Sample Appointment Letter Draft:
From:

Ms. Eagnens Johnson

Mother Marry Hospital,

May 11, 2014

To:

Mr. & Mrs. Morris Reed

454, Bless-wood avenues,

77, roger’s Lane

GG 57657 Edgemont

12 may, 2014
Subject: Prenatal check-up appointment on 13 may, 2014
Dear Mr. & Mrs. Morris Reed

This letter serves to remind you that you have an appointment with Dr. Juliana Lynch on 13 may, 2014 for prenatal check-up. This appointment cannot be missed as this is very important for Mrs. Reed and the expected child.

Kindly ensure that you reach the clinic before 3 PM as the doctor would be unavailable after 4:30 PM and it may cause you to miss the appointment.

In case you are unable to attend, I might as well give your appointment to the other patient and reschedule the appointment for you.

If you have any query, please contact me on the details given earlier in the letter.

Thanking you,

Yours sincerely,

Ms. Eagnens Johnson

Mother Marry Hospital
