Corrections to the Introduction section of the
Minnesota County General Records Retention Schedule

NOTE:

This electronic copy of the Minnesota General Records Retention Schedule for Counties was produced by
Redwood County staff who digitized a paper version. Any handwritten notations or changes that appear on the
pages of the schedule are not official.

The 2006 Legislature amended Minnesota Statutes, section 138.17, removing the Commissioner
of Administration’s duty to perform functions related to records management. The changes
became effective August 1, 2006. As a result of the legislative change, the Department of
Administration / Information Policy Analysis Division (IPAD), will no longer respond to
inquiries regarding records management.

Destruction Reporting:
o Effective August 1, 2001, records destruction reports do not need to be sent to the Minnesota

Department of Administration and the Minnesota Historical Society (State Archives). Keep destruction
reports for your own records.

Records Not on the General Schedule:

e An electronic copy of the PR-1 form (Application for Authority to Dispose of Records) is available
online at the Minnesota State Archives’ web site (www.mnhs.org/statearchives).

e Records retention schedule forms are no longer available from the Minnesota Department of
Administration. A blank form is available online at the Minnesota State Archives’ web site
(www.mnhs.org/statearchives).

Resources:

e The Department of Administration no longer offers assistance with records management issues or
records retention schedules. The Department’s Information Policy Analysis Division
(www.ipad.state.mn.us) will assist with questions relating to privacy and other information policy laws.

e The Minnesota State Archives and the state’s Records Disposition Panel can be contacted as follows:

State Archives, Minnesota Historical Society, 345 Kellogg Boulevard West, Saint Paul, MN, 55102.
651.259.3260.

e The Association of Minnesota Counties can be contacted through its web site (www.mncounties.org/).
Schedule Updates:
e The Human Services / Public Welfare section of the schedule was updated by the Minnesota
Department of Human Services in March 2002.

e A supplement to the schedule for Community Corrections was issued in January 1990.

February 2008



COMMUNITY HEALTH/NURSING SERVICE

July, 1988

CATEGORY DEFINITIONS

Records Series Description: A records series is a group of records
filed together because they relate to a particular subject.

Enabling Authority: The statute or authorized power that states the
record may be collected.

Data Class: This identifies records classified by the Government Data
Practices Act or other state or federal law. The classification system
includes: public, private, confidential, non-public or protected
non-public. More than one classification may apply.

Citation for Classification: The statute or law which cites the data
practices classification of the records series.

Pre/Post/Curr: Data collected prior to August, 1975 is PRE. Data
collected after August, 1975 is POST. Data being currently collected is
CURR.

Purpose and Use for Collection: The function of the records series.

Authorized Recipients: Those people authorized to use the records
series according to its Data Practices classification.

Retention/statute: The retention cited is the minimum amount of time

a record must be kept. The stated retention does not include the year the
record originates. For example, if Record A is filed by calendar year and
it has a retention of 3 years, the disposal date for 1985 records is
January, 1989. Statutes listed here cite specific retention periods for
the records series.

Archival: If a Y, meaning yes, appears in this column these records

are eligible for transfer to the State Archives in the Minnesota
Historical Society after the retention period has expired or when the
agency no longer has need for them. Contact the Division of Library and
Archives of the Minnesota Historical Society for information on how to
transfer archival records (612-296-6980 or toll free 1-800-652-9747).



COMMUNITY HEALTH/NURSING SERVICE COUNTY RECORDS RETENTION SCHEDULE Page 1 of 11

PRE
ENABLING DATA  CITATION FOR  POST PURPOSE AND USE

RECORDS_SERIES DESCRIPTION AUTHORITY_ ___CLASS_ CLASSIFICATION CURR_FOR COLLECTION . AUTHORIZED RECIPIENTS RETENTION/STATUTE _ARCH
L. ANNUAL PLAN Publ  H5 13.03 Retain peraanently Y

Community Health Services annual/ or transfer to the

periodic plan as required by state. State Archives.
2, BLOOD PRESSURE PATIENT RECORDS Local Board Priv M5 144,335 Past Record of blood Individuals whose 3 yrs. N

Rlood pressure history of walk-in of Health Curr pressures to provide assignments reguire

clients, or clients sho have HS 143 information to client it, Subject of Data

attended Elood Pressure Clinics, or to refer to

physician.

