
Formal email notifying an appointment

Subject: Appointment Confirmation  

Dear [Recipient Name],  

We are pleased to inform you that your appointment with Dr. Smith has been confirmed for Tuesday,

14th October at 3:00 PM. Please arrive 10 minutes early and bring all necessary documents.  

Looking forward to seeing you.  

Regards,  

[Receptionist Name]  

[Clinic Name]

Get more templates here: https://www.lettersandtemplates.com/letters/notification-letter


