Records Request & Chart Copy Response Template
Reviewed by the BastionGPT Clinical Advisory Board · July 2026 · Adapt fields to your organization’s, payer’s and jurisdiction’s documentation requirements.
	Practice/program:
	Date request received (day one of the clock):



	Client (initials):
	Response due (30 calendar days):
	Received by:


Requester and identity verification
Client · personal representative · third party directed in a signed writing (attach it) · verified by a reasonable, barrier-free method
	


Records requested and format
Date range and record-set portions: progress notes, medication records, test results, treatment plans, billing records · format requested: electronic, paper, inspection
	


Cover letter: enclosed and withheld
Received date · response date · what is enclosed · format provided · items withheld with the plain-language ground · psychotherapy notes kept separate are not released
	


Fee notice (client access: cost-based only)
Labor to copy · supplies · postage · agreed summary · estimate given · prepayment requested
	


Denial or partial denial, if any
Ground and whether reviewable · endangerment judgment by a licensed professional · review offered by a different licensed professional · complaint paths: the practice and OCR
	


Outcome log
Date completed · format provided · fee charged · extension notice date if used
	


Compliance notice (keep with every packet)
	The 30 calendar days run from receipt of the request, not from fee payment or a completed form. Provide the copy in the form and format requested when readily producible. For a client’s own access, charge only a cost-based fee: labor to copy, supplies, postage, and an agreed summary; never retrieval, search, or system costs. Keep this documentation six years (45 CFR 164.530(j)).



	Completed by (name and role):
	Signature:
	Date:


Full guide, sample packet, and compliance notes: bastiongpt.com/template/records-request   ·   BastionGPT drafts complete records request responses from your request details. Free 7-day trial.
