
[Your Name/Organization Name] 

[Your Address] 

[City, State, Zip Code] 

[Phone Number] 

[Date] 

[Recipient Name] 

[Recipient Address] 

[City, State, Zip Code] 

Subject: Rescheduling of Missed Weigh-In Appointment 

Dear [Recipient Name], 

We are writing to follow up regarding your missed weigh-in appointment that was scheduled for 

[Date] at [Time]. 

Accurate and timely weight measurements are a critical component of your [Program 

Name/Medical Treatment]. To ensure you stay on track with your goals, we would like to 

reschedule this appointment as soon as possible. 

We have tentatively rescheduled your appointment for: 

New Date: [New Date] 

New Time: [New Time] 

If this time does not work for you, please contact us at [Phone Number] or [Email Address] to 

select a more convenient time. Please note that [mention any policy regarding missed 

appointments, such as fees or requirements for 24-hour notice]. 

We look forward to seeing you soon. 

Sincerely, 

[Your Name/Signature] 

[Your Title] 


