RECORDS AND DATA RETENTION REQUIREMENTS
MEDICAL AND LABORATORY RECORDS

	Data/Record to be retained
	Retention Period
	Law/Source

	Medical Records 
	
	

	· Medical Records and all related materials, including, but not limited to, patient histories, examination results, test results, records of drugs prescribed, dispensed, or administered, and reports of consultations and hospitalizations.

· Privacy practices notice, documents related to uses and disclosures, authorization, business associate records, compliant and response records
	6   years required (recommended 10 years) 

	HIPAA (CMS) 64 Federal Register

	Patient Billing Records:
	
	

	· Patient Day Sheets, billing or fee slips and other original entry items

· Internal monthly summaries

· Management reports and interim financial reports

· Internal year-end financial and management reports

· Accountants’ annual financial reports and underlying schedule, work papers, etc.

· Third party insurance claims, records and correspondence

· Paid bills 
· 
	6 years 

	HIPAA  (CMS)

	Laboratory Records:
	
	

	· Test requisition and authorization and Quality control records including instrument printouts

· Laboratory quality systems assessment records

· Proficiency test records (including records of test handling, processing, examination, results reporting, and signed attestation statements)
	2 years
	CLIA (CMS)  Joint Commission (JC)

	· Test Procedures
· Records of test system performance specifications that the lat used to establish or verity performance specifications
	2  years after a procedure is discontinued

For the period of time the lab uses the test system but no less than 2 years
	CLIA 

	Test Reports:
	
	

	· Pathology Reports
· Cytology Reports   
· Bone Marrow reports and smears


	10 years
	CLIA 

	Slides:
	
	

	· Histopathology slides

· Fine needle aspiration slides
	10 years from the date of Exam
	CLIA 

	· Cytology Slides
	5 years 
	CLIA 

	· Cytogenics slides: permanently stained slides
	3 years
	

	· Flurochrome stained slides
	At discretion of lab director
	


	Surgical Pathology/Pathology specimens:
	
	

	· Wet Tissue

· Paraffin blocks

	2 weeks after final report
10 years
	CLIA 

	Non-Forensic Autopsy specimens:
	
	

	· Wet tissue
	3 months after final report
	CLIA

	· Paraffin blocks
	10 years
	

	Forensic Autopsy specimens:
	
	

	· Wet stock tissue

· Body fluids and tissues for toxicology
	1 year
	

	· Paraffin blocks and dried blood stain or frozen tissues for DNA Analysis
	Indefinitely
	

	Flow Cytometry dot plots and histograms
	10 years
	CLIA 

	Lab and Equipment Records
	
	

	· Procedure manuals, card files, flow charts
· Equipment/instrument inspection, validation, calibration for proper maintenance and operation
	2 years
	CLIA

	· Equipment Service Repair Records
	Life of Equipment/Instrument
	CLIA


	Note:  If the laboratory ceases operation, the lab must make provisions to ensure that all records and, as applicable, slides blocks and tissues are maintained and available for the minimum time frames specified, in this section.


BUSINESS RECORDS
	*7 years after liquidation means 7 years after sold or termination of entity

	Records to be Retained
	Retention Period
	Law/Source

	Tax
	
	

	· Tax returns, worksheets, revenue agent reports  and other documents relating to income tax liability
· Income tax payment checks

· Property tax returns
· Tangible tax returns

· Sales and use tax returns


	Permanent OR 7 years after liquidation*
4 years


	Internal Revenue code Section 6001

	Accounting:
	
	

	· Audit reports of CPAs

· Cancelled checks for important payments, i.e., taxes, purchases of property, special contracts, etc. (checks should be filed with the papers pertaining to the underlying transaction)

· Capital stock and bond records:  ledger, transfer registers, stubs showing issues, record of interest coupons, options, etc.

· Cash books

· Chart of Accounts

· Depreciation schedules

· Financial statements (year-end, other)

· General and private ledgers

· Journals

· Property records-including costs, depreciation reserves, and end-of-year trial balances depreciation schedules, blueprints and plans

· Tabulating records related to above areas

· Correspondence (legal and important matters only
	Permanent OR 7 years after liquidation*
	Internal Revenue code Section 6001

	· Accounts payable (see Voucher Register

· Accounts receivable ledgers and trial balances

· Cancelled checks (see exception under Permanent Records)

· Cancelled stock and bond certificates and expires options
· Expense analyses and expense distribution schedules

· Invoices from vendors (see Vouchers)

· Notes receivable ledgers and trial balances

· Expense analyses and expense distribution schedules

· Inventories of products, materials and supplies

· Inventories to customers
· Invoices from vendors (see vouchers)

· Notes receivable ledgers and trial balances

· Purchase orders (purchasing department copy)

· Internal audit reports, including working papers (in some situations, longer retention periods may be desirable

· Purchase orders (purchasing department copy)

· Sales records

· Scrap and salvage records-inventories, sales, etc.

