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RECORDS RETENTION AND DISPOSAL SCHEDULE

SCHEDULE
NUMBER 2*27

PAGE 1 OF 5

DEPARTMENT OF HEALTH & MENTAL HYGIENE
OFFICE OF OPERATIONS, ELIGIBILITY & PHARMACY (OOEP)- BENEFICIARY SERVICES ADMINISTRATION (BSA)

THIS SCHEDULE SUPERSEDES SCHEDULE NUMBER 934'
Item Description of Records Series uthorized Retention Period & Instructions

BENEFICIARY SERVICES - DIRECTOR'S OFFICE

1.1 Medical Assistance Eligibility Case Records
Emergency Services for Illegal and Ineligible Aliens

1.1 A. Active Case Records - including
applications for MA emergency services &
related documentation

1.1B. Inactive Case Records- including
applications for MA Emergency Services &
related documentation

1.2 Medical Assistance Eligibility Case Records
Emergency Services for Illegal/Ineligible Aliens

1.2A Medical Records - including medical
approval letters and medical documentation

DIVISION OF ELIGIBILITY SERVICES

2.1 Eligibility Files
Files pertaining to specific Medical Assistance
or potential Medical Assistance clients
concerning inquiry, problem resolution, etc.
Files are maintained by recipient/client name
and may include various records and/or
documentation pursuant or relative to
eligibility.

2.2 Medicaid Eligibility Training
Files consisting of Data Access Security Forms
and Request Memos for Log On IDs

.1A Retain in office until case is closed or
becomes inactive. Retain in storage for
six (6) years from date closed, and then
destroy.

/IB. Retain in storage for six (6) years, and then
destroy.

1.2A. Retain in office until case is closed or
becomes inactive. Place in storage for six (6)
years from closed date then destroy.

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

2.2 Retain in office until ID is deactivated. Once
inactive, retain in storage for six (6) years,
then destroy.

APPROVED BY:(DHMH Official) DATE: ^ p p j « yMfl

SIGNATURE:
NAME/TITLE: CHARLES LEHMAN, EXECUTIVE DIRECTOR

AUTHORIZED BY: (STATE ARCHIVESJpATE^v- .^ —.

SIGNATURE: *C^/^r^^J/I f/%0*-Jt*~t /
NAME/TITLEfEDWARD C PAPENFUS'E.JR., SJ^TE ARCHIVIST

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 enrollment, 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 enrollment, 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 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.

3.B.lnactive 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. If 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.

OGS 550-1 a [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 I Authorized Retention Period & Instructions

DIVISION OF RECIPIENT ELIGIBILITY PROGRAMS (PREP)

A.CARES/MMISUnit
Files include the following documents produced and/or
maintained by DREP for the purpose of estab-
lishing, deleting or maintaining Medicaid eligibility:

Certification/Turnaround Document
DHR/IMA 81 Administrative Error Report
HMFR-1942-R001 - Daily Certification/Turn-
Around Document
HMMR 1184-Daily process summary- MMISII
HMFR 1946-R001-Non-CARES retrofit errors
HMFR 3300-R001 - Possible duplicate
recipient - birth/sex daily
HMFR 9140-R001 - Recipient On-Line Cross
Reference Report
HMFR 2000-R001-Monthly Count of Open&
Closed cases per eligibility system-CARES
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
HMFR 1110-R001 - Eligibility count of last
twelve months of MA eligibility
HMFR 1120-R002 - Eligibility counts by
race/sex
HMFR 1120-R001 - Eligibility counts by age
HMFR 1967-R002 - CARES/MMIS II
Reconciliation report - Recipients active on
CARES not active on MMIS-II
HMFR 1968-R002 - CARES/MMIS-II
Reconciliation Report - Recipients active on
MMIS-II - not active on CARES
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- SI3 (Children under 19) ACE
cases with eligibility ending a specific month
HMMR 6760 - P02 (Pregnant Women) ACE
cases with eligibility ending on specific month
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 550-1 a [continuation] (DHMH rev. 2002)
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PAGE 4 OF 5

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 RECIPIENT ELIGIBILITY PROGRAMS (PREP)

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 550-1 a [continuation] (DHMH rev. 2002)

