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DEPARTMENT O GeERErAL SERVICES
Records Monagoment Division

RECORDS RETENTIOK ARD DISPOSAL SCHEDULE

SCHLOULE

Mo 1173

PAGE

PACE ) of 2

Medical Care Compliance Administration — DHMH

Division of Long Term Care

Community Services

AGENCY

DI VISION

ltem

No.

Description

Retention

1

Home Health SURS Cases - Record consists of SURS case
record and exception logs. MMIS Provider File, re-
ports, Home Health Certificates and Treatment Plans

Homé Health Provider Agency Files - Records consist of
correspondence between DHMH and the Provider Agency.

Home Health Recipient Files - Records consist of Pre-
authorization for home health, worksheets, medical
records requests, certificates and treatment plans.

Home Health Unapproved Recipient Preauthorization
Records consist of Home Health Service requests,
certificates, treatment plans, and correspondence
to Provider Agency.

Personal Care SURS Cases - Records consist of SURS
Provider Exception Log, SURS Claim Detail reports, .
MMIS data, CAse Manager records and provider records.

Personal Care Case Mghager Files — Records consist of
Personal Care Services applications and plans of care,
cases reviewed sheets, provider's record, computer
printouts and correspondence. )

Personal Care Provider Files - Records consist of
Personal Care Provider Applications and reference
letters, agreements, invoices, contact sheets, corres-
pondence, and termination notices.

Retain in office until

case has been completed ang
for 2 years thereafter;
transfer to Records Ctr.
for additional two years;
then destroy.

Retain in office for 5
years after service acti-
vity ceases and then destrg

Retain in office for 1 yeaf'

after service ceases, trang
fer to Records Ctr. for
additional 4 years; then
destroy.

Retain in office for 1 yean
transfer to Records Ctr. fod
additional 4 years, then
destroy.

Retain in office until case
completed and for 2 years
thereafter; transfer to

Records Ctr. for additional
3 years; then destroy.

Retain in office for 5 year]
after service ceases and
destroy.

Retain in office for 2 year
after service ceases; then
transfer to Records Ctr. fo
additional 3 years; then
destroy.
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8

Personal Care Recipient Letters - Records consist of
Personal Care Service Applications, Plans of Care, request
for level of care, level of care preauthorization, request

for .transfers of case management, log books, MMIS data and
providers' records.

Retain in office for two years
after service ceases then trans{
fer to Records Center for an

additional three years; then
destroy.
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INSTRUCTIGHNS- -TYPE OR PRINT A

SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD
1™ RECORDS RETENTION SCHEDULE
GS 350-1)

DEFARTMENT OF GENERAL SERVICES -
727% WATERLOO ROQAD
P.O. BOX 275
JESSUP, MARYLAND 20794

PAGE _ 1 oF 8

| 1. DEFARTMENT/AGENCY
- DHMH/MCCA

B

2. DIVIsSION S. WNIT

Long Term Care Community Services

DEFINITION -RECORD SERIES-A GROUP OF RELATED RECORDE NORMALLY FILED AND USED AS A UN}T FOR

4. RECORD SERIES TITLE

Home Health SURS Cases

REFERENCE AS RELL AY RETENTION AND DlﬁPOSlT'ON PURFOSES

5. EARLIEST YEAR/LATEST YEAR
1985 TO0 _1988

6. RECORD SERIES DESCRIPTION (anlerv DESCRIBE THE YYPES OF INFORMATION/DOCUMENTS/FORMS FOUND

. ‘IN THE SERIES. . INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES)
Folder consists of a '":SURS Provider Exception Log'" attached to the left inside flap of the

folder. Contents would include "SCU Case Record Log'" (DHMH 1185V),"SURS Case File Summary
“Sheet'" (DHMH 1185KK), "Contact Record” ( DHMH 1185W), "Corrective Action Report' (DHMH 1185X),
Request for Medical Record 1etter, "Home Health Certification & Plan of Treatment' (HCFA 485),

MMIS Provider File, and SURS Provider Exception Profile Report. Once the case is investigated,
a "Final Decision Report" (DHMH 1185Y) is written to summarize the investigator's findings.

