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RETIRING/CLOSING/RELOCATING A PRACTICE

The 1997 Legislature revised the requirements that must be followed when a physician retires, closes his office or
relocates his practice. The Legislature developed the concept of a “records owner.” A “records owner” may or may not
be a physician. A “records owner” means any health care practitioner who generates a medical record after making a
physical or mental examination of, or administering treatment or dispensing legend drugs to, any person; any heaith
care practitioner to whom records are transferred by a previous records owner; or any health care practitioner's
emplayer, including, but not limited to, group practices and staff-model health maintenance organizations, provided the
employment contract or agreement between the employer and the health care practitioner designates the employer as
the records owner. Section 456.057(2), Florida Statutes. The staiute now requires the “records owner” to notify.
patients of the retirernent, closing or relocation of a physician. When the records owner retires, terminates a practice,
or is no longer available to patients, Section 456.057(11), Florida Statutes, requires the records owner fo notify the

patients of the termination, relocation or unavaitability in the following manner:

1. . Publish in a local newspaper a notice containing the date of termination or relocation and include an address
where the records may be obtained from the physician terminating practice or another licensed physician), OR

2. Notify patients in writing of the date of termination or relocation and include an address where the records may
be obtained from the physician terminating practice or another licensed physician), AND

3. Both noticas must advise patients of their opporiunity to obtain a copy of their records.

In addition, Section 456.057(12), Florida Statules, requires that the records owner netify the Florida Board of Medicine
and advise the Board who the new record owner is, and where the physician’s medical records can be found. The
records owner should also review all managed care contracts to determine if any notification provisions must be

cormplied with.

This change will primarily affect employed physicians whose employment agreement designates the employer as the
-ecords owner. It will have litlle affect on other physicians, especially those physicians in independent practice. in that
sase, the physician who generated the record after treating the patient will be considered to be the *records owner,”
and, therefore, the requirements discussed above will fall upon the physician. In the case of an employed physician
‘whose employment agreement designates the employer as the records owner), this responsibilit ,! is placed upon the

sTpioyer.

tis important to note that the Board of Medicine has adopted a rule that imposes cerfain requirements on physicians
vho relocate or terminate their practices and are no longer available to patients. Rule 64B8-10.002(4), Florida
\dministrative Code, requires physicians to publish a notice once a week for four consecutive weeks in a local
lewspaper of greatest circulation, The notice must contain the date of termination or relocation and include an address
vhere the records may be cbtained from the physician terminating practice or another licensed physician. A copy of the
lotice must be submitted to the Board within one month from the termination or relocation. The rule also gives
hysicians the option of either placing a sign in a conspicuous location in or on the fagade of the physician’s office or
wotifying physicians by letter of the termination, sale or relocation of the practice. The sign or letter must notify patients
ftheir opportunity to transfer or receive their records. The requirements set forth in the Board’s rule are separate and
part from the requirements set forth in Sect;on 456.057, Florida Statutes, and must be followed by all icensed

hysicians,

‘oncomitantly, a physician is responsible for ensuring that these records wili be available to his former patients for a
eriod of five (5) years from their last visit. A physician thus must make arrangements to either have another physician
ecomne the new records owner, have a medical records service store copies of the medical records and prowde copies
oon request to former patients, or himself be available to provide copies.

iis arficie is presented for educational purposes only and should not be iaken as a substifute for legal advics, which shoufd be obtained from personaf legal counsel,
werthelsss, the FMA hopes that the information provided Rere and in iis other publications continues to assist physicians in answering many of their most common

1al guestions alfowing them o freaf patienis, instead of addressing legal concemns.
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STATUTE OF LIMITATIONS FOR MEDICAL MALPRACTICE

An action for medical malpractice must begin within 2 years from the time the incident
glving rise to the action occurred, or within 2 years the incident is discovered or should
have been discovered with the exercise of due diligence. In no event, however, may the
action be commenced later than 4 years from the date of the incident or occurrence out of
which the cause of action arose. Nevertheless, in an action in which it can be shown that’
fraud, conceaiment, or intentional misrepresentation of fact prevented the discovery ofthe
injury within the 4-year period, the period of limitations is extended forward 2 years from
the time the injury is discovered or should have been discovered with the exercise of due
diligénce, up to a maximum period of time of 7 years from the date of incident giving rise to
‘the injury occurred. Section 95.11(4)(b), Florida Statutes. The ‘four and seven year
periods of repose, however, do not bar actions brought on behalf of a minor on or before

the child's eighth birthday.

This article is presented for educational purposes only and should not be faken as a subsiitute for fegal advice,
which should be obtained from personal legal counsel. Neveriheless, the FMA hopes that the information
provided here and in iis other publications continues fo assist physicians in answering many of thefr most
common legal questions allowing them fo ireat pafients, instead of addressing legal concermns.
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CLOSING/RELOCATING A PRACTICE

When a physician terminates or relocales a practice, or is no longer available to patients, the

physician is required to notify the patients of termination, relocation or unavailability in the

following manner: . .

Y 1. Publish in the newspaper of the greatest general circulation, in each county where the
physician practices or practiced, a notice containing the date of termination or relocation and an
address where the records may be obtained from the physician termlna{lncr practice or another
licensed physician,

‘}%57 Az least 30 days prior to termination or relocation of practice, the physician must place in
a conspicuous location in or on the facade of the physician’s office a sign announcing the

termination or relocation of the pracrice, and

3. Both the noticé and the sign must advise patients of their opportunity to transfer or receive
copies of their records.

In addition, the Florida Board of Medicine must be notified, and all managed care contracts
should be reviewed to determine if any notification provisions rnust be complied with.

Deceased Phvsician: The executor, administrator, personal representative or survivor of the
deceased physician must retain medical records for at least two years from the physician’s death.
Within one month of the physician's death, such a person must publish, in the newspaper of
greatest general circulation in the county where the physician resided, a notice indicating to the
deceased physician's patients that their medical records are available from a specific person at
a specific location. ' '

After 22 months from the date of the physician's death, such person must publish once during
each week for four consecutive wesks in the newspaper with the largest general circulation in
the county where the physician resided a notice indicating to the patients of the deceased
physician that the patient’s medical records will be disposed of or destroyed one month from the
last day of the fourth week of publishing the notice.

BOARD OF MEDICINE ACCEPTS TWO FMA PROPOSALS
The Board of Medicine met last weekend in Orlando, and vated to accept two
FMA proposals that should make it easier for physicians to comply with the law.
The first will clarify for physicians exactly who they may release medical records’
to by putting into a rule a definition of patient's "legal representative”. The
% second decision by the Board drops the requirement that a physician post a sign
when he/she closes or moves his/her practice. Some physicians were having
trouble getiing their former offices to allow them to comply with this requirement.
The new rule will allow a physician to EITHER post a sign or advertise the move
in the paper, instead of the current requirement that the physician do both. The
Board will begin rulemaking on both of these FMA propaosals. For more
information on these changes contact Francie Plend! at fplendl@medone.org.
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INTRODUCTION/5

Introducton

* There are several possible reasons for closing your practics. You may be
relocating across the strest or across the country. Perhaps you're retiring,
going into teaching, or joining a group. Whatever your reason, you know
it’s not as simple as tuming out the lights and locking the door behind you.

