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How to Write an Email to a Doctor 

As patients, we often need to communicate with our doctors outside of 

appointments. Whether it’s to ask a question, request a prescription refill, or provide 

an update on our health, sending an email can be a convenient and efficient way to 

do so. 

However, it’s important to approach email communication with your doctor 

in a professional and respectful manner. In this article, we’ll provide tips on how to 

write an email to your doctor, ensuring clear communication and a positive doctor-

patient relationship. 

Before you start drafting an email to your doctor, it’s important to take a few 

steps to ensure that your message is clear, concise, and respectful. Here are some 

things to consider before hitting send: 

1. Check if email communication is allowed: Not all doctors may be comfortable 

communicating with their patients via email. Some may prefer phone calls or in-

person appointments. Before you start drafting an email, check with your doctor’s 

office to see if email communication is allowed and if there are any specific 

guidelines you need to follow. 

2. Identify the purpose of your email: Before you start writing, identify the 

purpose of your email. Are you asking a question, requesting a prescription refill, or 

providing an update on your health? Knowing the purpose of your email will help 

you stay focused and ensure that your message is clear. 
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3. Keep it brief and to the point: Doctors are busy professionals, and they may not 

have the time to read lengthy emails. Keep your email brief and to the point, focusing 

on the most important information. 

4. Use a professional tone: When communicating with your doctor, it’s important 

to use a professional and respectful tone. Avoid using slang or informal language, 

and make sure to address your doctor by their proper title (e.g., Dr. Smith). 

5. Proofread your email: Before hitting send, make sure to proofread your email 

for spelling and grammar errors. A well-written email will help ensure clear 

communication and a positive doctor-patient relationship.  

 

What to Include in the Email to your Doctor 

Once you have considered the above points, it’s time to start drafting your email. 

Here are some key elements to include: 

1. Greeting: Start your email with a polite greeting, addressing your doctor by their 

proper title and name (e.g., Dear Dr. Smith). 

2. Introduction: Introduce yourself briefly, reminding your doctor of your name and 

any relevant medical history. 

 

 

https://go.ezodn.com/ads/charity/proxy?p_id=f38450e9-6d0e-43ac-6560-a4b1330f7b40&d_id=297762&imp_id=5891660487244036&c_id=1134&l_id=10016&url=https%3A%2F%2Fjoinourvillage.org%2Fdonate%2F&ffid=1&co=IQ
https://go.ezodn.com/ads/charity/proxy?p_id=f38450e9-6d0e-43ac-6560-a4b1330f7b40&d_id=297762&imp_id=5891660487244036&c_id=1134&l_id=10016&url=https%3A%2F%2Fjoinourvillage.org%2Fdonate%2F&ffid=1&co=IQ
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3. Purpose: Clearly state the purpose of your email in the first sentence or two. This 

will help your doctor understand the reason for your email and respond 

appropriately. 

4. Details: Provide any necessary details related to your purpose. For example, if 

you are requesting a prescription refill, include the name of the medication and the 

dosage. 

5. Questions: If you have any questions for your doctor, make sure to ask them 

clearly and concisely. 

6. Closing: End your email with a polite closing, thanking your doctor for their time 

and consideration. 

7. Contact Information: Include your contact information, such as your phone 

number or email address, in case your doctor needs to follow up with you. 

By following these guidelines, you can write an effective email to your doctor that 

is clear, concise, and respectful. Remember to always approach email 

communication with your doctor in a professional manner, and to check with their 

office beforehand to ensure that email communication is allowed. 

 

Example: 

Dear Dr. [Last Name], 
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I hope this email finds you well. My name is [Your Name], and I am one of your 

patients. I wanted to reach out to you regarding [purpose of email]. [Provide any 

necessary details related to your purpose]. 

I also have a few questions for you [if applicable]. [Ask your questions clearly and 

concisely]. 

 

Thank you for your time and consideration. Please let me know if you need any 

additional information from me. You can reach me at [provide your contact 

information]. 

 

Tips for Writing an Email 

In conclusion, emailing your doctor can be a convenient and efficient way to 

communicate with them outside of appointments. However, it’s important to 

approach email communication with your doctor in a professional and respectful 

manner. 

Before drafting your email, check if email communication is allowed, identify the 

purpose of your email, keep it brief and to the point, use a professional tone, and 

proofread your email. 

When drafting your email, include a polite greeting, introduce yourself briefly, 

clearly state the purpose of your email, provide any necessary details related to your 

purpose, ask any questions clearly and concisely, end with a polite closing, and 

include your contact information. 

https://go.ezodn.com/ads/charity/proxy?p_id=f38450e9-6d0e-43ac-6560-a4b1330f7b40&d_id=297762&imp_id=7896826815240910&c_id=1149&l_id=10016&url=https%3A%2F%2Fwww.healthworksnewcastle.org.uk%2Fget-involved%2Fdonate%2F&ffid=1&co=IQ
https://go.ezodn.com/ads/charity/proxy?p_id=f38450e9-6d0e-43ac-6560-a4b1330f7b40&d_id=297762&imp_id=7896826815240910&c_id=1149&l_id=10016&url=https%3A%2F%2Fwww.healthworksnewcastle.org.uk%2Fget-involved%2Fdonate%2F&ffid=1&co=IQ
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By following these guidelines and using the email template provided, you can write 

an effective email to your doctor that ensures clear communication and a positive 

doctor-patient relationship. 

 