· Subsidiary ledgers t the general ledger and trial balances

· Time books

· Voucher register and trial balances

· Vouchers for payments to vendors, employees, etc. (including allowances and reimbursement of employees, officers, etc., for travel and entertainment expenses

· Utility and other bills (if tax related)

· Payroll records and summaries, including payments to pensioners**
· Employee personnel records after termination (if a retirement plan was in effect, regardless if employee was a plan participant); (if employee was a participant in a pension plan, consult your plan advisor)**
· Retirement Plan returns and reports (from filing date of such returns and reports)**
· Retirement Plan accounting records (to correspond with returns and reports)**
**see also Employment Records
	7  years 


	Internal Revenue code Section 6001
Internal Revenue code Section 6001



	· Capital asset records (Tax life of asset + 3 years)

· Credit card statements

· Expense reports, officer, director & employee

· Internal audit reports, including working papers (in some situations, longer retention periods may be desirable)

· Inventory (Physical inventory tags)

· Management reports and interim financial reports

· Miscellaneous internal reports

· Petty cash vouchers

· Savings bond registration records of employees

· General correspondence

· Applications for Employment**
· Employee personnel records after termination (see exception under 7 years or Employment Records**
· **see also Employment Records
	Tax life of asset + 3 years

3 years
	Internal Revenue code Section 6001



	· Bank reconciliations 

· Bank statements

· Duplicate slips

· Correspondence of unimportant nature with customers or vendors

· Purchase orders (except purchasing department copy)

· Receiving sheets

· Requisitions

· Stenographers’ notebooks
· Stockroom withdrawal forms
	1 year
	

	Banking
	
	

	· Petty cash vouchers

· Cancelled checks (see exception under permanent records)

· Duplicate checks

· Bank Reconciliations

· Bank statements
· Duplicate deposit slips

	3 years
1 year
	

	Corporate
	
	

	· Trademark Registrations

· Minute Books of directors, Stockholders, Bylaws, and Charter

· Capital Stock and Bond Records: ledger, transfer registers, stubs showing issues, record of interest coupons, options, etc.(see Accounting)
· Partnership agreements, corporate employment/shareholder agreements, etc.

· Annual Reports
	Permanent OR 7 years after liquidation*
	

	· Cancelled stock and bond certificates and expired options
	7 years
	

	Insurance:
	
	

	· Insurance records, current accident reports, claims policies
	Permanent  OR 7
years after liquidation*
	Internal Revenue code Section 6001

	· Accident reports and claims (settled cases
	7 years
	

	· Expired insurance policies
	3  years
	

	Business/Real Estate/Legal
	
	

	· Bills of sale of major items, including cancelled checks

· Deeds including cancelled checks

· Mortgages including cancelled checks
· Contracts and leases still in effect

· Property appraisals by outside appraisers
	Permanent  OR
7 days after liquidation*
	Internal Revenue code Section 6001



	· Contracts and leases (expired)
	7 years
	

	· Miscellaneous internal report
	3 years
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EMPLOYMENT RECORDS

	Law/Source
	Records to be Retained
	Retention Requirements

	Age Discrimination in Employment Act (ADEA)
	Payroll or other related records

Job applications, resumes, records of employment actions (hires, transfers, terminations, etc.) Records of overtime opportunities, employee benefit plans, copies of merit or seniority systems
	3 years

1 year

	Americans with Disabilities Act (ADA)
	Applications and other personnel records/Medical information is kept in separate file.  See Title VII of the Civil rights Act below.
	1 year

	Civil Rights Act of 1964, Title VII
	The EEOC does not require that any record be created, but once created, retention requirements apply.  Applications and other personnel records that record employment actions such as hiring, promotion, demotion, termination, transfer, layoff and recall
	1 year from making the record or taking the personnel action.  Where a change or lawsuit is filed, all relevant records must be kept until “final disposition:  A copy of the current EEO-1 Report must be retained for employers with 100 or more employees.

	Consolidated Omnibus Budget Reconciliation Act (COBRA)
	Provide written notice to employees and their dependents of their option to continue group health plan coverage following certain instances where coverage under the plan would otherwise end
	3  years from the end of the contract

	Davis Bacon Act
	Basic employee data to include name, address, social security number, gender, date of birth, occupation, rate of daily and weekly pay, hours worked, deductions and actual pay
	3 years from the end of the contract

	Walsh-Healy Public contracts Act
	Amounts and dates of actual payment, name, address, gender, birth date, and identification of contract for any employee under age 19; annual summary of occupations injuries
	3 years from the end of the contract.  Employee earnings records, wage rate tables and work time schedules must be kept for 2 years

	Employee Retirement Income Security Act (ERISA)
	To all pension and welfare plans, including:  Summary plan description (updated with changes and modifications) annual reports Notice or reportable events.
	6 years

	Employee Polygraph Protection Act
	Polygraph test results and the reasons for administering
	3 years

	Equal pay Act
	Payroll records for exempt employees must show the basis for payment so as to allow a calculation of the employee’s total wages and benefits for each pay period
	3 years

	Executive Order 11246
	Requires the preparation of an Affirmative Action Plan (AAP). Government contractors must retain any employment record for two years, but contractors with fewer than 150 employees or that do not have a contract of $150,000 need keep records for a period of one year.  This period is measured from the creation of the record or the personnel action whichever is later.
	2 years  

