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Dear Patient

This letter is to confim your appointment for ___a
__. Please plan to arive approximately 30 minutes prior to your
scheduled appointment 10 aliow time for you and your significant other to
sign consent forms that are required for your treatment. It is important that your
much as

signiicant other is able 1o accompany you to your appainiments as much as
passible. With the 1ype of care we provide, we may be unable 1o schadul/perionm
certain procedures withoul ther signature.
Please complete the following informational farms and relum 1o our office prior 1o
your appomiment, (A return envelope is enclosed for your conveniance.)

< Patient Information Page “Infedilty Section

 Medical History Form (il applicable)

This will enable us 10 tharoughly revew your medical background and provide you
wilh the bes! possible care. Il you have been seen by anolher physician, please
request that your medical records be forwarded io our office prior to your
appointment, as well

In an effort tabe HIPAA compliant and 1o protect your private health information and
ideniity, we sequire thal you bring your photo 1.D. and insurance card o you first
visit

As a courtesy 10 you we wil submil your insurance claims for you; however any co-
payments will be coloctod at ime of senice. For any non insure d patients, foes for
all office visits and related charges

My stall and | appreciale your selecling owr office for your health care. We
recognize the Irust and resparsitifty placed in us and we willdo everylhing possble
10 provide for those needs. We look forward o seeing you!

Sinceroly

Kevin E. Bachus, M.O.
Enciosures

Appaintment scheduled on Fri Mov 16, 2018 9:00 am with Mila ' - B B
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r

Simpde Salon b Spa

Thanh You “,‘
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Your Business
123 Your St
Your City, CA 9485
(555) 555-555
Appointment Change
Your appointments details have changed!
Please update your calendar with new details,
Original appointment time:
Wednesday, January 1 at 2:15pm
New appointment time:
Wednesday, January 1 at 10:00am
Your Service with Your N
Your other service with Your N
Modify your message template, here! Does the client need to be aware of
specific parking instructions? Is your business located within another
business location? If its valuable for your client to know upon booking, place
it here!
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Confirmation E-mail Sample

The following is a suggested e-mail 1o be sent 1o volunteers once thiy have signed up fof your
project. This is only a suggestion and should be personalized according to your project. Feel
free lo contact the Program Manager with quesbions o sugpested content specific to the projed.

For oplirmal effec, you'll wani io keep the e-mad dear and conCise — 0N ONe page
Confirmation E-mail
| Subject: Mew York Cares - WHEDCo Project

Dear [Volunleer),

Thank you for signing up for tha English conversation projed al WHEDCo. I'm very excitad
about us stanting this project

Times and Dates: The progect will run every other Tuesday from 6230 to Bpm

Project Description: We will have informal comemnations with people for whom English is thedr
second language. Hopefully, we can hedp them feal mone comforiable speaking English and be
| bt propaned when thiny look for work

Directiona: WHEDCo: 50 E. 168th Street Take ihe 4 or B fraén to 167th 58 Walk north to 168t
3. From 4 traen, walk 1 172 blocks eas! from Jerome M&ve of from B train 2 172 blocks wist from
Grand Concourse,

About WHEDC o: WHED o works with families in the Bron who struggie with fhe muliphe
challenges presented by poverty, and who, ke all of us, aspire io 8 healifhy, inancally siable
future. WHEDCo offers interconnecied, innovaltiee, and high guality solutions — including the
bualdeng of haalthy, afordable homes — craating mone beéaulifa, mone aquitable, and Mone
economacally vibran places 1o live and raise & tamiy

hittp-ihwaww whedco arghoma php

Meoating Place: We will mit at 6 10pm Tuesday at the 167th streel station in the Bror,
specifically on the upbown 4-irain platform right by the exil. Pleass arrve on tme. In case you
are labe, | have provided the directions. 1o VWHEDCo below

Special Instructions: There are no special instructions. for this project

Again, thank you for joining the leam. | look fonsard to meseting youw next week. Pisase don'l
| hesitale with any questions you maeght have

Best,

ik e
mikkedi@ihotmail com
B4 444 4444

Appointment booking confirmation tattoo email template. How to write a confirmation appointment email. Booking confirmation email example. Booking confirmation email. Booking confirmation email sample.