_



Department of General Services-State Records Center

RECORDS RETENTION AND DISPOSAL SCHEDULE

SCHEDULE
NUMBER

2427

PAGE 5 OF 5

DEPARTMENT OF HEALTH & MENTAL HYGIENE
OFFICE OF OPERATIONS, ELIGIBILITY & PHARMACY (OOEP)-BENEFICIARY SERVICES ADMINISTRATION (BSA)

Item I Description of Records Series } Authorized Retention Period & Instructions

Division of Recipient Eligibility Programs

C. Buy-In Unit
The following documents are produced and/or
maintained by OREPfor 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 I - S-14 - HMFB 8380
• S-15 Coverage Group-HMFB 8360

(Terminated)
• Qualifying IndividualsII-S15— 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
• Outreach - 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 Enrollment Database Reports
• CMS monthly billing statements
• Agreement between SSA & DHMH Buy-In

Program regarding SSA's Bendex file

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

DGS 550-1 a [continuation] (DHMH rev. 2002)



JMH Instructions -Maka a fisl of 3l Has. Determine whether each 'a ncn-njeord, record

iteriaf or both. Group into Record 5«nes. Prepare a separate memory form for each

tcord Series identified. AJ Record Series are us be fistad on a Schedule Form. Forward an

icords Inventory forma with lha proposed Schedule form (DGS 560-1) lo the DHMH

icords Officer ttru your Records Coordinator.

DEPARTMENT OF GENERAL SERVICES

STATE RECORDS CENTER

7275 WATERLOO ROAD

P.O. BOX 275

JE5SUP. MARYLAND 20794

(410)799-1379

DHMH RECORDS INVENTORY

Oeparlmert/Acency

IEPT OF HEALTH & MENTAL HYGIENE

2. Offca/Adrrinislralion/Boartl

OFFICE OF OPERATIONS. ELIGIBILITY & PHAR.VUCY

3. DrvisxWUnit or Secaon

BENEFICIARY SERVICES ADMINISTRATION

ADMINISTRATIVE UNIT

gFINmON -RECORD SERIES - A group of related recorda normally Bed and used as a unit tor referenco as wal as ralanSon and disposition rxjpogea.

Record Series Title

MA ELIGIBILITY CASE RECORDS

5. Eariast Year/Latest Y »

10

Record S«r>ee Ooecnpfon (Briefly deocribft Ihe typon of intomwricn/documefito/forma found in lho eariso. Include the purpose or function of the sariee.)

Emergency Services for IHegal and lne)igib!e Aliens case records:

1 .The medical approval letters for all cases except ALS, AIDS/HTV, and
ESRD (kept on-site for a minimum of 2 yrs.)

2. All ALS, AIDS/HTV, 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^) List at

Paper Flu/tape; Eleclroric:

Q^Adar SUa Q Ffrn/S&ded • Kept on Hard Drive

f35mm,8fc)

3 Legal Siza G. McrofilnV D Computer Tape

Mcrofiche

ORols ' DAudnTapa Q Floppy Osk

3 Bound Book CVdeoTape a CD.OVD.fllo

DCant x D Other (soeoM

6. Record Senes Sequeno

G Alphabetical

• Numerical

G Chronolooical

C GeoTaphkal

G Other (specify)

11 File is Used dTDaJy G Weekly Q Monthly C Annually

13. Current Location^) (BldQ.. Floor. Room)

O'Conor Bldg., Service Level, Room SS-3

15. Priyscy/Acoass Restrictions s A e s a No

n/personal B Medral Q Pmoriatarv C Oassaad DOther

(If Yes. dlB Law(8) & Regulation!!)

17. Is an Index System used? If yes, explan briefly and describe rsqmeinanla

D Yen EMMo

19. Name and Tito of Preparer

Deborah James (for Dee Spanos)

e-maj addresB: jamesde@dhmh.state.md.us

3 8. Volume

uT F3e Drawer(s)

C UcroflmRaaKl)

D Computer Tapele)

Number C Other (specify)

10. Annual AccurTHiaticn

O F2a Drawees)

U Mcmf9m Rsel<s)

• ComoulBrTapets)

Nvmber O Other (specify)

12. FJe Becomes Inactive AIW * * • >*p»i(s)

Number O^Year(s)

