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When the Client arrives

■   Create a welcoming atmosphere to support and encourage       
     clients to return for their scheduled appointments.

Please give a greeting from the following list based 

on whether the client is new or returning:

GreetinGs for neW Clients

■   Welcome to our clinic. If we can do anything to help you    
     schedule your next appointment, please let me know.

■   It is important to keep your appointments. Please let me know if  
      you can’t come in and we will help you schedule a new appointment.

GreetinGs for returninG Clients

■     It is good to see you again. How are you?

■   Thanks for keeping your appointment. I’m glad to see you.

MessaGes for all Clients

■    Before you leave, make sure you schedule your next   
     appointment.

■   Please let us know if you can’t make your next appointment         
     so we can help you reschedule.




