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REPORT FORWARDING:  A Tutorial for Data Bank Reporters 

Data Bank reporters are among the primary beneficiaries of the new report forwarding enhancement 

available since January 2012.  Organizations that submit Medical Malpractice Payment Reports, Clinical 

Privilege Action Reports, or Professional Society Membership Action Reports to the Data Bank are 

eligible to take advantage of report forwarding. 

How Report Forwarding Can Benefit You: 

Report forwarding will save time and reduce the risk of forgetting to mail a copy of the report to the 

State Board.  

Other benefits include: 

 Convenience for the reporter:  copies of reports are sent electronically at time of report 
submission.  

 Feedback for the reporter that the report has or has not been viewed.  

 Assurance that Personally Identifiable Information (PII) is kept out of the mail. 

 
This tutorial will guide reporters through the steps involved in using the report forwarding 

enhancement, and help ensure that State Boards receive a copy of the reports that are submitted to the 

Data Bank by reporting organizations.  

1.  Select report type to submit.  

The streamlined Report Type page asks you to identify whether you are starting a new report, 

continuing a draft report, or modifying a report that was previously submitted.  
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2.  Choose what kind of action you are reporting. 

On the Select Action page, indicate whether you are reporting a Medical Malpractice, Clinical Privilege, 

or Professional Society Membership action.  Any of these actions are eligible for electronic report 

forwarding to the State Board. 

 
 

3.  Complete the Report Input form. 

The Occupation/Licensure section of the Report Input form, like the information in most sections of the 

form, is mandatory.  Two fields in particular―State of Licensure and Field of Licensure―help the Data 

Bank determine a likely list of State Boards from which you can choose for electronic forwarding. 
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4.  Review the report before submission. 

Click Continue to go to a final page where you can indicate your report forwarding preference before 

submitting.  
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5.  Verify State Board and forwarding preference. 

Specify your preference to forward the report electronically on the Notification Options page, which is 

the final step in the report submission process.  Alternatively, if you choose not to forward this report 

electronically, you should click the button that asks you to attest that you will mail the report to the 

appropriate State Board. 

 
 

Note:  You must specify a forwarding preference for every individual report you submit.  Revisions or 

Corrections to reports that were previously forwarded electronically to a State Board will not 

automatically be forwarded.  

 

Note: The Notification Options page lists the State Board which oversees licensing for the State and 

primary field of certification or licensure which you indicated in the report.  However, it only displays 

State Boards that have opted to participate in electronic report forwarding.  If a State Board has not 

elected to receive reports via electronic forwarding, the reporter will only see information about 

printing and mailing the report, and will have to attest that they will mail a copy of the Report 

Verification Document. 
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6.  Certify and submit the report. 

Enter information to certify and submit to the Data Bank. 

 

 

7.  Watch for notification about forwarded report. 

Within 1 week of submitting your report, you will receive an email letting you know either (1) that you 

have fulfilled your legal obligation to provide the State Board with the report, or (2) that further action is 

needed.  If the State Board viewed your report, you will receive the following message: 

 
 

If the State Board does not view the report within 7 days, you will receive a message advising you that 

further action is needed on your part, as follows: 
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Note:  There is no “re-send” option with report forwarding.  If after 7 days the Board has failed to take 

action on the forwarded report, it is the reporting organization’s responsibility to print the Report 

Verification Document and mail it to the appropriate State Board. 

If the State Board has indicated that they do not license the report subject in question and declined to 

view the report, you will receive the following message.  

 

In this case, it is the reporter’s responsibility to determine which State Board should receive the report, 

and make sure that it gets mailed. 

 

If you have questions about or need help with report forwarding, please call the NPDB-HIPDB Customer Service 

Center at 1-800-767-6732. The Customer Service Center is available from 8:30 a.m. to 6 p.m. (5:30 p.m. on Fridays) 

every weekday except Federal holidays. 


