NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE

Schedule Number: NC1-440-79-01

Some items in this schedule are either obsolete or have been superseded by new
NARA approved records schedules. This information is accurate as of: 7/31/2023

ACTIVE ITEMS
These items, unless subsequently superseded, may be used by the agency to

disposition records. It is the responsibility of the user to verify the items are still
active.

All items except those listed below are active

SUPERSEDED AND OBSOLETE ITEMS

The remaining items on this schedule may no longer be used to disposition records.
They are superseded, obsolete, filing instructions, non-records, or were lined off and
not approved at the time of scheduling. References to more recent schedules are
provided below as a courtesy. Some items listed here may have been previously
annotated on the schedule itself.

Items 7/2, 7/26, 17, 18, 25, 30, 35, 37-39, 47, 48, 50, 55, 57 is superseded by DAA-0440-2015-0004
Item 7 is superseded by DAA-0440-2015-0002

Item 1b is superseded by DAA-0440-2015-0002

Item 14 is superseded by DAA-0440-2015-0006

ltems VII15(18), 1 VII/I1/30(50), VII/8(29), VII/36(57), VII/30(50), 1 VI/NI(8O0), I V/II/F(28), 111/HH,
N/IVIA®42), | VIILA(4L), | VI23(44), 1 VIII29 is superseded by DAA-0440-2015-0008

ltems 111/W(23), 1/1(22), 11/32/a(53), 11/32/b(53), 11I/N(54), 11/18(39), 11I/R, 11/34(58) is superseded by
DAA-0440-2015-0012

Item I1.A is superseded by N1-440-95-001 #16
Item I1.D is superseded by N1-440-95-001 #17
Item 24 is superseded by N1-440-95-001 #3
Item 27 is superseded by N1-440-95-001 #9
Item 22 is superseded by N1-440-95-001 #11
Item 11.B.1 is superseded by NC1-440-83-01 #1

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE

As of 7/31/2023 NC1-440-79-01



NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE

Item 11.B.2 is superseded by NC1-440-83-01 #2

Item 11.K/11 (32) is superseded by NC1-440-84-01 #I1.K
Item 11.L/12 (33) is superseded by NC1-440-84-01 #I1.L
Item 11.C/3 (15) is superseded by NC1-440-84-002 #1
Item 11.5/19 (19) is superseded by NC1-440-85-02 #1

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE

As of 7/31/2023 NC1-440-79-01



REQUEST FOR REC»’DISPOS!TION AUTHORITY
(See Instructions on reverse)

2 LdN< 19240 1Tey

LEAVE BLANK

JOB NO. '

NC1-440-79-1

TO: GENERAL SERVICES ADMINISTRATION,
NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, D€ 20408

DATE RECEIVED

1. FROM (AGENCY OR ESTABLISHMENT)
Department of Health, Education & Welfare

7-19-79
NOTIFICATION TO AGENCY

2. MAJOR SUBDIVISION
Health Care Financing Administration

In accordance with the provisions of 44 U.S.C. 3303a the disposal re
quest, including amendments, is approved except for dems that may

3. MINOR SUBDIVISION
Division of Administration Services

be stamped “‘disposat not approved” or “‘withdrawn™ in column 10

4. NAME OF PERSON WITH WHOM TO CONFER 5. TEL. EXT.

Fred Brickenkamp ‘ 45639

L hup

Are Im:sr af the United Srates

/1577,

Dare

6. CERTIFICATE OF AGENCY REPRESENTATIVE:

| hereby certify that | am authorized to act for this agency in matters pertaining to the disposal of the agency’s records;

that the records proposed for disposal in this Request of
this agency or will not be needed after the retention periods specified.

(] A Request for immediate disposal.

page(s) are not now needed for the business of

kd B Request for disposal after a specified period of time or request for permanent

retention.

C. DATE D.WO GENCY REPHESENTATIVE E. TITLE
;//,/;7 ‘é

Fred Heuschele .. HCFA Record Officer

8. DESCRIPTION OF ITEM
ITEM NO. (With Inclusive Dates or Retention Periods)

g
' 10.
SAMPLE OR
JOB NO. ACTION TAKEN

Medicare Program Files

The records are the same as when the Medicare

(HCFA).
Attached are NARS Job Numbers:

NC1-47-7722 (15 Aug. 1977)
NC1=-47-77-18 (20 May 1977)

NC1-47-78-8 (22 Dec. 1977)

NC1-47-77-13 (30 Mar. 1977)

NC1-47-76-33 (10 Sep. 1976)

NC1-47-76-29 (30 Jul. 1976)

NC ~47-75-23 (28-May—1975) (23T Lékéér ;’J:)
NC1-47-78-14 (18 May 1978)

<}ELSLx,"" :
Copw\txﬁl:\g& NOE, ¥

See NARS job numbers--copies of SF-115's attached.

administered and operated by the Social Security
Administration. Consequently, approval of previously
established retention periods is being requested so they ca
be implemented by the Health Care Financing Administration

program was

=}

o

D
STANDARD FORM 115
o e ’..-// Revised April, 1975

115-10
> Vis'e F/ . ’ i il,
//%/' 4 / "V'/ 2 "’V‘/{.; s e TS "Prescribed by General Services

./c-’\,/\/«

/i// // //u///?»~7//;“-7"1/7V%420

Administration
FPMR (41 CFR) 101-11.4
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TO: GENERAL SERVICES MINISTRATION,
NATIONAL ARCHIVES AN ECORDS SERVICE, WASHINGTON 25, D. C,

1. FROM (AGENCY OR ESTABLISHMENT)

Department of Health, Educatio and Welfare /

2. MAJOR SUBDIVISION

3. MINOR SUBDIVISION

Social Securitv Administration \></

Provider Reiwbursement Revievz Boerd

4 NAME OF PERSON WITH WHOM TO CONFER 5. TEL
George S. Yamamura 5770

6. CERTIFICATE OF AGENCY REFRESENTATIVE:
-1 hereby certify that I am aothorired to act for,
-gchedale of 2 pages are proposed [or disp

A The records bave
ccased to have sufa-
cent value to warrant

further retention,

pife head of this sgency In matters pectaining to the di
al for the reanon indicated: (X" only one)

The records will cease to have sufficient value
to warrant further reteutSon oo the expiration
of the peried of time indicatsd or on the oceux-
reace of the event specifisd.

E el D f‘%-ggd,

Rudsell 0. Hess
(Blgnatare of Xgency Rrmmsmalative)

Dept., Records Mgt, Officer

a] of recerds, aad that the records described io this list er

(Djy i
e AT | syl o m\
~. S - P - 77 -/
‘'PROVIDER REIMBURSEMENT REVIEW BOQARD FILES
1. ADMINISTRATIVE FILES

A.

B.

c.

Instruction Files

. Manuals, directives, handbooks, and other formal

3 Permanent. Transfer to the Federal Records Center

policy and procedural issuances prepared by the
Board. Included are the Provider Reimbursement
Review Board Manual and similar material.
PiaaY g A0 eennlocud v Labg Serioolog
(FRC) at the close of the calendar year in’ whlch
superseded or discontinued. : VI
[‘J //.xm //t"((é/»;/w' /-5 /‘ 47/..4.;24/ 7?&’”' w."j - AR
Instructions Background Files” 6/ e | AL .

Records accumulzated in the preparation, clearance,
and publication of manuals, directives, handbooks,
and other formal policy and .procedural.issuances. -
Included are studies,-~clearance comments;'recom— h S

mendations and similar records which provide a By ) I‘J{JU“WJL

basis for publication and contr;bute{? the issuancei-.
- 1 o !

J— - ’

Destroy when superseded or dlslontinued Do not e
d to FRC. T
send o FRC Globey ; lrer I%A = Lrect

Becord Files ™ ;/g ”~ N

~—
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“ glomas Fd Burm No. 1160 i
Revised Nove aber 1951 A ‘ " P&ge 2

o Breseribed by General Services Ad.ninistration
T 084 e AWIVAI00 : : : of _3 pages

L

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS—Continuation Sheet

9.
7. 8. DESCRIPTION OF ITEM ] SAMPLE OR
TTEM NO. (WITH INCLUSIVE DATES OR RETEMTION PERIODS) JOB NO.

