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4. Medical Associations/Organizations

About This Series
Closing a Practice: When the Unexpected Happens is part of a series of guides the Ontario
Medical Association (OMA) has made available to help physicians address a range of practice
management topics. The guides walk you through issues and opportunities at various stages of
practice, from opening up, managing, to winding down a medical practice.

Other titles in the series of guides, which you can find at www.oma.org, include:
•

First Impressions: Medical Facility Planning Guide

•

First Impressions: The Patient Experience Guide

•

Revenue Management: Prescriptions for a Profitable Medical Practice

•

Starting a Practice: A Guide for New Physicians

•

Managing Your Medical Office Staff: An HR Guide for Physicians

•

Closing a Practice: A Guide for Physicians
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Introduction

When a physician dies, or stops practising medicine suddenly due to illness, it can be a difficult and emotional time for families. During this time, dealing with all types of paperwork and finances can be an added
burden. In some cases, the family will be faced with the decision to close the medical practice.
To help, the Ontario Medical Association (OMA) has prepared this reference guide, with a focus on solo
practitioners. Families, the Continuing Power of Attorney for Property, as well as the executor of the estate, can use this guide to address some key questions such as, how do you inform patients? What do you
do with medical records? Can another physician assume clinical duties temporarily? And, which professional groups need to be contacted?
Here, you will find the answers, reminders of some important issues to think about, useful checklists, and
numbers to call for more information. We hope it will help you to attend to matters around closing the medical practice in a timely and appropriate manner.
This guide focusses on three main areas: 1) legal and financial considerations around the practitioner; 2)
patient and medical issues around the practice (e.g. notifications, records, disposal of drugs); and 3) business issues around the practice.
To assist you further, we encourage you to seek advice from:
•

The OMA’s Physician Health Program, available to physicians as well as to family members. The program
offers a range of services – advice and referrals around substance abuse, mental health and personal
issues, and can connect you to grief counselling in your community. Call toll-free at 1.800.851.6606.

•

The OMA’s Practice Management and Advisory Services at 1.800.268.7215 or practicemanagement@
oma.org. They will endeavour to support you any way they can during this difficult time.

•

The Physician Advisory Service of the College of Physicians and Surgeons of Ontario at 416.967.2606
or toll-free at 1.800.268.7096, ext. 606.

For more information on closing a practice, please refer to OMA’s guide “Closing a Practice: A Guide for
Physicians”.
Disclaimer: The information contained in this document is intended to be used as a reference guide only. While every effort has been made to provide accurate and
current information, the OMA does not make any representations, warranties or conditions (either express or implied) with respect to the accuracy or reliability of
the information provided
4 Ontario Medical Association

When sudden illness or death occurs with a
practising physician, you are faced with many
decisions and documentations to be completed. You may need legal and financial experts
to provide you with guidance and support for
these unexpected circumstances.

Which financial bodies need to be
notified?

Who should I contact first?

Your legal and financial experts can guide you
through which organizations need to be informed
of the death or cease to practise status, and what
kind of documentation the executor or Continuing Power of Attorney for Property requires, i.e.
death certificate, notice of claim, copy of Continuing Power of Attorney for Property certificate,
etc. Among the entities to contact:

In case of death, start by meeting with the lawyer for the deceased physician, who will be
handling the estate and trust needs, as well as
with your personal lawyer (if different). In the
case of sudden illness, contact the physician’s
lawyer to discuss whether or not the physician
has appointed a Continuing Power of Attorney
for Property. If there is no appointed Continuing
Power of Attorney for Property, it may be necessary to go to court and ask to be appointed
to formally manage the physician’s property as
a Guardian of Property. Your lawyer will be able
to assist you with this process, or to recommend someone who can.
That meeting will cover a lot of ground, which
might be difficult to absorb. You might want to
bring a family member or friend to help you keep
track of all the information and questions to ask
(please see Appendix I for a sample of questions). It may also be helpful to ask the lawyer to
summarize in a letter what was discussed, and
provide a list of your responsibilities.
Financial issues can be complex. Some physicians use a corporation for their medical practice, others are employees of organizations
or hospitals, and solo practitioners are likely
self-employed. In all instances, contact the accountant for the physician and the corporation
(if applicable), as well as the financial advisor.
They can assist early on with all necessary paperwork.

