Hi ______, 
Thank you for your ______ earlier. 
We understand that there are uncontrollable events and we would love to make the calendar flexible for late arrivals. Due to scheduling, we must honor your scheduled appointment start and end time. Per your billing agreement you are financially responsible for the time you reserved even if all or part of that time becomes ineligible for insurance reimbursements due to the client not being present for all or part of the time reserved. I've pasted our late arrivals/late cancellations policy below for your future reference. 
Just a note, if this situation happens again we can start your session via phone while you're on your way to the office or simply change it entirely to a phone session. A way to keep the whole time you reserved eligible for insurance payment even if you're running late to our office, and/or to make use of the entire time you reserved, is to start your session by phone or just skip the commute and do the whole session by phone or video. We're happy to switch some or all of your session to phone or video, even last minute, if you would like to make full use of your reserved session time and/or avoid losing insurance reimbursements. 
Please don't hesitate to reach out if you have any questions. Thanks, and ________ looks forward to your next session on ____ at ____. 
Best, ● If you need to cancel or reschedule a session, it is required that you provide 24 hours notice. You 
may cancel via: 
○ Emailing reception@drchloe.com. 
○ Calling 212-729-3922 
○ Visit www.BookMyAppointmentNow.com 
■ App: The DrChloe scheduling app is available in the iphone App Store or the Google Play Store 
● Download for Apple Devices 
● Download for Other Devices 
○ If you miss a session without canceling, or cancel with less than 24 hours notice or arrive late to an appointment that is shortened because of your late arrival, you will still be charged full fee for the appointment. This is out of courtesy and respect to our therapists, who are unable to book other clients into the spot held for you unless appropriate notice is given. If you are using insurance: It is important to note that insurance companies do not provide reimbursement for cancelled sessions; fees for late cancelled sessions are the client's responsibility. Similarly, we can only bill insurance companies for actual session lengths attended by the client, so if you arrive late then you will be privately responsible for payment on the balance of time you reserved in your therapist's calendar for the appointment but did not attend or cancel in a timely manner. 
○ Please understand that we need to adhere to this policy out of courtesy and respect to our therapists, who are unable to book other clients into the spot held for you unless appropriate notice is given. 