14. ts Record Series Duplkslsd Bsawhen? (If yes. specify agency or orScs.)

a Yen O ^ N o Aoencv/Format

16. AurJt Raquirenienta / • £ None D Intflmal wOlG

•m^egsstewe a Federal D Irxteoorvjent

18. Recommended Retention: In OSes And In Storage (Each Format)

20. Uxalion: O'Conor Bldg.

Telephone NLmbartl 767-1092 Room»L-9

21. Data 7/19/05

S SSCM (DHMH Rev. 2002)



HMH tnatrucSons -Make a fat of efi & M . Determine whether each is non-record record

reierial or balk Group B-ito Record Senas. Prapers a separata inventory form for each

ecord Series Identified. Al Record Series we to ba fitted oh s Schedule Form. Forward aO

ecords Inventory forms with the proposed Schedule toon (DGS 550-1) to Ihs DHMH

.ecorda Officer thru your Records Coordinetor.

DEPARTMENT OF GENERAL SERVICES

STATE RECORDS CENTER

72T5 WATERLOO ROAD

P.O. BOX 275

JESSUP. MARYLAND 20794

(410)799-1379

DHMH RECORDS INVENTORY

. QgpertmentfAgeficy

3EPT OF HEALTH & MENTAL HYGIENE

2. Oftca/Admiri»trefio(VBoenJ

00Bf-&S
3. DivisicrVUnii or SecSon

JEFINfTION • RECORD SERIES • A group of related records normally Bed and used as a unft for nferanca a »«l as retention and drcposilion purposes.

t. Record Series Ti»e 5. Eeriest Year/Latest Veer

S. Record Series Dascnplion (Briefly describe lh« types ofWorrrwtwn/documenta/torms found n the series. Jncluoe Iho purpose or luncfion of 9» ewies.)

7. Record Seriej Format(») Usl el

P e p » y Rim / tape: Elector*::

J^etlor See D Flm/Sides O Kept on Hard Drive

(35mm,.»tc)

0 Legal Size O MicrolaW Q Computer Tape

Microfiche

Q RcD« • O Audio Tapo O Roppy Disk

• Bound Book p Video Tape a CD.DVD.etc

D Card _ * _ O Olher («)

fl. Record Series Sequence

• >(jphabetical

O Numerical

O Chronological

O Geographical

D Other (specify)

O MicmfJm ReeKs)

D ComputerTflpe(s)

Number O Olher (specify)

10. Annual Accumiairan

B^FJs Dra*er(»)

O Microilm ReeKs)

O Computer Tape(8)

number O Olher (specify)

11. fJeltUsed D Da»y OWttMy O Monldy O Annualy 12. FS« Becomss Inactive After D MonJKa)

Number |>»"1fear(s)

13. Currsnt Locationls) (B)dg.. Floor, Room) 14. ta Record Series Duplcated Bsewhere? (H ye». specify agency or office.)

• Yes O^ ' f lo Agency/ Formal

15. Privacy / Access Beatricfions aVfes Q No

uVfenonal e lec tee ! D Propriatary Q Clasafiad QOth«r _

(11 Yes. cite Lew(>) & RaguhiliorKs)

16. Audit Requirements *>/f7one n Internal • O)G

OLagislativa Q Federal Q Indapandent

17. Is an Index System used? If yes. explain briefiy and dascribe requirtrnents

O Yes ST*No

18. Recommended Retortion: In Oftice And in Storage (Each Format)

ISLNamo and Ti»e of Prsperer

E-moJ address:

20. Location:

Telephone Nun^ert

DGS 550-4 (DHMH Rev. 2002)



flHMH liiiliurtlnm Make 0 li«l n l M fibs, fjrtnimnit vriMliei each Is non-record,
reuiid material or both- Croup mm kcrorii swiev Piepue t leoii»teInvtmoiY
fiiiin loi tacli Record S* ' l« idcnnfat. All k«oid Seri« me lo be lls«d on a
dKmliilff FIIMN. Forward All Records Inventory Form) m\U !>,; ptotmfiMI Vn*duU
tnrm <IK>S v,o I) in thf. t)f(MM Rei.wi)& Olllter thru your Records rnordmaior.

