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 1 of 36 R2020-034 AM

Indicate Use of Form
__ORIGINAL SUBMISSION

Agency No | Agency / Division / Section
023.005 | LSU Health Care Services Division / General X_RENEWAL
° 8 __REPLACEMENT PAGE
[
Q ADDENDUM PAGE
ltem Retention Period =] 8 —
Number Records Series Title e ZlE| e s -
o 3] £ 2el = Remarks
In Office In ) 2| e B § S
Storage Retention (] <L (7] >
1. Calendars ACT+1CY 0 ACT + 1CY P |s 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 | | 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 Assaciation Files ACT+1CY 0 ACT +1CY M |sS N I | Active = Until end CY administrative need ends.
6. Presentations, Speeches and Handouts ACT+3CY 0 ACT+3CY P 1S N It Active = Until end of CY administrative need ends.
7. Task Lists ACT+1CY 4] ACT +1CY M | S N U | Active = Until end of CY administrative need ends.

Permitted Retention Period Abbreviations

ACT — Active Period (when used define term in remarks column)
FY- Fisca! 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.

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

P — Public Record

Security Status Codes

State Records Center
Use

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

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 1= Important
U= Useful

Agency Abbreviations

[
Agency Ap{aroval

0516a-24 Appendix A (0516a)
Printed: 03/06/2024 13:48

I/ 282

Date Signed

Secretary of State

[l

Wowsame ezl

te 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.sos.la.gov

SS ARC 932 (10/19)

Page 2 of 36

Indicate Use of Form
__ORIGINAL SUBMISSION

Agency No | Agency / Division / Section
02 LSU Health Care Services Division / Administrati X RENEWAL
C n ministration
3.005 ﬁ __REPLACEMENT PAGE
item Retention Period 8 __ADDENDUM PAGE
. . ntion Perio =
Number Records Series Title — Z s % 5 R .
In o 2| 5| | =§ emarks
In Office Storage Retention $| 5| a8 s
ACT = until end of FY ived.
1. Annuat Report ACT + 3FY PERM PERM p la |IN | until end o Freated or receive
Transfer fo State Archives after 3 FY
Minutes of Board of Supervisors, Board of
2 Directors PERM PERM PERM M AR |N |V laRs 447
3. Executive Committee, Medical Staff PERM PERM PERM M | R N V [ La.RS. 447
. i : Medicare and Medicaid Guide (PRM-), §2304.1 ¢
a. P°"°':s ?:;d Przced”res (includes policy refated | oy PERM PERM P |R | N |V | 64208545 CFR413.20; 45 CFR 413.24; Healh
correspondence) Insurance Manual 10 Section 413.04'
Record Retention Management Files (includes
5. Records Retention Schedule, Disposal Requests | PERM PERM PERM P |R N 1 | LARS. 44:36
and Cerlificates of Destruction)
ACT = until end of FY resolution or appeals are
exhausted.
6. Audit issues, appeal & Litigation ACT + 3FY 0 ACT + 3FY M Is 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

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.

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

Security Status Codes
P - Public Record

State Records Center
Use

Agency Abbreviations

A - Transfer to State Archives

R ~ Retain in Agency Archives

S - Review by State Archives

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

M — May Contain Confidential information | ¥ ~ Yes
C - Confidential Information N-No
Archival Processing Codes Vital Record

Identification Code
V= Vital

| = Important

U= Useful

Agency Appfoval

0516a-24 Appendix A (0516a)
Printed: 03/06/2024 13:48

izl

Date Signed

Secretary of State,

te Archives & Records Services

)

Dfte Approved




Records Retention Schedule SS ARC 932 (10/19)

Louisiana Secretary of State Page 3 of 36
Division of Archives, Records Management and History "
! Indicate Use of Form
Post Office Box 94125, Baton Rouge, LA 70804 Hitp:/Avww.sos.la.gov
" " __ORIGINAL SUBMISSION
Agency No | Agency / Division / Section X RENEWAL
LSU Health Care Services Division / Blood Bank -
023.005 8 __REPLACEMENT PAGE
ltem Retention Period 8 __ADDENDUM PAGE
. . ntion Perio = @
Number Records Series Title E- -
) n Total 3|5 28 Remarks
In Office g1 ¢| =55 &
Storage Retention n| <| 0ol >
1. ABO and RH Biood Types PERM PERM PERM M R N | | 21 CFR606.160 AABB 5.13.1
2. Adverse Reactions to Transfusions PERM PERM PERM M | 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 §18;:FR 606.160 AABB 5.2.1:5.4.2, 5.43.1,5.2, 5.81;
Active = Until end of FY resuits are processed.
4. Blood Test Results ACT + 5FY Q ACT + 5FY M1t s N} V) 5 CFR 606.160 AABB 5.14.1
5. Clinically significant antibodies PERM PERM PERM M R N | | AABB Standards
6. Final Disposition of Blood and Components PERM PERM PERM M| R N I | 21 CFR606.160 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 L CFR 606.160
R Active = Until end of FY created or received.
8. Quality Control ACT + 5FY 0 ACT+5FY P|Ss Y ! | 21CFR 606.160 AABB 5.1.3
N . . 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 IS N 11 91 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 colurn) P — Public Record Use
FY- Fiscal Year (July 1- June 30) M — May Contain Confidential nformation | ¥ = 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 { = tmportant
** = May be part of an Imaging/Electronic Exception E- Review by State Archives/Electronic U= Useful
Af = May be part of an Imaging/Electronic Survey. O - Other (Specify in Remarks)

uwnd 527202/

¢ Archives & Records Services Date Approved

S/12( 2L/

Date Signed

Secretary of State,

0516a-24 Appendix A (0516a)
Printed: 03/06/2024 13:48




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

SS ARC 932 (10/19)

Page 4 of 36
Indicate Use of Form
__ORIGINAL SUBMISSION

Agency No | Agency / Division / Section
20 L:U Hy ith Care Servi Division | C li X RENEWAL
ea are Services Division | Compliance
023.005 P 2 __REPLACEMENT PAGE
| . . 8 __ADDENDUM PAGE
tem 3 . Retention Period 2l sl 8
Number Records Series Title £l 8|y
. In Total 3| 5| €8 § Remarks
In Office e 2| Sg &
Storage Retention »wi <| A0l 5
1. Audits-External ACT+ SFY 0 ACT+ 5FY P S Y V | Active =Until end of FY audit is complete
2. Audits-Internal ACT + 5FY 0 ACT + 5FY P S N V | Active =Unlil end of FY audit is complete
3. Compliance Officer Designation Form ACT + 1FY 0 ACT +1FY P S Y vV | Active =Until end of FY officer is superseded
4. Inspector General Correspondence ACT + 3FY 0 ACT + 3FY M |S Y I { Active = Until the end of the FY created or received.
5. gcf’f:;f;so"dence with Ethics and Compliance ACT + 5FY 0 ACT + 5FY ¢ |'s [N |1 | Active=untiend of FY created or received
6. {nvestigation-Documentation ACT+10FY 0 ACT+10FY C |S |N I | Active =Untit end of FY investigation 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 0 ACT + SFY cC IS [N U | Active = Untilend of FY created or received
) Active = Until end of FY no longer needed for
8. Reference Files ACT + 10FY 0 ACT +10FY M s N v 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
FY- Fiscal Year (July 1- June 30) M — May Contain Confidentiai nformation | ¥ ~ 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= Vvital
PERM - Permanent S - Review by State Archives 1= Important
** = May be part of an Imaging/Electranic Exception. E- Review by State Archives/Electronic | U~ Useful
A = May be part of an Imaging/Electronic Survey. O ~ Other (Specify in Remarks)

7 Agency %pmval '

0516a-24 Appendix A (0516a)
Printed: 03/06/2024 13:48

Fl1/g24f

Date Signed

Secretary of State,

e Archives & Records Services

S0/

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:/AMwvww.sos.la.gov

SS ARC 932 (10/19)