Closing a practice takes planning. It requires a series of steps that take time
to complete. Thers are pracdcal, legal, and medical factors to consider,

The goal of this book is to get the process of closing your practice started.
The topics covered are: :

what to do first ’

who to notify

how to notify them

when to notify them .

how long it will take (and when you should start)

how to handle medical records

- Additionally, this book provides sample letters to your patients regarding
medical record transfer and medical collections. There are also checklists
to help guarantes that you take all the necessary steps.

With planning, you can close your office efficiently, without leaving any
loose ends. Then, just remember to tum off the lights and lock the door
behind you.




&/CLQSING YQUR PRACTICE

Notifying Your Employees

:Tha-ﬁrst step.in closing yourpractice is'to notify your employess. In the
best of all worlds you find a buyer who wants your employess to stay on
" and everyone lives happily ever after. But there is always the possibility

that you wen't find a buyer or that, if you do, the new physician will want

to bring on his or her own staff.

" In any case, you’ll have to give your employees sufficient notice that you
plan to retire; How much notice is a problem.-You don’t want an empty

office by the time you are ready to leave. Stll, you owe them fair waming,

.Ksegﬁ in mind that you’ll f_lcsd their help and cooperaton in closing out of

transfersing your operation.

To make sure that you aren't left alone the last weeks to caver the t@le-
phones and make out insurancs forms, it is a good idea to give at least cne
emplayes an incentive to stay on for a designated amount of time after you
actually stop seeing patients to finish the final closing details. Therg are a
number of loose ends to be tied together before you can consider your
practice closed. A list is found at the end of this book,

Don't be surprise'd if some of your employees are not overjoyed about your
decision to close. They may feel betrayed and rejected by you, partcularly
if there are no immediate job prospects for them. More than one physician
has besn sued by a loyal employes who decided to see the wage board
about all that overtime she put in over the years and for which she never

received payment.

You can help allay their fears by letting them know that you will do all you
can to find them new jobs. When you write to your colleagues to notify
them of your plans, send along the résumés of your staff. Let pha;ma;smi«
cal and supply sales persons know that you have some good people locking
for new jobs. Sales peaple are generally well informed about openings in
the area and can get the word around about your staff.




8/CLOSING YGUR PRACTICE

LETTER FOR
FHYSICIANS
DISCONTINUING
PRACTICE

Please be advised that because of (my retirement, health reasons, etc.) I

" am discontmming the practice of medicine on 19

I shall not be able to attend you professionally after that date,

sﬁggest that you arrange to placs yourseif under the care of another
physician. If you are not acquainted with another physician, I suggest that
vou contact the ( local ) Medical Society.

I shall make my records of your case available to the physician you desig-
nate. Sincs the records of your case are confidential, I shall require your

‘written authorizadon to make them available to another physician. For this

reason, I am incinding at the end of this letter an authorization form. Please

* complete the form and retumn it to me.

I am sorry that I cannot continue as your physig:ian. I extend to you my best
wishes for your future health and happiness.

Yours very muly,

, ML.D.




NOTIFYING TQUR PATIENTS /T

' N otitying Your Patients

_The next step is notifying your patients. To-avoid charges of abandonment,

- yow'll.nesd to send a letter to “active” patents, Active isn’t always easy to

define and in the end it is your decision. At 2 minimum, you should nodfy
all patients.seen, within the past two years.

Certainly paﬁéqrs who have chronic or complicated conditions must be
... contacted so you can help them arrange for their future treatment. Send the
) Icr_rar regisnewd mail for your high nsk patients.

If you are in group pracnc‘., aletter may not be necsssary if there will be
continuing care of your patients by your colleagues in the parmership or
corporation. But check with your local medical saciety and get their opinion
on how the situation is bandled in your area. Your patients have the eption
of changing physicians, and it is your obligation to notify themt of your

_ planned departure,

. Lock at our sample patient notification letters on the following pages. They
can be modified as you wish to mest your ne=ds and to make them personal.
Do, however, include the essenral information found in the example:
the reason you are closing the pracdcs
your date of closing
the nesd for written authorization to transfer rncdxcal records

sourcss for patients to find a new doctor

It is & good idea to send gut the letter three months before you plan to stop
practicing.
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NOTIFYING YOUR PATIENTS /9

AUTHORIZATION Dates
TO TRANSFER
RECORDS
. - - TO: - } M.D

I hereby anthorize you o ansfer or make available to

(name), M.D.
{address)

all the records and repors relating to Ay case.

Signed

American Medica Association, Cffics of the General Counsel,
Medicolegal Forms With Lzgal Analysis.




10/CLOSING TOUR PRACTICE

September 1, 19 ___

Dear Patients:

I am writing this letter to you with mixed emotions. [ am now announcing

my retirement from active practicé effective January 1, 19____ . This has
not besn an easy dacision for me t make. Caring for my padents has bezn

. a great source of satisfaction and pleasure these past years.

" 'Tam anxious that all of you will continue to receive quality medical care.
"1I'm pleased to announce that as of the frst of the year, Dr. john M. Smith
. will be taking over my practicz. Dr. Smith is a graduate of Middle Univer-

sity Medical School. He served his intemship at Central &emorial Hospital
in Centerville, Maryland, and completed his residency in Internal Medicine
at Southern Universiry. It's reassuring to me to be able to leave my patients
in the hands of such a well-traited physician. Of:course, you're iree 10 sesk
care elsewhere if you wish; if so, 1 hope you begm looking for another

doctar as scon as possible. If you don't know where to begin, I suggest you
contact Ms. Jane Cusnmins at the Central County Medical Society. She can
give you the names of doctors in the area that are accapting new patients. -

The contents of your medical chart are confidential and can be transferred
to another doctor only with your permissior. If you plan to ses a physician -
other than Dr. Smith, please sign the authorization form and remurmn it to my
office a¢ soan as possible. Your records will continue to be on file in my
former office. If you elett io be treated by Dr. Smith, you should sign an
authorization to release your records to his files on your next visit © the

office.
I have valued my relationship with you, my patients, more than I can

express in words. I thank you for your many years of loyalty and {riend-
ship. My wife, Mary, and I extend our best wishes for your future health

and happiness.

Sincerely,

Harold M. Brown, M.D.




NOTIFYING YOUR PATIENTS /11

Date:

To- O M.D.

-

' i I'lzt_:;i%by auti%dﬁ;z; y@g o trat;éf;:‘_ gr_maké éwailablc 1o

(name), M.D.
(address)

‘all the records and reports relating to my case.

Signed




12/CLOSING YOUR PRACTICE .

