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PROCEDURE:

Uses ond Disclosures of Heolth
PROCEDURE NUMBER:

svMs-PRo-00s.003

Author: Elizabeth L Steffen tion Date: 01./L5/2O15
Revised By: Elizabeth L Steffen

Purpose:
Thepurposeof the Usesand Disclosureof Health lnformation procedureistoensurethatrequests

for disclosures are processed correctly, effectively, efficiently, and in accordance with all state and federal
regulations.

Procedure:
Accounting of Disclosures
1,. Receive requset.

a. By phone, direct requestor to www.sacvalleyms.org and to download and complete
the Request for Accounting of Disclosures form English (Attachment A, a Microsoft@
Word@ document, and also as a PDF, SVMS-FORM-016) or Spanish (Attachment B, a
Microsoft@ Word@ document, and also as a PDF, SVMS-FORM-021), and to send the
request back via electronic mail to info@sacvalleymedshare.org, or via postal mail to
SacValley MedShare, p.O. Box 9217, Chico, CAgSgZT-gZL7.

b. By postal mail or electronic mail, continue to step 2.
2. Log the request on the Accounting of Disclosures Log (Attachment E, a Microsoft@ Excel@

worksheet, SVMS-FORM -Ot7l.
3. Fill out the Accounting of Disclosures Form (Attachment C, a Microsoft@ Word @ document,

SVMS-FORM-015) or Spanish (Attachment D, a Microsoft@ Word@ document, SVMS-FORM-
022).

4. Sign and date the form.
5. Scan to Box.

5. Mail the original to the requestor via certified postal mail with return receipt requested.
7. Must be retained for a period of no less than 6 (six) years from the date of request.
8. All original documents are to be forwarded to Myron Machula at Enloe for housing.

california Medical Association. (2010). Accounting of Disclosures Forms.
Seneca Healthcare District Release of PHI - Documentation - Retroactive Accounting of Disclosures

Policy. (20\3, August).
seneca Healthcare District Accounting of Disclosures Form. (2oL4, December).
The University of Monta na. (2004, Julyl. Accounting of Disclo.sures. Retrieved January 15, 2015 from

http://www.google.com/url?sa=t&r6t=jSq=$g5rc=s&frm=L&source=web&cd=1&ved=0CB4eFjA
A&url=http%3A%2F%2Fwww.umt.edu%o2Fresearch%2Fcompliance%2FHtPAA%2FHlPAAAcountin
gPolicy.doc&gi=pu24VlOwGoSuyQTijoDwAg&usg=AFejCNF5EXueJVeu2e3VSb8d5gMO_Ahrug&

bvm=bv.83829542,d.aWw

Attachment(s):
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PROCEDURE:

Uses ond Disclosures of Health
PROCEDURE NUMBER:

svMs-PRo-005.003

Author: Elizabeth L Steffen Date: 01/15 /2AL5
: Elizabeth L Steffen Revised D ate: t2/ 02 I 2076

A: Request for Accounting of Disclosures English (3 pages) (page 3)
B: Request for Accounting of Disclosures Sponish (3 poges) (page 6)
C: Accounting of Disclosures English (2 poges) (page 9)
D: Accounting of Disclosures Spanish (2 poges) (page 11)
E: Accounting of Disclosures Log (1 page) (page 73)

Version Date Author Comment
.001 a7lo9l20ts E. Steffen lnitial release.
.002 72lLs/20Ls E. Steffen Updated address in body of procedure

and on attachments.
.003 t2/02/20L6 E. Steffen Original documentation send to location.
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ACVALLEY MEDSHAR

PROCEDURE:

Uses ond Disclosures of Heolth
lnformotion Procedure

PROCEDURE NUMBER:

svMS-PRO-005.003

Author: Elizabeth L Steffen nation Date: 01/15 1201.5

Revised Bv: Elizabeth L Steffen Revised Date: 12 / 02 / 201,6

Attachment A: Request for Accounting of Disclosures - page 1

E;iE: nEl* Ef Birih: L,lE#:

PltiEnr Nr,TlE:

I wor.ll,C ]ikp an accc,untng c.i hcnv nry prote'rtgd fiftall r infD. rnatiun was diselrrsod by
EacValle,y L,ted$harB, aE rBquireC hy tEd+rel rsuLdiBtiLins. I uFhJ.Brstafi,l that th* HIE
ds€E n.$t ha!/'E ts.Eil rflE abtill tfie, irrl$,Luing IyFEB c,i,*isrrl*sur€s:

r Discli*surEs ler purpnr** Bi lrsatmelt pqrrrEnt, irrd h8a{thcar€ +peratians rrr as
psjl Ef a *irnilF'j datB $Ei,

t Discl,usurEs 1E flE 
'1r 

diiEEdssurias authf,rirgd hl inE-
r Disllcsurps lor urs iil ths l+lEir dif**toryr.
r Disclu*ures to pererrns irnup.tmil iit rTry fam-
r Far netfi*alion purpc**s i1s notitli a lamity rnErnEBr. EBr5fl,nfll rBprEssn:lalivB, Br

fittlar Fp{so,n rrf rny location. g*n,errul c8fldition. Dr ds&thi-
. Fur,nailqarai sp.}urity Br intBlliggnfrs Furp*Ess.
r To ronerti+nai inslituti,s,nE ,trlew Enf']r,tgment qlticials.

. Dis,*lceufiss ll'tEde Friar 1,t:

r Bi+tlosures ir}Ci'Jeflt Io a uEe cr dir*$oEurB othBrwise F+rrni1lBd Llr,'Equ,ir€d h!'
lEd6ffial latry.

I alsn undeEland ti.lEl rny dght tB an aenunting r:f srrrns er gll dis'llrlcu,rtsg rnay be
suspend*d b,y ihe g.cvernnre'fit undsr limite.C +i+ur.lrns1afica*.

I rua.nt an *ccnunling o{ di*cls*urBs 1fifit csJBrE ttw lolifrwing lim,s F ifiJ:

h,lOTE: The ti,rne porind rnust be no lrrn-qer lhan 6. isiri year*.

brlEGdk t#r
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*CVAtt[Y MEDSHAR

PROCEDURE:

Uses and Disclosures of Heolth
lnformotion Procedure

PROCEDURE NUMBER:

svMS-PRO-00s.00i

Author: Elizabeth L Steffen Origination Date: 01/15 /201.5
Revised By: Elizabeth LSteffen Revised Date: 12 / 02 / 201,6

Attachment A: Request for Accounting of Disclosures - Page 2

Rslt.i€ct for Accaunting Et llisclssu,rg*

'l 
waflt th€ ccuounting 'rl di.$lasurBs in ths fsl{l$$rinq f{,ffn:

tl Svr P*per
tr lwant th,E so[Bunting m.aile,d ts nre. Fha*B rneil tE tfi* ful{rwing addr*ss:

A,C'JresE

tr E$E{trB4risBIilJ

tr P*eacs,*-Bnaiil my acLoufiting

Eiry Stats

tfi ths lflllffIing address:

@'

E-mailAddrpss

I un*rstand that thp HdE must giue rffts the accil{Jnting ol dischs:urEs Rrithin d& {siillyj
days. EltEilil rnB that it nBBdB aE Bltla 5D (fiirtyi day5 [']r i€€sl to prBpBrs it.

I am pfltitlpd t& Efls ftEE artaunting nf dirclrrsurss in orrr/ l2 rnrrnth F€.rio'J. A'Cditiamll
acrnunting* wigl cffit $*-"*.-**-*-*_ each.

Efils: llrns: Alrr.,'Pht

Bignatum:

lf signed bU EsrftBone r:ther lhan th* F.ail'l+nt.