Agency No | Agency / Division / Section

Page 5 of 36

Indicate Use of Form
__ORIGINAL SUBMISSION

LSUH S ivision / i X RENEWAL
023.005 ealth Care Services Division / Compliance 2 _ REPLACEMENT PAGE
S E
ftem Retention Period 2|l sl 8 —ADDENDUMPAG
Number Records Series Title £ Sy
in OFf in Total 2 -g ﬁ £ 3 Remarks
n Ultice Storage Retention s 2| ad §
. N Active= Until end of FY superseded or no longer in
10. Training Materials ACT + 5FY 0 ACT + 5FY P S N Vv use.
ive= i fFY d i
11. | Tralning Programs ACT + 5FY 0 ACT+sFY | P |s [N |y |AdvesUntiendo FY superseded or no longer in

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 Fisca! 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
P — Public Record

State Records Center
Use

A —Transfer to State Archives

R — Retain in Agency Archives

S — Review by State Archives

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

M —May Contain Confidential Information | ¥ = Y&S
G - Confidential information N-No
Archival Processing Codes Vital Record

Identification Code
V= Vital

| = Important

U= Useful

Agency Abbreviations

Agency Approval

0516a-24 Appendix A (0516a)
Printed: 03/06/2024 13:48

atezr Lt

Secretary of State,

Date Signed

St

rchives & Records Services

J/27202/

Date Approved




Louisiana Secretary of State

Division of Archives, Records Management and History

Post Office Box 94125, Baton Rouge, LA 70804

Records Retention Schedule

SS ARC 932 (10/19)

Hittp:/iwww.sos.la.gov

Page 6 of 36

Indicate Use of Form
__ORIGINAL SUBMISSION

Agency No | Agency / Division / Section
a e Lgu Hy Ith Care Servi Division / Dietary/Nutritional Servi X RENEWAL
eal are Services Division / Dieta utritional Services
023.005 fe . g __REPLACEMENT PAGE
. 9 __ADDENDUM PAGE
Item L Retention Period 2| v &
Number Records Series Title 2 S| 25
In Total 21 €| gl 5 Remarks
In Office s . 8| ¢ 855 8
torage | Retention w| <| wgl >
1. Dietary Recipe Records ACT + 1FY 0 ACT + 1FY P s N | u»:¢;tive= Until end of FY superseded or no longer in
2. Dietician Counseling Summaries ACT + 2FY 0 ACT +2FY M S [N V | Active = Until end of FY created or received.
3. Food Costs ACT + 6FY 0 ACT + 6FY P IS N 1 Active = Until end of FY created or received.
4. Inspection Reporis ACT + 4FY 0 ACT + 4FY P 1S |N V | Active = Until end of FY created of received.
5. Meal Counts ACT + 4FY 0 ACT + 4FY [ S N | | Active = Until end of FY created or received.
6. Menus ACT + 4FY 0 ACT + 4FY P S N | Active = Untit end of FY created or received.

Permitted Retention Period Abbraviations

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

Security Status Codes
P ~ Public Record

State Records Center
Use

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

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 I = Important
U= Useful

Agency Abbroviations

)Q%af, i

s hnlvas (DA

Agency Agp/roval

0516a-24 Appendix A (0516a)
Printed: 03/06/2024 13:48

Date Signed

Secretary of State, St

Archives & Records Services

2

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:/fwww.sos.|la.gov

SS ARC 932 (10/19)

Page 7 of 36

Indicate Use of Form

— - ORIGINAL SUBMISSION
Agency No | Agency / Division / Section X—RENEWAL
LSU Heaith Care Services Division | Finance o
023.005 P __REPLACEMENT PAGE
g ADDENDUM PAGE
item — Retention Period YEIE: —
Number Records Series Title el 2| 25
. In Total Il E] 82| & Remarks
in Office St A gl el =gl 2
orage Retention n| <| ®0| 5

1. Accounts Payable Records ACT + 3FY 7FY ACT + 10 FY P IS N V | ACT = Until end of FY in which audited.

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

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

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

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

5. 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. Budgels 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 |s N I | ACT = Until end of FY created or received.

9. Canceled Notes ACT + 3FY 7FY ACT + 10 FY M |S N 1 | 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 Confidentiat 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)

MO - Months WK - WWeek (Mon-Sun) DY - Day(s)
PERM ~ Permanent

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

A — Transfer to State Archives

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

R — Retain in Agency Archives V= Vital
S - Review by State Archives I'= Important
U= Useful

Identification Code

Agency Ay{)roval

0516a-24 Appendix A (0516a)
Printed: 03/06/2024 13:48

Date Signed

A

chives & Records Services

144

(2

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

S$S ARC 932 (10/19)

Page 8 of 36

Iindicate Use of Form
___ORIGINAL SUBMISSION

Agency No | Agency / Division / Section
LSU Health Care Servi Division / Fina X _RENEWAL
ea are Services Division / Finance
023.005 § __REPLACEMENT PAGE
ADDENDUM PAGE
ltem Retention Period = & -
Number Records Series Title — E| S «; 5 P
o 31 s 8 = emarks
in Office 'n 18| a5 3
Storage | Retention w | <| 80} 5

11. Cash Receipts ACT + 3FY 7FY ACT +10FY P |S 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 Mo|s |n éf::}’%: d:'"“' end of FY contract or agreement expires.

14. Credit Card Records ACT +3FY 7FY ACT + {0FY! 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 +3FY 7FY ACT + 10FY’ M | S Y V | Active = Until end of FY created or received.

p Active = Until end of FY in which FEMAJGOSHEPR

17. FEMA / GOHSEP Fites ACT+1FY 7FY ACT +5FY M s |N V| 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 +3FY 7FY ACT + 10FY’ P |S N Active = Until end of FY created of received.

20. Invoices ACT +3FY 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) P - Public Record Use
FY- Fiscal Year (July 1- June 30} M — May Contain Confidential information Y-Yes 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 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)

[ & N

Agency Approval

0516a-24 Appendix A (0516a)
Printed: 03/06/2024 13:48

Orle )/ PYY ﬁﬁw

Date Signed Secretary of State,

St

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

Hitp:/fwww.s0s.la.gov

SS ARC 932 (10/19)

Page 9 of 36

Indicate Use of Form
__ORIGINAL SUBMISSION

Agency No | Agency/ Division / Section
LSU Health Care Servi Division / Fil X RENEWAL
eal are Services Division / Finance
023.005 g __REPLACEMENT PAGE
. ] __ADDENDUM PAGE
ftem . . Retention Period 2|l sl &
Number Records Series Title £l 2| =5
In Offic in Total § £ ﬁ £ B Remarks
notice 1 storage Retention ol <|ad|l s
21. Journal Vouchers ACT +3FY 7TFY ACT +10FY M |S N V | Active = Until end of FY created or received.
22, Payroll (Payables & Invoices) ACT+3FY 7FY ACT + 10 FY P S N V | Active = Until end of FY created or received.
23. Petty Cash Records ACT +3FY 7TFY ACT + 10FY P |S |N Active = Until end of FY created or received.
24, Purchase Orders ACT +3FY 7FY ACT + 10 FY 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 7FY ACT + 10 FY P S N V | Active = Until end of FY in which audited.
27. Travel Authorizations (official) ACT + 3FY 7TFY ACT+10FY M S N Active = 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 Aclive = Uniit end of FY in which payment was made.
30. Wire Transfers ACT + 3 FY 7FY ACT + 10 FY M |S |N V | Aclive = 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-Yes
CY ~ Calendar Year (Jan 1 - Dec 31) C -~ Confidential {nformation 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= Vitai
PERM - Permanent S - Review by State Archives I= 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)

Agency Approval

0516a-24 Appendix A (0516a)
Printed: 03/06/2024 13:48

3 422444»2/

Date Signed

Secretary of State,

te Archives & Records Services

527202/

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:/iwww.sos.la.gov

SS ARC 932 (10/19)