Collecting Accounts Receivable -

Colle::uon of Iono' due bﬂis is rarely easy and never pleasant. You have
lictle recourse. You can't, for example, refuse to transfer the record of a
slow-paying patient, nor can you include i in the record any information
about the patient’s bill-paying habits- Still, the:re are some techniques o
help you collect what is yours. -

On the following pages are a number of aids to help you establish a system
for collecting your overdue accounts, including a series of sample letters,
guidelines for choosing a collection agency, telephone techmiques, and tips
on how to deal with slow-paying insurance companies. T

One way to avaid collecton problems is to ask your patients to pay at the
tme of service. It will help you cut down on the cost of billing and when
you get ready o close out, the books will be clear.

How to stant? First, make sure your patients are well informed of your

- credit policies. Then, have your staff ask for payment at the end of the visit

and for payment on any overdue account, If the patient cannot pay in full,
have your office business manager take him or her aside and work out a

mutually agreeable plan for payment.

Letters are your next resort and they should become progressively tougher
as the bill's age mounts. Note the sample letters provided on the next
pages. Telephoning is the next step and, finally, tuming the old accounts
over 10 a collection agency,

If you are transferming your practice, you may be able to arrange with the
new doctar to try o collect your outstanding aceounts, giving him or her a

percantage or fixed fee,




FIRST LETTER
SERIES A

FIRST (ST ER
SERIES B

COLLECTING ACCOUNTS RECITVABLE /13

Dare: - :

Dear (Patent’s Name),
There must be a reason why you haven’t paid your bill of $

Waon't you call us about your account roda?? Maybe we can heip.

Sinr::rely;

Bockkesper
(pEcne number)

Date:

Dear {Padent’s Name),

- Does your statement contain an error? If su, give us a call so we can

corTect it,

Otherwise, wh};r not send your check for 3 today so we can kesp

YOUr aCCOUNL CUITENL.

Thack you
Sincerely,

Financial Secretary
(phane number)
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FIRST LETTER Date: ' i
SERIES C ‘

Dear (Patient's Name): :— ..

It’s so easy to lay aside a bill and realize later that you've forgotizn to send
your payment. We all do it from time to tine,

Your check for § hasn't come.in yer; so we thought this nete might
be a helpful reminder to you.

Sinceraly,

Financial Secretary see L
(phone oumber)




SECOND LETTER
SERIES A

SECTND LETTER -
SeRIES B

ATHANK YOU

COLLECTING ACCOUNTS RECIIVABLE /15

Date: ; ..

Dear (Patient's Name):

:I'm sure there is a good reason why we have not heard from you about

your past due bill of 3 .

Telephone me this week, because arrancemeqts must be made to aveid
callection acton. ‘ =

Sincerely,

Financial Secretary e -
(phone number)

Data:
Dear (Patdent’s Name):
Your past due account: §

Apparently you have overlooked payment of your account, which is now
several wesks past due,

It will only take 2 minute o slip a check intg the enciosed enivelope and
bring your account up to date.,

Sinceraly,

Bockkeeper

~ A partial payment on your account shows a splendid spirit of cooperation!

Thank you!
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TELEPHONE
COLLECTING AIDS
AND CHECKLIST

First Telephone Call: _ -
Make sure you are taﬂﬂno’ o DaUent. ,

Identify yoursa.f : e

Ask for payment in fu.u tcday (’Emnnasm_e payme'lt due exacdy as

scheduled. ) , L I

If patient says canndt, find out reason and offer solution to problem.
Motvate.. (Ses “Motyations.”) -

"On what dare will paymcm: reach. you? Maﬂ or personal delivery?
"Check, money order or cash? (If parienton't give a definite dare,
‘you szt the,dats whcn paymem: must be made.)

Verify emplaver, spouse’s employer, resident address.

Ask patient to wntz downl your name, amount, and date payment will
reach yow

Al e

ok

oo -1

Broken Promise: .
Check Previous | promises and payrent history,
Make sure you are ta]}cmc o oanann
Identify yourself,
Verify employer, spouse’s employer, residenrt address.
Why didn't patient let you know he couldn’t keep promise?
AlTangements were made as a favor. ,
Ask for payment in full today.
Before agreeing to another promise, be sure patient understands this
will be the last promise accepted, no more favers. Important that he or
* she make no more promises that he or she cannot fulfiil.
. 9. Motvate, (Se= “Morivations.") :
- 10. On what date will payment reach you? Mail or personal delivery?
Check, money order, or cash? You set payment date if he or she won't.
Watch out for distant promises! 7
11. Ask patient to write down your name, amount, and date payment will
reach you.

mﬂ@@%@@rm




COLLECTING ACTOUNTS RECEIVABLE/19

C. Parrial Paymem‘
1 Verify émployer, spousa’s cmuloyer address
2. Thank patient for payment.
3. Ask for payment in full today
4. If says cannet, detegnine th: pr‘*blern and offer solutions, “How much
" are you shor?” © :
MDﬂVuIB (Seﬂ \dotwanoms ) Do not allow patient o modvate
YU 10 ‘dccept partai payments. You motvate patent (o pay in full.
-a.; Ifneassary, make and aczept best arrangements.
-'a.’ On what date gach monm mII pay jme'lt reach yon?
b. Amount? .
" ¢ Mail or personal delivery?

D. Payment in the mail:

1. When was it sent? From whers? Chc..k, money order, or cash?

2. -Amount? Ifnot amount amanged, wity not‘7 "

3. Why didn’t partent pay on tme?

4, Vernfy:

oA Employer. -
b Spousa’s cmnloyef '
¢. Resident address. . _
d. Next payment due date apd amcunt,

E. -Out of Work:

1.- Where off work and wity?

" 2. How long off work?

3. What are prospects for employment?

4. Why didn’ tpaneqz let you know?

5. Can relative or friends assist?

6. Is spouse stll waorking? (Wherz?)

7. Unemployment compensarion?

8. Emphasize that they keep in touch with you ar specified dates.
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L
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Motivations: .

Show apprﬂﬂauon. You n&,ded and appreciaied the care. Show us oy
paying NOW.-

Homesty and reputation for fair play. We believe you are honest and

will pay us. Square sheoter! We know you want to do the fght thing.

Freedom from worry. You can.rélieve your mind of worry.

Save money and embarrassment. Legal action would be expensive for
both of us. Pay now and save.

Avoid ouble. If you don't pay, we will have no altemative than to
give your account 10.4 pmfesmonal collecdon agency.®

Ilness

Who is'ill (patient, spouse, cbﬂdnn)”

Why didn’t patient let you know?

Is patient really affectad by the-illness? -

a. How long patient off work? From whers?

b. How long will padent be off work? _
¢. Doss padent recsive sick pay? Or disability insurancs?

. Is this really the cause of the delinquency or a stall?

Impress patient that he or she must kesp you advised.
Try to get promise of payment. .

