
[Your Name]  

[Your Title]  

[Department]  

[Healthcare Facility Name]  

[Address]  

[City, State, Zip Code]  

[Phone Number]  

[Email Address]  

[Date]  

[Patient's Name]  

[Patient's Address]  

[City, State, Zip Code]  

Dear [Patient's Name],  

Subject: Upcoming Appointment / Important Health Information  

We hope this letter finds you in good health. We are writing to inform 

you about [specific reason for communication, e.g., an upcoming 

appointment, test results, health advice].  

Appointment Details:  

- Date: [Insert date]  

- Time: [Insert time]  

- Location: [Insert location or department]  

Please ensure to arrive [insert time] minutes early and bring [list any 

necessary documents or items].  

[Optional: Include any preparation instructions or other relevant 

information related to the appointment or health matter.]  

If you have any questions or need to reschedule, please contact us at 

[Phone Number] or [Email Address].  

Thank you for choosing [Healthcare Facility Name] for your healthcare 

needs.  

Sincerely,  

[Your Name]  

[Your Title]  

[Department]  

[Healthcare Facility Name] 


