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TRANSFER OF MEDICAL RECORD FORM

1 Request in the form of a letter received from patient’s new health provider, to transfer the file.  A signed patient authority should accompany the request.

2 Letter is date stamped, recorded in our patient history transfer file, and placed in the relevant doctor’s tray.

3 A letter is sent to the patient requesting payment of $33.00.  This covers the cost of retrieving an archived file, photocopying file, printing electronic record and postage.  If no patient address is give, a letter is sent to the new medical provider requesting a patient address.

4 After payment is received and receipt generated, our GP is provided with the electronic record from Medical Director and the paper file.  GP will decide which documents are to be copied and sent to new provider.  

5 Receptionist will promptly collate paperwork and post/courier, with tracking, the medical records to new medical provider.  

6 The original request for transfer is scanned into the patient file/filed in the paper history.

