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Inspect a received medical-record packet for missing components and factual errors, then
request the appropriate access follow-up or amendment.

WHAT THIS WORKBOOK HELPS YOU DO

01 - 02 - 03

Complete your expected packet Complete your completeness Complete your factual-error and
inventory inspection amendment request

For people handling accident-related paperwork and preparing clear, evidence-backed questions.

Use it on screen or on paper. Save a personal copy before entering information. Blank response areas are fillable;
printed copies work just as well. Keep completed copies private.

Scope. Educational organization tools, not legal, medical, tax or financial advice. No claim result, coverage decision
or payment is promised. Verify policy language, current local rules and all deadlines with the appropriate
professional or official source.
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START HERE

Start with a clear working file

Work on one claim, account or issue at a time. Keep originals unchanged and label working
copies with a short evidence ID. Complete the guidance in order, then use the worksheets to
turn questions into an organized next step.

A practical order

01 Read the four guidance pages before filling the worksheets. Mark facts you can support
and questions that still need an answer.

GUIDANCE / PAGES 03-06

02 Use the fictional examples to check your method. Their facts and dollar amounts do not
describe your claim or predict an outcome.

EXAMPLES / PAGE 07

O’% Complete the four working sheets, then use the readiness check and next-step page.
|
Duplicate a worksheet when you need another record.

WORKSHEETS / PAGES 08-11

Protect your information

Store completed copies somewhere private. Use a claim or account suffix when a full identifier is
unnecessary. Share only relevant copies through a verified recipient and appropriate channel. A
saved PDF can contain personal information even when it is not open on screen.

Before a deadline. Do not wait to finish this workbook when a notice, release, court paper or policy deadline needs
attention. Verify the actual requirement and seek qualified help promptly.

START GUIDANCE EXAMPLES WORKSHEETS NEXT STEP SOURCES
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GUIDANCE 1

Deline the record set and
purpose

Write down why you need the records and which encounters, providers and dates are involved.
A portal summary, itemized bill, imaging report and actual image file are not interchangeable.
Use the first worksheet to list the record components you expect and how that expectation
arose. Do not request unrelated history simply because it might be available. Keep access
requests for your own records distinct from requests to transmit records to another person;
fees and legal requirements can differ. This workbook focuses on your own access and factual
review.

Request specific missing material

Compare the request you sent with the material received. If you asked for encounter notes but
received only a visit summary, identify the missing category precisely. Include the provider, date
range and prior request reference in the follow-up. Ask whether a different department holds
imaging, billing or outside reports. Record any explanation that a record does not exist instead
of treating absence as proof of concealment. A useful request describes the needed document
and its source without asking staff to create a medical opinion that does not already exist.

RELATED WORKING SHEETS

@ Expected packet inventory @ Completeness inspection

Sources for this page: [1], [2], [3]. See the linked source guide.

START GUIDANCE EXAMPLES WORKSHEETS NEXT STEP SOURCES
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GUIDANCE 2

Inspect the packet
systematically

Create an index before reading for substance. Check patient identifiers, provider, encounter
dates, page continuity and whether attachments named in the notes are present. Mark duplicate
pages without deleting the original file. Compare the encounter list with appointment or billing
records, recognizing that those sources may use different dates or names. A packet can be
complete for the request yet not contain every document relevant to a claim. Label the review's
scope so a later reader understands what you checked and what remains outside it.

Separate fact, recollection and clinical judgment

An incorrect date or wrong side of the body is different from disagreeing with a clinician’s
assessment. Record the exact entry, page reference, your reason for questioning it and any
objective support. Where the issue depends on memory, say so clearly rather than presenting
the memory as an established fact. Do not edit the provider’s original document yourself. Keep a
separate patient note with the date you wrote it. This preserves an honest distinction between
the source record, your recollection and the provider's medical conclusions.

Keep the source entry, your recollection and the clinician’s judgment distinct during factual review.

