
Baltimore City Colorectal Cancer Control Program 

Client Medical Record 

January 2010
· A client’s Medical Record should contain sufficient information to cover medical and legal requirements for documentation and to assist in case management.

· Sections in a record may include: 

· Client information (including eligibility, income), Client Database forms (original and printed copy of entered information), consent forms

· Provider reports (physicians, hospital and laboratory), 

· Correspondence 

· Notes

· Billing information (optional; this may be kept separately from the Medical Record)

	Information 
	Form or method to record information

	1) Client Identifiers:  Client’s name, home address, phone number and other contact

2) Client program eligibility information (insurance, income, family size, etc)
	Client Database forms

Copies of proof of residence; income information from taxes/pay stubs; insurance information

	3) Risk and personal information that will guide appropriate screening recommendation (family history, person history, prior screening information)


	Client Database forms

	4) Consent for participation in the program and for data sharing; HIPAA agreement


	Consent & Release of Information Form

HIPAA form

	5) Information about appointments and /or scheduled procedures, missed procedures, rescheduled procedures/visits
	Copies of letters; documentation in Notes about phone calls or other contact with client

	6) Information that can assist in overcoming barriers (e.g., no phone, speaks Spanish, needs transportation)
	Client database forms; Notes

	7) Results of physical examination and/or results of examination done as clearance for CRC screening colonoscopy, and/or barium enema.
	Client database form noting cleared for colonoscopy; Notes

	8) Results of doctor’s visit, tests and procedures: Office visit, FOBT results, colonoscopy and other tests.


	Client database forms

Colonoscopy report from endoscopist




	9) Pathology and other laboratory reports

	Laboratory report of biopsy results 

Client Database forms

	10) Recommendation (or documentation of recommendation) of Medical Case Manager for next procedure, treatment, office visit, follow-up and dates, including date of recall for additional procedures. 
	Endoscopist’s note about recall

Client database forms

Notes in chart about conversations with providers regarding case management

	11) Documentation of who has informed the patient of results, and date
	Client Database forms

Copies of correspondence, if sent

Notes in chart

	12) Documentation of any other problems identified, recommendations made and necessary referral or follow-up by patient and/or Site/provider
	Notes in chart

Copies of correspondence from provider

Copies of correspondence to client

	13) Copies of bills; initials of person approving for the Site and date approved; correction of amount billed to the appropriate HSCRC or Medicare amount to be paid (Bills are optional to be filed in the client record—billing records may be filed separately)  
	Copies of bills with documentation of review, approval, and amount to be paid



	14) Other conditions needing follow-up:  for symptoms, for complications, for cancer detected, for adenomas needing surgery
	Notes in chart of how these were managed and to whom client was referred

Hospital records (discharge summary; pathology reports; billing)

Client Database forms
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