
 
  
INFORMATION FOR PATIENTS REQUESTING DOCTOR’S LETTERS OR COMPLETION 

OF FORMS 
 
How do I request a letter from my Doctor?  

• You must put your request in writing, detailing your requirements and submit it to the 
practice via the Reception desk or via the practice website PATCHs link 

• Please note these letters must be paid for in advance before the doctor writes the 
letter. If submitted at the desk we will ask for payment at that point, if you submit via 
PATCHs we will contact you to either attend surgery to pay or make a payment over 
the phone.  

 
I need the Doctor to complete a form, what do I do? 

• Bring the form to your nearest surgery and reception will advise of the cost for the 
doctor to complete the form, take payment and pass it to the relevant doctor on your 
behalf. 

 
Why do I have to pay for a letter/form from my Doctor?  

• The NHS does not pay the practice for this work. Therefore, we need to make a 
charge to cover the time it takes a GP to review your medical records and type a 
report or complete a form.  

• We will ask you to pay in advance for a doctor’s letter/completion of a form. The 
reception team can advise you of this charge when you make your request 

• The length of the final letter/form does not necessarily reflect the amount of work 
involved in producing it.  

• We are unable to waive the charges for these letters.  
 
What information can I expect a Doctor’s letter/form to contain?  

• Any information must be statements of facts based on evidence in your medical 
record (for example, we are not able to advise employers about how they should help 
you, and we are not able to ‘encourage’ housing associations to re-house you). It is 
up to the person receiving our letter to use the factual information contained within it 
as they see fit.  

• Some patients ask us to confirm how their medical condition affects their ability to 
perform certain tasks. This is a ‘functional assessment’ and rarely forms part of a 
standard GP assessment, hence we are often unable to comment on functional 
aspects of your symptoms.  

• We are unable to undertake further clinical assessments specifically for the purpose 
of producing a letter.  

 
Supporting Evidence for PIP Claims 

• Please refer to the PIP hand book “Claimants should only send in photocopies of 
things they already have available. They do not need to ask for other documents 
which might slow down the claim or for which they might be charged a fee – for 
example, from a GP. If we need this we’ll ask for it ourselves using the contact details 
the claimant provides on the form.” 

 
How long does it take to produce a Doctor’s letter/complete a form?  

• Depending on the type of letter required, it can take up to 40 days to produce.  
 
 
We ask that you consider the content of this information leaflet carefully before 

paying us for a letter. Once a Doctor has produced the letter we are unable to make a 

refund if the content of the letter does not meet your expectations. Whilst 

endeavouring to help you as much as possible with your request for a letter, please 

remember that there may be occasions when the Doctor feels unable to help you with 

your request and as indicated above, we are not obliged to undertake this non-NHS 

work. 


