Department of General Services-State Records Center

RECORDS RETENTION AND DISPQSAL SCHEDULE

SCHEDULE
NUMBER 2427

PAGE 1 OF §

DEPARTMENT OF HEALTH & MENTAL HYGIENE

OFFICE OF OPERATIONS, ELIGIBILITY & PHARMACY (OOEP) ~ BENEFICIARY SERVICES ADMINISTRATION (BSA)

THIS SCHEDULE SUPERSEDES SCHEDULE NUMBER 934

ltem | Description of Records Series Authorized Retention Period & Instructions

1 | BENEFICIARY SERVICES — DIRECTOR’S OFFICE

1.1 Medical Assistance Eligibility Case Records
Emergency Services for Hlegal and ineligible Aliens

1.1A. Active Case Records ~ including
applications for MA emergency serwces &
related documentation

destroy
1. 1B Inactive Case Records— including

applications for MA Emergency Services &
related documentation

2 | DwvisioN OF ELIGIBILITY SERVICES

21 EI|g|b|I|ty Files
Files pertaining to specific Medlcal Ass:stance :
or potential Medical Assistance clients
concering inquiry, problem resolution, etc.
Files are maintained by recipient/client name
and may include various records and/or
documentation pursuant or relative to

and Request Memos for Log On IDs then destroy.

1.1A. Retain in office until case is closed or
becomes inactive. Retain in storage for
six (6) years from date closed and then

1.1B. Retain in storage for six (6) years, and then

destroy.
1.2 Medical Assistance Eligibility Case Records
Emergency Services for lllegal/ineligible Aliens
1.2A. Medical Records — including medical 1.2A. Retain in office until caseis closed or .
approval letters and-medical documentation becomes inactive. Place in storage for six (6)

years from closed date then destroy.

2.1. Retain for five (5) years, then destroy

eligibility.
2.2 Medicaid Eligibility Training 2.2 Retain in office until ID is deactivated. Once -
Files consisting of Data Access Secunty Forms ‘inactive, retain in storage for six (6) years,

APPROVED BY:(DHMH Official) DATE:

N (At € Aikesfsy

NAME/TITLE: CHARLES LEHMAN, EXECUTIVE DIRECTOI7/ 0

APR 1 3 2007 AUTHORIZED BY. '(STATE ARCHIVEQ_%T_E..QSMM

DGS 550-1 (DHMH 2002)
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DEPARTMENT OF HEALTH & MENTAL HYGIENE

OFFICE OF OPERATIONS, ELIGIBILITY & PHARMACY (OOEP) - BENEFICIARY SERVICES ADMINISTRATION (BSA)

item

Description of Records Series

Authorized Retention Period & Instructions

Division oF ELIGIBILITY WAIVER SERVICES

2.3 Medical Assistance Waiver Client Records

2.3.A. Active Client Files include applications

for program enroliment, form letters/
correspondence, requested verifications, i.e.,
birth certificates, social security cards,
insurance policies, bank statements, database
and eligibility file/system print-outs.

2.3.B. Inactive Client Files include applications
for program enroliment, form letters/
correspondence, requested verifications, i.e.,
birth certificates, social security cards,
insurance policies, bank statements,
database and eligibility file/system print-outs

KIDNEY DISEASE PROGRAM (KDP)

3A. Active KDP Reciplent Files maintained
alphabetically by recipient name containing
individual patient invoices from various medical
providers; information charts on patient status
and documents such Income Tax statements,
Medicare notice of eligibility, etc.

3.B.Inactive KDP Recipient Files maintained
alphabetically by recipient name containing
individual patient invoices from various medical
providers; information charts on patient status
and documents such Income Tax statements,
Medicare notice of eligibility, etc.

QuALIFY CONTROL UNIT

Quality Control Files include information from
medical assistance case file reviews used for

verifying/checking eligibility and claims, monthly

reports, etc.

2.3.A Scan hardcopy and validate. Retain
hardcopy for one (1) year then destroy.
Retain electronic version until client/case
becomes inactive or is closed. Save
electronic version for ten (10) years from
closed date, then destroy.

2.3.B. Retain hardcopy for five (5) years
then destroy. f scanned, retain
electronic version for ten (10) years then
destroy.

3.A Retain in office until case is closed or
becomes inactive. Retain in storage for
six (6) years from closed date, and until
all audit requirements have been met,
then destroy.

3.B.Retain in storage for six (6) years and

until all audit requirements are met, then
destroy.

4. Retain in office for two (2) years after
completion of review then transfer to
State Records Center for four (4) years
and until all audit requirements have
been met, then destroy.