I, CHEST CLINIC PATIENT RECORDS CHS Act Priv. MS 144,335 Post To provide effective Individuals whose 7 yrs. after case N

Patient forass which identify the M5 143 MG 13.42 Curr care and treatment, assignment reasonably is closed. [f

name or designated care code/nusber continued medical requires it and indi- minor involved,

of a patient to include inforaation evaluation and control viduals or entities 7 yrs. after age of

on: of the disease, and to who are authorized by majority.

Patient background information, prepare statistical state, local or
i.e., address, telephone, racse, reports and federal law to gain
sarital status, etc. evaluative studies. access, Subject of
Patient medical history Data

Test results from laboratory
examinations of blood, urine,
or sisilar specimens including
microbiological tests

Test results from physical exasi-
nations

Hadical treatment, sedication,
adeission and discharge
inforsation

Fatient contact inforsation

Roentgen reports

Vital capacity analysis and
narrative notes

Hedication inforaation

Doctors’ notes and orders

Hedical, nursing and social
service data



COMMUNITY HEALTH/NURSING SERVICE

PRE
ENABLING DATA  CITATION FOR  POST PURPOSE AND USE
RECORDS SERIES DESCRIPTION . AUTHORITY __ CLASS CLASSIFICATION CURR FOR COLLECTION ___ AUTHORIZED RECIPIENTS RETENTION/STATUTE _ARCH
3. General summary statistics on the CHS Act Fubl 5 13,03 Post Maintain 2 Comsunity 10 yrs,, then trans- ¥
nature and scope of services NS 145 NS 13.42 Curr Health Bervices Flan fer tp the State
praovided, ME 145,911 - for the development, firchives for selec-
145.922 implementation, coor- tien and dispositian.
dination and operation
of comsunity health
services that eest
priority needs of the
compunity.
4. CLINIC CLIENT RECORDS/BTD CHE Act Friv M5 13.482 Post To provide effective Individuals whose 7 yrs, atfer case M
Patient fores with name or designa- ME 143 Cond NS 11.38 Curr care and treatment, assignment reasonably is rlosed. If
ted case code/number which identi- B 144,335 continued medical requires it, Personal winor involved,
fime patient records to includes evaluation and control Physician T yrs. after age of
Type of disease or disorder of the dicease, and to majority.
examined for and ireatsent prepare statistical
Laboratory results on specimens reports and evaluative
including chesical, micro- studies,
biological and virological data
Treatsent and referral information
Fatient contact information
Special STD study data
Nurses’ notes concerning clinical
tinding or conditions
Hadication information
Doctars’ orders and notes
General summary statistics on the CHE Act Publ M5 13.03 Post Maintain a Community {0 yrs., then trans- ¥
nature and scope of services HE 143 NG 13.42 Curr Health Services Plan fer to the State
nrovided., HS 145,911 - for the developaent, Archives for selec~
145,922 iesplesentation; coordi- tion and disposition.

COUNTY RECORDS RETENTION SCHEDULE

nation and operation
of coemunity health
services that meet
priority needs of the
comsunity,

Page 2 of 11



COMAUNITY HEALTH/NURSING BERVICE

5, COMMUNITY HEALTH SERVICES ANNUAL
REPORTS
Financial and statistical inforsation
on AgENCY.

COMMUNITY HEALTH SERVICES
BIRECTORY - INDEX
[dentification of all coesunity
health service clients,

[ g

. CONTRACTED SERVICES
Beneral service statistics verifying

ENABLING

CHS Act
S 145

CHE Act
s 143

COUNTY RECOROS REVENTION SCHEDULE

Page I of 1!