As you wade through the physician’s papers, it is
a good idea to make lists of membership numbers and other identifying information. This will be
helpful when notifying various organizations.

•

Credit card companies.

•

Banks or trust companies.

•

Wealth management companies. If the
physician had an account with MD Management through the CMA, you can find
the local office by visiting their website at
www.mdm.ca.

•

Canada
Revenue
Agency
–
call
1.800.959.5525 for queries regarding the
business, whether incorporated or a sole
proprietorship (you will need the corporation’s business number).

•

Municipal tax office.

•

Insurance companies, e.g. life, residence,
business, and auto. If the physician had insurance with the OMA, call OMA Insurance
at 1.800.268.7215, ext. 2971 to request an
information package.

Section 3

1. The Doctor – Legal and Financial

The physician may have been affiliated with a
number of medical associations/organizations.
For a list of ones to notify, see Section 4.
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2. The Practice – Patient and Medical Issues
Closing a medical practice has several dimensions. There are business elements that are common to any
office setting, from staff to landlords, which are discussed in Section 3. But a medical practice has unique
considerations with respect to patient relations, medical records, and medical supplies. The following are
some important issues to consider.

Who can take over the duties of the
physician?
You have a few options, while you decide what
happens to the practice.
1. Hire a locum
A locum is a physician who assumes another
physician’s clinical duties on a temporary basis. For information on finding locums, contact
HealthForceOntario at 1.800.596.4046 or visit
www.healthforceontario.ca.
2. Contact your local hospital
They may offer assistance in finding physicians
who can temporarily assume the responsibility
and the practice. For instance, the chief physician in the Department of Family Medicine might
be able to notify hospital physicians that you are
seeking out physicians who are temporarily willing to work shifts in the office until next steps can
be determined.
3. Contact the physician’s colleagues
You may want to ask whether they can assist you
during the transition period.

How should I notify patients?
Informing patients that their physician has died or
that the physician is discontinuing practising medicine due to illness can be difficult. The College of
Physicians and Surgeons of Ontario (CPSO) has a
policy on the steps to take when closing a practice.
It states the “physician or his or her representative
must make a reasonable effort to give notice to patients”. Acceptable methods of notification include:
6 Ontario Medical Association

• Calls to active patients.
• Letters to active patients, which emphasize the
importance of continuing care, and provide information on where to find another physician.
For a sample letter, see Appendix II.
• Printed notice, posted in the office somewhere
accessible (even when the office is closed).
• Newspaper advertisement.
• Recorded message on the office answering
machine.
• Mail services (cross-reference patient information with billing information demographics, so
you can send one notice to several patients living in one household).
• Post on the practice website (if available).
For the CPSO policy, see www.cpso.on.ca. The
CPSO reviews this policy every three years, so
please ensure you are looking at the most current
policy prior to taking any action.
The Canadian Medical Protective Association
(CMPA) also provides information on how to notify
patients of a physician’s death and how to transfer patient care. Call them at 1.800.267.6522.

How do I ensure continuity of patient
care?
Of paramount concern during this process is the
continuity of patient care. To ensure that patients
are not neglected, the office staff should review all
previously scheduled appointments to determine
the appropriate action. Some patients require

more than a notification that their physician is
deceased or is ill. This list would include:
•

urgent referrals;

•

patients waiting on lab/test results;

•

chronic pain patients;

•

patients on medications that
frequent ongoing monitoring;

•

obstetrical patients (ideally, refer them to a
physician at the delivery site); and

•

require

patients who require ongoing care (e.g. in
hospital, personal care homes, or other care
facilities) or post-operative follow-up.

You must ensure that these patients are properly notified. If it is a solo practice, keep one phone
line open ideally for up to three months after the
practice is closed, with a message that:
•

reminds patients that the practice is closed;

•

provides them with choices for finding another physician, which can include calling
Health Care Connect 1.800.445.1822; and

•

provides details on where patients can get
copies of their medical records (see below).

If the physician was practising in a group practice, have the office manager change the voice
mail to direct the former patients to a message
that contains contact information.