Print Narne:

indicau re{ationship

i$BUll r*pr,*s€,nlsths 1

Pbtssp scsn ard trm8il [o: ilrioEtsaoralhymerlshar*.urS -rf B-
Meil t'3: Sacly's$lgy L'lsdShar*. F"E. Ba,r 9!17. fihico {lA9E9ET-SEl7

rip

Bry,i d I
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PROCEDURE:

Uses and Disclosures of Health
PROCEDURE NUMBER:

svMs-PRo-005.003

Author: Elizabeth L Steffen ination Date: 01/15 l2OL5
Revised Bv: Elizabeth L Steffen Revised Date: L2 / OZ I 2Ot6

Attachment A: Request for Accounting of Disclosures - page 3

For mns idormnlimr a&u*yurphry rlgi,rh sEE fip Shtftp of ftnraEf kadsa-
urdhhls trl iltrruEdr mtrmsrdlryffiw.org ortg *r*ry ara&tem
mslBd h Ei6l#hy l&d$lnrn, P,0. Eq gel7. Shho Cf, gm&-gEi?-

tl ym bffmp yllrpirry hstrBryhhh( yu,l rmy ffio a earffiffi uilh Se{*ailEf
liapEtsa muifr&E Emlnerf stUE t^WEd ffib tkmlffi ofi t{sffii wrd
ttxwr sentffi" ft Eb aryffi nffir eclihilsy meffirre" Esrd sr +nurfl b
i@ sr ry serdqg e nrflEn mnryhkd to tur&lsy
$ciffilfm- F-CI- Ssr 9tr1?" Cf&E m *HWT-!$*IL

l& ml rrt &epsnr&d tu@r e mr$drd
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ACVALLTY MEDSHAR

PROCEDURE:

Uses ond Disclosures of Health
PROCEDURE NUMBER:

svMs-PRo-00s.003

Author: Elizabeth L Steffen Origination Date: 01/15 /201,5
Revised By: Elizabeth L Steffen Revised Date: 12 I 02 / 2OtG

Attachment B: Request for Accounting of Disclosures Spanish - page 1

Fsctra: Ferh a dg, N.a*i.mi.sntn:

Expe,diE,ntp L{+lictr*:
Ntrnhrs del Pacisnts:

hlB giJstanfl re*ibir una *rplieari,rr de c,c,nrn rni inf,3rmacion de salud prs,teEi,Ca *e ha
,iadt s cr"norer por Sacl/'*l*ey bleCshare tHlEl. asi crrm* las estipuleci+n.e+ r+-
q,u*tidas p,rr las regul*cionE* f*ibral*s. Enli,sn,Co quo el H,iE no tiBns que d*1arre
silb*r ssLrlg los sigubnles {rF,06.Ca re',reiacior}es'

Diuulgar:ior*s para lines d€ lratefi]i*ctr]. paga y nperaciflnei de alen*isfl nrod:ica
,f, ecmfi p;rrt* r1e ufi Eonlui,tts d& d'&tes lirnitartrE5.

Re:lelaci'rnes * dir,,ulgacio.n*s aulrreiradas por nri.

Betrelacir-rngs pa{a Ell usE del di,re"ctrrria.C* sl HlE.
Biuulgaci+res a psrs,snes involucfilCs.s en mi cr.JI,CedrJ mpdic,l.
A los elsctcE,Ce nslificacir-in ipara nnlrficu,r a un miernbrn,Ce;a familia. re.pr+-

ssntafllB pe.rsanal. u [' trtra FtsRlona EEsrr]a,Je rni uhi*acid,n. crrndici,jn general .r

mi,JertE).

