
Instructions for Completion and Submission of DHA Form 431 
 

1. Purpose 

This document provides instructions for the proper use, completion, and submission of 
the Defense Health Agency (DHA) Form 431. This form is to be used for specific 
investigative requests made to the General Leonard Wood Community Hospital 
(GLWCH) Release of Information (ROI) Team when patient authorization is not required. 
Effective immediately, DHA Form 431 replaces the previously used DA Form 4254. 

2. Applicability 

DHA Form 431 is mandatory for the types of investigative requests listed in the table 
below. Please note the specific supporting documentation required for each request 
type. 

Request Type Required Supporting Documentation 

Law Enforcement Investigations With required additional documentation  

Military Command Exception 
Requests 

Attachment of Appointment Orders or a supporting 
Memorandum. 

Line of Duty (LOD) Requests Attachment of Appointment Orders. 

Public Health and Safety Disclosures May use their own internal form as an alternative. 

National Security & Intelligence 
Activities 

May use their own internal form as an alternative. 

  

3. Completion Instructions 

Please fill out the DHA Form 431 according to the following block-by-block guide. 

Block(s) Section Title Instructions 

1-4 Patient Details Enter all required information pertaining to the patient. 

5 Time Period Specify the date range for the records being requested. 



6 Reason for 
Request 

State the purpose of the request and cite any applicable policies or 
regulations. Note: This box will expand as you type and may create a second 
page. 

7 Type of Records 
Requested 

Select all checkboxes that apply to your request. 

7a Additional 
Information 

Specify how the records should be delivered: "Pick up" or "Send via DoD 
SAFE". If using DoD SAFE, please provide the requestor's email 
address. Note: This box will expand as you type. 

8-12 Requestor 
Information 

Enter all required information pertaining to the individual or agency 
requesting the records. 

13-15 (Internal Use) To be completed by the Release of Information (ROI) office. 

16 (Internal Use) If records are picked up in person, a signature for acknowledgment of 
receipt will be obtained. For electronic delivery, the DoD SAFE 
confirmation will serve as proof of receipt. 

  

4. Supporting Documentation 

Ensure all required supporting documentation, as outlined in Section 2, is attached to 
your submission. Use the "Add Attachment" function if you are submitting the form 
electronically. 

5. Submission Methods 

Once the form is completed and all necessary documents are attached, submit it to the 
GLWCH Release of Information office using one of the following methods: 

• Email: usarmy.leonardwood.medcom-glwach.list.roi@health.mil 
• In-Person Drop Off: Medical Records/ROI, Room 1319 (First Floor, GLWCH) 
• Fax: 573-329-0888 
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