


















Checklist (prior to closing) 

o Office insurance, both personnel and contents, must be maintained until 
business is formally concluded. File final unemployment return, cancel 
worker's compensation, office contents and liability policies when 
premises are totally vacated. Keep any accounts receivable coverage until 
accounts are paid or turned over to a collector.

o Professional liability may be cancelled only if you plan to cease practicing 
entirely. If you've been covered under a "claims made" policy, arrange for 
your "tail" coverage. BE SURE TO KEEP ALL OLD POLICIES EASILY 
ACCESSIBLE.

o Notify all suppliers and request final statements. You may be able to 
return some unopened containers for credit.

o Notify utilities, including telephone, of the date you wish service 
discontinued.

o Notify Board of Pharmacy (401-222-2828); state Medicaid and Medicare 
programs, local Blue Cross (401-459-1000), United Healthcare of NE 
(401-737-6900); Neighborhood Health Plan of RI (459-6000).

o Keep business checking account open for three months after closing. This 
should allow all bills to be paid. Deposits from patients, insurance 
payments may straggle in after that date, but can be deposited to your 
personal account, so long as a record is kept. Check with your 
accountant.

o Notify corporate retirement plan of you and your employees' intentions.

o Make arrangements for retention of business and personnel records.

o Discontinue magazine subscriptions and ask for refund or notify printers 
of your new address.

o Cancel or change status in personal and/ or professional associations.

o Leave a forwarding address with the post office.

o Write "Retired-Return to Sender" on all "junk mail".

o Dispose of drugs according to DEA instructions. Destroy all unused 
prescription pads.
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Storage Facilities 
 
 
 
Gorwood Systems 
401-333-9090 
 
Cornerstone Records Management 
401-885-0088 
 
Iron Mountain  
1-800-934-3453 
 
The Quinlan Companies 
401-461-5353 or 888-416-5353 
  




