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NCH Request Process

1. Click the link to download the request form → CASA Medical Record Request Form
2. Navigate to the highlighted areas and add the required information:

Requesting Updated Records? 
If you are sending a request for updated 
records, the “FROM DATE” will be the 
date of the last request send. For 
example, you sent a request on May 1st 
for records. In August, you want to see 
their medical encounters since May 1st. 
In the “FROM DATE” you will write 
“5/1/2024” to show you want records 
since May 1st. This ensures you do not 
gather their entire lifetime record again.

https://casa.franklincountyohio.gov/CASA-website/media/Documents/Tutorials/Medical-Records-Request_lastname.docx


NCH Request Process

3. Go to CASA Resources and select the NCH Attestation Form from the “Request Medical Records” section
4. Navigate to the highlighted areas ONLY and add the required information:

IMPORTANT:
The child’s information and date range of 
request must match your request form or 
the request will be denied.

https://casa.franklincountyohio.gov/Volunteer/Resources


Email Template

<Good Morning> <Good Afternoon> <Good Evening>,

CASA has been appointed to the Minor Child(ren) named in the 
attached request(s) and order(s) of appointment. Please let me 
know of any difficulties locating their records.

Cheers,   
<Your Name, Title, Phone Number>

To: medicalrecordrequests@nationwidechildrens.org
Subject: CASA Franklin County – Requesting Records
Body:

 Copy/Paste email address

 Copy/Paste/Customize email message

 Attach the Record Request form & 
Attestation Form

 If a ward, attach the Order of Appointment

 If an adult or minor parent, attach the ROI

 Send one email per child

Planning to send requests to additional 
medical providers? Reach out to your Case 
Manager to inquire about and locate the 
medical provider’s record request process.

mailto:medicalrecordrequests@nationwidechildrens.org


Need Assistance?
Contact your case manager or email intern.rigsby@franklincountyohio.gov 

mailto:intern.rigsby@franklincountyohio.gov
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