Chapter 23

REPORTS, FORMS, AND RECORDS

Sections

Articles
1. Command Reporting Requirements .......ooiveuieriesncascocennsnsnenas 23- 1 through 23- 2
I1. NAWMED, Standard Federal, Department of Defense, and Other Forms ... 23-50 through 23-63
II1. Release of Information From Records .......ciievvvenennnnnn. tesesees 23-70 through 23-79

Section I. COMMAND REPORTING REQUIREMENTS
Article
GENEral ... ...iciciiierersansessacesascrsarsnnssassases seeesane Cesesnseseststensnnenrnnase 23-1
Tabulation of Coamand Reporting Requi raents ..................... cessesense cessssesenane 23-2
23-1. General (3) No report will be considered as an
official continuing reporting requirement of
(1) Medical Department personnel are COMNAWEUCOM unless 1t bears a report

required to prepare and subait certain
special and periodic reports as specified in
article 23-2. Reference to official
instructions for the preparation and
submi ssion of each of these reports will be
found in the tabulation. Additional reports
may be required of representatives of the
Medical Department by U.S. Navy Regulations
or other caspetent authority.

(2) For purposes of i{dentification and
control , eac report requi red by
mHNAVMEDCOH has been assigned a report
symbol from the Departnent of the Havy
Standard  Sub ldentification Codes,
SECNAVINST 52} .11 series.
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syabol. The report lrmhol where practicable
will be placed on a reports Pletter and
form) sent to COMNAYMEDCOM. In addition,
all correspondence referring to an official
reporting requirement of COMNAVMEDCOM should
cite the title and symbol of the report.

{4) Subarticle 23-50(5) contains data on
availabiiity and stock levels of reporting
foras.

(5) The or1g'lnal copy only of each report
will be sent COMNAYMEDCOM  unless
otherwise 1ndicated Where c{aracticable,
signatures, as required, should appear on
the reports, obviating the need for letters
of transmittal.
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Section 11. NAVMED, STANDARD FEDERAL, DEPARTMENT OF DEFENSE, AND OTHER FORFS

Article
BMIrA] .. ... ..utieereautoanaeeroantotenaertaasatanrtonacesetotscacsrnoncsasatnatenanas 23-50
NAVMED 6320/18, Binnacle LISt ......cvviiuiirerenveneoncesaacrocononsscsnsonssssrasennsas 23-51
NAVMED 6320/19, Morning Report of Sick and Injured ............c.cciirieennenorencnaancens 23-52
DO Form 877, Request for Medical/Dental Records or Information ............c.cecvuveenn.. 23-54
Tabulation of Medical Department FOMmMS .............cccvevenrenecrsenecsnsonsnnnconnncas 23-60
Tabulation of Standard Federal FOMMS .........ccciivenenennnvanccnnnes Ceeieeerees cersees 2381
Tabulation of Department of Defense FOMS . .........ccvivenivennenesecnsaranasasacnannas 23-62
Tabulation of Other Prescribed FOMMS ............ciieeereunecssnasceccotsaansonnnsoanss 23-63

23-50. General

(1) COMNAVMEDCOM has promulgated certain
forms which are designed to facilitate
reporting, recordkeeping, and administrative
efficiency throughout the Medical Department.
These forms are tabulated in article 23-60.

{2) For the purpose of identification and
control, all Medical Department forms have
been assigned a number. All correspondence
referring to a form should cite its correct
number and title.

(3) COMNAVYMEDCOM also maintains
aaministrative control over the use of
certain Standard Federal forms in the
Medical  Department. These forms are
promulgated by the General Services
Administration and Interagency Committee on
Medical Records to facilitate the exchange
of medical information  throughout the
Federal Government. These forms are
tabulated in article 23-61. Department of
Defense forms used by the Medical Department
are listed in 23-62. Other forms used by the
Medical Department and not listed in the
preceding articles are listed in 23-63.

(4) The functions of the forms are out-
lined in the tabulations or in the references
cited therein.