Por rszonee de.s+guridad nacirrnal D,l,e intpligser:iE,
r Farn iflsillucirr,fles Dsnetcisn.flitsg o fun*ienurins encargad.cE, de h[Eer cu{-np]ir 1a

ie!:

" Rsuela*iones heciilas amtBs,lall

' Hpuelacign€s irci'J*nlelgs a Ufla uti{tracion c diuulga*ion F,enrritdfls I r*qu*nda
po,i'lB ley fsrieral-

TanrbiBn Entipnd'l mis rl*rechBs a rpr=ibir una *xpli*acicrn 
'lE algunas ,r tatles les

druulgaeirrn*s pued* r*r +usp*nd,ida: p':r. *l g,*bi*firg sn cin:ua:,tan:ias fimiladas_

cuie,rc. un inion'np,ie las rerJplacionss qu* cubn* Ei rrigulpflt€ p*riodn dE tiernp+:

*EEiS&aBiebslEruEd!fu hr brd:
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ACVALLEY MEDSHAR

PROCEDURE:

Uses ond Disclosures of Heolth
PROCEDURE NUMBER:

svMs-PRo-005.003

Author: Elizabeth L Steffen tion Date: o1.l 1.5/20L5
Revised By: Elizabeth L Steffen Revised Date: L2/02/2OLG

Attachment B: Request for Accounting of Disclosures Spanish - page 2

& lnlprnr de Diuuhacione,s

.-QEEtd'recibir el inlrrnne de L$s |lsvsiariones & la sigui*flls fLrrrma:

tr en papel

El Bui,sru que la crmtahi,id&d rrc s*a ent'iada_ Fau,rr ds sn!,ier a le
siguiente diru,uci6n:

dire'auian

El BlErrtFonimmgflE
liudad

tr Por taunr 
'Je snuiarnre un crrnerr sl*r:1n:.nir.=o a la

-_@
Direr=lisn drl to'rrer E hclrjlniso

Entiendo quB Bl HIE fiE debs d.ar el [nln*rn* d,* les rB-,]BlBEioBes clsntm dB |,rs E0
{sEsBnt8i di8s, o dEjerrE sah.B,[ quF rpcesit{r tBd.lrFs irdi*i']nal dBrftrfr dB 30 ItrBintei
dia,s 4n nr+n*s,t Fsr,l FrrBF;$arlB.
TerEu al dEr,s'lho e Une 

','trrfiiabi$irj*C lib:rs dp tmt'l pBr i{a.s rp'ueijanicrtgs €,fl Du.etluisr
p*nodods 1EmEs*s. LtrEmniBh,ilidEfus il'Cici4"naiBs c,3sts,{.in $"._-_.-._._*.-_-.*- ca-
Ca une."

fucfia:

Finna:

EWbTIE@CLfu, k:

e$1a'lo Eremsrllbra

sitluiente direccion:

H, qa: Alt{,,PM

Si es lirunado F,er elgrJi,*n que no se& *l oacientE. indrique su reracion:

lmpvirnir filnmbrut -*___
{rEpr,l}EEfltants bUBl }

Ppr lausr. ascfln,Ear y'enrlar purr,;nmes sl*.xtroni€o a: intoldl.sar-valleynudsha,re.org -
oF-

mail a: Ea,:Uallpy llled:Sh**+. F.O. BEx 821 7. f,fti'ra EA BE$ZI-gt1i
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PROCEDURE:

Uses and Disclosures of Health
PROCEDURE NUMBER:

svMs-PRo-00s.003

Author: Elizabeth L Steffen Date: 0u15l2ot5
Revised By: Elizabeth L Steffen

Attachment B: Request for Accounting of Disclosures Spanish - page 3

Fsre *fuw n&Xrhmsrfikr rffi de sre &rsdm*e pirffi, rnrxr& s[
:Atb e prfficrs de pfuucb*ail- @lffie em ra,lgds sil*] mb al
mxxanmtWn&fiNm"ugq o msffi s*enrib & trt etcflito
wfiffiude$adiHbyHed$hamo F"tI tu Et7* Cttuffi9$Wl-mi7-

fr l*duur q.te sr piuaeieM tn drtouhhdq plrede pmmrdar rna ryxia anb
SenUey ledEfinm s eql el S*EMa Od EspmtsflH$o & Eplrd & he &dEB
Lffi y SoMa*x H,msrn*. fuaprrenkunaqru{axrb Ssl&l€f }Ied*two
sruh un,pnM e ffio8rmnlqttrm&hnn-org o mrffi slerflia * rruqtEB,por
wrrih a ffiUU l*OSltrsm, PrCI- k( PtT, Ei*m Gf, ffiXAtr-CErI.

