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Medical Records

	Minor patients (under 18 years of age)
	Medical practices should keep medical records of minors the longer of the patient’s 24th birthday or 10 years from last contact.i

	Deceased Patients
	There is no difference in retention periods for live or deceased patients. Follow the retention period for minor patients.ii

	Immunization Records
	Immunization records must be kept forever. Every state has an immunization database.

	X-Rays
	X-Rays are not legally different from other forms of patient records, so the same retention period applies to them as it does to
other records.



Non-Medical Records

	Patient Encounter forms (Unless used as a provider order form in
which case refer to the above medical record retention guidelines)
	6 years

	Accounts payable invoiced & credits (no audits pending)
	5 years

	Accounts receivable ledger cards (unpaid)
	5 years

	Uncollectible accounts and related records
	5 years

	Appointment records
	3 years

	Remittance Advices (EOBs)
	7 years

	Accounts receivable ledger cards (paid)
	5 years

	Bank statements, reconciliations, stop notices, canceled
(non-payroll) checks
	6 years

	Capital Asset records (after disposal of asset)
	6 years

	Cash-receipt books or voucher
	6 years

	Deposit books and slips
	6 years

	Employee travel expense reports
	6 years

	Journal of charges and receipts (daily logs)
	6 years

	Remittance Advices (Medicare and Medicaid)
	6 years

	Employee/HR records
	6 years

	All other contracts
	6 years






i Consider air-gapping all records greater than 10 years old.
ii If a claim has been made or is anticipated, keep the records for those patients indefinitely.
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