Louisiana Secretary of State
Division of Archives, Records Management and History
Post Office Box 94125, Baton Rouge, LA 70804

Records Retention Schedule

Hitp:/fwww.sos. la.gov

$5 ARC 932 (10/19)

Page 1 of 36 R2020-034 AM

Indicate Use of Form

— : ORIGINAL SUBMISSION
Agency No | Agency / Division / Section X_RENEWAL
LSU Health Care Services Division f General —
023.005 8 __REPLACEMENT PAGE
Q ADDENDUM PAGE
ltem . Retention Period 2l 5] 2 —
Number Records Series Title £ 3|y
In Offi tn Total 2 -§ ﬁ El B Remarks
ice Storage Retention g L [7] 8 5

1. Calendars ACT+1CY 0 ACT+1CY P |8 |N U | Active = Until end of CY created or received.

2. Correspondence - Routine ACT+1CY 0 ACT+1CY M (S |N U | Active = Until end of CY created or received.

3. Comespondence — General ACT+3CY 0 ACT+3CY M | S N I | Active = Until end of CY created or received,

4. Phone Messages ACT+1CY 0 ACT+1CY M [S N U | Active = Until end of CY created or received.

5. Professional Association Files ACT+1CY 0 ACT+1CY M |Ss N I | Active = Until end CY administrative need ends.

6. Presentations, Speeches and Handouts ACT+3CY o ACT+3CY P s N {1 Active = Until end of CY administrative need ends.

7. Task Lists ACT+1CY 0 ACT+1CY M | S N U | Active = Until end of CY administrative need ends.
Permitted Retention Period Abbreviations Security Status Codes State Records Center Agency Abbrevlations
ACT - Active Period {when used define term in remarks columny} P — Public Record Use
FY- Fiscal Year (July 1- June 30) M — May Contain Confidential Information | ¥ — Y&
CY - Calendar Year (Jan 1 - Dec 31) C - Confidential Information N-No
AY — Academic Year (Aug 1 - July 31) Archival Processing Codes Vital Record
FFY — Federal Fiscal Year (Oct 1 - Sept 30) A - Transfer to State Archives identification Code
MO — Months WK —Week {Mon-Sun) DY - Day(s) R - Retain in Agency Archives V= Vital
PERM - Permanent $ — Review by State Archives | = Important
** = May be part of an Imaging/Electronic Exception. E- Review by Slate Archives/Electronic U= Useful
At = May be part of an Imaging/Electronic Survey. O — Other (Specify in Remarks)

ﬂ/%«ar/xf‘u/

Agency Ap{aroval

I T7 /282

Date Signed

Sezkoz

Date Approved




Records Retention Schedule SS ARC 932 (10/19)

Louisiana Secretary of State Page 2 of 36

Division of Archives, Records Management and History

i f Form
Post Office Box 94125, Baton Rouge, LA 70804 Hitp:/iwww.s0s.fa.gov Indicate Use o

ORIGINAL SUDMISSION
Agency No | Agency / Division / Section o INAL S =

LSU Health Care Services Division / Administrati A RENEWAL
a ar c ivision ministration
023.005 ﬁ __REPLACEMENT PAGE
I . 9 __ADDENDUM PAGE
tem - Retention Period 2l s | &
Number Records Series Title 2| 8| 2«
In OFFi n Total 2| 5 ﬁ % B Remarks
NOMC® | Storage | Retention | & | < | #8| S
ACT = untilend of FY ted ceived,
1. Annual Report ACT + 3FY PERM PERM P la [N |1 Hmiiend of P created or e
Transfer to State Archives after 3 FY
Minutes of Board of Supervisors, Board of
2. Directors PERM PERM PERM M IR IN VlLars. 44:7
3. Executive Committee, Medical Staff PERM PERM PERM M |R IN V | La.R.S. 44:7
iei i i Medicare and Medicaid Guide (PRM-1, §2304.1 9
Policies and Procedures {includes policy related - ; -
4, correspondence) PERM PERM PERM P R N V | 6420.85;45 CFR 413.20; 45 CFR 413.24, Health

Insurance Manual 10 Section 413.04'

Record Retention Management Files (includes
5. Records Retention Schedule, Disposal Requests | PERM PERM PERM P |R [N I | LARS. 44:36
and Cerlificates of Destruction)

ACT = until end of FY resclution or appeals are
exhausted.

6. Audit issues, appeal & Litigation ACT + 3FY 0 ACT + 3FY M |S |N V | LaR.S. 40:2144(F)(2) has been re designated as
40:1165.1

La. R.S. 40:1299.96; La. R.S. 37:2817

Permitted Retention Period Abbreviations Security Status Codes State Records Center Agency Abbreviations
ACT - Active Period (when used define term in remarks column) P - Public Record Use

FY- Fiscal Year (July 1- June 30) M - May Contain Confidential information | ¥ = Y©8

CY = Calendar Year {Jan 1 - Dec 31) C - Confidential Information N-Neo

AY — Academic Year (Aug 1 — July 31) Archival Processing Codes Vital Record

FFY - Federal Fiscal Year (Oct 1 — Sept 30) A — Transfer lo State Archives Identification Code

MO - Months WK —Week (Mon-Sun) DY - Day({s} R -~ Retain in Agency Archives V= Vital

PERM — Permanent S - Review by State Archives b= Important

**= May be part of an Imaging/Electronic Exception. E- Review by State Archives/Electronic | U= Useful

At = May be part of an Imaging/Electronic Survey. © - Other {Specify in Remarks)

;_{éz [ A02.

Agency Appfoval Date Signed Secretary of State, §#te Archives & Records Services te Approved




Records Retention Schedule

Louisiana Secretary of State
Division of Archives, Records Management and History
Post Office Box 94125, Baton Rouge, LA 70804

Hitp:/Avww.sos.la.gov

S8 ARC 932 (10119)

Page 3 of 36

Indicate Use of Form
__ORIGINAL SUBMISSION

Agency No | Agency / Division / Section
o Lgu H!;alth Care Servi Division / Blood Bank X _RENEWAL
are Services Division / Blood Ban
023.005 g __REPLACEMENT PAGE
It . 9 __ADDENDUM PAGE
em . Retention Period >l sl 8
Number Records Series Title £ §| €
i in Total 35| 28 = Remarks
In Office St e 2| g 8
orage Retention w| < wol -
1. ABO and RH Bilood Types PERM PERM PERM M R N | | 21 CFR 606.160 AABB 5.13.1
2. Adverse Reactions to Transfusions PERM PERM PERM MI|[R N | V | 21 CFR606.160 AABB 7.4.2;7.4.33; 7.4.4.1
3 Blood Donor Records PERM PERM PERM M R N v ?BgFR 606,160 AABB5.2.1;5.4.2; 54.3.1;5.2; 5.81;
Aclive = Until end of FY results are processed.
4. Blood Test Results ACT + 5FY 0 ACT + 5FY M| S N | V| 51 CFR 606.160 AABS 5.14.1
5. Clinically significart antibodies PERM PERM PERM M| R N | | AABB Standards
6. Final Disposition of Blood and Components PERM FPERM PERM MR N i | 21CFR606.160 AABB 5.1.6.5
Active = Until end of FY Expiration Date is met
7. General Records ACT + 5FY 0 ACT + 5FY M| s Y ' | 21 cFR 606.160
. Aclive = Until end of FY created or received.
8. Quality Control ACT + 5FY 0 ACT+5FY P | s Y ' | 51CFR 606,160 AABR 513
. . . Active = Until end of FY created or received.
9. Refrigeration and Blood Inspection Records ACT + 5FY 0 ACT+ 5FY P| S N ' | 21CRF 606.160 AABBS.18
; Active = Until end of FY created or received.
10. Transfusion Request Records ACT + 5FY 0 ACT + 5FY M| S N ' | 21 CRF 606.160 AABB5.18.4 5
Permitted Retention Period Abbreviations Security Status Codes State Records Center Agency Abbreviations
ACT — Active Period (when used define term in remarks coluran) P - Public Record Use
FY- Fiscal Year (July 1- June 30) M — May Contain Confidential Information | ¥ — YS
CY - Calendar Year (Jan 1 — Dec 31) C - Confidential Information N-No
AY — Academic Year (Aug 1 - July 31) Archival Processing Codes Vital Record
FFY - Federal Fiscal Year (Oct 1 - Sept 30) A — Transfer to State Archives Identification Code
MO - Months WK - Week (Mon-Sun) DY - Day(s) R — Retain In Agency Archives V= Vital
PERM - Permanent $ ~ Review by Stale Archives 1= Important
U= Useful

** = May be part of an Imaging/Electronic Exception
Ar = May be part of an Imaging/Electronic Survey.

E- Review by State Archives/Electronic

O = Other {Specify in Remarks)

S/ 2R

Date Signed

Secretary of State,

e Archives & Records Services

Date Approved




Records Retention Schedule

Louisiana Secretary of State
Division of Archives, Records Management and History
Post Office Box 94125, Baton Rouge, LA 70804

Hitp:/iwww.sos.la.gov

S5 ARC 932 (10/19)

Page 4 of 36

Indicate Use of Form
__ORIGINAL SUBMISSION

Agency No | Agency / Division / Section
o Lgu :Iy Ith Care Servi Division/ C li X RENEWAL
ea are Services Division | Compliance
023.005 P 2 __REPLAGEMENT PAGE
) ] g __ADDENDUM PAGE
ltem N Retention Period 2wl &
Number Records Series Title £ 8| e
) In Total 2l St €| =& Remarks
In Office St 8| 2| 85 8
orage Retention | < 20} >
1. Audits-External ACT+ 5FY 0 ACT+ 5FY P {8 |Y V | Active =Until end of FY audit is complete
2. Audits-Internal ACT + 5FY 0 ACT + 5FY P S N V | Active =Until end of FY audit is complete
3. Compliance Officer Designation Form ACT + 1FY 0 ACT +1FY P [S |Y V | Active =Until end of FY officer is superseded
4, inspector General Correspondence ACT + 3FY 0 ACT + 3FY M |S |Y 1 | Active = Until the end of the FY created or received.
5. g?gg‘:fsmdence with Ethics and Compliance ACT + 5FY 0 ACT + 5FY ¢ |8 |N |1 | Actves=Untiend of FY created or received
6. fnvestigation-Documentation ACT+10FY 0 ACT+10FY C |8 N I | Active =Until end of FY investigatien is concluded.
Active = Until end of FY created or received.
7. Newsletters/Bulletins ACT + 2FY PERM PERM P |A | N U | Transfer 3 copies of each publication produced to State
Archives.
8. Quarterly Reports ACT + 5FY ] ACT + 5FY C IS |N U | Active = Until end of FY created or received
: Active = Until end of FY no longer needed for
9. Reference Files ACT + 10FY 0 ACT +10FY M |8 N U administrative use. {Administrative Decision)
Permitted Retention Period Abbreviations Security Status Codes State Records Center Agency Abbreviations
ACT - Active Period (when used define term in remarks column) P — Public Record Use
£Y- Fiscal Year (July 1- June 30) M — May Contain Confidential information | ¥ ~ Y&$
CY ~ Calendar Year (Jan 1 - Dec 31} C - Confidential Information N-No
AY — Academic Year (Aug 1 — July 31} Archival Processing Codes Vital Record
FFY - Federal Fiscal Year (Oct 1 — Sept 30) A - Transfer to State Archives Identification Code
MO - Months WK —Week (Mon-Sun) DY - Day(s) R - Retain in Agency Archives V= Vital
PERM — Permanent S - Review by State Archives 1= Important
U= Useful

** = May be part of an Imaging/Electronic Exception.
A4 = May be part of an Imaging/Electronic Survey.

E- Review by State Archives/Electronic
O — Other (Specify in Remarks}

7 Agency ;%proval —

sl2/424f

Date Signed

Secretary of State,

e Archives & Records Services

S22/

Date Approved




Records Retention Schedule

55 ARC 932 (1019)

Louisiana Secretary of State Page 5 of 36
Division of Archives, Records Management and History indicate Use of Form
Post Office Box 94125, Baton Rouge, LA 70804 Http:/iwww.sos.la.gov ORIGINAL SUBMISSION
Agency No f:zn:ly / ::ri'v:ion IsSec:ion TR _ zRENEWAL
023.005 ea are Services Division / Compliance 2 __REPLACEMENT PAGE
g ADDENDUM PAGE
Item N Retention Period 2l w1 & -
Number Records Series Title £ 8| 3
In OFfi in Total 3 5 g El § Remarks
n Uilice Storage Retention d1 2| 8l §
- - Active= Until end of FY superseded or no longer in
10. Training Materials ACT + 5FY 0 ACT + 5FY P |8 |N V| Lse.
- Active= Until end of FY superseded or no longer in
1. Training Programs ACT + 5FY 0 ACT +5FY P IS |N Vo use.