How do patients get their records?
Patients must have access to their medical
records, even when their physician has died.
These records are important and confidential
and so, must be carefully preserved. To start,
find out where the records are being maintained.
Are all records kept onsite? Is a portion stored
elsewhere? (Some physicians reduce larger patient files for ease of use.) Contact the medical
office staff to learn about record storage.

Patients have a right to access and get copies
of their medical records. Note that original records should not be given to patients, as they
are now the property of the estate or in case
of illness, the Continuing Power of Attorney for
Property. To release copies of the records, you
need written authorization; retain that with the
original records. You can enclose an authorization form (see Appendix III for sample form) in
the notification letter to patients.
In case patients want their records at a future
date, include in the notification letter details on
where the records will be stored, and for how
long. (See below for information on how long to
retain records.)
Notify the CPSO of where you plan on storing
the medical records, and how patients can access them. Patients often contact the CPSO
seeking such information after their physician’s
practice has closed.
The OMA can provide suggested minimum
fees for transferring medical records, which
includes making copies of the records. (Note,
the suggested fee differs if the patient’s charts
include services of a psychiatric nature, as reviewing the information to transfer would take
longer.) Call the OMA’s Response Centre at
1.800.268.7215 for the current suggested
rates. You can decide whether to waive or alter the cost of producing the medical record
transfer.

How do I retain medical records?
The original records can be kept in medical storage facilities. You are responsible for arranging
secure storage and accessibility of these records,
and for informing the CPSO of the location. Some
facilities will include patient notification in their services, but this may inflate costs.
For medical storage companies, visit OMA’s
eMarketplace online directory at www.oma.org.
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CPSO’s regulation requires that physicians keep
medical records for a certain period. If you are
the executor or Continuing Power of Attorney for
Property, that becomes your responsibility.
•

Adult patients: 10 years from the date of the
last entry in the record.

•

Patients who are children: 10 years after
the day the patient reached or would have
reached 18 years.

Beyond these requirements, the CPSO states
that it’s prudent to maintain records for a minimum of 15 years. This is because of a provision in
the Limitations Act which states that some legal
proceedings against physicians can be brought
15 years after the act or omission on which the
claim is based took place.
If another physician is taking over the practice
and the medical records, a contract should be
executed to govern record retention transfer, access, and retention. Contact OMA Legal for further information.
For more on retaining medical records, please
contact the CPSO’s Physician Advisory Service
at 1.800.268.7096, ext. 606.
Another resource is the Information and Privacy
Commissioner (IPC), which provides guidelines
according to the requirements set out by the Personal Health Information Protection Act. See the
IPC’s website for “How to Avoid Abandoned Records: Guidelines on the Treatment of Personal
Health Information, in the Event of a Change of
Practice”. Look under the best practices section
at www.ipc.on.ca.

How do I handle health information
technology?
If the practice has scheduling, billing and/or Electronic Medical Record (EMR) systems, you need to
contact the computer software vendor to: 1) cancel
the contractual obligations; and 2) get assistance on
8 Ontario Medical Association

how to maintain patient confidentiality of the medical
records on these systems.
Most likely the practice had computers, printers,
servers, faxes and other electronic hardware. You
must also ensure that all patients’ health information
is protected. For information on storing or disposing
medical information, contact the CPSO’s Physician
Advisory Service at 1-800-268-7096, ext. 606, or the
Canadian Medical Protective Association (CMPA) at
1.800.267.6522 or www.cmpa-acpm.ca.
You may be interested in selling the computer hardware. However, all patient information must first be
removed from all computers. Simply “deleting files”
does not remove confidential data from a computer.
Consider hiring an information technology company,
as they will ensure that no protected health information remains on the computer before it’s sold or discarded.

How do I handle lab tests in progress?
CPSO policy advises to take reasonable steps to
ensure that: 1) patients can access the results of lab
tests ordered by the physician; 2) all abnormal results undergo required review and follow-up; and 3)
patients know who to contact for their results.
In cases where the physician is unable to interpret
and follow up on the test personally, CPSO policy
calls for arranging to have:
•

another physician cover or assume the practice;

•

another physician review results for patients with
outstanding laboratory tests, and advise patients
of the results and any requirements for follow-up;
or

•

patients obtain their test results from the physician’s office or the testing facility (if permissible),
with instructions provided to obtain follow-up as
soon as possible.