Confirmations—they make sure reality lives up to your expectations. Think about how essential confirmations are in your everyday life. You go to McDonald’s and order your coffee and bacon n’ egg biscuit—with no cheese—but the employee hurries you through without confirming your order. Then, you drive off down the road with your breakfast only
to find your drink is hot chocolate and your buttery biscuit is dripping with cheese. No bueno. Or, on a more dramatic scale, perhaps you book your dream reception venue for Saturday evening after your wedding. Months later, you find out they scheduled Sunday—and they’ve already booked out the Saturday evening space to someone else. Bummer,
right? Appointment confirmation emails keep calamity or even just minor inconveniences from sneaking into life. They’re easy-to-send, oh-so-simple, and downright powerful. If you run a business that provides appointment services (whether that’s consultations, meetings, interviews, or even follow-up pesticide treatments), appointment confirmation
emails are a simple way to prevent whoopsies and improve your customer experience. While there’s no point crying over spilled milk, there is a good reason for a vegan to cry over a cheesy biscuit—you don’t want to make any of your customers shed a tear! Ready to incorporate these emails into your communications? Fortunately for you, we’ve done
all the hard work. Below, you’ll find topnotch examples of appointment confirmation emails, sample scripts, and tips to write your own emails from scratch. Let’s get started! What is an appointment confirmation email? What is an appointment confirmation email? It’s all in the name—it’s an email that confirms an appointment. Simple enough. But
there’s a bit more to it than that. Anyone can send any ol’ confirmation email, but it takes a bit of tact and strategy to craft a quality message. Here are some simple best practices you can follow to write effective appointment confirmation emails. How to write an appointment confirmation email The effectiveness of your email is all in the design,
content, and delivery. Design Appointment confirmation emails should be painfully simple. Stay on brand, but don’t get so caught up in the creativity that the message loses its intent. Remember, this isn’t a marketing email (more on why that matters shortly). You're just trying to confirm an appointment with the recipient. Look at this example from
Airbnb. They kept things to a bare minimum. They confirmed the trip, provided an image of the lodging (which helped me remember which one I chose), gave me the dates, and provided a few additional details below the full itinerary link. Simple yet efficient. Content You don’t need any fancy GIFs, clever copy, or compelling CTAs. Provide exactly
what the recipient is expecting: confirmation details for their appointment. Nothing more, nothing less. Depending on your service, you may include basic images or a link to “Confirm Appointment.” That’s all fine and dandy, just don’t overlook the purpose of your email—to confirm the appointment. Delivery At Twilio SendGrid, we live by the motto:
“Send the right message, to the right person, at the right time, with the right frequency, on the right channel.” Yeah, it’s a mouthful, but it’s an excellent guideline for communicating with recipients. Message: appointment confirmation email Person: those who made an appointment Time: as soon as possible Frequency: an initial email and maybe a
second follow-up if the appointment is further out Channel: your recipient may prefer email and/or text Deliverability is also an essential factor to consider. “Avoid trying to add marketing messaging into your transactional messages,” says Will Boyd, email delivery expert at Twilio SendGrid. “Those can cause you problems because mailbox providers
scan your content. If they feel like the message is more on the marketing side...they are more likely to put that message into spam compared to if they feel like it’s pure transactional mail.” Best practices Here are a few extra short-and-sweet tips to help you create stellar appointment confirmation emails: Create an obvious subject line. Now is not the
