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Medical Records Retention and Destruction
POLICY:


The Board of Directors understands the importance of nonprofit organizations such as Livingston Medical Group (LMG) should have a written, mandatory document retention and periodic destruction policy.
PURPOSE:
Policies such as this will eliminate accidental or innocent destruction of important documentation
SCOPE: 
It is important for administrative personnel to know the length of time records should be retained to be in compliance.  
PROCEDURE:

The following table provides the minimum requirements.
	Type of Document
	Minimum Requirement

	Accounts payable ledgers and schedules
	7 years

	Audit reports
	Permanently

	Bank Reconciliations
	2 years

	Bank statements
	3 years

	Checks (for important payments and purchases)
	Permanently

	Contracts, mortgages, notes and leases (expired)
	7 years

	Contracts (still in effect)
	Permanently

	Correspondence (general)
	2 years

	Correspondence (legal and important matters)
	Permanently

	Correspondence (with customers and vendors)
	2 years

	Deeds, mortgages, and bills of sale
	Permanently

	Depreciation Schedules
	Permanently

	Duplicate deposit slips
	2 years

	Employment applications
	3 years

	Expense Analyses/expense distribution schedules
	7 years

	Year End Financial Statements 
	Permanently

	Insurance Policies (expired)
	3 years

	Insurance records, current accident reports, claims, policies, etc.
	Permanently

	Internal audit reports
	3 years

	Inventories of products, materials, and supplies
	7 years

	Invoices (to customers, from vendors)
	7 years

	Minute books, bylaws and charter
	Permanently

	Patents and related Papers
	Permanently

	Payroll records and summaries
	7 years

	Personnel files (terminated employees)
	7 years

	Retirement and pension records
	Permanently

	Tax returns and worksheets
	Permanently

	Timesheets
	7 years

	Trademark registrations and copyrights
	Permanently

	Withholding tax statements
	7 years

	Medical Records Retention

	Medical Records – Adult Patients
	7 years from last date of service

	Medical Records – Pediatric
	Until patient is at least 21 years old and at least 7 years from last date of service, whichever is longer

	Medical Records Storage

	Adults
	4 elapsed years since last encounter – move to storage  

	Pediatric
	7 years since last encounter and under age 21 years – move to storage


Medical records Storage:

Records that have been cleared by Medical records staff per the above guidelines will be boxed in alpha order by date due for destruction. The boxed records will be moved to an appropriately secured storage unit until due for destruction. A record of the records moved to storage will be maintained in the Medical records office so that any chart which is requested for a patient encounter or other reason can be appropriately located and brought back to the clinic.

See policy on Medical records transition to EHR for additional storage policy after the adoption of EHR.

REPONSIBILITY:

It is the responsibility of individuals dealing with specific documentation by department or area of responsibility to know and understand the time frame for retention and appropriate/timely destruction of records.  
ACCOUNTABILITY:

Managers, Senior Management, and ultimately, the Chief Executive Officer are accountable for the appropriate retention and destruction of records and to ensure appropriate retention and destruction procedures are executed. 

REFERENCE:

Information used to create and subsequently review and amend this policy was taken from the National Council of Non Profit Associations at www.ncna.org .  
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