
Follow-Up Appointment Request 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to follow up on our previous conversation 

regarding scheduling a follow-up appointment. I would like to discuss [specific topics or issues 

you want to address] at your earliest convenience. 

Please let me know your available times, and I will do my best to accommodate. Thank you for 

your attention, and I look forward to hearing from you soon. 

Best regards, 

[Your Name] 

[Your Contact Information] 

[Your Position, if applicable] 