Permitted Retention Period Abbreviations

ACT ~ Active Period (when used define term in remarks column)
FY- Fiscal Year {July 1- June 30)

CY - Calendar Year (Jan 1 — Dec 31)

AY — Academic Year (Aug 1 — July 31}

FFY — Federal Fiscal Year (Oct 1 - Sept 30)

MO ~ Months WK —-Week (Mon-Sun) DY - Day(s)

PERM — Permanent

** = May be part of an imaging/Eiectronic Exception.

AA = May be part of an Imaging/Electronic Survey.

E- Review by State Archives/Electronic
O = Other {Specify in Remarks)

Security Status Codes State Records Center
P — Public Record Use
M - May Contain Confidential Information | ¥ ~ Y&S
C — Confidential Information N-No
Archival Processing Codes Vital Record
A - Transfer to State Archives Identification Code
R - Retain in Agency Archives v=Vital
S — Review by State Archives = Important
U= Useful

Agency Abbreviations

ﬁz@wﬁzﬁw

Date Signed

rchives & Records Services

g2/

Date Approved




Louisiana Secretary of State

Division of Archives, Records Management and History

Post Office Box 94125, Baton Rouge, LA 70804

Records Retention Schedule

Http:/iwww.sos la.gov

5SS ARC 932 (1019)

Page 6 of 36

Indicate Use of Form
__ORIGINAL SUBMISSION

Agency No | Agency / Division / Section
LSU Health Care Servi Division / Dietary/Nutritional Servi £ RENEWAL
ea are Services Division / Die utritional Services
023.005 v g __REPLACEMENT PAGE
9 ADDENDUM PAGE
Item o Retention Period > 5| 8 —
Number Records Series Title gl 2| ¥y
In Total 3/ 5| & % = Remarks
In Office . 8| 2| mgl 8
Storage Retention w | <| 0| 5

1. Dietary Recipe Records ACT + 1FY 0 ACT + 1FY p s N I ‘::(;tlve= Until end of FY superseded or no longer in

2. Dietician Counseling Summaries ACT + 2FY o ACT +2FY M IS5 |N V | Active = Until end of FY crealed or received.

3. Food Costs ACT + 6FY ] ACT +6FY P [S |N I Active = Until end of FY created or received.

4. Inspection Reports ACT + 4FY 0 ACT + 4FY P S [N V | Active = Until end of FY created or recsived.

5. Meal Counts ACT + 4FY 0 ACT + 4FY P {S |N I | Active = Until end of FY created or received.

6. Menus ACT + 4FY 0 ACT + 4FY P s N 1 Active = Until end of FY created or received.
Permitted Retention Period Abbreviations Security Status Codes State Records Center Agency Abbreviations
ACT — Active Period (when used define term in remarks column) P - Public Record Use
FY- Fiscal Year (July 1- June 30) M - May Centain Confidential Information Y -Yes
CY = Calendar Year (Jan 1 - Dec¢ 31) C - Confidential Information N-No
AY — Academic Year {Aug 1 — July 31) Archival Processing Codes Vital Record
FFY - Federal Fiscal Year (Oct 1 - Sept 30) A - Transfer to State Archives |dentification Code
MO -~ Months WK — Week (Men-Sun) DY - Day(s) R - Retain in Agency Archives V= Vital
PERM - Pernanent S — Review by State Archives | = Important
** = May be part of an Imaging/Electranic Exception. E- Review by Slate Archives/Eleclronic U= Useful
At = May be part of an Imaging/Electronic Survey. O - Other (Specify in Remarks)

Agency Apgroval

shrtvz) (DU

Date Signed Secretary of State,

Stgtg’Archives & Records Services

Date Approved




Records Retention Schedule

Louisiana Secretary of State
Division of Archives, Records Management and History
Post Office Box 94125, Baton Rouge, LA 70804

Http:/fwww.sos.la.gov

S8 ARC 932 (10/19)

Page 7 of 36

Indicate Use of Form

ivisi i ORIGINAL SUBMISSION
Agency No | Agency / Division / Section )_(—RENEWAL
LSU Heaith Care Services Division / Finance —
023.005 2 __REPLACEMENT PAGE
g ADDENDUM PAGE
ltem o Retention Period 1w 8 —
Number Records Series Title £l 3| 2y
) in Total 2| E| 882 5 Remarks
in Office ) 2] | 5§ &
Storage Retention n| <| dO| >

1. Accounts Payable Records ACT + 3FY TFY ACT + 10FY P s N V | ACT = Until end of FY in which audited,

2. Accounts Receivable Records ACT + 3FY 7FY ACT + 10 FY P |8 N V | ACT = Until end of FY in which audited.

3. Audit Reports ACT + 3FY TFY ACT+10FY P |5 |N ACT = Until end of FY created or received.

4, Bank Account Statements ACT + 3FY 7FY ACT+10FY P s Y V | ACT = Until end of FY in which audited.

5. Bank Deposit Receipts ACT + 3FY 7FY ACT +10FY P (S |Y V | ACT = Until end of FY created or received.

8. Bonds ACT + 3FY 7FY ACT + 10 FY P s v ACT = Until end of FY in which bond issue is paid off /

closed out.
7. Budgets ACT + 3FY 7EY ACT + 10 FY p s N ACT = Until end of FY in which budget is revised or
superseded.

8. Canceled Checks ACT + 3FY 7FY ACT + 10FY M |8 N ACT = Until end of FY created or received.

9. Canceled Notes ACT + 3FY 7FY ACT + 10 FY M IS N ACT = Until end of FY created or received.

10. Cash disbursements ACT + 3FY TFY ACT + 10 FY M |s N V | Active = Until end of FY in which audited,
Permitted Retention Period Abbreviations Security Status Codes State Records Center Agency Abbreviations
ACT - Active Period (when used define term in remarks column) P — Public Record Use
FY- Fiscal Year {July 1- June 30) M - May Contain Confidential Information Y-Yes
CY - Calendar Year {Jan 1 - Dec 31) C - Confidential Information N-No
AY — Academic Year (Aug 1 - July 31} Archival Processing Codes Yital Record
FFY — Federal Fiscal Year (Oct 1 - Sept 30) A - Transfer to State Archives ldentification Code
MO - Months WK - Week (Mon-Sun) DY - Day(s) R — Retain in Agency Archives V= Vital
PERM - Permanent § - Review by State Archives I = Important
** = May be part of an Imaging/Electronic Exception. E- Review by State Archives/Electronic | U= Useful
A4 = May be part of an Imaging/Electronic Survey. O — Other (Specify in Remarks)

Agency A}éroval

(thom

Date Signed Secretary of State,

Stg

Date Approved




Records Retention Schedule

Louisiana Secretary of State
Division of Archives, Records Management and History
Post Office Box 94125, Baton Rouge, LA 70804

Http://www.sos.la.gov

S8 ARC 932 (10/19)

Page 8 of 36

Indicate Use of Form
___ORIGINAL SUBMISSION

Agency No | Agency / Division / Section
1o L§U :iy Ith Care Servi Division / Fi X_RENEWAL
ea are Services Division / Finance
023.005 8 __REPLACEMENT PAGE
I . . 9 __ADDENDUM PAGE
tem o Retention Period 2| 5| 8
Number Records Series Title £l 8| zy
In Total 3l S| &€ w Remarks
In Office ) 2| E| 55| 8
Storage Retention 7] < Nnop >

1. Cash Receipts ACT + 3FY 7FY ACT+10FY P |8 N V | Active = Until end of FY in which audited.

12 Chart of Accounts ACT + 3FY 7FY ACT + 10FY! M |S | N V | Active = Until end of FY in which superseded.

13. | Contracts / Cooperative Endeavor Agreements | ACT + 10FY | 0 ACT + 10FY M |s [N |1 éﬁi'rce::dg"m end of £ contract of agreement expires.

14. Credit Card Records ACT+3FY 7FY ACT + 10FY! M s N V | Active = Until end of FY in which audited.

15. Depreciation Schedules ACT +3FY 7FY ACT + 10FY? M | S N V | Active = Until end of FY created or received.

16. Federal Financial Awards ACT + 3 FY 7FY ACT + 10FY? M |S |Y V | Active = Until end of FY created or received.

; Active = Until end of FY in which FEMA/GOSHEP

17. FEMA / GOHSEP Files ACT+1FY 7FY ACT+5FY M S N Vv closes out the project for the entire state.

18. Financial Statements ACT +3FY 7FY ACT + 10FY? M |S N V| Active = Until end of FY in which audited.

19. Inventory ACT + 3 FY 7FY ACT + 10FY? P |S N I | Active = Until end of FY crealed or received.

20. Invoices ACT + 3 FY 7FY ACT + 10FY! P |S N V | Active = Until end of FY in which audited.
Permitted Retention Period Abbreviations Security Status Codes State Records Center Agency Abbreviations
ACT — Active Period (when used define term in remarks column) £ — Public Record Use
FY- Fiscal Year (July 1- June 30) M - May Contain Confidential Inforrnation | ¥ — Y& FEMA = Federal Emergency Management Agency
CY ~ Calendar Year (Jan 1 - Dec 31) C — Confidential Information N-No GOHSEP = Governor's Office of Homeland Security
AY ~ Academic Year (Aug 1~ July 31) Archival Processing Codes Vital Record Emergency Preparedness
FFY — Federal Fiscal Year (Oct 1 - Sept 30) A — Transfer to State Archives Identification Code
MO ~Months WK —Week (Mon-Sun) DY - Day(s) R - Retain in Agency Archives V= Vital
PERM - Permanent § - Review by State Archives = Important

U= Useful

** = May be part of an Imaging/Electronic Exception.
A= May be part of an Imaging/Electronic Survey.

E- Review by State Archives/Electronic
O — Other {Specify in Remarks)

; i//zlzﬁsc/ M/

Date Signed Secretary of State,

St

Archives & Records Services

Date Approved




Records Retention Schedule

Louisiana Secretary of State
Division of Archives, Records Management and History
Post Office Box 94125, Baton Rouge, LA 70804

Hitp:/hwww.s08 la.gov

88 ARC 932 (10/19)

Page 9 of 36

Indicate Use of Form
__ORIGINAL SUBMISSION

Agency No | Agency / Division / Section
02 LSU Health Care Services Division / Fi & RENEWAL
ivision / Finance
3.005 'ﬁ __REPLACEMENT PAGE
Q ADDENDUM PAGE
item Retention Period =| & -
Number Records Series Title ot g‘ s ﬁ 5 p—
o E € = emarks
In Office in : 8| 8| 5§ 2
Storage Retention w | <| ®O| >

21. Journal Vouchers ACT + 3FY 7FY ACT+10FY M (S N V | Active = Until end of FY created or received.

22, Payroll (Payables & Invoices) ACT + 3FY TFY ACT +10FY P 5 N V | Active = Until end of FY craated or received.

23. Petty Cash Records ACT +3FY 7 FY ACT+10FY P {8 |N Active = Until end of FY created or received.

24, Purchase Orders ACT +3FY 7FY ACT+10FY P S N V | Active = Until end of FY created or received.

