
How to Conduct Chart Audits 
The following are first steps to take in preparing to conduct a chart audit:

1. Determine the number of charts needed to give you a good overview of the delivery of
preventive services in your clinical setting (e.g., at least 10 percent to 15 percent of
active charts).

2. Choose a time period to cover; 6 months often is used.  In a patient population that is
not well-defined, especially in fee-for-service or mixed practices, it is best to measure
the provision of preventive services among patients who have visited your setting
within a defined period (usually 2 years).

3. Use the appointment log from the chosen time period. Choose two morning and two
afternoon appointments per day to reach the desired number of charts to audit for that
time period. Be sure to cover all days of the week (including weekends and nights, if
applicable) and to include all practitioners.

4. Decide which preventive services to evaluate. You will need to review the preventive
care standards your setting has adopted. You may start with one service, such as Pap
smears, for your initial assessment.  In this way, you can assess each patient’s chart and
find out whether it is up to date for that particular service (see Simple Chart Audit). 

You are now ready to conduct an audit.  Three sample audits are presented.  These range
from simple to complex to more complex (Examples 1, 2, and 3).  Of course, you can
adapt these forms or choose other forms to suit your needs.

Simple Chart Audit
A simple chart audit (Example 1) appears below.
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Example 1. Simple Chart Audit

Systematic Initial Delivery of Any Health Date 
Chart Assessment of Physical Health Pap Test Education Client

# Sex Risk Factors? Exam? History? Complete? Documented? Was Seen Age

1002 M no yes no no yes 12/3/95 55

2323 F yes yes no no yes 5/5/95 32

Total

1 YES/2 2 YES/2 0 YES/2 0 YES/2 2 YES/2


