Subject Line: *TIME SENSITIVE* Standing Appointment Reservation- Confirmation Required 
*Receptionist, please hold a nontherapy appointment in Mindbody for the session day/time you are proposing to the client until client confirms or deadline has passed. **Remember to note deadline in your @drchloe calendar, AND on the mindbody nontherapy appointment note. 
Dear _____, 
I hope this email finds you well. I'm writing to see if you would like to hold a standing appointment with ____ at ____ on _(i.e. Mondays) starting (ie Monday, June 19th). 
If you would like me to hold the appointment above, please just reply and let me know by ________. Please understand that by taking a standing appointment, you agree to keep at least 92% of the appointments or we may alert you that you are at risk of having your standing appointment removed if you are unable to attend at least 92% of the appointments. Of course, you're welcome to remove the recurring appointment yourself if it no longer feels necessary anytime by sending us an email- we're happy to help. You're also welcome to schedule single appointments one at a time, if you prefer. The recurring appointment is just a nice option for clients who know in advance that they want to secure a particular day/time for a weekly appointment. 
If you would like the recurring appointment above, please confirm by _________. 
Thank you, and please let me know if I can be of any further assistance. 
Best, 
