Model Letter: Send Letter to Referring Physicians When Test Must Be Cancelled Due to Stale Orders

[Insert date]

Douglas Doe, MD
Main St. Internal Medicine Assocs.
567 Main St., Ste. 8
Anytown, USA

Dear Dr. Doe,

Thank you for the referral of your patient, Sam Smith, for a [insert test, e.g., 
chest X-ray] to [insert diagnosis, e.g., confirm diagnosis of pneumonia]. 
Unfortunately, Mr. Smith delayed making an appointment for the test and appeared 
in our offices today, Feb. 18, 2004, with an order from you dated Nov. 28, 2003.

To protect your practice, our practice, and our mutual patients, it is XYZ Radiology’s policy to confirm any order for a [diagnostic/screening] test that was written more 
than [insert #] days prior to the patient’s presentation in our office.

When we attempted to contact your office today to confirm the order, we were 
unable to do so. Accordingly, we cancelled Mr. Smith’s test and requested that he 
secure a more recent order for the test. We also counseled him on the importance 
of securing the order and rescheduling the test promptly.

We apologize for any inconvenience this policy causes you or your patients, but 
be assured that this policy is designed to assist us in providing your patients with 
the best possible care.

Yours truly,
Rhoda Radiologist, MD
XYZ Radiology

