CLOSING THE LOOP

A quick reference for what to update when Tool 11 helps you verify or obtain new information.

TOOL 11: YOU VERIFIED OR OBTAINED SOMETHING NEW

Before closing the item, ask: Where else in my system does this information belong?

NEW OR MISSING RECORD VERIFIED CONDITION FACT RESOLVED A DIFFERENCE

Update Tools 2-4 Update Tools 7-8 Update Tool 10
Medical Records Inventory Condition Record Worksheet Your Story Across the Record
Provider Directory Condition Timeline
Records Request Tracker Record what the verified source

actually resolved.

RETURN TO TOOL 11

Record what you found - add the source/location - update the status.
Resolved, Unable to Verify, and No Action Needed are all valid endpoints.

IF THE NEW INFORMATION CHANGES MORE THAN ONE TOOL

Update every tool that should accurately contain it. The goal is not to preserve the first version of your worksheets. The goal is to
keep the system consistent with the best verified information you have.

Example: Tool 11 leads you to a missing pain-clinic follow-up note. Add the record to Tool 2, update the provider or request information in Tools 3-4 if needed,
add the verified treatment response to Tool 7, place the event in Tool 8, and update Tool 10 if the note resolves a difference. Then return to Tool 11 and close the
item.

Keep the standard: Update the system with what the source actually documents. If the question remains unresolved, record that honestly.
Do not fill uncertainty with an assumption.





