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CHAPTER

1

PRODUCT INSTRUCTION

Congratulations on your choice to use the Comprehensive Review Guide for Health
Information: RHIA and RHIT Exam Prep. It is an invaluable resource for navigating
through school and preparing for the national exams. This comprehensive review of
health information is designed to assist students in passing the national examination
for Registered Health Information Administrators (RHIA) and Registered Health Infor-
mation Technicians (RHIT) and with navigating through coursework. This product
was created to meet the needs of the basic learning styles, which include audio (hear-
ing) learners, visual (seeing) learners, and tactile (experience) learners. Keep in
mind, this review series is not to teach or introduce new information, but to highlight
major areas of study that you have learned or are learning during your coursework.

This unique product contains all the components needed for a comprehen-
sive strategy for test success. The book is divided into sections by knowledge clus-
ters and contains over 600 test questions. Each of the eight sections is divided into
a review of the subject area, application of knowledge (short answer, fill in the
blank, and matching questions), and test of knowledge (50 multiple-choice ques-
tions). Answers and references are provided for the test of knowledge. To assure
maximum strength of your knowledge, answers for the application of knowledge
are not provided (except in the clinical classification systems section). If you do
not know these answers, you must reread the review section or reference your
text books. The book ends with a 200-question, 4.5-hour mock exam. The audio-
review content provides a personal tutor of the knowledge clusters. The audio
content will tutor you with some of the questions in the health data management,
statistics, coding, and management sections. Look for the sign to indicate the
questions reviewed in the audio portion.

All test questions have been created utilizing the Domains and Subdomains
structure dictated by the American Health Information Management Association.
To maximize this learning tool, we recommend the following:

1. Review the content areas in the review section of the book. Begin with
your challenging areas first (visual learning).

2. Listen to the audio review series while reviewing the focused content
area of study (audio learning).
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3. Complete the workbook exercises related to the content area of study
(tactile learning).

4. Evaluate your comprehension of the content area by taking the “Test
Your Knowledge” exam on the relevant content area.

5. Repeat this process until you have completed all of the content areas.
6. After completion of all areas of content in the review book section, audio,

and workbook, take the mock examination. The mock exam in this re-
view consists of 200 questions, and you will have 4.5 hours to complete it.
To make it easier for you to determine your areas of strengths and those
requiring additional study, the test is divided by competencies. You will
need your calculator to perform mathematical computations. You also
will need your ICD-9-CM and CPT books to answer the coding questions.
When you take the actual RHIA and RHIT exams, you will not need cod-
ing books to take either exam. All information that will be needed to an-
swer a coding question will be included in the body of the question. The
question will include the code itself, narrative, and any other relevant in-
formation from the code books.

7. Repeat steps 1 through 4 for areas of weakness as indicated by the mock
exam results.

8. Continue to reinforce learning by listening to the audio review series
while exercising, driving, cooking, or even falling asleep.

In addition, utilize your textbooks to provide more support for challenging
areas. Remember the steps in your study process (Figure 1-1). Information about
the exams may change. Be sure you consult with the American Health Information
Management Association (AHIMA) to obtain the latest information. Their website
is www.ahima.org.

The RHIA and RHIT national exams of the AHIMA are based on an explicit
set of competencies. The 4-hour, 180-question RHIA examination consists of 160
scored questions and 20 pretest questions. The 3.5-hour RHIT exam consists of
150 questions (130 scored questions and 20 pretest questions). The competency
domains and the number of questions on the exams are listed for each. The levels
(RE = Recall, AP = Application, AN = Analysis) refer to the levels of learning for the
RHIA and RHIT Exam competencies per the national body, AHIMA.
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Figure 1-1 Study Process Steps

Review → Practice → Test → Review → Reinforce

↓ ↓ ↓ ↓ ↓

Review Workbook Take the After Review 
book content test- mock exam, audio 

content your- identify series
and knowledge areas

audio review exams to
series review again
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RE AP AN T

Domain 1: Health Data Management 40

Subdomain A. Health Data Structure, Content and Standards 2 6 5

1. Manage health data: Data elements (plan, design, monitor,
verify, interpret)

2. Manage health data: Data sets (plan, design, monitor, verify,
interpret)

3. Manage health data: Data bases (plan, design, monitor, verify,
interpret)

4. Assure that documentation in the health record supports the
diagnosis and reflects the progress, clinical findings, and
discharge status