H. Separation or Divorce

Date of legal separation.

Altorneys’ names.

Employer.

Tell patient you will hold him or her responsible for bill unil proven
otherwise.

Ask for payment.

Set future date for patient to contact you.

*The person calling may not say that he or she is going (o take any action which he ot she
doesa't intend o take ot would take 15 2 normai course of events in the office.
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COLLECTING ACCQUNTS RECEIVABRIE/21-

Patient or Spouse of Partent Not Home:

- . 1..-Establish to whom you are talking,

If not patent or spouse. of patient:
2, When will patient be home?
b. . Where is patdent working? (Passible to call on job?)

. C. Stress urgency of call,

d. Leave name and telechone mumber.

Deceaszd Patient

~-I3ate and placs of death.

Ask for payment,
Narne and address of administrator of estate, if any,
Name and address of anamey,
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- K. Abbreviations: @ e Loz

BLC
EOM

EOW -

N
H

L HHCO -
. HTQ

LB

D
LMCO -

NA
NE/A
NI

‘NR

NSF
NSN
00T *
00w
PH/DSC
POW
PP

SEP
SK
S0S8
STO -

U/EMP
Vid/I
VEd/E

: Belligerent
- . End of Month . »o .
- _End of Weak

Final Nodicz ™ - -
He (or husband)
Have Husband Call. Office

" He Telephoned Offics ..

Line Busy .

" Long Distanice
- Left Message, Cail Offic=

Mo Answer .
No Forwarding Address

MNotIn - :

No Rezord

. No Longer Employed

Not Sufficters Funds Check
Na Such Numher

Out of Town

Out of Work

Phone Disconnectad
Payment on Way
Promise to Pay

She (or wife) -
Separated

Skip or Skipped

Same Qld Sicry

She Telephored Offica
Telephoned _
Telephoned Business
Telephoned Residencs
Upemployed

VYerified Insurance
Verified Employment




ACCQUNTS
RECEIVABLE
AGING RECORD

COLLECTING ACSOUNTS RECHVARLE /3

What is ant Accounts Recaivahle Aging Record? Itisa periodic record of
your accounts recsivable, It shaws you exacty how many dollars you have
im.accounts that arc thirty, sixty, ainety, and more days past due. Just like a
thermometer which tells you if your patients’ temperatures are in proper
range, the age analysis tells you if your patients’ aczounss are being paid in
the proper time, ' :

. When Should I' Do the Accounts Racz:’vgéfe Aging Record?

If you are on‘a manual system, e.z., peghoard, day tock, it must be done on
3 quarterly basis. A monthly basis is much better if ime PEITIILS.

- -

If you are on a computer, the regort is nommally generated on a monthly

basis, A

How Do [ Prepare the Accounss Recetvable Aging Record?

1. Each quarter, take all the ledger cards that have a Balancs and spread the
balancs due on each account in the appropriate columns, e.g., sixty days
past due, ninety days past dre, etc, Please note options below on accounts
that have a current balance (iz., accounts less than thitty days old).

2. Add each column to determine the total amount recsivable in each age
category. G- - -

3. Figure the percentags of each age category to the total accowus recaiv-
able balanc=, - :

Do [ Have to List by Name Each Accounr With a Current Balance?
No. How you use the column of current accaunrs is up to you. We sugress:

A. List by name only those persons who have a carrenr balance and an
outstanding balancs, or who simply have an outsianding balancs.
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ACCOUNTS RECEIVABLE AGING R"CORD
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COLLECTING ACCQUNTS RECIIVABLE /DS

B. Do not list by name those persons who have only a cutrent balanca,

Instead, run an adding machine tace of the sums of all accounts with only a

current balance, then enter this figure ont the “Torals” ine at tha tottom of

the current accounts cofurm, . ’ ‘ '
By only listing every account that has am outsianding balance, you'll

. probably cut in half the time it takes you to prepare the Accounts Regeiv-
able Aging Record. ;

Why Do [t? ' -

It is the best collection tool to isolate delinquesnt or scon o be delinquent
accounts. Now you have informaricn on which accounts you must take
collecdon acden cr. : e
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LETTER TO SLOW PAY Dear : (Address to Supervisor of Claiﬁs Deparntment by N
INSURANCE COMPANY — R parment by Name)
RO © - RE:r(Patent and Subscriber No. here) -

-

- On (date), Dr.___ (Include MD'’s address and pertinent 1.D.
) numbers here), who is my physician, submitted an insurancs claim for me
o in the amount of for my medical trearment. ( Number ) weeks
naye passed and paymest hasn't been reczived by me or my physician.

Please check your records and contact me or Dr, 's offics
immediately regarding téis claim. I am anxious to sewle this marter.

YOUIS u-uly’ PR

Parient’s Name ' R ;.,_
" Address T ' ’
- . . Phone Number

How and When to Use This Leszer: . - -

1. Retype this form letter and have the parient fill it out, You should

provide the names of claims department supervisors for them and a cor-
crly addressed envelope as well A photocapy of the claim foun should

also b_e incluzded.

2, Indicate ar the bowom of the letter that a copy has been seat to the siate
Insurance Commissioner’s Offica. -

3. Some stazes have statutes providing that insurance companies must
respond 0 a claim within a specific number of days. Find out if your state
has such a regulation and, if so, meation the regulation in the letter,

4. If you are a participating physician who is acceptng assignment, you can
adapt this letzer for your use and have the company respond directly 1o your
request,




COLLECTION .

. TIMETABLE—
120 DAY
SCHEDULE

PROCIDURY

TME 7 -

COUECTING ACCOUNTS RECEIVABLE /77 .

ECAMpLE

Send Paxim;Sam;:_m, -

- Month servics ~

i3 rendernd

Janyary

Send patient statement

" with first leetzer

remunding himcrhz:'&lis
i3 a second statement,

Month aftzr ..

Febriary

Problem-solving cll m
patient. Goal o

7 - secwrm cormrmitmisnt of L L L,

payment; arrage: |
" payment plan; determine
if patienr has 3 hardsitp
or Is dissatrsfiad with
care,

Priorto
mailmg of

Mid-March

Ifyou did notesch
patiznt by phons or

have Dot received
promised paymient,

sendd onie of second lagers,

Third month
after servica

March

Biiling
Second Lager

Phene patienr md

13k for 2 definite

dolfar amcunt amd

data, Render )
problem-salving assistancs

- if nexzszary OR.you may have

1o deal with 1 “brokem
promtise o pay.”

