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MEDICAL RECORD INDEX 

Name on Record: Jane Doe 

Date of Birth: xx/xx/xxxx 

Social Security Number: XXX-XX-1234 

Provider Facility Name Type of Service Dates of Service Page Range 
Premier MRI CT Michigan Head & Spine 

Institute - Novi 
MRI Brain without 
contrast 

5/24/2017 1-2 

Premier MRI CT Michigan Head & Spine 
Institute - Novi 

MRI TMJ without 
contrast 

12/10/2016 3-4 

Premier MRI CT Michigan Head & Spine 
Institute - Novi 

MRI Cervical without 
contrast 

5/19/2016 5-6 

Premier MRI CT Michigan Head & Spine 
Institute - Novi 

MRI Thoracic without 
contrast 

5/19/2016 7 

Premier MRI CT Michigan Head & Spine 
Institute - Novi 

MRI Lumbar without 
contrast 

5/19/2016 8 

http://www.legalcopyservices.com/
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To The Records Custodian: MICHIGAN HEAD & SPINE INSTITUTE

You are to release the records of:
Due Date:
Job Number:

CERTIFICATE OF COMPLETENESS
This SIGNED CERTIFICATE must accompany the documents being submitted or you will be contacted by our office.

I certify that, to the best of my knowledge, information and belief, that all documents or things required to be produced 
according to the issued subpoena have been produced.

X X
Signature of the Records Custodian Date

If any of the requested record types are not available, please indicate so below. Please include a brief description of why 
the records are not available.

No Billing Records No Films Other (specify record type below)

No Medical Records No Employment Records

Note

SUBMISSION INSTRUCTIONS: CONTACT LEGAL COPY SERVICES:

Records Can Be Shipped To:
Legal Copy Services, Inc.
3280 N. Evergreen Drive  NE
Grand Rapids, MI 49525-9580

Records Can Be E-mailed To:
records@legalcopyservices.com

Records Can Be Faxed To:
(877) 949-2270

• You are only required to photocopy and provide records. Your personal
appearance is not required.

• Should the fee for providing these records exceed $250.00, you must
submit the fee to Legal Copy Services for approval before sending the
documents.  Without prior approval, payment is not guaranteed.

• Fees charged must be in accordance with state laws. You may contact us
for a copy of the appropriate fee guidelines enacted by the state.

• If you do not have the records specified, you are required to send a
signed and dated statement indicating such. You may use the Certificate
of Completeness above .

• Please ship all original documents/films with a tracking number. Questions? Feel free to call us:
(877) 949-1313



Approved – SCAO          LCS Job No.  170220207

STATE OF MICHIGAN
MI Circuit Court

16th MI Circuit Court

SUBPOENA
Order to Appear and/or Produce

Case No:

Court address: 40 N. Main, Mt. Clemens MI 48043-5654 Court telephone no.: 586-469-5351

Plaintiff(s)/Petitioner(s)

☐☐ People of the State of Michigan
☒ 

V

Defendant(s)/Respondent(s)

   

☒☒ Civil                                      ☐ Criminal Charge

☐☐ Probate      In the matter of                 

In the Name of the People of the State of Michigan.    TO: MICHIGAN HEAD & SPINE INSTITUTE 

If you require special accommodations to use the court because of disabilities, please contact the court immediately to make arrangements.

YOU ARE ORDERED TO produce/permit inspection or copying of the following items:

RECORDS REQUESTED:  The complete copy of all records, without limitation, including but not limited to: any and all sign 
in sheets, any and all medical reports,  doctor notes/reports, nurse’s notes/reports, consultation notes/reports, admission 
notes, treatment notes/history, lab results, medical orders, psychological reports, neuropsychological reports, physical 
therapy notes/orders/regimen, performance appraisals, exams, results, insurance documents, intake forms, patient history 
forms, discharge reports, disability prescriptions, prescriptions slips, discharge summaries, radiographic study reports, 
medical orders, Michigan Automated Prescription System Reports, and the like from   to present pertaining to 

 including but not limited to Michigan Head and Spine-Pontiac

Records due by: 10/27/2017

You can be reimbursed for reasonable costs incurred while copying and producing the records. If you expect charges to exceed 
$250.00, submit the fee, including the total cost and page count, to Legal Copy Services for pre-approval prior to sending the 
documents.

Please mail, email or fax records to Legal Copy Services:

Records Can Be Shipped To:
Legal Copy Services, Inc.
3280 N. Evergreen Drive NE
Grand Rapids, MI 49525-9580

Records Can Be E-mailed To:
records@legalcopyservices.com

Records Can Be Faxed To:
(877) 949-2270

Person requesting subpoena Telephone no.

Address

City State Zip
MI

FAILURE TO OBEY THE COMMANDS OF THE SUBPOENA OR TO APPEAR AT THE STATED TIME AND PLACE MAY 
SUBJECT YOU TO PENALTY FOR CONTEMPT OF COURT.

10/9/2017 /s/ 
Court use only

☐ Served    ☐ Not Served
Date Judge/Clerk/Attorney Bar no.

MC 11 (3/15)  SUBPOENA, Order to Appear and/or Produce MCL 600.1455, 600.1701, 600.6110, 600.6119, MCR 2.506
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  Thomas Jones, DO
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Sandra Stone, DO
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Thomas Jones, DO

8


	Medical Record Index
	Source