Page 10 of 36

Indicate Use of Form
__ORIGINAL SUBMISSION

Agency No | Agency / Division / Section _ : X_RENEWAL
023.005 | LSU Health Care Services Division / Finance a __REPLACEMENT PAGE
item Retention Period | % 3 —ADDENDUM PAGE
Number Records Series Title £ 8|
in Total 3| 5| & 3 3 Remarks
In Office Storage Retention (% ‘<- 3 8 5
31. Workers Compensation Insurance ACT +3FY 7FY ACT + 10FY M {S N I | 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 colurmn) P - Public Record Use
FY- Fiscal Year (July 1- June 30) M — May Contain Confidential Information | ¥ ~ 7&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 I'= tmportant
** = May be part of an Imaging/Electronic Exception. E- Review by State Archives/Electronic | Y= Useful
A% = May be part of an Imaging/Electronic Survey. O ~ Other (Specify in Remarks)

o ,%{Q,Z/

/Agency Appjoval

0516a-24 Appendix A (0516a)
Printed: 03/06/2024 13:48

¢ iZ/?éQz/

Date Signed

Secretary of State,

Gz/an]

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://iwww.s0s.la.gov

SS ARC 932 (10/19)

Page 11 of 36

Indicate Use of Form
__ORIGINAL SUBMISSION

Agency No | Agency / Division / Section
LSU Health Care Services Division/ Health | Portability and A tability Act X _RENEWAL
ervic ivision / Health Insurance Po ity and Accountability Ac
023.005 | LoU Mo v ty v __REPLACEMENT PAGE
" £ __ADDENDUM PAGE
em o Retention Period &
Number Records Series Title E|§| 2,
In Total 31 €] 8¢l = Remarks
In Office K 2| B| 8g £
Storage Retention » | <| BO >
Accounting of Disclosures of Protected Health Active = Until end of FY created or received.
. Information ACT +6FY 0 ACT + 6FY M |8 IN |1 | 45CER Parts 160 & 164
Acknowledgement of Receipt of Notice of Privacy Active = Until end of FY created or received.
2 Practices (HIPAA 7515-03) ACT + BFY 0 ACT +GFY P IS [N 11 | 45CFRPans 160 & 164
Authorization for Release of Protected Health Active = Until end of FY created or received.
3 Information (HIPAA 7501-03) ACT +6FY 0 ACT +6FY P |S |N |1 |45CFRParts160& 164
Authorization for Use and Disclosure of Protected Active = Until end of FY created or received.
4. Health Information for Marketing Purposes ACT + 6FY 0 ACT +6FY P |8 |N | | 45 CFR Parts 160 & 164
(HIPAA 7517-03)
Active = Until end of FY contract expires.
5. Business Associate Agreements (HIPAA 7510-03) | ACT +B6FY 0 ACT + 6FY P S N | | 45 CFR Parts 160 & 164
Limited Data Set Request & Data Use Agreement Active = Until end of FY created or received.
6. (HIPAA 7509-03 ACT + 6FY 0 ACT + 6FY P S N 1 45 CFR Parts 160 & 164
Permission to Use & Disclose Protected Health Active = Until end of F'Y created or received.
7. Information (HIPAA 7505-03) ACT +6FY o} ACT +BFY P S N | 45 CFR Parts 160 & 164
Request for Access to Protected Heaith Active = Until end of FY created or received.
8. Information (HIPAA 4503-03) ACT +6FY o} ACT + 6FY P S N | 45 CFR Parts 160 & 164
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 ldentification 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.
A= May be part of an Imaging/Electronic Survey.

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

0516a-24 Appendix A (0516a)
Printed: 03/06/2024 13:48

Date Signed

A

Secretary of State, S

rchives & Records Services

Z

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:/iwww.sos la.gov

SS ARC 932 (1019)

Page 12 of 36

Indicate Use of Form
__ORIGINAL SUBMISSION

Agency No |7\gency / Division / Section X RENEWAL
LSU Health Cars Services Division { Health Insurance Portability and Accountability Act -
023.005 | LEU b Y Y o _ REPLACEMENT PAGE
v
Ite g __ADDENDUM PAGE
m Retention Period =
Number Records Series Title 23| &y
in Total 3| £ 8 4.'5' ] Remarks
In Office ! 1 83| 8
Storage Retention w| <| K| 5
Request for Amendment to Protected Health
Information & Related Correspondence: Active = Until ead of FY created or ived
9. Notification of Appraval, Nofification of Delay in ACT + 6FY 0 ACT +6FY P |S N { chive = Jntil en received.
. ! : ) y . 45 CFR Parts 160 & 164
Decision, Notification of Denial, Notification to
other Entities (HIPAA 7508-03)
10. Request for De-identified Information (HIPAA ACT + 6FY 0 ACT + 6EY P |s N | | Active = Unti end of FY created or received.
7511-03) 45 CFR Parts 160 & 164
Request to Receive Confidential Information by T ;
1. Alternative Means or at Alternative Lacation AGT +6FY 0 ACT + 6FY P ls In |y ﬁ?g:R- é,J ::t"si“s%‘g :g:’eated orreceived.
{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 » BFY P s N I | 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 18 N 11 | 45CFR Parts 160 & 164
(HIPPA 7507-03 & 7525-03) Verification of R .
14, Treatment Relationship by Health Care Provider- | ACT +6FY 0 ACT + 6FY P s |N |1 i\?g:[_; g::;i’;%? g freated or received.
individual or Enlity (211408-1)
Permitted Retention Period Abbreviations Security Status Codes State Records Center Agency Ahbreviations
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 - Confidentia) information N-No
AY - Academic Year (Aug 1 — July 31) Archival Processing Codes Vital Record
FFY - Federal Fiscal Year (Cct 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.
AA = May be part of an Imaging/Electronic Survey.

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

Agency Appfroval

0516a-24 Appendix A (0516a)
Printed: 03/06/2024 13:48

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
LSU Health Care Services Division/ H R X RENEWAL
ervice: ision / Human Resources
023.005 8 __REPLACEMENT PAGE
8 ADDENDUM PAGE
Item N Retention Period >l w5 8 -
Number Records Series Title g1 3| ]
In Total 312 8% 5 Remarks
InOffice | ¢ ) 2! ef §g 8
torage Retention w| < BO| 5
Active = Until end of FY created or received.
1. Accident/injury Reports ACT + 5FY a ACT + 5FY M |S N I | 29 CFR 1804.3
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
§ . Active = Until end of CY in which offer of ingurance
3. Affordable Care Act Files ACT+7CY 0 ACT+7CY [ S [N \' was made to employaes.
s . . Active = Until end of FY in position is filled.
4. Applications (Including Non-Hires) ACT + 2FY 0 ACT + 2FY M ts Y | thve unti . P
Civit Service Circular
5. Civil Service Certificates of Eligibility ACT +3FY ) ACT +3FY Mols |y [ | pdlivesUad end of FY created or recsived.
6. Civil Service SF-9's {Inquiry of Availability Form) ACT + 3FY 0 ACT + 3FY M s Y | ﬁ:uvRe; h):?geend of P 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. 4436
Active = Until end of FY created or received.
8. Drug Test Resuits ACT + 3FY 0 ACT + 3FY [o] S N | La RS 44:36
5. EEO (Equal Employment Opportunity) Reports | ACT +3FY ACT + 3FY P ols | v [y |pdlive=unllend of F'Y ereated o recaived.
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&
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
** = 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. O — Other {Specify in Remarks)

Agency Approval

0516a-24 Appendix A (0516a)
Printed: 03/06/2024 13:48

iS4 zég.,z/

Date Signed

Secretary of State, S

Archives & Records Services

Z

Date Approved



Records Retention Schedule

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

Hitp://iwww.sos.la.gov

S8 ARC 932 (10/19)