10.
ACTION TAKEN

chronological order, relating to the functions of the |
Board. Copies of correspondence relating to specifig
hearing cases are contained in the hearing record

case file.

Destroy after 3 years.

II. HEARING FILES

RN

A. Hearing Record Case Files - N6 rg '2,

4 _ | Ny
Case files containing documents accumulated in the
hearing process. Included are the provider's Tequest
for a hearing, provider position papers, fiscal
intermediary position papers, cost reports, notice of
hearing, hearing transcripts, hearing decision by the
Board, and related documents. Hearing decisions may
be reviewed by the Secretary of HEW, and provider may
seek judicial review of unfavorable decisions.

Transfer to the FRC 3 years after the year in which
there was a dismissal or final decision.

Destroy after 6 years' total retention. [/
.’7 ; -

B. Executive Officer Hearing Record Case Files

Duplicate copies of hearing record case files,
accumulated by the Executive Officer of the Board,
used for review of the case development and final
decision by the Board.

Destroy 3 years after dismissal or final decision. p 2;,5

C. Working Hearing Record Case Files

Nonessential working papers accumulated and retained
by the staff members developing the hearing case.

Included are worksheets, notes, and similar documents . M
Destroy 3 years after dismissal or final decision.

D. Hearing Record Card Files

A 5 by 8 inch card file recording the status of each
I hearing record case file. Card records such infor-
mation as the name of the provider and fiscal

Four copies, including criginal, 1o be sabmitied to the National Archives and Records Service 16—58478-2 cro
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of 3 o Ppages

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS—Continuation Sheet

7. 8. DESCRIPTION OF ITEM v 10.
ITEM NO. (WiTH IKCLUSIVE DATES OR RETENTION PERIODS) Pl ACTION TAKEN

intermediary and whether the case is active, has been
dismissed, or a hearing decision rendered.

Destroy 6 years after dismissal or final decision.

E. Extra Copy Transcript Files

Files consisting of duplicate copies of hearing trans-
cripts. An original copy of the transcript i1s retained
with the hearing record case file. )

Review file annually and destroy copies which mo longer
have continuing value.

~
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pents, is approved cxcept for items that pay
be stamped “disposal not approved” or
"withdrawn" jn column 10.
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aministyative Files

Files created or maintained by most regional oifices

in the perfermance of their assigned functions

. 0fficial file cn;\ioq of outs:oing correspoxdonce |
relating to office Lunctions. :

i 2. Comments on draft reperts, studies, and proposals
prepared by other offices.

tons to awl/or cemments on preposad

(R 220N .

Um—)

9.

SAMPLE CR

SSA Regional 0Offices.
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/i L ant. Records Mgt. Officer
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"’ NATIONAL ARCHIVES and RECORDS ADMINISTRATION

= Sy
NATIONAL 8601 ADELPHI ROAD COLLEGE PARK, MD 20740-6001
ARCHIVES  www.archives.gov

July 20, 2016

Memorandum to the File

It is assumed that only pages 19 through 31 of schedule NC1-47-76-33 were intended to be integrated
into NC-1-440-79-01. The first page is included only to provide the header information.

JEREMY P. SCHMIDT

Appraiser
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7. CDLSCRETTION OF 111 3. Y
1TEIA HO. : (vnrutu LULINE DATES Qi KR 0% PLATY) ' S RCTIOH TAKEN
JIII. | BUREAL OF JHEALTH nﬂz&_ygm:cu
S G S
A, State Aprecments o nd Hndxr}gxtlﬂu” (Ttrm APP'“”K}[L/// / ' ‘S*/
Al Job H-h/—?;*’)}
Agreements enterced into with the State apencics by
) - the Secretary of Health, bBducation, and Welfare undar
e 7 the provisions of scction 1864 of the Social Sccurity|
Act, by which the State apgency assints SGA In -
determining whether health ciare providers and
suppliers meet and continue to et the requicenents
for coverage or participatien.  Also included are
9ub1bxccnonLa' by whiech State agencies subcontract
some Madicare functions to olther governmental or
‘private organizatious. Reccord copies are retained
by BHI headquarters. o , -
Destroy 5 years after the clese of the calendar yeav Al ,fft
in vhich terminated or supcrscded. é}/ﬁ¢*~ o
S ‘7 ey AT
m B %LaLe Buv-Tn Agr Lem Avnroved NA Ne '//w'f .
_— n Anreements (Ttem Auvproved NARS Job RC- 5
§7-75-23) T
Agreements entered into with the State agencies by
the Secrctary of Health, Fducaticn, and Welfare
under the provisions of section 1343 of the Social
Sccurity Act. The agreewents provide coverage
under the Supplemantary tedical Imsurance Progrem:
for certain individuals receiving moncy pavaenos
under State approved public assistance plans. Record
copies are retaine ad b\ le headguarcers.
i L T
Destroy 5 yeavs after the closce of the calendav
year in which terminated.
C. State Ageucy Roview Files : . 7
Iﬁ 5 ';) “.\ ! ’
Documents relating to administrative vevicw ol State
apency operaticns and certification proceduves.
ITncluded are reports of visits, comunications
concerning Improvesients bn opevations, and other
papers pertaining to roviews of State agency
practices.
— Destroy after 3 years.
—

die et ta e setinitfed Te e Rundivsed A Bives med Becoile Srervic R, ».;I/
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7 B. DUSCRIETIEN OF 1164 . 9. 1. .
ITCM KO, (YA IO ULy LATTS OR HETUHTION PRINOI ) SarplEOR ACTION TAF LI

Jop 1w
#H 4 9 £
D. State Arcncy Bodget and Vinancial Report Viles /!

. .. o ;}\,-5/:./:;"‘"'?‘:
L IS R STV SO S . /
(Item U’UI(N’L(I:«AX{) Job -/17 715:-23)

Files used to estimate, justify, and approve State
apency health insurance program costs, and to account
for funds received and cxpended by the State apencices
Included arce Forms SSA-14065, State Azency Pudgec
e Request; SSA-1460A, State Apency Budeet List of . .
Positions; SGA-14066, State Apency Scoedule [or
Equiprent Purchnses;.SSA*l&67, State Agency Budpet
Notice of Approval; SSA-1468, Notice rto State Agency;
SSA-1469, Financial Accountabilicy Statement; ‘
SSA-140694, Quarterly Expenditure Report; and indirect

ost forms. Record copies are rectaired by BUT A
headquarters

Destroy 6 ycars follewing the close of the budget year. él

v
E. Intercadiary and Carrier Contract Filcs . /QLL(?M ' ;

‘- Agrecenents entered jnto with intermediavies and
carriers by the Secretary of licalth, I'xP“LJon, and
Welfare under the provisiens of secticns 1816 and
1842 of the Social Security Act by which the inter-
mediaries and carviers agree to perfecrm certain
functions in administering the Hospital Insurzance-
and Supplementary Maedical Insurance Programs. A
such, they provide basic documentation of the manner
in which these programs are implemented. Included ard
modifications and amendments. Record copies are
retained by BHI headquarters.

7]

Destroy 3 years after supersession or terminatioen, R LR
as .applicable. et

fr ) 5T

F. Intermediary_and Carricr Subcontract Viles

Copies of intermediaries' agreements with sub-
contractors reparding periovmance of aundits and the
providers' costs, leases lorv building space
cquipment, consulting, and other scrvices.  Tnecluded
are SSA approvals, anendnents, and sintlar papevs.
Record copivs are retained by BHL headguarters.

Destroy 3 years after termtnation of agrecwent.
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ISPOSE OF RECORDS-——Continuction Sheet

7.
ITC! HO.

B, DELTHPIIG OF 1M
(YOTH IHC ULt € DT On [ N fon PHINGS)

G.

9.
SAVPLT OR
JO4 1O

Int vmr'm ary md

Approved ‘.:\I(§M._I_<»I>

{1tem

These [iles contain the accepted final sctrlement

for all intermediary and carricr costs of adminia-
Lration and consist ol the closing agrerment, appendi
and schedules of balances due the intermediary,

carrier, or Secretary. Record copics arce retained by

BHI hecadquarters.
Destroy 3 vears aflter HEW auditc and (inal scttlement.