Prhorw
mailing of
fomrth

Mid-Apdl

Phona call
“Persuasicn/
Informaton"”

“Send patient starement,
amd last leder,
You may wish to

.- Phone the parent sevezal

dayw after maflmg this
letter; somne offices do,

Foorth menth
after servica

Apri]

Billing
Final Lager

" By May Tth if -

payment hasn't beeq
received and you e
cayram the panent -

it nac dizeanisfiad with
the medical care, sexxd the

aczaunt o a callection dgency,

Fifth monzh

after servics

May

Tur aczount
aver

This timetabla i based on 1 monthly billing cycle, with statements being sent betwesn the
23rd and 30th of the month, You can, f necezmary, adapr this basic system [0 your schedule.
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ASKING PATIENTS TO
PAY AT THE TIME OF
SERVYICE

G

KYZ Medical Group
1C0 Blank Strest =
Anytown, U.S.A.
Data:

Dear Patienn:

Price increases are a problem to everyone, including medical officss.
Today we find oursalves confronted with ever-increasing costs for almost

" every sugcly and service we use'in rendering professional care to you.

Rarher than mise our fess now, which we may have o0 do from time-io-
time, we are asking your help int a new cost-cutting plan. Beginning on

*.(date two 1o thres months in advancs), we will ask you to pay for your

office call at the time of your visit. By asking you to do this, we can
significanrly reduce the costs of billing and bookkesping.

We understand that occasions may ‘arise when it will be necessary for you
to réquest a statemen rather than paying at the tme of servics. We will
also centinue to recognize the nesd to set payment plans for patents wio
require exiznsive trzamment,

We wanted to explain this new system 0 you well in advarce because your
understanding and coeperation are S0 impartant

Please remember that if you have any questions about this or any other
offica policy or procedure we will be pleased to discuss it with you. We
value you, our patient, and will continue to provide you with our best
professional care.

Sincerely,

KYZ Medical Offica
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Record Reténtion ..

. Whether you refire or.sell your practics, you will want ta start making

arrangements for your medical records at least thres months before you
close. What are the rules for record retention after closing your office?

How Long Shouid I Kzzp Medical Records?

There are no hard and fast rules, says William Smith, AMA legal counsel.
“Wiers there is no legal - requirement, which i3 the case in most states,” h
says, “recards should te kept for the perod of the'stamra of limitations for

_professional labifity (the length of tme in whick such a suit can be filed).”

That time period varies from stte to state, but is usually under ten YEaTs.
Centact your local-or state medical society to be sure what the laws are

where you practics.

Note, too, that the statute of imitadons does not begin rurming for children
untl they reach the age of majority—usually eightesr. In many states, the

- stamute of limitations is two years from the date of discovery, If your

specialty is pediamics or obsietrics, or you have otherwise treated children,
you will nead to count on rewrining some records possibly a minimum of -
thirty years. -

You may want to retain some records for a “reasonable amount of time’

" beyond the stamte, Smith says. “Records should ke available in the event

that patients want or ne=d them,” he points our. “Sure, you might have only
four or five patients in a couple of thousand who ever actually contact you
for the record. But it may make a dramatic difference to that person if the
record is available.” Women whose mothers took DES during their preg-
nancy have been grateful o physicians who retained records containing che

information.
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How Do [ Decide Which Records to Keep?

' Unless you have unlimited storage space, you'll have to set same guide-
~ lines for which records to keep and. which to purge. Generally, you can toss

records of patents you saw only once for a routine checkup or procadure

and of patents with uncomplicated problems whom you haven’t seen in a
= pumber of years. :

: Degzased -paﬁenﬁ: records.can be destroyed a few years after their dearh.

Once the estate is closed, and any stamite of limitarions for wrongfal death
acdons has run, no suits for professional lability can be broughr.

You'll want to hag onto records of active patents—and there’s the rub,
How do you define active? Whers is the cutoff in terms of the date of the
last visit or the comulexity of the case? Oncs again, the judgment call i3
yours o make.
Even if you are part of 2 group practics or parmership that will retain your
patients’ records afier you leave, you may want 1o purge inacdve records
before you go. Don’t let inactive files take up valuable spacz from your
colleagues. o - :

In What Form Should [ Transfer a Medical Record?

Kesp in mind that you own the ordginal hard copy of the record. You
should hold onto it. If your patient requests that you forward a file to anew
doctor, you have two options. You can either photacopy the emzire contents,
letting the new physician decide what to retain. Or you can make a sum-
mary of the record. The sumumnary is preferable if you have made notes in
shorthand or if your handwriting is illegible.

Whar if Patient Owes on Account?

Am I Obliged to Transfer the Patient’s Record [f Requested?

You can’i refuse 0 forward a record because a parient owes you money.
Nor should such information be in the medical record. If it is, you can be in

violation of state or federal consumer Jaws.

Should I Give a Copy of the Record to the Parient?
A number of states have passed laws granrng patients the access to their
medical records. Nate, however, that you should provide a copy, not the

original.
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A case in point for rétaining your hard copy is the experience of 2 Mary-
* " *land physician we’Il tall Dr. Pirge. When he retired he decided o dispose
| of us'records by giving them (6 his patierts. A sign went up in the waiting
 o0m: “Pick up your medical chart after your last visit” And away the
patients went with their entire files tucked under their arms.

- All was well unril about a year after 'D_r._furge fiad moved to Fiorida. One
"day the state medical society reczived a frantic call from his lawyer, It
*seems Dr. Purge was being sued by a former patient.

“What is the charge?” asked the medical society’s legal counsel.
“We don’t kmow,” gt;pﬁed the i.awyer‘ “We don’t have the record.”

Fortunately for Dr. Purge, the plaindff’s aoTney was willing to share the
decument. Ard 1o Dr. Purge’s amazement he found that the patiernt after
+ reading the record had decided the doctor had hesn withholding informna-
tiont about his condition. How had he reached thar conclusion? All the
enrries were in biue or black ink, save one, which was in red. The red ink
must mean something, the patient had decided. Alas, it meant only that Dr.
Purge had picked up a red pen that day to make chart notes. :

The moral of the story is, don’t hand over original records to parients.
‘Tustead, dicrate, summarize, ar photocopy the recerd if the pardent izisists on
Aaving it
- What Aré the Options for Storing Medical Records?
If you are closing your practics you facs the decision of where o store your
records. You have several oprions:

1. Conract your local medical sociery. Some have storage centers or can
direct you to others in the communiry,

2. Do you have room in your basement, artic, or garge? And do you intend
10 stay in that location? Are these piaces dry and safe?

3. Check out storage companies in your area and what they charge if vou
must refrieve a record,
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What About Microfilm? R
1\.!11(:'0111111111‘T records may or may fot 'ce the answer {g your storage

problems. The inidal cost can be high, depending on the size and numeer

of charts. The major cost s for labar to prepare the record for filming. You
may waneto select only cermain material for iming, which will require
review of each record. Then there is the removing of staples and parer clips
and puring the parers in the proper seguences.

