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Letter to Patients Closing Practice: How to Communicate with Compassion and
Clarity

letter to patients closing practice is a delicate and important communication
that healthcare providers must handle with empathy and professionalism.
Whether a medical practice is closing due to retirement, relocation,
financial issues, or changes in healthcare regulations, informing patients in
a clear and respectful manner is essential. This letter not only serves as a
notification but also as an opportunity to maintain trust, provide guidance,
and ensure continuity of care for patients during the transition.

In this article, we will explore the best practices for writing an effective
letter to patients closing practice, including what key elements to include,
how to address patient concerns, and tips for delivering the message in a
compassionate tone. We will also discuss how to navigate the legal and
ethical considerations involved in closing a medical practice.

Why Writing a Thoughtful Letter to Patients
Closing Practice Matters

Closing a medical practice is a significant event for both healthcare
providers and patients. Patients build long-term relationships with their
doctors and staff, and sudden changes can cause anxiety and confusion. A
thoughtfully written letter can ease this transition by:

- Providing clear information about the closure timeline
- Offering instructions on how patients can obtain their medical records
- Recommending alternative healthcare providers or resources
- Demonstrating care and appreciation for the patients’ loyalty

When done well, this letter helps preserve the provider’s reputation and
ensures patients feel valued and supported even as the practice ends.

Key Components of a Letter to Patients Closing
Practice

A comprehensive letter to patients closing practice should balance
professionalism with warmth. Here are the most important elements to include:



1. Clear Announcement of Closure

Start by stating the fact that the practice will be closing, including the
effective date. Being upfront prevents misunderstandings and helps patients
plan ahead.

Example:
“After much consideration, we regret to inform you that our practice will be
closing permanently as of [date].”

2. Reason for Closing (Optional but Helpful)

While not always necessary, sharing a brief reason for closing can humanize
the message and foster understanding.

Examples:
- Retirement after many years of service
- Relocation to a different city
- Changes in healthcare regulations or insurance contracts
- Financial challenges affecting sustainability

3. Instructions for Medical Records

Patients have the right to their medical information. Provide clear
directions on how they can access, transfer, or request copies of their
records. Include contact information for your medical records department or
custodian.

Example:
“To obtain your medical records, please contact our records department at
[phone/email]. We will ensure your records are transferred promptly upon your
request.”

4. Recommendations for Continued Care

Help patients by suggesting trusted colleagues, clinics, or healthcare
networks where they can continue their care. If possible, provide contact
details or resources for referrals.

Example:
“We recommend [Doctor/Clinic Name] who is accepting new patients and can
provide ongoing care. Their contact information is [phone/email].”



5. Appreciation and Well Wishes

Express gratitude for the patients’ trust and loyalty over the years. Ending
on a positive note helps maintain goodwill.

Example:
“We sincerely thank you for allowing us to be part of your healthcare
journey. We wish you all the best in health and happiness moving forward.”

6. Contact Information for Questions

Include a way for patients to reach out with any questions or concerns during
the transition period.

Example:
“If you have any questions, please do not hesitate to contact our office at
[phone number] or email us at [email address].”

Tips for Writing an Effective Letter to
Patients Closing Practice

Crafting this letter requires sensitivity and clarity. Here are some tips to
help you communicate effectively:

Use a Compassionate and Reassuring Tone

Patients may feel anxious or upset about the closure. Use language that
acknowledges their feelings and reassures them of your commitment to their
care until the end.

Be Concise but Informative

Avoid lengthy explanations but ensure all critical information is covered.
Patients appreciate straightforward communication that respects their time.

Personalize the Letter Where Possible

If feasible, personalize letters by addressing patients by name or including
references to their care. Personalized communication feels more genuine and
caring.



Send the Letter Early and Follow Up

Provide ample notice—ideally several weeks or months before closing—to give
patients time to make arrangements. Consider sending reminders or follow-up
communications as the closure date approaches.

Consider Multiple Communication Channels

In addition to the letter, use phone calls, emails, or in-person
conversations to ensure patients receive the message and have opportunities
to ask questions.

Legal and Ethical Considerations When Closing a
Practice

Closing a medical practice involves more than just informing patients; there
are legal and ethical responsibilities to consider.

Comply with State and Federal Regulations

Healthcare providers must adhere to laws regarding notification periods,
record retention, and patient rights to access their medical information.
Check regulations specific to your state or country.

Maintain Confidentiality

Ensure that patient data is handled securely during the transition. Only
authorized personnel should manage records, and data transfers should comply
with privacy laws such as HIPAA in the United States.

Provide Continuity of Care

Ethically, providers should facilitate a smooth transition to other
healthcare professionals to avoid gaps in patient care. This may involve
coordinating referrals or sharing medical information with new providers upon
patient consent.



