
Instructions for Obtaining Clinical Records 
 

 
1. Completion of Release of Information (ROI) Form 

To obtain clinical records, clients are required to complete a Release of Information (ROI)   

This form must be completed in its entirety and shall include the following: 

• Client’s full legal name, date of birth, and current contact information 

• Dates of service or a clear description of the specific records requested (clients may also 

elect to request the entire clinical record) 

• Designated method of delivery (secure fax or email) 

• Client signature and date, as well as a witness signature 

The completed ROI form may be submitted via email or in person at the front desk. 

Incomplete forms will not be processed. 

 

 
2. Submission Procedures 

Clients may submit the completed ROI form through one of the following methods: 

• Through our general email address recordsrequest@desc.org 

• Through a Case Manager: The case manager will submit the request by email 

to the Records Department. 

• In Person: The client may submit the ROI form directly to front desk staff. 

When submitting an ROI form without a case manager, clients must provide valid 

identification, such as a state-issued ID card, driver’s license, or DESC identification card. 

If the request is submitted by a legal guardian, the guardian must provide proof of legal 

guardianship and valid photo identification. Guardians or representatives acting on behalf 

of an authorized organization (e.g., DSHS or another state agency) are required to present 

proof of guardianship only. 

Requests submitted through a case manager will result in the records being sent directly to 

the case manager via secure email once processed. 

https://descenter.sharepoint.com/:b:/r/sites/DocumentLibrary/DESC%20Documents/11000%20-%20Quality%20Information%20Management%20(QIM)/11018.3%20-%20QIM%20-%20Release%20of%20Information%20-%20Form/11018.3%20-%20QIM%20-%20Release%20of%20Information%20-%20Form%20-%20Rev.%20A%20-%2003.03.2023.pdf?csf=1&web=1&e=dS81NX


Note: The Records Department will not fax or email client-requested records directly to 

external organizations. It is the responsibility of the client or case manager to transmit 

records to any outside recipients as needed. 

 

 
3. Processing Timeframes 

In accordance with federal and state regulations, providers are required to respond to 

record requests within 30 calendar days of receipt. At DESC, the standard processing 

period is up to 14 business days. 

Clients requiring expedited processing should notify their case manager or staff at the time 

of submission. 

Requests that include redactions or the exclusion of sensitive or protected health 

information such as Substance Use Disorder (SUD), Sexually Transmitted Infection (STI), or 

Mental Health records may require up to 30 business days for completion, depending on 

the complexity and size of the record. 
 

 
4. Fees for Excessive Requests 

Clients may submit record requests as needed. However, if a client submits more than five 

(5) consecutive requests, a processing fee of $20.00 per request will be applied to each 

subsequent request beyond the fifth. 

Fees are assessed in accordance with DESC’s administrative policy regarding duplication 

and labor costs for clinical record management. 

 

 
5. Receipt, Review, and Secure Retention of Records 

Upon receipt of the requested records, clients are encouraged to: 

• Review all materials to ensure the completeness of the record, progress notes, and other 

relevant documentation. 

• Notify the Records Department immediately if discrepancies, omissions, or inaccuracies 

are identified. 

Clients are required to maintain their records in a secure and confidential manner. If 

disposal of records is necessary, they must be shredded to ensure compliance with 

confidentiality and data protection standards. 



Clients may request assistance from their case manager or the front desk to securely 

dispose of records. Staff will ensure that materials are placed in the designated locked 

shredder receptacle for compliant destruction. 

 

 
6. Compliance and Confidentiality 

DESC is committed to protecting the privacy and confidentiality of all client health 

information in accordance with: 

• The Health Insurance Portability and Accountability Act (HIPAA) (45 CFR Parts 160 an164) 

• The Confidentiality of Substance Use Disorder Patient Records Regulations 

(42 CFRPart2) 

• All applicable state confidentiality and records management laws Under 42 CFR Part 2, 

any information identifying an individual as having a Substance Use Disorder (SUD) or 

receiving treatment for SUD is federally protected. Such information cannot be released 

without the client’s explicit written consent, unless otherwise permitted by federal law. 

Unauthorized access, use, or disclosure of client records is strictly prohibited and 

may result in disciplinary action and potential legal consequences. DESC maintains 

all records within secure systems and ensures appropriate administrative, physical, 

and technical safeguards are in place to protect client privacy. 
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