Page 14 of 36

Indicate Use of Form
__ORIGINAL SUBMISSION

Agen o | Agency / Division / Section
gency No_| Agency on X_RENEWAL
023.005 | LSU Health Care Services Division / Human Resources p __REPLACEMENT PAGE
o Retention Period g __ADDENDUM PAGE
etention Perio =
Number Records Series Title f S| 5
i In Total 3|5 ﬁ I Remarks
In Office Storage Retention Al & a8 S
Active = Until end of FY in which matter is closed / final
i deciston rendered.
10. Employee Grievances ACT + 3FY ACT + 3FY c |s Y v | 20 CFR 1627.3
LA R.S. 44:36
Active = Until end of FY HCSD employee separates
1. Employee Manuals/Handbooks ACT + 3FY ACT + 3FY P |S |N t | from agency.
La. R.S. 44:36
Active = Until end of FY HCSD employee separales
12. Employee Medical Records ACT + 5FY ACT + 5FY c s |N I fz'g"c‘::gi"gzym
LAR.S. 44:36
13. Employee Payroll Files ACT + 3FY ACT + 3FY M s [N V | Active = Until end of Y in which audited.
Employee Personnel Files (including Benefit
Records, Leave Registers & Worksheets, Monthly Active = Until end of FY HCSD employee separates
14, Payroll Registers, Pay Scale Information, ACT + 70CY ACT + 70CY Mls In v | from agency.
Performance Standards, Prior Pay Period LARS. 4436
Adjustments, Promotion Records, Retirement T
Records, Salary Records, Transfer Records)
16. Family and Medical Leave Act (FMLA} ACT+3CY ACT+3CY M |s N V | Active = Until end of CY when leave period ends.
Permitted Retention Period Abbreviations Security Status Codes State Records Center Agency Abbreviations
ACT - Active Period {when used define term in remarks column) P - Pubiic Record Use
FY- Fiscal Year (July 1- June 30) M - May Contain Confidentia! 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 Vitat 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
A = May be part of an Imaging/Electronic Survey. O - Other (Specify in Remarks)

0516a-24 Appendix A (0516a)
Printed: 03/06/2024 13:48

Date Signed

Secretary of State,

St

Archives & Records Services

Date Approved




Louistana Secretary of State

Division of Archives, Records Management and History

Post Office Box 94125, Baton Rouge, LA 70804

Records Retention Schedule

Hitp:/imwww.sos.la.gov

$S ARC 932 (10119)

Page 15 of 36

Indicate Use of Form

— N ORIGINAL SUBMISSION
Agency No | Agency / Division / Section X_RENEWAL
LSU Health Care Services Division/ Human Resources —
023.005 @ __REPLAGEMENT PAGE
3
9 ADDENDUM PAGE
Item Retention Period =1 & -
Number Records Series Title —a ;zz- 3 % 5 i} -
In o 3| 5| 88 = emarks
In Office Storage Retention B < g 3 &
icati Active = Untit end of FY created or received.
16. Hazard Communication Records ACT + 30FY 0 ACT + 30FY M |S N ! 29 GFR 1910.20; 29 CER 1910.1001
Hazardous Exposure Records including medical Active = Until end of FY created or received.
7 | records ACT+30FY | o ACT+30FY  |M [ S | N |V | 5900k 1910.20; 29 GFR 1910.1001
Active = until end of CY employee separates from
18. 1-9's ACT +3CY 0 ACT+3CY o] S N V| agency.
8 USC 1324{b){3)(A}{B)
IRS Records (W-2, W-9, W-4, 1099, 940, 941, Active = Until end of FY created or received.
19 Payroll deduction authorization) ACT + 5CY 0 ACT +5CY c S N v 26 CFR 301.6501(E)-1 (unconfirmed)
Active = Until end of CY in which description is
20. Job Descriptions ACT +3CY 0 ACT + 3CY M | S Y | | Superseded.
LARS. 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 | 20cFR 1627.3
LAR.S. 4436
Active = Until end of FY created or received.
22 Material Safety Data Sheets ACT + 30FY 0 ACT + 30FY P (S N 1 ve = Lniten
29 CFR 1910.20; 29 CFR 1910.1001

Permitted Retention Period Abbreviations

ACT - Active Period {when used define term in remarks column)

FY- Fiscat Year (July 1- June 30)

CY ~ Calendar Year (Jan 1 ~ Dec 31)

AY - Academic Year (Aug 1 - July 31)

FFY — Federat 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.

A — Transfer to State Archives

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

R~ Retain in Agency Archives V= Vital
$ - Review by State Archives | = Important
U= Useful

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

Identification Code

Agency Abbreviations

IRS = internal Revenue Service

Agency Approval

0516a-24 Appendix A (0516a)
Printed: 03/06/2024 13:48

inlat=y

Date Signed Secretary of State,

e Archives & Records Services

F/ L0

ate Approved




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

Louisiana Secretary of State Page 16 of 36
Division of Archives, Records Management and History Indicate Use of Form
Post Office Box 94125, Baton Rouge, LA 70804 Hitp:/fwww.sos.la.gov
Agoncy N Agoncy | Division f Sech __ORIGINAL SUBMISSION
o en ivisiol ection
e LZU Hy Ith Care Servi Division / H R X RENEWAL
ea are Services Division / Human Resources
023.005 ﬁ __REPLACEMENT PAGE
] ADDENDUM PAGE
Item o Retention Period >l s 8 -
Number Records Series Title Tl 2| &5
n Offi In Total § 5 g E 3 Remarks
n Otlice Storage Retention Sie| 88| S
23. Occupational injury and Illness Annual Summary | ACT + 5FY 0 ACT +5FY M |s |N ) Qgtgﬁrf :Jgrgg Z"d of FY crealed or received.
24. Organizational Charts PERM 0 PERM P IR |Y I | La.R.S.44:36
Active = Until end of FY employee separates from
25. Payroll Correspondence ACT + 3 FY 0 ACT +3FY M |S (N || agency.
LAR.S. 44:36
. . Active = Until end of FY HCSD employee separates
26. Szggmm;ance Planning and Review (PPR) ACT +5FY o ACT +5FY M s N 1 | from agency.
LA RS 44:36
i i Active = Unti ted or received.
27 Perfo(mance Pianning and Review (PPR) ACT# 3FY 0 ACT+ 3FY M |s N | ctive = Untit end of FY creal C
Planning La. R.S.44:36
28. Supervisor's File ACT +2CY 0 ACT + 2CY M [S N I | 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. Leaye Requests) ACT+ 5FY ACT+ 5FY M |s |N ' | \a RS 4436
Permitted Retention Period Abbreviations Security Status Codes State Records Center Agency Abbreviations
ACT ~ Active Period (when used define term in remarks calumn) P ~ Public Record Use
FY- Fiscal Year (July 1- June 30) M — May Contain Confidential Information | ¥ = Y8
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 Vv=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
Ah = May be part of an Imaging/Electronic Survey. O — Other (Specify in Remarks)
/)( ﬁ%&o&:@ &«.{, P a’/ 7 /914 2/ /
Agency }réproval Date Signed Secretary of State, State Apfhives & Records Services Dafe Appraved

0516a-24 Appendix A (0516a)
Printed: 03/06/2024 13:48




Louisiana Secretary of State

Division of Archives, Records Management and History

Post Office Box 94125, Baton Rouge, LA 70804

Records Retention Schedule

Hitp://www.sos.la.gov

SS ARC 932 (10/19)

Page 17 of 36

Indicate Use of Form
__ORIGINAL SUBMISSION

Agency No | Agency / Division / Section
LSU Health Care Services Division / H R X_RENEWAL
e are Services Division / Human Res es
023.005 3 an Resoure 4 _ REPLACEMENT PAGE
Item Retention Period 2l F § —ADDENDUM PAGE
Number Records Series Title gl 8| ey
In OFffi in Totatl 3| 5 ﬁ E s Remarks
nOMCe 1 storage | Retention n| 2| 88| S
. . Active = Until end of FY in which superseded.
30. Training Materials ACT+ 3FY Q ACT+ 3FY P |S [N U La. RS. 4436
31. Vacancy Announcements ACT+ 3FY 0 ACT+ 3FY P IS |N I Active = Un_t il end of FY created o received.
La R.S.44:36
. Active = Until end of FY in which employee
32. Workers Compensation Records ACT +5CY 0 ACT +5CY M |S N I separates from agency.