The CMPA recommends sending a notice to those

consultants whom the physician most frequently
referred patients, as well as to laboratories and
x-ray facilities. It is useful to give these facilities
the name of the contact physician replacing the
physician (even if only temporary), and/or direction on where to send a report if alternative arrangements have not been made.

How should drugs and hazardous
waste be disposed of?
The disposal of all health products must be undertaken with sufficient care to avoid contamination
of local water and ground systems. Also keep in
mind municipal, provincial and federal legislative
requirements. Options include: transferring custody to a physician successor; returning them to
the appropriate pharmaceutical representative, or
hiring a medical waste company.
For information on the disposal of drug samples,
please refer to the Controlled Drugs and Substances Act (CDSA) at: http://laws-lois.justice.
gc.ca.
For informatoin on hazardous waste, and on the
management of biomedical waste in particular,
please refer to “Hazardous waste management:

business and industry” at www.ene.gov.on.ca,
and “The management of biomedical waste in
Ontario” at www.ontario.ca.
It is advisable that prescription pads be safely secured or destroyed once the practice is closed.

Which colleagues should be
notified?
For the sake of patient care, provide notification of the practice closure as soon as possible
to (as applicable):
•

the physician’s employers (e.g. university,
health care institution, clinic, or other facility);

•

hospitals where he/she held privileges;

•

colleagues who also provide care to patients
of the physician (e.g. referring physicians);

•

laboratories where the physician sent patient tests; and

•

local pharmacies (to reduce the risk of
fraudulent telephone renewals).

See Section 4 for an additional list of professional medical associations/organizations to notify.

3. The Practice — Business Issues
You may want to sell and/or find a buyer for the practice. Consequently, you may need to hire a broker
and/or a lawyer to assist you with this process. Alternatively, you may try to sell the practice yourself
through word of mouth or advertising in medical journals and with HealthForceOntario. If not, you
will need to close the practice. While many responsibilities surrounding a closure relate specifically to
patient and medical issues (see Section 2), other matters are common to any business.

How do I decide on a closing date?
The terms of the lease may affect your decision
on when to close. You might want to have the
lawyer contact the landlord to try to negotiate the
termination of the lease (if the physician did not
own the building). Alternatively you may want to
explore the possibility of subleasing the property.

If the landlord is not willing, the estate may be
liable for paying the lease for the remainder of
the term. In that case, you may want to close at
the end of the lease to save on the penalty fees.
For information on hiring a locum (replacement
physician) for the practice until you make a decision, see Section 2.
Ontario Medical Association 9

It is advisable to retain the services of a secretary
or an answering service for 30-90 days following
the closing date. This will help ensure that any
patients who might have been overlooked or did
not receive the notice of closure (see Section 2)
are informed about the status of the practice.

What if the office premises is owned?
If the physician owned the building, consult with a
lawyer and/or real estate consultant to plan an appropriate sale of the premises, if necessary.

What kind of notice do I need to give
staff?
The staff should be among the first people you
notify about the physician’s death or illness and
the possible practice closure. This can be an
emotional and difficult task. To help, you may
want to ask the office manager, if one exists, to
inform the staff.
Ask the lawyer about your legal obligations towards staff. That will depend upon the contract
the physician had with the employees in question. If the contract was limited to the Employment Standards Act, the notice or pay in lieu of
notice provided to employees should meet or exceed the minimums set out in the Act.
If there was no contract or no such term in the
contract, case law will determine the obligations
toward the employee. That may exceed those
dictated by the Employment Standards Act. Your
lawyer should be able to give you an idea of the
amount of notice or pay in lieu of notice that will
be owed to employees.
For information on termination pay and employment
standards, contact the Ontario Ministry of Labour at
1.800.531.5551 or visit www.labour.gov.on.ca.

