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Records Management Division

RECORDS RETENTION AND DISPOSAL SCHEDULE

SCHEDULE-
NO.

1154
PACE
H0- i of i

Department of Health and Mental Hygiene - Divis ion of U t i l i z a t i o n & E l i g i b i l i t y Review

Item
No. Description Retention

Field Investigation Case Records

This series contains records pertaining to
investigations in the Medical Assistance and Pharmacy
Assistance Programs which address fraud and/or mistake
Each individual file contains documentation of the
adjudication of. the allegations or complaints,
concerning potential fraud or mistake. * »•

Recipient Case Management Records

This series contains records of determinations of
misutilization of Medical and Pharmacy Assistance
benefits by program recipients and of decisions made
regarding enrolling recipients in a case management
program.

General Files

The general file contains various categories*of data
required for information purposes, preparation of
statistics and budget formulation. It also includes
general correspondence, reports, budgets, records on
program development and policy formulation.

Retain in office for three
(3) years and until all
audit requirements have
been fulfilled, then send
to the State Records
Center for two (2) years,
then destroy.

Retain in office for three
(3) years and until all
audit requirements have
been fulfilled, then send
to the State Records
Center for two (2) years,
then destroy.

Retain permanently all
records pertaining to
program development and
policy formulation. Retain
all other material for
three (3) years, then
destroy.
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DEPARTMENT 07 GENERAL SERVICES
Records Management Division

AGENCY RECORDS ZHVENTORI Page No,

Departnent

Dept. of Health & Mental Hygiene

2. Division
Division of Utilization & Eligibility Review
3. Unit

*»• fiecord Series and Title: (Def. A group of records filed as a unit, used as a unit, and whic
•ay be transferred or disposed of as • unit.)

Field Investigation Case Records j

Description: (Give a brief description of a typical folder; include content, purpose,, and
form name (a) and nvunber(s).

This series contains records pertaining to
investigations in the Medical Assistance and Pharmacy j
Assistance Programs which address fraud and/or mistakeJ
Each individual file contains documentation of the |
adjudication of. the allegations or complaints, j
concerning potential fraud or mistake. ; . !

(NQtftt TTnft a aeparst* lnvwntnrv ihftgt fof f r h Bir^™* fi»^«*)
5. Present Volume on Hand (No. of file drawers)

nine file drawers

6. Estimated Accumulation (learly)
four file drawers

I

7« Audit Requirements
State £SJ
Federal £r^ ^Internal
Independent .1

i »iaaarnai t~j
!. Eatlmated Activity per File Drawers (Activity Ouide- HIGH (used dally)) MEDIUM (onco/tvice

Monthly) | LOW (less than once aonthly). )
Current Tear (£p M ̂L
After 1, Ir, H M (X^ After nhat year does activity beooae LOW Beginning of 2nd year.

9, Could Record Series be stored in the State
Records Center.

Uhens

IBS £

Aftsr audit.-

K>

10. Reooaaended Retention!
Until audit plus 2 years

• Inventory prepared by

Telephone Vunbart

Glendora L. Finch Date i 12/3/87
(Print Name)

225-167iL
DOS-BM-10 J/ttL



DEPARTMENT 07 GENERAL SERVICES
Records Management Division

AQENCT RECORDS IHVENTORT Page No.
-2_of 2-

Department
Dept. of Health & Mental Hygiene

2. Division
MCCA, Div. of Utilization & Eligibility Reviev

3. Unit

!*• Record Series and Title: (Def. A group of records filed as a unit, used as a unit, and vhic
•ay be transferred or disposed of as a unit.)

Recipient Case Management Records j

Description: (Oive a brief description of a typical folder; include content, purpose, and
form name(s) and number(s).

This series contains records of determinations of
misutilization of Medical and Pharmacy Assistance

: benefits by program recipients and of decisions made
• regarding enrolling recipients in a case management
program.

5.

6.

(Nnt«»t TJBP A

Present Volume on
25 file

Sstimated

Hand (No. of f i l e
drawers

Accumulation (Tearly)
6 file drawers

drawers) 7. Audit Requirements
State CU
Federal rrt rlnternal CJ
Independent 1

^External EZT
8. Estimated Actiilty per file Drawen (AcUvity Ouide- HIGH (used daily)) MEDIUM (one©/twice

r^ aonthly)} LOW (less than once Monthly). )
Current Tear ( H ) M L
After 1. Tr, H M (J) After what year does activity become LOW Beginning of 2nd year

9» Could Record Series be stored in the State
Records Canter.

Vhent

us c
After audit.

K>

10. Recommended Retention:

Until audit plus 2 years

• Inventory prepared by Glendora L. Finch
(Print Name)

De.tei 1 2 / 3 / 8 7

Telephone Wumbert 225-1678
0Q6-SM-10 3/81



DEPARTMENT 07 GENERAL 5SRYICSS
Records Management Division

AGENCY RECORDS XHVENTORT Page No.
_L_of i—

Department
Dept. of Health & Mental Hygiene

2* Division
MCCA, Div. of Utilization & Eligibility Review

3. Unit

**• Record Series and Title: (Def. A group of records filed as a unit, used as a unit, and vhic
•ay be transferred or disposed of as a unit.)

General Files

Descriptiont (Oive a brief description of a typical folder} include content, purpose, and
form name(s) and nuaber(s).

The general file contains various categories-of data
required for information purposes, preparation of
statistics and budget formulation. It also includes
general correspondence, reports, budgets, records on
program development and policy formulation.

fKnt̂ »« TTHA A Bftn&rate inv*»nfcorv sĥ #»t far A*rh RArnrvi S*r4i»ft̂

5« Present Volume on Hand (No. of file drawers)
ten file drawers

6. Estimated Accumulation (learly)
two file drawers

7« Audit Requirements
State tt
Federal /""/ ^Internal
Independent .. ., |

•External
8# Eatimated Activity per file Drawert (Activity Ouide- HIQH (need dally) j MEDIUM (once/twict

Monthly)} LOW (less than once Monthly). )
Certain papers are con-Current Tear (H/X, X»

After 1. Ir, H ® L After nhat year doea activity Uoone LOW s tan t iyref erred to other
b9W3TIIS™TOT" a f t e r l i y r s .

9* Could Record Series be stored in the State
Records Center.

IES /~"7 go rn
When:

10. Reooanended Retention!
Retain permanently all records pertaining to
program development and policy formulation. Ifeta:
all other material for three (3) yrs, then
destroy.

• Inventory prepared by

Telephone Kumbari

Date i
(Print Nane)

MS-JBM.0 0/81


