
Your firm name:

Your DX address:

Fee earner: 

Reference:

Date records sent out:

Enclosures

 Client’s statement Medical records  Radiology CD(s)

Record providers:

 Other:

Work required

 Sort and index Chronology  Scan records onto disc

Date by which records required if urgent:

Signed:

Print name:

Instruction Cover Sheet

Instructions received:

Standard 10 working day deadline:

Records returned:
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