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Purpose:  To provide efficient processing of Legal Subpoenas 

Procedure:  Subpoena requests to Valley Radiology Consultants Medical Group will be processed by the Medical Records Department. 
1. All subpoenas will be processed and completed, billed and processed within 5 business days of request during normal business hours. 

2. Subpoena fees will be collected before records are released. Payments may be made by Credit Card, Cashier’s check or cash on pick up.  No Exceptions. 

3. All subpoena requests will be documented and logged in Subpoena log book at time of receipt in Medical Records Office with details. 
4. A fee will be charged to initiate the subpoena request to process. An invoice will be created to accurately bill the requesting party. The initial fee will be processed with daily deposit and logged. 
5. The invoice will include; pages copied, then total number of mins/hours to complete the request, CDs/film charges, all billing and patient information. This will be scanned into the patient’s chart for future reference. 
6. After amount due is collected a daily deposit will be made to VRCMG bank deposit. This to be documented on daily payment log sheet and supplied to accounting daily.
7. When processing is complete, documentation must be made in the log book as complete with employee name and date of completion. 