5. Maintain processes, policies, and procedures to assure the
accuracy and integrity of health data

6. Clinical vocabularies and terminologies used in the
organization’s health information systems (evaluate, select,
monitor, verify, interpret)

7. Abbreviation usage in the organization’s health information
system (plan, select, monitor)

Subdomain B. Health Care Information Requirements and 2 5 4
Standards

1. Develop organization-wide health-record documentation
guidelines

2. Maintain organizational compliance with health care information
regulations and standards (such as documentation, retention,
reporting)

3. Interpret, communicate, and apply current laws and
accreditation, licensure, and certification standards related to
health information initiatives at the national, state, local, and
facility levels

4. Ensure organizational survey readiness regarding health care
information for accreditation, licensing, and/or certification
processes

Subdomain C. Clinical Classification Systems 2 6 0

1. Select electronic applications for clinical classification and
coding

2. Implement and manage applications and processes for clinical
classification and coding

RHIA Examination: Competency Statements 

(continues)
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3. Validate coding accuracy, using clinical information found in the
health record

4. Assign diagnosis and procedure codes

Subdomain D. Reimbursement Methodologies 2 3 3

1. Manage the use of clinical data required in reimbursement
systems and prospective payment systems (PPS) in health care
delivery

2. Manage organization’s revenue cycle, including chargemaster,
claims management, and finance decision support (plan, design,
monitor, verify, interpret)

3. Implement and manage processes for compliance and reporting
(such as National Correct Coding Initiative; Local Medical
Review Policies [LMRP]; Medicare Code Editor [MCE]; Resource
Based Relative Value Scale [RBRVS]; Outpatient Code Editor
[OCE])

Domain 2: Health Statistics, Biomedical Research and Quality 16
Management

Subdomain A. Health Care Statistics and Research 0 4 4

1. Manage databases (plan and/or select, design, abstract,
monitor, verify, interpret)

2. Analyze and present data for quality management, utilization
management, risk management, and other patient-care-related
studies

Subdomain B. Quality Assessment and Performance Improvement 0 4 4

1. Facility-wide quality management and performance
improvement programs (monitor and report)

2. Provide data for health care decision making, including quality,
safety, and effectiveness of health care (assess data needs,
design data collection process, coordinate data collection,
collect data, interpret data, report information)

Domain 3: Health Services Organization and Delivery 32

Subdomain A. Health Care Statistics and Research 3 8 5

1. Analyze and respond to the information needs of internal and
external customers throughout the continuum of health care
services

RHIA Examination: Competency Statements (continued)
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Subdomain B. Health Care Privacy and Confidentiality, and Legal 3 8 5
and Ethical Issues

1. Coordinate the implementation of legal and regulatory
requirements related to the health information infrastructure
regarding health care privacy and confidentiality issues

2. Manage access, disclosure, and use of personal health
information

3. Organization-wide confidentiality policies and procedures
(develop, implement, maintain)

4. Health care privacy training programs (develop, implement,
maintain)

5. Investigate and mitigate health care privacy issues/problems

Domain 4: Information Technology and Systems 32

Subdomain A. Information and Communication Technologies 2 5 1

1. Implement and manage use of technology applications to ensure
data collection, storage, analysis, and reporting of information

2. End-user hardware and software applications to enhance health
information documentation (plan, select, implement)

Subdomain B. Data, Information, and File Structure 1 2 2

1. Database architecture to meet organizational needs, including
data dictionary, data modeling, data warehousing (plan, design,
implement, monitor, verify)

2. Apply data, communications, and functional standards to
achieve interoperability of health care information systems such
as HL7, ASTM (plan, design, implement, monitor, verify)

Subdomain C. Data Storage and Retrieval 2 2 2

1. Apply data/record storage principles and techniques, including
paper based, hybrid (paper with any other medium), electronic

2. Query and report from databases using data-mining techniques

3. Design and generate routine and custom reports

Subdomain D. Data Security 2 2 1

1. Security measures to safeguard protected health information
(PHI) (plan, design, implement, monitor, enforce)

2. Protect data integrity and validity using software or hardware
technology

RHIA Examination: Competency Statements (continued)

(continues)
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Subdomain E. Health Care Information Systems 2 4 2

1. Evaluate and recommend clinical, administrative, and specialty
service applications

2. Health Information Management (HIM) departmental
applications such as transcription, chart management, encoder
(plan, workflow design, application design, select, test,
implement, monitor functionality, evaluate multiple aspects,
including goal attainment, return on investment (ROI), support,
system administrator)

