HIPAA Notice of Privacy Practices Acknowledgment Cheat Sheet

Reviewed by the BastionGPT Clinical Advisory Board - August 2026

A Notice of Privacy Practices acknowledgment is the intake form that documents a patient received a provider's HIPAA privacy
notice. Front desk staff collect it at or before first service delivery. Federal law requires a good-faith effort to obtain it, not a patient
signature, and refusal to sign never blocks treatment. Most forms run 100 to 250 words.

Practice header and notice version prove which notice, when
Do: the practice or provider name plus the effective date of the NPP the patient received; the form exists to prove timing.
Pitfall: a form pointing at an outdated notice; after the February 16, 2026 Part 2 update, a 2019 date advertises staleness.

Acknowledgment statement receipt only, in plain words
Do: one or two plain sentences: the patient received, or was offered, a copy of the Notice of Privacy Practices.
Pitfall: consent wording such as "l agree to the uses described"; the 2002 rule removed consent from this transaction.

Patient identification and signature convention, not law
Do: patient name, date of birth, signature, and date signed; the law never asks for the signature itself.
Pitfall: a workflow complete only when signed; a signature-or-nothing form fails on exactly the patients who decline.

Personal representative section whose authority
Do: name, signature, and the relationship or authority: a parent for most minors, a guardian, a health care agent.
Pitfall: a parent signature with no relationship recorded; state minor-consent laws can shift who acknowledges.

Staff good-faith-effort block the part the law requires
Do: when and how the notice was provided or offered, by whom, and the reason no acknowledgment was obtained.
Pitfall: left blank behind an unsigned form; that is the only compliance failure this form can produce.

Filing and retention administrative, not clinical
Do: file to the administrative record; retain six years from creation or last effective date (45 CFR 164.530(j)(2)).
Pitfall: routing to a supervisor for co-signature; this is not a clinical document, and no supervision rule asks for one.

Before it is filed Drafting with Al

L) Good-faith effort shows date, method, staff, and reason Give it the front-desk facts: the date, how the notice was

= delivered, who handled it, and what the patient said or did.
D Refusal reason specific, not a bare checkbox

"Draft a good-faith-effort entry: notice offered in person at
check-in today, client declined to sign and took a copy
_J Notice version and effective date pinned on the form home, intake proceeded as scheduled."

L] Care went ahead; treatment never conditioned on signing

_J Retention date computed: six years from creation Never paste patient-identifying information into
consumer Al tools. BastionGPT is HIPAA-compliant with

& Receipt-only wording; no consent language anywhere X
a signed BAA on every plan.

o Representative's relationship and authority recorded

100 to 250 words 1 to 3 min by hand Once, at first service Compliance file - OCR
typical form length clinical team estimate never re-collected yearly who reads it

Full guide and sample form: bastiongpt.com/template/npp-acknowledgment BastionGPT drafts good-faith-effort entries. Free 7-day trial.



Notice of Privacy Practices: Acknowledgment of Receipt

Copy or print for your practice - Adapt fields to your organization's, payer's and jurisdiction's documentation requirements.

Practice/provider: NPP effective date:

Acknowledgment
| acknowledge that | received, or was offered, a copy of this practice's Notice of Privacy Practices, which describes
how my health information may be used and disclosed and how | can access it.

Patient name: DOB:

Patient signature: Date:

Personal representative (if applicable)
Complete when someone other than the patient acknowledges: a parent for most minors, a guardian, a health care agent

Representative name: Relationship / authority:

Signature: Date:

Staff use only: good-faith effort
Complete if no signature above - the documented effort and reason satisfy 45 CFR 164.520(c)(2)(ii); refusal never blocks treatment

Notice provided/offered on: By (name and role):

Method: | in person = mail portal / email — other:
Acknowledgment not obtained because:

) Declined to sign E Emergency at first service

Q No response after attempt(s) ;J Other:

Notes (what was said or done):

Staff signature and credentials: Date:

File to the administrative record, not the clinical note. Retain six years from creation or the date last in effect (45 CFR 164.530(j)(2)). This form
records receipt of the notice; it is not consent and authorizes no disclosure. Treatment is never conditioned on signing.

Full guide and sample form: bastiongpt.com/template/npp-acknowledgment BastionGPT drafts good-faith-effort entries. Free 7-day trial.
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