
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Title/Position]  

[Clinic/Hospital Name]  

[Clinic/Hospital Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

I hope this message finds you well. I am writing to confirm the logistics 

for my upcoming ultrasound technician appointment.  

**Appointment Details:**  

- **Date:** [Insert Date]  

- **Time:** [Insert Time]  

- **Location:** [Insert Location]  

**Additional Information:**  

- Please arrive 15 minutes early to complete any necessary paperwork.  

- Bring any required identification and insurance information.  

- Pre-appointment instructions: [Insert any specific instructions, e.g., 

fasting, hydration].  

If you have any questions or need further information, please do not 

hesitate to contact me at [Your Phone Number] or [Your Email Address].  

Thank you for your assistance.  

Sincerely,  

[Your Name] 


