
How to use this template:

1. Replace placeholders such as [Patient's Name], [Doctor's Name], [Date], [Time],
[Location], [Phone Number], and [link] with the specific details for each appointment.

2. Tailor the tone and content of the reminders based on the specific requirements and 
preferences of your clinic or hospital.

3. Choose a secure and reliable communication channel to send the reminders.

Type of Appointment 
Reminder

Sample Text

Upcoming 
Appointments 1. Hello [Patient's Name], this is a friendly reminder of your 

upcoming appointment on [Date] at [Time]. We look forward to 
seeing you! If you have any questions, feel free to reply to this 
message.

2. Hi [Patient's Name], your appointment with [Doctor's Name] is 
scheduled for [Date] at [Time]. Please remember to bring any 
relevant documents or information. Thank you!

3. Reminder: Your appointment with [Specialist] is just around the 
corner on [Date] at [Time]. Please arrive 15 minutes early.

4. [Clinic/Hospital Name]: Don't forget your appointment on
[Date] at [Time]. We're here to assist you, so let us know if you 
need anything.

5. Dear [Patient's Name], your upcoming appointment on [Date] at 
[Time] is essential for your health. We appreciate your 
commitment.

Pre-appointment 
Document 
Reminders

1. Hello [Patient's Name], in preparation for your upcoming 
appointment, please bring any relevant medical records or 
documents. Your cooperation is appreciated.

2. Prior to your appointment on [Date], we kindly request you to 
submit any required documents via our patient portal [link]. 
Thank you for your cooperation.

3. [Clinic/Hospital Name]: For a smooth appointment, please 
upload any necessary documents through our secure portal 
before [Date].

4. Hi [Patient's Name], please remember to bring your insurance 
card and a list of current medications to your appointment on 
[Date]. Thank you!

5. Friendly reminder: Your appointment on [Date] requires the 
completion of a pre-appointment questionnaire. Please find the 
form attached [link].

Appointment Reminder Text



Canceling or 
Rescheduling 
Appointments

1. Hi [Patient's Name], we understand that plans change. If you 
need to reschedule or cancel your appointment on [Date], 
please call us at [Phone Number].

2. [Clinic/Hospital Name]: Life happens, and we get it. If you can't 
make your appointment on [Date], please let us know at least 
24 hours in advance by calling [Phone Number].

3. Reminder: If you need to change your appointment on [Date], 
please contact us at [Phone Number] as soon as possible.

4. Dear [Patient's Name], we value your time. If you're unable to 
make it to your appointment on [Date], please inform us at 
least one day in advance by calling [Phone Number].

5. [Clinic/Hospital Name]: Need to reschedule? Give us a call at 
[Phone Number], and we'll be happy to assist you.

Confirming 
Important 
Instructions

1. Hello [Patient's Name], a quick reminder to follow any pre-
appointment instructions provided by [Doctor's Name] for your 
upcoming visit on [Date].

2. Friendly reminder: Please review the instructions sent to you 
by [Doctor's Name] before your appointment on [Date]. Your 
cooperation ensures a smooth process.

3. [Clinic/Hospital Name]: Your health is our priority. Kindly adhere 
to any specific instructions from your healthcare provider 
before your appointment on [Date].

4. Hi [Patient's Name], to ensure the best care, please follow the 
instructions emailed to you by [Doctor's Name] before your 
appointment on [Date].

5. Reminder: Your upcoming appointment on [Date] may have 
specific instructions. Please review the attached document 
[link].

Confirm 
Appointment 
Location

1. Hi [Patient's Name], this is a reminder of your appointment on 
[Date] at [Location]. If you have any trouble finding us, call 
[Phone Number].

2. [Clinic/Hospital Name]: See you at [Location] for your 
appointment on [Date] at [Time]. Please contact us if you need 
directions.

3. Reminder: Your upcoming appointment is at [Location]. If you 
have any questions about the venue, don't hesitate to reach 
out at [Phone Number].

4. Hello [Patient's Name], make sure you know where to go for 
your appointment on [Date]. The address is [Location].

5. [Clinic/Hospital Name]: Confirming your appointment at
[Location] on [Date] at [Time]. If you have trouble finding us, 
call [Phone Number].



Appointment Reminders

Send the Link for 
Video or Voice Call 
Appointment

1. Hi [Patient's Name], your appointment on [Date] at [Time] will
be a video call. Click [link] to join at the scheduled time.

2. [Clinic/Hospital Name]: Your upcoming appointment with
[Doctor's Name] will be a virtual visit. Access the video call
[link] at [Time] on [Date].

3. Reminder: Your appointment on [Date] is a telehealth visit. Click
[link] at [Time] to connect with your healthcare provider,
[Doctor's Name].

4. Hello [Patient's Name], your consultation with [Specialist] is
scheduled as a video call on [Date] at [Time]. Join the meeting
using [link].

5. [Clinic/Hospital Name]: Don't forget, your appointment on
[Date] is a virtual visit. Click [link] at [Time] to connect with your
healthcare provider.

Appointment 
Confirmation Subject 
to Payment

1. Hi [Patient's Name], your appointment on [Date] is confirmed.
Please ensure any outstanding payments are settled before
your visit.

2. [Clinic/Hospital Name]: Your appointment on [Date] is
confirmed. Kindly make any necessary payments before your
visit to expedite the check-in process.

3. Reminder: Your upcoming appointment on [Date] is confirmed.
Please finalize any outstanding payments through our secure
portal [link].

4. Hello [Patient's Name], your appointment with [Doctor's Name]
on [Date] is secured. Please take a moment to settle any
outstanding balances online [link].

5. [Clinic/Hospital Name]: Confirmation: Your appointment on
[Date] is confirmed. Ensure all payments are up-to-date to
avoid any delays during your visit.
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