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Policy
The purpose of this policy is to establish procedures for providing participants with an accounting of disclosures of their Protected Health Information (PHI) in compliance with the HIPAA Privacy Rule 45 CFR 164.528. This policy ensures transparency and individual awareness regarding the use and disclosure of their PHI.
Scope
This policy applies to all requests for accounting of disclosures received from participants or their authorized personal representatives.

Procedure for Requesting an Accounting of Disclosures
1. Submission of Request 
Participants who request an accounting of disclosures of their PHI will complete and sign Form PHIAccounting25 Request for an Accounting of Disclosures of Health Information. 
· The decision on the request will be documented on Form PHIAccounting25.
· The original signed PHIAccounting25 will be attached to the participant’s record.
· A copy of the PHIAccounting25 will be sent to the participant.
2. Timeframe for Response
· 60-Day Limit: UPCAP will provide amendment or a denial response within 60 days of receiving a request.
· Extension: A one-time extension of up to 30 additional days may be granted with written notice to the participant explaining the reason for the delay.
3. Content of the Accounting
· Required Information:
· Date of disclosure.
· Name and address of the recipients (if known).
· Brief description of the PHI disclosed.
· Purpose of the disclosure or a copy of the authorization.
· Exclusions: The accounting does not need to include disclosures for treatment or payment, to the participant, incidental to an otherwise permitted use or disclosures, or certain other exceptions as specified in 45 CFR 164.528.


4. Fees for Accounting
· No Charge for FIRST request: UPCAP will provide the first accounting of disclosures within a 12-month period free of charge.
· Subsequent Requests: A reasonable, cost-based fee may be charged for additional requests within the same 12-month period.
Review and Updates
This policy will be reviewed annually or as needed to ensure compliance with changes in regulations, best practices, and organizational needs.
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