7. RECORD SERIES FORMAT(S)
WXLETTER S1ZE O MICROFILM
‘IDIJnnm SI1ZE 0O COMFUTER TAPE
BOUND BOOK O FLOPPY DISK
0O AuD10 TAPE 0O VIDEO TAPE

0 OTHER(SPECIFY)

-

8. RECORD SERIES SEQUENCE 9. VOLUME

X8 ALPHABETICAL @ FILE DRAWER(S) )
O MICROFILM REEL(S)

_ﬁjdLj; O COMPUTER TAPE(S)
» NUMBE
O CHRONOLOG I CAL, ) 0 OTHER({SPECIFY)

0 NUMERICAL

O GEOCRAPHICAL -
10. ANNUAL ACCUMULAT ION

O OTHER(SPECIFY) A FILE DRAWER(S)

£ O MICROFILM REEL(S)

nun-ﬁ'0 COMPUTER TAPE(S)
0 OTHER(SPECIFEY)

1.
1 FILE IS USED 12. FILE BECOMES INACTIVE AFTER after
O pAlLY O WEEKLY & MONTHLY Lwo O MonTH(S) ' XX yEar(s) cOompletion
RUREBER

13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 14. ‘1S RECORD SERIES DUPLICATED ELSEWHERE?

300 W. Preston Street - 3rd floor ti1r ves, sPeciry raency onr orrice)

Room 308 0O vyEs X8 NO
15. ACCESS RESTRICTIONS 2 yES 0 Nno 16. AUDIT REQUIREMENTS

{1r ves, ciTE LAW(8) & REGULATION(S)

COMAR 10.01.08

O NoNE O STATE XX FEDERAL O INDEPENDENT

-

17. IS AN INDEX SYSTEM USED? (1r vEs.m>rLAIN
BREIEFLY AKD DESCRIEE ANY HARDWARE/SOFTWARE )

o0 yes B no

18. RECOMMENDED RETENT ION
Retain in office until case has been com-
pleted and for two (2) years thereafter.
Then transfer to State Records Center for
three (3) years and destroy.

19. NAME AND TITLE OF PREPARER
Judith A. Angell

Administrative Specialist

b

20. TELEPHONE NUMEER 21. DATE - -
225-1448- ' - 7/18/88

DCS 550-4 {REVISED ;In7\

|




S XIS

INSTRUCTIGNS - -TYPE OR PRINT A DEFARTMENT OF GEMERAL SERVICES
SEPARATE FORM FOR EACH NEW OR RECORDS MANAGEMENT DIVISION AGENCY RECORDS INVENTORY
REVISED RECORD SERIES. FORWARD 7275 WATERLOO ROAD

ITH RECORDS RETENTION SCHEDULE P.O. BOX 275 2 8

G5 550-1) JESSUP, MARYLAND 20794 PN : -
1. DEFARTMENT /AGENCY 2. DIVISION s, wIT

DHMH/MCCA Long Term Care Community Services
DEF INIT1ON -RECORD SER‘ES-A GROUF OF RELATED RECORDS NORMALLY FILED AND USED AS A UN.IT FOR

REFERENCE AS W®EL! AS RETENTION AND DISPOSJTION PURFOSES ~

-

4. RECORD SERIES TITLE 5. EARLIEST YEAR/LATEST YEAR
1985 +yo 1988

Home Health Provider Agency Files

B
6. RECORD SERIES DESCRIPTION | RIKFLY DESCRIBE THE TYPES OF INFORMATION/DOCURENTS /FORME FOUND
‘IN THE SERIES. . INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES)

Folder consists of correspondence between the Department and the Provider Agency.