Inte rﬂcd and Carrier Budpelt Estimate and

Justification lLJ(S (ftem Approved Naks Job HC-47-7

Forms $S5A-1523 and §54-1524, Estimate of
Adwinistrative Costs and Credits, and comparable
papers used by the intermediaries and carviers to
submit their annual cest estimates for administering
the lHospital Imsurance and Supplementavy yodical
lansurance Trogframs. aAlso included ave justification
correspondence on spocific budget estimates, and
supporting data along with the netification of budget

-
approval, such as Forzs S$SA-1525, and S§S4A-15206, Nolice

-2598 and SSA-23599, Approved
imate of Administrative
s. Record copiess are

ers.

of Budget Approval; SSA

Budgzet Distributien, tsti
Costs; and similar paper
retained by BHI headguart

Destroy 3 years after HEW audit and final settlement.

Intermedi al\'.nwi Carvie IﬂlOTjn! Exponditure Report

Files (Jtren Approved \\"Q Job kh~a/-zgw,;)

QuatLer]y reports of expenditures made by the inter-
mediarics and carriers since the begimning of the
fiscal vear. Included are Forms SSA-1527 and
SSA-1578, Cumulative farerim Expenditure Report and
Budget, or their cquivalents. Also Included ave
supplemental schedules and requests {or accelevated
paviments.  Record copies are retained by BHL head-
quarters. )

Destroy 3 vears after HEW audic and final setilement.
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2. B, DELCIETON OF e o 0.
VIR to, (YOOI IRZLUTAOVE DATES Uit Ki 3T 20000 PEiins) ) : '*’3-,;-)’.‘;,54”‘ ACHIOH TAKEN
Jo Intermediary Horbload Report Files (Trem Approved P A R A e [7
_...-4<.—.—-— .'-.-—..T: - e v v W R W e e e i et Tt 8 2 i i et 0 . S o A - —o = —— " ‘r
NARS Job 5L ¢ T 2

Monthly statistical reports on the status ol inter- ?

mediary workloads usea by S5A to identify basic

i
managcemenl data needed Tor budpeting, [inancing,
o vork planniay, and progprvess evaluation.  Tocluded
p——e K . . . R , . —
s is Form $54-15606, Health Tusurance for theo Aped | -
Program Intermediarvy Workload Report, or its
cquivalent. Record copies are retained by bill
headquarters.
Destroy after 3 years.
. . - . i, Ve,
K. Carricr Performance Report Tiles (Ttem Approved ﬁbgq??vv”” 'ga
1 / j
NARS Job {€-47-75-23) ' —
§ TE Sem
<,

Form SSA-1565, Health Insurance for the Aged Program {jkhi
Carrier Perviornance Reports, or equivalent Zccuments
f‘\ prepared menthly by carriers to summarize tnoir
performance in processing clcims under the

Supplementary Medical Insuvance Program.  Th
information contained in these reporks provices
management information need ror budgeting,
financing, werk plannincg, ‘mance evalustien,

g 2se B o}
\

) ot 0.
Fh
(o]
—

and identifving operating problems. Recorc cepies
are retained by BHI headquarters. —~

Destroy after 3 years.

L. Annual Contractor Fvaluation Reoort (ACER)

An annual report evaluating centractor opercations
under Part A and Pavrt B of the Medicare preavan.

The report includes such information as claius
processing, coverape amd utilization safeauards,
beneficiary and provider services, fiscal management,
and administrative management.  Included are tfinal
reports and backgrovnd documents such as copics of
Comprehensive Iaspection Fyvaluation Performance e
(CIEY) veports, copics of draft ACEWU's, contvactor
resident representative comments on reports, auad
related vorrespondence.  Final ACER's arve
distributed to BHY headquariers and all BHI regional

~ offices.
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7. B DLOCHIPHION OF 1184 . 9. 10.
11T HO. (WITH TNTLGLIVE DATES O BETLR OG5 FOPa5) "AJ‘('.;B{!E:JM waj (O TAEN
1. Regional 0ffice Responsible for Prepavation of
Final Report
Retain onc .copy of cach [inal report for cach
contractor. Destroy after contractor terminates.
Destroy background documents 2 years after
S i} publicacion of final report. Destroy cxira
- copics of final report when adiministrative value
ceascs.
2. Other Regjonal Olfices
Destroy upon receipt of updated ACER.
. ) Ly .
; ’ . ’ L : AAE 1 N
M. Carrier Alphabetic State List (CAST) fi“d ?va~ ™
‘ ' 0 T Al
.- . . . . a2 pm— i
Microfilm received semiannually froem 554, uscd te 5;
wverify account unumbers and Medicare coverage.
Included is name, account number, currvent address,
roa and date of birth, icrofilim is arrangoed In
alphabetical ordcer by State. ’
Destroy upon receipt of updated microfilm. P
1 7.
a5 i
i ~-
N. Health Insurance Preoaram L>? &

Inteority Cese Tiles
(lten Approved NARS Jobh NC 47-75-23)

-~

Files accumulated as a result of allegations or

. complaints of program abuse or potential fraud k¥

physicians and other providers of services pursuant
to scctions 206, 208, 1106, and 1107 of the Social
Security Act. They consist of cemplaints from bene-
ficiaries or other scurces that are referred to
district offices, regiconal oflices, intermediaries,
carricrs, cte. Included are correspendence, foros,
and other papers (hard copy ov microrilm) used in
developing and iavestigating complaints, such as
exhibits, copics of claims bills, medical
recorids, Investigative veports, fiscal vecords, and
other pertinecnt physician and provider recorvds,

ol Forme,

Place in dnactive file afver final action on the
case.  Cut of [ inactive 1ile at (he close of the
calendar year in which final actica was taken, hold
2 additional veaves, and then transfer ta the FPRCE.

beatroy 3 vears theveatter.
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A [y », . « g I3 . . S o N
e 1o (WEEH JHCLUSIVE DAL G PLTER DION PERINTA) 9’3’,;.}’[“,';'(;)’( ACTION TAKEN
0. TProgsram Vd]ldlllnn Reviews (Jtem Approved HARS Job ) _’q
¥ MR
!
Decuments relating to propram validation reviews N
"
conducted to identify the degree to wiich propgranm {éq(/
. . . . H
provisions are being properly applicd by the
. providers of health care services.  Included are
CI- -~ wvalidation revicw visit veports, schedules of
) planned validation revicws, notices of vigits, and
other papers dircctly related Lo the progranm
validation rveview proces:.
Place in inactive file on receipt of subscquent
review or after 2 years, whichever is carlier.
.Destroy after 3 additional ycars.
P. TPart A Overpavment Files ’Eﬂ,?ﬁ"' '7
Documents accumulated in the recovery ol overpayments: p xivy’ ;
4 to prov1*;r$ under the heogpital insurance proyram R ‘ P
(Part A). Includ.d arc veports [ron intermediarics , L) S
W ol
on hos>ital overpayiments. settlemant worksheets, V2 q ﬁ‘“,/”’”
schedules of vepayment and related correspoadence. ﬂ;j¢éf‘t"
Destrov 3 years after final resolution and
scttlement. .
-~ -

e = ¢ ——— o e e . w4 an

R.

Phvsician's Annual Review Evaluation

Documents accumulated in a sample review of pavments
to physicians and other supplicrs of services undev
Supplementary Medieal Insurance Program (Parve R).
Included are computer printouts containiung payment
information, lists of providers to be reviewed,

review results and related corvespondence
De cars after close of case.

stroy 2 v

nent .1q31 Duplicate Charpe Dotect fon

kll\wxfh\\anx‘lxh\uS

Overpaveg

bLPUIL Filen

A\(1V1FV

Qun1tv\lv repores
to SSA summinvising overpavoent and duplicate
detection activities carricd out duving cach
calendar quarvter.  The veports are usad to tabulate
data on the number of cases fnowhich cavricy vecover:
an overpavient, the total doltar anount ol money

prepared by each carvricr and sent
charge

AR

\
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overpaid, causes of overpayment, number ol duplicate
charges detected, and similar information.  Record
copics are retained by BHL headquarters,

Destroy aflter 3 ycars.