DGS 550-1a [continuation] (DHMH rev. 2002)
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DEPARTMENT OF HEALTH & MENTAL HYGIENE

OFFICE OF OPERATIONS, ELIGIBILITY & PHARMACY (OOEP) — BENEFICIARY SERVICES ADMINISTRATION (BSA)

Item | Description of Records Series

Authorized Retention Period & Instructions

5 | DiviSION OF RECIPIENT ELIGIBILITY PROGRAMS (DREP)

A. CARES/MMIS Unit
Files include the following documents produced and/or
maintained by DREP for the purpose of estab-
lishing, deleting or maintaining Medicaid eligibility:
o Certification/Turnaround Document
¢ DHR/IMA 81 Administrative Error Report
¢+  HMFR-1942-R001 - Daily Certification/ Turn-
Around Document
s  HMMR 1184~Daily process summary— MMIS i
¢ HMFR 1946-R001-Non-CARES retrofit errors
HMFR 3300-R001 —~ Possible duplicate
recipient — birth/sex daily
s HMFR 9140-R001 — Recipient On-Line Cross
Reference Report
¢ HMFR 2000-R001-Monthly Count of Open&
Closed cases per eligibility system-CARES
o AIMS/AMF/State Only Recipient on-line update
control
¢ HMFR 9160-R001 - Open/closed cases per
coverage group per eligibility system ~CARES/
AIMS/AMF/State Only
¢ HMFR 1112-R001 - Counts by coverage group
per local health department
o HMFR 1110-R001 - Eligibility count of last
twelve months of MA eligibility
e HMFR 1120-R002 - Eligibility counts by
racelsex
*  HMFR 1120-R001 - Eligibility counts by age
e HMFR 1967-R002 — CARES/MMIS 1
Reconciliation report — Recipients active on
CARES not active on MMIS-II
+ HMFR 1968-R002 — CARES/MMIS-II
Reconciliation Report — Recipients active on
MMIS-ll - not active on CARES
e HMFR 9120-R001-Newborn report of cases
not processed by CARES-DHR EligibilitySys
DHMH 4541 — Conflicting Data Report
DHMH 1184 - Hospital Report of Newborns
HMMR 6761- S13 (Children under 19) ACE
cases with eligibility ending a specific month
* HMMR 6760 — P02 (Pregnant Women) ACE
cases with eligibility ending on specific month
e HMFM 1111-R001 - Eligibility Counts by
coverage group and resident county
* HMMR -1510-R001 - Counts by coverage
group and age of recipient

5.A. Retain in office for two (2) years then

transfer to State records Center for four
(4) years and until all audit requirements
are then; then destroy.

DGS 550-1a [continuation] (DHMH rev. 2002)
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DEPARTMENT OF HEALTH & MENTAL HYGIENE

OFFICE OF OPERATIONS, ELIGIBILITY & PHARMACY (OOEP) - BENEFICIARY SERVICES ADMINISTRATION"(BSA)

ltem

Description of Records Series

Authorized Retention Penod & Instructlons

DivisioN OF RECIPIENT ELIGIBILITY PROGRAMS (DREP)

B. Long Term Care Unit -
The following documents are produced and/or
maintained by DREP for the purpose of
establishing, deleting or maintaining Medicaid
eligibility:
[ ]

206C Requests

Less than 30 day Stay from DES501
Certification/Turnaround Document HMFR
1942-R001 (CTAD) .

DHMH 2324 Certification for Inpatient
Addictions Services in a Psych Facility (Under
21 Program)

DHMH 4571 — Recipient File Split Bill
Amount/Screen 4 Update Request Form
Hospice/Hospice Adjustment Form

Waiver and Waiver Adjustment Form
Miscellaneous — Long Term Care/Special
Projects - DHMH 239, MCO Adjustments
Quality Assurance Reports (RMF)

Various MMIS reports — Daily, monthly &
quarterly

Ad-Hoc reports ~ used for “change of owner
ship” requests for long term care facilities
LTC Recipient Span Audit Trail

§ B. Retain for six (6) years and until all
audit requirements are met, then
destroy.

DGS 550-1a [continuation] (DHMH rev. 2002)
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DEPARTMENT OF HEALTH & MENTAL HYGIENE

OFFICE OF OPERATIONS, ELIGIBILITY & PHARMACY (OOEP) — BENEFICIARY SERVICES ADMINISTRATION (BSA)

tem

Description of Records Series

Authorized Retention Period & Instructions

o o o o 0 ¢ @O o o @ @ 0o o

Division of Recipient Eligibility Programs

C. Buy-in Unit
The following documents are produced and/or
maintained by DREP for the purpose of
establishing, deleting or maintaining Medicaid
eligibility

HMFB 8225-Acknowledgement Report-CMS
Bendex Processing Report - HMMB-4000
Buy-In Premiums by Coverage Group HMFB
8265

Buy-In Codes HMFB 8260

Counts by Coverage Group/Local HMFM 1111
Medicare/Medicaid Recipients HMFB 8250
Preliminary Extract HMFB 2110

Qualifying Individuals | -~ S-14 - HMFB 8380
S$-15 Coverage Group — HMFB 8360
(Terminated)

Qualifying Individuals Il - $15 — HMFB 8370
Buy-In Tables/Update

Transaction Audit Trail

Buy-In History

Agreements — Vital Statistics

CMS Bulletins

Medicare, SSA & CMS information, bulletins
regarding Medicare benefits

QOutreach — Baltimore City

Outreach — Eastern Shore

Outreach —~ Medicare Recipients 65+
QMB/SLMB Programs

State Data Exchange

DHR State Verficication Exchange System —
SSA, SSI & Medicare

Social Security Enroliment Database Reports
CMS monthly billing statements

Agreement between SSA & DHMH Buy-In
Program regarding SSA’s Bendex file

5C. Retain for six (6) years then destroy.

