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Administration

1, Fire Drill Reports , 3 - 3 | After calendar year prepared.
2. General administrative Files . 2 - 2 | After calendar year prepared.
3. Minutes of Advisory Groups, including: 3 - 3 | After calendar year prepared.

a. |Quality Assurance Meetings
b. |Infection Control Meetings
c. | Safety Meetings

d. [Residents Council Meetings

4. Professional Contracts 8 - 6 | After expired.
.. Resident Applications
a. | Admitted - - - | Transfer to resident file.
b. |Expired - - - | After expired.
¢. |Non-Admissions 3 - 3 | After calendar year received.
6. | State Health Department Surveys 10 | - 10 | After received.
Finance
7. Concessionaire's Reports 3 | - 3 | After fiscal year received.
8. Resident Account
a. |Banking Records (statements, receipts, 3 - 3 | After fiscal year prepared.
reconciliations, etc.)
b. |Ledger Cards - - - | Transfer to resident file after final discharge.
9. Resident Files 3 - 3 | After fiscal year prepared.
10. | Vendor Files 3 - 3 | After fiscal year prepared.

Resident Care

11. | Daily Reports (nursing staff) 3 - 3 | After fiscal year prepared.
12. | Medical Insurance Files 3 - 3 | After fiscal year paid.
13. | Medical Records (purged from active files) |{G24457] 1 9 | 10 |After purged.
14, {Narcotics Records 3 - 3 | After fiscal year prepared.
15. | Resident Records ~ 1688225} 3 7 | 10 {After patient expired or final discharge.
' Transfer to Archives
16. |Valuable Envelopes (resident records) 1 - 1 | After disposal of property.
‘ Supersedes schedule dated: 12-18-96
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