
 

COPYRIGHTED 
 
This document is a work product of Coverysô Risk Management Department. This information is intended to provide general 
guidelines for risk management. It is not intended and should not be construed as legal or medical advice. Your organization should 
add to and modify this tool to address the compliance standards and regulations applicable in your state or organization.  
 
Any links included in this document are being provided as a convenience and for informational purposes only; they are not intended 
and should not be construed as legal or medical advice. Coverys Risk Management bears no responsibility for the accuracy, legality 
or content of the external site or for that of subsequent links. Contact the external site for answers to questions regarding its content. 
 
Updated: March 2020 

Closing a Practice Checklist ï SAMPLE  

This sample checklist was developed based on the key recommendations in Practice 
Management: Closing, Leaving, or Merging a Practice. This list is not in any particular order, as 
needs are specific to each practice. For detailed recommendations, see this chapter.   

 

 δIdentify a closing date.  

 δConsult your attorney and accountant.  

 δNotify relevant insurance carriers, agencies, businesses, and healthcare entities.  

 δNotify medical professional liability carrier. 

 δCheck state laws and regulations for specific rules on handling medical records and notifying 

patients.  

 δNotify employees and colleagues. 

 δMake staffing plans through the closure. 

 δDetermine plan for medical and personnel records. 

 δAppoint a medical records custodian. 

 δNotify patients at least three months prior to closing. 

 δAnnounce practice closing. 

 δArrange ongoing acute or critical care for patients who require it. 

 δEnsure follow-up on outstanding laboratory or imaging studies. 

 δSettle accounts receivables and maintain bank accounts until financial matters are concluded.  

 δDispose of supplies, forms, medications, and prescriptions pads appropriately.  

 δSell or donate equipment.  

 δLeave email and telephone messages.  

 

 