DGS 550-1a [continuation) (DHMH rev. 2002)
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DEPARTMENT OF GENERAL SERVICES

sterial or both. Growp into Recard Series. Prepara s seperate nventory form for each STATE RECORDS CENTER
word Sertes identified. Al Record Serias are 10 be fisted on a Schedula Form. Forwarg af 7275 WATERLOO ROAD
rcords Inventory loms with the proposed Schedule form (DGS 550-1) Lo the DHMH P.O.BOX 275
words Officer thru your Records Coordinator. JESSUP. MARYLAND 20794

{410) 789-1379
Oepartment/Agency 2. Office/AdmingstraborVBoard 3. DivisionfUnit or Sachon
OFFICE OF OPERATIONS, EUGIBI! & PHARMACY BENEFICIARY SERVICES ADMINISTRATION

JEPT OF HEALTH & MENTAL HYGIENE ) i (@(,égf s 4 M ADMINISTRATIVE UNIT

EFINIMON - RECORD SERIES - A group of refatad records normally fled and used a3 a unil for referance as wel as raterfion and dsposition purposes.

Racord Sedes Tite
MA ELIGIBILITY CASE RECORDS

5, Earlest Year/Latest Year

Rocord Senes Dr ipton (Briefly o ibe the typen of ik HOrvs ra/f mmhww.mmmamdmw.)

Emergency Services for lilegal and Ineligible Aliens case records:
1.The medical approval letters for all cases except ALS, AIDS/HIV, and
ESRD (kept on-site for a minimum of 2 yrs.)
2. Alt ALS, AIDS/HIV, ESRD medical approval letters (need to be kept on-site indefinitely).

3. Medical documentation on denied cases {(need to be kept indefinitely - would send off-site after 2 years - Hospitals have 2 years to file an appeal,
individuals have 90 days).

. Record Series Format(s) List al 8. Recond Series Sequence 9. Volume
Paper: Fim / tape; Elecirorsc: X {F’:Ie Drawer(s)
Size Q) F#WSdes (3 Kept on Hard Drive T Aphabetical © Microfim Raoks)
{35mm, etc) . . O Computer Tape(s)
O Lega Size 0, Merofiny 2 Computer Tape O Numerical Number T Other (specity)
. dicrafiche
ORots __°* J Ao Tepe O Roppy Dk G Chrondlogical 10, Armual Acourndation
0O fia Drawer(a)
JBoudBook O VideoTape 0 CD.OVD.elc . G Geogaphical QO Mcrofim Raels)
’ — © Computer Tapels)
OCad__x__ OOther{spectty) O Other (specily) - Nurmber Q Other (specify)
11 Fie is Used &/Otﬂy OWeekly O Monthly C Annualy 12. Fie Becomes Inactive Aher 6 ‘z/?h(‘)
Number earis)
13. Current Location(s)  (Bidg.. Floor. Room) 14. is Racord Series Eisewhare? (i yes, specily agency or office.)
O*Conor Bldg., Service Level, Room $8-3
O Yes No Agencyl Farmat
15. 7@, %es 0 No 16. Audit Requirsments S Noe Chema  SOG
Personal ¥ Medcal O Propristary G Classified DOther . Legislatve O Federal T Independent
(M Yes, Gle Law{s) & Raguiation(s)
Retan et yn o ce
17. 1 an index Syslam used? If yes, explan brisfly and describe requiemants 18. Recommended Ratention: in Office And In Slorage  (Each
o v ‘i&@fﬁ\/ﬂ; otf@xC(nu(Vkﬁ‘f?f‘a@A/

19. Narne and Tite of Preparer

0. weatonr  O"Conor Bidg.
Deborah James (for Dee Spanos)

21. pae  7/19/05

. . Telephone Numberd 767-1092 Room ¥ 1.-8
£-mad address: jamesde@dhmh.state.md.us -

N a—
S 5504 (DHMH Rev. 2002 ) ’




HMH inetnuciions -Maks a list of &l flss, Datenmine whether sach is non-record. record
pridpRitoilos o
ratesiad or both. Group nto Record Sertea. Prapars a sepemats inventory form for sach

STATE RECORDS CENTER
‘weord Series kentfied. Al Record Seriss wo o bs listed on & Schedule Form. Forwerd ad 7275 WATERLOO ROAD : W — j l
ecords Inventory forms with the propased Scheduls form (DGS 550-1) to the DHMH P.0.BOX 275 PAGE _ ¥ ] I E /Vl ’

‘scords Officer thny your Records Coofdr\gtnn

DEPARTMENT OF GENERAL SERVICES

JESSUP, MARYLAND 20794

DHMH RECORDS INVENTORY

(410) 7851379

. DepertmentiAgency

JEPT OF HEALTH & MENTAL HYGIENE

2. OftcelAdmintstration/Boerd

\VOE P-BBSA

3. Division/Unit or Secton

Divisionof Elg 1 beluky Sorvics

JEFINITION - RECORD SERIES - A group of relaled recards nomally fled and used as a unit for refersnce as wel as retention end dieposition purposes.

P 1o

CVES)

!, Record Series Tite

DES Client Eile

5. Eordos! Yoer/Lalost Yeer
o

3. Rocord Saries D

tion (Briefly describa the types of inf

Fules are muinkined by Specifec re
Include  verusuws

v MA.

tsforma found n e seies. Inclide the purpase o lunclion of e sades.)