BCPARTMINT Of GENtHM StKVK'JS
STWt RECORDS ONTH«
7275 WAttRLOO KOAO

P.O. BOX J7J
IFSSMI', MARyLANO 10794

(41(1) /BB 1.̂ 79

DHWH REC0PP3 INVENTORY

1. D«uiiRi«ti/Ai)«ncv

DEFT OF HEALTH & MEWTAL HYGIENE

2.0tfir.c/Admmnlr«lion/60d/J

BSA
3. DtvtsJon/Unll or Vrnnn

Division of Eligibility Walvr.r Services

DtFlNIIKiN KK<)kl> SrftlK •• A UIOUD ol itbteO ttcorm no'mjlly filed and U M J »•.» um\ loi ttttrooco iw twll .i-. iclemion ami iliipoMilon nurpov^.

4 Record SflrvflOttte

Active Confidential Client Medical Assistance Records.

V t-jrlicM Ynu/Latuil Veil

1984 lo 2005

f. KfcftitiSgti^s.r>^,(i^;iyr^ (PftetTv dewlberhg typ^s or" (nforrnjitioivriotumcni>/ft)fnis touno* jnihe y^uiA. include the puipoie or furKrlon of me m r i j

Documents found in this series are applications for program enrollment, farm letters, requested verifications, sucn as copies ofbirth eerttflcates;
social security cards, insurance policies, bank statements, database, and eligibility systems print-outs, etc.

7. Kryord Nttics P-ormAtb) Litl all
Ihprr iilm^lapc fjechonk
%1 filler i«r. 1 rilin/SHJe* I K«ol Ofl Hatd Drive

(15mm. Mi)
rLcaal'jize !"Mi(.r«rilin/ f Cv«»iptnt» Tap^

Mlcrotkihe
rRolK : i Audio Tape, r Floppy Ditt

I Ouund Ooi-k ( Video Tap* r CD,CWO,c«

I ' t i f l l v I CKlrei (specily)

S. Keioftl Seiieh SeguetKi*

d MpllalXIkil

I' Nunitiil.d

I ChrooolouKal

I CeOUfiphlcll

r Olhei (lp«iry)

».vniijmr 14,491 Active Records
B File Diawerttl

69 T MrrroMm KMK»)
.. r Conivutet Taue(»)

Nnmhf.r I' Ulliw 0,l«".ily)

10. Arutud A<cur>iuUUor>
9 FiteDliwetli)

69 r Micrnlitm Kn>l(.v)
f Contpiitn TBve(v)

Numhor T <)fh« (%p«.itv)

I I . rilei&Oieu O Doily 1 Weekly r Monthly r Annually \J. îlr. HM-om» Inactive After 1 - 1 b T MonihK)
Numhcr ( viar(j)

11. Cuuent Luidikjcvd) (aiflfj.. Floor, Room)

DEWS
6 St Paul Street Suite 302, 306 & 400
Baltimore, MD 21202

14 IS Record *i<rncAl>iipti«\lMi tlMwvheie? (Ifves. ipetirv dueiKy 01 onke.>

r Ya I Nu Au«ticy/ Format

15. Ptivdiv ' Aufcii R««i Iciiont % Y<>< r NO
1 fViionJ #Me<lkil rrrourleurv rclaHiMfi rnth«_

<II Y». ute lw(s| & Rcuulatlorits)

16, Audit Keqiiirrtmntlft / 4 None V'titetiMj
^tpirAilivc r retleml (

roic
Irhlepefidem

17. Is u\ Index System tiytf? If yi>*. r\nhm hnc.flv And dp.^aihf. ie»ii/itenietit»

r Yes % No

Baltimore. MO J12O2
If}. Hrcornmmdftd keHnnlion In Oni(.eAitd In Sluldge (Uth ForrtiaO

i9. NdmediijTitleuiPieui/ei Leonjohnson

c-mdii «itiie» LeJohnsonS>dhmh.state.md.ud

20. Location: 6 St Paul Street Sulte#3O2

Telephone Number* 410 767-6626
Room # 302

I
21 . Pai«

8/11/05

DCS 550 1 (OMMII Rev. 3003 )



^H Ina-oucSona -Make a fcrf of aQ flea. Determine whether each a non-rocord, record

anftl or botv Group rito Record Seriea. Prepare a separate inventory form for each

:ord Soria* identified. Al Record Seriea art to be Beted on e Schedule Form. Forward al

lords Inventory forma with Ine proposed Schedule form fDGS 550-1) to the DHMH

sorda Officer thru you* Records CoorcVifttor.