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
£XLETTER S1ZE O MICROFILM BXALPHABET I CAL BxFILE DRAWER(S)
o o O MICROFILM REEL(S)
LEGAL SIZE COWMFUTER TAPE 0 NUMERICAL O COMPUTER TAPE(S)
NU’MBEE o
BOUND BOOK O FLOPPY DISK O CHRONOLOGICAL . OTHER(SPECIFY)
O AuD1O TAPE 0D VIDEO TAPE 0O GEOGRAPHICAL

10. ANNUAL ACCUMULAT ION
.0 OTHER(SPECIFY) O OTHER({SPECIFY) 8 FILE DRAWER(S)

: 1/2 O MICROFILM REEL(S)
FGé‘Taz 0 COMPUTER TAPE(S)

0O OTHER(SPECLEY )

11 alter
* FILE 1S USED 12. FILE BECOMES INACTIVE AFTER SarilEy
BXDAILY O WEEKLY O MONTHLY - !fl"e O MONTH(S) X8 YEAR(S) Activity
. ceases 1o
13, CURRENT LOCATION(S) (BLDG.,FLOGWR,ROOM) 14. 15 RECORD SERIES DUPLICATED ELSEWHERE? #
300 W. Preston Street - 3rd floor f1r vyEs, sPeECIFY 2GENCY OR OFFiIcE)
0 yEs EXNO
Room 308
15. ACCESS RESTRICTIONS EXYES O noO S AR -
(1r vyes, ci7e Law(s) & rReGuLATION(S)
BXNONE O sTATE O o
COMAR 10.01.08 FEDERAL INDEPENDENT

17. IS AN INDEX SYSTEM USED? (t¥ yEs.e>rLAIN

18. RECOMMENDED RETENTloN- Retain in office
BEIEFLY AND DESCRIEE ANY HARDWARE/SOFTWARE )

for five (5) years after service activity

o Ygs H no ceases and then destroy.
19. NAME AND TITLE OF, PARER 20. TELEPHONE NUMEER 21. DATE

Judith A. Angell .

Administrative Specialist 225-1448 7/18/88

DGS 3550-4 (REVISED 2/87)
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INSTRUCTIGNS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FOR«ARD
TH RECORDS RETENT ION SCHEDULE

DEFARTMENT OF CGENERAL SERVICES
RECORDS MANAGCEMENT DIVISION
7275 VWATERLOO ROAD
P.O. BOX 273

. N7%

AGENCY RECORDS INVENTORY

PAGE _3 OF _§

1. DEFARTMENT /AGENCY
DHMH/MCCA

JESSUP, MARYLAND 20794

2. DIVISION
Long Term Care

3. T
Community Services

i DEFINITION-RECORD SERIES-

A GROUF OF RELATED RECORDS NORMALLY FILED
REFERENCE AS RELL A8 RETENTION AND DISPOS

AND USED AB A UNIT FOR
JTION PURPFOSES

;i 4. RECORD SERIES TITLE

Home Health Recipient Files

5. EARLIEST YEAR/LATEST YEAR
1985 TO 1988

|
]
! GS 350-1)
;
i
i
1
i
i
i
i
i

flap of the folder.

Information Addendum"

‘IN THE SERIES.

6. RECORD SERIES DESCRIPTION (BRIKFLY DESCRIBE THE TYPES OF INFORMATION/DOCMNTB/FOR‘HB FOUND
INCLUDR THE PURPOSBE OR FUNCTION OF THE SERIES]
Folder consists of a Home Health Preauthorization Flag Sheet attached to the left inside
Contents would include "Preauthorization Request for Home Health
Services" (DHMH 3339), a worksheet, letter requesting medical records,
Certification and Plan of Treatment" (HCFA 485), and "Plan of Treatment Update and Patient
(HCFA 487).

"Home Health

7. RECORD SERIES FORMAT(S)

¥ LETTER S1ZE 0 MICROFILM

‘LEGAL SIZE

0 pounD BOOK

0 COWMFUTER TAPE
0 FLOPPY DISK
0 AUDIO TAPE O VIDEO TAPE

O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE
& ALPHABETICAL
O NUMERICAL
O CHRONOLOG!CAL,
0 GEOGRAPHICAL

O OTHER(SPECIFY)

9. VOLUME
¥ FILE DRAYER(S)
O MICROFILM REEL(S)

eight O COMPUTER TAPE(S)
NUMBER 0 oTHER(SPECIFY)

10. ANNUAL ACCUMULAT ION
B FILE DRAWER(S)
a
two MICROFILM REEL{S)

|
RUNMBER O COMPUTER TAPE(S) '

|

D OTHER(|SPECIEY)

