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Individual folders for each claim filed with Work-
men's Compensation Cormission., Each folder contains
all or some of the following: : .

&, Name of.injured employee

‘b, Case number and statistical coding
information

c. Accident report
d. Claim form

‘e« Formal orders and awards of the Worxnen'
Compensation Corrmission

f. Investigative reports
< Police reports
'_h...Medical reporté |
1. Doctor énd.hospital billsA
Jo Correspondence
k. Legal pleadings
;. Case'evaluétion Summary and menos

Employee Folders ~ Regular and State

An individual folder is created for an employer to
record the name, date and file number of each injured
employee. The folder or folders, contain all accident
reports and related medical reports and billse

|four (LL) years thereafter,
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l}lcol? Description Retention
1 |Closed Claim Folders ~ Regular and State

Retain in office for six (6)
years, transfer to a State
Records Centsr for forty-

then de stroy.

Retain in office for five
(5) years, transfer to a
Stete Records Center for
fifteen (15) additional
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FORM- RM- 1A REGORDS RETERTION AND DBPGSQLSGHEDULE SCHEDULE
7ﬁv.”35 (CONTINUATION SHEET) Ro. 69011
PAGE ,
No. 20of 3
item g
lii Description - Retention
3 (Name File Index Cards - State and Regular Ewployees
This file series is 2 cross index file with the Retain in office for six (6)
claim folders. The file is arranged according to name | years, transfer to a State
of injured envlcyee. 3% by S"‘cards contain the follow- | Records Center for forty-four
ing data: ' (LL) additicnal years, then
: , destroy.
&, Name of injured‘employee .
~b. HName of employerf.
c. Date of injury
d. File nurber
e. Injury code
f. Name of claim control unit
li {Cancelled Clzim Checks

The cancelled checks are necessary for proof of pay-
ment after settlement has been made.

Policyholder Master Tndex File

~——

" This record contains policyholderfé nane - and address
and includes manual class numbers, It is filed alpha-
betically by policyholder's name,

Merlt Rate Listing

This record is a coumpuber run of historical informa-
tion on each policy used to arrive at the actual rate
charged the enployer,

Policy Folders ' L,

A folder is prepared for each policyholder using the
insurance facilitlies of the State Accident Fund. Docu~-
ments filed in the folder are:

a, Application for insurance
: b.' Payroll report

¢, Jnvoice

Retain chec&é in State Records
Center for forty (LO) Jears,
then deqtroJ.

Retain in office until policy
is cancelled, transfer to a
State Hecords Center for ten
(10) additional years, then
destroy.

Retain in office for two (2)
years, transfer to a State
Records Center for two (2)
additional years, then destroy.d

Remove bad debit folders.
tain all other records in
office until policy is can-~
celled, transfer to a State
Records Center for ten (10)
years thereafter, then destroy.

Re-

”
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. t Description Retention

10

d. Payroll audit sheet

e, Cancellalion order

Claims Docket
The dockets are arranged in numerical sequence by the
fiscal years ,The_dockets show the following information:
a. Naﬁe of claimant |
bo Date of docket
ee }hnuallnunmerAi
d. Claim ﬁuMber |
e. - Social Security number )
£, AIﬁjnry code

Claims Ledzer

ledger is filed by policy number. This
contains the following information:

The claims
record series

a. Check number
- be. Claim number

c; Néme of élaimant |

d, Period coveréd by‘check
| e. Date of injury:

f. Date of check

g. Amount of check.
h, Policy number - - L

Status Journals

This record contains the history of any payments
and adjustments made to policyholder accounts. Also
included are manual numbers, records, or any refunds,
and status of account,

| Records Center for forty-

Retain in office for two (2)
years, transfer to a State-

eight (48) additional years,
thgn destroy.

Retaln in office while active,
transfer to a State Records
Center to total fifty (50)
years, then destroy.

Retain in office for two (2)
years, retire to a State
Records Center for ten (10)
additional years, then destroy
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