(S) Forms available for issue through the
Forms and Publications Segment of the Navy
Supply System should be ordered when needed
from the appropriate forms and publications
cognizant "11* supply distribution points in
accordance with NAYSUP Publication 2002,
Navy Stock List Forms & Publications,

Cognizance Symbol 1.

25 Sep 85

(6) Article 23-60 indicates by asterisk
those forms which are stocked in the Maval
Medical Command. They should be requasted
directly from COMNAVMEDCOM,

(7) Stations should maintain a 3 months’
and ships a 6 months' supply of forms on
hand.

23-51. NAVMED 6320/18, Binnacle List

(1) NAVMED 6320/18 shall be used to excuse
an individual from duty for a period of 24
hours or less. It shall be prepared by the
senior officer/senior representative of the
Medical Department and be submitted to the
commanding officer by 0930 daily. The list
must be approved by the commanding officer
and no names may be added without the
commanding officer's permission. After the
commanding officer has signed the Binnacle
List, it shall be returned to the Medical
Department. No guarters patient days may be
counted for individuals on the Binnacle List.

23-52. NAVMED 6320/19, Morning Report of
Sick and Injured

(1) NAVMED 6320/19 shall be used to excuse
an individual from duty for a period of more
than 24 hours. 1t shall be prepared by the
senior officer/senior representative of the
Medical Department and be submitted to the
comanding officer by 1000 daily. It shall
contatn a list of all sick and injured
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personne] excused from duty at that point in
time. One quarters patient day shall be
counted for each day an individual s
included on the Morning Report.

(2) uWhen it is considered necessary to
excuse individuals from duty after the
Morning Report of Sick and Injured has been
submitted, their names shall be added to the
Binnacle List and the appropriate report
shall be submitted to the commanding officer
for approval. If the individuals are still
unfit for duty when the next Morning Report
of Sick and Injured is submitted, their names
shall be added thereto as of the date on
which the individual's name was first entered
on the Binnacle List and the appropriate
number of quarters patient days counted.

(3) If individuals, excused fram duty on
the Binnacle List, are not ready to return
to duty after 24 hours, they shall be
included on the next Morning Report of Sick
and Injured as of the date they were excused
from duty on the Binnacle List and the
appropriate number of quarters patient days
counted.

(4) An "x* shall be placed in the appro-
priate block to indicate whether the patient
is excused from duty due to illness or
injury.  Suspected malingering shall be
reported to the commanding officer.

Note.-There is no article 23-53.
23-54. DD Form 877, Request for Medical/
Dental Records or Information

(1) Use.-00 Form 877 shall be used to
request medical or dental records, whenever

23-16
Change 99

feasible. However, when ordering Health and
Dental Records from the National Personnel
Records Center, St. Louis, MO, use DO Form
877; no other form will be accepted. The
form should be prepared in triplicate.

(2) Action by Requesting Activity.-Enter
date and complete items 1 through 10 (except
8d) and item 19.

(a) Check appropriate box{(es) in item
8a, RECORDS REQUESTED, to indicate whether
military records, Veterans Administration
records, or both are required.

(b) Enter in item 9, REMARKS, any
other information deemed appropriate to
identify the records. Forward original and
one copy of DO BJ7; retain third copy.

(3) Action by Addressee Upon Receipt of
DO 877.-

(a) 1If ¢the requested records are
available check the appropriate box(es) in
item B8b, RECORDS FORMWARDED, complete items
11 through 14 and forward the requested
records to the address in item 19, together
with the original of the DD 877.

(b) If the requested records are not
on hand but their location is known, forward
both copies of the D0 Form 877 to the
present custodian of the records, using
items 11 through 14 to request compliance
with the basic request.

(c) If the requested records are not
on hand and their present location is not
known, complete items 11 through 14, or IS
through 18, as appropriate, and return both
copies of the DD 877 to the originating
activity indicated in iiem 19.