COMAR 10.01.08

(1r yes, ci1TE LAR{8) & REGULATIONIS)

11 e(LE 1S USED ) 12. FILE BECOMES INACTIVE AFTER after servic
& DAILY O wWEEKLY O MONTHLY one O MONTH(S) 8 YEAR(g[ceases |
13. CURRENT LOCATION(S) ({BLDG.,FLOOR,ROOM) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE?
300 W. Preston Street ~ 3rd floor tir ves, sreciry reency or orrice)
Room 308 0 ves X No ‘
15. ACCESS RESTRICTIONS B YES 0O No 16. AUDIT REGUIREMENTS

0 NoNE D STATE U FEDERAL O INDEPENDENT

O YEs & NO

17. IS AN INDEX SYSTEM USED? (1w Yes.E>PLAIN
BEIEFLY AND DESCRIBE ANY HARDRARE/SOrTware )

18. RECOMMENDED RETENT ION
Retain in office for one (1) year after
service ceases.
State Records Center for four (4) years
and destroy.

Then transfer to the

19. NAME AND TITLE OF PREPARER

Judith A. Angell ¥
Administrative Specialist

20, TELEPHONE NUMEER

225-1448

21. DATE

8/25/88

DGCS $50-2 {weviaro /7. 1Y

—
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INSTRUCTIGRNS--TYPE OR PRINT A DEFARTMENT OF GEMERAL SE .
' SEPARATE FORM FOR EACH NEW OR RECORDS MANACGEMENT DlVl:\l,é:Es AGENCY RECORDS INVENTORY
REVISED RECORD SERIES. FORWARD 7275 WATERLOO ROAD
ITH RECORDS RETENT1ON SCHEDULE P.O. BOX 275
GS 550-1) JESSUP, MARYLAND 20794 PAGE 4 OF 8
| 1. DEFARTMENT/AGENCY 2. piviston S$. UNIT
DHMH /MCCA LONG TERM CARE COMMUNITY SERVICES

DEFINITION-RECORD SERIES-A GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR

REFERENCE AS WELL AS RETENTION AND DISPOS|TION PURPOSES . Ry

. P N .

4. RECORD SERIES TITLE B C 5. EARLIEST YEAR/LATEST YEAR
Home Health Unapproved Recipient Preauthorizations 1985 o 1988

i
i
%
; 6. RECORD SERIES DESCRIPTION (BRIIFLY DESCRIBE THE TYPES OF INFORMATION/DOCUMENTS/FORMS FOUND
‘IN THE SERIES. . INCLUDE THE PURPOSE OR FUNCTION OF YHE BEFIES )

Folder contents 1nc1ude a "Preauthorization Request for Home Health Services" (DHMH3 3
; "Home Health Certification and Plan of Treatment' (HCFA 485), and any correspondence to the
! -provider agency. ) . -

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
IXLETTER SI1ZE O MICROFILM B ALPHABETICAL . T FILE DRAVWER(S)
. O MICROFILM REEL(S])
q LEGAL S1ZE 0O COMFUTER TAPE 0O NUMERICAL one oc R T (s)
: NUMBER
BOUND BOOK O FLOPPY DISK 0 CHRONOLOGICAL, O OTHER(SPECIFY)
0O AuDlO TAPE [ VIDEO TAPE 0 GEOGRAPHICAL

10. ANNUAL ACCUMULAT ION
o d
A OTHER( SPECIFY) O OTHER(SPECIFY) 8 FILE DRAWER(S}

1/2 O MICROFILM REEL(S)
;;‘Gé‘ﬁg O cOMPUTER TAPE(S)

O OYHFR(SPECIFY)

11.
FILE IS USED 12. FILE BECOMES INACTIVE AFTER
8 palLY O WEEKLY O MONTHLY - one O monNTH(S) ' *8 yEar(s
NUNBER ts) EARLS)

13. CURRENT LOCATION(S} (BLDG.,FLOOR,ROOM) 14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?

300 W. Preston Street - 3rd floor {1r vye=s, SBPECIFY 2GENCY OR OFrice)

Room 308 _ 0 yEs ¥ NO
15. ACCESS RESTRICTIONS L YES 0 No 16. AUDIT REQUIREMENTS

(1r yes, cive LAw(B) & rEGULATION(SE)

COMAR 10.01.08 IXNONE O STATE O FEDERAL O INDEPENDENT

17. IS AN INDEX SYSTEM USED? (IF yES.e>pLAIN

8. RECOMME
BEIEFLY AND DESECRIEER ANY HANDWARE/ SOFTNWARE ) ! MDED FETENT 10N

Retain in office for one (1) year. Then
transfer to the Staté Records Center for
four (4) years and destroy.