W?lar Caﬂ [DO W‘iffl X"f'ﬂ)} Fzm? e
According to Smith, if you retain the report on the x-ray, the information is

probably safficient. If, for any reason, vou think the x-ray might be Meeg“ea
later, keap it '

You may be able to twm in the x-rays for their sitver valne. Call your medi-
cal society to find our who myour arez nn:,m:be interested in the flms for

their silver conzenr. Lo o

How Do [ Destroy Records?
You ne=d to find a way in which they will nct fall into the hands of some-

_one outside who mighr use them: If you have a refuse service pick up the

gords, be sure they will be bumed (it or tear them in haif before
disposing.
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Agencies To Notify

L. e -

Whether a physician retires, dies, or simply changes address or practce
stams, c211ain. agencies must be notfied as scon as rossible. Some notifica-
tions are required by law, some are good putlic reladons, otters just maks
good sense.

State Boards of Medical Examiners want (0 know where their physician-
licensess are living, The State Board should te advised of any changs in
residerics or pracics location =

The Drug Enforcement Administration must be notfied when a physiciac
retires, dies, or changes the location of the practcs. They will give instruc-
tons as to. the disposition of any narcatics and/or drugs, as well as your
certificate of regismation, order forms, records, ete. In additdon, you may
nesd (0 COMACT your State agency, such as the State Commissioner of
Mareotics and Dangerous Drugs. :

Professicnal associations such as the American Medical Association, your
specialty socleties, and county and state medical sociedes should be
notified as well. Note that the AMA maintains the national registry of all
physicians, The address is 535 N. Dearborn, Chicago, IL 60610, Addresses
for most state, county, and specialty societies can te obrained by writing
the AMA.

The major insurance carrers should be advised of your change in stats
and address due to the long lag time between filing of claims and fnal
paymient. Be sure (¢ nodfy:

* Medicare

+ State Medicaid Program

+ Locad Blue Shield Plan 7

+ Other major-commercial carrfers =~
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All addresses should be available from your state Insurance ., .
Commissioner’s Offics, - Ll

. The Social Se«:&&it{idﬂﬁjﬁistrﬁﬂon Offics should be another S19D [0 make
- if you are approaching your 63th hirthday. Apply for your benefits as weil

as Medicare coverage. Be sure (o get a complete nindown of what Medi-
care covers (you probably know wiiat it deesn’t cover, from experiencs!)

‘5o you can gvaluate supplemental coverage ne=ds.
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CLOSING CHECKLIST 1/35

before closing

Cmeme ' STEPS TO TAKE
Lease | Al the beginning af Make wrmgements for an “escape clanse™
- ropextledsatern ~ 10 be wrinten into your leasz, Most
: - landlerds will agrae ta this widh a six-
month noges. If you cannot negadate an
- - © escape clause, be sure you have dies right
. 5 subleasz your space,
Accounrs " Two years before closing " Consider asking for paymene ac the time of
Rec=ivable {ar 23 soon a3 possiole) sexvics charges. Begin aging your acsoumts
reczivanle, if you do noc presenly.
Develcp a polished mail and telechone
collecton program, Tightes up mocsdimes
for iesarnes Aling. Be suxs you have 1
tickler le astablished w follow up slow
claims. -
Eoployess Apmroximately thres Notify emplaye=s of your plans. Assist
months befors closimz them = fnding employment, if possitle.
(perfaps a bit long=s, Arzmge for b=y persan(s) o remain as
depending on employess' long as you'll nead them, Line up potezdal
coommstmess amd the temparics in the event people leave
lecal job market) befors your close. Be square with staff
egading overtme pay, unusad sick laave,
and vacarion, Raview your policy manual.
Discuss the amomt of vesting emplayess
may have in pension plans and how funds
are ta be tamsteored.
Parient Approximately thres Tdensfy patients that are active, Drafta
Records menths before closing aotics to them of yaur plans. Mail notics
' (cr langer, based on with an muthorization to reiease records.

- local chrcumstancss) Start proc=ssing wansfers. Know your staes
regulatons regarding patient access ©
resords and Tetention requirements. Mlaics
arangemenss for storage of remaining
records, or microfilming. Draft 2 nodes
for the newspapes,

Equipment Thrze months Explore sourcza available for sale andfor

disposidon of offics equipment and fursi-
urre, Have equipment appraised; nlacs ads
in journals if yau wish to sell, Consider
donaticrt if appraisais arz low or you den’t.
wish (o bother aying to szlL
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" CLOSING
CHECKLIST I
(TO BE ATTENDED
TO AT OR PRIOR.
TO CLOSING) *

_] Insurance: Be Sure to As& for Premium Refund!

" Offica iasurance, both pefsonnel and contents, must be maintained untl
business is forma]ly conciuded. File final unemploymernt returm, cancal

_ wmkar’s compensaticn, officz cantents, and liability policies when prem-
ises are totally VaC:l[E:d. Eesp any accounts receivable coverage undl
accounts are paid or mrned over o a collector.

t‘, Professional Hability may te cancziled only if you plan to cease practicing

entirely, If you've bezn coversd under a “claims made” policy, arange for
}rour ‘.‘tail" cavemge. Be sure 10 ke=p all old policies easily accassible.

Acﬂoum Payab{e Irem:

e Notuy all suppliers and request dnal statements. You may be able 0

requm some unogened containers for credit.

+ Notify utilities, inciuding teleghone, of the date you wish service discon-
timzed. (Ses note about your Elephane exchange below.)

+ Keep business checking account open for thres, months after closing. Tids
should allow all bills to be paid. Deposits from patients and insurance
paymenrs may straggle in afizr that date, but can te deposited to your
personal account, so long as a record is kept. Check with your accounzant.

3. ltems for Your Accountant:

« File necessary final tax forms.

« Notify Keogh or corporate refrement plan of your intentions and those of
your employess. -

» Make arrangements for retenton of business and personnel records.

4. Discominue Magazine Subscriptions and Ask for Refund, or Notify
Publishers of Your New Address.

5. Write “Return i Sender” on All “Junk Mail.”.
6. Notify Personal and/or Professional Associations.
7. Leave a Forwarding Address with the Post Office.

8. Send Personal Lettars of Appreciation to [ndividuals Who Have Helped
You in Your Career.




10.

1L

. Donc'zfé Béokx, Jaurm].} to czlgh’fealft‘;“a! Libra:fy.

e

CLASING CHECKLIST I /37,

Dupose of Drugs Ar:f‘sr:i.no to DEA Instructions. De:rm Y, AII "[,muserf
Prescription Pads f You Ara Duconrrnumg Practica, y E

Securafy Store Al DzD!omas L*cemvas Indicarions of Medical
Membership.

. Give Some T? acught to Kgspi-ﬁg Your AMen'ng Service Active for Any-

where Between Three Months w0 a Year, Depending Upon Local Circum-
stances, Your Specialty andlor Patiznt Popularion. Check with the Local

- Medical Sociaty far an Advisory Opz‘m’on.

13.

Be Sura ro Advise Local Ma:ucrf Sociery of the Location of, s Q@Rem@z’?
ing Records. o 'i s T




Fepruary 1, 1530
Every Thursday, Florida Mecical Asscciation weekly public=tion. A

weakly update Tor Cotunty Madical Scciety and Specialty Group
Jenes, FMA Executive Vice President.