PRE
DATA  CITATION FOR  POST PURPOSE AND USE
__________________________________________________________ CLASS_ _CLASSIFICATION CURR_FOR COLLECTION __ _ _ AUTHORIZED RECIPIERTS_ RETENTION/STATUTE _ARCH
Publ M5 13,03 Post Reporting to the 7 yrs., then trans- ¥
M3 145,911 -~ Curr State Departsent of fer to the State
145,922 Health on services Archives.
provided, Maintain a
Community Health Service
Plan for the development,
isplesentation, coordin-
ation and operation of
Comaunity Health
Services that aeet
priprity needs of the
community.
Priv. H8 13.42 Pre Carry out community Individuals whose Peraanent N
Post health prograss and assignsent reasonably
Curr  to prepare statistical reguires it and indi-
reports. viduals who are autho-
rized by state,
local or federal law
to gain access, Subject
of Data
Publ RS 13.03 Post  Ensure that services b yrs. N
M5 145,911 - Lurr are provided pursuant
145,922 to contract.

the nature and scope of health
services purchased by the County,
including public health nursing,
laboratory support for envirpnsental
health prograss, community clinics,
food service training, dental health,



COMMUNITY HEALTH/NURSING SERVICE

ENABLINB

RECORDS SERIES DESCRIPTION . AUTHORITY ___
B.  EFSDT CLIENT RECORDS (EARLY AND CHS Act
PERIODIC SCREENING, DIAGNDSIS AND M5 145

THEATHENT)
Fatiznt fores with nase or designated
case code/nusber which identifies
patient records to include:
Patient/client background
information
Authorization for health and
developmental screening
Check lists for services requested
ar received
Invoices identifying medical services,
diagnosis or treatment sade, offered
or received and subsequent follow-up

results.

CHS Act
HS 145

EMERGENCY MEDICAL SERVICES
Emergency Ambulance Request Forms
say identify personis) receiving
attention,

General service statistics monitoring
emergency sedical services throughout
the County,

COUNTY RECORDS RETENTION SCHEDULE

PURPOSE AND USE
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PRE
DATA  CITATION FOR POST
CLASS CLASSIFICATION CURR
Priv W5 13,42 fost
Curr
Friv. #¥5 13.42 Ppst
M5 144,335 Curr
Publ M5 145.911 -
145.972

Carry out federally
mandated social
service progras for
early and periodic
screening, diagnosis
and treatsent of
childhood disorders.

Monitor, evaluate
and reguiate County-
Wide emergency
sedical services
systes pursuant to
the Community Health
Services fct,

Individual whose
assignment reasonably
requires it and in- ainor involved,
dividuals or entities 7 yrs, after age of
who are authorized by aajority,

state, local or federal

law to gain access,

Subject of Data, and

Parent or Legal Guardian

7 yrs, atter gase N
is closed, If

Community Health
staff, Selected
Physicians

b yrs. N

10 yrs., then traps- ¥
fer to the State
fAirchives for selec-
tion and disposition,



COMMUNITY HEALTH/NURSING SERVICE

PRE

CITATION FOR  POST

COUNTY RECORDS RETENTION SCHEDULE

PURPOSE AND USE
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ENABLING

RECORDS SERIES DESCRIPTION AUTHORITY
{0, ENVIRONMENTAL HEALTH RECORDS {HE Act
[nvestigation and complaint forms MS 143

with name which identifies a
conplainant/informant or investiga-
tional records of active investiga-
tions of regulated activities which
may be or are parf{ of a criminal
proceeding through the County
Attorney’s Office,; including:
Complaint form
Swimming pool inspection repart
Food establishaent inspection report
Environsental, pulillic health and
safety inspection report
Water Test Report and Registration
Blueprints, squipment, specifica-
tions, product recipes and formu-
lations or trade secrets for
fagilities

Summary and selected specific data  CHS Act
on inspectional activities conducted, #8 143
as well as service statistics by

geagraphic area and selected

prograss,

Conf

Non-
publ

Publ

HS 13,03

N5 13.44
NS 13.44 Post
NS 13.82(5) Curr
Ms 13,37
M5 13.03 Post
M5 {45.911- Curr

NS 143,922

To provide effective
investigations of
regulated activities,

Maintain a Coasunity
Health Services Plan
for the developaent,
impleaentation,
coordination and
operation of coasun-
ity health services
that meet priority
needs of the coasun-
ity.

Complainant, City, 10 yrs. N
County or State Health
ffficials and Legal

Counsel

Owner, Operator,
Designated Agent,
City, County or State
Health Officials and
Legal Counsel

10 yrs., then traps- Y
fer to the State
Archives for selec-
tion and dispositinon.



