	Office Closure Checklist



Colleagues
Make a list of colleagues you refer to; consider sending each one a letter informing them of your practice closure (see sample letter)

BC Cancer Agency (BCCA)
Inform them that you will not be able to do follow-ups on PAPs and Fit testing recalls, etc. Provide new Family Doctor's address for outstanding tests. If you do a PAP smear within a short period before closing your practice, results can be expedited if requested.

College of Physicians and Surgeons of BC (CPSBC)
Inform them of any change in your practice, including your new address and future location of your medical records.

Medical Services Plan (MSP) 
Inform them of your change of address and advise them if you plan to permanently stop billing MSP for patient care. You will want to inform them after any resubmitted or rejected claims are settled. If you plan to locum, you should not deactivate your MSP number.

Hospitals
Notify any hospital staff office where your patients are being treated of your change in practice status and address. You should also communicate any necessary change to your hospital privileges, if applicable.

Residential care facilities
Consider timeline of 1 year to 6 months for notifying facilities, family and patients. 

Laboratories (Lifelabs)
Inform labs to stop all standing orders (e.g. INRs) and not to send copies of lab work to you but to only the ordering physician and others needing to be copied. Also inform them of your new address. 

Radiology services
Inform them of your closure and change of address.

Pharmacies
Inform them of your closure to stop receiving fax renewal requests, try to notify the main pharmacies used by your patients—it helps to keep a list of these as they come in.

Excelleris
Make sure you still have electronic access to this in case you need to check on one or more of your patients or decide to do clinical work elsewhere.

Canadian Medical Protective Association (CMPA)
Inform them of your change of address and any change in scope of practice.

Doctors of BC
Inform them of your change of address and contact information. This may affect category of membership and associated fees.

Doctors of BC Insurance
Consider if you need/want to cancel some types of insurance no longer needed or for which you would no longer qualify (e.g. office overhead, level of disability coverage, etc.)

Canadian Medical Association (CMA)
Notify of change of address and status.

College of Family Physicians of Canada (CFPC)
Notify them of change of addresses as well as change in your membership and practice status (if applicable). 

Royal College of Physicians and Surgeons of Canada
Notify them of change of address as well as change in membership and practice status (if applicable).

Canada Revenue Agency (CRA)
Update and redirect mail to a new address for payroll, GST, personal and corporate tax info (if incorporated).

Lawyers
Notify those dealing with any of your unresolved patient claims.

Insurance Corporation of BC (ICBC)
Inform them of change of address and practice closure or relocation.

WorkSafeBC
Notify of address change and practice closure or relocation.

Canada Post
Redirect mail to forwarding address.

Medi-Trans
Make arrangements on how your mail should now be directed, since delivery is only available to medical offices.



Pathways BC
Update your contact information or ask to be removed from listings (if applicable).

Insurance
Cancel or adjust office insurance and extended benefits insurance for employees

Business license
Cancel or adjust your business license.

Banking 
Notify your bank of address change.

EMR provider
Notify them, establish your timeline, the cost of exporting files for storage, and cancel any services, if necessary.

Answering service
Notify them to cancel or adjust your account.

Call service 
Notify them and cancel or adjust the services.

Phone lines
Cancel all lines except your main line, which you should maintain for at least one year, with a message indicating to patients that you are no longer practicing or have relocated. In your message, include where they might obtain their medical records, as well as any other information you feel is important for them to know.

Medical and office supply companies
Cancel any outstanding orders.

Companies that send you bills (e.g. vendors, internet, telephone, hydro, insurance, janitorial services, accountant, etc.)
You will need to redirect mail and terminate or redirect services as appropriate. 

Building Landlord or Leasing Manager
Contact them in advance, as stated in your rental/leasing agreement. 
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