Dental Customer Service Email Templates
Six dental customer service email templates for appointment confirmations, reschedules, insurance and billing questions, recall reminders, and post-op follow-ups, keeping the front desk warm and compliant.
Appointment confirmation
When to use: Use this after an appointment is booked, to confirm the details.
Subject
Your appointment on [appointment time]
Email
Hi [patient name],
This confirms your appointment at [practice name] on [appointment time]. We are looking forward to seeing you.
A few quick notes:
•  Please arrive about ten minutes early so check-in is relaxed.
•  Bring your insurance details and a list of any medications.
•  Let us know in advance of any changes to your health.
If you need to change the time, just call us at [contact number] and we will happily find another slot. See you soon.
Best,
[your name], [practice name]
Reschedule or cancellation
When to use: Use this when a patient needs to move or cancel a visit.
Subject
Rescheduling your appointment
Email
Hi [patient name],
No problem at all about changing your appointment on [appointment time]. We know life gets busy, and we are glad to find a time that works better.
To get you rebooked:
•  Reply with a couple of days or times that suit you.
•  Or call us at [contact number] and we will sort it on the spot.
•  If you are due for treatment, we will prioritise getting you back in soon.
There is no charge for rescheduling with reasonable notice. We just want to keep your care on track at [practice name].
Best,
[your name], [practice name]
Insurance question
When to use: Use this when a patient asks what their plan covers.
Subject
About your dental insurance
Email
Hi [patient name],
Thanks for your question about insurance. I know dental coverage can be confusing, so let me help make it clear.
Here is how we can sort it:
•  We can check what your plan covers before your treatment.
•  For your privacy, please share plan details through our secure portal: [portal link], not by regular email.
•  We will give you an honest estimate of any out-of-pocket cost up front.
If it is easier to talk it through, call us at [contact number] and we will walk you through your benefits at [practice name].
Best,
[your name], [practice name]
Billing or statement question
When to use: Use this when a patient questions a charge or invoice.
Subject
Your billing question
Email
Hi [patient name],
Thanks for reaching out about your statement. We want your bill to be clear and correct, so let us go through it together.
Here is how we will help:
•  We will explain each charge on your account in plain terms.
•  You can view your statement securely here: [portal link].
•  If something looks wrong, tell us and we will review it right away.
For any payment details, please use the secure portal rather than email. If you would rather talk, call [practice name] at [contact number] any time.
Best,
[your name], [practice name]
Recall or recare reminder
When to use: Use this when a patient is due for recall or recare.
Subject
Time for your next dental check-up
Email
Hi [patient name],
It has been a little while since your last visit in [last visit], and you are due for your routine check-up and cleaning at [practice name].
Why it is worth booking now:
•  Regular visits catch small issues before they become painful or costly.
•  A professional clean keeps your teeth and gums healthy between visits.
•  Booking early means you get a time that fits your schedule.
Just reply here or call [contact number] and we will find a slot that suits you. We would love to see you again soon.
Best,
[your name], [practice name]
Post-op follow-up
When to use: Use this a day after a procedure, to check on the patient.
Subject
Checking in after your visit
Email
Hi [patient name],
I wanted to check in after your [procedure] with us at [practice name]. It is completely normal to have a few questions once you are home, and we are here for you.
A gentle reminder:
•  Follow the aftercare notes we gave you, and take it easy today.
•  Some mild tenderness can be expected for a short while.
•  If you have severe pain, swelling, or anything worrying, call us straight away.
For anything urgent about your recovery, please phone [contact number] rather than waiting on email, so we can help you quickly.
Best,
[your name], [practice name]
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