
OPEN RECORDS REQUEST PROCESS
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Information Needed:
Name, social security number, 
dob, address, signed consent 

form, time frames
AS SPECIFIC AS POSSIBLE

KEEP IN MIND:
*  If we do not have it within the normal 
    scope of work, we do not provide 
    unless we make arrangement with 
    requester
*   Only provide the information that is 
    being requested
*  We do not provide verbal information; if 
    we have it available on paper, ask them 
    to submit a request in writing
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