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PURPOSE
This policy addresses the maintenance, use, retention, and destruction of business records and 
information. Business records include, but are not limited to, all types of paper, microfilm, CD, 
optical disk, magnetic tapes, diskettes, emails, scanned documents, electronic files, and other 
documents. It also addresses the responsibilities of the various departments throughout the 
Company to ensure proper retention of records.

POLICY
It is Company policy to retain and preserve documents and records in accordance with state and 
federal laws governing record retention As a comprehensive records management program is a 
key element in the Company’s preventive legal strategy, this policy balances the cost and 
benefits of continued information retention versus the risk and liability of disposal. The policy 
provides for the identification, protection, and storage of vital records; the fast and efficient 
retrieval of business records; and the systematic disposition of information in the normal course 
of business.

DEFINITIONS
 “Business Records” means recorded information, regardless of the medium (including paper 

and electronic records of any kind), made or received that is used in company operations. 
Business records must be retained for specified periods of time to satisfy legal, operational, 
contractual, fiscal, or historical requirements.

 “Records Management” means the planned and systematic control of all hard copy or 
electronic corporate business records from their creation through final disposition (either 
destruction or retention).

 “Records Retention Schedule” means a standard list of titles that defines the length of time 
for which a business record is maintained by an organization. It also determines if and when 
a hard copy business record will transfer to the Records Retention Center for inactive 
storage. Each department is responsible for ensuring proper retention of its area’s business 
records based on its master Records Retention Schedule, which must, at a minimum, meet 
the requirements of the General Retention Periods set forth in this policy.

 “Vital Record” means an item or information that is needed by an organization to establish, 
conduct, or continue business. It is also an item that if lost, the information could not be 
obtained from another source inside or outside the company, and you would be unable to 
conduct business without it.



PROCEDURE
Record Retention Schedules are sometimes required by federal or state statutes or regulations 
that mandate retention periods.
A. Proposing a Retention Period. Hard copy documents are reviewed in the specific 

department that owns or generates them and, after their value has been determined, the 
Compliance department, in conjunction with Legal, will categorize them into functional 
groups.
1. Government Health Programs. Due to the specific requirements governing retention of 

Medicare, Medicaid, and Qualified Health Plan (QHP) business records, it is important 
that such records be clearly marked and identified as government health plan records.

2. Categorizing Records. Using information received from the department as well as 
applicable laws and regulations, Compliance/Legal researches and proposes a retention 
period for each group. Records are grouped functionally, and a description and purpose 
of the grouping is recorded in the Schedule.

3. Record Type. The Records Retention Schedule identifies the type of storage media to be 
used to retain all business records, notes, and any special instructions (e.g., who is 
responsible for disposing of the business records). The retention schedule also identifies 
vital records and associated off-site storage requirements.

B. Approving a Retention Period. The proposed Records Retention Schedule is reviewed by 
the department involved and representatives from the Legal and Compliance departments. 
Legal is ultimately responsible for determining the minimum legal retention periods required 
for each business record type.
1. Retention Period. The retention period indicates the amount of time the business record 

should be maintained in the department and/or in the Records Retention Center. 
Retention periods assigned to a business record are applied consistently without regard to 
the format used (i.e., paper copy and electronic media).
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