Part B Qualitv Assurance Review

Documents accunulated in a 10 percent quality
assurance subhsample of Part B carrvier qualijty
assurance sasple.  Includad

Adjudicative Quality Review, a workshecet used to
cvaluate carvrier processing of the claim, and
attachments: negotiation decuments 4.0 the carrier
disagrees with the regicnal office's cvaluation;

and computer generated reports such as Selected
Claims List by Random Selection, Updated Excaption
Report, Input Totals Report Subsample Claims Listing
and - Review summnary Report. generated when carrier
updates svstem for every pavment run. Quality
Assurance EZvror Rate Reports (monthlv, quarterly,
and cumulative yeavr-to-date) or statistical output
tables, are produccd from the above documents by

the carrier and include information such as
estimated number of ervors and standard errovs by

are Form SSA=-2817

R Claimg

Bec

carricr calculation and bv SSA calculation on OAthlo—

ment, coverage, reasonable charge, docunment codlng,
etc. The last pages of each report contain summary
totals. A national ranking (Index) is publishcd by
BII headguarters from Ln Quality Assurance Error
Reports.

1. Torm 2817 and Neevotiation Documonts

Return to carricr upon completion of review.

2.  Conmputer Reports

Retain three reports in file. Destroy carliest
report upon receipt of updated report.

3. Error Rate Reports (Statistical OQutput Tables)

Destroy monthly report aftery 6 months,
quarteriy report after 1 year, and yearly
rcport alter 2 years,

\\_ L o éﬂj
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4o Tndex
Destroy after 2 years.
T, Corrective Paveent Action Summary Ropornt ' e A f&
- D, PANRARID FS0 A
_ AV *
oA Documents relating to corrcective pavment action
. taken in Part B clajms selected Tor end-ol-lince o

or Quality Assurance sample revicw. Included are
summary report forms and transmittal lecvers.

Destroy after 1 yecar.
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U. Provider Certification Filecs

Documents relating te the survey-and certification of
suppliers and providers of service. Tucluded arc
official certificaticn and transmittal forms, survey
r.\ Teport fovms, utilization veview plans, provider
agreements, trvansler agreements, plans of correcction,!
civil rights compliance forms, intermediary
designation and tie-in notices, certification letters
and various forms and corrcspondeonce used in the
certificacion process with respect to individual
facilities. Excluded. irom this deiinition are
‘surveyor's notes, rocegh copy survev repert f{orms,
and other workpapers which are merged into and ™
superseded by a final product. '

1. Nonparticipating Facilities
r
Transfer to the FRC 3 vears after termination
or denial.. Destrey after a total 6 vears'
retention after termination or denial.

2, Participating Focilitics

a. Retain Forms SSA-1561, Health Insurance
Benefits Agreements:y S8A-1339, Ceortilication
of Transmittaly and all notification lettoers
to facilities, all civil rvights Lorms, and
all interwediary designacion,  Destroy in
accovrdance with item VIILULL vhen provider
coases pavticipation,

b, Trvanafer to the FRC curvey yeport forms and
velated documents 3 yearvs alter cowpletion

of survev.,  Destroy aflter a4 total o years'
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retention.  However, those pertaining to
access hospitals will be recained antil
removed from the acceess catepory at whin
time survay report forms and related
documentation may be destroyed 6 years
following completion of the -survey.

7.
11514 1O,
o . .. . ..
el V. Provider Neamination YFiles

Letters from providers of services stating choic
of intermediary including change of owncrship an
change of intermediaries. Record copics are ret
by BHI headquarters.

Destroy 1 ycar after tcrwmination of provider
participation,

¥. Provider Hearing Files

Thesc files accumulate when a previder of servic
is d]SR]LJQ ied with SSA's determination that it
‘does not reet the corditions {or participation i
the Medicare prcegraem and requestsz an administrat

SSA to support its initial determination at the
hearing. Included ave copies of provider inspoc
reports, corresnondence, and similar records rel
to provider cperations, After the hearing, the
must be retaine
headguarters.

Destroy 3 vears after final deteruination.

X. Provider Statiatical and Redmburscment Reports

EDT printouts or microfilm showing summavica of

These ave used to effect cost settlenontys botveo
intermediaries and the providers fer propram
validation purposcs, and to determine accuracy o
cost reporta,. Thone reports contain Mart A and
Boinpaticnt and outpaticont informacion, jupaticen
statiastics, toeral bills, covered costs, and othe
related datas Copica ave vetained by fateras

-

a

for andic and sottlenent nurpoeses and also by Bt
i [} .

h

e
d
ained

s

0

ive

hearing on the matter. The docuzents ave usea by

Lion
ating
files

d in the event that the providor seocks
court review. Record copies are maintained by BHI

pavments to hospitals, skilled nursing facilicies
home health agencies, and other providers ol scrvice.
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Destroy after 3 years,

Provider Monitor Lisling

A computer listing, rceceived from BHL headquarters
semiannually, broken down by cotegory of providers
and by bed size. Included is information totnl
amount spent for provider services. This information
is used Lo compute provider per diem rate.

on

Destroy after 3 ycars.

Chain Operations quort (COR)

. . N -
A computer generated report, recccived quarterly
from BHI headquarters, which identifics chain
organizations by name and cmployer identification
numher, Included is such information as name of
chain organization, corperate address. previders
belonging te that chain, name of intermediars

and provider number.

Destroy after 2 ycars.

Pavrt A Medicare Claims Records

Torms SSA-1453, Inpaticat lospital and Skilled
Nursing Facility Admission and Billing; $SA-1486,
Inpationt Admission.and Billing - Christian Science
Sanatorium; SSA-1487, hHeme Health Agency Report and
Billing: and other documents used to support paymentis
to providers of service. Payments may bu cuthorized
by the regional office for emergency and foreign
claims. ‘ .

Cut off atr the close of the calendar year in which
paid, held 2 additional vears, and then transf{er to
the YRC.  Destroy 6 years therveafter. Lavlier cut-
of f and transfev Ls avthorized; however, the records
must be retained for 8 vears following the close of
the calendarv year in which pavment is wmade,

Part

B Medicare Clajms Records

Forms S85A-14590, Request for Medicare Pavment;
SSA=1554, Provider Bitding (or Patient Services by
Physltetans; SSA-1056, Prepayment Plan Fov Group
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Reconsideration and Hearing Case Tiles--Hosnital

Medical Practices Dealing Throupgh a Carrier; SSA-10600
Request for Claim humber Verification; $5A-16006,
Payment Record Transmittaly SSA-1660, Requesit {or
Information, Medicave Paviient for Scervices to a
Patvient Now Deccasoed; and similar lorss.  Also
included ave ltcemized bills, correspondence,  and
comparable documents used to support payments Lo
beneficiaries, physiciong, and other supplicrs of
scrvice under the bqulcvtnLnry Medical Insurance
]rog am.

Cut off at the closc ol the calendar year in which
paid, hold 2 additional years, and ctransfer to the
FRC. Destroy 2 yecars thercalfter. Larlier cutoff

and transfer is authorized: however, the records must
be retained for & years following the closce of the
calendar vear in which pavment is made.

Insurance Prervam

Ph.
}h ulL.l] ha:‘m*.nwn Proovan

Reconsideration vecords accumulatce when a beneficiacy
or his rveprescntative is dissatisfied with an initial

determination as to the amnount of benefits payable
on the beneficiarv's behalfl under the Hespital

Insurawce Program and filcs cither an expresscd or
implicd request for reconsideration. U in Y

records accunulate when a beneficiary o
representative is dissatisiied with the

rc
determination and requests a hearinv: and if still
dissatislied after the hearing, files for a Juhubqucn;

court review. Included are Forms IA-501, Request
for learing; SSA-561, Reguest For Reconsideratcion;
or their cquivalents. Algo included is evidence
furnished by beneficiavies or their reprosentatives,
corvespondence, SS5A determinationu, Administrative
Law Judge decisions, orizinal bills, Apneals Council
decisions, and similar waterial.

Digposc of these recervds in accordance with .
instructions for Part A Modicare Cloims Recovds (sce
from VIIT.AN of this schedule).