25. Purchase Requisitions ACT + 3 FY 7FY ACT +10FY P {S |N V | Active = Until end of FY created or received.

26. Sales Receipts ACT+3FY TFY ACT + 10 FY P {S |N V | Active = Until end of FY in which audited.

27. Travel Authorizations (official) ACT +3FY 7FY ACT +10FY M s N Aclive = Until end of FY in which authorization lapses.
28. Travel Expense Requests ACT +3FY 7FY ACT +10FY M s N Active = Until end of FY in which completed.

29. Unemployment insurance Payments ACT+3FY 7FY ACT +10FY M | S N Active = Until end of FY in which payment was made.
30. Wire Transfers ACT + 3 FY 7FY ACT + 10 FY M |8 [N V | Active = Until end of FY created or received.

Permitted Retention Period Abbreviations

ACT ~ Active Period (when used define term in remarks column)
FY- Fiscal Year {July 1- June 30}

CY - Calendar Year (Jan 1 - Dec 31}

AY - Academic Year {Aug 1 = July 31)

FFY — Federal Fiscal Year (Oct 1 — Sept 30)

MO - Months WK —Week (Mon-Sun) DY - Day(s)

PERM - Permanent

** = May be part of an imaging/Electronic Exception.

Af = May be part of an Imaging/Electronic Survey.

Security Status Codes

State Records Center

P - Public Record Use
M - May Contain Confidential Information Y -Yes
C — Confidential Information N-No
Archival Processing Codes Vital Record
A — Transfer to State Archives Identification Code
R - Retain in Agency Archives V= Vital
S — Review by Stafe Archives I = Important
U= Useful

E- Review by State Archives/Electronic
O — Other (Specify in Remarks)

Agency Abbreviations

5 gézﬂdd/

Date Signed

Secretary of State,

te Archives & Records Services

ar/ard]

Date Approved




Records Retention Schedule SS ARC 932 (10/19)

Louisiana Secretary of State Page 10 of 36
Division of Archives, Records Management and History .
Indicate Use of Form
Post Office Box 94125, Baton Rouge, LA 70804 Hitp:/iwww.sos la.gov
Agency No | Agency/ Division / Section —ORIGINAL SUBMISSION
i
o LgU Hy Ith Care Servi Division / Fi X RENEWAL
ea are Services Division / Finance
023.005 § __REPLACEMENT PAGE
. . 8 __ADDENDUM PAGE
item N Retention Period sl 5| 2
Number Records Series Title gl 8| 2
in Total 3| 5| 2 % = Remarks
In Office . g1 2| 55| &
Storage Retention [0} L no| >
31. Workers Compensation Insurance ACT + 3FY 7 FY ACT + 10FY M |S |N ! | Active = Until end of FY created or received.
Permitted Retention Period Abbreviations Security Status Codes State Records Center Agency Abbreviations
ACT - Active Period {when used define term in remarks column) P - Public Record Use
FY- Fiscal Year (July 1- June 30) M - May Contain Confidential Information | ¥ ~ Y&S
CY - Calendar Year {Jan 1 — De¢ 31) C - Confidential Information N -No
AY — Academic Year (Aug 1 = July 31) Archival Processing Codes Vital Record
FFY — Federal Fiscal Year {Oct 1 - Sept 30) A - Transfer to Slate Archives Identification Code
MO - Months WK -Week (Mon-Sun) DY - Day(s) R - Retain in Agency Archives V= Vital
PERM - Permanent S — Review by State Archives | = Important
™" = May be part of an Imaging/Electronic Exception. E- Review by State Archives/Electronic U= Useful
AA = May be part of an Imaging/Electronic Survey. QO - Other (Specify in Remarks)

stinlaos &/27/az)

Agency Appfoval Date Signed Secretary of State, St rchives & Records Services Date Approved




Records Retention Schedule

Louisiana Secretary of State
Division of Archives, Records Management and History
Post Office Box 94125, Baton Rouge, LA 70804

Hitp:/fwww.s0s.la.gov

SS ARC 932 (10/19)

Page 11 of 36

Indicate Use of Form
__ORIGINAL SUBMISSION

Agency No | Agency / Division / Section
. P . - X _RENEWAL
023.005 | LSU Health Care Services Division / Health Insurance Portability and Accountability Act
(HIPPA) o __REPLACEMENT PAGE
ltem - g __ADDENDUM PAGE
Number Records Series Title Retention Period {Z:' ."g 2.
In Office In Total 3|5 g g 7 Remarks
Storage Retention 0| <| b =
Accounting of Disclosures of Protected Health Active = Until end of FY created or received.
t. Information ACT +6FY 0 ACT +&FY M S N 45 CFR Paris 160 & 164
Acknowledgement of Receipt of Notice of Privacy Aclive = Until end of FY created or received.
2. Practices (HIPAA 7515-03) ACT +6FY 0 ACT+6FY P S N 45 CFR Parls 160 & 164
Authorization for Release of Protected Health Active = Until end of F'Y created or received.
3. Information (HIPAA 7501-03) ACT + 6FY 0 ACT +6FY P s |N 45 CFR Parts 160 & 164
Authorization fo_r Use and Displosure of Protected Active = Until end of FY created or received.
4. Health Information for Marketing Purposes ACT +6FY 0 ACT +6FY P |S |N 45 CFR Parts 160 & 164
(HIPAA 7517-03)
i . Active = Until end of FY contract expires.
5. Business Associate Agreements (HIPAA 7510-03) | ACT +6FY 0 ACT +6FY P s N 45 CFR Parts 160 & 164
Limited D atR Active = Until end of FY created or received.
6. P 72389 S0 > equest & Data Use Agreement ACT + 6FY 0 ACT + BFY b ls |n e e o
Permission to Use & Disclose Protected Health Active = Until end of Y created or received.
7. Information (HIPAA 7505-03) ACT +6FY Q ACT + 6FY P S N 45 CFR Parts 160 & 164
Request for Access to Protected Health Active = Until end of FY created or received.
8. Information (HIPAA 4503-03) ACT + 6FY 4} ACT + 6FY P S N 45 CFR Parts 160 & 164
Permitted Retertion Period Ahbreviations Security Status Codes State Records Center Agency Abbreviations
ACT - Active Period {when used define term in remarks column) P — Public Record Use
FY- Fiscal Year (July 1- June 30) M — May Contain Confidential Information | Y ~ Yes
CY - Calendar Year (Jan 1 — Dec 31) C - Confidentiat Information N -No
AY —~ Academic Year (Aug 1 - July 31) Archival Processing Codes Vital Record
FFY — Federal Fiscal Year (Oct 1 - Sept 30} A - Transfer to State Archives Identification Code
MO - Months WK —Week (Mon-Sun) DY - Day(s) R — Retain in Agency Archives V= Vital
PERM - Permanent S ~ Review by State Archives | = Important
** = May be part of an Imaging/Electronic Excaption. E- Review by State Archives/Electronic U= Useful
A= May be part of an Imaging/Electronic Survey. O - Other {Specify in Remarks)

Date Signed

lansy (D0

Secretary of State, $

rchives & Records Services

Z

Date Approved
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SS ARC 932 (10/19)

Page 12 of 36

Indicaie Use of Form
__ORIGINAL SUBMISSION

Agency No | Agency / Division / Section X RENEWAL
LSU Health Care Services Division / Health Insurance Portability and Accountability Act -
023.005 | LU te 4 ity . __REPLACEMENT PAGE
j: ADDENDUM PAGE
=]
ltem Retention Period =| 8 -
Number Records Series Title AN 5
In Office In Total 3 .§ g E| ® Remarks
Storage Retention 6| <| &3l 5
Request for Amendment to Protected Health
Information & Related Correspondence:; s .
8. Notification of Approval, Nolification of Delay in ACT +6FY 0 ACT + 6FY P |S N ﬁ;tggé- g ntil end of FYY created of received.
. . . . N 8 arts 160 & 164
Decision, Notification of Denial, Notification to
other Entities (HIPAA 7508-03)
Request for De-identified Information (HIPAA Active = Until end of FY created or received.
. ACT + 6FY ACT + BFY P 8 N
10 | 7511.03) 0 45 CFR Parts 160 & 164
Request to Receive Confidential Information by R )
11. Alternative Means or at Alternative Location ACT + 6FY 0 ACT + 6FY P s N ??g;g ;,J :rtt'; irg]‘: '1:;{ 4crealed or received.
{HIPAA 7506-03 & 7521-03)
Restricting Uses & Disclosures of Protected
Health Information: Patient Request, Facility Active = Until end of FY created or received.
12. Response & Revoking or Terminating Restriction ACT +6FY 0 ACT + 6FY P s N 45 CFR Parts 160 & 164
(HIPAA 7504-03)
Tracking Form for Disclosure of Protected Health Active = Until end of FY created or received,
13. Information ACT +6FY 0 ACT + 6FY M IS [N 45 CFR Parts 160 & 164
(HIPPA 7507-03 & 7525-03) Verification of - .
14, Treatment Relationship by Health Care Provider- | ACT +6FY 0 ACT + 6FY P |S |N 2?3::,{ g:rttﬁ%%g :;( 4created or received.
Individual or Entity (211408-1)
Permitted Retention Period Abbreviations Security Status Codes State Records Center Agency Abbreviations
ACT - Active Period (when used define term in rernarks column) P — Public Record Use
FY- Fiscal Year (July 1- June 30) M — May Contain Confidential Information | ¥ — Yes
CY - Calendar Year {Jan 1 — Dec 31) C - Confidential Information N-No
AY - Academic Year (Aug 1 - July 31) Archival Processing Codes Vital Record
FFY - Federal Fiscal Year (Oct 1 — Sept 30) A - Transfer to State Archives Identification Code
MO - Months WK —Week (Mon-Sun) DY - Day(s) R — Retain in Agency Archives V= Vital
PERM — Permanent S - Review by State Archives | = Important
"* = May be part of an Imaging/Electronic Exception. E- Review by State Archives/Electronic U= Useful
** = May be part of an Imaging/Electronic Survey. G — Other {Specify in Remarks)

Agency Approval

Artns) Lt

Date Signed Secretary of State, Stat

Chives & Records Services

Date Appfoved




Louisiana Secretary of State
Division of Archives, Records Management and History
Post Office Box 94125, Baton Rouge, LA 70804

Records Retention Schedule

Http:/iwww.sos . la.gov

SS ARC 932 (10/19)

Page 13 of 36

Indicate Use of Form
__ORIGINAL SUBMISSION

"Agency No | Agency/ Division / Section
P LgU Hy alth Care Services Division/ H R X_RENEWAL
e re Services Division / Human Resources
023.005 © ) __REPLACEMENT PAGE
g ADDENDUM PAGE
Item N Retention Period 2|l = & -
Number Records Series Title £l 5|
In Office In Total 3| 5 ﬁ £ 5 Remarks
¢ Storage | Retention | ® | < | B S
Active = Until end of FY created or received.
1. Accident/injury Reports ACT + 5FY 0 ACT + 5FY M |s N I | 20 CFR 1904.3
2. Affirmative Action Plan ACT +4FY 0 ACT + 4FY P s N | Active = Until end of FY created or received.
La. R.S. 44:36
; . Aclive = Until end of CY in which offer of insurance
3. Affordable Care Act Files ACT+7CY 0 ACT+7CY C S | N V| was made fo employses.
. . Active = Until end of FY in position is filled.
4. Applications (Including Non-Hires) ACT + 2FY 0 ACT + 2FY M 18 |Y I ) _We lf’m . P
Civil Service Circular
5. Civil Service Cerfificates of Eligibility ACT + 3FY 0 ACT + 3FY Mo|s |y [p | fdive= Untl endof FY created or received.
6. Civil Service SF-8's (Inquiry of Availability Form) | ACT + aFY 0 ACT + 3FY Mo[s |y [y pActive=Unil end of FY created or received.
Active= until end of FY employee separates or is
7. Criminal Background Checks ACT +3FY 0 c |s N I | terminated.
ACT +3FY La. RS. 44,36
Active = Until end of FY created or received.
8. Drug Test Resuits ACT + 3FY 0 ACT + 3FY c |s N | La. RS 4436
9. EEO (Equal Employment Opportunity) Reports | ACT + 3FY ACT + 3FY P ls |y |v t:“‘ée; g:.tgsend of FY created or received.
Permitted Retention Period Abbreviations Security Status Codes State Records Center Agency Abbreviations
ACT - Active Period (when used define term in remarks celumn) P — Public Record Use
FY- Fiscal Year (July 1- June 30) M — May Contain Confidential Information | ¥ — YeS
CY - Calendar Year (Jan 1 - Dec 31} C — Confidential Information N-No
AY ~ Academic Year (Aug 1 - July 31) Archival Processing Codes Vital Record
FFY - Federal Fiscal Year {Oct 1 - Sept 30) A — Transfer to State Archives Identification Code
MO —Months WK - Week (Mon-Sun) DY - Day(s) R - Retain in Agency Archives V= Vital
FERM - Permanent S - Review by State Archives = Important
** = May be part of an Imaging/Electronic Exception. E- Review by State Archives/Electronic | Y= Useful
= May be part of an Imaging/Electronic Survey. O ~ Other {Specify in Remarks)