25 Sep 88
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Section IIl. RELEASE OF INFORMATION FROM RECORDS

Article
T o 23-10
Release of Medical InfOrmMBtion ........oviiiiniiieeiooneeeoanronerveroacaneenasanessans 23-N
Disclosure ACCOUNEING . ....cvvunueuiunnetareeoneeasaoaasersossanasssossacsoacsssnnnassnans 23-12
AmenAment ProCedulMes ...........coieteueererrsoscroasssscssossasscancanss Chesecteaaanenas 23-13
Show Of AULROPILY ..ioivnrreceinnarannnrsonenssocsensassasercnsansnacesanannes teecanaans 23-74
Personal Liability (Penalty) .....cciiiiieniiaiiennoeeerenesnencresoenecassossaanacnnnan 23-15
ANNUAT REPOPE .. il ittt ireneaeronseatrassaanceososensosansnannaasacanssanesonssnnnes 23-76
Death Forms for Civilian Agencies and Individuals .......coiiiiiiirininnonnncnrnnnnranans 23-T1
Clinical Records to Armed Forces Institute of Pathology .....cocivieiiiinnencnnvncnaess 23-78
Health Care Records for Use in a Medical Care Recovery Act Claim .............cccineinne 23-19

23-70. General

(1) SECMAVINST 5211.5 series implements
the Privacy Act of 1974 (PL 93-579) S5 USC
S5%2a within the Department of the Navy. The
Surgeon General has been designated the
official responsible for administering and
supervising the execution of SECNAVINST
5211.5 series as it pertains to the Health
Care Treatment Record System. Additionally,
the Surgeon General is the official
authorized to deny requests of individuals
for notification, access, and amendment to
their medical and dental records. The Head,
Administrative Services Branch (MEDCOM-312)
has been designated as the Privacy Act
Coordinator within the Naval Medical Command.

(2) Commanding officers and officers in
charge of Navy and Marine Corps activities
are designated as local system managers for
individual health care records maintained
and serviced within their activities.
Custodians of individual health care records
are responsible for familiarizing themselves
with SECNAVINST S211.5 series and complying
with the provision for preserving the
privacy of information concerning
individuals contained in departmental health
care records. Generally, these provisions
are:

25 Sep 85

(a) To permit individuals to know what
records pertaining to them are collected,
maintained, used, or disseminated, to have
access to and have copies made of all or any
portions of their records, and, subject to
the provisions of article 23-73, to obtain
amendment of such records when a discrepancy
is noted.

(b) To perwmit individuals to prevent
records pertaining to themselves, obtained
for a particular purpose, from being used or
made available for another purpose without
their consent.

(c) To require the collection,
maintenance, wuse, or dissemination of
records of identifiable personal information
only for necessary and lawful purposes and
to ensure that such information is current
and accurate for the intended uses.

(d) To ensure that adequate safeguards
are provided to prevent misuse of personal
information in records.

(e) To ensure that requests of
individuals for notification, access,
disclosure, or amendment concerning their
records are acted on as promptly as s
feasible. In the event a local systess
manager deems that an individual's request
for notification, access, disclosure, or
amendment should be denied, the request and
all supporting documentation, including a
copy of the medical or dental treatment

23-63
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record in question, shall be promptly
forwarded to COMMAVMEDCOM (MEDCOM-312).

23-71. Release of Medical Information

(1) Local system managers are authorized
to release information from heaith care
records physically located within the
cammand in accordance with the provisions of
this article and article 23-74. The
requesting office or individual shall be
advised that such information is considered
to be of a private and confidential nature
and directed to treat it accordingly.

(2) The information  necessary to
accomplish the legitimate purpose for which
required and, if so required, a complete
transcript of the member's or former
mewber's health care records may be
furnished in accordance with the following
policy guidelines:

(a) Release to the Public.-Information
contained in health care records of
individuals who have undergone medical or
dental examination or treatment is personal

to the individual and is  therefore
considered to be of a private and
confidential nature. Consequently,

information from such health care records,
the disclosure of which would constitute a
clearly unwarranted invasion of personal
privacy, should not be made available to the
public. Such information is exempt from
release under the Freedom of Information Act.