0 yEs  pno

19. NAME AND TITLE OF PARER 20. TELEPHONE NUMEER .
Judith A. Angell 2{ DATE
Administrative Specialist 225-1448 ) 7/18/88

DCS 550-4 (REVISED 2/87)
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INSTRUCT IGNS - -TYPE OR PRINT A

SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD
I'™ RECORDS RETENTION SCHEDULE
GS 550-1)

DEFARTMENT OF GENERAL
RECORDS MANACEMENT DIVISION
7275 WATERLOO ROAD
P.O. BOX 275
JESSUP, MARYLAND 20794

SERVICES

AGENCY RECORDS INVENTORY

PAGE __ O oF 8

1. DEFARTMENT /AGENCY
DHMH /MGCA

2. Dlvision

i

LONG TERM CARE

UNIT
COMMUNITY SERVICES

3.

DEFINITION-RECORD SERIES-” ®FOUF

OF RELATED RECORDS NORMALLY FILED

AND USED AS A UNIT FOR oL

4.

REFERENCE AS RELL AS RETENTION AND DISPOS

ON £ . B

i RECORD SERIES TITLE 5. EARLIEST YEAR/LATEST YEAR
! Personal Care SURS Cases 1981 o 1988
i —
i 6. RECORD SERIES DESCRIPTION (BR'XTLY DESCRIBE THE TYPES OF INFORMATION/DOCUMENTS/FORMB FOUND
‘IN THE SERIES. . JNCLUDE THE PURPOSE OR_FUNCTION OF THE SEIIES]
Folder consists of a "SURS Provider Exception Log' attached to the left inside flap of the
folder. Contents would include SURS Claim Detail,"SCU Case Record Log'" (DHMH1185V), ''SURS
. Case File Summary Sheet" (DHMH 1185KKY, Contact Record, "Corrective Action Report' (DHMH 1185
X), MMIS Provider File, MMIS Provider Location Segment, correspondence regarding the case,
and "Final Decision Report' (DHMH 1185Y). The case manager record would also include Case .Mgr.
Medical Record Review. The provider record would also include '"Personal Care Services Agree-
ment' (DHMH 307), "Case Manager's ‘Care Plan ' (DHMH 306), '"Provider Instructions "(DHMH 310),
Provider's Record" (DHMH 311), and MMIS Provider Category Segment.
7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
& LETTER SI1ZE O MICROFILM X ALPHAEBET1CAL X2 FILE DRAYER(S) )
O MICROFILM REEL(S)
LEGAL SIZE 0O COMFUTER TAPE 0 NUMERICAL two _ O COMPUTER TAPE(S)
: NUMBER
EOUND BOOK O FLOPPY DISK O CHRONOLOGICAL, NUMEER o orHER(SPECIFY)
O AUDIO TAPE O VIDEO TAPE O GEOGRAPHICAL :
10. ANNUAL ACCUMULAT ION
_\P OTHER( SPECIFY) 0 OTHER(SPECIFY) XX FILE DRAWER(S)
one O MICROFILM REEL(S)
RUMSER O COMPUTER TAPE(S)
D OTHER(SPECIEY)

1. giLE 1S USED 12. FILE BECOMES INACTIVE AFTER i
3] o two X% after '
DAILY WEEKLY ¥ moNTHLY - - D MoNTH(S) YEAR(S) completion |
13. CURRENT LOCATION(S) {BLDG.,FLOOR,ROOM) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE?
300 W. Preston Street, 3rd floor f1r ves, sPeciry sraency orR orrice)
Room 308 O vyEs & No
15. ACCESS RESTRICTIONS X3 YES 0O no 16. AUDIT REGUIREMENTS

{1r YEG, c1TE LAn(8) & rREGULATION(S)
COMAR 10.01.08

0O NonE O STATE XX FEDERAL O INDEPENDENT

-

17. 1S AN INDEX SYSTEM USED? (tr yEs.e>PLAIN

BEIEFLY AND DESCRIEE ANY HARNDWARE[SOFTWARE )

o yes ¥ no

18. RECOMMENDED RETENT ION

’ Retain in office until case has been com-
pleted and for two (2) years thereafter.
Then transfer to the State Records Center

for three (3) years and destroy.

