
 

 

Medical Records 
Request Process 

 

The basic process for requesting a medical records 
at New Oakland is simple and straightforward. 
 
First, you should know that the federal law known 
as HIPAA applies to medical records requests. HIPAA 
entitles every person the right to access his or her 
medical records, receive copies of them, and 
request amendments to them. 
 
State laws, however, can add variations to 
the exact process for requesting records 
and how much facilities can charge for 
fulfilling them. 
 
To ensure information is released 
according to the owner’s wishes, New 
Oakland is required to verify the identity 
of the requestor and confirm that he or 
she is authorized to access or transfer the 
records. 
 
Complete an Authorization 

Form 

To request your records, start by 
contacting or visiting your New Oakland 
location—sometimes called the medical 
records or health information services 
department. 
 
The first step will be completing an 
“authorization for disclosure of protected 
health information” form (shown at 
right). 
 

If you are having the records sent to another 
person, you will need to provide their name and 
contact information. 
 
For example, if you are requesting that his or her 
medical records from a recent hospital stay be sent 
to a new physician would have to provide the 
physician’s full name, address, and fax number or 
secure e-mail address. 



 
 

 

A completed and signed authorization form is 
mandatory for all record releases. An incomplete or 
unsigned request will not be fulfilled. 
 
Select Your Records 

The authorization form also will ask what specific 
information you would like to have copied. 
 
Knowing exactly what records you want or need can 
be difficult. If you are unsure, your therapist or a 
New Oakland staff member can help. 

 
A medical record can often be hundreds of pages 
long, so being selective is important. If you don’t 
know the records you want, knowing what you 
want them for can help the New Oakland staff 
member guide you to the proper documents. 
 
It is important to note you have a right to a copy of 
their record, not the original. The original record 
belongs to the healthcare facility. It is a document 
they must maintain for legal and business purposes. 
 

How Long Will It Take? 

Fulfilling record requests can take time, so plan 
ahead and don’t expect to receive your records the 
day you request them. 
 
In fact, HIPAA allows providers 30 days to complete 
a record request. It also allows a single 30-day 
extension, but the facility must explain the cause of 
the delay. 
 
Usually, however, your New Oakland request is 

processed much more quickly. Most requests are 
filled in five to 10 days. 
 
Fulfilling requests takes time because we receive 
lots of requests and processing them requires 
individual review. Once received, each of these 
requests requires personal attention. Processing a 
record request is much more difficult than pressing 

print on a computer screen or walking a chart to the 
copy machine. 
For each request, New Oakland staff must validate a 
requestor’s authorization signature with a signature 
in the medical record; locate records; select the 
requested documents; review the record to ensure 
the authorization is valid for the release all 
requested information (such as HIV testing, 
substance abuse treatment, or behavioral health 
records); and then prepare and send the request. 
 

Is There a Fee? 

Yes, there is a small fee for each record request. In 
Michigan, fees are regulated by state and county 
law. These fees may be waived in cases where 
individuals do not have the ability to pay.  
 
When the records are ready, New Oakland will 
either transfer the record to the requested 
healthcare provider through e-mail, fax, or mail, or 
they will alert the requestor that the physical copies 
are ready for pickup. 
 

The Value of Requesting Your 

Records 

There are many good reasons to request a copy of 
your medical records. Physicians don’t always share 
complete patient information or exchange a 
patient’s health records, so if a patient is seeing a 
new provider it is beneficial to ensure a copy of 
their record is sent to the new physician, Tegen 
says. Also, it is beneficial for patients or caregivers 
dealing with multiple doctors and facilities to have 
all medical records in one place, which can then be 

used by providers to ensure thorough care. 
 
Reviewing your record is an important way to 
ensure your provider has complete, correct, and 
up-to-date information, such as your known 
allergies. If you find information in your record 
that is incorrect or that you disagree with, 
contact New Oakland’s Quality Department at 
qualitydepartent@newoakland.org. 



 
 

 

Finally, it can be good for your health to keep a copy 

of your medical records, Goethals says. She advises 

people to be an advocate for their own healthcare 

by tracking their preventative care and treatment. 

Keeping an up-to-date copy of your health 

information will prevent redundant care, like repeat 

tests, and give all your physicians essential 

information about your health. 

 

Special Cases: Requesting Someone 

Else’s Records 

Requesting another person’s records is a different 

process from requesting your own, and it has its 

own requirements. 

 

New Oakland will not release a patient’s records to 

someone else without a direct authorization signed 

by the patient. If client is incapacitated or deemed 

incompetent, legal documents must be drawn up 

and presented to New Oakland before another 

person can access the records. 

 

Parental and Spousal Rights 

Married couples do not have an automatic right to 

one another’s records. 

 

For example, one estranged spouse may try to 

access the other’s medical records, and some 

patients may choose to hide certain medical 

treatment or testing information from their spouse 

or parent. HIPAA grants adult patients the right to 

privacy from everyone—even spouses and parents 

 

In some instances parents do not have full access 

their child’s medical record. There are some privacy 

protections for minors. 

 

Children age 18 and older have complete control 

over their medical care and records, and parents 

require authorization to access their records. This is 

true even if the child’s care is paid for by the 

parents’ insurance. 

 

Tips for Record Requests 

Provide as much information as you can on the 

authorization form. This will speed up request 

processing by giving the New Oakland team 

sufficient data to track down your records. If you 

have a common last name, provide extra 

information about yourself, such as your date of 

birth or the last four digits of your Social Security 

number. 

 

Bring a valid government issued photo ID and all 

other required legal documents with you when you 

pick up a record request. New Oakland staff must 

deny requests where the individual cannot prove his 

or her identity or his or her right to access the 

records. 

 

Tell the New Oakland staff why you are requesting 

the record. They can help ensure you receive the 

records you need—and not the ones you don’t. The 

set of records one should request for personal use, 

for example, can be different from the set of 

records sent to a doctor for continuing care. A 

person’s medical record can be hundreds of pages 

long, so requesting your entire record may be too 

much, especially if the facility charges a per-page 

fee for compiling and reproducing it. 

 

Indicate if the request is urgent. Many facilities 

triage their record requests, putting the most time-

sensitive and care-oriented requests first. 

 

Allow as much time as you can. When possible, 

make your request well before you need the 

documents (between five and 15 days out).

 