(b) Release to the Individual
Concerned.-Release of health care
information to the individual concerned

falls within the purview of the Privacy Act
and not the Freedam of Information Act. If
individuals request information from their
health care record, it shall be released to
thesm unless, in the opinion of the releasing
authority, it might prove injurious to their
physical or mental health. In such an
event, and where the circumstances indicate
it to be in their best interests, the
individuals shall be requested to authorize
the release of the information to their
personal physician.

23-64
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{c) Release to Representatives of the
Individual Concerned. -Health care
information shall be released to authorized
representatives of the individual concerned,
upon the written request of the individual
or the individual's legal representative.
If the individua! concerned is mentally
incompetent, insane, or deceased, the next
of kin or legal representative must
authorize, in writing, the release of the
individual's health care recurds. Next of
kin or legal representative must submit
adequate proof that the member or former
member has been declared mentally
incompetent or insane, or furnish adequate
proof of death in instances where such
information is not on file. Legal
representatives must also provide proof of
appointment such as a certified copy of the
court order of appointment.

(d) Release to Other Government
Departments and Agencies. -Health care
information shall be released, upon request,
to other departments and agencies which have
a proper and legitimate need for the
information 4as listed in the "Routine uses™
section of the Health Care Treatment Records
System promulgated by the current SECNAVNOTE
S211, subj; Systems of Personal Records
Authorized for Maintenance under the Privacy
Act of 1974, . 5 USC 552a (PL 93-579).
{wote: Publication of the list will be
annually as a SECNAVRGTE in the 5211 series.)

(1) Should the reileasing authority
have doubts of whether the requesting
department has a proper and legitimate need
for the information, the latter will be
requested to specify the purpose for which
the health care information will Dbe used.
when appropriate, the requesting department
wi))l be advised that the information will be
withheld wuntil it obtains the written
consent of the individual concerned.

(2) In honoring proper requests,
the releasing authority shall disclose only
that information which 1s germane to the
request. The following are representative
instances where other departments and
agencies, both Federal and State, may have a
proper  and legitimate need for the
information.
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(a) Health care information is
required in order to process a governmental
action involving the individual whose health
care record is sought. (The Veterans
Administration and the Office of wWorkers’
Compensation Programs process clawms in
which the claimant's medical or dental
history is relevant.) In those instances
where an agency requests health care
information solely for employment purposes,
a written authorization from the individua)
concerned shall be required.

(b) Health care information is
required in furtherance of the treatment to
an individual in the department's custody.
(Federal and State hospitals and prisons may
need the medical or dental history of their
patients and inmates.)

(e) Release to Federal or State Courts
or Other Administrative Bodies.-The
foregoing limitations are not intended to
preclude compliance with lawful court orders
calling for the production of health care
records in connection with civil litigation
or criminal proceedings, nor to preclude
release of information from health care
records when required by law.

(1) Health care records of Navy
personnel (military, civilian employees, and
others) may be produced in Federal, State,
or territorial courts, including local
courts, upon order of the court where
litigation is pending. In such an instance,
authority need not be obtained fram the Navy
Department. The records shall be subject to
current  restrictions on release of
classified information and subject to the
exception noted in article 23-71(4) with
respect to release of medical information
concerning civilian employees. when
certified copies of records are produced,
they shall be forwarded direct to the clerk
of the court issuing the order.

(2) Whenever the releasing
authority has doubts of whether the subpoena
or other compulsory process has been issued
by a court of competent jurisdiction or by a
responsible officer of any agency or body
having power to campel production, the Judge
Advocate General of the Navy (or other
cognizant legal officer) shall be consulted.