Permitted Retention Period Abbreviations

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

ACT - Active Period (when used define term in remarks column)

Security Status Codes
P ~ Public Recorgd

State Records Center
Use

Agency Abbreviations

A —Transfer to State Archives

R — Retain in Agency Archives

S -~ Review by State Archives

E- Review by State Archives/Electronic
QO - Other {Specify in Rernarks)

M — May Contain Confidential Information | Y ~ Y&8
C — Confidential Information N-No
Archival Processing Codes Vital Record

Identification Code
V= Vital

[ = Important

U= Useful

Agency/Approval

0516a-24 Appendix A (0516a)
Printed: 03/06/2024 13:48

O/

Date Signed

Secretary of State, St:

Archives & Records Services

z/

Date Approved




Records Retention Schedule SS ARC 932 (10/19)

Louisiana Secretary of State Page 18 of 36
Division of Archives, Records Management and History {ndicate Use of Form
Post Office Box 94125, Bz.n?rf Rouge, LA 70804 Hitp:/fiwww s0s.la.gov __ORIGINAL SUBMISSION
Agency No | Agency / Division / Secflon _ : X_RENEWAL
023.005 | LSU Health Care Services Division / Laboratory, Therapy, and Imaging a __REPLACEMENT PAGE
|
Item Retention Period = § —ADDENDUM PAGE
Number Records Series Title %‘ S| & %
In Office In Total s| 5| 55| 3 Remarks
Storage Retention w| <| 00| >
Active = until end of FY patient reaches age of
1. Bone Marrow Test Reports — Minors ACT + 10FY ACT + 10FY M [S [N || majority.
RS 40:2114; RS 40: 1299.96
Active = until end of FY patient is discharged.
2. Bone Marrow Test Reports — Adults ACT + 10FY ACT + 10FY M |S N [ 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 IN || majority.
RS 40:2114; RS 40: 1299.96
Active = until end of FY patient is discharged.
4. Echocardiogram Tracings — Adults ACT + 10FY ACT + 10FY M |S |N | 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 i | majority.
RS 40:2114; RS 40: 1299.96
Active = until end of FY patient is discharged.
6. Electrocardiogram Tracings ~ Adults ACT + 10FY ACT + 10FY M {S IN | RS 40:2114; RS 40: 129,96
Permitted Retention Pericd 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'= lmportant
**= May be part of an Imaging/Electronic Exception. E- Review by State Archives/Electronic | U= Useful
A7 = May be part of an Imaging/Electronic Survey. O — Other (Specify in Remarks)
N AV JQ{'Z.Z_QZ[
,AgenC}A/pproval 7 Date Signed Secretary of State, Statg/Archives & Records Services Date Approved

0516a-24 Appendix A (0516a)
Printed: 03/06/2024 13:48



Records Retention Schedule

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

Http:/Aww.sos la.gov

SS ARC 832 (10/19)

Page 19 of 36

Indicate Use of Form

— - ORIGINAL SUBMISSION
Agency No | Agency / Division / Section ;RENEWAL
LSU Heaith Care Services Division / Laboratory, Therapy, and Imagin —
023.005 v Py aing 2 __REPLACEMENT PAGE
£
S ADDENDUM PAGE
Item Retention Period 5| 8 -
Number Records Series Title — £l 3| 2y ——
o 3| €| 88 § emarks
In Office | o fn g1 8| =25 8
orage Retention B < | wo| >
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: 1299.86
8. Electroencephalogram Tracings - Adults ACT + 10FY 0 ACT + 10FY M |5 N ? ) o
Active = until end of FY patient is discharged.
Active = until end of FY patient reaches age of
9. Electromyograms - Minors ACT + 10FY 0 ACT +10FY M |S |N majority.
RS 40:2114; RS 40: 1299.96
ive = unti f FY patient is disch d.
10. Electromyograms — Adults ACT+10FY | 0 ACT+10FY M [s |N Actve = until end of PY patientis discharge
RS 40:2114; RS 40: 1298.96
11. Fetal Monitoring Strips ACT + 5FY 0 ACT + 5FY M |S N Active = Until end of FY created or received.
. Active = Until end of FY ved.
12. Final Test Reports-Pathology/ Histolagy/ Cytology | ACT + 10FY 0 ACT + 10FY M s N ctive = Unfil end of FY created of receiv
42 CFR 493,1109; 42 CFR 493.1257
; : Active = Untit end of FY created or received.
13. Histopathology Slides ACT + 10FY 0 ACT + 10FY M |5 N 42CFR 493.1259(b)
Permitted Retention Period Abbreviations Security Status Codes State Records Center Agsncy Abbreviations
ACT — Active Period (when used define tem in remarks column) P - Public Record Use
FY- Fiscal Year (July 1- June 30) M — May Contain Confidential Information | Y ~ Y8
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 tdentification 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.
An = May be part of an Imaging/Electronic Survey.

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

0516a-24 Appendix A (0516a)
Printed: 03/06/2024 13:48

SYlanzy

Date Signed

Secretary of State,

Stat:

chives & Records Services




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

Louisiana Secretary of State Page 20 of 36

Division of Archives, Records Management and History
Post Office Box 94125, Baton Rouge, LA 70804 Http://www.sos la.gov

Indicate Use of Form

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

X _RENEWAL
LSU Health Care Services Division / Laboratory, Therapy, and Imagin: Iy
023.005 y Py ging 3 __REPLACEMENT PAGE
9 ADDENDUM PAGE
Item o Retention Period 2l 5 8 —
Number Records Series Title £ S| ey
In Total 2l S| &€ = Remarks
In Office st ) 2| 8] 85 8
orage Retention @w| < 90| >
Active = Until end of FY created or received.
14. HIV Test results (anonymous) ACT + 2FY 0 ACT + 2FY M [S N | 42 CFR 493.1108
Active = until end of FY patient reaches age of
15. HIV Test resuits — Minors 0 M S N I | majority.
ACT » 10FY ACT + 10FY RS 40:2114; RS 40; 1299.96
Active = until end of FY patient is discharged.
16. HI results — Adults 0 M |S N |
6 V Test ACT + 10FY ACT + 10FY RS 40:2114; RS 40: 1299.96
Laboratory Reports- Complete Reports _
17 documenting each step in the processing, testing, 0 ¢ ls In | Active = Until end of FY crealed or received.
: and reporting of patient specimens to assure the ACT + SFY ACT + 5FY 42 CFR 493.1109
accuracy of the testing
o 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 Mm|s | N |1 v
42CFR 493.1259(b)
i i - Active = Until end of FY created or received.
20. P?hent Testlpg bReports Immunohematology, ACT + 5FY 0 ACT + 5FY M ls N | ctive = Until en Vi
Histocompatibility 42 CFR 493.1109
Permitted Retention Period Abbreviations Security Status Codes State Records Center Agency Abbreviations
ACT — Active Period (when used define term in remarks column) P ~ Pubfic Record Use
FY- Fiscal Year (July 1- June 30) M — May Contain Confidential Information | ¥ ~ Ye$
CY ~ Calendar Year (Jan 1 - Dec 31) C - Confidential Information N-No
AY - Academic Year (Aug t = 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 [maging/Electronic Exception. E- Review by State Archives/Electronic U= Useful
A7 = May be patt of an imaging/Electronic Survey. O — Other (Specify in Remarks)
< ] . , 7
Agency Xpproval Date Signed Secretary of State, StafcArchives & Records Services Date Approved

0516a-24 Appendix A (0516a)
Printed: 03/06/2024 13:48




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

Records Retention Schedule

Http:/iwww.s0s la.gov

SS ARC 932 (10/19)

