LETTER TO PATIENTS CLOSING PRACTICE

LETTER TO PATIENTS CLOSING PRACTICE IS AN ESSENTIAL COMMUNICATION TOOL THAT HEALTHCARE PROVIDERS MUST USE
WHEN THEY DECIDE TO DISCONTINUE THEIR PRACTICE. |T SERVES AS A FORMAL NOTIFICATION TO PATIENTS, PROVIDING THEM
WITH CRITICAL INFORMATION ABOUT THEIR CARE AND FUTURE OPTIONS. CLOSING A MEDICAL PRACTICE CAN ARISE FROM
VARIOUS REASONS, INCLUDING RETIREMENT, RELOCATION, CHANGES IN PERSONAL CIRCUMSTANCES, OR FINANCIAL DIFFICULTIES.
REGARDLESS OF THE CAUSE, IT IS CRUCIAL TO HANDLE THIS PROCESS THOUGHTFULLY AND COMPASSIONATELY, AS IT CAN
SIGNIFICANTLY IMPACT THE PATIENTS WHO HAVE ENTRUSTED THEIR HEALTH TO THE PROVIDER.

UNDERSTANDING THE IMPORTANCE OF COMMUNICATION

W/HEN A HEALTHCARE PROVIDER CLOSES THEIR PRACTICE, EFFECTIVE COMMUNICATION PLAYS A VITAL ROLE IN ENSURING A
SMOOTH TRANSITION FOR BOTH THE PROVIDER AND THE PATIENTS. A WELL-CRAFTED LETTER CAN HELP ALLEVIATE ANXIETY,
CLARIFY THE NEXT STEPS, AND ENSURE THAT PATIENTS CONTINUE TO RECEIVE THE MEDICAL CARE THEY NEED.

Key OsJecTIVES OF THE CLOSURE LETTER

1. INFORM PATIENTS: CLEARLY STATE THE DECISION TO CLOSE THE PRACTICE AND THE EFFECTIVE DATE.

2. ProviDeE CONTINUITY OF CARE: OFFER GUIDANCE ON HOW PATIENTS CAN OBTAIN THEIR MEDICAL RECORDS AND FIND
ALTERNATIVE PROVIDERS.

3. ExPreSS GRATITUDE: ACKNOWLEDGE THE TRUST AND LOYALTY PATIENTS HAVE SHOWN THROUGHOUT THEIR TIME IN THE
PRACTICE.

4. OFFER SUPPORT: PROVIDE CONTACT INFORMATION FOR ANY QUESTIONS REGARDING THE TRANSITION.,

ELEMENTS OF A CLOSURE LETTER

A WELL-STRUCTURED CLOSURE LETTER SHOULD INCLUDE SEVERAL ESSENTIAL COMPONENTS TO ENSURE CLARITY AND
PROFESSIONALISM. BELOW ARE THE CRITICAL ELEMENTS THAT SHOULD BE INCLUDED.

1. DATE AND CONTACT INFORMATION

AT THE TOP OF THE LETTER, INCLUDE YOUR PRACTICE’S NAME, ADDRESS, PHONE NUMBER, AND EMAIL ADDRESS. FoLLow THIS
WITH THE DATE WHEN THE LETTER IS BEING SENT.

2. SALUTATION

BEGIN THE LETTER WITH A WARM SALUTATION. USE “DEAR [PATIENT'S NAME]” OR A GENERAL GREETING SUCH AS “DEAR
V ALUED PATIENTS™ FOR A MORE COLLECTIVE APPROACH.

3. ANNOUNCEMENT oF CLOSURE

CLEARLY STATE THE DECISION TO CLOSE THE PRACTICE, INCLUDING THE EFFECTIVE DATE. THIS SECTION SHOULD BE
STRAIGHTFORW ARD AND UNAMBIGUOUS. FOR EXAMPLE:



> "| AM WRITING TO INFORM YOU THAT, EFFECTIVE [DATE], | WILL BE CLOSING MY MEDICAL PRACTICE. THIS DECISION WAS NOT
MADE LIGHTLY, AND | WANT TO ENSURE YOU ARE INFORMED OF THE NEXT STEPS REGARDING YOUR CARE.”

4. ReasoN For CLosURe (OPTIONAL)

YOU MAY CHOOSE TO INCLUDE A BRIEF EXPLANATION FOR THE CLOSURE. HO\X/EVER, KEEP THIS SECTION CONCISE AND
PROFESSIONAL. |T IS NOT NECESSARY TO GO INTO GREAT DETAIL, BUT PROVIDING CONTEXT CAN HELP PATIENTS UNDERSTAND
THE SITUATION BETTER.

5. ConTINnuITY oF CARE

THIS SECTION SHOULD OUTLINE HOW PATIENTS CAN CONTINUE THEIR HEALTHCARE JOURNEY. YOU MAY WANT TO INCLUDE:
- INFORMATION ON HOW PATIENTS CAN OBTAIN THEIR MEDICAL RECORDS.

