HIPAA Privacy 
Implementation Checklist

Action Items
Complete By
Done

Privacy Manual
1. Download the HIPAA Privacy Manual.
2/21/03
(


2. Assign the Privacy Officer/Complaint Manager positions.
Document the assignments in the manual on pages 1 and 10.
2/21/03
(


3. Customize the HIPAA Privacy Manual.
Have the privacy officer read the manual and complete information requested within <   >.
3/7/03
(

Business Associates
4. Compile list of business associates.
3/7/03
(


5. Identify those without a written contact and get business associate agreement signed.
4/14/03
(


6. Identify all others by renewal date and get business associate agreement signed at renewal or 4/14/04 whichever is sooner.
At contract renewal
(

Notice
7. Download the Notice Brochure.  
Add the practice name, address, and phone number.
Print copies for first year.   
3/31/03
(


8. Download the Notice Poster.
Print, laminate, and display in your waiting room.
3/31/03
(


9. Print the Acknowledgement of Notice Form (1 for every patient)
3/31/03
(

Forms
10. Print the other commonly used forms: (a minimum 3mth supply) 
Access to PHI Request
Amendment of PHI Request
Confidential Channel Communications Request 
Complaint 
Patient Authorization 
Special Privacy Protections Request
3/31/03
(

Staff Training
11. Familiarize staff with the HIPAA Privacy Manual explaining the procedures for:
Documenting the Notice
When Patient Authorization is required
Accounting for Non-routine Disclosures
Patient Accounting requests
Patient Access requests
Patient Amendment requests
Patient Confidential Communication requests
Patient Special Privacy Protections requests
Filing and processing Complaints
4/4/03
(


12. Document initial employee training after staff familiarization, using the workforce training log on page 49 of manual. 
4/4/03
(