Page 21 of 36
Indicate Use of Form
__ORIGINAL SUBMISSION

Agency No | Agency / Division / Section
P Lzu Hy Ith Care Servi Division / Laborat Th d | i X _RENEWAL
a re ces Divi abor; , ra nd Imagin
023.005 e: are Servi ivision oratory, Therapy, a aging 3 _REPLACEMENT PAGE
A
S ADDENDUM PAGE
ltem - Retention Period =l 5| 8 —
Number Records Series Title £ §| s
In Total S| E| 828 = Remarks
In Office g 8] 85| &
Storage Retention 0| < 8O 3
21 Perf R d ACT + 5FY o ACT + 5FY M S N | Active = Until end of FY created or received.
. e ance Recor +
ormance Recorcs 42 CFR 493,903
- Active = Until end of FY created or received.
22. Radioisotopes ACT + SFY ] ACT + 5FY M | S N |
10 CFR 30.51
Active = Until end of FY created or received.
23, Requests for tests ACT + 2FY 0 ACT + 2FY Mols [N [ ¢
42 CFR 493.1105
24. Screening Procedures - Minors ACT + 10FY [¢] ACT + 10FY M |S Y [ Qg'}g;fm' ;gd“%f: F:;gpga.ggnt reaches age of majority
i Active = until end of FY patient is discharged
25. Screening Procedures — Adults ACT + 10FY 0 ACT + 10FY M |s [y |I Rg ':3:2 1”1 4 RS 40 1 29"9_96 9
26 Slig ACT + 5FY 0 ACT + 5EY Mls N | Active = Until end of FY created or received.
. i
©s 42CFR 493.1259
Active = Until end of CY created or received
27. Test Pracedures-Errors ACT + 5FY ¢} ACT + 5FY M S N t | 42 CFR 493.1219(d)}{3)
42 C.F.R. § 493.903(d)
: i { } N

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.

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

Security Status Codes
P — Public Record

State Records Center
Use

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

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 I = Important
U= Usefu!

Agency Abbreviations

sthzeds

/X %&@ )46(,(/
Agenc;%proval

0516a-24 Appendix A (0516a)
Printed: 03/06/2024 13:48

Date Signed

Secretary of State, S

Archives & Recaords 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

S8 ARC 932 (10/19)

Hittp:/iwww.sos.la.gov

Page 22 of 36

Indicate Use of Form
__ORIGINAL SUBMISSION

Agency No | Agency / Division / Section
LSU Health Care Services Division / Laborat: Th dl i X_RENEWAL
i oratory, A m
023.005 v, Therapy. an agmg & __REPLACEMENT PAGE
g ADDENDUM PAGE
Item - Retention Period >l 5] 8 -
Number Records Series Title £l 8| ey
In OFfi In Total 3 ﬁ 3", gl § Remarks
n Oftice Storage Retention b <| adl s
Active = Until end of FY created or received.
29. Minors (not duplicated in patient records ACT + 10FY 0 ACT + 10FY M |S Y t
: i i : RS 40:2114; RS 40: 1299.96
. . N Active = until end of FY patient is discharged
30. Adults t duplicated atient d ACT + 10FY 0 ACT + 10FY M Y
0 dults {not duplicated in patient records + CT + S t RS 40:2114: RS 40: 1209.96
ive = Until FY ted ived.
31. Wet Tissue ACT + 6MO 0 ACT +6MO M |s IN | Active = Untii end FY created or receive:
42CFR 493.1259(b)

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
P - Public Record

State Records Center
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 I= important
U= Useful

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

Agency Abbreviations

X%WT’/,O&;J}/

¢ {j//y /.w,c/

/ Agency %proval

0516a-24 Appendix A (0516a)
Printed: 03/06/2024 13:48

Date Signed

Secretary of State,

Archives & Records Services

202/

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:/Avww.sos.la.gov

$S ARC 932 (1019)

Page 23 of 36

Indicate Use of Form
__ORIGINAL SUBMISSION

Agency No | Agency / Division / Section
o Lgu Hy ith Care Services Division / Maint X RENEWAL
ea are Services Division / Maintenance
023.005 ] __REPLACEMENT PAGE
, S __ADDENDUM PAGE
Item . Retention Period 2|l w8
Number Records Series Title £ 5|y
In Offi In Total 3! 5 g g B Remarks
nOMee | storage | Rotention | # | < | @S| 5
1. Conslruction Project Plans ACT+ 10FY 0 ACT+ 10FY P IS N | Active = until end of FY in which project is complete.
2. Building Maintenance Records ACT+ 3FY 0 ACT+ 3FY P |8 N | | Active = until end of FY created or received.
3. Motor Vehicle Maintenance records ACT + 1FY 1] ACT + 1FY P S N | | Active = until end of FY surplus is processed
4, Maintenance of Equipment ACT + 1FY 0 ACT + 1FY P S | N I | Active = until end of FY surplus is processed
5. Property Appraisals ACT+ 4FY 0 ACT+ 4FY P |s |N I | Active = until end of FY created or received.
6. Repair Records AGT+ 3FY [1} 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 - 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.

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

Security Status Codes
P — Public Record

State Records Center
Use

Agency Abbreviations

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

M - May Contain Confidential information Y- Yes
G - 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 I = Important
U= Useful

M &44,:_/
7
Agenqy/pproval

0516a-24 Appendix A (0516a)
Printed: 03/06/2024 13:48

Spahlaos)

Date Signed

Secretary of State, S

Archives & Records Services

27 [202/

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://www.sos.la.gov

S5 ARC 932 (10/19)

Page 24 of 36

Indicate Use of Form
__ORIGINAL SUBMISSION

Agency No | Agency / Division / Section
LSU Health Care Services Division / Medicaid/Medi /UCC X RENEWAL
ision / Medicaid/Medicare/
023.005 8 __REPLACEMENT PAGE
g ADDENDUM PAGE
ltem B Retention Period =l 5| 8 —
Number Records Series Title £ 5| =g
In Offi In Total § 5 ﬁ £ § Remarks
"¢ | Storage | Retention | ® | < | B8 &
1. Billing Material HCFA 1450 and supporting AGT+ 10FY 0 ACT+ 10FY M s |Y 11 | Active=uUntiend of FY created or received.
documents
2. Cost Report support documents ACT+ 10FY 0 ACT+ 10FY M | S Y 1 | Active = Until end of FY created or received.
Hospital Physician Materials (agreements upon . ] s
. N = al
3. which Part A-Part B aliocations are made) ACT+ 10FY 0 ACT+ 10FY M S Y | | 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 1S Y I | Active = Until 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 ! | 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 | ¥~ Y88 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 — Pemmanent 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

0516a-24 Appendix A (0516a)
Printed: 03/06/2024 13:48

Date Signed Secretary of State, St

rchives & Records Services

Sarface)

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:/Awww.sos.la.gov

SS ARC 932 (10/19)

Page 25 of 36

Indicate Use of Form
__ORIGINAL SUBMISSION

Agency No | Agency / Division / Section
e Liu Hy Ith Care Servi Division / Meeting R d X RENEWAL
lea are Services Division / Meeting Records
023.005 9 2 __REPLACEMENT PAGE
2 ADDENDUM PAGE
item L Retention Period 2! 5] 8 —
Number Records Series Title g1 81y
In Total 35 22 § Remarks
In Office | 2| 3§ 8
Storage | Retention o | <[ a0 >

1. Medical Executive Commitiee PERM PERM PERM M |R |Y 1 LAR.S. 447

2. Medical Staff PERM PERM PERM M R Y |

3. Committee Meetings Minutes PERM PERM PERM M |R |Y 1

Ethics & Compliance Policy Development

4 Committee Meetings Minutes PERM PERM PERM MR Y ‘

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

6. Deparimental Meeting Minutes PERM PERM PERM M R |Y 1
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 Confidentiat Information | Y — Y&S$
CY - Calendar Year (Jan 1 - Dec 31) C - Confidential tnformation 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 I= Important
**= May be part of an Imaging/Electronic Exception. E- Review by State Archives/Electronic | U= Useful
AA = May be part of an Imaging/Elecfronic Survey. QO ~ Other (Specify in Remarks)