DES Cluemt File ~ File perinns #o Specific Medicad Assistance o pETEntial
Medicid fssishmee Cink concwming 1ngudry, PROblum Hselilien, etz .
wpirend o0 thewd home #nd
reenvds docwmants, ete . relatine B eligbr

7. Record Series Format{s) Listial 8. Recorg Series Saquanca 8. Volume .
Pepey, Fém1 tape: Elecvonic: Filo Drawer(s)
fterSze O FirvSides 0 Kepton Hard Drive scal /0 O Microfim Reeis)
{35mm, sic) . 0O Computer Tapels)
0 Legal Sze O Microfm/ Q Comptar Tapa O  Numerical Number D Other {specily)
Nicrofiche
O Robs ___ O Audo Tepe O Floppy Disk O Crrondlogical 10. Arrwel
Fie Drawars)
O Boaund Book (0 VideoTepe 0 CD,DVD.etc O Geographical * O Microfim Reeks)
6 ~ 0O Computer Tape(s)
OCerd__ x__ O Other (specify) ©  Ofher {specify) Number O Ofther {specify)
11, Flo is Used Q Dely OWsekdy O Monthly 0 Annually 12. £ Bacomes inactive After __’5_-_ O Monghs)
’ Number oar(s)
13. Curant Location{s)  (Bidg., Floor, Room) . 14. is Record Seriss Duplcated Elsewhera? (H yas, spacify sgancy or office.)
+ -
201 W . Frest Strerd, Room SS-/0 0 e 0T Agwaprome
15. Privacy | Access Besticions sv{ a No 16. Audit Roquiraments ;yﬁ( Ointsmal COIG
Forsoned 8rFhodical O Proprietry O Classified (I0ther O Logatative O Federsl O ndependent
{11 Yoo, cita Lawis) & Roguation{s)
17. 12 en Indax System used? i yss, axplain brisfly and deacribe requirements 18. Recommended Reteriion: In Office And In Storege  (Each Formet)
. .
o Yo efe Sys. m ofee
&Nm and 1_15. of Preperer 20. Locaton; 21. Data
i, Frey for DES _
Tetephore Number3 Roam # /; ob
‘E-meal address:

2GS 550-4 {DHMH Rov. 2002 )

1€




e |- £ Kecorel Vo

. K :5g €Z2:97 SB/71/80 C 6271S8Z5SBIH @ Woag Xeq

~Make @ list of al fites, Desrrmine whethen each I3 NOR-record. DEPARTMEINT OF GENERAL SERVICES DHMH RECORDS INVENTORY
recurd thialerial oF oth- Group into Record henes. Prepave & sepaate hventory STATE RECORDS CENTER

form 1or each Record Serles sgentifing, AY kecord Series are 10 be listed ona . 7275 WATERLOQ ROAD
G hdile Fantt. Forward alt Records invontory Forms with the proposed Schedula P.O.-ROX 275 AGE f,
torm {108 %0 1) Lo the DHMH Records OfFicer thru your Records Caordmalor, JESSIA, MARYLAND 20794 b

(&1) 799 13729

1. DeparumenyyAgency 2. Othee/Admistrabon/Board 3. Diviglon/Unit of Seruon

BSA Division of Efigibility Walver Services
DEPT OF HEALTH & MENTAL HYGIENE 00 EP _
DEFINITION _ RECORED SFRIES - A aroup of ielated records normaly filed and uved us s unit o1 feference i well as tetention and disposition parposes.

4 Record Sanns 1l S. barhest Year [ ates) Yeur

: 1984 10 200%
Active Confidential Client Medical Assistance Records. . .

o8 of infarmation(documnents/Mrms found in the seses Include the puipdse o NUNCHiOn OF e wries)

Documents found in thxs series are applications for program enroliment, form [letters, requested verifications, as copies of birthrertificates;

social security cards, insurance policies, bank statements, database, and eligiblilty systems print-outs, etc,

7. Rocard Series Format(s)  List all A 8. Record Series Sequetice . H ]
v e Becwonk 9- Yolume 14,45.)' 1 ;ﬁ%‘l—ve _{R}ecords
et Size 1 NmsSlides | Kegt on Haid Drive : @ Nphabetiva) . e Chawests

(35, et} 69 T Microfilm Recks)
I Lepal bize 1 Microfiin/ T Compuing Tape I Numeital R S T Computer Tapels)
Microtiche Number I Uther (spedily)
fRolls = t Audio Tape. T Floppy Dick -1 Chronwloyical
) Dound Boek 1 Video Tapt T COMVD.etc ! Geographical 10 Al Alunaon sy
reard x § Ol (3pECY) oo U Other (et} oo 69 T Miciohtm Reells)
..... T tComputet Tepe(s)
Numher T Other (vpecily)
V1 filesUsed  @Duily 1 Wexkly I Monthly T Annually 1. e Reeomes inscve ARer 1=15 I Monihis)
Numher ® Year(s)
V). Cuttent Lueation(s)  (Bidg.. Floor, Room) 1415 Record Seres Duplicated klsewhere?  (If yes, specily apeixy 01 0ftice)
DEWS .
. . . roy No ency/ FOrmata—
6 St Paul'Street Suite 302, 306 & 400 - Agencyr Format
Baltimore, MD 21202