DEPARTMENT OF GENERAL SERVICES

STATE RECORDS CENTER

7275 WATERLOO ROAD

P.O. BOX 275

JESSUP. MARYLAND 20794

(410)793-1379

Department/Agency

EPT OF HEALTH & MENTAL HYGIENE

2. OfficaJAdrrrolraferVBoerd

=FIHrTION • RECORD SERIES - A group of reieled rocorda normal Bed end used aa a unit for inference aa wai at retention end rjapoottion purpoaea.

Record Seriea Title S. EerSesl YeerfUlest Year

10

Record Serios Description (Briefly deacribe Ihe types of irrfonTi-aljcWctocumentaflorms found in Ihe series. Include the purpose or funcaon of Ihe aeries.)

7. Record Series Formatfa) lie! all

Paperv FBm / tape: Electronic'.

b<etier Size O FJnVSkJei a Kept on Herd Dnve

(3Smm. o t )

O Legel Size O MicraffrTV O Computer Tape

KikJO1)Cf 14

DRo»« • OAixSoTope O Floppy Disk

O Bound Book O VidooTope D CD.DVD.etc

D Card __x_ a Other lapecify)

8. Record Seriea Sequence

Alphebeficd

O Numencal

Q Chronotoaicel

D Geooraphicel

O Other (epecrfy)

S-'RIe DrH*er(s)

O MicroUm RenKa)

O Computer Tepe(a)

D Other (specify)

10. Amud Accumjlebon

D FSe Drower(«)

Q MicroHm Red(»)

D Computer Tapo(a)

H J T * « - O Other (specify)

11. Fie a Used D Weekly D MonlHy D Annuejy 12. H e Becomes Inactive After & O Month(s)

Number

13. Currant Loc-abori(») (BWg., Floor. Room) ,*-* f> f ft

ta.\hmo/e,tfV Zm>\

H . la Record Series Ouplceled Ebewhere? (If yes. aperjfy aoency or office.)

D Yea (Lyf-Jo Aoency/Formal

15. PrracyJAcceaiRestrictiona I^Yes D No

BTeraonel B^JocScfJ • Proprietary O CtaosiSod DOIher.

( H Y M . dteUMrls) S ReguWion(s)

1G. Audit Recsiramenta o Nona O Internal OOIG

fc-rfg^ilative o Federal C Independent

17. la an Index System used? K yes. explain briefly end describe mquiremente

C Yea ea^No

18. Recorrrnendod Relentiorr. In Office And In Storage (Eech Former) ,

j?«kiM \h 6 #iU -A/I ach\u Cfi ̂ S

19. Name end Tile of Fraperer

E-rnaJ eddraaa:

Telephone Number* Room »

DGS 550-4 (DHMH Rev. 2002 )



Craig Robinson - File lnventory.doc Page 11

DHMH Ifijttr^i^f pit -Mak» n list of all files. Datamini, whftthar ench Is nnn-mmtrf
record material or both. Group into Record Series. Prepare a separata inventory form
for each Record Series Identified. AO Record Series are to be listed on a Schedule
Form. Forward ad Records Inventory forms with the proposed Schedule form (DGS
550-1) to the DHMH Records Officer thru your Records Coordinator.

1. Department/Agoncy

DEPT OF HEALTH & MENTAL HYGIENE

DEPARTMENT OF GENERAL SERVICES
STATE RECORDS CENTER

7275 WATERLOO ROAD
P.O. BOX 275

JESSUP, MARYLAND 20794
(410)799-1379

2. Offlce/Adminlstratlon/Board

DHMH RECORDS INVENTORY

f>5k- rkw4
PAGE 1 OF 1

3. DIvtsionAJnlt or Section ta£,^Z^

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

5. Earliest Year/Latest Year
.1999 to . 2005

6. Record Series Description (Briefly describe the types of InformatJonAJocuments/tonns found In the series. Include the purpose or function of the series.)