- RECOMMENDATIONS FOR OTHER PROVIDERS OR CLINICS WHERE THEY CAN SEEK CARE.

- ANY NECESSARY REFERRALS OR RESOURCES THAT MAY BE BENEFICIAL.

FOR EXAMPLE:

> | ENCOURAGE YOU TO SEEK CARE FROM ANOTHER QUALIFIED HEALTHCARE PROVIDER. IF YOU WOULD LIKE ASSISTANCE IN

FINDING A NEW PHYSICIAN, | AM HAPPY TO RECOMMEND SEVERAL OPTIONS BASED ON YOUR NEEDS. ADDITIONALLY, YOUR
MEDICAL RECORDS WILL BE AVAILABLE FOR TRANSFER TO YOUR NEW PROVIDER UPON EEQUEST.”

6. ExPress GRATITUDE

TAKE A MOMENT TO EXPRESS GENUINE APPRECIATION FOR THE PATIENTS' TRUST AND LOYALTY. THIS GESTURE CAN HELP LEAVE
A POSITIVE IMPRESSION EVEN IN THE FACE OF A DIFFICULT TRANSITION.

> “|T HAS BEEN A PRIVILEGE TO SERVE YOU AND TO BE A PART OF YOUR HEALTHCARE JOURNEY. | AM TRULY GRATEFUL FOR THE
TRUST YOU PLACED IN ME OVER THE YEARS."

7. OFFER SUPPORT

PROVIDE YOUR CONTACT INFORMATION AND INVITE PATIENTS TO REACH OUT WITH ANY QUESTIONS OR CONCERNS. THIS
OPENNESS CAN HELP EASE THE TRANSITION FOR PATIENTS WHO MAY FEEL UNCERTAIN ABOUT THEIR FUTURE HEALTHCARE.

> “|F YOU HAVE ANY QUESTIONS OR NEED ASSISTANCE DURING THIS TRANSITION, PLEASE FEEL FREE TO CONTACT ME AT [PHONE
NUMBER] OR [EMAIL ADDRESS].”

8. CLOSING STATEMENT

CONCLUDE THE LETTER WITH A FRIENDLY AND SUPPORTIVE CLOSING STATEMENT. YOU MAY USE PHRASES LIKE “W/ISHING YOU
GOOD HEALTH” OR “BEST REGARDS.”

Q. SIGNATURE

FINALLY/ SIGN THE LETTER WITH YOUR NAME AND TITLE. THIS ADDS A PERSONAL TOUCH AND REINFORCES THE MESSAGE OF CARE



AND SUPPORT.

SAMPLE CLOSURE LETTER

TO ILLUSTRATE HOW THESE ELEMENTS COME TOGETHER, HERE IS A SAMPLE LETTER TO PATIENTS CLOSING A PRACTICE:

[Your PracTICE NAME]
[Your ADDRESS]

[CiTY, STATE, Zip CoDE]
[PHONE NUMBER]

[EMAIL ADDRESS)

[DATE]
DEAR VALUED PATIENTS,

| AM WRITING TO INFORM YOU THAT, EFFECTIVE [DATE], | WILL BE CLOSING MY MEDICAL PRACTICE. THIS DECISION WAS NOT
MADE LIGHTLY, AND | WANT TO ENSURE YOU ARE INFORMED OF THE NEXT STEPS REGARDING YOUR CARE.

W/HILE | HAVE ENJOYED SERVING YOU AND BEING A PART OF YOUR HEALTHCARE JOURNEY, PERSONAL CIRCUMSTANCES HAVE LED
ME TO MAKE THIS DIFFICULT DECISION. | ENCOURAGE YOU TO SEEK CARE FROM ANOTHER QUALIFIED HEAL THCARE PROVIDER. |F
YOU WOULD LIKE ASSISTANCE IN FINDING A NEW PHYSICIAN, | AM HAPPY TO RECOMMEND SEVERAL OPTIONS BASED ON YOUR
NEEDS.

Y OUR MEDICAL RECORDS WILL BE AVAILABLE FOR TRANSFER TO YOUR NEW PROVIDER UPON REQUEST. PLEASE CONTACT MY
OFFICE IF YOU WOULD LIKE TO ARRANGE FOR THIS TRANSFER.

IT HAS BEEN A PRIVILEGE TO SERVE YOU, AND | AM TRULY GRATEFUL FOR THE TRUST YOU PLACED IN ME OVER THE YEARS. IF
YOU HAVE ANY QUESTIONS OR NEED ASSISTANCE DURING THIS TRANSITION, PLEASE FEEL FREE TO CONTACT ME AT [PHONE
NUMBER] OR [EMAIL ADDRESS].