25 Sep 85

(fF) Copies of Health Care
Records. -Upon request, an individual or an
authorized representative entitled to bhave
access to health care records, will be
furnished copies of the individual's health
care records. The provisions of article
23-711(2)(b) shall apply in those instances
where release of the reguested information
might prove injurious to the member's
physical or mental health.

(3) Commanding officers of Medical
Department treatment facilities are
authorized to release information from
health care records physically Tlocated
within the comand to members of their staff
who are conducting research projects. Where
possible the names of patients should be
deleted. All other requests from research
groups will be forwarded to COMNAVMEDCOM for
appropriate action.

(4) Release of wmedical reports or
information concerning civilian appointees
or employees is controlled by the provision
of the Federal Personnel Manual, section
339.1-4.

(S) Attention is invited to pertinent
articles in U.S. Navy Regulations and the
JAG  Manual for additional information
concerning the release of information from
naval medical or dental records.

23-72. Disclosure Accounting

(1) Each activity shall, with respect to
the individual health care records it
maintains, keep an accurate accounting of
the date, nature, and purpose of each
disclosure of a record to any person or
other agency, and the name and address of
the person or agency to whom the disclosure
is made. The only exceptions to this
accounting requirement are for disclosures
made to personnel of the Department of the
Navy and personnel of the Department of
Defense who have a need for the record in
the performance of their duties which is
compatible with the purpose for which the
record is maintained, and for disclosures
made of those records required to be released
under the Freedom of Information Act.

23-65
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(a) An accounting is required for
disclosures outside the Department of
Defense, even when such disclosure is with
the written consent, or at the request of,
the individual.

(b) The purpose of the accounting is
to:

(1) Allow individuals to determine
to wham their records have been disclosed.

(2) Provide a basis for
subsequently advising recipients of records
of any disputed or corrected records.

(3) Provide an auwdit trail for
subsequent review of activity compliance.

(c) A record of each disclosure made
will be included as an integral part of an
individual's health care record. In those
instances where the transaction is
accomplished by mail, the record will
include the request/authorization and a copy
of the activity's forwarding transmittal
form or letter. uWnhen the disclosure is made
by personal review, the record will consist
of &4 copy of the request or authorization to
review the record, a signed, dated statement
that the review was accomplished, and a
listing or description of any copies made of
the record.

23-13. Amsnasent Procedures

(1) 7The Privacy Act of 1974 as
implemented by SECMAVINST S5211.5 series
provides for individuals to request
amwndment of their personal records when the
individuals Dbelieve the records to be
inaccurate, irrelevant, untimely, or
incomplete. The Commander, Naval Medical
Command as the designated denial authority
has established the following rules for
amendment of health care records:

(a) Requests must be in writing and
must indicate that they are being made under
the Privacy Act or SECNAVINSY 5211.5
series. Pequests should contain sufficient
inforuatiur to locate the particular record
which the requestor is seeking to amend. A
request should also contain a statement of
the changes desired in the record, the
reasons for requesting amenament, and any
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available information the requestor can
provide in support of the request, including
pertinent documents and related records.

(b) Requests should be sutmitted to
the local systems manager (holder of the
records in question) who shall provide the
requestor with written acknowledgment of
receipt within 10 working days after the
request has been received. The
acknowledgment should clearly ldentify the
request and advise the individual! when the
individual may expect notification of the
action taken on the request. Mo separate
acknowledgment of receipt is required if the
request can be acted on within the 10
working day period.

(c) If the local systems manager
determines that the individual's request for
amendment is warranted, a correcting entry
shall be made in the appropriate record
showing wherein and to what extent the
original entry is erroneous. The original
entry shall not be stricken out. Local
systems managers are not authorized to
effect deletions from health care records.
The systems manager shall advise previous
recipients of the record for wham a
disclosure accounting has been made that the
record has been amended, and of the
substance of the correction.

(d) If the local systems manager
determines that any portion or all of a
request for amenament is not warranted or if
the action to amend the record requires
deletion of the record, the request shall be
forwarded with recowmendations and related
information (including a copy of the record
which is the subject of the request) to
COMNAVM:OCOM (MEDCOM-3 12) .

