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Date: Date 
Re: HIPAA Breach Notification Explanation of Error
Dear Clinic and Patient;
Our sincerest apologies in the recent disclosure of private healthcare information to an unauthorized recipient.  The following explanation will show that there was no ill intent, rather a documented clerical error.  Please find below DataFile’s explanation of error for your filing purposes.  
	Date
	Patient
	Records Originated from Clinic
	Third Party Business Associate
	Authorized Recipient

	Date
	Patient Name & DOB
	Medical Practice
	DataFile Technologies
	Requestor


Incident:  Description of the unique occurrence.  
 

How mistake happened:  After it has been brought to our attention that there has been an oversight, mistake, or HIPAA violation (regardless of how big or small)- we will document, research and come to understand what happened and describe in detail how this occurred.  Include date and employee names involved in the communication trail.  

Mistake discovered:   Starting with date and resource, describe in how this mistake was discovered.
 

Mistake rectified and Notification:  Starting with date and name of employee initiating report and correcting the problem, describe in detail measures to correct the problem and how patient and covered entity were notified.  
Proactive approach for preventive measures:  Starting with date and supervisor’s name, document how we will use this occurrence to train the entire staff regarding our best practice procedures to prevent the possibility of a similar occurrence happening again.  
Patient Identity Protection Resource: direct the patient to the state Attorney General web resource for Free Identity protection or other resource.  Note whether it is likely or unlikely for the information to be used in a unintended manner that will result in harm to the patients identity.
Please be assured that DataFile Technologies has secure measures in place to assure compliances are consistently met.  In the case of an error in disclosure, DataFile will make every attempt to correct the problem, document the incident and communicate with the involved parties to rectify the occurrence.  

Sincerely, 
Supervisor
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