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(A) Policy Statement  
  
Departmental PHI paper documents that are part of the legal medical record are scanned into Epic’s document 
management application by a department resource. After confirmation the scanned document is available in Epic, the 
original document should be placed in the departments’ secure shred bin.  
 
 (B) Purpose of Policy     
  
To ensure the destruction of PHI paper documents that are part of the legal medical record are carried out in a manner that 
ensures that paper documents are viewable in the electronic medical record prior to destruction.     
  
(C) Procedure   
  
1. The confirmation of the scanned document availability is the responsibility of the person scanning the document  
2. Paper medical records will be destroyed in secured shred bins  
3. HIM maintains a destruction log of charts no longer requiring retention per policy number 3364-90-16  
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