Agency Approval

0516a-24 Appendix A (0516a)
Printed: 03/06/2024 13:48

wlalwzr (oM

Secretary of State, S

Date Signed

rchives & Records Services

27202

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:/iwvww.sos.la.gov

S5 ARC 932 (10/19)

Agency No | Agency / Division / Section

Page 26 of 36

Indicate Use of Form
___ORIGINAL SUBMISSION

L.SU Health Care Servi Division / Patient Medical R d X RENEWAL
eal are Services Division / Patient Medical Recor:
023.005 ' at Reco e __REPLACEMENT PAGE
g ADDENDUM PAGE
ltem o Retention Period 2l | 2 -
Number Records Series Title £ 5| ey
n OFfi in Total § Jé g |l § Remarks
n Office Storage Retention o| < ad &
1. Medical Records — Adult AGT + 10FY ACT+10FY [ M |s | N |y [Active=untiiend of FY patientis discharged
RS 40:2144
2. Medical Records — Infant/Child ACT + 10FY ACT + 10FY M |S |N I | Active =untit 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 R 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.

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

Security Status Codes
P -~ Public Record

State Records Center
Use

A — Transfer to State Archives

R —Retain in Agency Archives

S — Review by State Archives

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

M - May Contain Confidential Information Y~ Yes
C - Confidential Information N-No
Archival Processing Codes Vital Record

Identification Code
V= Vital

| = Important

U= Useful

Agency Abbreviations

E e é - A
Agency ‘yproval

0516a-24 Appendix A (0516a)
Printed: 03/06/2024 13:48

Srliony

Date Signed

Secretary of State,

Syayf Archives & Records Services

ate Approved




Records Retention Schedule

SS ARC 932 (10/19)

Louisiana Secretary of State Page 27 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 X RENEWAL
LSU Health Care Services Division / Pharmac -
023.005 4 P __REPLACEMENT PAGE
8 ADDENDUM PAGE
ltem Retention Period ! @ -
Number Records Series Title g g & 5
) In Total 3| £ 28 F Remarks
In Office St ) @ g | 83q| =
orage Retention 0| < HnO| >
Active= until end of FY alcohol was dispensed.
1. Alcohol (Tax Free Inventory) ACT + 3FY ACT + 3FY [ -] N U | LAC 46:L11.2525; 27 CFR 22.164
C ted Sub Di Active = until end of FY in which controlled substances
2. Ag::{r‘]’isfere: stances Dispensed and ACT + 5FY ACT + 5FY M |s | N 11 | dispensedand administered.
LAC 46:L1112525; LAC 46:L112901-2903; 21 CFR
Active = Until end of FY created or received.
3. Contfrolled Substances Inventory and Orders ACT + 5FY ACT + 5FY P |S |N I | LAC 46:L111.2525; LAC 46:LHI2545; LAC 46:LI11.2901-
2903; 21 CFR 1304.04(a)
: Active = Until end of FY created or received.
4. Inspection Reporis ACT + 4FY ACT + 4FY P |S |N V | LAC 46:L111.2529
Active = Until end of FY created or received.
LAC 46:LII: 1.2525; LAC 46:2545; LAC 46:L112901-
5. Methodone Records ACT + 5FY ACT + §FY M 1S [N T | 2903 21 CFR 291.505 (dy(13)(ii; 21 CFR 310.505 .
2525; LAC 46:
. Active = Until end of FY created or received.
6. Patient Profile ACT + 5FY ACT +5FY M [S [N I ac 46:L1112525: LAC 46:L1.2901-2903
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

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 Fisca! Year {Oct 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.

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

R - Retain in Agency Archives V= Vital
S - Review by State Archives I= Important
U= Useful

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

Identification Code

Agency Abbreviations

Agency Approval

0516a-24 Appendix A (0516a)
Printed: 03/06/2024 13:48

haliass (G0

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:/iwww.s0s.1a.gov

S$S ARC 932 (10/19)

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 8 _ REPLACEMENT PAGE
Item ) ) Retention Periad = % § __ADDENDUM PAGE
Number Records Series Title £l 3| &3
n Office In Total § § g § B Remarks
Storage Retention w| <| Ho| 5
Active = Until end of FY created or received.
8. Prescriptions ACT + 5FY 0 ACT + 5FY P |S | N |1 |LAC46LIN 2525 LAC 46:LI 2901-2903; 21CFR
1304.04 (h)
. ) Active = Until end of FY created or received.
9. Radioactive Drugs ACT +5FY 1] ACT + 5FY P [8 |N \ LAC 46:L1112525; LAC 46:L111.2901-2903
10. | Recall Records ACT * 4FY 0 ACT+aFY | M |8 [N |1 | Aclvestitl eod of Y 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&$
CY -~ Calendar Year {Jan 1 - Dec 31) C ~ Confidentiai 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 1= Imporiant
** = 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. QO — Other (Specify in Remarks)

Agency Approval

0516a-24 Appendix A (0516a)
Printed: 03/06/2024 13:48

S/ 7/ 20LS

Date Signed

Secretary of State, St

Archives & Records Services

27002/

Date Approved




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

Louisiana Secretary of State Page 29 of 36
Pt Offo Box 4125, Baton Roug LATOR0E T— incicate Use of Form
(1 ice Box , Baton Rouge, Jiwww . sos.la.gov
A N A | Divisi /Sg r P g __ORIGINAL SUBMISSION
ency No enc ivision / Section
o Lgu Hy Ith Care Servi Division / P| c | X RENEWAL
iv
023.005 eal are Services sion | Property Contro o _REPLACEMENT PAGE
] ] g __ADDENDUM PAGE
Item o Retention Period 2l 8| @
Number Records Series Title £ %) ey
In Offi In Total 3| % g gl § Remarks
n Ottice Storage Retention Al <| adl 5
1. Buildings/Additions Cost PERM PERM P R Y [
2, gg%’é%')p‘sse‘s (purchase cost greater than ACT+10FY | o0 ACT+10FY | P |s |N | v | Active= untiend of FY asset is disposed.
3. Non-Capital Assets (purchase costlessthanor | o1y qopy | o ACT+10FY | P |S |N |V | Actve=untiend of FY asset is disposed.
equal to $5,000)
4, Property Appraisals PERM PERM P 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- Yes
CY - Calendar Year (Jan 1 - Dec 31) € - 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 t= 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)

/

czé g/ 2ot

Date Signed Secretary of State, State ves & Records Services Date Approved

Agency Approval

0516a-24 Appendix A (0516a)
Printed: 03/06/2024 13:48



Records Retention Schedule

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

Hitp:/Mww.sos.la.gov

SS ARC 932 (10/19)

Page 30 of 36

Agency No | Agency/ Division / Section

Indicate Use of Form
__ORIGINAL SUBMISSION
X _RENEWAL

023.005 | LSU Health Care Services Division / Quality Management P _REPLACEMENT PAGE
2
Item Retention Period = § —ADDENDUM PAGE
Number Records Series Title | 5| &
n OFf In Total 2| 5| as 5 Remarks
n Oifice Storage Retention S| %| ad8| &
JCAHO (Joint Commission on Accreditation of
1. Healthcare Organization) Survey Reports PERM PERM PR Y v
2. Medicare Mortality Report PERM PERM P |[R |Y Y
3. Surgical Case Review ACT+ 7FY 0 ACT + 7FY M S N ! | Active = Until end of FY created or received.
A : f : Active = Until end of FY created or received.
4 UR(Utilization Review)/DRG (Diagnosis Related | orpqory | ACT+10FY |M |S [N |1 | Medicare & Medicaid Guide (PRM-I, 2304.1 P

Group) Review Worksheets

§420385)