COMMUNITY HEALTH/NURSING SERVICE

RECORDS SERIES DESCRIPTION ________________
11, EPIDEMIOLOBICAL SURVEILLANCE AND
INVESTIBATION SERVICES
Patient forms with name or
designated code/name which
ideptifins patient records
to include surveillance and
investigation of:
Tetanus (PHE 4,23 (NCDC))
Foliosyelitis (PHS 4,235 (NCOLC))
Giptheria
Humps
Heasles
Rubella
Yiral Hepatitis (CDC 4,191C)
Raye Syndrome (CDC 4,571 K}
finimal Bite
Amebiasis
Brucellosis
Encephalitis
Histoplasmosis
Foodborne iliness (DL 4,245)
Legianellosis
Leprosy (COC 4,247}
Leptospirosis (COC 4,173
Halaria (CDC 4.80)
Bacterial Meningitis (CDC 4,520)
Psittacosis (CBC 10.53)

(LhE 85,1)
Toxaplasmaosis (LD
Trichinosis (CDC
Tularemia
Typhoid Fever (CDC 4.383)
Yaterborne Disease (COC 4.441)
Botulisa (CDC 4,450)
Filariasis

L
4

Fertussisg

COUNTY RECORDS RETENTION SCHEDULE

PRE
ENABLING DATA  CITATION FOR  POST PURPOSE AND USE
AUTHORITY __ CLASS__CLASSIFICATION_ _CURR_ FOR_COLLECTION

Page & of {1

Local Beard FPriv M8 13.42 To provide effective
of Health M8 144,335 surveillance and con-
M5 145 trol of communicable

diseaces, and to pre-
pare statistical
reports and evalu-
ative studies,

Individuals whose
assigneent reason-
ably reqguires it and
individuals or enti-
ties who are autho-
rized by state, local
or federal Jaw to gain
access, Subject of
Data

7 yrs, after case N
is closed. I

ginor involved,

7 yrs. after age of
majority,
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COMMUNITY HEALTH/NURSING SERVICE COUNTY RECORDS RETENTION SCHEDULE

PRE
ENABLING DAYA  CITATION FOR  POST PURPOSE AND USE
RECORDS _SERIES DESCRIPTION . AUTHORITY __ CLASS_ CLASSIFICATION CURR FOR COLLECTION __ AUTHORIZED RECIPIENTS RETENTION/STATUTE _ARCH
11, Polio Cases Horksheet (TF4,329)
Feodhorne outbreak of gastroin-
testinal illness
Daily log book of patient contacts
and telephone conversations
Suppary and selected epecific data  CHS Act Publ  MB 13.03 Post Maintain a Community 10 yrs,, then trans- ¥
pn epidemiclogy investigations M5 143 145,911 - Curr Health Services Plan fer to the State
which are conducted. 145,922 for the developsent, frchives for selec-
iaplesentation, coor- tion and disposition.
dination and operation
of coesunity health
services that meet
priority needs of the
community
12, HEARING SCREENING RECORDS CHE Act Priy  B5 13,32 Post To carry out provi- Individuals whose 7 yrs, after case KN
Forms which identity person screened Curr sions of the screen-  assignaent reasonably is closed. [f
along with fasily roster, screening ing services, to requires 1t and pinor involved,
torm, technician notes, referral provide effective individuals who are 7 yrs. after age of
inforeation and release fora. follow-up, to prepare authorized by state, majority.
statistical reports local or federal law
and evaluate studies, to gain access, Subject
ot Data
{3, HOME HEALTH CARE RECORDS CHS Act Priv. HS {3.42 Pre  To provide effective Individuals whose 7 yrs. after case N
Forss which identify name, address, HG 143 Post care, treatsent, assignment reasonably is closed. If
code/nusber in a record containing: Curr continued medical and requires it and indi- minor invelved,

fagily roster, referral source,
nursing assescment, plan of care,
pedical orders, nursing notes,
pertinent financial data, billing
forms, hose health aide assignment
sheets, home health aide notes of
service, discharge summary and
report of visits to referral.

nursing evaluation; to
prepare statistical
reports.

viduals who are
authorized by state,
local or federal law

to gain access, Subject
of Data

7 yrs. after age of
pajority.



