
 
 
 
 
 
 
 
 
 
Dear 
 
We are pleased to tell you that an appointment has been booked for you to see  
 
__________________________ as follows: 
 
Date:  ___________________________________ 
 
Time:  ___________________________________ 
 
Place:  ___________________________________ 
 
Details: ________________________________________________________ 
 
  ________________________________________________________ 
 
Please make sure you bring: ____________________________________________ 
 
Wasted appointments are costly and cause delays for other people.  If you are unable to attend 
this appointment, please make sure you contact us to rearrange another time. Our contact details 
are as follows: 
 
 
 
 
If you require an interpreter/advocate to support you during your appointment, please telephone  
 
____________________ so that we can arrange this for you. 
 
 
If you change your address or phone number, it is very important that you contact us to let us have 
your new details. Otherwise we may send important letters to the wrong address. 
 
We are sorry that we are unable to translate all our correspondence into other languages. If you 
receive other information from us in English, and have trouble understanding, please try to find 
someone to help you as it may be important. 
 
 
Thank you. 
 
 

New Appointment 



 

 
 
 
 
 
 
 
 
 
Draga 
 
Suntem bucurosi sa va informam ca o programare a fost rezervata pentru  
 
dumneavoastra cu  __________________________ Detalii dupa cum urmeaza: 
 
Data:  ___________________________________ 
 
Ora:  ___________________________________ 
 
Locatia: ___________________________________ 
 
Detalii:  ________________________________________________________ 
 
  ________________________________________________________ 
 
Va rugam sa aveti la dumneavoastra:______________________________________ 
 
Programarile la care nu va prezentati sunt costisitoare si creeaza intarzieri pentru 
alte persoane.  Daca nu va puteti prezenta la aceasta programare va rugam sa ne 
contactati pentru a face aranjamentele necesare in vederea unei reprogramari. 
Detaliile noastre sunt dupa cum urmeaza: 
 
 
Daca aveti nevoie de un interpret/avocat pentru a va sprijini pe durata  intalnirii, va 
rugam sa telefonati la:  
 
____________________ pentru ca noi sa putem face aranjamentele de rigoare. 
 
Daca schimbati domiciliul sau numarul de telefon, este foarte important sa ne 
informati asupra noilor detalii. Altfel s-ar putea sa trimitem informatii importante la o 
adresa gresita.  
 
Ne cerem scuze ca nu putem traduce toata corespondenta in alte limbi. Daca primiti 
alte informatii de la noi in limba engleza, si va este dificil sa le cititi, va rugam sa 
apelati la cineva pentru ajutor, deoarece aceste informatii pot fi importante.  
 
Va multumim. 
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