Template letter 14
Letter to request your medical records
NB: You may be asked for a copy of your drivers licence or other identification. That’s fine. Just provide it. Some facilities charge a modest fee for providing this service. However, if the fee is prohibitive you can complain to the OAIC.


Dear [insert name of hospital or clinic]
RE: Request for access to my complete medical records
This email is a formal request to access my complete medical records that you hold. 
My details are as follows:
· My Full Name: Insert
· My Date of Birth: Insert
· My Address: Insert
I am requesting access to my complete medical records held by you for date range [enter date to date]. 
Please provide a full pdf copy by return email.
If you require any further information from me to process this request, please let me know. 
I look forward to your early reply, attaching my complete medical records. 
Yours sincerely,
[Your Full Name]