W/ISHING YOU GOOD HEALTH,

[Your NaMe]
[Your TITLE]

CONCLUSION

W/RITING A LETTER TO PATIENTS CLOSING A PRACTICE IS A SIGNIFICANT TASK THAT REQUIRES SENSITIVITY AND CLARITY. BY
FOLLOWING THE GUIDELINES OUTLINED ABOVE AND INCLUDING ESSENTIAL INFORMATION, HEALTHCARE PROVIDERS CAN EASE THE
TRANSITION FOR THEIR PATIENTS AND PROVIDE THEM WITH THE SUPPORT THEY NEED DURING THIS CHALLENGING TIME. REMEMBER
THAT THIS COMMUNICATION IS NOT JUST ABOUT THE CLOSURE OF A PRACTICE BUT ALSO ABOUT ENSURING THAT PATIENTS FEEL
CARED FOR AND VALUED UNTIL THE VERY END.

FREQUENTLY ASkeD QUESTIONS



\WHAT SHOULD | INCLUDE IN A LETTER TO PATIENTS WHEN CLOSING MY PRACTICE?

YOUR LETTER SHOULD INCLUDE A CLEAR STATEMENT ABOUT THE CLOSURE, THE LAST DATE OF SERVICE, INSTRUCTIONS FOR
OBTAINING MEDICAL RECORDS, INFORMATION ABOUT TRANSFERRING CARE TO ANOTHER PROVIDER, AND YOUR CONTACT
INFORMATION FOR ANY FOLLOW-UP QUESTIONS.

How CAN | ENSURE MY PATIENTS FEEL SUPPORTED DURING THE PRACTICE CLOSURE?

BE TRANSPARENT AND EMPATHETIC IN YOUR COMMUNICATION. OFFER RESOURCES FOR FINDING NEW PROVIDERS AND PROVIDE A
TIMELINE FOR WHEN THEY NEED TO TAKE ACTION. REASSURE THEM THAT THEIR HEALTH CARE IS STILL A PRIORITY.

WHAT IS THE BEST WAY TO COMMUNICATE THE PRACTICE CLOSURE TO PATIENTS?

SENDING A PERSONALIZED LETTER IS EFFECTIVE, BUT ALSO CONSIDER FOLLOW-UP PHONE CALLS OR EMAILS FOR PATIENTS WITH
ONGOING TREATMENT. ANNOUNCING THE CLOSURE THROUGH YOUR WEBSITE AND SOCIAL MEDIA CAN ALSO HELP REACH A WIDER
AUDIENCE.

How MUCH NOTICE SHOULD | GIVE MY PATIENTS ABOUT THE PRACTICE CLOSURE?

IT'S GENERALLY RECOMMENDED TO GIVE AT LEAST 30 To 60 DAYS' NOTICE TO ALLOW PATIENTS AMPLE TIME TO TRANSITION
TO A NEW PROVIDER.

\WHAT ARE THE LEGAL REQUIREMENTS WHEN CLOSING A MEDICAL PRACTICE?

LEGAL REQUIREMENTS CAN VARY BY LOCATION, BUT TYPICALLY INCLUDE NOTIFYING PATIENTS, PROVIDING ACCESS TO MEDICAL
RECORDS, AND ADHERING TO PRIVACY LAWS SUCH AS HIPAA. IT'S ADVISABLE TO CONSULT WITH A LEGAL PROFESSIONAL.

\WHAT SHOULD | DO WITH MY PATIENTS' MEDICAL RECORDS AFTER CLOSING?

YOU MUST ENSURE THAT PATIENTS CAN ACCESS THEIR MEDICAL RECORDS AFTER THE CLOSURE. THIS MIGHT INVOLVE STORING
THEM SECURELY AND PROVIDING A PROCESS FOR PATIENTS TO REQUEST COPIES OR TRANSFER THEM TO NEW PROVIDERS.

How CAN | ADDRESS PATIENTS> CONCERNS ABOUT CONTINUITY OF CARE IN MY CLOSURE
LETTER?

ACKNOWLEDGE THEIR CONCERNS DIRECTLY IN YOUR LETTER AND PROVIDE SPECIFIC RECOMMENDATIONS FOR ALTERNATIVE
PROVIDERS, ALONG WITH ANY RELEVANT REFERRALS OR RESOURCES TO HELP THEM TRANSITION SMOOTHLY.

\WHAT TONE SHOULD | USE IN A LETTER TO PATIENTS ABOUT CLOSING MY PRACTICE?

USE A COMPASSIONATE AND PROFESSIONAL TONE. EXPRESS GRATITUDE FOR THEIR TRUST IN YOUR CARE, AND CONVEY YOUR
SINCERE REGRET ABOUT THE CLOSURE WHILE EMPHASIZING YOUR COMMITMENT TO THEIR ONGOING HEALTH NEEDS.
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