3. Organization-wide information systems (plan, workflow design,
application design, select, test, implement, monitor functionality,
evaluate goal attainment including ROI, support, system
administrator)

Domain 5: Organizational and Management 40

Subdomain A. Human Resources Management 3 6 3

1. Manage human resources such as staff recruitment,
supervision, retention, counseling, disciplinary action

2. Ensure compliance with employment laws

3. Training programs, including staff orientation, continuing
education, systems (develop, implement, maintain)

4. Productivity standards for health information functions (develop,
implement, maintain, feedback to staff)

5. Benchmarking for HIM departments, such as staffing and
productivity (develop, implement, maintain, feedback)

6. Perform job analyses

7. Develop job descriptions

8. Develop, motivate, and support work teams

Subdomain B. Financial and Resource Management 3 6 3

1. Prepare and monitor budgets

2. Prepare and monitor contracts

3. Conduct cost-benefit analysis to justify resource needs

Subdomain C. Strategic Planning and Organizational Development 2 2 2

1. Develop strategic and operational plans for facility-wide health
information management

2. Facilitate team building, negotiation, and change management

RHIA Examination: Competency Statements (continued)
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Domain 1: Health Data Management 39

Subdomain A. Health Data Structure, Content and Standards 2 2 4

1. Collect and maintain data sets and databases

2. Conduct qualitative analysis to assure that documentation in the
health record supports the diagnosis and reflects the progress,
clinical findings, and discharge status

3. Apply clinical vocabularies and terminologies used in the
organization’s health information systems

4. Comply with national patient safety goals as related to
abbreviation usage

5. Verify timeliness, completeness, accuracy, and appropriateness
of data and data sources (e.g., patient care, management, billing
reports, and/or databases)

Subdomain B. Health Care Information Requirements and 2 4 3
Standards

1. Monitor the accuracy and completeness of the health record as
defined by organizational policy, external regulations, and
standards

2. Perform analysis of health records to evaluate compliance with
regulations and standards:

a. Quantitative analysis

b. Qualitative analysis

RHIT Examination: Competency Statements 

RE AP AN T

Subdomain D. Project and Operations Management 2 5 3

1. Implement and evaluate process engineering to ensure efficient
workflow and appropriate outcomes

2. Implement project management techniques to achieve project
goals

3. Ensure compliance with relevant HIM service regulations and
accreditation standards

4. Identify and implement HIM best practices

5. Resolve customer complaints

Total Number of Examination Items 33 78 49 160

RHIA Examination: Competency Statements (continued)

(continues)
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3. Apply policies and procedures to assure organizational
compliance with regulations and standards

Subdomain C. Clinical Classification Systems 2 12 0

1. Use and monitor applications and work processes to support
clinical classification and coding

2. Apply diagnosis/procedure codes using ICD-9-CM

3. Apply procedure codes using CPT/HCPCS

4. Ensure accuracy of diagnostic/procedural groupings (e.g., APC,
DRG, IPS)

5. Adhere to current regulations and established guidelines in
code assignment

6. Validate coding accuracy using clinical information found in the
health record

7. Identify discrepancies between coded data and supporting
documentation

Subdomain D. Reimbursement Methodologies 2 4 2

1. Apply policies and procedures for the use of clinical data
required in reimbursement and prospective payment systems
(PPS) in health care delivery (e.g., APC, DRG, RVU, RBRVS)

2. Support accurate revenue cycle through:

a. Coding

3. Use established guidelines to comply with reimbursement and
reporting requirements (e.g., National Correct Coding Initiative
[NCCI], local medical review policies [LMRP])

Domain 2: Health Statistics, Biomedical Research and Quality 16
Management

Subdomain A. Health Care Statistics and Research 1 4 2

1. Abstract and maintain data for clinical
indices/databases/registries

2. Collect, organize, and present data for:

a. Administrative purposes

b. Financial purposes

c. Performance improvement programs

d. Quality management

Subdomain B. Quality Assessment and Performance 1 4 4
Improvement

1. Participate in facility-wide quality assessment program

2. Present data in verbal and written forms

RHIT Examination: Competency Statements (continued)
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Domain 3: Health Services Organization and Delivery 22

