[Practice letterhead]
Via Certified Mail, Return Receipt Requested 

and Regular U.S. Mail

[Date]
[Patient’s parents/guardians’ names]
[Home address]

[Home address]

Re:  Advance notice of termination of physician/patient relationship

Dear Ms. __________:

We are sending you this letter to inform you, regretfully, of our intent to terminate our physician/patient relationship with you.  Please understand that we greatly appreciate your trust in us and the opportunity to serve as your healthcare providers over the past ____________ years.  As a pediatric practice specializing in the treatment of minor children, however, we need to transition those patients from our practice to a primary care/family practice provider (a “PCP”) as they reach the age of majority and begin moving into adulthood.  


Given that you are now _____ years of age, we need to start transitioning your care from our practice to a PCP.  We will continue to treat you for the next ____________ days, but we need you to begin looking for a PCP to assume your care thereafter.  After ___________________, we will no longer be responsible for your care in any capacity.  

Upon proper authorization, we will be glad to provide a copy of your medical records directly to you or to the PCP of your choice.  You may consult the county Medical Society or a local physician locator service to find a PCP qualified to provide your care.  

Again, thank you for being a patient of our practice, and let us know if you have any questions about this letter.  We wish you all the best.

Sincerely,
Dr. __________________
Enclosure: Medical Record Release Form

INSTRUCTIONS (delete prior to sending)

1. Send two copies of the letter:  one via certified mail, return receipt requested, designated “addressee” only; the other via regular US mail.

2. Staple receipt from certified mail to your copy of the letter and file in the medical record or scan into the EMR.

3. If certified mail delivery is refused and the letter is returned, file it unopened in the patient’s record or scan the envelope and the postal receipt into the EMR and make an entry into the patient’s record indicating that the unopened letter was returned. 