information you must provide so everything proceeds in a timely manner. With their assistance,
you will need to:
• Keep bank accounts open for at least 90 days,
most likely, for any outstanding OHIP claims submissions. OHIP payments will continue to be deposited electronically to the physician’s account
until the executor provides a death certificate or
proof of death; after that, the account can be
closed. All incoming monies and cheques will
continue to be deposited into the account until
it is closed. Only the executor/estate trustee or
the Continuing Power of Attorney for Property
will have access to the account.
• Resolve accounts payables.
• Notify all creditors of closure in writing and request a final bill. Keep a record of all correspondences with creditors.
• Notify the insurance companies that the practice is closing and the reason for the closure,
and that all relevant insurance policies (e.g.,
overhead expense, professional liability, disability, etc.) should be cancelled or reviewed.
Speak with the physician’s insurance advisor.
• Close all outstanding practice accounts with
patients and vendors. For a sample letter to
send to service/product providers, see Appendix IV. That list could include, but is not
limited to:
• landlord (if leasing)
• Canada Post
• computer vendor
• equipment vendor (if leasing)

How do I wind down the business affairs?

• janitorial service

The lawyer and accountant can start the legal
and financial procedures of closing the practice.
They can tell you what you need to do and what

• medical/office supply vendors (e.g. business cards, letterhead, prescription pads)
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• utility companies (e.g. telephone, Internet, hydro, etc.)
• answering service
• linen service
• landscaping/plant service (if applicable); and

What do I do with office equipment
and furniture?
If a physician is taking over the practice, these
supplies can potentially become part of the practice sale. If not, start by taking inventory of all the
equipment and furniture. A few options:
•

Contact the medical equipment supplier to
review all contracts and any outstanding orders. Negotiate with them to cancel any recent or outstanding orders.

•

Ask the medical equipment supplier to provide a reasonable estimate of what the current office equipment would be worth. If the
equipment is in good condition, the suppliers
may purchase it from you.

•

Advertise equipment/furniture for sale in
medical publications, e.g. the OMA’s Ontario
Medical Review, in local newspapers, or on
hospital notice boards.

•

Inform the physician’s colleagues. They may
be interested or know of other physicians
who might want what’s available.

•

Donate the equipment to non-profit organizations that perform medical mission work.

• subscriptions (e.g. magazine and journals).
Check in the physician’s general paperwork
area and mail for any documents requiring
personal signatures, e.g. death certificates,
insurance physical forms, etc. Gather these
and return them to the appropriate recipient,
with a note informing them that the physician’s signature is no longer available and the
reason. Maintain copies of such notifications,
with the date.

What type of business records do I
need to retain?
The Ontario Ministry of Finance’s Tax Office
states that you must keep books and documents with enough information to support the
business’s financial records for at least seven
years. That includes financial statements,
general ledger, bank statements, cancelled
cheques, etc. These can be kept manually or
electronically. Consult your accountant, or call
the Ministry of Finance at 1.866.668.8297.
Under the Employment Standards Act, you must
retain employee records for a minimum of three
years after the employee ceases to be employed.
The number of hours the employee worked in
each day and week must also be retained for
three years after the information was provided to
the employee. Consult a lawyer regarding your
legal obligations. For more information, contact
the Ontario Ministry of Labour at 1.800.531.5551
or visit www.labour.gov.on.ca.
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4. Medical Associations/Organizations
Physicians belong to a number of professional associations and organizations. You will need to notify
them as soon as possible so they can update their system and/or refund any unused portion of payments.

Which medical/professional bodies
do I need to notify?
Physicians belong to, or do business with, a number of professional associations and organizations. When calling or writing any of the following,
make sure that you have the physician’s account
or membership number available for reference.
For a sample letter to send, see Appendix IV.
• Ministry of Health and Long-Term Care – contact the OHIP office where the doctor submits claims, or see www.gov.on.ca/health.
• Ontario Medical Association, Membership –
call 1.800.268.7215, ext. 2987. See www.
oma.org
• Canadian Medical Association, Membership
– call 1.800.267.9703. See www.cma.ca.
• College of Physicians and Surgeons of Ontario, Registration – call 1.800.268.7096.
See www.cpso.on.ca.
• Royal College of Physicians and Surgeons
of Canada (for physician specialists) – call