	Fair Labor Standards Act (FLSA)
	Payroll records including the employees name, clock number, address, occupations, date of birth if under 19, gender, work schedule, regular rate of pay, total wages, pay period.  
Basic employment and earning records, wage rate tables, job evaluations, etc.
	3 years

2 years

	Family and medical Leave Act (FMLA)
	The Federal FMLA does not specifically prescribe a form of record, but dates of leave taken by eligible employees designated as FMLA leave, including those periods taken on an incremental basis, as well as any records of applications for leave, notices and related documents must be retained.
	3 years

	Federal Unemployment Tax Act
	Amounts and dates of actual payment, straight time and overtime hours/pay.  Discrepancies between total pay and taxable pay and amount paid to unemployment compensation funding.
	4 years from the date tax is due or tax is unpaid

	Immigration 
Reform and Control Act (IRCA)
	Form 1-9 (Employee Eligibility Verification form) signed by each newly-hired employee and the employer establishing both the identity of the person and the authorization to work in the United States
	3 years after date of hire or one year after date of termination, whichever is later

	Occupational Safety & Health Act (OSHA)
	A log of occupational injuries and illnesses (OSHA 200) 

Any record of employee exposure to toxic substances, required medical examinations and exposure to harmful physical agents.
	 5 years

Employee’s job tenure plus thirty years (Five years minimum)

	Rehabilitation Act of 1973
	Personnel/employment records including records of reasons for rejection, accommodations that were requested, considered and made, results of physical exams, want ads, and records of employment actions.
	2 years after termination except for contractors with fewer than 150 employees that do not have a contract of $150,000 or more???

	Uniform Guidelines on Employee Selection Procedures
	Records showing the adverse impact of the selection process for each job, maintained by sex for each racial or ethnic group provided that the employer has 100 or more employees.
	2 years after the adverse impact is eliminated

	Vietnam Era Veterans’ 
Readjustment Assistance Act
	Personnel/employment records including complaints made under the act and reports made to the state employment services
	2 years


BUSINESS RECORDS

	 Record/Data to be Retained
	Retention Period
	Law/Source

	· Bank reconciliations 

· Bank statements

· Duplicate slips

· Correspondence of unimportant nature with customers or vendors

· Purchase orders (except purchasing department copy)

· Receiving sheets

· Requisitions

· Stenographers’ notebooks

· Stockroom withdrawal forms
	1 year
	Internal Revenue code Section 6001

	· Applications for Employment

· Employee personnel records after termination (see exception under 7 years or Employment Records)

· Savings bond registration records of employees

· Internal audit reports, including working papers (in some situations, longer retention periods may be desirable)

· Miscellaneous internal reports

· Petty cash vouchers

· Physical inventory tags

· Insurance policies which have expired

· General correspondence
	3 years
	Internal Revenue code Section 6001

	· Accident reports and claims (settl3ed cases)

· Accounts payable (see Voucher Register)

· Accounts receivable ledgers and trial balances

· Cancelled checks (see exception under Permanent Records)

· Cancelled stock and bond certificates and expires options

· Contracts and leases (expired)

· Expense analyses and expense distribution schedules
· Inventories of products, materials and supplies

· Inventories to customers

· Invoices from vendors (see vouchers)

· Notes receivable ledgers and trial balances

· Payroll records and summaries, including payments to pensioners

· Employee personnel records after termination (if a retirement plan was in effect, regardless if employee was a plan participant); (if employee was a participant in a pension plan, consult your plan advisor))

· Retirement Plan returns and reports (from filing date of such returns and reports)

· Retirement Plan accounting records (to correspond with returns and reports)

· Purchase orders (purchasing department copy)

· Sales records

· Scrap and salvage records-inventories, sales, etc.

· Subsidiary ledgers t the general ledger and trial balances

· Time books

· Voucher register and trial balances

· Vouchers for payments to vendors, employees, etc. (including allowances and reimbursement of employees, officers, etc., for travel and entertainment expenses)
	7  years
	Internal Revenue code Section 6001

	· Audit reports of CPAs
· Cancelled checks for important payments, i.e., taxes, purchases of property, special contracts, etc. (checks should be filed with the papers pertaining to the underlying transaction)

· Capital stock and bond records:  ledger, transfer registers, stubs showing issues, record of interest coupons, options, etc.

· Cash books

· Chart of Accounts

· Correspondence (legal and important matters only)

· Deeds, mortgages, and bills of sales, as well as contracts and leases still in effect.

· Financial statements-end of year (other months optional)

· General and private ledgers

· Insurance records, current accident reports, claims policies

· Journals

· Minute books of directors and stockholders, including by-laws and charter

· Partnership agreements, corporate employment/shareholder agreements, etc.

· Property appraisals by outside appraisers

· Property records-including costs, depreciation reserves, and end-of-year trial balances depreciation schedules, blueprints and plans

· Tabulating records related to above areas

· Tax returns and worksheets Revenue Agents’ Reports and other documents relating to determination of income tax liability.

· Trademark registrations


	Permanent  OR
7 years after liquidation*

	Internal Revenue code Section 6001


