Hi _________, 
Hope you're having a great day! 
I spoke with _____ and she asked that I reach out to you to help reschedule your appointments on the days that she will be out from ______ until ______. 
ANY THERAPIST: ________ indicated that you can choose to see any of the therapists in the practice to be your guest therapist. I have their names listed below as well as their office hours. You may view their profiles at www.drchloe.com/associates. 
THERAPIST SUGGESTION PROVIDED: _____ indicated that ______ may be a good fit for you. However, if _____’s schedule isn’t a good fit or if you’d like to see a different therapist you’re more than welcome to see anyone at the practice. All of the therapists here work as a team, and _____ was just suggesting ______ as a good first try if your schedules happen to coincide. I’ve pasted all of the schedules below so you can see what’s best for you, along with ________’s current openings as of this moment: _________ 
CLOSING FOR EITHER SITUATION ABOVE: Please let me know what works well for you and I'll be more than happy to facilitate. Thank you! 
Best, 
General Clinical Schedule for Carmichael Psychology, PLLC: 
Dr. Chloe Carmichael, PhD: (Head of the practice) Monday: ____________ Wednesday: ____________ 
Name of Associate: Monday: ____________ Tuesday: ____________ Wednesday: __________ Thursday: ____________ Friday: ______________ Saturday: ____________ Sunday: _____________ 
Name of Associate: Monday: ____________ Tuesday: ____________ Wednesday: __________ Thursday: ____________ Friday: ______________ Saturday: ____________ Sunday: _____________ 
Name of Associate: Monday: ____________ Tuesday: ____________ Wednesday: __________ Thursday: ____________ Friday: ______________ Saturday: ____________ Sunday: _____________ 
