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Policy

AbleNet  retains records of all clients served, within confidentiality and privacy practices, of each patient’s/client’s equipment, supplies, education and training, and complaints for at least seven (7) years or longer as required by law or applicable regulation. These records include those for services and billing. In the case of a minor, records are retained for seven (7) years after the minor turns 18 years old, even if this exceeds the normal retention time.

In addition, AbleNet keeps records of all patients/clients involved in litigation until the case is concluded, even if this is longer than the period prescribed by law. All records must be maintained in an easily retrievable manner.

If AbleNet ceases to operate, provisions are made to maintain all records. Any patient/client records requiring disposal are shredded or destroyed using electronic destruction means to ensure complete destruction of a client’s medical records.


State-Specific Regulations
Some states require longer record retention. The more stringent obligation must and will be met by AbleNet.























	AbleNet Record Retention Schedule

	Client/Patient Records
Adult
Pediatric
	
7 years from date of last entry
7 years after client/patient turns 18 years

	Customer lists
	6 years

	Budgets
	5 years

	Daily income summaries
	5 years

	Bank deposits
	2 years

	Bank statements
	6 years

	Canceled Checks
Payroll
Voucher
	
7 years
10 years

	Cash receipts
	6 years

	Income tax returns
	Permanently

	Vouchers
Capital expenditures
Cash
	
Permanently or the life of the item plus 6 years
10 years

	Property Records
Deeds, titles
Leases
	
Permanently
Six years after the lease ends

	Policy and procedure manuals
	Six years after the life of the manual; retain policy changes for the same length of time

	Equipment depreciation records
	Permanently

	Vendor recall letters
	Permanently

	Invoices
Fixed assets
Accounts receivable
Accounts payable
	
Permanently or 6 years beyond the life of the asset
6 years
6 years

	Billing journals
	Permanently

	Sales receipts and rental contracts
	5 years

	Job applications
	1 year

	Payroll
Insurance
Individual earnings
Journals
Rate schedules
Social Security reports
W-4 forms
W-2 forms
	
8 years
Term of employment plus 6 years
25 years
6 years
4 years
4 years
4 years after tax was paid

	Unemployment tax records
	4 years

	Posting audits
	7 years
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