s corrective actions tracker. 

Description of Corrective Action (process change): INSERT FROM MS LIST
Associated AAR/Event: INSERT FROM MS LIST
Person(s) Assigned: INSERT FROM MS LIST
Risk Level: INSERT FROM MS LIST
Anticipated Completion Date: INSERT FROM MS LIST

IMPORTANT: Emergency Management has currently deemed the completion of this corrective action as “At Risk” and because it is designated as “High Risk” level, this concern will be escalated to the Quality Improvement Committee. An EM team member will also contact you to discuss how we can support the completion of this corrective action. 

NOTE: you will continue to receive email reminders about this corrective action until it is marked as complete on the tracker. 

Thank you for your assistance and collaboration! If you have any questions, please don’t hesitate to contact us. 

Emergency Management 
Children's Hospital Los Angeles
4650 Sunset Blvd., Mailstop #108 | Los Angeles, CA 90027
PH: 323.660.2450 Hospital Main Line 
Office located in 4400 Sunset Blvd. (Virgil building)

 





Reminder emails (every 7 days after due date) – for any tasks that are not marked as at risk, complete, on hold, or terminated/cancelled
To: All “persons assigned” 
CC: EmergencyManagement@chla.usc.edu 
Subject: Overdue Task for Emergency Preparedness Committee
	Dear Leader(s),

This is a reminder that you now have an overdue action item that was assigned on the Emergency Preparedness Committee’s corrective actions tracker. 

Description of Corrective Action (process change): INSERT FROM MS LIST
Associated AAR/Event: INSERT FROM MS LIST
Person(s) Assigned: INSERT FROM MS LIST
Risk Level: INSERT FROM MS LIST
Anticipated Completion Date: INSERT FROM MS LIST

Please complete this task promptly and then forward this email thread to EmergencyManagement@chla.usc.edu (include the ACTUAL completion date and the outcome/resolution/actions that you took). EM will then update the tracker to close out this correction. 

NOTE: you will continue to receive email reminders about this corrective action until it is marked as complete on the tracker. 

Thank you for your assistance and collaboration! If you have any questions, please don’t hesitate to contact us. 

Emergency Management 
Children's Hospital Los Angeles
4650 Sunset Blvd., Mailstop #108 | Los Angeles, CA 90027
PH: 323.660.2450 Hospital Main Line 
Office located in 4400 Sunset Blvd. (Virgil building)

 





Reminder emails (every 7 days after due date) – for any tasks that are marked as “At Risk” in the “current status” column
To: All “persons assigned” 
CC: EmergencyManagement@chla.usc.edu 
Subject: Overdue Task for Emergency Preparedness Committee
	Dear Leader(s),

This is a reminder that you now have an overdue action item that was assigned on the Emergency Preparedness Committee’s corrective actions tracker. 

Description of Corrective Action (process change): INSERT FROM MS LIST
Associated AAR/Event: INSERT FROM MS LIST
Person(s) Assigned: INSERT FROM MS LIST
Risk Level: INSERT FROM MS LIST
Anticipated Completion Date: INSERT FROM MS LIST

IMPORTANT: Emergency Management has currently deemed the completion of this corrective action as “At Risk” and because it is designated as “High Risk” level, this concern will be escalated to the Quality Improvement Committee. An EM team member will also contact you to discuss how we can support the completion of this corrective action. 

NOTE: you will continue to receive email reminders about this corrective action until it is marked as complete on the tracker. 

Thank you for your assistance and collaboration! If you have any questions, please don’t hesitate to contact us. 

Emergency Management 
Children's Hospital Los Angeles
4650 Sunset Blvd., Mailstop #108 | Los Angeles, CA 90027
PH: 323.660.2450 Hospital Main Line 
Office located in 4400 Sunset Blvd. (Virgil building)
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