23-14. Show of Authority

(1) Prior to the furnishing of
information, granting  disclosures, or
authorizing amendment of records noted in
article 23-71, a proper show of authority
must be established in regard to each
request. The application may be made in
person or by mai! but must be reduced to
writing.
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23-75. Personal Liability (Pendltv)

(1) Maintaining Personal Records.-It is
unlawful  to maintain systems of records
about individuals without prior announcement
in the Federal Regtster. Anyone who does is
subject to criminal penalties up to $5,000.
Even with such notice, care shall be taken
to keep only such personal information as is
necessary to do what law and the President,
by executive order, require. The
information is to be used only for the
purpose described in the Federal Register.

{(2) DOisclosure.-Information about an
individual shall not be disclosed to any
unauthorized individual. Anyone who makes
an unauthorized disclosure on purpose may be
fined up to $5,000. tvery member or
employee of the Department of the Navy who
maintains records about individuals has an
obligation to do ones part in protecting
personal information  from  unauthorized
disclosure. SECNAVINST S211.5  series
describes when disclosures are authorized.

23-76. Annua! Report

(1) COMNAVMEDCOM command activities shall
submit the annual report (DD(A) 1379 (5211))
required by paragraph 14 of SECNAVINST
S211.5 series to COMNAVMEDCOM (MEDCOM-312)
no later than | February of each year.
Medical ODepartment representatives, ashore
and afloat, shall submit. data to the
appropriate denial authority in the chain of
command as specified in paragraph 4c of
SECNAVINST S211.5 series.

23-17. Death Forms for Civilian Agencies and
Individuals

(1) All requests received from next of
kin, relatives, insurance agencies,
companies, fraternal organizations, etc.,
for completion of blank forms relative to
deaths of military or civilian personnel in
naval medical facilities, except in Veterans
Administration situations, shall be
satisfied locally, by furnishing the

75 Sep BS

information requested - after authorizatiom
has been received from the next of kin. 'If
the Information is not available locally the
request ‘should be referred to COMMAVMEDCOM
for action.  1In’ most instances, the inquiry
can be- satisfied by furnishing a statement
of proot of death or-a copy of the terminal
narrative summary.

(2) Requests for completion of such forms
in situations of beneficiaries of the
Veterans Administration shall be forwarded
to the Manager of the Yeterans
Administration Regional Office authorizing
the admission of the patient.

23-78. Clinical Records to Armed Forces
Institute of Pathology

(1) Commanding officers of Medica)
Department treatment facilities are
authorized to furnish original clinical
records to the Armed Forces Institute of
Pathology (AFIP) upon request. A teaching
hospital may reproduce any records
considered to be of value for wuse in
residency training, research, or clinical
investigation before the original records
are sent.

(2) A chargeout card shall be substituted
in the clinical record file for each record
furnished the AFIP. If a clinical record on
loan to the AFIP is not returned prior to
scheduled date of retirement, the chargeout
care shall be retired along with other
eligible clinical records. Clinical records
returned after retirement date shall be
retired as soon as practicable and in
accordance with SECNAVINST 5212.5 series.

23-79. Health Care Records for Use in a
Madical Care Recovery Act Claim

(1) when approved by the commanding
officer, Medical Department officers may
release copies of health care records or
other medical or dental information to any
JAG designee as designated in 2401(b) of the
JAG Manual for the purpose of pursuing a
Medical Care Recovery Act Claim (chap. XXl1V,
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JAG Manual). The responsibility for proper
release of health care records in such
instances shall rest with the JAG designee
or the JAG and shall be restricted to those
health care records directly related to
treatment of the conditions which gave rise
to the claim. Meguests for other health

care records of the msmber concerned shall
be processed in accordance with article
3-11.

(2) wWhen a subpoena for health care
records is received, the appropriate G
designee shall be consulted and the records
released in accordance with their
instructions.
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