12 Ontario Medical Association

1-800-668-3740. See www.rcpsc.medical.
org.
• College of Family Physicians of Canada (for
family physicians) – call 1.800.387.6197.
See www.cfpc.ca.
• Ontario College of Family Physicians (some
family physicians belong to this organization but not all) – call 416.867.9646 or
1.800.670.6237. See www.ocfp.on.ca.
• Canadian Medical Protective Association –
call 1.800.267.6522. See www.cmpa-acpm.
ca. Note that coverage from the CMPA, i.e.
occurrence-based protection, survives the
physician’s death. That means that his/her
estate is eligible for CMPA assistance with
medico-legal difficulties arising from medical
professional activities performed while the
physician was a CMPA member. If you ever
receive a complaint from a patient, a hospital, the CPSO, or the Ministry of Health and
Long-Term Care, you should contact the
CMPA.

Use this handy checklist as a guide to close down the practice and settle the affairs of the physician.
Keep track of whether you have notified, or considered in your planning, the following:

Legal and financial:
Lawyer

Ministry of Health and Long-Term Care – OHIP
office where the physician submitted claims

Credit card companies who have issued
credit cards in the physician’s and/or corporation’s name (if applicable)

Ministry of Labour for employee issues
(e.g., notice and pay in lieu for staff)

Banks or trust companies who have accounts in the physician’s and/or corporation’s name (if applicable)

Pharmaceutical companies

Canada Revenue Agency for both physician
and the corporation (if applicable)
Municipal tax office
Insurance companies (e.g., life, residence,
business, auto)
Accountant for both the physician and the
corporation (if applicable)
Financial advisor

Patient-related and medical:
Patients
Physicians to whom patients were commonly referred
Hospitals where the physician worked or
held privileges (on-call group)
Nursing homes where the physician may
have provided visits
Laboratories where the physician sent patient tests
Local pharmacies
Patient medical records
Medical record storage company
Health information technology (e.g.,
electronic medical record software or
computer hardware)
Locum (physician who assumes another
physician’s clinical duties temporarily)
Disposal of drugs

Business issues:
Staff employed or otherwise working in the
practice

Section 3
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Canada Post
Landlord
Computer vendor
Janitorial service
Medical and office supply vendors (business cards, letterhead, prescription pads,
etc.)
Utility companies (telephone, Internet, etc.)
Linen service (if applicable)
Landscaping service (if applicable)
Plant service (if applicable)
Biological waste removal service (if
applicable)
Website administrator (for content and web
address)
Magazine subscriptions
Office equipment and furniture

Professional associations:
Ontario Medical Association (OMA)
College of Physicians and Surgeons of
Ontario (CPSO)
Royal College of Physicians and Surgeons
of Canada (RCPSC) – for specialists
College of Family Physicians of Canada
(CFPC) – for family physicians
Ontario College of Family Physicians
(OCFP) – for family physicians
Canadian Medical Protective Association
(CMPA)
Canadian Medical Association (CMA)
Other professional associations or
committee affiliations

Ontario Medical Association 13
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Appendix I: Queries for the Lawyer
This list is not complete, but when meeting with the lawyer, here are some of the questions to ask:
In case of death:
• Did the deceased physician have a will (or wills)? Is it with the lawyer?
• If so, does the will have to go to probate?
• Who is the executor of the estate named in the will?
• What happens if there is no will?
• What happens to the deceased’s property in the interim, such as a vehicle or home?
• What about insurance or taxes?
• Am I (or are we) eligible for any CPP-related payments?
• How do we claim any life insurance money?
• How do we deal with any investments in the deceased’s name?
In case of sudden illness:
• Does the physician have an appointed Continuing Power of Attorney for Property?
• Does the physician have an emergency plan in place?
• How do we claim any disability insurance money?
General questions:
• How do we wind down the physician’s practice?
• How do we deal with the physician’s employees? What are our obligations?
• How do we deal with the physician’s office lease, utilities payments, and any rented equipment?
• What happens to the physician’s medical records? What are our obligations, if any?
• What happens to the physician’s medicine professional corporation?
• How do we inform OHIP, the College, CMPA, OMA, etc. that the physician is deceased or has ceased
to practise?