19. NAME AND TITLE OF

Judith A. Angell
Administrative Specialist

PARER 20.

225-1448"

TELEPHONE, NUMEER

21. DATE - ) .

7/19/88

DGS 3550-4 {REVISED 2/87)1
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INSTRUCTIGHNS --TYPE OR PRINT A
SEPAIATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD
TH RECORDS RETENT ION SCHEDULE

DEFARTMENT OF GENERAI. SERVICES
RECORDS MANAGEMENT DIVISION
72785 WATERLOO ROAD
P.O. BOX 275

AGENCY RECORDS INVENTORY

G5 350-1)

JESSUP, MARYLAND 20794

PACE __ 6 OF _§8

1. DEFARTMENT /AGENCY 2,
DHMH/MCCA

DIVISION

Long Term Care

3. wNIT
Community Services

: A GROUPF rCco
CEFINITION-RECORD SERIES - u OF RELATED R RDB NORMALLY FILED
REFERENCE AS WELL AD RETENTION AND DISPOSITION PURPOSES

AND USED A8 A UNIT FOR

i 4. RECORD SERIES TITLE

Personal Care Case Manager Files

5. EARLIEST YEAR/LATEST YEAR
1981 TO 1988

|
|
|
E

IN THE SERIES.

Folder would include "Personal Care Services Application and Plan of Care (DHMH 302),
"Provider's Record" (DHMH 311), "Contact Sheet" (DHMH 328), correspondence regarding
"Case Manager Record Review, and "Cases Reviewed Sheets."

the case, computer printouts,

6. RECORD SERIES DESCRIPTION (BRIKFLY DESCRIBE THE TYPES OF INFORM.ATION/DOCUHENTS,FORM’B FOUND

JNCLUDE THE PURPOSBE QR FUNCTION OF THE BEY.’IES)

7. RECORD SERIES FORMAT(S) 8.
X LETTER S1ZE O MICROFILM

‘I’LEGAL S1zE 0O COMFUTER TAPE
0O pounp BOOK 0O FLOPPY DISK
0O AuDlO TAPE U VIDEO TAPE

0 OTHER(SPECIFY)

RECORD SERIES SEQUENCE 9.
£ ALPHAEETICAL

0O NUMERICAL

D CHRONOLOG I CAL
O GEOGRAPHICAL

O OTHER(SPECIFY}

VOLUME

0D FILE DRAYER(S)

O MICROFILM REEL(S)
O COMPUTER TAPE(S)
NUMBER 0 oTHER(SPECIFY)

one

10. ANNUAL ACCUMULAT ION

X0 FILE DRAYER(S)
3 O MICROFILM REEL{S)

RONMEER 0 COMPUTER TAPE(S) ;

O OTHER(SPECIFY)

1. piLE 15 USED 12. Fl1E BECOMES INACTIVE AFTER after servic;
O DAILY O WEEKLY 8 mMoNTHLY five O MONTH(S) ® YEAR(S | oa5es. |
13. CURRENT LOCATION(S) {BLDG.,FLOOR,ROOM) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE?

tsr vyes, sPreciry raency or orrice)

300 W. Preston Street - 3rd floor
0 vyEs @ NO
Room 308
15. ACCESS RESTRICTIONS ® YES O NO 16. AUDIT REQUIREMENTS
{1r vyes, ci1TE LAw(8]) & REGULATION(S)
bs ] o
COMAR 10.01.08 NONE STATE 0O FEDERAL O INDEPENDENT
17. IS AN INDEX SYSTEM USED? {tr YES.E»PLAIN

BEIEFLY AND DESCRIBE ANY HANDWARE/SOFTWARE }

0 YES X NO

RECOMMENDED RETENT 10N

Retain in office for five (5) years after
service ceases and destroy.

