Excessive Cancellations for Clients Holding Standing Appointments 
Subject: Your Standing Appointment with _________ 
Hi _____, 
I hope your day is going well. I am following up in regards to your missed/cancelled appointment with ____________ on ____________. 
We are holding _______s at ____ as a standing appointment per your request. If this time no longer works for you, please know that we will be happy to find a time that best suits your schedule. Carmichael Psychology has therapists available 6 days per week, and would be happy to help pair you with an alternative therapist at your request if her schedule is an issue. Please understand that per your contract, we do need you to keep 92% of the appointments to hold a standing appointment. Currently your attendance rate is at __%. We are happy to keep your weekly reservation on the books, but will ask that you demonstrate a rate of 90% over the next 10 weeks by attending 9 of your next 10 appointments, or we may need to consider removing the reservation. 
Thank you for understanding our policy and your Client Agreement. _______ looks forward to your next visit on at _____. We are here to help if you want to revise the appointment time; otherwise she looks forward to seeing you at the standing weekly spot being held for you. Please let me know if I can be of any help or answer any questions. 
Thank you. 