15, Privacy / Avess Resu ictions |y T No 16, Audic Requnrements  Nome | @lueind oG
{ Persorial @Medindl T Proprieary T Classited TOthee edave  + Federal I Independent

{Il Ye», cite Law(s) & Reyulation(s) :

Galumore, MO 21202
17. 15 an Index Systen pised? If yes, exphaen hnefly and describe tequiements 18. Recommended Retention fn Qffice And tn Stutaye  (E4eh Formac
I oves P In ofﬁce ‘/5.
= i Oy - 0 4%5
T—7 /4
19. Name and Tile of Pepaser — LeON JOhNson 20. Location: 6 St Paul Street Suite#302 2}, Dare
. 8/11/05 -
t-mail atiress LeJohnson@dhmb.state.md.ud Telephone Number# 410 767-6626
Room # 302
DCS 550 4 (OHMH Rev. 2002)

cs2'd 2212SE8EBTh 0L 6215825ATy 288 HWHA 0 W00 SM3A:W0dd pT:91 SEB2-T1T1-5nY B 6




WH Instucions Meks a §at of all fles. Detsrming whether each bs non-racord, record DEPARTMENT OF GENERAL SERVICES DHMH RECORDS INVENTORY
ansl or both. Grup into Record Series, Prepam a seperats nventory foom for each STATE RECORDS CENTER

:0rd Sodes identified. AR Record Sevies v to be Bated on & Schedule Form. Forward el 7275 WATERLOO ROAD ESA v l T'gm 5
sortts trventory forma with the propossd Schadule form (OGS 550-1) to the DHMH P.O.BOX 275 - PAGE

sords Officer thru your Recorcs Coordinator.

JESSUP, MARYLAND 20764
{410) 799-1379

Departmenl/Agsncy 2. OfficelAdministrator/Board 3. Divisior/Urit or Sachon

EPT OF HEALTH & MENTAL HYGIENE | OOEP'ESA -K br K!J/hey D/Sedu 9’59'?% -

IFINITION - RECORD SERIES - A group of reietad racords nomatly Rled end ussd a3 a unit for reference s wel as retantion end disposition purpoass.

Record Series Title 5. Eerfest Yeor/Latest Year

s * LI E:,n n
R DP Reapient 1tz

- KDP ' rent ~F('L(, For eah dividuaqd KDP benefisiary (sntdining

- KDP
Wt&ﬂ; mvmus £rom hospitals, physidams, phﬂ/mauu etfe.

— Infarmahim charts on Daheny status
~ docriments Mowd—dwjpfovemh/ inceme, 1€ income fax skute ments,

Medecare rohiee of oehibilitsy , wage shatimuntz, cte .

7. Record Series Format({s) Listal 8. Record Series Sequenca 8. Volumne

Paper; Fim/ tepe: Elactronic: D/F; Drawor(s)
0(@ Szs O FimiSides O Kept on Hard Drive . %bhabeﬁcd O Microfim Reel(s)

, {35mm, k) O Computer Tepels)
OlegdSze D Microfim/ O Computer Taps O Numenca ) Number D Other (specify)

Microfiche . :
DRols __* D AudoTeps O Floppy Disk a  Chronologicel 10. Arnusl Aseurmulation
. . O Fie Drawer(s)
O BoundBook O VideoTeps G CD.DVD,etc O Geographicsl O Microfim Reel(s)
0O Computer Tapa(s)

OCard __x___ O Other (spocify) O Other (opecify) Number Q Other (specify)

11. Flois Used Q/-}y OWesky 0O Mo?wy Q Annually 12. Fde Becomes Inactive After é O Meonth{a)

o 5ty = DN L maaiw/clau%
13. Currant Location(s)  (Bidg., Floor, Room)

201 W, Presion Shrewh, Toom 553 T e Sn Ot Bat? s ol sy o)
Bﬂ.lhmore,plo 2120) o ve @ Aomorroma

15?:Amn estrictons oA 0N 16, AudtRoquirsmens O Nere  Olinomal 0 OIG

orsonal @fisdicl O Propristary O Glaesiiod  OOther ) u../g,hm O Federsl O Independert
{Y aq, cite Lawv{s) 3 Roguistion(s) ~

17. I3 en Index Systam uosd? i yes, axplain brielly ernd describe requirements 18. Rocommended Ra!anhan' in Offics And In Storege  (Each Format)

o A | Retain m 0 Hhee -all a.c+m.¢ wsess
Refain mathve ases 1w storage ~Byears

19. Name and Title of Preperer . Locatior: 20 | W 4 W@J‘M gh\{l,I '

Tatrieta, Fr ﬁva! Marmig - m;/ 15708
Ty Ty Uio-76 7-500v 5573 /

DGS 5504 (DHMH Rev. 2002)) ‘9/ i )

R |




i Craig Robinson - File Inventory.doc

Page 1

DPHMH Instructions -Make a [ist of all files. Datermine whether each is non-record,
record material or both. Group into Record Series. Prepare a separata inventory form
for each Record Serles identified. All Record Serfes are to be listed on a Schedule
Form, Forward all Records Inventory forms with the proposed Scheduls form (DGS
$50-1) to the DHMH Records Officer thru your Records Coordinator.