Revie .md Faiv Heavine (“1"__(_‘. i_i ](m———h‘up'_d emontary

Tiles accumulated when o benefletars. physictan,

provider, or other supplicr of sevvice s dinnat sl L

conqndo ation
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FF.

.mediavies and carriers.

with the carrier's determination denving a requost
for payment, ov with the amount of the payment, or
when he/she believes that the reqoest for payment is
nol being acted upon with reasonable promprness.
Included are ceopies of claimant's requests for
revicw, taogether with relevant writlen statcemenls or
evidence, notices of adverse informal review
decisions, requests for hearings Lo protest the
adversc decisioens, hearings procecdings, hearing

3%
of ficers' f{inal decisions, and other comparablce
papers.

Place in inactive [ile upon [inal action on the casc.
Cut off inactive file at the close of the calendar
year in which [inal action was taken, hold 2
additional ycars, and transfer to the FRC. Destroy
5 years thercafter.

Yedicare RBeneficiarv Correspondence Tiles

(Ttenm Apovoved S Job S0-47-75-23)

These files accunulate as a result ol inquiries
and complaints received by SSA distvict offices,
headquarters offices, regional offices, and inter-

Destrov 1 vear after the close of the calendar vear
in which dated; except where recovds arve required
to document a specilic claim, reconsideration, appeal
or simjlar case, destroy in accordance with rhe
instructions for the specific file.

M'rofessional Standards Réview Oreanization {PSRO)
Files

Filcs censint of copies of memoranda of understanding
and related decuments entered inte with nonprofic
professional asscciations pursuant to section 1102

of the Secial Sccurity Act, as amended.  For a given
area, the PSRO reviews the professional activitios

of physicians, other healtth care practitioners and
institutional and neninsvitutional providers ot
health care services Lo determine whether (1) servicd
are or were medically necessarvy, () qualicy of
servives meets profeossionally vecovonizoed standavds,
cte.  Record copies are maintained by BHU head-
quarters.

et

Nestroy Tovear after termination of avrcement,
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REQUEST I'OI! AUTIHORITY TO DISI'OSE O RECORDS—Continuotion Sheet
7. 8. CESZEIPTION OF 1M 3. 1.
T1CM 1O, (VNTH EMSLLSE 6 LATES OR RUTE RGN PLRISIS Sﬁ:’;i;‘t{f” ACTION TAKOH
1

Hil.

the ledicare program.

Propgram Revicw Team (PRT) Tiles

Files consist of charters and related documents

entered into wilh phvsicians, health cave prnfensionn1f

o

and consumer represcentatives pursuant Lo Sceolion
1862(d) of the Social Seccurity Act, as amended
(Section 229 of P.L. 92-603), who scrve uinder

charter as members of PRT's for given arcas. PRT's

o

revicw the practices of physicians and other

providers of sevrvice for billing substantially in
excess of cuslomary costs or charges, anda for
furnishing excess, harmful or grossly inferior
scrvices or supplies, to deterwmine wncther the
physician or other proﬁidcr of service should be
excluded from participation in or teraminated from
Files also include advisory
PRT'

(nonadjudicative) reparts f{rom the 5.

Destroy 6 vears after final terminaticn of charter.

Sceticns 1862(d) and 1565(b)(2) Exclusion and
Terminaticn Actions

~Files consist of cases reviewed and actions taken to

exclude or terminate rhyvsicians or other providers
of service from participation in the Medicare
program. Documents included are investigatory =
materials, court actions, utilization reports,
payment data and other related documents as well as
PRT concurrence (adiudicative reports) or
recommendations wiiere required.

Destroy 6 years alter reinstatement te the program,
or. 5 ycars after the case is othervise closed.

SN

-
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_Department of Health, Ed
2. MAJOR SUBDIVISION

Social

N")Tl~l( ATION TO WIENCY

Security Administratio

3 MINOR SO'ROIVISION

__Bureau of Health Insurance
4, NAME OF PERSC* WITH WHOL 7O CONFER

George S. Yamarura

& CERTVIFIL WE Of A(‘F‘JCY n[ﬂqr ;ENT:\H\.’F

| hereby

X B quu for disposal affar a specified ceriod of ime or renuest

certily that | am s ,zonzed i2 ag

ified.

e stk iR prgasions of 44 L3 5 2207 tre dispraai e
ML IS apprnved saapt doy e Mgt may
sptoved g A ranaen’

1 to the aizposal of me agnncy s resu
o L nC< naeded for th

crn L0

re
C. DATE D. s*$uﬁruae OF AGENCY-REPRESENTATIVE E. TITLE - o o
(_,c,n f.fd \5 [ c,«c,' A \
3/77 f\¥'Ru ell O. Hess Department Records Management Officer
- L]
ITEJ:NO nmu1m5m§5§%§$§§?&8§4§§?¥en0da R AGTION TAKEN
Fam - -
’ g N -
ﬂ Professional Qualifications File o2 i \-;i -
| aPA NI
A

Records of certaln individuals who are employed in
hoapitals and clinical laboratories, or who are self~
employed providing therapy and medic3l services who have
taken HEW proficilency examinations. The records contain
professional qualification information on the academic
and experience qualifications of the individuals and
identify information such as social securlty nusber,
name, addreses, license number and eligibility, and
-results of HEW proficiency examination. Records are
maintained by State agencies and regional medicare
offices, and are used to determine whether individual8
rendering health care services meet qualffication
requirements.

Transfer to an inactive file upon termination of
individual's participation. Destroy 5 years thereafter.
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GENERAL SERVICES AOMINISTRATION,
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1. FROM (A3ENCY CR ESTABLISHMENT; .
Department of Health, Fducation and Welfare

2. MaJOA SUSOIVISION

Soclal Security Adminigiration Test, inclad

NOTISICATION TO AGENCY

In accordacse with 16

2. MINQR 5UBDIVISION

Bareain of Health Insurance

be stamged "4

4. NAME OF PERSON WITH WHOM TO CONFER . 5. TEL. EXT. (J
o - 2377 oo A W,
G.eorge S. Yanermuurs e : hs??o ' Date Ao hivist e the United States

seawsinas at 43050 3103 the ‘e, sl e
mamts, 53 0000 aed 2eant iy dams that may
5 -h.:»m w rsiuma 10,

6. CERTIFICATE

OF AGENCY REFRESENTATIVE.

| hereby certify that | am authorized to act for. this agency in matters pertaining to the disposal of the agency's records;
the

‘that the

records propseed-for-disposal in this Request ef __J __ page(s) are nok now needed for

this agency or will not be nﬂeCOd after the retention por:ods specified.

(] A Request for 1mmednaxe drsposat

4

e business of

D B Request for di sposa? after a specified pariod of time or request for permanent.
retention. -

C. DATE

8/10/77 {Is{Ruésell 0, Hess

JNATUR:ﬁF AGENCY REPRESRENTATIVE E. TITLE
B (f%

Department Records ianagemenr Officer

A

7.
ITEM NO.

. B DESCRIFTICN GF ITEM
(#fith inclusive Dates or -—e'ar-hcn Periods)

9.
SAMPLE OR 10,

JOB NO.

ACTION TAKEN

7

CIVIL TITIGATICN CASE FILLS

ito-107

e el

Case fileg documenting THI's central office involvement
in Medicaxre civil litigation. Civil litigation cases
vgually have no frzud involvemeni. They relate to zny
sgpect of the lMedicare program, such as overpayment or
wnderpaymert of monies br S54 Yo contractors or providers
of servicea, coverags =02 exntitlement questions, provider
terminations, azrd regilztion mromlgation and enforcewent.
Unless setitled beforshand, civil litigation cases are
heard in Federal (and rersly Stiate) courts. Documenta-
tlon in the case files mzy include, but not be limited to,
complaints and answers, court: o“ders, transcripis, briefs,
evidentiary material (cost repoxris, accounting data,
aifidavits, etc.), correspondence and related background
information. The Depzriment of Justice maintaing the
record: copy of cases reaching the court level. The Civil
Litigation and Hearingz Branch maintains record copies of
BHI central office involvement in these cases.