time to get cutesy. Make your subject super transparent. For example, try “Hair Appointment Confirmation” or “Confirmation for Your Upcoming Dentist Appointment.” Your recipient will have no problem guessing what this email is about, and they’ll also be able to easily search for the email if they’re struggling to find it later. Make it clear who the
email is coming from. According to our recent email engagement report, the sender is the most important element of an email that impacts whether a recipient will open an email or not. “For some recipients, the sender alone is all the information they need to open an email.” Oh, and avoid no-reply email addresses (the ones like
“noreply@domain.com”). Here’s why. Include add-to-calendar buttons. This added convenience improves the odds your recipients will show up for their appointment—a win-win for both you and your customers. Provide contact information. Make it easy for your recipients to reach out to you if there’s a problem with their appointment or if they need
to reschedule. Appointment confirmation email sample script The voice and tone of your emails will vary depending on your brand. Below, I've included a simple email template for a more formal sounding confirmation. Feel free to use it as is or adjust it to your needs. Subject: Your Appointment Is Confirmed Hi [name], Your [type of appointment]
appointment is confirmed for [day of week], [month] [date]], [year]. Need to change your appointment? To make changes to your appointment, click here, call 000-0000-000, or respond to this email. Simple, right? That’s really all your appointment confirmation email needs to include. Appointment confirmation email examples Looking for some
inspiration for your appointment confirmation emails? Here are a few simple (yet effective) examples. Blooming Massage Trust me—I would never miss my annual massage. Still, it’s great to receive an appointment confirmation email as a friendly reminder. Blooming Massage gets it right here with a basic design and all the essentials: who, what,
when, where, how—all I need to know. Fidelity Fidelity gets it right here with all the essentials. I know when the meeting is, where I need to be, what we’re going to be discussing, and who I'm going to be meeting with. All the info is bolded, easy-to-read, and quick to find. And if the time doesn’t work me anymore, there’s a big orange button I can
click to reschedule my appointment. SpotHero This appointment confirmation email from SpotHero has all the details I could ask for. I know which license plate is the one I reserved the spot with, where the place is, when I can enter, when I need to leave, and how much it cost me. Plus, they include a link to my parking pass within the email—one less
thing for me to keep track of. To find appointment confirmation email templates and other pre-built email designs, check out our free email templates gallery! Using SMS with email Email has always been a tried-and-true method to reach global audiences, but now SMS is becoming a great way for businesses to connect with their customers, too.
More and more businesses are using SMS messaging to communicate with their customers about everything from promotions to discounts to appointment reminders. Email is great for longer messages that might include images and attachments or information that your recipients might want to save for later. SMS is perfect for short, timely
information (like a reminder about an upcoming appointment). If you're struggling to decide whether to use email or text messages for your appointment confirmations, check out Email vs. SMS: Which Channel Should You Choose? Regardless if your customers prefer texts or emails, appointment confirmation messages will take your customer
communication up a notch—get started sooner rather than later! Clients and customers are the lifeblood of your business. Without them, your shutters stay down, and your bank account remains empty. As such, if they want some of your time to discuss work, it’s in your interest to find it. An appointment confirmation email can help both of you turn
up on time and get down to business. It’s understandable if you don’t give these types of ‘transactional’ emails due attention. However, they can offer plenty to your client and keep your branding visible too. What is an Appointment Confirmation Email? Appointment confirmation emails are transactional emails that simply confirm the details of a