)ﬁgﬂf’&ézw

Agency A ploval

ErA7/22%

Date Signed

Secretary of State, S

Archives & Records Services

Z

Date Approved




Records Retention Schedule S5 ARC 932 (10/19)
Louisiana Secretary of State Page 14 of 36
T e~ A it Uso ofForm
ice Box , Baton Rouge, Jhwww sos la.gov
A N A { Division / : ti b g __ORIGINAL SUBMISSION
ency No ency / Division / Section
e L:U Hy Ith Care Servi Division / H R X _RENEWAL
ea are Services
023.005 ivision / Human Resources § __REPLACEMENT PAGE
ADDENDUM PAGE
ttem o Retention Period 2l 5| 8 —
Number Records Series Title £t 2| ®y
In Total 3| 5| 8& = Remarks
In Office St ) 8] 8| sg| 8
orage Retention wi<| 0w >
Active = Until end of FY in which matter is closed / final
; decision rendered.
10. Employee Grievances ACT + 3FY ACT + 3FY c |s Y v | 20 CFR 16273
LARS. 44:36
Aclive = Until end of FY HCSD employee separates
1. Employee Manuals/Handbooks ACT + 3FY ACT + 3FY P |8 N y | from agency.
La. R.S. 44:36
Active = Until end of FY HCSD empioyee separates
. from agency.
12, Employee Medical Records ACT + 5FY ACT + 5FY cC |$ |N U | 20 cFR 1627.3
LA R.S. 44:36
13. Employee Payroll Files ACT + 3FY ACT + 3FY M |S |N V | Active = Until end of FY in which audited.
Employee Personnel Files (Including Benefit
g:corﬁlsé Leia:f; fii:stesrs i&\:\!?rksh?ets, Monthly Aclive = Until end of FY HCSD employee separates
yroll Registers, Pay Scale Information, from agency.
14. Performance Standards, Prior Pay Period ACT +70CY ACT + 70CY MS N v LAR 9? 4,); s
Adjustments, Promotion Records, Retirement 8. 44:
Records, Salary Records, Transfer Records)
15. Family and Medical Leave Act (FMLA} ACT+3CY ACT+3CY M |S |N V | Active = Until end of CY when leave period ends.
Permifted Retention Period Abbreviations Security Status Codes State Records Center Agency Abbreviations

ACT — Active Period {when used define term in remarks column)
FY- Fiscal Year (July 1- June 30)

CY - Calendar Year (Jan 1 — Dec 31)

AY - Academic Year (Aug 1 — July 31)

FFY - Federal Fiscal Year (Cct 1 — Sept 30)

MO - Months WK —-Week (Mon-Sun) DY - Day(s)

PERM - Permanent

** = May be part of an Imaging/Electronic Exception.

Ar = May be part of an Imaging/Electronic Survey.

P - Public Record

M — May Contain Confidential Information

C - Confidential Information

Use
Y -Yes
N - No

Archival Processing Codes
A — Transfer to State Archives
R — Retain in Agency Archives
S - Review by State Archives

E- Review by State Archives/Electronic
0O — Other {Specify in Remarks)

Vital Record
Identification Code

V= Vital
| = lmpaortant
U= Useful

X

Agency

sty bavz!

Date Signed

Date Approved
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Louisiana Secretary of State Page 15 of 36
Divisien of Archives, Records Management and History ]
) Use of Form
Post Office Box 94125, Baton Rouge, LA 70804 Hitp:/fwww.s0s.la.gov Indicate
o - __ORIGINAL SUBMISSION
Agency No | Agency / Division / Section X RENEWAL
LSU Heaith Care Services Division / Human Resources —
023.005 2 __REPLACEMENT PAGE
g ADDENDUM PAGE
ltem Retention Period =1 8 _'
Number Records Series Title - 4:_? E % . - :
In o 3| 5] &2 5 emarks
In Office Storage Retention 8| 2| ad| s
icati Active = Unti end of FY created or received,
16. Hazard Communication Records ACT + 30FY 0 ACT + 30FY M s N 29 CFR 1910.20: 29 CFR 1910.1001
Hazardous Exposure Records including medical Active = Until end of FY created or received.
7. | records ACT+30FY | 0 ACT+30FY M 1S | N V|59 CFrR 1910.20: 20 CFR 1910.1001
Active = until end of CY employee separates from
18. -9's ACT+3CY 0 ACT+3CY c S N \V | agency.
8 USC 1324{b)}{3){(A}B)
IRS Records (W-2, W-9, W-4, 1099, 940, 941, Aclive = Until end of FY created or received.
19 Payroll deduction authorization) ACT + 5CY 0 ACT + 5CY C |s |N V| 26 GFR 301 B501(E)-1 (unconfirmed}
Active = Until end of CY in which description is
20, Job Descriptions ACT + 3CY 0 ACT + 3CY M |5 Y superseded.
LAR.S.44.36
Active = Until end of FY created or received.
21, Layoff Records/Layoff Avoidance Plan Records ACT + 3FY 0 ACT +3FY M |s N |V | 20cFrR16273
LA R.S. 44:36
Active = Until end of FY created or received.
22. | Material Safety Data Sheets ACT+30FY | o0 ACT+30FY [P |s | N | |Acive=Untlendo "
29 CFR 1910.20; 29 CFR 1910.1001

Permitted Retention Period Abbreviations

ACT - Active Period (when used define term in remarks column}
FY- Fiscal Year (July 1- June 30)

CY - Calendar Year (Jan 1 — Dec 31)

AY — Academic Year (Aug 1 - July 31)

FFY - Federal Fiscal Year (Oct 1 — Sept 30)

MO -~ Months WK ~Week {Mon-Sun) DY - Day(s)

PERM — Permanent

** = May be part of an Imaging/Electronic Exception.
** = May be part of an Imaging/Electronic Survey.

Security Status Codes State Records Center
P - Public Record Use

M ~ May Contain Confidential Information | ¥ — Y&$

C - Confidential information N-No

Archival Processing Codes Vital Record

A - Transfer to State Archives Identification Code

R - Retain in Agency Archives V= Vital

S - Review by State Archives 1= Important

E- Review by State Archives/Electronic U= Useful

O - Other (Specify in Remarks)

Agency Abbreviations

IRS = Internal Revenue Service

Agency Approval

Date Signed

Secretary of State,

e Archives & Records Services

?

ate Approved




Records Retention Schedule

Louisiana Secretary of State
Division of Archives, Records Management and History
Post Oifice Box 94125, Baton Rouge, LA 70804

Hitp:/iwww.sos.la.gov

$S ARC 932 (10/19)

Page 16 of 36

Indicate Use of Form

Agency No | A / Division / Section — ORIGINAL SUBMISSION
enc i
o L:U Hy Ith Care Servi Division/ H R X RENEWAL
ea are Services Division / Human Resources
023.005 § __REPLACEMENT PAGE
. 3 __ADDENDUM PAGE
item ) . Retention Period >l =l 8
Number Records Series Title g1 8| g
n Offi In Total 3| 5|8 2 3 Remarks
NETICE | storage | Retention | @ | < | @S| §
23. | Occupational Injury and lliness Annual Summary | ACT + 5FY 0 ACT + 5FY M |S |N Adtive = Until end of FY created or recsived.
28 CFR 1904.6
24, Organizational Charls PERM 0 PERM P R |Y La.R.S. 44:36
Active = Until end of FY employee separates from
25. Payroll Correspondence ACT +3FY 0 ACT +3FY M |S N agency.
LA R.S. 44:36
. . Active = Unlit end of FY HCSD employee separates
25 gzgfg:crinsance Planning and Review (PPR) ACT +5FY 0 ACT +5EY M is | N from agency.
LAR.S. 44:36
- . ive = Unti r received.
27 F'erfcu:mance Planning and Review (PPR) ACT+ 3FY 0 ACT+ 3FY M s N Active = Until end of FY created or receive
Planning La. R.5. 44:36
28. Supervisors File ACT +2CY 0 ACT + 2CY M [S N Active = Until end of CY in which supervision ends.
Time and Attendance Records (Sign-in Sheets & Active = Until end of FY created or received.
29. Leave Requests) ACT+5FY ACT+ SFY M ]S |N La. R.S. 44:36
Permitted Retention Period Abbreviations Security Status Codes State Records Center Agency Abbreviations
ACT - Active Period (when used define term in remarks column) P - Public Record Use
FY- Fiscal Year (July 1- June 30} M - May Contain Confidential Information Y~ Yes
CY — Calendar Year (Jan 1 - Dec 31} C - Confidential Information N-No
AY — Academic Year (Aug 1 — July 31) Archival Processing Codes Vital Record
FFY ~ Federal Fiscal Year (Oct 1 - Sept 30) A — Transfer to State Archives Identification Code
MO - Months WK ~Week (Mon-Sun) DY - Day(s) R — Retain in Agency Archives V= Vital
PERM - Permanent S - Review by State Archives I= Important
U= Useful

** = May be part of an Imaging/Electronic Exception.
A4 = May be part of an Imaging/Electronic Survey.

E- Review by State Archives/Electronic
O - Other {Specify in Remarks}

Xﬂkﬁu@é‘q s 7 /202

Agency

proval

Date Signed

Secretary of State, State

hives & Records Services

/

Dafe Approved




Records Retention Schedule

58 ARC 932 {10/19)
Louisiana Secretary of State Page 17 of 36
Division of Archives, Records Management and History ,
' Indicate Use of Form
Post Office Box 94125, Baton Rouge, LA 70804 Http:/iwww.sos.la.gov
— . __ORIGINAL SUBMISSION
Agency No | Agency / Division / Section
LSU Health Care Servi Division /H R X _RENEWAL
ea are Services Division / Human Resources
023.005 P _ REPLACEMENT PAGE
| _ g __ADDENDUM PAGE
tem L Retention Period 2l 8| @
Number Records Series Title £ S| xy
In Offi in Total 3 -§ g E| § Remarks
n Uitice Storage Retention o <| ad| &
30. Training Materials ACT+ 3FY 0 ACT+ 3FY P ls IN U Active = Ul"l.tll end of FY in which superseded.
La. R.S. 44:36
31. Vacancy Announcements ACT+ 3FY 0 ACT+ 3FY P |S |N | t\:li‘ée; l;J:‘tgaend of FY created or received.
; Active = Until end of FY in which employee
32. Worker's Compensation Records ACT +5CY 0 ACT +5CY M |S |N | separates from agency.
Permitted Retention Period Abbreviations Security Status Codes State Records Center Agency Abbreviations
ACT - Active Period {when used define term in remarks column) P ~ Public Record Use
FY- Fiscal Year (July 1- June 30) M — May Contain Confidential Information | ¥ — Yes
CY ~ Calendar Year {Jan 1 — Dec 31) C — Confidential Information N -No
AY - Academic Year (Aug 1 = July 31) Archival Processing Codes Vital Record
FFY - Federal Fiscal Year (Oct 1 - Sept 30) A - Transfer to State Archives dentification Code
MO - Months WK ~Week (Mon-Sun) DY - Day(s} R — Retain in Agency Archives V= Vital
PERM - Permanent S — Review by State Archives I = Important
** = May be part of an Imaging/Electronic Exception. E- Review by State Archives/Electronic U= Usefui
A = May be part of an Imaging/Electronic Survey. O - Other {Specify in Rermnarks)