Place in an inactive file after final action on ilie case.
Cut off inactive file at the close of the calendar year

in wiich final action was taken, hold 2 additional years,
and then transfer to the Federzl Records Cenuer, Donvasy
:" ad ”"’“—, wotantion.— ] 9-"1"’\“‘*3 »\Ll‘-aww \*\CV‘.H )u—i‘-‘s i
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1, FROM (ACENCY OR ESTAHLISHMENT)

I}apa:r’cr‘enu of Health, Education, and Welfars

e T

NOTEICATION TO AGENHCY

2. MAJOR SUBDIVISION

Eealth Care Fipancing Administration

ISL ~Edﬁ"r; o

pragseg ef 4 ’J 5
e may

3. MINCR SUBCIISION

HMedicara Bures

4. NAME OF FERSOMN WITH WHGM TO CONFER

Coorge S. Yamarmra

5. TEL. EXT

594-5770

Fecfuvent of Hhe Uatited SNiates

6. CEATIFICATE CF AGENCY REFRESENTATIVE.

| hereby certify that | am authorized o act fur this agency in n.thr" parizising
that the records proposed for disposal in this Request of _

10 the disposal of the agancy's resoids:
2 pagels) are not now needed for fhe business of

this agency or will not be needed after the retention periods specified.

[] A Request for :mmpdzale dmposal

[X] B Request for d:spos al after a spe

ifiad period of time or request for parmanant

retention.
C. DATE D. SEIATURE OF AGENCY FIEPRESENTATIVE E. TITLE
Clanzre, 3 ‘\-)" \14(' )) . )
12/15/77{‘ RusHell 0. Hess Department Records Management Officer
7. 8. DESCRIPTION OF ITEM s 10.
ITEM NO (With Inclusive Dates or Retention Pariods) SAMPLE OR | 110N TAKERN
108 NG
A RLCO7TS PRIENTLION AZ@ DISPOSAL SCHEDTLE
HEALTTE LISURANCE FOR TH2 AGSD AWD DISARLED PROGRAN
S R
L. ) ) . N Z;_ ' ; f[f
Emlonation of Medicars Bonefiv INscords ' i N

Utilizatlion e:.a. explzoaticn of

-

venefit notices used to

g.’-x, cut merzizing Parbt A bensfits,
Paxrt A znd Pert B deductinle stebtus, and sbout applying
for complementary ncﬂth bomefito. These notices ars
prepared and sent to beneficizrlen eiller by SSA inter-
nediaries or carriera. Included aze Forms SS2-1533,
HMedicare Eospital, Ez’cemied Care ond Home Heelth Denefits
Record, RO~100, Part A Hospltal Insurcrce Benefits Record;
and forms that are developed locally by carwiers regording!
explanation of Medicare bernefits.

advise benaficieries

A. Interediaries and Carriers
of Medicare (EOI-IB) Records
Destroy hard copies after microfilm has been verified
as correct. Cut off microfilm file at thie cloase of
the calendar year in which benefit wag paid or denied,
23 applicable. Deotroy microfila after a total 6 3‘3&1‘

retentlion. : i

Vho Microfilm Fxmlanation

STANDARD FOAIL 115
Rowiasd Aprst 1779
Prescnbed bty Genera! Sarviras s

Admineasteation
ZOsIn Ay MECTIL £ 4o
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1. 8. DESCRIPTION OF ITEM . SAMPLE OR 10.
;'-A\"'.M HO, . nWith Inclusive Oates or Hetention Poriods) 303 MO, ACTION TAKEN

Aead
P
{5
(¢}
H
8]
h
}—l
}_l
al

B. Intermedizries and Carriers Who.Do Not ¥
EOIB's -

Cut off at the close of the czlendar year in which
benefit was paid or denied, as appliczble, hold

1 additional year and then transfer to the Federal
Records Center. Destroy after s, total 6 years'
retention.[/;#?/%4“ g&xzfﬁ}6f>, ,

N

~

11:.+203 Four coples, Including orlginal. 1o be aubmitted to the National Archives STAHUDARD FOMM 115-A
Revised Juiv 1774
Prescnbed by General Serwce
. - . Admimsiration
GIO - 1Agn 0. $10e387 ‘ FPMA (41 CFRY 101 =11 4 //
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(‘Qa R o IVe106 — CATE RECEVED
. Jnu:c- ) TO DICPOSE OF RECORDS JUL 80 1575
UL ’ - -
(3re Instructions on Reverse) c—- 47 76 lq
S TATE AFFROVED o,
I S NC1l-4i7.- 58_2-
T GENERAL SURVICES AGMINISTRATION, T‘ ~
NATIONAL ASCHIVES A%D RFECORDS SERVICE, Waskingion, D.C. 20308 T ) -
o i C NEISFIONTION 0 ALV -
1. FHOM (AGENCY OR ESTABLIGHVENT) . JEATION AT ALY

rce with the ,,.-'uin» v of faU.L.C
ir 3} .t‘.x.‘sl, includiog arend«
"m. ruy

Department of Health, Educatiocn, and Welfare
Z 1AJOR SU3DIVIZION
Social Security Administration
3. MINOR SUBDIVISION
Bureau of Health Inqulance
4 BAME OF FERSON WITH WHOM TO CCNFER 5. TEL, EXT. ” i SR
George S. Yamamura o 45770 N )

ed c.zept far items
jrral not apprnved” or
Yin oo hunn 10,

6. CEATIFICATE OF AGEHNCY REPRESENTATIVE: . .
T hersby cortily that I am nuthoriaed (o ack for the head of this mgency in smotters pertnining to the dispozal ol records, and that the recordr ooceited fn this Bt

schcdule of ,__3 pages are propored for dispoaal for the reason indiented: (X anly onc)

A The recards bave . 8 The records will cease to have sufficient value
] censed to- have suff. . x Lo warrant further retention on the cxpiration
cient value to warrsat of the perind of time indicated ur an the pcour-
further retention, rence of the event up":mcd. ) . .
Lo - - . ” " . - B!
’ E f) @Lﬂ »A-(}:w? . R « v P
C7/27/76 :tﬂg . . AL " Iheot. Records Mot _OfTicer
. (Dste} -~ (Signature of Acencv g /L»";‘«F"f_.\‘i e) o ¥ (3siie)
7 - j © B DESCRIPTION OF ITEM ' tuPE O 10,
ITEM NO. . (WITH INCLUSIVE DATES OR RITENTION PERIOLS) SAMPLEDR o acTion TaxeH

RECORDS RETENTION AND DISPOSAL SCHEDULE

/{ \ HFALTH INSURANCE FOR THE AGED AND DISABLED PROGRAM
' e § s 7
}’7/@., B
1. SU"PLE"m!‘TARY }EDICAL MSURANCE (SMI) GENERATL EN OLL‘ NT / R
PERIOD. (GEP) RECORDS e ‘
. ‘ { ¢

7
umants, generally the
with appropriate

of, for all individuals

Records consisting of sour
y SSA-40, Auvtomatic Enrell
suffix, and micreiilm copl
who responded in the dire ollcipation for SMI
entitlement. The records contain such information as
heneficiary name, claim number, a2ddress, premium smount,
and a check mark reflecting individual's "yes" election o

or enrollment refusal.

A. Source Document

/ N ’ - 'e !
Destroy upon completion and verification of microfilm.

B. Microfilm ‘
Transfer to the Federal Records Centexr (FRC) 4 ycars
after compIeLlon of the GEP. Destroy. after a total -
10 vears' retention. '
_II. | QUALITY ASSURANCE FILES ‘ A T S~
r—-—:‘ ' R

Consists of documents relating to compsrison of Part B
carrier performance. Included are statistical output



https://di~p<~.ai
https://SUPPLEME_NTA.RY

RN P 1OrDy ey 1105 A £ £
§t. ttern ey b - o)
Lo Preeri 1Ly tenend Sersises AdminfinteY Jobh Ny Pere_ T
RN AN FR A . : :
. Hean - of 2y
) REQULEST FOR AUTHORITY TO DISPOSE OF RECORUS~-Continualion Shieet
7 B. DTSCRIEIION GF 1NFN ,1,,?‘ S
ITEX NO, (VITH INCLUSIVE DATLS OR RETENTION PERIOLE) Seura ACTION TAKE

tables of the Quality Assurance Computer Progranms
submitted by the carriers on a monthly, quarterly, and
yearly basis, and the Index Report produced by central
office on a quarterly and a yearly basis.:

A Centrai Officé'

1. Statistical Output Tables

‘a. HMonthly ‘

" Destroy after 6 months.

b. ‘Quarteilv nA‘A ,,*;A'
- Destroy aftér 1 year.

c. Yecarly o
DCétroy aftérSZ.ycars.
2. Index )
a. Quargéfli
Destroy after 2 vears.

b. Yearly -~
- e oo £ L4 G —
Permanent. €Go—aiffi file—eaitery—5—yoars.
o 5 e o k]
Tramefer—toTho T o-years—thervafter—anu

@Gffer to the National Archives,.<e/fres

(ot eceenn s
Office

"
—

LAl Lt ¢c..—c¢.4_‘f- w2 E Al

B.. Regiona

1, Statistical Output Tables

a. Mouthly

Destroy after 6 months.

b.