faf* Pi O&e.-$U fr^t^e^s k$U &r vrt-tfou^ /dudu** e^fi^t^

7. Record Series Formats) List all
Paper Film/tape: Electronic:
X Letter Size 0 Film/Slides D Kept on Hard Drive

(35mm, etc)
• Legal Size Q Microfilm/ Q Computer Tape

Microfiche
D Rolls ' Q Audio Tape D Floppy Disk

• Bound Book D Video Tape D CD.DVD.ote

• Card x Q Other (specify)

8. Record Series Sequence

Q Alphabetical

D Numerical

Q Chronological

0 Geographical

X Other (stmcity) Bv County

9. Volume
4 Q File Drawees)

D Microfilm Reel(s)
Q ComDUter Taoefs)

Number Q Other (specify)

10. Annual Accumulation
D Fie Orawerla)
O MlcroBlm Reel(s)
D ComDUter Taoefol

Number D Other (specify)

11. File Is Used X Dally D Weekly D Monthly Q Annually 12. File Becomes Inactive After
Number LT"Year(s)

When Employee Terminates Employment or Transfers to Another Department

13. Current Locatlon(s) (Bldg.. Floor, Room)

201 W. Preston Street 1" Floor, Room »115

14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or ofnce.)

Q Yes X No Agency/Format

15. Privacy/ Access Restrictions X Yes D No
X Personal O Medical D Proprietary D Classified X Other Social Security Numbers and Log On

IOs_
(If Yes, cite Law(s) & RegulaSon(s)

16. Audit Requirements X None D Internal Q OIG
D Legislative D Federal Q Independent

17. Is an Index System used? If yes, explain briefly and describe requirements

D Yes X No ^^m^^mj^^fu. fyvsU

19. Name and Title of Preparar

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

20. Location: 201 W. Preston Street

Telephone Number* (410)767-0516

21. Dste July 20,2005

DGS 550-4 (DHMH Rev. 2002 )



m Instructions -Make a Iist of al I files.
jtermine Whether each is non-record, record
rterial or both. Group into Record Series.
•ep,are a separate inventory form for each Record
sries identified. All Record Series are to be
isted on a Schedule Form. Forward all Records
iventory forms with the proposed Schedule form
3GS 550-1) to the DHMH Records Officer thru your
ecords Coordinator.

DEPARTMENT OF GENERAL SERVICES
STATE RECORDS CENTER
7275 WATERLOO ROAD

P.O. BOX 275
JESSUP, MARYLAND 20794

(410) 799-1379

DHMH RECORDS INVENTORY

Department/Agency

EPT OF HEALTH & MENTAL HYGIENE

2. Office/Administration/Board

OOE/BSA/DREP

3. Division/Unit or Section

On-Line Eligibility
EFINITION-RECORD SERIES-A group of related records normally f i led and used as a unit for reference as well as retention and disposition
urposes.

Record Series Title

Certification/Turnabout Docurnen"

5. Earliest Year/Latest Year
2000 to 2003

.Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or
unct ion of the ser ies. ) — —

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

'. Record Series Format(s) List all

Paper: Film / tape: Electronic:
/ Letter Size T Film/Slides F Kept on Hard Drive

(35mm. etc)
Legal Size T Microfilm/ T Computer Tape

Microfiche
Ro11 s r Aud i o Tape T FIoppy D i sk

7 Bound Book T Video Tape T CD. DVD, etc

Card T Other (specify)

8. Record Series Sequence

F Alphabetical

Numerical

Chronological

F Geographical

T Other (specify) none

9. Volume
V Fi le Drawer (s)
r MicrofiIm Reel(s)
T Computer Tape(s)
r Other (specify)

10. Annual Accumulation
r File Drawer(s)
T Microfilm Reel (s)
r Computer Tape(s)

Number f Other (specify)

11. File is Used
r Daily r Weekly f Monthly T Annually File Becomes Inactive After

3 r Month (s)
number

V Year (s)

13. Current Location(s) (Bldg. , Floor, Room)

201 W. Preston St., Room SS-7C

14. Is Record Series Duplicated Elsewhere? (If yes, specify
agency or office.)

r Yes No Agency/ Format.