DEPARTMENT OF GENERAL SERVICES
STATE RECORDS CENTER
7275 WATERLOO ROAD
P.0.BOX 275
JESSUP, MARYLAND 20794
{410) 799-1379

DHMH RECORDS INVENTORY

DOk~ _teom 4

PAGE _1_ OF 1

1. Department/Agency

DEPT OF HEALTH & MENTAL HYGIENE

2. Office/Administration/Board

00EP- BShH

3. OivisiondUnit or Section &R C__
igialliylialoing-and-lonnl.Qparotinosmm

DEFINITION - RECORD SERIES - A group of related records normally filed and usad as a unit for reference as well as ratantion and disposition purposes.

4. Record Serles Title

QuAL Y CorrROL

5. Earliest YeatfLatest Year
_1999____ to 2005

6. Record Series Descri (Briefly describe the types of 0

SoBLFengr P TRPPER R Pt P

it m @se Bl panes asd e vor
MO@(/VWV), W%@WM/ c.

found in the series. Include the purpose or function of the serles.)

1/74,.47 /&W ng é:f/

7. Record Series Format{s) List all

Paper: Film / tape: Electronic: .

X Letter Size (O Fitm/Stides O Kept on Hard Drive
(35mm, atc)

D Legal Size QO Microfim/ O Computer Tape
Microfiche

QRolls __* D Audio Tape [ Floppy Disk

) Bound Boock [ Video Tapa [ CD,DVD,etc

D Card _x__ O Other (spacify).

8. Record Serles Sequence
O Alphabetical

Numerical

]

0O Chronological
0 Geographical
X

Other (specify) __By County

9. Volume
4 0 File Drawer(s)
O Microfim Reel(s)
—_— Q Computsr Tapa(s)
Number 0 Other (specify)

10. Annual Accumutation
O File Drawer(s)
0 Microfitm Reel(s)
R O Computer Tape(s)
Number O Other (specity)

11, FllelsUsed X Dally OWeeky O Monthly

12. File Becomes inactive After _-5/_ a

0 Annually M 3)
. ear(s)
- When Employee Terminatss Employment or Transfers to Another Department
13, Cumentlocation{s)  (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhera? (If yos, spscify agency or office.)
201 W. Preston Street, 1* Floor, Roam #115 O Yes X No ~ Agency/ Format
15. Privacy / Access Restrictions X Yes O No 16. Audit Requirements Q intemal goie

10s__
(1f Yes, cite Law(s) & Regulation(s)

X Personal () Medical O Propretary [ Classified X Other _Social §ecudly Numbers and Log On

[J Logistative [J Federal

O independent

17. Is an tndex System used? if yes, explain briefly and describe requirements

QO Yes X No

Office And In Storpg:

0 e 45455

18. Name and Title of Preparar mm

€-mail address: warrana@dhmh.state.md.us

Telephone Number# (410) 767-0516

20. Location: 201 W. Praston Street

Room # 115

21, Date July 20, 2005

DGS 550-4 (DHMH Rev. 2002 }
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i -Make a list of all files.:

i Instructions ] DHMH RECORDS INVENTORY
stermine Whether each s non-record, record DEPARTMENT OF GENERAL SERVICES
aterial or both. Group into Record Series. STATE RECORDS CENTER
-epare a separate inventory form for each Record 7275 WATERLOO ROAD MW
sries identified. All Record Series are to be P.0. BOX 275 : ‘
isted on @ Schedule Form. Forward all Records JESSUP. MARYLAND 20794 .
wventory forms with the proposed Schedule form (4'10) 799-1379 ﬁﬁ/ trEm
)68 550-1) to the DHMH Records Officer thru your
ecords Coordinator. ) :

Department/Agency 2. Office/Administration/Board 3. Division/Unit or Section
EPT OF HEALTH & MENTAL HYGIENE OOE/BSA/DREP On-Line Ehglblhty

EFINITION-RECORD SERIES-A group of related records normally filed and used as a unit for reference as well as retention and disposition .
urposes.

. Record Series Title ~ ] - A~ » ‘ 5. Earliest Year/Latest Year
CARES /Mm (S F(,&o 2000 to 2003

Certification/Turnabout Document

.Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or
unction of the series.)

Jocumentation for the purpose of adding or changing MA eligibility or demographics on MMIS-II.