Agency/Approval

Yz /a2

Date Signed

Secretary of State,

Stafg’Archives & Records Services

2/

Date Approved




Louisiana Secretary of State
Diviston of Archives, Records Management and History
Post Office Box 94125, Baton Rouge, LA 70804

Records Retention Schedule

Http:/Awww.s0s.1a.gov

S5 ARC 932 (10119}

Page 18 of 36

Indicate Use of Form

Agency No | Agency / Division / Section L
- - - X RENEWAL
023.005 | LSU Health Care Services Division / Laboratory, Therapy, and Imaging p __REPLACEMENT PAGE
] __ADDENDUM PAGE
ltem N Retention Period NEIN:
Number Records Series Title g 8| x 8
In Office In Total g| 5| R5 3 Remarks
Storage Retention w| <| BOol >
Active = until end of FY patient reaches age of
1. Bone Marrow Test Reports — Minors ACT + 10FY ACT + 10FY M |S IN majority.
RS 40:2114; RS 40: 1299.96
2. Bone Marrow Test Reports — Adulis ACT + 10FY ACT + 10FY M |S N Adtive = until end of FY patient is discharged.
RS 40:2114; RS 40: 1299.96
Active = until end of FY patient reaches age of
3. Echocardiogram Tracings — Minors ACT + 10FY ACT + 10FY M |s |N majority.
RS 40:2114; RS 40: 1299.96
4 Echocardiogram Tracin Adul ACT + 10FY ACT + 10FY M s N Adtive = until end of £Y patlent is discharged.
' gs - Adults ¥ * RS 40:2114; RS 40; 1299.96
Active = until end of FY patient reaches age of
5. Electrocardiogram Tracings - Minors ACT + 10FY ACT + 10FY M [s [N majority.
RS 40:2114; RS 40: 1299.96
6. Electrocardiogram Tracings ~ Adults ACT + 10FY ACT + 10FY M |{S |N Active = until end of FY patient s discharged.
RS 40:2114; RS 40: 1299.96
Permitted Retention Period Abbreviations Security Status Codes State Records Center Agency Abbreviations
ACT ~ Active Period (when used define term in remarks column) P — Public Record Use
FY- Fiscal Year (July 1- June 30) M — May Contain Confidential Information Y-Yes
CY - Calendar Year (Jan 1 - Dec 31) C - Contidential Information N-No
AY — Academic Year (Aug 1 - July 31) Archival Processing Codes Vital Record
FFY -~ Federal Fiscal Year (Oct 1 - Sept 30) A — Transfer to State Archives identification Code
MO - Months WK —Week (Mon-Sun) DY - Day(s) R - Retain in Agency Archives V= Vital
PERM - Permanent S — Review by State Archives | = Important
** = May be part of an Imaging/Electronic Exception. E- Review by State Archives/Electronic U= Useful
A = May be part of an Imaging/Electronic Survey. O - Other (Specify in Remarks})

Agency Approval

sdoz]

Date Signed

Secretary of State, St

Archives & Records Services

Slzkez]

Date Approved




Records Retention Schedule

Louisiana Secretary of State
Division of Archives, Records Management and History
Post Office Box 94125, Baton Rouge, |LA 70804

Http:/fwaw.sos.la.gov

8§85 ARC 832 (10/19)

Page 19 of 36

Indicate Use of Form

— - ORIGINAL SUBMISSION
Agency No | Agency / Division / Section -
02 LSU Heaith Care Services Division / Laboratory, Th and Imagi X RENEWAL
y Therapy, agin
3.005 ry Py ging 2 __REPLACEMENT PAGE
g ADDENDUM PAGE
ltem N Retention Period 2l 5| @ -
Number Records Series Title Tl 5| &€=
In Total 3 5| & - Remarks
In Office 21 2| Eg &
Storage Retention w| < | wo|l 5
Active = until end of FY patient reaches age of
7. Electroencephalogram Tracings — Minors ACT + 10FY 0 ACT + 10FY M | S N majority.
RS 40:2114; RS 40: 1299.96
. RS 40:2114; RS 40: 1299.
8. Electroencephalogram Tracings — Adults ACT + 10FY 0 ACT + 10FY M |S |N ) 21 ) R 9,6 .
Active = until end of FY patient is discharged.
Act_ive_ = until end of FY patient reaches age of
9. Electromyograms — Minors ACT + 10FY ¢ ACT + 10FY M s N majority.
RS 40:2114; RS 40: 1299.96
10, Electromyograms — Aduits ACT + 10FY 0 ACT + 10FY M |S N Active = unlil end of FY patient s discharged.
RS 40:2114; RS 40: 1299.96
11. Fetal Monitering Strips ACT + 5FY 0 ACT + 5FY M |S N Active = Untit end of FY created or received.
12. Final Test Reports-Pathology/ Histology/ Cytology | ACT+10FY | o ACT+10FY M |S |N Active = Unil endl of FY created of received.
42 CFR 493.1109; 42 CFR 493.1257
; . Active = Until end of FY created or received.
13. Histopathology Slides ACT + 10FY 0 ACT +10FY M |8 N 42CFR 493.1259(b)
Permitted Retention Period Abbreviations Security Status Codes State Records Center Agency Abbreviations
ACT - Active Period (when used define term in remarks column) P - Public Record Use
FY- Fiscal Year (July 1- June 30) M — May Contain Gonfidential Information | ¥ ~ Y28
CY — Calendar Year (Jan 1 - Dec 31) C - Confidential Information N-No
AY - Academic Year {Aug 1 - July 31) Archival Processing Codes Vital Record
FFY — Federal Fiscal Year {Oct 1 - Sept 30) A — Transfer to State Archives ldentification Code
MO — Months WK ~Week (Mon-Sun) DY - Day(s} R — Retain in Agency Archives V= Vital
EERM - Permanent S - Review by State Archives b= Important
U= Useful

** = May be part of an Imaging/Electronic Exception.
A = May be part of an Imaging/Electronic Survey.

E- Review by State Archives/Electronic
O - Other (Specify in Remarks)

: Y/ anzy

Date Signed

Agency Approval

Secretary of State, Stat

chives & Records Services

ger/2z/

ate Approved




Records Retention Schedule

Louisiana Secretary of State
Division of Archives, Records Management and History
Post Office Box 94125, Baton Rouge, LA 70804

Http://www.sos la.gov

S8 ARG 932 (10/19)

Page 20 of 36

Indicate Use of Form
__ORIGINAL SUBMISSION

Agency No | Agency / Division / Secticn
LSU Health Care Services Division / Laboratory, Th dl i X _RENEWAL
(] i , Therapy, and Imagin
023.005 ry Py ging 2 _ REPLACEMENT PAGE
It . . (e __ADDENDUM PAGE
em N Retention Period 215l 2
Number Records Series Title £ 3| 2y
In Office In Total 3 'ﬁ %E 5 Remarks
' Storage | Retention | @ | < | #O| §
Active = Until end of FY created or received.
14, HIV Test results {anonymous) ACT + 2FY ] ACT + 2FY M |S | N 42 CFR 493.1109
Active = until end of FY patient reaches age of
15. HIV Test results — Minors 0 M | S N majority.
ACT + 10FY ACT +10FY RS 40:2114; RS 40; 1289.96
Active = until end of FY patient is discharged.
16. HIV Test results — Adults ] M |8 N
ACT + 10FY ACT +10FY RS 40:2114; RS 40: 1299.96
Laboratory Reports- Complete Reporis
17 documenting each step in the processing, testing, 0 c |s N Active = Until end of FY created or received.
) and reporting of patient specimens to assure the ACT + 5FY ACT + 5FY 42 CFR 493.1109
accuracy of the testing
- Active = Until end of FY created or received.
18. Laboratory Test Requisitions ACT + 2FY 0 ACT + 2FY M |s [N 42 CFR 493 1105
Active = Until end of FY created or received.,
19 Paraffin Blocks ACT + 2FY 0 ACT + 2FY M [S N v
42CFR 493.1259(b}
Patient Testing Reports - Immunohematoiogy, Active = Until end of FY created or received.
20. Histacompatibility ACT + 5FY 0 ACT + 5FY M S N 42 CFR 4931409
Permitted Retention Period Abbreviations Security Status Codes State Records Center Agency Abbreviations
ACT — Active Period (when used define term in remarks column) P —~ Public Record Use
FY- Fiscal Year (July 1- June 30) M - May Contain Confidential Information | ¥ — Yes
N - No

CY - Calendar Year {Jan 1 - Dec 31)

AY — Acadernic Year (Aug 1 — July 31)

FFY - Federal Fiscal Year (Oct 1 - Sept 30}

MO — Months WK —Week (Mon-Sun) DY - Day(s)
PERM - Permanent

** = May be part of an Imaging/Electronic Exception.
A7 = May be part of an imaging/Electronic Survey.

C — Confidential Information

Archival Processing Codes
A — Transfer to State Archives
R - Retain in Agency Archives
S — Review by State Archives

E- Review by State Archives/Electronic
Q - Other (Specify in Remarks)

Vital Record

Identification Code

V= Vital
| = Important
U= Useful

Agency Approval

Date Signed

Secretary of State, St3

Archives & Records Services

Date Approved




Records Retention Schedule S ARC 932 (10/19)

Louisiana Secretary of State Page 21 of 36
Division of Archives, Records Management and History Indicate Use of Form
Post Office Box 94125, Baton Rouge, LA 70804 Hitp:/iwww.s0s.la.gov
- - ORIGINAL SUBMISSION
Agency No | Agency / Division / Section )TRENEWAL
LSU Health Care Services Division / Laboratory, Therapy, and Imagin T
023.005 v Py ging o _ _REPLACEMENT PAGE
S
g ADDENDUM PAGE
ttem N Retention Period 21 6| & —
Number Records Series Title £ 8 2
In Total 3| | 28 = Remarks
In Office 2|1 e =5 £
Storage Retention w| <) BO| S
: Active = Until end of FY created or received.
21. Performance Records ACT + SFY 0 ACT + 5FY M [s | N | e =Vl
42 CFR 493.903
L. Active = Until end of FY created or received.
22, Radioisotopes ACT + 5FY 0 ACT + 5FY M|s [N | "
10 CFR 30.51
Active = Until end of FY created or received.
23, Reguests for tests ACT + 2FY 0 ACT + 2FY M [S [N ! "
42 CFR 493.1105
; ; Active = until end of FY patient reaches age of majority
24 Screening Procedures — Minors ACT + 10FY 0 ACT + 10FY M 8§ |Y I | rs 40:2114; RS 40: 1299.96
: Active = until end of FY patient is discharged
25. Screening Procedures — Adulis ACT + 10FY 0 ACT + 10FY M |Ss |Y I | Rs 40:2114: RS 40: 1299.96
Active = Until end of FY created or received.
26. Slides ACT + 5FY 0 ACT + SFY mis |{n | 'e
42CFR 493.1259
Active = Until end of CY created or received
27. Test Procedures-Errors ACT + 5FY 0 ACT + 5FY M 1S |N I | 42 CFR 493.1218(d)(3}
42 C.F.R. § 493.903(d}
: _ I | | I
Permitted Retention Period Abbreviations Security Status Codes State Records Center Agency Abbreviations
ACT - Aclive Period {when used define term in remarks column) £ — Public Record Use
FY- Fiscal Year {July 1~ June 30) M - May Contain Confidential Information | ¥ ~ YeS
CY - Calendar Year (Jan 1 ~ Dec 31) C — Confidential Information N-No
AY - Academic Year (Aug 1 - July 31) Archival Processing Codes Vital Record
FFY - Federal Fiscal Year (Oct 1 — Sept 30) A - Transfer to State Archives 'dentification Code
MO ~ Months WK -Week (Mon-Sun} DY - Day(s) R -Retain in Agency Archives V= Vital
PERM - Permanent S — Review by State Archives = Important
** = May be part of an Imaging/Electronic Exception. E- Review by State Archives/Electronic U= Useful
* = May be part of an Imaging/Electronic Survey. O — Other (Specify in Remarks)

