
MEDICAL RECORD RETENTION POLICY 
 

Objective:   To define retention guidelines for medical records, insurance records, patient account 
records, tax documents, appointment books and personnel records. 

Policy:   Follow state-specific guidelines. 

Procedure: 
Patient Medical Records 

• Medical records must be kept a minimum of 7 years (varies by state statute). 
• All records of persons under a legal disability, including metal health disability, must 

be retained indefinitely. Records of minor children must be retained until the age of 
majority plus whatever additional period is required by state statute. 

• All immunization records must be maintained indefinitely. 
• Records pertaining to a malpractice claim and/or OSHA exposure must be maintained 

indefinitely. 
 

Appointment Books 
• Permanent. 

 

Medicaid Billing Records 
• Billing records must be retained for a minimum of 7 years. 

 

Medicare Billing Records 
• Billing records must be retained for a minimum of 7 years. 

 

Patient Account Records 
• Invoices, cash receipts, correspondence, etc., once paid or acknowledged should be 

retained for the retention period adopted for patient medical records. 
 

Tax Documents 
• Permanent. 

 

Personnel Records 
• Payroll records retained a minimum of 3 years. 
• Employee benefit program records retained permanently. 
• Payments to various government entities mandated for 5 years of retention. 

 

OSHA 
• Occupational exposure records must be retained 30 years. 

 

HIPAA 
• Documentation must be retained for a minimum of 6 years. 

   
 
Information provided is offered solely for general information  
and educational purposes. It is not offered as, nor does it  
represent, legal advice. Neither does it constitute a guideline,  
practice parameter or standard of care. You should not act or  
rely upon this information without seeking the advice of an 
attorney. 
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If you would like to discuss a particular situation, please  
contact our risk management division at 1-888-336-2642 or  
riskmanagement@psicinsurance.com. 
 

 
©2012 PSIC  NFL 9187-MMRP
 


