
Appointment Change Announcement 

Dear [Recipient's Name], 

We wish to inform you that there has been a change in your appointment. 

New Appointment Details: 

• Date: [New Date] 

• Time: [New Time] 

• Location: [New Location] 

We apologize for any inconvenience this may cause and appreciate your understanding. 

Please feel free to reach out if you have any questions. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


