<NAME OF PRACTICE>

<ADDRESS>

<PHONE/FAX>

Welcome!  We are pleased to welcome you as a new patient to our practice and appreciate the confidence and trust you have placed in us. 

Please arrive 15 minutes prior to your appointment to allow time to complete a new patient information packet so we can get to know you.  Please be prepared with the following items at your first appointment

· Photo ID

· Copy of your Insurance cards

· Letters of referral or Authorization letters (If you have one) 

· Name and phone number of physician who referred you 

· Co-Payment (If required) 

· Complete list of current medications 

· Recent copies of X-Rays or Imaging studies 

· We accept the following forms of payment Cash, Checks, Credit or Debit 
If you need to reschedule or cancel your appointment, we ask that you please give us at least a 24 hour notice as a courtesy to fill the appointment should another patient require care.

Our phone number is: _________________________________. Our Billing phone number is ______________________________ should you have any questions concerning your account.

Appointment Date ___________________________    Time ______________
As a courtesy we will bill your insurance for you.  Please remember you are ultimately responsible for any costs you may incur as a result of your treatment.  Please come prepared to pay your co-pay or co-insurance at the time of your visit. 

You may be asked to complete a satisfaction survey; we encourage your honest feedback.  This will help us to know where we can make improvements to make your visit comfortable and help us to create a warm friendly environment.

Thank you for choosing us as are your provider of care.  We look forward to your visit; our door is always open for any questions or concerns you may have.

Sincerely; 
Instructions for: Welcome Letter 
The Welcome Letter should be sent to all new patients. This is your opportunity to set the tone of your communications with the patient and to distinguish your practice from others like it. First impressions are difficult to change, therefore, it is very important to make this a very good first impression. The following tips can help: 

· Print the letter on high quality paper with your official practice letterhead. This tells the patient that their business is valuable to you and that quality is important to your practice. 


· Customize the letter for the patient. During this introduction phase, do not send a generic form that just says “Dear Patient.” They need to know that the doctor sees them as an individual, not just another number. 


· Include a map and other important contact information. You don’t want them lost or frustrated on their first visit. Make it easy for them to both find you and call you. 


· Be sure to change the wording to fit your office tone and style. This example is only a starting point. For example, consider the following phrases: 

· “eager to serve you and your family” 

· “pleasure to welcome you to our practice” 

· “extend a warm welcome to you and your family” 

· “greatly anticipate meeting you”
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