Subdomain A. Health Care Delivery Systems 3 5 1

1. Comply with accreditation, licensure, and certification standards
from government (national, state, and local levels) and private
organizations (e.g., The Joint Commission [TJC])

2. Apply policies and procedures to comply with the changing
regulations among various payment systems for health care
services such as Centers for Medicare and Medicaid Services
(CMS), managed care

3. Differentiate the roles of various providers and disciplines
throughout the continuum of health care and respond to their
information needs

4. Understand the role of various providers and disciplines
throughout the continuum of health care services

Subdomain B. Health Care Compliance, Confidentiality, Ethical, 2 7 4
Legal, and Privacy Issues

1. Implement the legal and regulatory requirements related to
health information

2. Apply regulatory policies and procedures for access and
disclosure of PHI

3. Maintain user access logs/systems to track access to and
disclosure of patient-identifiable data

4. Identify and report privacy issues/problems

5. Demonstrate and promote legal and ethical standards of
practice

6. Report compliance issues according to organizational policy

7. Collaborate with staff to prepare the organization for
accreditation, licensing, and/or certification surveys

8. Implement health record documentation guidelines and provide
education to staff

Domain 4: Information Technology and Systems 33

Subdomain A. Information and Communication Technologies 5 4 0

1. Use technology, including hardware and software, to ensure
data collection, storage, analysis, retrieval, and reporting of
information

2. Use common software applications (e.g., spreadsheets,
databases, presentation, e-mail) in the execution of work
processes

RHIT Examination: Competency Statements (continued)

(continues)
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3. Use specialized software in the completion of HIM processes
(e.g., chart management, coding, release of information)

4. Apply policies and procedures for the use of networks, including
intranet and Internet applications to facilitate the electronic
health record (EHR), personal health record (PHR), public health,
and other administrative applications

5. Protect data integrity using software or hardware technology
(data should be complete, accurate, consistent, and current)

Subdomain B. Data, Storage and Retrieval 4 5 1

1. Use appropriate electronic or imaging technology for
data/record storage

2. Maintain integrity of patient numbering and filing systems

3. Design forms, graphical user interfaces, and other health record
documentation tools

4. Maintain integrity of master patient/client index/enterprise
master patient index (EMPI)

5. Query and generate reports using appropriate software

6. Design and generate reports using appropriate software

7. Coordinate, use, and maintain archival and retrieval systems for
patient information (e.g., in multiple formats)

Subdomain C. Data Security 2 3 3

1. Apply confidentiality and security measures to PHI

2. Apply departmental and organizational data and information
system security policies

3. Use and summarize data compiled from audit trail

Subdomain D. Health Care Information Systems 1 3 2

1. Collect and report data on incomplete records and timeliness of
record completion

2. Maintain filing and retrieval systems for health records

Domain 5: Organizational Resources 20

Subdomain A. Human Resources 3 5 6

1. Apply the fundamentals of team leadership

2. Develop and/or contribute to:

a. Strategic plans, goals, and objectives for areas of
responsibility

b. Job descriptions

RHIT Examination: Competency Statements (continued)
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3. Develop and/or conduct performance appraisals

4. Participate in intradepartmental and interdepartmental
teams/committees

5. Develop and implement staff orientation and training programs

6. Provide consultation, education, and training to users of health
information

a. Internal users (e.g., health care providers, administrators)

7. Assess, monitor, and report

a. Quality standards

b. Productivity standards

8. Perform staffing analysis to determine adequate coverage

9. Prioritize job functions and activities

10. Use quality improvement tools and techniques to assess,
report, and improve processes

11. Promote positive customer relations

12. Apply the principles of ergonomics in work process design

13. Comply with local, state, and federal regulations regarding
labor relations

Subdomain B. Financial and Physical Resources 1 3 2

1. Determine and monitor resources to meet workload needs,
including staff, equipment, and supplies

2. Make recommendations for items to include in budgets

3. Monitor coding and revenue cycle processes

4. Recommend cost-saving and efficient means of achieving work
processes and goals

Total Number of Examination Items 31 65 34 130

RHIT Examination: Competency Statements (continued)
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STUDY TIPS

You are either navigating your way through your HIM program or preparing to
take your national RHIA or RHIT exam. Either way, the Comprehensive Review
Guide for Health Information: RHIA and RHIT Exam Prep is an excellent tool in
your arsenal for success. Because everyone is different and our learning styles
vary, different methods work for different people. The following are only sugges-
tions for improving your current study techniques to help launch your achieve-
ment in the field of HIM.