Ll$sd r* effi pnE& porrcnm wta Sgh-
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Af,VALLfrY MEDSH

PROCEDURE:

Uses ond Disclosures of Heolth
lnformotion Procedure

PROCEDURE NUMBER:

svMs-PRo-00s.00i

Author: Elizabeth L Steffen Orisination Date:
Revised By: Elizabeth L Steffen Revised Date: 121 02 /2016

Attachment C: Accounting of Disclosures - Page 1

r#
FY fiJlI

lir"tdLI ltl.i$gu ltir h[l3li, {'lir l'.{ !Sp3?}*ti

Af C{I}L]HTI NG I }H I] Is[L{:}S LI RF:s

lluti+sr.t il,:trr*: l\,tR# ,__**
I):re .;rl Ifuq*r:st: ..-----

5L*il FUHII I}]1.!L! q(oldrtni+f e&:!truru trFrch I'rFre l,:{J

rYPC OT DECL.ffiU8E DlstLgSED ro
lFEEsolUEr{Trr}

[,ETE TTF

I}Is,CLO5URE

BEIET

EEsCAtlTl$r{ Or
Nlsfl.Oluf,t

fiuil or rrirrri:nll
iin$est{EEt*E,ns

{ai}tnnniE [.tle'ditsl Re'riErl'

t,ru rt fitdar:I 1fu'arranti5

Aiif lins

6rsnd lurv Suboosa
subpomri sr discprrerr

rEqiuEst nBt *rra,rnpafl i.ed

foy caurt order or p,rtient
authDi,ire!iDn

WorkEl's f.smo S,uh,l:sens s

Larv Enlsrrement if friime
susF€.{ted

{ri,,',,:n suspected *n
oremri=*s

IdEnt$ftifiE, locrti ng I
s*Jsgerl/ frigiEit'E

(ft i ld atsur€rrneElect IEFSI

f ltrd,er aburel'neslE.-t iAfiql
fteportine s} ierua{ assa ult

ln i'urler b{ fitEesff*s

I niuri*s hy assauitt,'ibusi'.,e
rnnd,urt {see Fpnai f.sde

1160i
,finimal httes

UialefiE dEts 4aifist h,E5pital

emp*o'r,aes {Health &. S^rfetg

f,c'de 1J57"71

f,an Er EegiiEtrfltr
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PROCEDURE:

Uses ond Disclosures of Health
PROCEDURE NUMBER:

svMs-PRo-005.003

Author: Elizabeth L Steffen tion Date: OL(L5{1OL1
: Elizabeth L Steffen

Attachment C: Accounting of Disclosures - Page 2

TB|m[f&ii.tr&3
f,ianrmfteriril&

ilr&
hsltE

f.orry*rql*l#
Em*na*

f,walDkurmrs
Strq@lffiebdm

hirierfiSsfio&$rilr--Il
lfrthmffida
tr,gls&mgad

&retl!.fh&rf-tslt
Denorbnamta0thr
Vr*lide*|!wd

tmirerrel
EouEtacE idrtffie
hdftwrsfrEtf rif Fdert,
ffiEIEE(rfu

M
k$tqp.SEEflefit{e

&qfuaflryr:Gilrshoqrr*fr
m&r,ing8r*de

uqrfrdenr**an*lnert$
*seffis"

i$mr*$[parrqf*rrffirr

SEmffifi![ffi f@ffi[sfkflrE3 
". C{8&t *r;Eldt
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ACVALLTY MEDSHAR

PROCEDURE:

Uses ond Disclosures of Heolth
lnformotion Procedure

PROCEDURE NUMBER:

svMs-PRo-005.003

Author: Elizabeth L Steffen Origination Date: 01/15 /201.5
Revised By: Elizabeth L Steffen Revised Date: 12/021201,6

