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P4HR HIPAA Right-of-Access Checklist 

(Copy/paste into Word and export as PDF) 

Purpose: Help you request and obtain your medical and billing records under HIPAA (45 
C.F.R. § 164.524), and build a clean paper trail if the provider delays or refuses. 
Educational only — not legal advice. 

 

1) Before you send the request (prep) 

☐ Identify the provider/office you’re requesting from: [Name / Location] 
☐ Identify the encounter(s): Date(s) of service [____] 
☐ Gather your identifiers (include in every message): 

• Full legal name: [____] 

• DOB: [____] 

• Patient ID / MRN (if known): [____] 

• Phone / email: [____] 
☐ Decide preferred delivery method: PDF electronic copy via ☐ secure portal ☐ secure 
email ☐ mail 
☐ Start a simple folder for this request: “Records Request — [Provider] — [Date]” 

 

2) What to request (don’t be vague) 

Request BOTH categories: 

A) Clinical records (PHI) 

☐ Office/visit notes 
☐ Evaluation report(s) 
☐ Letters, summaries, and any addenda 
☐ Test results and supporting documentation 
☐ Scoring sheets/worksheets (if applicable) 
☐ Any documents used to make decisions about you (when part of the designated record set) 
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B) Billing + payment records (PHI may include these) 

☐ CPT codes billed 
☐ ICD-10 codes billed 
☐ Itemized invoices/statements 
☐ Payment history (amounts/dates received) 
☐ Adjustments/write-offs (if applicable) 

 

3) How to request it (the “clean” format) 

☐ Use a written request (email or secure portal message is best) 
☐ State you are requesting records under HIPAA Right of Access (45 C.F.R. § 164.524) 
☐ Request electronic PDF if the records are maintained electronically 
☐ Ask for advance fee estimate if they charge a fee 
☐ Save a copy of exactly what you sent (PDF or screenshot) 

 

4) Timeline tracking (don’t lose leverage) 

☐ Day 0: Send request (save proof) 
☐ By Day 30 (calendar days): Provider must act on your request (provide records OR issue 
a written extension notice) 
☐ If extension: the office must provide a written notice within the first 30 days, stating the 
reason + new completion date (often up to 60 days total) 
☐ Mark follow-up dates on your calendar: 

• Follow-up #1 date: [____] 

• Day 30 deadline: [____] 

• Day 60 outer deadline (if extended): [____] 
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5) Fees checklist (avoid common traps) 

☐ Ask for a reasonable, cost-based fee estimate (in writing) 
☐ Watch for improper fees like: 

• “Search and retrieval” 

• “Administrative/processing fee” not tied to copying costs 

• Inflated per-page fees for electronic records 
☐ Note: Some providers use an optional flat fee approach often referenced as not 
exceeding $6.50 for electronic copies of records maintained electronically — not a 
universal cap for every situation. 

 

6) If they delay, refuse, or play games 

☐ Send a firm follow-up referencing 45 C.F.R. § 164.524 
☐ If they claim something “can’t be released,” demand a written denial that: 

• Identifies the legal basis for denial 

• States what is being withheld (specific items) 

• Includes instructions for how to file a complaint 
☐ If they mention an unpaid balance: 

• Reply that payment is not a condition of access under HIPAA (they cannot withhold 
your records because of an unpaid bill) 

 

7) Your “Evidence Packet” (if you need to escalate) 

Save these as PDFs in one folder: 
☐ Your original request 
☐ Any responses (emails/portal messages/letters) 
☐ Any invoices/fee demands 
☐ A timeline log (dates, names, what was said) 
☐ Proof of missed deadlines (Day 30 / extension / Day 60) 
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8) HHS OCR complaint (when it’s time) 

HHS OCR = U.S. Department of Health & Human Services, Office for Civil Rights. 
OCR accepts HIPAA complaints and may seek voluntary compliance/technical assistance or 
open a formal investigation. 

☐ File when: 

• No action by Day 30 and no compliant extension notice 

• Continued stalling beyond the extended deadline 

• Improper fee practices 

• Refusal without a proper written denial 

Official links: 

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

• OCR Complaint Portal: https://ocrportal.hhs.gov/ 

 

9) Quick “Don’t Do This” reminders 

☐ Don’t threaten or insult staff — keep everything professional 
☐ Don’t rely on phone calls only (use written messages) 
☐ Don’t accept “we already sent it to someone else” as a substitute for your own copy 
☐ Don’t let the timeline drift — calendar the deadlines immediately 
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10) Mini timeline log (paste more rows as needed) 
               

Date/Time Method 
(email/portal/mail/call) 

Person/Title What 
happened 

Next step / 
deadline 
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