COMMUNITY HEALTH/NURGING SERVICE COUNTY RECORDS RETENTION SCHEDULE Page B of {1

PRE
ENABLING DATA  CITATION FOR  PDST PURPOSE AND USE

RECORDS SERIES DESCRIPTION . AUTHORITY __ CLASS CLASSIFICATION CURR FOR COLLECTION AUTHORIZED RECIPIENTS RETENTION/STATUTE _ARCH
14, IMHUNIZATION RECORDS Priv M5 13,06 To provide record of  Individuals whose 104 yrs,

Signed isportant inforsation state- 13.32 required imauniza- assigneents reasonably

mentsy physician certification foras. 13,42 tions, to prepare reguires it and

Imsunization history of all cliepts 144,334 statistical reports, individuals who are

or clients who have attended 145,911 - to control comsuni-  authorized by state,

praventive health clinics. 145,522 cable diseases. local or federal lam

to gain access,

Fatient record of required Publ M5 {3.03 Subject of Data

imsupizations: stats information
15, HATERWAL ARD CHILD HERLTH RECORDS CHS Art Priv. M5 13.3B Post To provide effective Individuale whose 7 yrs. after fase

Patient forms with name or desig- HS 143 M5 13,42 Curr care and treatment of assignment reasonably is closed, [f

rated code/nusher which identifies M5 144,335 sedical problems, and requires it and ginor involved,

patient records to include:

[temized services invoice

Request for sedical inforsation

Family roster and information

Child Health Clinic Flow Gheat
{SPHNS)

Child Health Clinic Flow Sheet

Head Circumference (L-B1{-4/78)

firls Physical Browth Birth to
36 months (BIOS/1/80)

Boys Fhiysical Growth Birth to
36 months (B105/1/80)

Geaver Developmental Screening
Test

Infant-Pre-School Health Record
(BPHNS Form-2)

Ambulatory Probles List

Hearing Record (126}

Child Health Clinic Financial
Disclosure

Redical Narrative Notes

Insurance [nformation

to prepare statisti-
cal reports and eval-
uative studies,

7 yrs, after age of
pajority.

individuals or enti-
ties who are autho-
rized by state, local
or federal law tp gain
access, Subject of
Data, Parent or Legal
Guardian



COMMUNITY HEALTH/NURSING SERVICE

RECORDS_SERIES DESCRIPTION

7.

18,

20,

Beneral sumaary statistics on the
nature and scope of servires
provided,

MEDICAL RECORD/NURSING RECORD

Any ND orders, correspondence with
other agencies, referral fore,
prablem list, nurcing narrative
documenting service provided; flow
sheet; faeily data record, baseline
data fore, documentation regarding
H-HHA-TH-CHAS service. (Homemaker-
Hoee Health Aid-Teaching Homemaking-
Chore Home Maintenance/Service.)

HERICARE COST REPORTS
Statistical and financial information
on agency.

HINUTES: NURSING BOARD/COMMUNITY
HEALTH BDARD

MINUTES: NURSING BOARD/COMMUNITY
HEALTH BOARD
Tape recordings.

COUNTY RECORDS RETENTION SCHEDULE

PRE
ENABLING DATA  CITATION FOR  POST PURPOSE AND USE
AUTHORITY __ CLASS__CLASSIFICATION_ CURR FOR_COLLECTION

Page ¥ of 11

CHS Act Publ M5 13.03 Post Maintain a Cosmunity
M5 145 NS 13.42 Curr Health Services Plan
NS 145,911 - for the developsent,

145.922 iaplesentation, coordi-

nation and operation
of community health
services that meet
priority needs of
the comaunity.

Publ  MS 13.03
Priv. NS 13.42

NS 144,335
M5 145 Publ M5 13.43 Pre Deteraine cost/visit
Post for Medicare charges.
Curr

{0 yrs., then trans- Y
fer to the State
firchives for selec-
tion and disposition.

7 yrs. after case N
is closed. If

ainor involved,

7 yrs. after age of
sajority.

b yrs. N

Retain permanently ¥
or transfer to the
State Archives.

Tapes may be reused N
or discarded { yr.
after formal approval
of written minutes

by Board, Tape
recordings cannot be
the permanent record.