' sé«z/ Sl o)

Agency Approval Date Signed

Secretary of State, Sfag# Archives & Records Services Date Approved




Records Retention Schedule SS ARG 832 (10/19)

Louisiana Secretary of State Page 22 of 36
Division of Archives, Records Management and History -
) Indicate Use of Form
Post Office Box 94125, Baton Rouge, LA 70804 Http:/fwww.sos.la.gov
— - ORIGINAL SUBMISSION
Agency No | Agency / Division / Section —X—RENEWAL
LSU Health Care Services Division / Laboratory, Therapy, and Imagin _
023.005 i Py 9ng 8 __REPLACEMENT PAGE
3 ADDENDUM PAGE
ftem N Retention Period >l 51 8 -
Number Records Series Title £ 3| s
In Offic In Total 3| 5|8 2 5 Remarks
@ Storage Retention w»| <| adl §
Active = Untit end of FY created or received.
29. Minors (not duplicated in patient records ACT + 10FY 0 ACT + 10FY M |S |Y |
( : P ) RS 40:2114; RS 40: 1299.96
. . . Active = until end of FY patient is discharged
30. Adults {not duplicated in patient records ACT + 10FY o ACT + 10FY M Y !
( P i S RS 40:2114; RS 40: 1299.96
. ive = Until end FY created or received.
31. Wet Tissue ACT + 6MO 0 ACT +6MO M | S N ! Active = Unti en Ve
42CFR 493.1259(b)
Permitted Retention Period Abbreviations Security Status Codes State Records Center Agency Abbreviations
ACT — Active Period (when used define term in remarks column) P — Public Record Use
FY- Fiscal Year (July 1- June 30} M - May Contain Confidential Information ¥ -Yes
CY - Calendar Year (Jan 1 - Dec 31) C - Confidential Information N - No
AY — Academic Year (Aug 1 — July 31) Archival Processing Codes Vital Record
FFY - Federal Fiscal Year (Oct 1 - Sept 30) A - Transfer to State Archives Identification Code
MO - Months WK ~Week (Mon-Sun) DY - Day(s) R ~ Retain in Agency Archives V= Vital
PERM - Permanent S - Review by State Archives = important
** = May be par of an imaging/Electronic Exception. E- Review by State Archives/Electronic U= Useful
A% = May be part of an Imaging/Electronic Survey. O - Other (Specify in Remarks)

Date Signed Date Approved




Records Retention Schedule

Louisiana Secretary of State
Division of Archives, Records Management and History
Post Office Box 94125, Baton Rouge, LA 70804

Hitp:/Awww.sos.la.gov

S5 ARC 932 (10/19)

Page 23 of 36

Indicate Use of Form
__ORIGINAL SUBMISSION

Agency No { Agency / Division / Section
02 LSU Health Care Services Division / Maint X RENEWAL
i intenance
3.005 § __REPLACEMENT PAGE
e ADDENDUM PAGE
ltem Retention Perio = | & -
Number Records Series Title entio iad ot g s % . = ”
In Office | g, : 81 5| 55 3
orage Retention a | < | DOl >
1. Construction Project Plans ACT+ 10FY 0 ACT+ 10FY P s N Active = until end of FY in which project is complete.
2. Building Maintenance Records ACT+ 3FY 0 ACT+ 3FY P |S N Active = until end of FY created or received.
3. Motor Vehicle Maintenance records ACT +1FY 0 ACT + 1FY P s N Active = untit end of FY surplus is processed
4, Maintenance of Equipment ACT + iFY 0 ACT +1FY P S |N Active = until end of FY surplus is processed
5. Property Appraisals ACT+ 4FY o} ACT+ 4FY P |s N Active = until end of FY created or raceived.
6. Repair Records ACT+ 3FY 0 ACT+ 3FY P [S N Active = until end of FY created or received.

Permitted Retention Period Abbreviations

ACT - Active Period (when used define term in remarks column)
FY- Fiscal Year (July 1- June 30)

CY - Calendar Year {Jan 1 - Dec 31)

Security Status Codes

State Records Center

AY - Academic Year {Aug 1 - July 31)

FFY — Federal Fiscal Year (Oct 1 — Sept 30}

MO — Months WK —Week (Man-Sun) DY - Day(s)
PERM — Permanent

** = May be part of an imaging/Electronic Exception.
A% = May be part of an Imaging/Electronic Survey.

P ~ Public Record Use
M - May Contain Confidential Information | ¥ —~ Y&S
C - Confidential Information N-No
Archival Processing Codes Vital Record
A - Transfer to State Archives Identification Code
R - Retain in Agency Archives V= Vital
S - Review by State Archives = Important
U= Useful

E- Review by State Archives/Electronic
O - Other (Specify in Remarks}

Agency Abbreviations

Agency Approval

SHlaoc)

Date Signed

Secretary of State, S

Archives & Records Services

27 [2072/

Date Appioved




Records Retention Schedule §S ARG 932 (10/19)

Louisiana Secretary of State Page 24 of 36
Division of Archives, Records Management and History Indicate Use of Form
Post Office Box 94125, Baton Rouge, LA 70804 Http:/fwww.sos.la.gov
— - __ORIGINAL SUBMISSION
Agency No | Agency / Division / Section X RENEWAL
LSU Health Care Services Division / Medicaid/Medicare/UCC T
023.005 2 __REPLACEMENT PAGE
e ADDENDUM PAGE
ltem o Retention Period >l 5| & -
Number Records Series Title £ S| 2
In Offi In Total § 5 g £ i Remarks
noMee | storage | Retention | & | < | 28| §
1. Billing Material HCFA 1450 and supporting ACT+ 10FY 0 ACT+10FY  [M |8 | Y |1 | Active=Until end of FY created or received.
documents
2. Cost Report support documents ACT+ 10FY 0 ACT+ 10FY M |8 |Y 1| Active = Until end of FY created or received.
Hospital Physician Materials (agreements upon P .
3. which Part A-Part B allocations are made) ACT+ 10FY 0 ACT+ 10FY M s Y I | Active = Until end of FY in which agreement ends
Medical Records (utilization review committee
4. reports, physician certifications, discharge ACT+ 10FY 0 ACT+ 10FY M s Y I | Active = Untit end of FY created or received.
summaries, patients' medical records, etc.)
Medicare & Medicaid claims and supporting Active = Until end of FY created or received,
5. documentation including nursing education ACT+ 10FY 0 ACT+ 10FY M |S |Y I | U.S. Dept of Justice
records Medicare Hospital Manual Section 480
Permitted Retention Period Abbreviations Security Status Codes State Records Center Agency Abbreviations
ACT - Active Period (when used define term in remarks column) P - Public Record Use
FY- Fiscal Year (July 1- June 30) M - May Contain Confidential Information ¥-Yes UCC = Uniform Commercial Code
CY - Calendar Year (Jan 1 — Dec 31) C - Confidential Information N-No HCFA = Health Care Finance Administration
AY — Academic Year (Aug 1 - July 31) Archival Processing Codes Vital Record
FFY - Federal Fiscal Year {Oct 1 - Sept 30) A — Transfer to State Archives Identification Code
MO - Months WK ~Week (Mon-Sun) DY - Day(s) R - Retain in Agency Archives V= Vital
PERM - Permanent S - Review by State Archives = Important
** = May be part of an Imaging/Electronic Exception. E- Review by State Archives/Electronic U= Useful
A4 = May be part of an Imaging/Electronic Survey. 0 - Other (Specify in Remarks)

Sparfael

Agency Approval Date Signed Secretary of State, St rchives & Records Services Date Approved




Louisiana Secretary of State
Division of Archives, Records Management and History
Post Office Box 94125, Baton Rouge, LA 70804

Records Retention Schedule

Http:/Aiwww.sos.la.gov

S5 ARC 932 (10/19)

Page 25 of 36

Indicate Use of Form

Agency N A / Division | Section __ORIGINAL SUBMISSION
[+] enc ivision / Sec
e Lgu Hy Ith Care Servi Division / Meeting R: d X RENEWAL
ea are Services Division / Meeting Records
023.005 g 8 __REPLACEMENT PAGE
e ADDENDUM PAGE
Item - Retention Period 2! 5| 8 —
Number Records Series Title Tl 2| By
In Total 3| E| | 5 Remarks
in Office | o 8| 2| s§ 8
orage Retention O Q< nol >

1. Medical Executive Commitlee PERM PERM PERM M R |Y LARS. 44:7

2. Medical Staff PERM PERM PERM M R Y

3 Committee Meetings Minutes PERM PERM PERM M |R JY

Ethics & Compliance Policy Development

4 Committee Meetings Minutes PERM PERM PERM MR |Y

5. Facility Ethics & Compliance PERM PERM PERM M |R |Y

6. Deparimental Meeting Minutes PERM PERM PERM M |R [Y
Permitted Retention Period Abbreviations Security Status Codes State Records Center Agency Abbreviations
ACT - Active Period (when used define term in remarks column)} P - Public Record Use
FY- Fiscal Year (July 1- June 30) M — May Contain Confidential Information | ¥ ~ Y&S
CY - Calendar Year {Jan 1 — Dec 31) C — Confidential information N - No
AY — Academic Year (Aug 1 — July 31) Archival Processing Codes Vital Record
FFY - Federal Fiscal Year (Oct 1 - Sept 30) A - Transfer to State Archives Identification Code
MO — Months WK - Week {Mon-Sun) DY - Day(s) R - Retain in Agency Archives V= Vital
PERM ~ Permanent S - Review by State Archives | = Important
** = May be part of an Imaging/Electronic Exception. E- Review by State Archives/Electronic | U= Useful
A4 = May be part of an Imaging/Electronic Survey. QO = Other (Specify in Remarks)

Agency Approval

lalanzs (HbIL

Secretary of State, §

Date Signed

rchives & Records Services

S27/202/

Date Approved




Louisiana Secrelary of State
Division of Archives, Records Management and History
Post Office Box 94125, Baton Rougs, LA 70804

Records Retention Schedule

Hitp:/fwww.sos la.gov

SS ARC 932 (1019)

Page 26 of 38

Indicate Use of Form
___ORIGINAL SUBMISSION

Agency No | Agency / Division / Section
e L:U I*-ly lt:l :3 Servi Division / Patient Medicai R d X_RENEWAL
ervices en r
023.005 ea are ic ivision / Pati edical Reco P __REPLACEMENT PAGE
8 ADDENDUM PAGE
ltem - Retention Period =1 =| & —
Number Records Series Title £ 8| ¢
In Total 3| E| 28 % Remarks
In Office . 8|2 5§ 8
Storage | Retention | @ | < | @O] 5
1. Medical Records — Adult ACT + 10FY ACT+10FY M |s |N || | Aclive=untiiend of FY patientis discharged
RS 40:2144
2. Medical Records — Infant/Child ACT + 10FY ACT + 10FY M |S N P | Active =until end of FY patient reaches age of majority.
3. Register of Births PERM PERM M R Y V | RS 40:34
4. Death Register PERM PERM M jR Y V | RS 40:34

Permitted Retention Period Abbreviations

ACT - Active Period (when used define term in remarks column)
FY- Fiscal Year (July 1- June 30)

CY ~ Calendar Year (Jan 1 - Dec 31)

AY — Academic Year (Aug 1 — July 31)

FFY — Federal Fiscal Year (Oct 1 — Sept 30)

MO - Months WK - Week (Mon-Sun) DY - Day(s)

PERM — Permanent

** = May be part of an Imaging/Electronic Exception.
A = May be part of an Imaging/Electronic Survey.

Security Status Codes State Records Center
P — Public Record Use

M - May Contain Confidential Information | ¥ — YéS

C - Confidential Information N -No

Archival Processing Codes Vital Record

A - Transfer to State Archives Identification Code

R - Retain in Agency Archives V=Vital

S — Review by State Archives = Important

E- Review by State Archives/Electronic U= Useful

O ~ Other (Specify in Remarks)

Agency Abbreviations

/9%,

Date Signed

Secretary of State, S

Archives & Records Services

ate Approved




Records Retention Schedule SS ARC 932 (10/119)

Louisiana Secretary of State Page 27 of 36

Division of Archives, Records Management and History

Indicate Use of F
Post Office Box 94125, Baton Rouge, LA 70804 Http://www.sos.la.gov nalcale ~ise of rom

BM
Agency No | Agency / Division / Section —ORIGINAL SUBMISSION

X_RENEWAL
LSU Health Care Services Division / Pharmac o
023.005 ¥ P __REPLACEMENT PAGE
g ADDENDUM PAGE
ltem A Retention Period =l w5l 8 —
Number Records Series Title g 0|y
) In Total 3| E| 2 ~2 5 Remarks
In Office . 2| 8| 3§ 8
Storage | Retention | w | < | @ 0| >
Active= until end of FY alcohol was dispensed.
1. Alcohol (Tax Free Inventory) ACT + 3FY ACT + 3FY P {8 |IN U | LAC 46:L1.2525; 27 CFR 22,164

Active = until end of FY in which controlled substances
ACT + 5FY ACT + 5FY M |s N | | dispensed and administered.

