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Closing your practice: What to consider

Kaustubh G. Joshi, MD

losing your practice can be a stress-

ful experience, and it requires care-

ful planning. The process requires
numerous steps, such as informing your
staff, notifying your patients, closing
accounts with your vendors and suppli-
ers, storing medical records, and follow-
ing applicable federal and state laws for
dissolving your practice.'” Many of these
steps may require consulting with an attor-
ney, an accountant, and your malpractice
insurance carrier.'” Although the recom-
mendations I provide in this article are
not exhaustive, when faced with closing
your practice, be sure to consider the fol-
lowing factors.

Notify staff and patients. Select a date to
close your practice that will allow you to
stop taking new patients, provides ade-
quate leeway for your staff to find new
employment and for you to hire temporary
staff if needed, ensures you meet your obli-
gations to your staff, such as payroll, and
gives you time to set up appropriate conti-
nuity of care for your patients. In addition
to verbally notifying your patients of your
practice’s closing, inform them in writing
(whether hand-delivered or via certified
mail with return receipt) of the date of the
practice’s closure, reason for the closure,
cancellation of scheduled appointments
after the closure date, referral options, and
how they can obtain a copy of their medi-
cal records.!” Make sure your patients have
an adequate supply of their medications
before the closure.

Notify other parties. Inform all suppli-
ers, vendors, contracted service providers,
insurance broker(s) for your practice, and
payers (including Medicare and Medicaid,

if applicable) of your intent to close your
practice.'” Provide payers with a forward-
ing address to send payments that resolve
after your practice closes, and request final
invoices from vendors and suppliers so
you can close your accounts with them.
If you don’t own the building in which
your practice is located, notify the building
management in accordance with the pro-
visions of your lease.'” Give cancellation
notices to utilities and ancillary services (eg,
labs, imaging facilities) to which you refer
your patients, and notify facilities where
you are credentialed and have admitting
privileges.!? Inform your state medical
licensing board, your state’s controlled sub-
stance division, and the Drug Enforcement
Administration, because these agencies
have requirements regarding changing the
status of your medical license (if you decide
to retire), continuing or surrendering your
state and federal controlled substance regis-
tration, and disposal of prescription medi-
cations and prescription pads.'? Contact
your local post office and delivery services
with your change of address.

Address other considerations. Set up a
medical record retention and destruction
plan in accordance with state and federal
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regulations, arrange for the safe storage for
both paper and electronic medical records,
and make sure storage facilities have
experience handling confidential, Health
Insurance Portability and Accountability
Act (HIPAA)-sensitive patient informa-
tion.!” In addition, establish a process for
permanently deleting all HIPA A-sensitive

patient information from any equipment
that you don’t intend to keep.'?
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