Executives from Donald C.

MEDICAL RECORDS ON RETTIREMENT

A physicizn is recuired to rnotify patients of fHis/her intenticn
to retire=, Twa fTorms af netics are recuired by rule of the Board
af Medicine. The Tirst is placad in the chysician’s aoffice at
least 30 days prior to retirement. I+ gives the date -of
ratirement and oTtfers to teamafar copies ofFf records to arnather
physician or to the patient. The second is placed in the
circulaticn in all countias 1n Wwhich The

It gives the date af retirement and
abtain their records.

rewspaner of greatest
mhysiciarn practices.
crevides an address whers catients mavy
This notice must bDe published at least 20 days prior to

retiramsnt.

Florida Medical Association
POBOK |2
T liohassee, P 2201
U FL- - 2C0-TT6- 013D
L=0- 22 Gk




\O"" PL(YS‘/(*
C _--.\4

PARTNERS
PRE'\/’E“JTTON

requipss carsiul gézgszaa e

etirerment is your reward for years
of hard work and shouid be a pos-
itive experience. Unfortunately,
some physicians put off planning
for retirement until the time ac*ualiv
arrives. However, with careful planning

and a positive attitude, your retirement can
be a pleasant experiencs, '

Planning ahead for the day you ratire not
only saves dme, but can heh: ‘eliminate same
of the stress. The amount of tme nesded
ta plan for your retirement will depend cn
the circumstances surrouading your deci-
sion, ranging anywhers from a few months

to several years.

Tail Caverage

After making necessary financial
retirement arrangsments, you’'ll want
to consider vour professional labil-
ity insurance. Maost insurance
policies in Florida are claims-
made contracts. which simply
means coverage stops when
the pelicy exgires and no
claims will be covered

after that date. You Vfﬁzé/
&

should not cancsl
your liability
insuranca until
YOuL cgase
practicing
campletely.

| closing your nractics

&5
E

For your protection and that af vour
family it is a good idea to place an sxtended
repordng penod endorsement or vour last
policy, commonly referrad to zs tail
coverage. Tail coverage can ner=ally be
obtained in two ways. You may purchase
coverage at 1.3 to 2 times yousz ias Izst vear's
premium. Also, same compariss provide
tail coverage at no charge if ycu meet
certain retirement criteria. Mest com-
panies require a minimum of Zve years
cunt?ﬂuous caverage prior to recizment

See Prociics on pag2 2
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:Egga‘ig retirement plans is pafients by mail

. If you decide to slow your practice  physicians for permanent or lang-term
down before officially ratiring, find out duration of at least one year, except for -
if vour carrier has'a part-time practice pregnancy. (Maternity leave will be for
" discount. FPIC offers part-time prac- at least 3 months, not to excesd 12
tice coverage that allows qualified phy- months.) All applicants are subject to
sicians to receive discounts up to 50%. . company appreval, and practice time
This protection has no age requirement may not exceed 1,000 hours per year.
and is available ta a wide range of :

-

Sampis letter for physicians closing a praciice

Dear M

Please be advised that because of my retizement [ am discontinuing the practice of
medicine on ,12__. [ shall not be able to attend you g professicnally after

that date.
[ sugaest that you arrange to place yoursalf under the care of another physician.

If vou are oot acquainted, with another physician, [ suggest that vou centact the
Medical Society.

I shzll make my records of your case available to the physician you designate. Since
the recards of vour case are confidential. I shall require your written autb.onzcﬂlon -
maka them available to anather physiciazn. For this reason, [ am including at the end
of this lester an authorization forma. Please complete the form and returm it to me.

I am sorzy that [ cannot continue as yout ohysician. [ extend to you my best wishes
for your future health and happiness.

Yaurs very walv,

Date

To: . MDD

[ herehv authorize vou ta transfer or make available to (name) , MO,
(addrrss] all the records and reporis relating to my case.

Signed:

A Physician’'s Guide to Cearing up for Retirament. American Medical Association, 198..
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Praciice choices far retirement: ssll op siﬁss

Jfrom page 1
before providing you with free tail coverage.
FPIC pravides free tail coverage upan retire-

ment at age 53 or alder if vou have been an

FPIC policyholder for five consecutive
years immediately prior to retirement. It is
to your advantage to call your carrier and
find out its requirements.

¥hat to do with your practics
" Retiring physicians usually have the
option of either seiling or closing their
practices. Selling your medical practics
involves allowing another physician ta
take over your practics.
sell your practice you may wish to seek
professicnal advice before proceeding with
the sale. Your practice may bhe worth more
than you realize.

Rather than find a buyer, you may
choaose to close your practics completely.
Closing your medical practice is nat as

simple as it may sound as it involves taking -

care of many impartant details. Far
instance, you can't inform patients of your
intention to retire by merely posting a
notice on your coffice door. Certain formal-
ities concerning your employees, patients,
and office equipment need careful atten-
tion and consideration.

Guidelines for closing vour practce fol-
low, bawever for additional informaticen,
you may wish to contact the American Med-
ical Association, Florida Medical Associa-
Hon or your local county medicat saciety.

Gufdelings to help you clasa your pracics

1. Motify your employees of your plans
well in advance. This allows them time
to seek other employment. To help
finish closing details, you may wish to
give a few employees the incantive to
stay on after you stap sasing patients.

If you decide to )

i

w

~{

10.

MNatify all active patients by mail of
your intention thres months prior 1o
retirement. An active patient is some-
one seen in the last two years. For hjeh
risk patients, send the letter registerad
mail.” A sample letter is incluaea on
page three.

Transfer copies of medical recards to

ew physicians upon request. Do net
send original records. Inform vour
local medical society of the location of
remaining records.

Arrange for storage of patient recards,

~The law requires vou to retain recorcs

for two years. FPIC recommends records
be held for seven years. which is.cur-
reatlv the maximum period of tine to
bring a claim against vou.

Begin collection of accounts receivanle
several months prior to your redrement.
One way to avoid collection preolems
is to ask patients to pay at the time of
service.

Consider keeping vour business
checking account open for an additional
three menths after you close vour
practice to allow payment of late bills.

Properly dispose of all drugs and con-
trolled substances. Coatact the appro-
priate regulating body for insuctions.

Sell ar dispose of your equipment.

Notify insurancz companies who iasurs
your offics, cars. and emuplovess of vour
intent to retire. You may aead to change
some of vour coverage to individual
rather than corcorate.

If vou lease vour offica space, arrange
for cancellation at the bemnmnn of the

last term.




