
Key Points to Remember    

¨ Patients have a right to view or obtain a copy of their medical and billing information.

¨
There are limitations to what and how much can be charged for patients’ records. Providing access to 
your patients’ records should not be viewed as a revenue-generating opportunity. Electronic access, in 
particular, should be available for little or no cost. More information can be found in Appendix C.

¨ Patients are not required to use the patient portal and can obtain copies of their medical information 
through alternative means.

¨ If a patient requests a copy of medical information, have the patient fill out a patient request form. A 
sample form is included in Appendix D.

¨ A patient’s access cannot be denied simply because the practice believes that access is not in the 
patient’s best interest.

¨ A patient can receive her medical records through unencrypted email if warned of the risk of 
unauthorized access in transit.

¨
If a request comes from a third party and does not appear that it is at the patient’s direction, then a 
HIPAA-compliant authorization form is required. A sample authorization form is included in Appendix 
D. If you are unsure whether a third-party request is at the patient’s direction or the third-party’s 
direction, then we recommend contacting the patient to confirm that the request is at their direction.

¨ If a patient would like a copy of their medical record sent to a third party, they have a right to have the 
practice do so.

¨

Your patients may be eager to receive their records for any number of reasons, including needing to 
schedule additional appointments with specialists. Try to let your patients and their caregivers know 
when you have received their record request and, if possible, an estimated timeline for when they can 
expect to receive the records. This type of communication can help to relieve significant anxiety and 
improve trust and communication between the practice and your patients. It can also help eliminate 
redundancy and inefficiency while improving patient safety and outcomes. Also consider implementing 
a system allowing patients to flag emergency requests versus those that are more routine.

¨
Remember that many patients are sick and have asked family members or other caregivers to help 
them access their records. Try to work with these caregivers to provide access in accordance with the 
patient’s wishes. You can always call the patient if you need to double-check about whether to give the 
caregiver a record.

It is critical that your office remember the following key points:
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