COMHUNITY HEALTH/NURSING SERVICE

DATA

CLASS

CITATION FOR

PRE

POST
CLASSIFICATION _CURR

COUNTY RECORDS RETENTION SCHEDULE

PURPOSE AND USE
FOR_COLLECTION

Page 10 of {f

ENABLING
RECORDS SERIES DESCRIPTION AUTHORITY
21, PATIENT EARDEX Local
Current case load of each nurse foard of
containing basic inforsation: Health

o

i
Lie

i

identifying data, diagnosis, Hoge

FATIENT MABTER INDEY FILE

Card file of clients by name - indi-
cates Medical (Nursing) Record

nupher . birth date and other basic
identifying data; identifying data on
all patients who have had hoee visits,

FATIENT RECORDS Lacal
ALl inforeation regarding patient; Board of
referral, physicians’ orders, Nurs-  Health
ing care plan, nurses notes, HHA

reporis,

FRENATAL CARE/FAMILY PLANMING CHE Act
CLINIC SERVICES HS 145

Patient fores with pame or decig-
nated case code/nusber which
identifies patient records to includes
Prescription form
Lufkin Medical Laboratories test
arder
ETD Screening Exas
Information Release
Reguest for Information
Request for sterilization
Authorization for sterilization
{Fagale/Male!

Priv

Priv

MS 144,335

HS 13,42
M5 144,336

MS 144,335

Pre
Post
Curr

Post
Curr

Provided information
for administrative
purposes,

Provide effective
pursing care and
continuity of care,

To provide effective
care and treatment
of medical probless
and to prepare
statistical reports
and evaluative
studies.

AUTHORIZED RECIPIENTS RETENTION/STATUTE ARCH
Public Health Nurses 3 yrs. N
and Director

Permanent N

7 yre. after cace N
is closed. If

sinor involved,

7 yrs, atter age of
majority,

Individuals whose
assignaent reasponably
requires it and
individuale or
entities who are
authorized by state,
local or federal law
to gain access,
Subject of Data

7 yrs, after case N
is closed, [f

minor involved,

T yrs, atter age of
gajority,

Individual whose
assighsent reasonably
requires it and
individuals or en-
tities who are autho-
rized hy state, local
or federal law to gain
access, Subject of Data



COMMUNITY HEALTH/NURSING SERVICE COUNTY RECORDS RETENTION SCHEDULE Page {1 of if

PRE
ENABL ING DATA  CITATION FOR  POST PURPOSE AND USE
RECORDS SERIES DESCRIPTION _____________ AUTHORITY_ ___CLASS_ CLASSIFICATION _CURR FOR COLLECTION __ AUTHORIZED RECIPIENTS RETENTION/STATUTE _ARCH
23, X-Ray Request
Nuclear Medicine Request
Medical Consultation Request
Birth Control Data Base
Prenatal Data Base
Prepatal Data Base - Supplemental
Flow Sheet
Conzent fo IUD Insertion
Beneral summary statistics on the CHS Act Publ M5 13,03 Post Maintain a Comsunity 16 yrs,, then trans- ¥
nature and scope of services HE 145 MG 145,911 - Curr Health Services Plan fer to the State
provided. 145,922 for the developament, Archives for selec-
ieplesentation, coor- tion and dispositioen.

dination and operation
of cosmunity health
services that aseet
priority needs of

of the coamunity,

24, TUBERCULOSIS PREVENTION AND CHS Act Priv. ME 13.42 Pre  To provide effective Individuals whose 7 yrs, after case N
COMTROL RECORDS HS 143 Post care and treatment assigneent reasonably is closed, [f
Tuberculosis screening, contact MG 144,422 Curr of romeunicable requires it and sinor involved,
investigation and hoae visit disease problem; to  individuals who are 7 yrs.after age of
inforaation, prepare statistical authorized by state, wmajority.

reports and local or federal law
evaluative studies. to gain access, Subject
of Data

Z3. WOMEN, INFANTS, AND CHILDREN FILER Publ M8 13.03 b yrs. N
Information pertaining to finangial Priv  MS 13.42
operations; voucher accountability MG 11,44

controls and insurapce; certifica-
tion fair hearing procedures,

#%5EL OTHER SECTIONS OF THIS GENERAL SCHEDULE FOR RECORDS SERIES NOT LISTED HERE.