1. Make a study schedule. Use a calendar to plan the days and times to
study specific courses or subject areas. Space out your studying; review
class materials at least several times a week, focusing on one topic at a
time.

2. Set a standard place to study such as your office, library, kitchen
table, or wherever is comfortable and conducive for focused and con-
centrated learning. Make sure you have adequate lighting and that you
are not distracted by noises.

3. Place all of your study material in front of you: lecture notes,
course textbooks, study guides, and any other relevant material.

4. Use the audio portion of this product to maximize your learning.
Listen to it as you drive, ride the bus, jog, cook, or even nap. Use it to
walk you through some of the computation.

5. Take notes and write down a summary of the important ideas as you
read through your study material. Make notes in your books. There is
nothing wrong with writing in your books; they are your books.

6. Take short breaks frequently. Your memory retains the information
that you study at the beginning and the end better than what you study
in the middle.

7. Make sure that you understand the material well. Do not just read
through the material and try to memorize everything. Use the review
guide to test your knowledge. Make an exam for yourself and answer the
questions. The more times you test yourself, the more you increase your
chance of scoring higher on your exam.

8. Use the review guide to review the main information of the knowledge
clusters quickly. You also may use the review guide to rewrite the main
ideas, information, and formulas to reinforce your comprehension of the
material. This may make it easier to retain the key concepts that will be
on the test.

9. If you choose to study in a group, only study with others who are se-
rious about the test. Study groups are not social gatherings for happy
hour. At the end of the predetermined study period you may want to end
with snacks and fellowship. However, the latter is not the main purpose
of coming together; stay focused.

10. Listen to the audio portion of the review guide at a low volume as
you study. You also may listen to relaxing music at a low volume to re-
lieve some of the boredom of studying.

11. Try listening to the audio portion of this review guide as you
nap. Do not study later than the time you usually go to sleep; you may
fall asleep or be tempted to go to sleep. Instead, try studying in the after-
noon or early evening. If you are a morning person, try studying in the
morning.

Comprehensive Review Guide for Health Information: RHIA and RHIT Exam Prep
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TEST-TAKING TIPS

Studying is only a part of getting good results on your exam. You also have to mas-
ter test taking so that you will score the most points.

1. Familiarize yourself with the AHIMA knowledge clusters. Know what is
expected for you to know and master. Read the candidate application
book and know what is allowed in the testing center and take the re-
sources you will need with you.

2. Many colleges and state and local associations offer review sessions for
mastering the national exams. Go to the reviews and incorporate the
testing hints that are relevant to you. Take careful notes and ask ques-
tions about items you may be confused about.

3. Do not try to cram the night before the exam. You have studied hard and
have retained as much information as you possibly can. Get at least eight
hours of sleep the night before the exam.

4. Eat before the exam. You will need the energy that having food in your
stomach will provide, and it will help you stay focused on the task at
hand. Avoid heavy foods that can make you groggy.

5. Use your alarm clock to assure that you do not oversleep for the exam.
Try to show up at least 15 minutes before the test will start. Use this time
to acquaint yourself with bathroom and water fountain locations. This
also is a good time to pray or meditate and calm yourself.

6. Time is of the essence. Whether you are taking a test in class or the na-
tional RHIA or RHIT exams, you have a limited amount of time. Schedule
your time accordingly. If you notice yourself spending too much time on
one question, come back to it later if you have time. Pace yourself.

7. The RHIA and RHIT are multiple choice test. Multiple-choice test-taking
tips include the following:
a. Read the question before you look at the answer.
b. Try to come up with the answer in your head before looking at the

possible answers. This will cut down the distractions of the choices
given.

c. Eliminate answers you know are not correct.
d. Read all the choices before choosing your answer.
e. There is no guessing penalty, so always take an educated guess if you

do not know the answer.
f. Do not keep changing your answer. Usually your first choice is the

right one unless you misread the question.
8. Keep a positive attitude throughout the whole test and try to stay re-

laxed; if you start to feel nervous, take 10 deep breaths and relax.
9. When you are finished and if you have time left, look over your test and

make sure that you have answered all the questions. Only change an an-
swer if you misread or misinterpreted the question, because your first
answer is usually the correct one.

It is our hope that this product helps you to achieve your goal of becoming a
credentialed professional in the field of health information. Good studying to you
and may your success be great!

Introduction
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