LAGC 46:L1112525; LAC 46:L112901-2903; 21 CFR

Controlled Substances Dispensed and
Administered

Active = Until end of FY created or received.
3. Confrolled Substances Inventory and Orders ACT +5FY ACT + 5FY P |8 |N || LAC 46:LI11.2525; LAC 46:LHI2545; LAC 46:LI111.2601-
2903; 21 CFR 1304.04(a)

- Active = Until end of FY created or received.
4. Inspeclion Reports ACT + 4FY ACT + 4FY P |5 N V | LAC 46:.LI11.2529

Active = Until end of FY created or received.

LAC 46:LIL: 1.2525; LAC 46:2545; LAC 46:L112901-
5. Methodone Records ACT + 5EY ACT + 5FY M 1S [N |1 [ 2903 21 CFR 291.505 (d)(13)(ii; 21 CFR 310.505 .

2525; LAC 46:

; Active = Until end of FY created or received.
6. | PafientProfile ACT + 8FY ACTHSFY M [S |N |1 | LaG 46:L112525; LAC 46:L11l.2801-2903

Active= until end of FY in which medication was

7. Pharmacy Register ACT + 5FY ACT + 5FY M |S N V | dispensed.
LAC 46:LIH 2911
Permitted Retention Period Abbreviations Security Status Codes State Records Center Agency Abbreviations
ACT — Active Period (when used define term in remarks column} P - Public Record Use
FY- Fiscal Year (July 1- June 30} M — May Contain Confidential Information | * — Y&8
CY - Calendar Year (Jan 1 — Dec 31) C - Confidential Information N-No
AY - Academic Year {Aug 1 — July 31) Archival Processing Codes Vital Record
FFY — Federal Fiscal Year (Oct 1 — Sept 30) A - Transfer to State Archives Identification Code
MO - Months WK —Week (Mon-Sun) DY - Day(s) R - Retain in Agency Archives V= Vital
PERM — Permanent S - Review by State Archives = tmportant
**= May be part of an Imaging/Electronic Exception. E- Review by State Archives/Eleatronic | U= Useful
M = May be part of an Imaging/Electronic Survey. QO - Other (Specify in Remarks)
giZZ:Z/éaééaL/ l/lll A 7Y YOS L
Agency Approval Date Signed Secretary of State, Stafe Archives & Records Services Date Approved




Louisiana Secretary of State
Division of Archives, Records Management and History
Post Office Box 94125, Baton Rouge, LA 70804

Records Retention Schedule

Http:/Aww.s0s la.gov

SS ARC 932 (10119}

Page 28 of 36

Indicate Use of Form
__ORIGINAL SUBMISSION

Agency No | Agency / Division / Secflon __ X_RENEWAL
023.005 | LSV Health Care Services Division / Pharmacy p __REPLACEMENT PAGE
Item A Retention Period | % § —ADDENDUM PAGE
Number Records Series Title 2 5| £
In Total I E] & § B Remarks
In Office Storage Retention 8| 5|38 s
Active = Unlil end of FY created or received.
3. Prescriptions ACT + 5FY 0 ACT + 5FY P s N LAC 46LIN 2525; LAC 46:LII 2901-2803; 21CFR
1304.04 (h)
" . Active = Until end of FY created or received.
9. Radioactive Drugs ACT + 5FY 0 ACT + 5FY P |8 N v LAC 46:LI112525; LAC 45:L111.2901-2903
10. | Recall Records ACT+4FY | 0o ACT+4FY (M |s |N fotive < ntilond of FY created of received.
Permitted Retention Period Abbreviations Security Status Codes State Records Center Agency Abbreviations
ACT — Active Period (when used define term in remarks column) P — Public Record Use
FY- Fiscal Year (July 1- June 30) M —~ May Contain Confidential Information Y ~Yes
CY - Calendar Year {(Jan 1 — Dec 31) C - Confidential Information N -No
AY - Academic Year {Aug 1 - July 31) Archival Processing Codes Vital Record
FFY — Federal Fiscal Year (Oct 1 — Sept 30) A — Transfer to State Archives Identification Code
MO - Months WK -Week (Mon-Sun) DY - Day(s) R - Retain in Agency Archives V= Vitat
PERM — Permanent S — Review by State Archives [ = Important
** = May be part of an Imaging/Electronic Exception. E- Review by State Archives/Elactronic U= Useful
A% = May be part of an Imaging/Electronic Survey. O ~ Other (Specify in Remarks)

X bz (e

/ AgencyA roval

S/ V2L,

Date Signed

Secretary of State, St

Archives & Records Services

V)

Date Approved

727 /202/




Louisiana Secretary of State
Division of Archives, Records Management and History
Post Office Box 94125, Baton Rouge, LA 70804

Records Retention Schedule

Hitp:/fwww_sos.la.gov

SS ARC 932 (10/19)

Agency No | Agency / Division / Section

Page 29 of 36

Indicate Use of Form
__ORIGINAL SUBMISSION

X_RENEWAL
Health C ices Divisi -
023.005 | LSU Health Care Services Division / Property Control P _ REPLACEMENT PAGE
] ADDENDUM PAGE
ltem - Retention Period 2l sl & -
Number Records Series Title Tl 2| Eyg
In Total 2] €| 8¢l = Remarks
In Office St . 81 2| mg| 8
orage Retention Wi <] @0l 5
1. Buildings/Additions Cost PERM PERM P |[R |Y |
2. gg'gé%')mse‘s (purchase cost greater than ACT + 10FY 0 ACT+10FY | P |S |N |v | Active = untilend of FY asset is disposed.
Non-Capital Assets {purchase cost less than or N -
3. equal to $5,000) ACT + 10FY 0 ACT + 10FY P S N V | Active = until end of FY asset is disposed.
4. Property Appraisals PERM PERM P |R |Y |

Permitted Retention Period Abbreviations

ACT - Active Period {when used define term in remarks column)
FY- Fiscal Year (July 1- June 30)

CY - Calendar Year (Jan 1 — Dec 31)

AY - Academic Year (Aug 1 — July 31}

FFY — Federal Fiscal Year (Oct 1 — Sept 30)

MO - Months WK ~Week (Mon-Sun) DY - Day(s)

PERM — Permanent

** = May be part of an Imaging/Electronic Exception.

A = May be part of an Imaging/Electronic Survey.

Security Status Codes State Records Center
P - Public Record Use

M — May Contain Confidential Information | ¥~ YeS

C - Confidential Information N - No

Archival Processing Codes Vital Record

A - Transfer to State Archives Identification Code

R - Retain in Agency Archives V= Vital

S — Review by State Archives = Important

E- Review by Stale Archives/Electronic U= Useful

O - Other (Specify in Remarks)

Agency Abbreviations

Agency Approval

cgé. g/ 2o

Date Signed

Secretary of State, State

ves & Records Services

/

Date Approved




Louisiana Secretary of State
Division of Archives, Records Martagement and History
Post Office Box 94125, Baton Rouge, LA 70804

Records Retention Schedule

Http:/iMww.sos.la.gov

SS ARC 932 (10/19)

Page 30 of 36

Agency No | Agency / Division / Section

Indicate Use of Form
__ORIGINAL SUBMISSION

LSU Health Care Services Division / Quality M t X_RENEWAL
023.005 ea are Services Division / Quality Managemen a __REPLACEMENT PAGE
S ADDENDUM PAGE
ltem . Retention Period z| sl 8 -
Number Records Serles Title £ 8| e
In Offi ™ Total 3| 5 g 2 g Remarks
MUMICe | storage | Retention | & | 2| 38| €
JCAHO (Joint Commission on Accreditation of
1. Healthcare Organization) Survey Reports PERM PERM PR 1Y v
2. Medicare Mortality Report PERM PERM P R |Y v
3. Surgical Case Review ACT+ 7FY ] ACT +7FY M |S |N Actlive = Until end of FY created o received.
A, ; ; : Active = Untii end of FY created or received.
4. UR(Utilization Review)/DRG (Diagnosis Related ACT +10FY 0 ACT+ 10FY M ls [N Medicare & Mediicaid Guide (PRM-I, 2304 1 P

Group) Review Worksheets

6420385)

Permitted Retention Period Abbreviations

ACT - Active Period (when used define term in remarks column)
FY- Fiscal Year {July 1- June 30)

CY - Calendar Year (Jan 1 - Dec 31)

AY - Academic Year (Aug 1 - July 31)

FFY - Federal Fiscal Year (Oct 1 - Sept 30)

MO - Months WK —Week {(Mon-Sun) DY - Day(s}

PERM — Permanent

** = May be part of an Imaging/Electronic Exception.

A = May be part of an Imaging/Electronic Survey.

Security Status Codes State Records Center
P - Public Record Use

M - May Contain Confidential Information | Y ~ YeS

C - Confidential Information N - No

Archival Processing Codes Vital Record

A - Transfer to State Archives Identification Code

R - Retain in Agency Archives V= Vital

S - Review by State Archives | = Important

E- Review by State Archives/Electronic U= Useful

O - Other (Specify in Remnarks)

Agency Abbreviations

Agency Apprgval

Cgézgﬂ,@/

Date Signed

Date Approved




Louisiana Secretary of State
Division of Archives, Records Management and History
Post Office Box 94125, Baton Rouge, LA 70804

Records Retention Schedule

Hitp:/fwww.sos.la.gov

SS ARC 932 (10/19)
Page 31 of 36

Indicate Use of Form
___ORIGINAL SUBMISSION

Agency No | Agency / Division / Section
o Lgu Hy Ith Care Servi Division / Radiation Protection P X RENEWAL
ea are Services Division / Radiation Protection Program
023.005 . 4 __REPLACEMENT PAGE
g ADDENDUM PAGE
tem o Retention Period P —
Number Records Series Title £ 2] ey
In OFfi In Total 3 AE= g El § Remarks
n Uttice Storage Retention Al <| 83 §
Active = until end of FY employee separates or
1. Credential License and Certification Records ACT + 7FY 0 ACT + 7EY M {5 [N | | terminated from agency
LAC 46:LXV1.1213
Active = until end of FY license terminates or expires.
2. Environmental Exposure ACT + 1FY 0 ACT + 1FY M s [N |1 ° P
LAC 33:XV.472
Aclive = until end of FY created or received.
3 Mammograms ACT + 10FY 0 ACT + 10FY M |S [N ] : .
FDA Guidance
Active = until end FY employee is terminated from
4. Planned Special Exposure ACT + 4FY ] ACT + 4FY M |S |N || agency.
LAC 33:XVv.472; LAC 33.8V.475
e . . . Aclive = until end of FY created or received.
5. Radiation Equipment Minor Maintenance ACT + 4FY 0 ACT + 4FY P s N ! LAC 33:XV.472
. . . Active = until end of FY created or received.
6. Radiation Detection Instrumentation ACT + 3FY 0 ACT + 3FY P 5 N |
LAC 33:XV.472
- S Aclive = until end of FY license terminates or expires.
7. Radiation Monitoring Records (human exposure) | ACT + 1FY o ACT + 1FY M [S |N I 1 LAC 33:XV.472
Permitted Retention Period Abbreviations Security Status Codes State Records Center Agency Abbreviations
ACT — Active Period (when used define term in remarks column) P - Public Record Use
FY- Fiscal Year (July - June 30} M — May Contain Confidential information Y- Yes
CY - Calendar Year (Jan 1 -~ Dec 31) C - Confidential Information N-No
AY - Academic Year (Aug 1 — July 31) Archival Processing Codes Vital Record
FFY - Federal Fiscal Year (Oct 1 - Sept 30) A - Transfer to State Archives Identification Code
MO - Months WK -~ Week (Mon-Sun) DY - Day(s) R — Retain in Agency Archives V= Vital
PERM — Permanent S — Review by State Archives I = Important
** = May be0 part of an Imaging/Electronic Exception. E- Review by State Archives/Electronic | U= Useful
** = May be part of an Imaging/Electronic Survey. O — Other (Specify in Remarks)

