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<Insert Run Date>

<Insert Primary Contact’s Name> 

<Insert Primary Contact’s Address>
<Insert Primary Contact’s City>, <Insert Primary Contact’s State> <Insert Primary Contact’s Zip>
Re:  <Insert CYSHCN First Name> <Insert CYSHCN Last Name>
Dear <Insert Primary Contact’s Name>,

This letter is to remind you that <Insert CYSHCN First Name> is scheduled for a HCP Specialty Clinic appointment.  

Physician’s Name: <Insert Specialist Name>
Specialty: <Insert Specialty>
HCP Specialty Clinic Name: <Insert Host Site>
Location: <Insert Host Site Address>
Date: <Insert Scheduled Appointment>
Time: <Insert Appointment Time>
There is a specialty clinic fee based on your family’s income. The clinic fee for <Insert CYSHCN First Name> is $<Insert Calculated FPL Fee> and is due on the day of the clinic. If there have been job changes that would affect this calculated amount, let us know so that we can recalculate the fee. If you are unable to pay the full fee, please contact your HCP Clinic Coordinator.  

Please be aware that there may be additional costs to attend specialty clinic: UPI may bill a family with private insurance for any co-pay due or when an insurance payment is denied because of an unmet deductible. If you have concerns, please contact your HCP Clinic Coordinator.
On the day of <Insert CYSHCN First Name>‘s appointment, please be sure to:

· Arrive at least 15 minutes early
· Bring <Insert CYSHCN First Name>’s insurance card
· Bring the clinic fee payment, if you have one

· Return completed HCP clinic forms, if any were sent to you

Cancelling or Rescheduling: 

 If you know that you will not be able to come to the appointment, please call the HCP Clinic Coordinator right away. You can cancel and reschedule the appointment at a later time. This will allow us to see another family. 
We look forward to seeing you!
Sincerely,

<Insert Clinic Coordinator Name>

HCP Clinic Coordinator

<Insert Clinic Coordinator Telephone Number>
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