15. Privacy / Access Restrictions T Yes r No

r Personal r Medical TProprietary F Classified FOther
(If Yes, cite Law(s) & Regulat ion(s)

16. Audit Requirements
r None T Internal
V Legislative V Federal

T 0IG
F Independent

17. Is an Index System used? If yes, explain briefly and describe
requirements T Yes V No

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

#years M d^ft U Jf Ut5 faSbt&'tfO

19. Name and Title of Preparer

Paul Scholz, Manager
Recipient On-Line Eligibility

E-maiI address:

20. Location:

Telephone Number* 410-767-5378 Room # SS-^C
21. Date

6/12/0?

3S 550-4 (DHMH Rev. 2002 )



Instructions -Make a list of all files,
termine wfiether each is non-record, record
terial or both. Group into Record Series,
spare a separate inventory form for each Record
ries identified. AlI Record Series are to be
sted on a Schedule Form. Forward alj Records
ventory forms with the proposed Schedule form
GS 550-1) to the DHMH Records Officer thru your
cords Coordinator.

DEPARTMENT OF GENERAL SERVICES
STATE RECORDS CENTER
7275 WATERLOO ROAD

P.O. BOX 275
JESSUP, MARYLAND 20794

(410) 799-1379

DHMH RECORDS INVENTORY

PAGE OF 16

- wm
Depa rtment/Agency

:PT OF HEALTH & MENTAL HYGIENE
2. Office/Administration/Board

OOE/BSA/DREP

3. D i v i s i on/Un i t or Sect i on

Long Term Care/Special Projects
F I N I T I O N - R E C O R D S E R I E S - A group of related records n o r m a l l y filed and used as a unit for reference as well as re t e n t i o n and d i s p o s i t i o n
rposes.
Record Series Title

206C Requests

5. Earliest Year/Latest Year
2000 to 2003

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

Lecord series consist of 206C Exception Reports (system generated) and 206C Correction Request (manually generated). Documents used to
arrect 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

Paper: Film / tape: Electronic:
Letter Size V Film/Slides V Kept on Hard Drive

(35mm, etc)
Legal Size F Microfilm/

Microfiche
Rol Is F Audio Tape

Bound Book T Video Tape

T Computer Tape

T Floppy Disk

T CD. DVD. etc

Card Other (specify).

8. Record Series Sequence

F AIphabet i caI

F Numerical

%s ChronoIogica I

P Geographical

f Other (specify) _

9. Volume

Number

Drawer (s)
r MicrofiIm Reel(s)
T Computer Tape(s)
V Other (specify)

10. Annual Accumulation
T -Fi le Drawer (s)
F Microfi Im Reel (s)
f Computer Tape(s)

Number V Other (specify)

11. Filers Used
r/Daily -i Weekly f Monthly F Annua11y Fj fee Becomes Inactive After

H F Month (s)
number

Year(s)

13. Current Location(s) (Bldg. , Floor, Room)

201 W. Preston St, Room SS-7C

14. Is Record Series Duplicated Elsewhere? ( I f yes, specify
agency or o f f i ce . )

Yes T No Agency/ Format MMIS & LDSS

15. Privacy / Access Restr ic t ions F Yes -V No

F Personal F Medical F Proprietary F Classi f ied FOther
( I f Yes, c i t e Law(s) & Regu I a t i on (s)

16. Audit Requirements
V None T Internal
T Legislative F Federal

T 0IG
f Independent

17. Is an Index System used? If yes, explain briefly and describe
requirements F Yes V No

18. Recommended Retention: In Of f ice And In Storage (Each Format)

Maintain for one (J& yeanjthen dispose.

19. Name and Title of Preparer

Willard Dixon, Manager
Long Term Care/Special Projects Unit

E-maiI address:

20. Location:

Telephone Number# 410-767-5379 Room # SS-7C
21. Date

6/23/0:

3S 550-4 (DHMH Rev. 2002 )



DHMH Instructions -UakB a list nf 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. All Record Series are to be
listed 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.

1. Department/Agency

DEPT OF HEALTH & MENTAL HYGIENE

DEPARTMENT OF GENERAL SERVICES
STATE RECORDS CENTER
7275 WATERLOO ROAD

P.O. BOX 275
JESSUP. MARYLAND 20794

(410) 799-1379

2. Office/Administrati on/Board

OOE/BSA/DREP

DHMH RECORDS INVENTORY

3. Division/Unit or Section

Buy-In
DEFINITION-RECORD SERIES-A group of related records normally filed and used as a unit for reference as well as retention and disposition
purposes.

