
NO

NO

NO

NO

32

47

Primary 
Steps

Secondary
Steps

15A1. Report
to HIM
management

15A. Are 
loose reports 
available?

15A2. Notify 
requestor

15A3. Update 
status log 
(return to #1)

Continue to #18

17. Can 
information 
be released?

17A. Report to HIM 
management

17B. Notify requestor

18. Designate 
pertinent 
documents for 
duplication

19. Disassemble 
paper records

20. Duplicate 
records/reports

21. Collate duplicated 
documents with 
request

22. Verify patient 
identification on 
all documents

23. Review prepared 
documents against 
request to determine 
accuracy of response

24. Reassemble 
paper records

25. Update 
status log

26. Prepare documents for distribution 
(mail, courier, electronic transmission)

27. Create invoice
for service

28. Did payment 
accompany receipt?

28A. Establish 
accounts receivable 
file

29. Track and credit 
payment

28B. Perform collection 
efforts as required 
(continue to #29)

4. Search for 
and obtain 
medical record 
number

5A. Search secondary 
record systems (emergency 
room, physical therapy)

5B. Is record retrievable?

15C. Copy
loose reports

15B. Retrieve 
loose reports

YES

retrieving patient information

32. Perform 
ongoing customer 
service as required

what’s the difference?
roi vs. photocopying

Release of information (ROI) is 
characterized by high levels of 
complexity and risk that must 
be carefully balanced with the 
public’s need for information. 
The numerous labor-intensive 
steps clearly demonstrate that 
ROI is far more complex than 
simply pressing “start” on a copy 
machine.

The Retail Photocopying 
Process

1. Customer brings 
documents to copy center

2. Customer asks desk clerk to  
copy documents

3. Customer specifies copy  
instructions

4. Clerk follows instructions  
while copying

5. Clerk hands completed  
documents to customer

6. Customer leaves with  
documents

THE RELEASE OF INFORMATION (ROI) PROCESS

the benefits  
of outsourcing

Faced with hundreds of 
requests per day, nearly 
80 percent of hospital HIM 
departments choose to 
outsource some or all of 
the release of information 
(ROI) process to well 
trained ROI specialists who 
know how to protect both 
the patient’s confidentiality 
and the hospital’s liability 
in information release. 
Outsourcing ROI can help 
directors:

• Focus on core HIM 
responsibilities by 
offloading labor-intensive 
ROI tasks

• Gain access to skilled 
personnel with special 
training and experience 
in ROI

• Ensure adherence to 
the latest HIPAA and 
other federal and state 
regulations that have an 
impact on patient privacy 
during information 
release

• Improve productivity, 
quality, efficiency and 
timelessness in fulfilling 
ROI requests

• Reduce the cost of 
personnel and 
equipment related to ROI

• Introduce best practices 
into HIM processes

17C. Update status log 
(return to #1)

Document Key

releasing only authorized
information

safeguarding sensitive 
information

completing and invoicing the request

1. Request received

2. Enter request in request status log

3. Is request valid?
• Is request for a
  medical record?
• Is patient identifiable?
• Is authorization
  HIPAA compliant?
  

Continue to #4

YES

NO
3A. Notify 
requestor

logging, tracking and
verifying the request

3B. Update 
Status Log 
(return to #1)

11. Batch records 
for processing

12. Match
records with
records requests

13. Examine 
and verify 
authenticity of 
patient signature

14. Can request 
be processed? 14A. Notify requestor

14B. Update status log 
(return to #1)

15. Is record 
complete?

Continue to #16

NO

YES

YES

NO

NO

16. Examine and review every page that 
fulfills the request for legally protected or 
misfiled information. 

NO

30. Distribute 
documents to 
requestor

31. Return 
records to 
original location

NO

YES

5. Is record 
on file?(MPI 

search, alternative 

record system)

5B1. Notify
Requestor

5B2. Update status 
log (return to #1)

6. Determine 
format of record 
(paper, microfilm, electronic)

7. Retrieve onsite paper records

7A. Is record 
available?

7B Retrieve record

7C. Update chart 
locator (continue 
to #8)

7A1. Contact 
user

7A2. Retrieve 
record

7A3. Update 
chart locator
(continue to #8)

7A1a. Report 
to HIM 
management

7A1b. Notify 
requestor

7A1c. Update 
status log 
(return to #1)

8. Retrieve offsite paper records

8A. Search 
for record

8A1. Order record 
from offsite

8A2a. Report 
to HIM
management

8A2b. Notify 
requestor

9. Retrieve microfilm records

9A. Search for
microfilm

9B. Retrieve 
microfilm

9B1. Report to 
HIM management

9B2. Notify 
requestor

9B3. Update status 
log (return to #1)

9C. Print copies of microfilm

10. Retrieve electronic 
records

10A. Search multiple databases

10B. Retrieve electronic files

10C. Print electronic  files
(continue to #11)

NO

Continue to #6

YES

Continue to #10

YES

8A3. Transport 
record

8A4. Update 
chart locator 
(continue to #9)

YES

8A2c. Update 
status log 
(return to #1)

10B1. Report
to HIM
managementYES

10B2. 
Notify 
requestor

10B3. Update 
status log 
(return to #1)

YES

YES

NO

NO

8A2 Retrieve 
record

YES

YES

Continue to #16