booking. They can also include purchase details and additional business or meeting information or let the customer know how to manage their appointment. These are very common in industries such as fitness, business coaching, or other skilled trades. However, because they’re simple emails on paper, dismissing them as unimportant is easy. Of
course, we wouldn’t be dedicating some time to breaking them apart unless they have a clear benefit for you. Benefits of an Appointment Confirmation Email Here’s why we think an appointment confirmation email is vital to get right: They can help solidify the booking a customer has made.A confirmation email gives the booking importance, meaning
the customer is unlikely to forget it.The confirmation shows that you mean business, which conveys trust and professionalism. Ultimately, all of the above means one thing: If a customer trusts you and remembers the booking, the chances of no-shows is much lower. Booking Confirmation Example When to Send an Appointment Confirmation Email
However, just firing off an appointment confirmation email without any consideration for when it’s sent is a recipe for disaster. Here are a few pointers on when to send an appointment confirmation email: Whenever a client wants to talk with you, even for quick five-minute conversations. It’s a good idea to ‘officially’ book a time to solidify the
upcoming chat.If a client ‘self-books,” maybe through a dedicated scheduling app (more of which later). This is a great time to fire off an appointment confirmation email. If you’'re booking a one-off meeting, such as an initial consultation. As you may expect, these ‘impulse’ bookings are more likely to be missed, so lending them some importance is a
good idea.You can also send an appointment confirmation email if you book a regular meeting with a client. You’'ll likely only need to send one confirmation at the beginning of your series of bookings. Though, there’s nothing wrong with individual confirmations for every session. Also, you should consider the right time to send an appointment
confirmation email. In our opinion, taking a multi-pronged approach to your confirmations is a good idea. Certainly, you’ll want to send an immediate confirmation to your customer - it shows you’'re keen, and the customer gets an immediate reply to their booking. However, you may also want to consider follow-up confirmations too. This is going to be
vital if you book in advance or there’s money involved. You only need one follow-up to remind your client, but if the eventual booking brings in income, it’s time well spent. Finally, don’t forget other channels, such as video calls, Slack messaging, and more. If a client wants to meet with you through these types of platforms, it’s still worthwhile sending
an appointment confirmation email. How to Write the Perfect Appointment Confirmation Email (5 Tips) Your booking is confirmed - get settled in for five tips that will help you create the perfect appointment confirmation email! 1. Choose the Right Subject Line for Your Appointment Confirmation Email Your email’s subject line is likely the first thing
the client will see once they’ve made a booking. As such, this is your chance to make a good impression. Our main piece of advice is to be functional rather than fancy. Remember, this email is transactional rather than a sales pitch. As such, while it could do a few different jobs here, the primary goal is to confirm the booking. In fact, most appointment
confirmation emails will pare down the information in the subject line: If in doubt, a simple “Booking Confirmation” subject line will do the job. However, you can include various other pieces of information, such as a reference number or summarized booking details. You could even offer a stylized confirmation, depending on your branding strategy.
However, remember that the client needs information first and foremost. If every word of your subject line isn’t completely visible, it could be doing a better job on the whole. 2. Keep the Content of Your Email Short, Sweet, and Relevant Given the nature of your appointment confirmation email, you’ll want to ensure it’s highly focused. As such, and



