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STEP 6 RESOURCE 1: EXAMPLE EMAIL TO MEDICAL RECORDS
NB – you may need to add more detail (e.g., specific wards, specific procedures that patients may have undergone, etc.) – this is simply a guide

Dear medical records team
We have been undertaking some work in (insert organisation) to implement a patient safety guideline that focuses on (insert focus of guideline). This work is now coming to an end. We are in the process of an evaluation, whereby we are auditing practice in relation to the guideline following the implementation of a range of interventions.
You kindly provided us with notes to undertake the pre-audit for this work. We would now like to request a second set of (insert number) notes for patients who have (insert detail, e.g. notes for patients who have received nasogastric tubes) between (insert dates) so that we can audit current practice and identify whether improvement has been made.
Please could you let me know how we might organise for these notes to be pulled and delivered to us?
I look forward to hearing from you.
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