
How to Complete the Brooks HIPAA Authorization for Release of Information 

Contact Info for Medical Records Department 

Who is the patient? Full name and date of 
birth required 

Who is the recipient? Who is receiving the records? 
Please put all of their information in these fields. 

Email: Please note full records cannot be emailed; we have 
a limit of 25 pages for emailed records. If selecting email as 
your delivery method you must write the email address 

Description: What documents are being requested?  
Dates of Service: Patient should specify the dates of service for 
the records they would like to be released. If all records are being 
requested, they should indicate ALL. 
Location: Which Brooks location are records being requested 
from? Please check all that apply.  

Patient or legal representative’s initials are required to release 
sensitive information or any records from our Behavioral 
Health Location.   

 

 

 

 

 

 
Purpose of Disclosure: What is the reason for the request? 
Type of Access: What access is being authorized? Copies of records, a 
review of records only, or a discussion of records.  
Delivery Method: How would you like the records to be received? 
Please note: some options may not be applicable to your request. 

 

 

Signature of patient or legal representative required. If signing 
on behalf of a patient that is 18 or older you must provide the 
legal document proving you have the authority to do so. 
Expiration Date: this authorization is valid for 6 months unless a 
date or time span is otherwise specified.  

 

 

*What is a legal representative? A court-appointed guardian or 
representative with legal documentation obtained through the court stating 
you have the authority to request medical records on the behalf of the 
patient. A copy of this document must be submitted with the request for 
medical records. For children under age 18, only a parent or court 
appointed guardian may authorize release of medical information. 

*Patient abstract is provided free of charge. This is a condensed 
version of your medical record. Additional fees may apply for a copy of 
your entire chart/visit.   **Please do not fill out anything in the Brooks Internal Use Only section** 


