***Please note this CR will need to be adjusted depending on the client’s original email. May need to incorporate “________ looks forward to seeing you again on _____ at _____.” 
Ct requests to switch from weekly to biweekly 
Hi _________, 
In regards to switching to a bi-weekly session, ____ is more than happy to see you every other week but please note that we're unable to hold an ongoing bi-weekly recurring appointment, as you are currently afforded with your weekly recurring appointments. 
Our office is happy to help you schedule appointments week to week as needed. Or our office is also happy to help you reserve up to a maximum of 3 biweekly appointments for _______ at __am/pm. If you would like to hold these 3 appointments, please let me know what date you would like for them to begin. 
You may always reach us at reception@drchloe.com or 212-729-3922 for assistance with your scheduling needs or you may book an appointment on your own by visiting www.BookMyAppointmentNow.com. Please confirm if you would like to maintain your weekly recurring appointments, or if you would like for us to cancel your weekly reservation and schedule your next 3 biweekly sessions. 
Please let us know what works well for you and I'd be happy to facilitate. Have a great day! 
Best, 
Ct does NOT have weekly reservation and asks for biweekly reservation 
Hi _________, 
In regards to booking bi-weekly sessions, ____ is more than happy to see you every other week but please note that we're unable to hold an ongoing bi-weekly recurring appointment. 
Our office is happy to help you reserve up to a maximum of 3 bi-weekly appointments at a time, and happy to help you schedule appointments week to week as needed. Please let us know what works well for you and I'd be happy to facilitate. 
You may always reach us at reception@drchloe.com or 212-729-3922 for assistance with your scheduling needs or you may book an appointment on your own by visiting www.BookMyAppointmentNow.com. 
Have a great day! 
Best, 
