Sample letter denying request to process application

Date:
Dear Dr. _________________: (Potential applicant)

This letter is to inform you that (insert hospital name) cannot process your application for medical staff membership. As I indicated to you in my letter of ___________, our governing board requires that you must:

1. Be board-certified in the specialty in which you are requesting clinical privileges or become certified within ______ years of successful completion of postgraduate training

2. Have actively practiced for at least six of the last 12 months (residency or private practice)

3. Have established or plan to establish an office or residence within 30 minutes’ commute of (insert hospital name)—unless you are joining a group and at least one half of that group lives within the specified distance or provides other acceptable evidence of patient coverage

4. Be currently licensed to practice in this state with no restrictions

5. Maintain professional liability insurance in the amount specified by (insert hospital name)’s governing board

6. Agree to comply with all hospital policies, rules and regulations, and the hospital code of ethical conduct

The information and supporting documentation that you provided on your application  indicates that you do not meet __________ of the above criteria, and therefore you do not qualify for membership on our medical staff. If you have any questions about this determination, please contact the medical staff office. 

Sincerely,

Chair, Credentials Committee

Source: The Credentialing Coordinator’s Handbook, by Anne Roberts, CPMSM, CPCS. HCPro, Inc. 2007. 