!. Record Series Format(s) List all
8. Record Series Sequence 9. Volume
Paper: Film / tape: Electronic: ¥ Fite Drawer(s)
! Letter Size I Film/Slides T Kept on Hard Drive r Alphabetica!l I  Microfilm Reel(s)
(35mm, etc) . 30 r ¢ .
- . g . omputer Tape(s)
fega! S I Wjcrofilm/ I C ter T i y \
eg .Ize Milcrofiche omputer Tape Iyncal Number I Other (specify)
TRolls __ T Audio Tape I Floppy Disk : Chronological 10. Amnual Accumulation
- . : [ File Drawer(s)
T Bound Book I’ Video T I CDb, DVD, i . s
und Boeo réeo Tape © ste r Seographical I  Nicrofilm Reeli (s)
T Card T Other (specify) I Other (specify) none I' Computer Tapel(s)
: Number I Other (specify)
11. File is Used

T Daily T Weekly I Monthly T Annually 1. File Becomes Inactive After
: I' Month(s) N Year(s)

sumber
13. Current Location(s) (Bidg., Floor, Room) 4. 1s Record Series Duplicated Eisewhere? (If yes, specify
agency or office.)
201 W. Preston St., Room SS-7C '
' I' Yes = Y. No Agency/ Format
15. Privacy / Access Restrictions T Yes T No

16.  Audit Requirements
T Personal T Medical T 'Proprietary T Classified TOther T  None T internal T 016G

(If Yes, cite Law(s) & Regulation(s) Y Legislative Y Federal ' independent

' : 18. Recommended Retention: In Office And In Storage (Each .Format)
17. 1s an Index System used? 1f yes, explain briefly and describe

requirements I' VYes v No &years n (‘)H:loe 4 yf& mjﬁma;o

19. Name and Title of Preparer 20. lLocation:
o 21. Dat
Paul Scholz, Manager Telephone Number# 410-767-5378 Room # SS-7¢ e
Recipient On-Line Eligibility 6/12/%,
‘ E-mail address: . ] .
3S 550~4 (DHMH Rev. 2002 )
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~Make a 1ist of all files.
termine wRether each is non-record, record
terial or both. Group into Record Series.
spare a separate inventory form for each Record
ries identified. All Record Series are to be
sted on a Schedule Form. Forward all Records
ventory forms with the proposed Schedule form
GS 550-1) to the DHMH Records Officer thru your
cords Goordinator.

DEPARTMENT OF GENERAL SERVICES
STATE RECORDS GENTER
7275 WATERLOO ROAD
P.0. BOX 275
JESSUP, MARYLAND 20794
(410) 799-1379

DHMH RECORDS INVENTORY

PAGE _1  OF 16

BSk - 1tem 5 B

Department/Agency
PT OF HEALTH & MENTAL HYGIENE

2. Office/Administration/Board
OOE/BSA/DREP

3. Division/Unit or Section

Long Term Care/Special Projects

FINITIDN—RECORD SERIES-A group of related records normally filed and used as a unit for reference as well as retention and disposition

TpOseEs.

Record Series Title l—ONG Telzm CA/,ZE

206C Requests

5. Earliest Year/Latest Year
2000 to

Record Series Description (Briefly describe the types of mformat:on/documents/forms found in the series.

inction of the series.)

Include the purpose or

tecord series consist of 206C Exception Reports (system generated) and 206C Correction Request (manually generated). Documents used to
orrect spans on the MMIS system for Long Term Care clients because data does not match with spans on CARES system for same client.

. Record Series Format(s).  List all
B. Record Series Sequence 8. Volume
Paper : Film / tape: Electronic: Q/File Drawer (s)
Letter Size I Film/Slides I Kept on Hard Drive T Alphabetical i I' Microfilm Reel(s)

(35mm, etc) ! I Computer Ta

. . . N pe (S)
Legal Size I Microfilm/ I' Computer Tape I'  Numerical . Number ~ Ot:‘:: (specify)

Microfiche
" Rolls T Audio Tape T Floppy Disk m’hronological 10. Annual Accumulation
" Bound Book T Video Tape T CD,DVD, etc I Geographical ]l: ;;:ﬁﬁzeaiz)‘ (s)
* Card T Other ( PFy) , : Oth . T Computer Tape(s)

er tspecily g r ther (specify) Number I Other {(specify)
11. File~is Used |
l;/{aily Y Weekiy T Monthly T Annually 12 Fjile Becomes Inactive After
. [ Nonth(s) Year (s)
er
13. Current Location(s) (Bldg., Floor, Room) 14, 1is Record Series Duplicated Elsewhere? (If yes, specify
agency or office.)
201 W. Preston St., Room SS-7C :
v Yes I No Agency/ Format__ MMIS & LDSS

15. Privacy / Access Restrictions

T Yes ¥ No

I’ Personal T MWedical T Proprietary T Classified I'Other

(If Yes, cite Law(s) & Regulation(s)

T Legislative

16. Audit Requirements
N MNone T Internal r ol1e
T Federal ' Independent

17. 1s an Index System used? |f yes, explain briefly and describe

18. Recommended Retention- in Office And In Storage (Each Format)

requirements T Yes ) Mamtam for onp a G yearjthen dispose.
19. Name and Title of Preparer 20. Location:
. . 21.  Date
Willard Dixon, Manager Telephone Number# 410-767-5379 Room # SS-7C

Long Term Care/Special Projects Unit

E-mail| address:

6/23/05

35 550~4 (DHMH Rev. 2002 )




DHMH lnstructions —Make a list of all files.
Determine whether each is non—record, record
material or both. Group into Record Series.
Prepare a separate inventory form for each Record
Series identified. Al! Record Series are to be
{isted on a Schedule Form. Forward all Records
Inventory forms with the proposed Schedule form
(DGS 550-1) to the DHMH Records Officer thru your
Records Coordinator.

