
4) Determine what 
data is being 

requested

5) Determine 
timeliness of the 

request

3) Collect 
information about 
who’s data is being 

requested

2) Collect 
information about 
who is making the 

request

1) Determine which 
institution (data 

source) the 
requester is 

inquiring about

Is requester the 
patient

Yes

No



6) Select types of 
records being 

requested

User supplied notes 
to help clarify 

request

7) Is there a 
deadline?

If answer is no skip 
to next stage.

8) Determine who 
the data is to be 
delivered to and 

how



9) Collect additional 
supporting 

documentation 
(such as proof of 

Guardianship, etc.) 
and other requester 

input.

Email notification with 
structured request 

attached sent to 
requester and MDR Staff

10) Collect 
information to 

support the remote 
identity verification 

of the request

11) Generate a well-
structured request 

form for the Medical 
Records Department

A signature is 
collected

12) PDF of Medical 
Record Request 

sent to Requester