Sample Template for a Letter to Patients
Closing Practice

Here is a simple example to illustrate how all these elements can come
together naturally:

---

Dear [Patient Name],

I am writing to inform you that after [number] years of serving this
community, I have made the difficult decision to close my practice effective
[date]. This decision was not made lightly and is due to [reason, e.g.,
retirement].

Your health and well-being have always been my top priority. To ensure you
have continued access to quality care, I recommend [Provider/Clinic Name],
who is accepting new patients. You can reach them at [contact information].

If you need copies of your medical records or wish to have them transferred
to another provider, please contact our medical records department at
[phone/email]. We will assist you through this process.

I want to sincerely thank you for trusting me with your care over the years.
It has been an honor to be part of your health journey.

If you have any questions or concerns, please do not hesitate to reach out to
our office at [phone number].

Wishing you good health and all the best,

[Physician’s Name]

---

This template can be customized to fit different circumstances while keeping
the tone warm and professional.

Additional Resources and Support for Patients

Sometimes, patients may need extra support during the transition. Consider
including resources such as:

- Patient advocacy groups
- Local health departments
- Insurance provider assistance lines
- Online portals for record requests



Offering these resources shows that you care about their overall well-being
beyond your practice.

---

Writing a thoughtful letter to patients closing practice is a meaningful way
to honor the relationships built over time and help patients move forward
with confidence. By combining clear information, empathy, and practical
guidance, you provide a positive final impression and uphold the highest
standards of patient care.

Frequently Asked Questions

How should I inform my patients about closing my
medical practice?
You should inform your patients through a formal letter that clearly states
the date of closure, reasons if appropriate, and provides information on how
they can obtain their medical records or find another provider.

What key information should be included in a letter
to patients about closing a practice?
The letter should include the closing date, reasons for closure if desired,
instructions for accessing medical records, recommendations for alternative
providers, and contact information for any questions.

When is the best time to send a letter to patients
about closing the practice?
It is best to send the letter at least 30 to 60 days before the practice
closes to give patients ample time to find alternative care.

How can I ensure patients receive and understand the
letter about closing my practice?
Send the letter via multiple channels such as postal mail, email, and post
notices in the office. Additionally, provide a phone number or email address
for patients to ask questions.

What should I advise patients regarding their
medical records in the closure letter?
Advise patients on how to obtain copies of their medical records, including
deadlines, any associated fees, and contact information for the records



department.

Is it necessary to explain the reason for closing my
practice in the letter to patients?
While it is not mandatory, providing a brief and professional explanation can
help maintain trust and understanding with your patients.

How do I handle ongoing treatments or prescriptions
when closing my practice?
Inform patients to schedule any necessary follow-up appointments before the
closing date and advise them to consult their new provider for ongoing
treatments and prescription refills.

Can I include recommendations for other healthcare
providers in the closure letter?
Yes, including referrals or recommendations for other trusted healthcare
providers can help patients transition smoothly to new care.

What tone should I use in a letter to patients about
closing my practice?
Use a professional, compassionate, and reassuring tone to express gratitude
for their trust and to support them during the transition.

Additional Resources
**How to Write an Effective Letter to Patients Closing Practice**

letter to patients closing practice is a critical communication tool used by
healthcare providers when they decide to discontinue their medical services.
Whether due to retirement, relocation, or unforeseen circumstances, closing a
medical practice involves more than just administrative tasks—it requires
thoughtful and clear communication to ensure patients are informed,
supported, and reassured during the transition. This article examines the key
components of writing an effective letter to patients closing practice,
exploring best practices, legal considerations, and emotional sensitivities
involved.

The Importance of a Letter to Patients Closing



Practice

Closing a medical practice can be a complex and emotional process, both for
healthcare providers and their patients. A well-crafted letter serves
multiple purposes. Primarily, it informs patients of the closure, clarifies
timelines, and provides guidance on how they can transition their care. It
also helps maintain professionalism, safeguards the provider’s reputation,
and fulfills legal and ethical obligations.

From an SEO perspective, phrases such as “patient notification for practice
closure,” “medical practice closure letter template,” and “doctor closing
practice communication” are relevant keywords that intersect with the primary
topic and can enhance the visibility of content addressing this issue.

Legal and Ethical Considerations in Patient
Notification

Healthcare providers are often legally required to notify patients within a
reasonable time frame before closing a practice. This notification period
varies by jurisdiction but commonly ranges from 30 to 90 days. The letter
should explicitly state the effective closure date and any interim
arrangements for patient care.

Ethically, the communication must respect patient autonomy and continuity of
care. Providers should offer assistance in transferring medical records and
recommend alternative healthcare professionals or facilities. Failure to
communicate effectively can result in patient distress, loss of trust, and
potential legal consequences.

Key Elements of a Letter to Patients Closing
Practice

Writing a letter to patients closing practice requires a balance of clarity,
empathy, and professionalism. Below are essential components every such
letter should include:

1. Clear Announcement of Closure

The letter must begin with an unambiguous statement that the practice will be
closing. This prevents confusion and ensures patients understand the primary
purpose of the communication immediately.



