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. It 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

When 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 Objectives of the Closure Letter

1. Inform Patients: Clearly state the decision to close the practice and the effective date.
2. Provide 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 Valued 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 straightforward and unambiguous. For example:

> "l 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. However, keep this section
concise and professional. It is not necessary to go into great detail, but providing context
can help patients understand the situation better.

5. Continuity 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 request."

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.

> "It 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.

> "If 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 “Wishing you good health” or “Best regards.”

9. 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,

I 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.

While | 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 healthcare provider. If you would like assistance in finding a new
physician, | am happy to recommend several options based on your needs.



Your 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].

Wishing you good health,

[Your Name]
[Your Title]

Conclusion

Writing 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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