19. NAME AND TITLE OF PREPARER

Judith A. Angell
Administrative. Specialist

20,

225-1448

TELEPHONE NUMEER

21. DATE

8/25/88

DGS %50-4 (nmEwicro /.00

([

—
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INSTRUCTIGNS--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD
¥WiTH RECORDS RETENT ION SCHEDULE

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROQAD
P.O. BOX 278
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE 71 ___ofF _8

Qacs 550-1)

1. DEFARTMENT/AGENCY
DHMH /MCCA

2. DIVISION

LONG TERM CARE

3. WIT
COMMUNITY SERVICES

CEFINITION-RECORD SERIES-

A GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR . "
REFERENCE AS WELL AR RETENTION AND DISPOSITION PURPFOSES Toe e atEY

. O T R

' 4., RECORD SERIES TITLE

Personal Care Provider Files

5. EARLIEST YEAR/LATEST YEAR -
1981 o 1988

4N THE SERIES.

Folder would include "Personal Care Provider Application " (DHMH 318), "Reference Letter"
(DHMH 319), "Personal Care Service Agreements" (DHMH 307), "Notice of Termination" (DHMH..314),
. "Contact Sheet" (DHMH 328), "Provider Invoice' (DHMH 248), "Provider Pending Statement" (DHMH
4088), recovery letters for invoice problems, and correspondence pertaining to the provider.

6. RECORD SERJES DESCRIPTION (BRIIFLY DESCRIBE THE TYPES OF lNFOR‘MATION/DOCUH!N'I‘B,FOR“B FOUND

INCLUDR THE PURPOSE OR FUNCTION OF THE SEI?IZS’

7. RECORD SERIES FORMAT(S)
X LETTER S1ZE O MICROFILM
q LEGAL SIZE 0O COMFUTER TAPE
BOUND BOOK U FLOPPY DISK
0O AunplOo TAPE 0O VIDEO TAPE

.0 OTHER(SPECIFY)

-

8. RECORD SERIES SEQUENCE 9.
AX ALPHABET ICAL
0 NUMERICAL
0 CHRONOLOGICAL
0 GEOGRAPHICAL

O OTHER({SPECIFY)

VOLUME

XX FILE DRA¥WER(S) .

D MICROFILM REEL(S)
nineteer cCOMPUTER TAPE(S)
NUMBE

0 OTHER({SPECIFY)

10. ANNUAL ACCUMULAT ION
¥ FILE DRAWER(S)
four O MICROFILM REEL(S)
RUKEER O COMPUTER TAPE(S)

0 OTHER|{SPECIEY )

1.
FILE 1S USED 12. FILE BECOMES INACTIVE AFTER F
(o] n- .
DX DAILY 0 WEEKLY O MONTHLY two O MONTH(S) %FYEAR(S) act}v1ty.

13. CURRENT LOCATION(S) (BLDG..FLOOR.F&OM)

14. 1S RECORD SERIES DUPL ICATED ELSEWHERE? :

300 W. Preston Street - 3rd floor tir ves, srPeECciFY rGENCY OR OFFicE) :
Room 308 o yes *¥nNo
15. ACCESS RESTRICTIONS XX YES O Nno 16. AUDIT REQUIREMENTS

{(tr vyes, civE LAn(s8) & reEcuLATIONS)

COMAR 10.01.08

XNoNE O STATE D FEDERAL [ INDEPENDENT

17. 1S AN INDEX SYSTEM USED? [1r yEg.Em>pLAIN
BEIEFLY AKNKD DESCRIEER ANY MHDEARE/SOFTWARE)

0 YyEs OXX pNO

18. RECOMMENDED RETENT ION
Retain in office for two (2) years after
service ceases. Then transfer to the
State Records Center for three (3) years
and destroy.

19. NAME AND TITLE OF
Judith A. Angell
Administrative Specialist

PAKER 20.