2. Reason for Closure

While not mandatory, briefly explaining the reason for closure (such as
retirement, relocation, or health reasons) adds transparency and can foster
understanding and goodwill.

3. Timeline and Important Dates

Specifying the closure date and any relevant deadlines—for example, the last
day appointments will be scheduled or when medical records will be
available—is essential for planning purposes.

4. Instructions for Continuity of Care

Patients need guidance on how to continue their healthcare. This may include
referrals to other physicians, clinics, or health systems. Providing contact
information or resources for locating new providers is highly beneficial.

5. Medical Records Access

Patients should be informed about how to access or transfer their medical
records. Clear instructions on requesting records, including deadlines and
potential fees, should be included to avoid confusion.

6. Expression of Gratitude and Empathy

Closing a practice is often an emotional milestone. Expressing appreciation
for patients’ trust and loyalty helps maintain a positive tone and fosters
goodwill during the transition.

Best Practices for Crafting the Closure Letter

Use Professional and Compassionate Language

The tone of the letter should be formal yet empathetic. Avoid jargon and
overly technical language to ensure the message is accessible to all
patients. Phrases that acknowledge the inconvenience and express genuine care
can alleviate concerns.



Personalize When Possible

Whenever feasible, personalizing the letter—such as addressing patients by
name or referencing the duration of their relationship—can enhance the
communication’s impact. However, this may not be practical for larger
practices and should be balanced with efficiency.

Multiple Communication Channels

While the letter serves as the primary formal communication, supplementing it
with additional channels—such as phone calls, emails, or in-person
discussions—can improve patient understanding and satisfaction.

Maintain Compliance with Privacy Regulations

Ensure that all communication complies with healthcare privacy laws such as
HIPAA in the United States. Avoid disclosing sensitive information
unnecessarily and secure channels of communication.

Templates and Examples of Letters to Patients
Closing Practice

Below is an example framework for such a letter:

Opening: “Dear [Patient Name], I am writing to inform you that I will be
closing my medical practice as of [date].”

Reason: “After [number] years of serving this community, I have decided
to retire/relocate/close for personal reasons.”

Timeline: “Our office will remain open until [date]. Please schedule any
necessary appointments before this time.”

Care Transition: “To ensure your healthcare needs continue to be met, I
recommend you contact [recommended provider/clinic].”

Records: “You may request a copy of your medical records by contacting
our office at [contact information] before [deadline].”

Closing: “Thank you for allowing me to be part of your healthcare
journey. I wish you all the best in the future.”



Adapting this template to specific circumstances and practice styles is
advisable.

Challenges and Considerations When Closing a
Medical Practice

Closing a practice is not just about sending a letter. Providers must
anticipate patient reactions, which can range from understanding to anxiety
or frustration. Proactively addressing common concerns within the letter can
mitigate negative responses.

Additionally, the administrative workload—such as managing outstanding
appointments, billing, and record transfers—must be coordinated alongside
patient communication.

From an SEO standpoint, incorporating keywords like “patient communication
during practice closure,” “how to notify patients of practice closing,” and
“medical practice closure guidelines” can help healthcare professionals
seeking guidance find relevant resources.

Pros and Cons of Different Communication Approaches

Mailing Letters: Provides a formal, tangible record but may be slower
and less interactive.

Email Notifications: Faster and cost-effective but can be overlooked or
filtered as spam.

Phone Calls: Personalized and immediate but time-consuming for large
patient panels.

In-Person Discussions: Most empathetic but impractical for all patients.

Combining these methods often yields the best results, ensuring patients are
informed and supported.

Conclusion

Crafting a thoughtful and comprehensive letter to patients closing practice
is a fundamental step in managing the closure of a healthcare practice. It
balances legal requirements with the ethical responsibility to support



patients through a potentially disruptive transition. By incorporating clear
information, empathetic language, and practical guidance, healthcare
providers can help maintain trust and continuity of care, even as their
professional journey concludes.
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how to choose your advisors. Ethics and risk management are integrated throughout the text with a
special section also devoted to these issues and strategies. The last section features 26 niche
practices in which expert practitioners describe their special area of practice and discuss important
issues and aspects of their specialty practice. These areas include assessment and evaluation,
specialized psychotherapy services, working with unique populations of clients, and more. Whether
read cover-to-cover or used as a reference to repeatedly come back to when a question or challenge
arises, this book is full of practical guidance directly geared to psychologists, counselors, social
workers, and marriage and family therapists in independent practice.
  letter to patients closing practice: Decisions and Orders of the National Labor Relations
Board United States. National Labor Relations Board, 2000
  letter to patients closing practice: Wisconsin Medical Journal , 1985 Includes as a
supplement to the April 1965 issue: WPS health insurance '64 progress report.
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