4. Record Series Title ^L>H j/O 0 ^ (f

Acknowledgement - HMFB-8225 ,.\,

5. Earliest Year/Latest Year
to

prior year/current year

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

Report from C M S which describes accretion, deletions etc., for billing month.

7. Record Series Format(s) List all

Paper: Film /tape: Electronic:
V Letter Size F Fi Im/SI ides F Kept on Hard Drive

(35mn, etc)
r Legal Size F Microfilm/ F Computer Tape

Microfiche
T Rolls T Audio Tape F Floppy Disk

F Bound Book F Video Tape F CD, DVD. etc

r Card T Other (specify)

8. Record Series Sequence

r Alphabetical

T Numerical

"i Chronological

F Geographical

T Other (specify) .

9. Volume

Number

V F i l e Drawer (s)
r Microfi lm Reel(s)

F Computer Tape(s)
F Other (specify)

10. Annual Accumulation
• V File Drawer (s)
r Microfilm Reel(s)

_12 T Computer Tape(s)
Number F Other (specify)

11- File is Used
T Daily T Weekly F Monthly F Annually File Becomes Inact i ve After

T Month (s)
•jmber

T Year(s)

13. Current Location(s) (Bldg., Floor, Room)

Medicare Buy-In Program

14. Is Record Series Duplicated Elsewhere? ( I f yes, specify
agency or of f i ce.)

Yes No Agency/ Format^ADC_

15. Privacy / Access Restrictions F Yes F No

T Personal F Medical F Proprietary F Classified rOther
(If Yes. cite Law(s) & Regulation(s)

16. Audit Requirements
T None T Internal
F Legislative F Federal

F OIG
F Independent

17. Is an Index System used? If yes, explain briefly and describe
requirements F Yes F No

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

ffi
19. Name and Title of Preparer

Janet Smith, Manager
Medicare Buy-In Program

E-maiI address:

20. Locat i on:

Telephone Number# 410-767-5377 Room # SS-5B
21. Date

6/12/0

DGS 550-4 (DHMH Rev. 2002 )



DGS-SSO- 1
REV. 6/78

DEPARTMENT OF GENERAL SERVICES

Records Management Division

RECORDS RETENTION AND DISPOSAL SCHEDULE

SCHEDULE
NO.

934

PAGE

NO. 1 Of 1

DEFARTttiiNT CF HEALTH AND MENTAL HYGIENE
C h r o n i c a l l y 111 & Aging Admin

Kidney Disease Program
DIVISION

Item

No. Description Retention

SETTLED INDIVIDUAL PATIENT HISTORY FILE

Alphabetical -.irrini-e.Tiort of rnanila folders
containing individual patient invoices from
hospitals, physicians, pharmacies; informatior
charts on patient status and documents such as
Income Tax Statements, Medicare notice of
eligibility, etc.

CENTRAL ADMINISTRATIVE CORRESPONDENCE FILE

These fil?.-; contain .general correspondence,
Kidney Commission material, expense accounts,
personnel information, timekeeping records,
outpatient invoices from I.'.edical Assistance,
Health Education and Vielfare Information and
'o.e:r:c:: ialvoi.- information.

FEDERAL SSA-1609 and SSA-l^-Pj TRANSMIT?ALS

File consists of copies of 3SA-1^8-3 forms
submitted to the Health Care Financing Admin-
istration for hone dialysis equipment and sup-
plier-. Data, on the ccr>ies are recorded in a
ledger retained in the agency.

Retain fcr five (5)
years and/or until all
audit requirements
have been fulfilled,
then destroy.

Retain for three (3)
years and destroy.
Directives and other
material relating to
planning and policy
that illustrate the
development of the
program, retain
permanently for even-
tual transfer to the
Hall of Records.

Retain for three (3)
years and/or until all
audit requirements
have been fulfilled,
then destroy.

L
Sch«Jylo Approved by Department,

Agency t or Division Rep'osontoft v«

; Schedulo Au>horix»d t>y
Hall of Records Commission