Destroy after 1 yearv.

c. Yeavly
Destroy after 2 yvears,

,/45"47<e;e
Tz

/]
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REQUEST TOR AUTIIORITY 'I'O DISFOSLE CI" RECORDZ—Conliinualion Sheet

7. B. DLSCRAUPTION OF ITCH o ‘9 T
11EM NO. (VATH THELUSIVE DATLS Git RETCHTIGN FLRICTS) 5’3“(‘5’!}500“ ACTION THK

2. JIndex

Destroy aftcr 2 years.

C. Carricrs

1. Statistical Output Tables

»a." MbnthliA

’ Destroy after 6 months.
b. Quartérlg"
. » _ v Destroy after 1 year.

c.  Yearly
Destroy after 2 years.
2. Index

‘Destroy after 2 years.

III. CORRECTIVE PAYMENT ACTION SUMMARY REPORT

Nyl : F 3N
M
Docunents rclatiﬁb ta corrtective payment action taken on N jﬁi
. = ”~
Part B claims selectec for :nd~o;-111e .or quality -~ ~
assurance samplc revisw. Included. are summary report
forms and transmittal letters.
Destroy after 1 year.

e o i s T T U

Tavme e-aler Deetadiog aniingd 1

ATCICRE 2 TUN SEVN )
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}':Lm:.i ' ‘mn. sral Sarvices REQUEST FOR AUTHORITY ; LEAVE NEANK
e TO DISPOSE OF RECORDS 28 1975 =
- /',.. 4 See Instructions on Reverse) ;, g d ;:TE pro— <
» 7 [ N A RO o
70: GENERAL SERVICES ADMINISTRATION, NC - 4 7 7 5 2

NATIONAL ARCHIVES AND RECORDS SERVICE. WaAsHINGTON, D.C, 20408 ! TS
; NOTIFICATION 70 AGENCY

1. FTROM (AGENCY OR ESTABLISHMENT) ;

Department of Health, Education and Welfare ' 1n accordance with the provisions of 44 U.S.C.
. MAJOR SUBDIVISION . . 33032 the disposal request, including rmend-
© ments, 3§ approved excupt for items that may

Social Security Admlnistration A ) " be stamped "disposal not approved™ or
3. MINOR SU3DIVISION o - . Uwithdrawn™ in r?l;:'nn 10.

Bureau of Health Insurance : S : o ﬁ‘/ 3
£ NAME OF PERSON WITH WHOM TO CONFER sl S TEL EXT. .:Z_,..?_."_J_J fpneo © .—‘:«U
. i ) Date .-— \rjhnust i’ he Uni u.-d State
George S. Yamamura ‘ g ) 45770 e, Gl

P4
5, CERTIFICATE OF AGENCY REPRESENTATIVE: o C . . . . N HEAE
I hereby certify that I am authorired to act I’ot the head of this agency o mattecy pcrtn!u!nf to the dispoead o! rr.cordl, md that the records Seperibed b this List

schedale of .pager arc proposed for dispoar! for the reason Indicated: (**X** only onc)
A The records beve B Tbe records will cease to have tufficicat value . ’ . . : .
] ceasxed to have sufi- . to warrant further retention on the expiration . : : ' = -
[ ] g e sarst S e N
\.‘S//f//7( g‘&/% f A e SSA Records Officer
/ (Dete) (Sig: a.ur;ol.&gency Repressntatire) (Title)
7. ﬂ . DESCRIPTION GF ITEM . 3. 10.
TTEM KO. ~ CHITHI54LuSIVE DATES OR RETENT!CN PERIODS) ) h i SA}SISL&&R'- ACTION TAKEN
/ﬂ“\ Records Retention and Dispogsal Schedule
Health Insurance for the Aged and Disabied Program (Medicar
The files described in this schedule are created in the
administration of tha Heospital Insurance (Part A) and ’
Supplementary Medical Insurance (Part B) Programs pursuant . )
to Title XVIII of the Social Security Act, as amended.,
They are accumulated by intermediaries, cawvriers, State ne
agencies, and the Bureau of Health Insurance (BHI)
headquarters and regional offices. _ “ . ]
: 4/&.- General Program Administration Files -
! /1 A : : .
; ﬁ. Medicare Instructicns Files ’
Manuals, directives, handbooks, and other formal
policy and procedural issuances prepared and
published by BHI components. Included are Part A
and Part B Intermediary Manuals, numbered inter- .
mediary letters, regulations, provider manuals, . ‘
Administrative Directlves System igsuances, and
similar material. ,4,,42_,4 frr e A & 4
‘ 4 Lot chir L7 T 4;4{:,( 4 /éd -
e BHI Headquarters Qffices Res/por151ble for . s 2/{»"
Instructions Coordination Y /"[(' ‘
?‘m—-‘*\ ) . ’ . » .
3 Permaznent. Close file when publication is
3 v .superseded or discontinued. Hold 2 years L : /
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS—Continuation Shoat

1 resershed by Gienerad Rerviees Administeation . . - Job No.

=1

Page 2
at 21 P

ITEH‘HO.

. 8. DESCRIPTION OF ITEM. "
(WITH INCLUSIVE DATES OR RETEXTION PERICCS)

9.
SAMPLE OR
JO3 MO,

10,
ACTION TAKE

r"]/

'2b4 Other Offices

. é,.if~

& d. Suggestion evaluations.

j comments, recommendations, ‘and similar records
-which provide a basis for publication or

\ q/ Official file copies of outgoing corresponden

1 b. Comments on draft reports, studies, and

G é. Program and management reports, such as

Destroy when superseded or discontinued.’

‘Medicare Instructions Background Files

" Records accumulated in the preparation, clearancel,.
~ and publication of manuals, directives, handbooks]
- and other formal policy and procedural

issuances. Included are studles, clearance

contribute to the content of the issuance.

D T T A £ ey e
Lp. BHI .Headquarters Offices Responsiblis for

Instructions Coordinstion

Transfer to the FRC when no longer needed
~ for current operations. Destroy 10 years
thereafter. ‘ ' °o -

/P. Other Offices

Destroy 2 years after the close of the
calendar year in which dated.

Administrative Tiles

-

Files created by most bffiges in the performance
of their assignad functionsf’

relating to'office functions.

proposals prepared by other offices.

. Contributions to and/or comments on
legislation or public inforwation materials.

overtime and staffing reports, workload
and production reports, highlights, and
other reports prepared to submit data to
management offices (exclusive of specific

3

ce

reports described elsewhere in this schedule)
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS—Conlinuation Sheet
7. 8. DESCRIPTION OF ITEM, s 10:
[TEM NO. (WITH INCLUSIVE DATES OR RETENTION PERIODS) SARELE OR ACTION TAKEN

L

Aﬁ All Offices

Destroy 2 years after the close of the
calendar year in which dated.

B. Program Files

V/K I\ Part A Medicare Claims Records

.Forms SSA~-1453, Inpatient Hospital and Skilled
‘Nursing Facility Admission and Billing; SSA-1486,
Inpatient Adwmission and Billing ~ Christian
Science Sanatorium; SSA-1487, Home Health

Agency Report and Billing; and other documents
used to support payments to providers of service.