much like your subject line, the wording should be mostly functional and to the point. Again, there’s a time and place for sales-driven copy - a confirmation email has a different job. It’s a good idea to think about your email as an exercise in Search Engine Optimization (SEO). In other words, if your client searches for the email in their platform of
choice, practically everything within should match the potential search terms. Offer Essential Information and Nothing More Given this, there are some fundamental elements you’ll need to include within your email: Explicit confirmation of the booking. While you want to confirm that an appointment or booking has been made, you also want to
solidify the booking in the client’s mind.The time and date of the appointment. It’s a good idea to provide the time in your local format and link out to a world time clock to help ‘synchronize watches.” Alternatively, you could find a solution that implements this as a standard based on your client’s timezone.A reference number if applicable. This gives
your client peace of mind if they need to discuss the appointment later and shows that you’'re serious about the booking.Confirmation of payment. Of course, this isn’t relevant if your booking didn’t involve a transaction. However, if it did, you’ll want to include the information for reference with the option of downloading a receipt. Also, you’ll want to
provide details of any upcoming transactions due, such as payment at the end of a stylist or barber’s appointment. This should cover the core fundamentals of your appointment confirmation email. However, you may also want to include important pre-appointment information that your client needs. For example, they may need to sign waivers or
provide personal documents: Of course, you should also include anything essential to your business and related to the booking. For example, if the client has booked a specific yoga class or the party size. 3. Make Your Appointment Confirmation Email Personal Personalizing your appointment confirmation emails is a great idea for many reasons. The
main benefit is that you're initiating a direct conversation of sorts with the client, and this has the effect of making a connection with them. However, it also shows you are vested in the person rather than their wallet. After all, would you rather be seen as the money-oriented Mr. Crab or Spongebob himself? As such, you should try and tailor your
appointment confirmation emails to offer a personal touch. You could do this in a number of ways: Use the client’s name in a format they’re happy with.Consider the pronouns you use if this forms part of your copy. In fact, defaulting to the third-person plural (“they/them”) is a great way to encompass everyone you're emailing without referencing
gender.Use the functionality within your email client to set up placeholder tags. This lets you enter specific wording (such as {name}), which is then filled in upon delivery to the client. Most scheduling platforms let you do this. If your current email client doesn’t let you add tags to your messages, you may want to consider tools such as Mailbutler or
MailSuite. However, even placeholder text works well, especially if you use our next tip. 4. Set Up a ‘Canned Response’ to Easily Reuse Your Appointment Confirmation Email Again Once you’ve perfected your email copy, it shouldn’t be a one-shot message. Many email clients let you save emails as a canned response or template for reuse later.
Combined with the field tags in the last tip, this becomes a powerful way to semi-automate your appointment confirmation emails. For example, Gmail includes this functionality as standard and also lets you give each canned response a unique name. A team email client such as Front implements this well. However, using third-party tools for your mail
client of choice is also a good option. Again, MailSuite offers this functionality, and Canned Responder is solid for Outlook clients. 5. Offer a Calendar Link to Help Your Client Remember the Meeting Details Our final tip is another way to help your client get a reminder for their booking. Most email clients let you include a calendar link from a
connected service. For example, Outlook has functionality built into the platform, and Gmail has had this for a few years too. We’d say that Google Calendar and Gmail are the most tightly integrated, as you’d expect from Google’s services. Even so, it’'s worth the extra few clicks regardless of your email platform to ensure your client doesn’t miss their
appointment. Appointment Confirmation Email - Sample Template In this section, we want to combine all of the tips we’ve mentioned into one appointment confirmation email sample. Before we break down the content, let’s give you the sample itself: Subject Your Booking Confirmation: {reference number} Body Dear {name}, Thank you for
choosing {business name} for {specific service}. This email confirms your booking with {employee name}, at the following time and date: Date: {date} Time: {time} ({timezone}) Note that you’ll need to arrive for your appointment 15 minutes before the start time, and bring a form of personal identification issued within the last three months. If
you have any questions between now and your appointment, you can contact us on {telephone number} or reply to this email. Please quote reference number {reference number} when you speak to a member of the team. We look forward to your appointment! {business name} This is all you need as a basic appointment confirmation email.
However, as we’ve noted, you may want to include other relevant information relating to the booking. Manually Scheduling and Confirming Your Appointments? Say hello to Simply Schedule Appointments The above advice assumes you’re manually scheduling your book and replying to each appointment individually. We’ve touched on the subject
throughout this piece, but a scheduling app will give you back precious time to work on your core business. What’s more, you can automate many of the tasks associated with scheduling clients. The best news is that Simply Schedule Appointments takes around 5-10 minutes to set up and is free to download for your WordPress website: What’s more,
the premium version of Simply Schedule Appointments integrates with many of the most popular tools and services, such as Google Calendar, Mailchimp, Gravity Forms, Zapier, and many more. In a nutshell, Simply Schedule Appointments is your booking and scheduling sidekick - after all, your organized and automated book will make you look like a
superhero! Yours Sincerely... It may be a simple client transaction, but an appointment confirmation email can increase your trust, brand recognition, and overall income. As such, it’s an area of your business you should spend some time on. This post has looked at how to send the perfect appointment confirmation email. Let’s recap the steps: Choose
a relevant subject line for your email.Keep your content short, sweet, and relevant.Personalize your confirmation emails, and use field tags if possible.Implement canned responses for consistency in your confirmations.Provide a calendar link to help your client remember the booking. Remember, automating your appointment book will give you more
time to work on your business while still bringing benefits. With killer features and functionality, Simply Schedule Appointments has got your back! Do you think an appointment confirmation email is necessary for success? Share your thoughts in the comments section below! Tagged Appointment Booking System, Appointments, confirmation email
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