. r
South gag “
outhern u
Health )} REQUEST FOR ACCESS RESPONSE COORDINATION PROCESS FLOW CHART
Proposed
Time Frame in - )
1. Receive the X b) Create File & Log . d) Send
Calendar Days Request > a) Receive Request Request ) Review Acknowledgement Letter
Day 1-3 Request if required
Require more information or clarification? €) Application not f) Send _Clariﬁc.ation
complete? Contact » Letter if required
Applicant
2. Search for .
Records > a) Location of Records b) Custody or ¢) Search for Records
Day 4-14 Control?
No d) Transfer Request
i Send Appropriate e) Detailed Analysis can Begin
3. Analysis of Records a) Preliminary b) Extension? Lett tppA p| t
> c) Fee Estimate? €tter to Applican > .
Day 15-22 Assessment d) Third Party Consult? Proceed to Preparation of Records
Access
Granted in Full
o p u " a) Complete Detailed b) Mark for Redaction c) Draft Appropriate Access
. Preparation of Analysis of Records if Required i
Records > Y g Letter to Applicant Granted in
Day 23-35 Part
Access
Refused
5. Responding to a) Decisions Reviewed b) Finalize Respo.nse c) Update Log
3 and Approved by a! and Apply Redactions
Applicant Access & Pri " if Applicable. Send t
Day 35-45 ccess & Privacy if Applica _e. end to
Officer Applicant.

Request for Access Response Coordination Process Flow Chart ORG.1411.PL.002.SD.01

July, 2024

Page 1 of 1



