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LAUNCH EMAIL

This is an example text that can be used to email all staff and students and to provide information via email or your intranet – and anywhere else that might be relevant for your workplace or campus!
Subject line: Ready, Set, Cycle 2026 is here!
Email text: 	
We are delighted to announce that [Orgranisation Name] are taking part in the Ready, Set, Cycle 2026 programme. This year the TFI Cycle challenge will take place from Monday 11th May till Friday 29th May. 
The programme aims to get as many of you as possible to embrace cycling either as part of your daily commute or whether it is for a spin around the park or to enjoy a relaxing weekend with family. There are a lot of prizes up for grabs! 
Talking about prizes, there is an Early Brid Prize Draw for all participants that register an account on www.activetravellogger.ie before Friday 24th April will be in with a chance to win some goodies!
How to take part
1. Get into a team of 2 – 4 people 
2. Sign-up online at www.activetravellogger.ie 
a) Team Captain: choose a team name and set your team up on the Active Travel Logger
b) Team Members: sign up online at Active Travel Logger and join a Team.
3. For help getting started, please read the Participant Guide attached to this email and view the step-by-step Active Travel Logger video tutorials on cyclechallenge.ie

For any questions regarding to Ready, Set, Cycle, please feel free to email me in the first instance. Otherwise, you can also reach out to cycling@nationaltransport.ie. 
I hope you enjoy cycling together this May!
Kind Regards,
(Coordinator details)
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SAMPLE EMAIL – BIKE CLINIC ON SITE
Subject line: Calling all Staff/Students for a Bike Clinic at [Org Name]
As part of our participation in the TFI Cycle Challenge, Ready, Set, Cycle 2026, [Org name] is delighted to announce that we will be teaming up with [Cycle clinic vendor] to host a bike clinic for all our staff and students on [date].
The bike clinic will be held [on-site] or [bike shop address]. Include time slots as well. 
To book, please [Insert Call to Action: scan the QR code/visit link to fill in your details.]  
This event is open to all however spots are limited so whoever would like to avail of this facility, please ensure you book your spot as it is first come first served. If we have more registrations than slots available, we will put on a cancellation waiting list. 
[Optional: It is better to clarify what is included free of charge and what services might be extra].
The mechanic will assess your bike with you and clarify if any replacement parts are required. Each bike will have a fully documented service listed upon collection. 
Kind regards,
[Coordinator details]
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SAMPLE EMAIL – TOURS OF CYCLING FACILITIES
Subject line: Calling all Staff/Students for a Tour of Cycling Facilities at [Org Name]
As part of our participation in the TFI Cycle Challenge, Ready, Set, Cycle 2026, we are organising tours of bike facilities which is open to all staff. 
The tours are scheduled to take place on [include dates and times]. If you would like to participate, [insert CTA: please fill the form below.] The tour will approximately take 30 minutes and will give you details on facilities like bike parking, shower, lockers and cyclist equipment available on site. 
We have tied up with our local bike shop [insert details] and if you are interested in purchasing a new bike, you can visit the bike shop between [dates] to trial different types of bikes. Don’t forget you can avail of the Cycle to Work scheme if you are looking to purchase a new bike. 
Kind regards,
[Coordinator details]
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SAMPLE EMAIL – CYCLE TO WORK SCHEME
Subject: Cycle to Work Scheme
Dear [Staff],
As part of the Ready, Set, Cycle programme, we are excited to promote and encourage you to sign up for the Cycle to Work scheme! This scheme allows you to save money on a brand-new bike and cycling equipment while also improving your health and wellbeing.
By signing up for the scheme, you can get up to 52% off the cost of a new bike and equipment, making it an affordable way to get active and reduce your carbon footprint. You can choose from a wide range of bikes, including road bikes, hybrids, and e-bikes, and you can spread the cost over a year through salary sacrifice.
To sign up, [Insert internal resource on how to sign up here]. You can then choose your bike and equipment and submit your application to us for approval. Once approved, you can start enjoying the benefits of cycling to work! 
We strongly encourage all our staff members to take advantage of this fantastic scheme, whether you're a seasoned cyclist or a complete beginner. Cycling is a great way to improve your physical and mental health, reduce your stress levels, and save money on commuting costs.
If you have any questions about the Cycle to Work Scheme, please do not hesitate to contact us [insert contact details]. We are here to support you and help you get the most out of this exciting opportunity.
Best regards,
[Your Name]
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