DEPARTMENT OF GENERAL SERVICES
STATE RECORDS GENTER
7275 WATERLOO ROAD
P.0. BOX 275
JESSUP, MARYLAND 20794
(410) 799-1379

DHMH RECORDS INVENTORY

irem 5C

1. Department/Agency
DEPT OF HEALTH & MENTAL HYGIENE

2. Office/Administration/Board
QOE/BSA/DREP

3. Division/Unit or Section
Buy-In

_purposes.

DEF INITION-RECORD SERIES-A group of related records normally filed and used as a unit for reference as well as retention and disposition

4. Record Series Title
Acknowledgement - HMFB-8225 / L’}C/

Uy IS O8N

5 Earliest Year/Latest Year
to

prior year/current year

function of the series.)

Report from CMS which describes accretion, deletions etc., for billing month.

6. Recgrd Series Description (Briefly describe the types of information/documents/forms found in the series.

Include the purpose or

E-mail address:

7. Record Series Format(s) List alt ) .
S 8. Record Series Sequence 9. Volume
Paper: Film / tape: Electronic: v File Drawer (s)
¥ Letter Size T fi Im/’Slides I Kept on Hard Drive r Alphabetical I’  Microfilm Reel (s)
35mm, etc) 1 I' Computer Tape(s)
I' Legal Size T Microfiln/ I' Computer Tape r Numer ical T‘w;; T (;.':er e(spe:ify)
Microfiche |
T Rolis I Audio Tape I Fioppy Disk ¥ Chronological 10 Annual Accumulation
T Bound Book I Video Tape  I' CD,DVD, etc I Geographical r z"'c:o(:':;";::)l ©
I Card I Other (specify) T Other (specify) —12__ T Computer Tape(s)
. Number I' Other (specify)
11. File is Used ’ ) .
I Daily I Weekly I MWonthly I Annually 12 File Becomes Inactive After
: I Month(s) I' Year(s)
wmber
13. Current Location(s) (Bldg.. Floor, Room) 14. |Is Record Series Duplicated Elsewhere" (I f yes, specify
o agency or office.)
- Medicare Buy-In Program -
v Yes r No Agency/ Format_ADC
15. Privacy / Access Restrictions I Yes rC No
16. Audit Requirements
I" Personal I Medica! T Proprietary T Classified [Other T None [ Internal I oiG
(If Yes, cite Law(s) & Regulation(s) I Legislative I' Federal I' Independent
18. Recommended Retention: In Office And In:Storage (Each Format)
17. 1s an Index System used? If yes, explain briefly and describe ’
requirements r Yes I No é ‘/ré I¢ 0 /C0
19. Name and Title of Preparer 20. Location:
. 21, Date
Janet Smith, Manager - Telephone Number# 410-767-5377  Room # SS-5B
Medicare Buy-In Program ‘ 61 2/06

DGS 550-4 (DHMH Rev. 2002 )
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DGS-550.1
REV. 6/78

DEPARTMENT OF GENERAL SERVICES

Records Management Division
Sbersso s> 50427

RECORDS RETENTION AND DISPOSAL SCHEDULE

SCHEDULE

934

PAGE
NO. 1 of 1

Chronically I11 & Aging Admin

PR TDASTIONRT AT W AT MY N RMTNT A v, N . A )
;JL.I“"\;\.IUA“J.‘- ;L A~_,AAI.A L .‘\..Li J'ua\r L L{ (‘IF IE Kldnev Dlsease Prograrn I
AGENCY DIVISION ‘
(tem .
No. Description Retention .
I
1
1 SETTTZL INDIYIDUAL PATIEMT HISTORY FIIE l
|
. . . a . I
Alpretaetical arrvzngemert of manila folders Retein for five {(5) l
oon*alﬂxuc 1ncx«1dual patient anoxres from years and/or until all
houpitals, physicians, pharmacies; informatiory audit requirements
charts on Clvlcn+ %tafus and documents such as have been fulfiliedqd,
Incaome Tax Statementszs, kMedicare notice of then destroy.
eligiviiity, etc.
2 GENpRAL ADMINISTRATIVE CCRRESPONDENCE FIIE
Thesge files contain general corresvondence, Retain for three (3)
<icdner Commission materiszl, expense accounts, | yesrs and destroy.
ceérsonnel i“’ormabxon. timekeeping records, Directives and other
Qut;htiehﬁ invoices :Lﬂr 'edical Assistance, material reilating to
Healvn 34 nd Welrare Information and planning ard poliicy
nemstialy 1n;orm:*Loh. that illustrate the
development of the
program, retain
permanently for even-
tual trarnsfer to the
Yall of Records.
3 FELERAL 252-1£06 and 33A-1423 TRANSMITTALS
File cornsistz of ccvies of 35A-1KE3 forms Retain for three (3)
zucmitizd to the Health Care Financing Admin- | years and/or until all
istration for nome dialysis equipment and sup-q audit requirements
tlies. DLaita on the copiegs are recorded in a nave been fulfills d,
ledrer retained in thes agency. then destroy.
T

B T
Schedyle Approved by Department,

Agency, ot

% Schedute Authorized by

Division Represontative “Hall of Records Commission

</

. e ! RS S I SRR .
J/Ze v /z_‘ og . I /'2",7. R sl ahent J
Dote S Signature Title ar
" 77

ffate Ardeu(

[ R