Internpeting the alibreviation "D/C" o mean
"discontinug” rather than "ischarge”

patient with gastrointestinal
bleeding had been hospitalized

q for over a week, On day 11, the

d patient’s dactor reviewed his chart
and decided he could be discharged the
ext day. In preparation for dischargs, the
doctor charted:

4 Wﬁ/ LS f"“(i
A nurse interpreted this order as “discon-
tinue the medicatons listed.” and did so
immediately.
The murse discoversd an erzor the next
dav when the dcctor came to the unit and
handed her thrae prescriptions, explaining

they were for the patient’s discharge
medications. Confused, the nurse said, “]
thought you discontinued all his meds,”
Pulling the doctor’s order from the chart,
she pointed ta “D/C meds.” The doctor
explained that he used “D/C'Lin this arder
to mean “discharge. *

This error illustrates how a little abbre-
viation can create a big preblem. Usually,
accompanying information will make the
correct meaning abviaus when an abbravi-
ation has more than one meaning. Usually...
but nat always. To prevent such errors, be
wary of any order in which “D/C” or other
ambiguous abbreviations are used. And
encaurage doctors to deuble-check sach
order they write to make sure its meaning
is clear.

Raprinted with permission from 200
Medication Errors and How to Avoid Them
Copvright 1991 Springhouse Corporation.
All rights reserved.

Florida Physicians [asurancs Company (FPIC) publishes Preventive Actionon abi-mo nthly
hasis as a service ta its policvholders. Information in this publication is not intended to be
The information and suggestions contained in this newsletter are gener-

legal advice.
FPIC recommends you obtain legal

alized and mav oot apply to all practics situations.
advice from gqualified attarney for a specific application to your practice.
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Do you need tail coverage:

syl olecka 2 SaTY
. HOLS

Rille BARS-12.006, Florida Administrative Code requires a doenses wi
medical malpractice instrance 1y have coverage forevents %w 4517 ()
wwo-year period. The rule provides thal:

i¥ 2 licensee, oursuant fo e provigions of Section ABR 320 F 5 rensws a7
activates a ficenss based ¢ '=' ohtaining-or mainfaining pro L%E)‘Qﬂai habiit 'y
insurance, the licensee mu 18t carry INsSurance which covers avenis ﬁfhi
securred during the biennium mr which the license fenawal Of reariw ke
was obtained. Thiscan be: accomplished by the licenses carrying insuran
... atthe time of licensure renewal or reactivation which cover i
T pecurred during The period at issue (ocCUITence Covarage) of
claims made nsurance policy Wi ith a two year relicactive da
coverage). Inany evert, the licensees whaﬂiaems for purpose
1o be insured must have insurance coverage in effect » Jhich provides ©
claims ocourring fam ﬂ**e nravious bienniam effective dats 1 the renewal of
verage must alse bain effect for claims made dunng
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reactivation date and ¢
the pericd of 1 .unawﬂl or K’Pa"’i‘\f%‘m{}ﬂ

7;‘_\;’3%3&0 1 fa@'g.:

OFf note are the wo phrases wwrﬁ state that this rule

weonews or activates a license c@d on obiaining of maintaining

insurance... and "ihe 5?0&3115\,\: w‘hﬁ claims for '*ur,m*‘m: a:uL lies ;
Therefore, the law df-- not apply 1o those physicians whey self inaure, and suct doooe
need not obtain tat © dge- ‘

This ariicle is presented for ¢ schicatonsl purposes only and should not be token 25 3 sub
which Should be obtainest fror pers ! legat counsel MNaverthaloas, the P4 fopes &
provided hgrs arf in s publications continues to assist physichans g

common legal queslions wing ther to freat patients, instea ad of arz’d,em G e
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RETIRING/CLOSING/RELOCATING A PRACTICE

The 1997 Legislature revised the requirements that must be followed when a physician retires, closes his office or
retocates his practice. The Legislature developed the concept of a “records owner.” A “records owner” may or may not
be a physician. A ‘records owner” means any health care practitioner who generates a medical record after making a
physical or mental examination of, or administering treatment or dispensing legend drugs to, any person; any health
care practitioner to whom records are transferred by a previous records owner; or any health care practitioner's
employer, Including, but not limited to, group practices and staff-model health maintenance organizations, provided the
employment contract or agreement between the employer and the heaith care practitioner designates the employer as

the records owner. Section 456.057(2), Florida Statutes. The statute now requires the “records owner” to notify.

patlents of the retirement, closing or relocation of a physzcxan When the recards ownerretires, terminates a practice,
or is no longer available to patients, Section 456.057(11), Florida Statutes, requires the records owner to notify the
patfents of the termination, relocation or unavaitability in the following manner:

1. .. Publish in a local newspaper a notice containing thé date of termination or relocation and include ah address
~here the records may be obtained from the physician termmating practics or another licensed physician), OR

2 MNotiiy patients in wrltmg of the date of termination or relocation and include an address where the records may

Je obtained from the physician terminating practice or another licensed physician), AND
3. Both notices must advise patients of their opportunity to obtain'a'copy of their records.

n addition, Section 456.057(12), Florida Statutes, requires that the records owner notify the Florida Board of Medicine
ind advise the Board whe the new record owner is, and where the physician’s medical records can be found. The
ecords owner should also review all managed care contracts to determine if any notification provisions must be

omplied with.

‘his change will primarily affect employed physicians whosa employment agreement designates the employer as the
acords owner. It will have little affect on other physicians, especially those physicians in independent practice. Inthat
ase, the physician who generated the record after treating the patient will be considered 1o be the "records owner,”
nd, therefore, the requirements discussed above will fall upon the physician. In the case of an employed physician
vhose employment agreement designates the employer as the records owner), this responabshty is placed upon the

mployer.

Is Important to note that the Board of Medicine has adopted a rule that imposes certain requirements on physicians
ho relocate or terminate their practices and are no longer available to patients. Rute 64B8-10.002(4), Florida
dministrative Code, requires physicians to publish a notice once a week for four consecutive weeks in a local
swspaper of greatest circulation. The notice must contain the date of termination or relocation and include an address
here the records may be abtained from the physician terminating practice or another licensed physician. A copy of the
fice must be submitted fo the Board within one month from the termination or relocation. The rule also gives
ysictans the aption of either placing a sign in a conspicuous location in or on the fagade of the physician’s office or
Aifying physicians by letter of the termination, sale or relocation of the practice. The sign or letter must notify patients
their opportunity to transfer or recelve their records. The requirements set forth in the Board’s rule are separate and
art from the requzrements set forth in Section 456.057, Florida Statutes, and must be followed by all licensed

ysicians,

ncomitantly, a physician is responsible for ensuring that these racords will be available to his former patients for a
riod of five (5) years from their last visit. A physician thus must make arrangements to efther have another physician
come the new records owner, have a medical records service store copies of the medical records and prowde copies
on request to former patients, or himself be available to provide copies.

“article is presented for educational purposes only and shoufd not be {aken as a substiie for legal advics, which should be obtained frorm personal legal counsel,
ertfieless, the FMA hopes that the information provided here and in ifs other publications confinues o assist physicians in answering many of thelr most cornmon
I questions affowing ifiem fo freat patients, instead of addressing legai concams.




