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RECORDS RETENTION AND DISPOSAL SCHEDULE
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ADDENDUM TO SCHEDULE 601

DAILY ACTIVITY RECORDS

Daily time, sheets for each employee directly
reimbursed by Medicare and/or Me&icaid. Each packet
contains 1 month of records for an individual
employee.

Retain in office for one
(I) year. Transfer to
State Records Center for
three (3) years, then
destroy.
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