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If scanning, scan to Maryland State Archives standards and destroy originals.
Scanned images must be kept in accordance with the same retention periods
assigned to the paper version of the record. A certificate of records disposal request
must be submitted to the MDH Records Management Office for review and approval
prior to the disposal of any record materials identified in this records schedule. This
includes paper records that are scanned immediately upon receipt, paper records
that have reached maturity and electronic records that have reached maturity. After
disposal, a disposal certificate will be filed with the Maryland State Archives by the
MDH Records Office.
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No.

Description

‘Retention

1

PATIENT AND ENPLOYEE X-RAYS -

These files are composed of x-rasy negatives prepared

and filed by the hospital for current and separated
patients and employees. The majority of these files
are chest x-rays, but also included are x-rays of other
parts of the body as required by the illness or injury.
Each individual x-ray file may contain one or more
x-rays covering a period of years as well as reports
and disgnoses. The cover of each file gives the name
of the person (employee or patient), case numbers for
patients, dates of the x-rays, and the parts of the
body x-rayed.

RETAIN FQR FIVE (5) YEARS
AFTFR DATE OF X-RAY, THEN

DESTROY .

THE FXCEPTION TO THS ABOVE
RETENTION SCHEDULE WILIL EE
THOSE X-RAYS SPECIFICALLY
FARKED FOU RETENTION BY TiS
RADIOLOGIST AKND WILL BE
RETAINED UNTIL RELELSED FOR
DESTRUCTION BY “THE RADIOLZGIS

X-RAYS OF JUVENILES (UNDER
TWENTY-ONE (21) YEARS OF
AGE) SHALL BE RETAINED UNTIL

THE JUVENILE REACHES

MAJORITY AGE (21), AND FOR
FIVE (5) YEARS THEREAFTER,

THEN DESTROY.
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