Ontario Medical Association 15

Appendix II: Informing Patients – Sample Letters
Closing a medical practice due to death:
Date
Dear Patient,
It is with great sadness that we announce the death of Dr. __________________, who passed away
on _______________. We have lost a wonderful friend, colleague and highly skilled physician.
It is important for you to make arrangements to find a new physician so that you continue to receive
quality medical care. If you need assistance in doing so, please contact the College of Physicians
and Surgeons of Ontario at 1.800.268.7096, ext. 603 or 416.967.2603, or Health Care Connect at
1.800.445.1822.
In order for us to provide you with copies of your medical records, your authorization is required.
Enclosed is an authorization form for you to sign, complete and send back as soon as possible.
The office will be closed as of ________________, following which you can obtain copies of your
medical records from __________________. They can provide a copy of your records for a fee which
was negotiated with the company. (It is advisable to negotiate a fee with the company so that it reduces the cost to patients.)
Thank you for your consideration and cooperation during this very difficult process.
Sincerely,
Physician’s Representative

Closing a medical practice due to sudden illness:
Dear Patient,
As you may be aware, Dr. ______________________is unable to continue practising medicine at this
time and will be closing the medical practice on _________________________.
It is advisable that you find a new physician for future care as soon as possible. For your convenience, an authorization form is enclosed for the transfer of your medical records to a physician of
your choice. (If there will be a cost to patients, please indicate here.)
We (I) recognize that changing physicians may be stressful, but we (I) encourage you to seek continuity of care by contacting Health Care Connect at 1.800.445.1822 for information on other physicians in the area.
After _____________________, all medical records will be transferred and stored at ______________
__________________________. They can provide a copy of your records for a fee which was negotiated with the company. (It is advisable to negotiate a fee with the company so that it reduces the
cost for patients.)
We (I) can assure you that Dr. __________________________ will miss his/her patients and friends
because he/she truly enjoyed practising medicine. He/She wishes you all the best and a healthy life.
Sincerely,
Physician’s Representative
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Appendix III: Sample Authorization for Release of Medical
Records
1. Patient (complete in full):
Name — Last, First, Middle

Health Card Number

Address

Date of Birth

City

Province

Postal Code

Home Phone

Cell Phone

Email

2. Records Released From:
Name — Last, First, Middle
Address
City

Telephone
Province

Postal Code

3. Records Released To:
Name — Last, First, Middle (state relationship to patient)
Address
City

Telephone
Province

Postal Code

4. I hereby authorize (name of physician, Executor or Estate Trustee) to make all of my medical records and
reports available to Dr:____________________________ located at _______________________________
5. I understand that this is an uninsured service not covered by my medical insurance plan. I realize there
may be a charge for this service and that I am responsible for it. Please contact me concerning the fee
prior to copying my records.
Signature of patient_____________________________________ Date_______________________________
If not signed by the patient, please indicate relationship: (Parent or guardian of minor patient, or guardian
or conservator of an incompetent patient)
Name of Guardian/Representative _______________________________________________ ______________
Legal Relationship__________________________________________________________________________
Date______________________________________Witness________________________________________
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Appendix IV: Informing Professional Bodies and
Business Contacts – Sample Letter
Date _________________________

Name & Address of Organization
To whom it may concern:
I wish to notify you of the death of OR I wish to notify you of the practice closure for:
Dr. __________________________________________________________________

Membership/Account # _______________________
Date of Birth _____________________
Old Address_____________________________________________________________
Telephone __________________________ Fax ____________________________
I understand that the above individual had dealings with your organization. Please amend your records. If
you need further information, please contact:
Name ______________________________ Telephone _______________________
Please forward all correspondence to:
New Address _____________________________________________________________

Sincerely,

Physician’s Representative
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The Guide and its contents (the “Guide”) provides general information on the subject matter set out in the Guide’s title. The Guide
is not intended to provide specific advice as appropriate advice will vary in different circumstances. The Guide has been developed
and is owned by the Ontario Medical Association (OMA). The Guide is protected by Canadian copyright law. The Guide shall not be
reproduced, published, distributed, sold, posted, communicated, disseminated, broadcasted or otherwise made available without
the prior written consent of the OMA
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CONTACT US:
1.800.268.7215
practicemanagement@oma.org
www.oma.org
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