Agenc‘wpproval

Date Signed

Secretary of State, Sta

rchives & Records Services

/
202/

Date Approved




Records Retention Schedule $S ARC 932 (10/19)

Louisiana Secretary of State Page 32 of 36
Division of Archives, Records Management and History Indicate Use of Form
Past Office Box 94125, Baton Rouge, LA 70804 Hitp:/Aww._sos.la.gov
— - __ORIGINAL SUBMISSION
Agency No | Agency / Division / Section
LSU Health Care Servi Division / Radiation Protection P X RENEWAL
ea are Services Division f Radiation Protection Program
023.005 ¢ P __REPLACEMENT PAGE
9 ADDENDUM PAGE
[tem _— Retention Period 2l 5| 8 —
Number Records Series Title £ S| £
In Offi in Total § -§ g -3 Kl Remarks
nUttice Storage Retention w| <| 5 &
Radiation Monitoring Records (Radicactive Active = until end of FY created or received,
8. Materials) ACT + 3FY 0 ACT +3FY MITS [N |1 [ac3sxvar
; Active = until end of FY created or received.
9. Radiology Surveys Records ACT + 3FY v ACT + 3FY M S N I | LAC 33:xv. 472
i Active = until end of FY created or received.
10. Testing (Sealed Sources) ACT + 5FY 0 ACT + 5FY M |8 N I | Lac 33:XV.474
i : Active = Until end of FY created or received,
11. Testing {Entry Control Devices) ACT+ 4FY 0 ACT+ 4FY M |S N U | Lac 33:XV 473
Permitted Retention Period Abbreviations Security Status Codes State Records Center Agency Abbreviations
ACT - Actlive Period (when used define term in remarks column) P — Public Record Use
FY- Fiscal Year (July 1- June 30) M — May Contain Confidential Information | ¥ — Yes
CY - Calendar Year {Jan 1 — Dec 31) C - Confidential Information N-No
AY - Academic Year {Aug 1 - July 31) Archival Processing Codes Vital Record
FFY - Federal Fiscal Year (Oct 1 - Sept 30) A — Transfer to State Archives Identification Code
MO ~Months WK —Week (Mon-Sun) DY - Day(s) R — Retain in Agency Archives V= Vital
PERM - Pemmanent S - Review by State Archives | = Important
** = May be part of an Imaging/Electronic Exception. E- Review by State Archives/Electronic | U= Useful
AA = May be part of an Imaging/Electronic Survey. O — Other (Specify in Remarks)
Date Signed Secretary of State, Y#fe Archives & Records Services ate Approved




Records Retention Schedule

Louisiana Secretary of State
Division of Archives, Records Management and History
Post Office Box 94125, Baton Rouge, LA 70804

Htip:/ivwww.sos la.gov

S8 ARC 932 (1019)

Page 33 of 36

Indicate Use of Form

A = - __ORIGINAL SUBMISSION
gency No | Agency / Division / Secflon __ X_RENEWAL
023.005 | LSU Health Care Services Division / Research Records P __REPLACEMENT PAGE
8 __ADDENDUM PAGE
ltem . Retention Period 2w 3
Number Records Series Title £ 5| s
i In Total 3| 5| g8 5 Remarks
In Office Storage Retention & 5 c'g 3 &
1. Human Experiment Records PERM PERM PERM c R Y 1 LAC 46:L111.2551
2. Medical Research ACT + 10FY 0 ACT + 10FY c |s N I | Active = until end of FY research project is concluded
Permitted Retention Period Abbreviations Security Status Codes State Records Center Agency Abhreviations
ACT - Active Period (when used define term in remarks column) P ~ Public Record Use
FY- Fiscal Year (July 1- June 30) M - May Contain Confidential Information Y-Yes
CY ~ Calendar Year (Jan 1 - Dec 31) C - Confidential information N-No
AY — Academic Year {Aug 1 - July 31) Archival Processing Codes Vital Record
FFY — Federal Fiscal Year (Oct 1 - Sept 30} A - Transfer to State Archives Ll C e
MO - Months WK —Week (Mon-Sun) DY - Day(s) R - Retain in Agency Archives V= Vital
PERM — Permanent S — Review by State Archives JSLUEEIE
** = May be part of an Imaging/Electronic Exception. E- Review by State Archives/Electronic U= Useful
A* = May be part of an Imaging/Electronic Survey. O — Other (Specify in Remarks)

Agency/Approval

Date Signed

AR L, ﬁﬁﬂlﬂ/ m

chives & Records Services

Secretary of State, Stat

/

Date Approved



Records Retention Schedule SS ARC 932 (10/19)

Louisiana Secretary of State Page 34 of 36
Division of Archives, Records Management and History Indicate Use of Form
Post Office Box 94125, Baion Rouge, LA 70804 Hittp:/iwww.sos.la.gov
Agency No | Agency / Division / Sgection - T —ORIGINAL SUBMISSION
- T X_RENEWAL
023.005 | LSU Health Care Services Division / Safety " _ REPLACEMENT PAGE
. g ADDENDUM PAGE
Item o Retention Period 2l 5| 8 -
Number Records Series Title Tl 2| Ex
In Total 2 5| & § i Remarks
In Office Storage Retention tg g{ g 3 >
. Active = until end of FY superseded.

1. Disaster Recovery Plan ACT+3FY PERM PERM P A Y v Transfer to State Archives 3 FY after superseded.

2. Procedural Incident Reports ACT +4FY 0 ACT + 4FY P S N V | Active = Until end of FY created or received.

3. Safety Inspections ACT + 4FY 0 ACT + 4FY P IS |N V | Active = Until end of FY created or received.
Permitted Retention Period Abbreviations Security Status Codes State Records Center Agency Abbreviations
ACT - Active Period {(when used define term in remarks column) P — Public Record Use
FY- Fiscal Year (July 1- June 30) M - May Contain Confidential Information | ¥ — YeS
CY - Calendar Year (Jan 1 — Dec 31) C - Confidential information N-No
AY — Academic Year (Aug 1 - July 31) Archival Processing Codes Vital Record
FFY - Federal Fiscal Year (Oct 1 — Sept 30) A ~Transfer to State Archives Identification Code
MO - Months WK —Week (Mon-Sun) DY - Day(s) R — Retain in Agency Archives V= Vital
PERM — Permanent S — Review by State Archives I = Important
™ = May be part of an Imaging/Electronic Exception. E- Review by State Archives/Electronic U= Useful
AN = May be part of an Imaging/Electronic Survey. O - Other (Specify in Remarks)

e . §Q Sasz)

Agency Approval Date Signed

&zt /o2

Date Appioved

Secretary of State, Statd Archives & Records Services




Louisiana Secretary of State
Division of Archives, Records Management and History
Post Office Box 94125, Baton Rouge, LA 70804

Records Retention Schedule

Hitp:/iwww.sos la.gov

55 ARC 932 (1019)

Agency No | Agency / Division / Section

Page 35 of 36

Indicate Use of Form
__ORIGINAL SUBMISSION

LSU Health Care Services Division!$ ity X_RENEWAL
ivision / Securi
023.005 8 __REPLACEMENT PAGE
g ADDENDUM PAGE
Item , Retention Period > 5| 8 —
Number Records Series Title £l 8| e«
in Off In Total 3| 5| 88| 5 Remarks
n Litice Storage Retention A | < g 3| 8
1. Abandoned Property Records ACT + 3FY 0 ACT + 3FY M |S |N I | Active = Until end of FY created or received
2. Patient Personal Property ACT + 3FY ] ACT + 3FY M |8 N U | Active= Until end of FY patient discharged.
3. Security Disturbances ACT + 3FY 0 ACT + 3FY M |8 N I | Active = Until end of FY in which disturbance oceurs.
4, Security Video ACT+2CY 0 ACT+2CY P |5 N U | Active = Until end of CY recorded.

Permitted Retention Period Abbreviations Security Status Codes State Records Center Agency Abbreviations
ACT - Active Period (when used define term in remarks column) P - Public Record Use

FY- Fiscal Year (July 1- June 30) M — May Contain Confidential Information | ¥~ Yes

CY — Calendar Year (Jan 1 - Dec 31) C - Confidential Information N-No

AY - Academic Year {Aug 1 - July 31) Archival Processing Codes Vital Record

FFY — Federat Fiscal Year (Oct 1 - Sept 30) A — Transfer to State Archives Identification Code

MO ~Months WK —Week (Mon-Sun) DY - Day(s) R - Retain in Agency Archives V= Vital

PERM — Permanent S — Review by State Archives | = Important

** = May be part of an Imaging/Electronic Exception. E- Review by State Archives/Electronic | U= Useful

4 = May be part of an linaging/Electronic Survey. O ~ Other (Specify in Remarks)

J.l__.o
Agency pproval

tﬁz/ﬁ 1./

Date Signed chives & Records Services ate Apbroved

Secretary of State, State




Records Retention Schedule

Louvisiana Secretary of State
Division of Archives, Records Management and History
Post Office Box 94125, Baton Rouge, LA 70804

Http:/Awww.sos la.gov

S8 ARC 932 (10/19)

Page 36 of 36

Indicate Use of Form

— - ORIGINAL SUBMISSION
Agency No | Agency / Division / Section X_REN WAL
ices Division / Utilizati A
023.005 | LSU Health Care Services Division / Utilization Management g __REPLACEMENT PAGE
3 ADDENDUM PAGE
Item - Retention Period =l 5| 8 —
Number Records Series Title £ 8| €.
In Offi In Total il s g £ 7 Remarks
nETee | storage | Retention | & | % | 28| &
1. Case Review Records ACT + 2FY 0 ACT + 2FY M |S$ IN I | Active = until end of FY created or received.
2. Correspondence with Payers ACT + 2FY 0 ACT + 2FY M |Ss N I Active = until end of FY created or received.
Patient Management System Reports; ADT
3. (Admissions/Discharges/Transfers), 1 Day Stays, ( ACT + 1FY 0 ACT + 1FY M S N I | Active = until end of FY created or received,

elc.

Permitted Retention Period Abbreviations

ACT - Active Period (when used define term in remarks column}
FY- Fiscal Year (July 1- June 30)

CY - Calendar Year (Jan 1 - Dec 31)

AY - Academic Year (Aug 1 - July 31}

FFY - Federal Fiscal Year {(Oct 1 — Sept 30)

MO - Months WK - Week {Mon-Sun) DY - Day(s)

PERM — Permanent

™ = May be part of an Imaging/Electranic Exception.

* = May be part of an Imaging/Electronic Survey.

Security Status Codes State Records Center
P - Public Record Use

M - May Contain Confidential tnformation | ¥ ~ Yes

C - Confidential Information N -No

Archival Processing Codes Vital Record

A - Transfer to State Archives Identification Code

R ~ Retain in Agency Archives V= Vital

S~ Review by State Archives = Important

E- Review by State Archives/Electronic U= Useful

O - Other {Specify in Remarks)

Agency Abbreviations

—

Agency Approval

Date Signed

Secretary of State, St

&7/ LU/

rchives & Records Services

Date Approved




