Occasional: 
Hi _________, 
I hope this note finds you well. I realize that part of your method of treatment with Dr. Chloe has been that you come in occasionally whenever you feel the need for support. This is absolutely fine, and she hopes you are doing well. 
Please understand as a formality Dr. Chloe will need to close your case due to inactivity for at least six weeks unless we hear from you within two weeks of this communication. Of course you are welcome to re-open your case anytime by simply scheduling a visit. Please do not hesitate to reach out to our office at 212-729-3922 or at reception@drchloe.com to get something scheduled. 
If your schedule has changed and you would like to resume sessions but are not able to visit during Dr. Chloe's available hours, she would be more than happy to suggest one of her associate therapists and based on your past sessions; just let us know your availability and she will suggest the therapist she thinks is the best fit for you. Please note Dr. Chloe's associate therapists are available Monday - Friday 7am - 9pm, Saturday 10am - 3pm, and Sunday 10am - 2pm. Dr. Chloe's private hours are Monday 7am-1pm and Wednesday 7am-3pm. 
Thank you for understanding that as a formality Dr. Chloe will need to send a letter indicating closure of your chart if we don't hear from you within two weeks, but of course you can re-open anytime by simply calling or emailing to schedule a follow-up visit. Feel free to call or email if you have any questions about this. Thanks, and take care! 
Best, 
Soft Term Feeler: 
Hi _________, 
I hope this note finds you well. I am reaching out as it has been some time since you last met with Dr. Chloe. I'm more than happy to help you schedule an appointment with her or one of her associates. 
If your schedule has changed and you would like to resume sessions but are not able to visit during Dr. Chloe's available hours, she would be more than happy to suggest one of her associate therapists and based on your past sessions; just let us know your availability and she will suggest the therapist she thinks is the best fit for you. Please note Dr. Chloe's associate therapists are available Monday - Friday 7am - 9pm, Saturday 10am - 3pm, and Sunday 10am - 2pm. Dr. Chloe's private hours are Monday 7am-1pm and Wednesday 7am-3pm. 
Thank you for understanding that as a formality Dr. Chloe will need to send a letter indicating closure of your chart if we don't hear from you within two weeks, but of course you can re-open anytime by simply calling or emailing to schedule a follow-up visit. Feel free to call or email if you have any questions about this. Thanks, and take care! 
Best, 