Source record Labeled recollection Clinical judgment

Sources for this page: [1], [2], [3]. See the linked source guide.

START GUIDANCE EXAMPLES WORKSHEETS NEXT STEP SOURCES
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GUIDANCE 3

Prepare a focused amendment
request

Ask the provider or plan for its amendment process and required form. Identify the specific
entry and explain the requested factual correction in plain language. Attach relevant support
and retain proof of submission. A request is not a guarantee that the record will change; covered
entities may deny amendments on permitted grounds. Do not demand deletion of unfavorable
but accurate information or ask for a backdated note. The purpose is a transparent correction
process, with a record of who requested what and why.

Review the response and disagreement options

When a response arrives, distinguish an accepted amendment, a denial, a request for
clarification and no response. Verify which entry was addressed. If the request is denied, read
the explanation and the stated process for submitting a disagreement. U.S. Department of
Health and Human Services (HHS) describes a right to have a statement of disagreement added
when a request is not accepted. Keep any such statement factual, limited to the disputed entry
and clearly separate from clinical advice. If the response is confusing or materially affects your
care or claim, seek appropriate professional help.

RELATED WORKING SHEETS

e Factual-error and amendment request ® Outcome and distribution verification

Sources for this page: [1], [2], [3]. See the linked source guide.

START GUIDANCE EXAMPLES WORKSHEETS NEXT STEP SOURCES
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GUIDANCE 4

Verily the corrected record trail

If an amendment is accepted, obtain a copy or confirmation showing how it is associated with
the original entry. Keep the original and corrected versions labeled rather than overwriting the
source. Ask the provider how relevant recipients are notified under its process when that
matters. Do not assume that your insurer, another clinician or an attorney automatically
received the change. Maintain a recipient-check field for the people you have authorized to
receive it. Any new transmission must be appropriate for the recipient and purpose.

Escalate access concerns and close the audit

Unpaid treatment bills do not by themselves remove the Health Insurance Portability and
Accountability Act (HIPAA) access right for covered records, though permitted copying costs and
exceptions can apply. If access or amendment handling remains unresolved, ask the provider’s
designated privacy contact and consult the current HHS complaint guidance. Do not use a
generic deadline from this workbook without checking current rules and your request type.
Close the audit with a list of records received, unresolved gaps, accepted amendments and
disputed entries. That summary is more accurate than labeling the entire medical history
certified or complete.

RELATED WORKING SHEETS

@ Completeness inspection @ Factual-error and amendment request

Sources for this page: [1], [2], [3]. See the linked source guide.

START GUIDANCE EXAMPLES WORKSHEETS NEXT STEP SOURCES
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FICTIONAL EXAMPLES

Work through the examples

These invented cases demonstrate the method. They are not case results, estimates of what you will receive or
statements of universal rights.

Ol Fictional: records received but incomplete for request

A patient requested emergency-department records and the imaging report but receives only
discharge instructions. A simple request log might show only that a file was received; this
workbook marks the discharge document received and the requested report unresolved. The
follow-up names the missing component and encounter date without claiming the hospital lost
or concealed it.

02 Fictional: factual correction versus medical disagreement

A note identifies the left wrist although the patient’s dated imaging report concerns the right
wrist. The request quotes the entry and supplies the report for review. A separate disagreement
with a clinician’s prognosis is labeled a medical judgment issue; the patient does not alter the
record or insist on a favorable prognosis.

START GUIDANCE EXAMPLES WORKSHEETS NEXT STEP SOURCES
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WORKSHEET 1

Expected packet inventory

Distinguish reports, images, visit summaries, notes and billing records.

Provider Encounter/date range
Requested component Why expected/source

Requested format Request reference

Received file/page Missing/received/not maintained

Follow-up question

Related guidance: Define the record set and purpose

START GUIDANCE EXAMPLES WORKSHEETS NEXT STEP SOURCES
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WORKSHEET 2

Completeness inspection

Preserve original files; record findings separately.