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 — Pesmanent

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

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

Security Status Codes
P -~ Public Record

State Records Center
Use

M — May Contain Confidential Information Y-Yes
C - Confidential Information N-No
Archivatl Processing Codes Vital Record

A - Transfer to State Archives

R - Retain in Agency Archives

S - Review by State Archives

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

Identification Code
V= Vital

= Important
U= Usefut

Agency Abbreviations

Agency Apprgval

0516a-24 Appendix A (0516a)
Printed: 03/06/2024 13:48

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

Http:/Mww.sos la.gov

S8 ARC 932 (10/18)

Page 32 of 36

Indicate Use of Form
__ORIGINAL SUBMISSION

Agency No | Agency / Division / Section
LSU Health Care Services Division / Radiation Protection Pro X RENEWAL
ices Division | Radiation Protection Program
023.005 9 3 __REPLACEMENT PAGE
Q
tem Retention Period 2l s 8 —ADDENDUM PAGE
Number Records Series Title E- N -
In Offi n Total § ﬁ % % ] Remarks
nUMCe | storage | Retention | @ | < | #8| 5
Radiation Monitoring Records (Radioactive Active = until end of FY created or received.
8. Materials) ACT + 3FY 0 ACT + 3FY M S N l LAC 33:XV.472
N Active = until end of FY created or received.
9. Radiology Surveys Records ACT + 3FY 0 ACT + 3FY M |S N ! | LAC 33.XV.472
. Aclive = until end of FY created or received.
10. Testing (Sealed Sources) ACT + 5FY 0 ACT +5FY M | S N | LAC 33:XV.473
11. | Testing (Entry Control Devices) ACT+ 4FY 0 ACT+ 4FY M |s | N |1 |Acive= Untiend of FY created or received.

LAGC 33:XV.473

Permitted Retention Pericd 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 — Pemanent

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

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

Security Status Codes
P — Public Record

State Records Center
Uss

M — May Contain Confidential Information | ¥ = Y&$
C ~ Confidential (nformation N-No
Archival Processing Codes Vital Record

A - Transfer to State Archives

R - Retain in Agency Archives

S - Review by State Archives

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

Identification Code
V= Vital

| = Impontant

U= Useful

Agency Abbreviations

0516a-24 Appendix A (0516a)
Printed: 03/06/2024 13:48

aferfazty

Date Signed

Secretary of State,

e Archives & Records Services




Records Retention Schedule §S ARC 932 {10/19)
Louisiana Secretary of State { Page 33 of 36
Division of Archives, Records Management and History i

! Indicate Use of Form
Post Office Bax 94125, Baton Rouge, LA 70804 Http/iwww.sos la.gov
— - __ ORIGINAL SUBMISSION
Agency No | Agency / Division / Section X _RENEWAL
LSU Health Care Services Division / Research Records -
023.005 2 __REPLACEMENT PAGE
It . 8 __ADDENDUM PAGE
em . Retention Period R 8
Number Records Series Title £ 5| 5
) In Total 2| S| 8¢l 5 Remarks
In Office . gl 8l 8§ 8
Storage | Retention | » | €| #O| 5
1. Human Experiment Records PERM PERM PERM cC |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 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 = Important
** = May be part of an Imaging/Electronic Exception. £- Review by State Archives/Elecironic U= Useful
‘: = May be part of an tmaging/Electronic Survey. O — Cther (Specify in Remarks)

Agency/Approval

0516a-24 Appendix A (0516a)
Printed: 03/06/2024 13:48

ttwzs (s 1l /

Date Signed

Secretary of State, Stats

chives & Records Services Date Approved




Records Retention Schedule

S8 ARC 932 (10/19)
Louisiana Secretary of State Page 34 of 36
Post Offcs Box 4125, Baton Rouger LATOR08 it 05 1 gov e T
Agency No | Agency / Divisian / Section —ORIGINAL SUBMISSION
- N X_RENEWAL
023.005 | LSU Health Care Services Diviston / Safety w _ REPLACEMENT PAGE
. g ADDENDUM PAGE
Item o Retention Period 2l 5| & -
Number Records Series Title gl 8| xx
In Office In Total ?} {:-3 g T::!» | Remarks
Storage | Retention w | < a0 >
1. Disaster Recovery Plan ACT + 3FY PERM | PERM p A |y |y [ Actve=unilendof FY superseded.
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 15 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.

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

Security Status Codes
P — Public Record

M —May Contain Confidential Information
C - Confidential information

State Records Center
Use

Y - Yes
N - Ne

Archival Processing Codes

A - Transfer to State Archives

R - Retain in Agency Archives

S — Review by State Archives

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

Vital Record
Identification Code

V= Vital
i = Important
U= Useful

Agency Abbreviations

Agency(pproval

0516a-24 Appendix A (0516a)
Printed: 03/06/2024 13:48

sl 7las=/

Date Signed

Secretary of State, Stat

rchives & Records Services
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Louisiana Secretary of State
Division of Archives, Records Management and History
Post Office Box 84125, Baton Rouge, LA 70804

Records Retention Schedule

Hitp://mww.sos.la.gov

SS ARC 932 (10/19)

Page 35 of 36

Indicate Use of Form

Agency No | Agency / Division / Section

__ORIGINAL SUBMISSION

LSU Health Care Services Division / Securi X_RENEWAL
eal are Services Division / Securi
023.005 Y 2 __REPLACEMENT PAGE
] ADDENDUM PAGE
item ) Retention Period >l sl 8 -
Number Records Series Title £ 5| sy
I Offic In Total 21 5] a2 5 Rernarks
nOMCe | Storage | Retention a| a| adl 8
1. Abandoned Property Records ACT + 3FY 0 ACT + 3FY M [S N | | Active = Until end of FY created or received
2. Patient Personal Property ACT + 3FY 0 ACT + 3FY M |S N U | Active= Until end of FY patient discharged.
3. Security Disturbances ACT + 3FY 0 ACT + 3FY M [S |N | | Active = Until end of FY in which disturbance occurs.
4. Security Video ACT +2CY 0 ACT+2CY P |S [N U | Active = Until end of CY recorded.

Permitted Retention Period Abbreviations

ACT - Active Period (when used define term in remarks column)
FY- Fiscal Year (July - 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 limaging/Electronic Survey.

Security Status Codes

State Records Center

Agency Abbreviations

P - Public Record Use

M — May Contain Confidential information | ¥ = Y85

C - Confidential Information N-No
Archival Processing Codes Vital Record

A - Transfer to State Archives

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)

Identification Cade

Agency Approval

0516a-24 Appendix A (0516a)
Printed: 03/06/2024 13:48

ezl

Date Signed

Secretary of State, State

chives & Records Services

ate Approved




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

Records Retention Schedule

Hitp:/iww.sos.la.gov

S$S ARG 932 (10/19)

Page 36 of 36

Indicate Use of Form
__ORIGINAL SUBMISSION

Agency No | Agency / Division / Secflon _— _ X_RENEWAL
023.005 | LSU Health Care Services Division / Utilization Management " _ REPLACEMENT PAGE
g ADDENDUM PAGE
item . Retention Period > %l & -
Number Records Series Title I
In Office In Total § .§ g E 3 Remarks
Storage Retention w| 4] WO >
1. Case Review Records ACT + 2FY 0 ACT +2FY M |S N I | Active = until end of FY created or received.
2. Correspondence with Payers ACT + 2FY 1] ACT + 2FY '] S N I Active = until end of FY created or received.
Patient Management System Reports: ADT
3. (Admissions/Discharges/Transters), 1 Day Stays, | ACT + 1FY 0 ACT + 1FY M |S |N I | Active = until end of FY created or received.
etc.
|
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
MQ - 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
A4 = May be part of an Imaging/Electronic Survey. O - Other (Specify in Remarks)

N

i

[
/.:\genc:)jpproval

0516a-24 Appendix A (0516a)
Printed: 03/06/2024 13:48

s irlzony

Date Signed

Secretary of State, St

g 25202/

rchives & Records Services

Date Approved
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