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P4HR — HHS OCR Complaint Quick Steps 

(Copy/paste into Word and export as PDF) 

Purpose: A fast, practical guide to filing an HHS OCR complaint when a provider refuses or 
delays your HIPAA Right of Access request (records request). 
Educational only — not legal advice. 

 

1) What is HHS OCR? 

HHS OCR is the U.S. Department of Health & Human Services’ Office for Civil Rights. 
OCR accepts and reviews complaints involving potential violations of HIPAA rules 
(including problems with getting your records). OCR may seek voluntary compliance / 
provide technical assistance, and in some cases may open a formal investigation. 

 

2) When to consider filing an OCR complaint (common triggers) 

File when you have a clear paper trail showing one or more of the following: 

☐ No action within 30 calendar days after your records request (and no compliant written 
extension notice) 
☐ The provider gave an extension notice but still did not produce records by the extended 
deadline (often up to 60 days total) 
☐ The provider refused to provide records (in whole or part) and did not provide a compliant 
written denial 
☐ The provider imposed improper fees (excessive fees, “search/retrieval,” administrative 
add-ons not tied to copying costs) 
☐ The provider attempted to withhold records because of an unpaid bill (payment is not a 
condition of access) 

 

3) Your “Evidence Packet” (attach or be ready to upload) 

Save everything as PDFs in a single folder before you file: 

☐ Your original records request (email/portal message/letter) 
☐ Proof of when it was sent (sent email, portal timestamp, certified mail receipt, etc.) 
☐ Any provider responses (emails/letters/portal messages) 
☐ Any invoices or fee demands (screenshots or PDFs) 
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☐ A simple timeline log (dates, names/titles, what happened) 
☐ Notes of any phone calls (date/time, who you spoke with, summary) 

Tip: OCR complaints go smoother when your evidence is clean and chronological. 

 

4) Write a clean complaint narrative (use this structure) 

Keep it short, factual, and time-based. 

A) Who: Provider name + location + department (Records, Office Manager, etc.) 
B) What: “I requested copies of my records under HIPAA Right of Access.” 
C) When: List key dates (request date, follow-up date, Day-30 deadline, any extension 
notice date, any refusal date). 
D) Problem: Delay/refusal/improper fees/withholding due to balance. 
E) Remedy sought: “Provide complete copies of my clinical and billing/payment records in 
PDF, and follow HIPAA access rules going forward.” 

Avoid: insults, speculation about motives, or non-essential background. OCR cares most 
about: request + timeline + response failure. 

 

5) Where to file (official government links) 

HHS Filing a HIPAA Complaint (overview): 
https://www.hhs.gov/hipaa/filing-a-complaint/index.html 

OCR Complaint Portal (file online): 
https://ocrportal.hhs.gov/ 

(Optional reference page) HIPAA Complaint Process: 
https://www.hhs.gov/hipaa/filing-a-complaint/complaint-process/index.html 

 

6) Timing guideline (don’t wait) 

☐ OCR generally expects HIPAA complaints to be filed within 180 days of when you knew 
the act/omission occurred. 
If you’re near that window, file promptly. 
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7) After you file — what to expect (plain English) 

☐ You’ll receive a confirmation / tracking information. 
☐ OCR may request additional details or documents. 
☐ OCR may attempt informal resolution / voluntary compliance. 
☐ In some cases, OCR may open a formal investigation and require corrective action. 

Tip: Keep communicating professionally with the provider while the complaint is pending 
unless advised otherwise. 

 

8) Fill-in summary (copy/paste block) 

Provider/Office: [Name, address, department] 
My request date: [MM/DD/YYYY] 
What I requested: Clinical + billing/payment records; PDF electronic copy 
Provider response (if any): [describe briefly] 
Why I’m filing: [delay/refusal/fees/withholding due to balance] 
What I want: Provide complete records in PDF and comply with HIPAA Right of Access 
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9) One-page timeline log (mini) 
               

Date Action taken Method Who 
responded Outcome 

     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     

 

https://pilotsforhimsreform.org/