22551448

TELEPHONE NUMEER

21. DATE

7/19/88 N
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INSTRUCTIGNS--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
¥W1lTH RECORDS RETENTION SCHEDULE

DEFARTMENT OF GENERAL SERVICES
RECORDS MANACGEMENT DIVISION

AGENCY RECORDS INVENTORY

72785 WATERLOO ROQAD
P.O. BOX 2753
JESSUP, MARYLAND 20794

pace _8 ofF _8

,)GS 550-1)

1 . DEFARTMENT/AGENCY
DHMH /MCCA

2. plvision
Long Term Care

UNIT )
Community Services

DEF INIT1ON - RECORD SER]ES'A GROUP OF RKL’TED RECORDS NORMALLY FILED
o . REFERENCE AS WELL ABS

4. "RECORD SERIES TITLE

T U I Ce e e

Personal Care Recipient Letters

AND USED AS A UNIT FOR
RETENTION AND DISPOSITION PURFOSES T e

5. EARLIEST YEAR/LATEST

| - .

“Nu;tu-
DHAYHER e
AL ':’-A)‘_; AR

YEAR

1981 oo 1988

IN THE SERIES.

an o

RECORD SERIES DESCRIPTION (nnlerY DESCRIBE THE TYPES OF INFORMATION/DOCUMENTS /FORMS FOUND

.. INCLUDE THE PURPOSE
Folder would include '"Personal Care Services Application and Pl

"Request for Level 2/Level 3 Personal Care Services" (DHMH 3024), '"Case Manager's Care Plan"
. (DHMH 306), "Provider Instruction" (DHMH-340), "Provider's Record" (DHMH 311), "Personal Care
Service 60 Day Care Review'" (DHMH 313), "Contact Sheet'" (DHMH 328), Recipient Preauthorization

G i e

Letter for Level 2 and 3, correspondence, Request for Transfer of Case Management Service, .
recipient log : books, and MMIS Recipient History Summary and History Inquiry.

7. RECORD SERIES FORMAT(S)
LETTER SIZE O MICROFILM
LEGAL S1zE O COMFUTER TAPE
BOUND POOK 0O FLOPPY DISK
O AUDIO TAPE 0O VIDEO TAPE

o

OTHER( SPECIFY)

VOLUME

XX FILE DRAYWER(S)

O MICROFILM REEL(S)
0O COMPUTER TAFPE(S)
O OTHER{SPECIFY)

four
NUMBER

8. RECORD SERIES SEQUENCE 9.
XX ALPHABETICAL
o NUMER‘ICAL
O CHRONGLOGICAL
0 GEOGRAPHICAL ‘0

0 OTHER(SPECIFY)

. ANNUAL ACCUMULAT ION
XX FILE DRAWER(S)
one O MICROFILM REEL(S)

RGMGeER O COMPUTER TAPE(S)
0 OTHER(SPECIFY )

1. FILE IS USED

 paiLy O wEEKLY

12. FILE BECOMES

O MONTHLY Lwo

INACTIVE AFTER a
D MONTH(S)

fter
service i
XX YEAR(S) Ceases |

13. CURRENT LOCATION(S) (BLDG..FLOOR,RDOM)

14. 1S RECORD SERI

ES DUPLICATED ELSEWHERE?

300 W. Preston Street, 3rd floor t1r ves, sPECIFY saENCY OR OFFice)
Room 308 0 YEs x8 NO
15. ACCESS RESTRICTIONS x& YES 0O Nno 16. AUDIT REQUIREMENTS

(1r yes, ci1ve LAw(B) & rrGuLaTiON(S)

COMAR 10.01.08

XB NOoNE O STATE

o FEDERAL O INDEPENDENT

17.

0 YyEs ¥X NO

IS AN INDEX SYSTEM USED? (t1r vEp.e>pLan
BEIEFLY AND DESCRUBE ANY HARDRWARE/ SOFTWARE )

destroy.

RECOMMENDED RETENT 1ON

Retain in office for two (2) years after
service ceases.
Records Center for three (3) years and

Then transfer to the State

19. NAME AND TITLE OF PREPARER

Judith A. Angell
Administrative Specialist

b

20,

TELEPHONE. NUMEER 21

225-1448°

. DATE

7/19/88

DCS 350-4 (REVISED 2/87)