Attachment D: Accounting of Disclosures Spanish - Page 1

ffi
SYM

iixi'rlLr l"L,r.:&rr. I {}. ,Efl r!ft. t:1i6 r: i, t$i3t{:r;

IINLU'{iACION I}}i Cr}.\'lTA HI l.- [l].irr l]
l,t'c3*l d* n:rrimiwlu:
Fr.'rhl dc I l srliu i,tud:

h,ttt*

!r'h!t i&fili l]Il.f,E: *:Htsf,tttrf {t$m}E}EmJ 5Besh Frc* I F{;l

TiPrO DE UllrutG*{t0r{ EompartidE ron
{pEn{si{t {
EflTIgADI

FE(HASE
nryutG*dr*.r

BftEiIE

nEsEmpEt*m nr
t* uttrure*.{t6*'t

I n'.'estig*ciu*er [lb'iks
n #pfi*ler

Re'lision lried[r.] - ll$ifurnfra
0rden dre.l Tribu,nelr'

&tsrsntirJdi
F:qturecion

Citaririm de{ 6ran Jurada

Solititud de ffita{irin o
Oeffuhqimienta m

.Arompafrad; por una &r.den
JudhaBl E,Ault'sdraEi*n dE{

#eriBntE
Cii:arilones de f,.o*rrpen:aciiin

dei{ Trabnisdar

A.pliraririn d* la Le,g si re
Sosr*echr de un [rim,en

5rrspechada de
{rimen.es LoEJi{es

Mentifi racidn, Loraniil, ridn
de un Sn:Ferho;o ri FugiEil's

Abuso o Sesruido tfF!1
Ahuao$tlegiig'encia [AFSJ de

Fergona {trl*lrr
0e nr.rncia de Agre:irirn

Serusl
Lesiones Eor Aftnas

de f,uEsE

LE5,ianes pui!'

f,.saltsl'f 
'f, 

n.d,ucta Ahusiela

svMS-PRo-005.003 Uses and Disclosures of Health lnformation procedure Page 11 of 13



PROCEDURE:

Uses ond Disclosures of Heolth
PROCEDURE NUMBER:

svMs-PRo-005.003

Author: Elizabeth L Steffen tion Date: ALl$lzALs
Revised By: Elizabeth L Steffen Revised Date: 1

Attachment D: Accounting of Disclosures Spanish - Page 2

IOHFftcdllf0t
lMfrrr-orffi
er*orulokrcffi.hs
Erryhs6oo&tnlkilfia*

,tu6dho&5*dy
&nrffiIi!5Ln
fficilEGn*r
Mrs&Tqnaes
fr&w&Trrum

ilkinhnm
l&sE*

*lgraE lirrrdEErlEqg
hnre

MrsidERssdfu
lerfumrde &renndrraso
kffirdailnma$t&S

ddlntattnn
rEEB{F rr3rpmElld

ilsbde&ffiqrdr
$se**i&rdrfrfdfffie
@l!amwd*tftlro&c

ffiml&adar(1,+g6de
lfaodrmirl

$rrafi&rmaasw
&arcdrrnfudo*Offi
alhiemtdeffitr&o

ftibffiB
mlt*at$rr

Fadf*bmrotmrnctq,
dirlrdon+rreteles

lnr*rt&o,lw

i$mmd,fhpmede-ucre
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PROCEDURE NUMBER:

svMs-PRo-005.00i

Author: Elizabeth L Steffen Orieination Date: 0L/15 l2OLs
Revised By: Elizabeth L Steffen Revised Date: 12 / 02 / 201,6

Attachment E: Accounting of Disclosures Log

Accounting o{ Dis*losures Log

Pf,rtiilpant Dste
Recehred

Receiyed

BY

FORM 016 Dete Form
rompl€ted 016

FGrni Oate Forrn FGrm Return
Verifbd By 016 verified rnailed Receipt

ted Received
Jlts/zot 5 20J5 1/25/2Ot5 Norle
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