
[Your Clinic's Letterhead] 

[Date] 

[Recipient's Name]  

[Recipient's Title]  

[Recipient's Organization/Clinic Name]  

[Recipient's Address]  

[City, State, Zip Code]  

Dear [Recipient's Name], 

Subject: IV Insertion Policy for [Clinic Name] 

We are committed to providing safe and effective care to all patients at 

[Clinic Name]. As part of our protocols, we have established an IV 

Insertion Policy to ensure that all procedures are performed with the 

highest standards of practice. 

1. **Purpose**  

 To outline the guidelines and procedures for the insertion of 

intravenous (IV) lines in our clinic. 

2. **Scope**  

 This policy applies to all healthcare providers involved in the 

administration of IV therapy. 

3. **Procedure**  

 a. Qualifications: Only licensed and properly trained personnel may 

perform IV insertions.  

 b. Equipment: Ensure all necessary equipment is available and sterile.  

 c. Site Selection: Follow guidelines for selecting an appropriate vein.  

 d. Infection Control: Adhere to strict aseptic techniques to prevent 

infection.  

 e. Patient Consent: Obtain informed consent from the patient prior to 

the procedure.  

 f. Documentation: Record the procedure details in the patient's medical 

record. 

4. **Training**  

 Staff must complete IV insertion training annually to maintain 

competency. 

5. **Review and Revision**  

 This policy will be reviewed annually and revised as necessary to ensure 

compliance with best practices and regulatory standards. 

Thank you for your attention to this important policy. For any questions 

or further information, please do not hesitate to contact [Contact 

Person's Name] at [Contact Number] or [Email Address]. 

Sincerely, 

[Your Name]  

[Your Title]  

[Clinic Name]  

[Clinic Address]  

[City, State, Zip Code]  

[Phone Number]  

[Email Address]  

[Optional: Attachment - Detailed Procedure Guidelines] 