File/version Correct patient identifier checked
First/last service dates Page count

Sequence gaps Missing attachments

Duplicates Unmatched encounter

Reviewer/date

Related guidance: Verify the corrected record trail

START GUIDANCE EXAMPLES WORKSHEETS NEXT STEP SOURCES
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WORKSHEET 3

Factual-error and amendment
request

Do not overwrite records or turn a disagreement into a medical conclusion.

Exact entry/page Issue category

Why questioned Objective support
Recollection clearly labeled Requested correction
Provider process Submitted date/proof
Response

Related guidance: Prepare a focused amendment request

START GUIDANCE EXAMPLES WORKSHEETS NEXT STEP SOURCES
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WORKSHEET 4

Outcome and distribution
verificaton

Keep source, request, response and addendum together.

Entry addressed Accepted/denied/clarification
Response date Amendment location
Statement-of-disagreement option Copy obtained

Authorized recipient requiring update Transmission confirmed

Unresolved concern

Related guidance: Prepare a focused amendment request

START GUIDANCE EXAMPLES WORKSHEETS NEXT STEP SOURCES
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READINESS REVIEW

Check the file before using it

REVIEW EACH ITEM BEFORE MOVING ON

Each working figure or statement is linked to an identifiable document.

Missing information is marked as unverified rather than estimated as fact.

The exact question and the person or organization able to answer it are identified.
The current document version and any conflicting version are preserved.

Independent deadlines and the source of each deadline have been checked.

1 O O O O O

The final written response has been compared with the original question.

What still needs attention

Open fact or decision, who can resolve it, and the source needed

Completion standard. The working file is complete when the important facts are supported, the next action is
assigned and any unresolved issues remain clearly visible. A completed checklist does not establish coverage,
entitlement or legal compliance.

START GUIDANCE EXAMPLES WORKSHEETS NEXT STEP SOURCES
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ACTION PLAN

Write down the next step

Choose the smallest useful next step. Make the request specific enough that the recipient can
locate the record and explain or address the exact issue. Keep proof of what you sent and what
came back.

The exact issue or request

Evidence IDs and document versions that support the request

Verified recipient and channel Date sent and follow-up date

What response will resolve the issue, and what still needs professional review

Separate decisions. A courtesy follow-up date is not a legal deadline. A document request does not automatically
pause another requirement. Do not sign, settle, move property or disclose sensitive records merely because a box
on this page is complete.

START GUIDANCE EXAMPLES WORKSHEETS NEXT STEP SOURCES
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REFERENCE GUIDE

sources and scope

The linked official sources support the educational background. The forms and examples are
original organization tools. Sources were checked on October 1, 2026; policies, procedures and
law may change. Recheck the current source before relying on a rule.

[1] hhs.gov

HHS describes access to covered medical and billing records, limitations such as separately maintained
psychotherapy notes, requests for amendment and a statement of disagreement. It also explains that
unpaid care bills cannot alone justify withholding a copy. The page includes a court-order caveat
concerning the Ciox decision.

https://www.hhs.gov/hipaa/for-individuals/medical-records/index.html

[2] hhs.gov

HHS explains the amendment process, limited grounds for denial and the importance of linking the
amendment/disagreement to the relevant record. The document is explanatory guidance, not a promise
of record deletion.

https://www.hhs.gov/sites/default/files/ocr/privacy/hipaa/understanding/special/healthit/correction.pdf

[3] hhs.gov

HHS identifies access and amendment rights under the Privacy Rule and OCR’s enforcement role.

https://www.hhs.gov/hipaa/for-professionals/privacy/guidance/standards-privacy-individually-identifiable-health
-information/index.html

Keep the scope clear

Covered-entity status, record category, state law and court decisions matter

No medical diagnosis, causation opinion or coaching a clinician to change a conclusion

START GUIDANCE EXAMPLES WORKSHEETS NEXT STEP SOURCES
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