Pulling Records for Clinic
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(A) Policy Statement

Health Information Management personnel will pull charts for clinics as requested per individual clinic via
phone phone calls, fax, and HealthPort clinic requests as needed.

(B) Purpose of Policy
To supply clinics with the appropriate charts for patient appointments, patient care needs, and general requests.

To ensure the Medical Staff and other professionals have the necessary information to provide quality patient
care.

3. After the records have been pulled, they are signed out to the appropriate clinic using the Medical Record
Chart Locator system (see Policy #3364-105-071). Any loose filing in the chart is then attached.

4. Records are placed in mail tubs with a cover sheet indicating clinic/physician destination and delivered
appropriately.
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