Intermediaries
Cut off at the close of the calghdar year in
which paid; hold 2 additionzl years, and then
transfer to the FRC. Destroy 6 years ithereafter,
Earlier cutoff and transfer is authorized;

" however, the records must be retained for 8 years
following the close of the calendar year in
which payment 1s wmade. P

¢ 2. Part B Medicare Claims Rscords

Forms SSA-1490, Request for Medicare Payment;
SSA-1554, Provider Billing for Patient Services
by Physicians; SSA-1556, Prepayment Plan for
Group Medical Practices Dealing Through a
Carrier; SSA-1600, Request for Claim Number
Verification; SSA~l606ﬂ/Payment Record
Transmittal; SSA-1660, Request for Information,
Medicare Payment for Services to a Patient Now
Deceased; and similar forms. Also included are
itemized bills, correspondence, and comparable
documents used to support payments to benefi-
ciaries, physicians,/and other suppliers of
service under the Supplementary Medical
Insurance Program.

Carriers

Cut off at the close of the calendar year in

which paid, hold 2 additional years, and transfer
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7. . : 8. DESCRIPTION OF ITEM L . i .
ITEM HO. 7 . (WITH INCLUSIVE DATES OR RETENTION PZRIOCS) g S%Lﬁgi - ACTION TAKEN

etz

-

to the FRC. Destroy 2 years thereafiter. Earlier
cut off and transfer is authorized; however, the
records must be retained for 4 years following , RE
the close of the calendar year in which payment ’
is made..

-

3. Medicare Benefit Check Records , : | . . ' /\g/ﬁ_

Paid checks which intermediaries and carriers
receive from banks covering amounts paid to
. providers of service, beneficiaries, physicians, v
and other suppliers of service under the Hospital .
- Imsurance and Supplementary Medical Jnsurance 4 .
. Programs. Also included are check vouchers o
and cancelled or voided checks resulting from
nonreceipt, loss, theft, or nondelivery.

1 S . Intermediaries and Carriers . .
mf./' ‘ ’ : ‘.", A 7 ~ ' ’ s
_ ' _ Cut of £ ‘at the close of the caIendar yéar in el o
which paid, or voided, as applicable, hold 1 AR I
additional year, and then transfer to the FRC. -l

Destroy 5 years thereafter.

4, Explanation of Medicare Benefit Records . 1 /ij77‘

Utilization and explanation: of benefit notices
used to advise benefiriaries about. remaining -
"Part A benefits, Part A and Part B deauctihle'
status, and about zpplylng for complementary
health benefits. These notices are prepared and
sent to beneficiaries either by SSA intermediaries
or carriers. Included are Forms SSA~1533, -
Medicare Hospital, Extended Care and Home Health ’
Benefits Record, RR-100, Part A Hospital Insurance
Benefits Record; and forms that are developed '
locally by carriers regarding explanation of
Medicare benefits. -

Intermediaries and Carriers

_Cut off at the close of the calendar year in
which benefit was pald or denied, -as applicable,
hold 1 additional year and then transfer to the

" FRC. Destroy 5 vears thereafter.

|

Fear copies, including oririnal, 10 be suhmitlcd 1o the Notionn! Archives nnd Recorda Service 16—359425-3 cra\/



Stgaifard Poarey Na, TEL
Hysimal Nocetuber it
Pregrsihed Brdieneeal Serviers \dudnlslruﬂrm {
1S\ .h: 2CIVAI0G
.

)

®

Job No . ' Page

5
of 21 page
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1. ‘ ' . 8. DESCRIPTION OF ITEX S

(WiTH INCLUSIVE DATES OR RLTENTION PLRIODS)

SAMPLE OR.
08 NO.

10. .
* ACTION TAKEN

Reconsideration and Hearing Case Files—
Hospital Insurance Program

5.

Reconsideration records accumulate when a
beneficiary or his representative 1s dissatisfied
with an initial determination as to the amount

of benefits payable on the beneficiary'’s behalf
under ‘the Hospital Insurance Prograw and files
either an expressed or implied request for '
reconsideration. Hearing case records accumulate
when a beneficiary or his representative is v
dissatisfied with the reconsideration determina-
tion and requests a hearing; and 1if still
dissatisfied after the hezring, files for a
subsequent court review. Included are Feocrms
HArSO]d/ReQUest for Hearing; SSA~561, Ragquest
for Reconsideration; or their equivalents. Also
included 1is evidence furmished by beneficlaries
or thelr representatives, correspondence, SSA
determinations, Administrative Law Judge decisions,
original bilils, Appeals Council decisions, and .
similar material.

), BHI Headquarters -

\

Place in inactive file upon final action on the
case. Cut off inactive f£ile at the close of the
calendar year in which final actionm was taken,

hold-z'a&ditiona‘ vears, and transfer to the FRC.:
Destroy years thereafter.

Intermediaries :2 , ' )
Ln’ — : '

Dispose of these records in accordance with
instru;tlons for Part A Medicare Claims Records o
(see item B.l of this schedule) .—._____ .. ,
Rev1ew and Fair Hearing Case F11e5f-
Supplementary Medical Insurance Program

6.

Files accumulated when a beneficiary, physician,
provider, or other supplier of service is
dissatisfied with the carrier's determination
denying a request for payment, or with the amoung
‘of the payment, or when he/she believes that:the
request for payment is not being acted upon with
reasonable promptness. Included are copiles of

claimant's requests for review, together with

[

H

>,

Taur conies. including original, 10 br pubmit?ted 1o the Notional Archives ond Records Service

NA

A—39425-2
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ITEM NO. ) (WITH INCLUSIVE DATES OR RETENTION PERIODS) oa me ACTION TAXKEN

relevant written statements or evidence, notices
of adverse informal review declsions, requests
for hearings to protest the adverse decisions,
] ] hearings_proceeqings, hearing officers' final

- : decisions, and other comparable papers.

~Carriers

- Place in inactive file upon final action on the
case. Cut-off inactjive file at the close of the
" calendar year ‘in which final action was taken,

-hold 2 additional years, and transfer to the
FRC. Destroy 5 years thereafter. .

~~..7. Health Insurance Program Integrity Case Files f;?%f
Files accumulated as a result of allegations
‘ - or complaints of program zbuse or potential fraud
£ by physicians and other providers of services’
- pursuant to sections 206,208, 1106, and 1107 of
the Soclal Security Act. They consist of
complaints from beneficizries or other sources
that are referred to district offices, regional
offices, intermediaries, carriers, etc.. Included
are correspondence,. forms, and other papers used
in developing =nd investigating complaints, such
as exhibits, copies of claims forms, bills,
medical redords, investigative reports, fiscal
records, and other pertinent physician and !
provider records. l
i
I
t
I

BHI Headquarters and Regional Offices

~Place iun inactive file after final action on the
case. Tut off inactive file at the close of the ,
calendar year in which final action was taken, ;
hold 2 additional years, and then transfer to the

FRC. Destroy 3 years thereafter.

P

NN

8. Intermediary and Carrier Budget Estimate and : ;2/
Justification Files

Forms SSA-1523 and SSA-1524, Estimate of

~ ’ ~Administrative Costs and Credits, and comparable
— papers used by the intermediaries and carriers
to submit thelr annual cost estimates for
administering the Hospital Insurance and

Supplementary Medical Insurance Programs. - i Y
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TEM NO.

8. DESCRIPTION OF {TEM
(WITH INCLUSIVE DATES OR RETEMTION PERIODS)

9.
SAMPLE OR
. JOB NQ.

10.
ACTION TAKER

[

10.

Costs; and similar papers.

Also included are justifications, correspondence
on specific budget estimates, and supporting data
along with the notification of budget approval,
such as Forms SSA-1525, and SSA-1526, Notice of
Budget Approval; SSA-2598 and SSA~2599, Approved
Budget Distribution, Estimate of Administrative

a. BHI Headquartersu

" Trausfer to the SSA Holding Area 2 years
after the end of budget year. Destroy 3
years thereafrer. : )

b. Intermediaries, Carriers, and BHI Recional
2 2
Offices : :

Destroy 3 years after DHEW audit and final
settlement.

o .
‘Intermediary and Carrier Interim Expenditure-

Report Files

Quarterly reports of expenditures made by the
intermediaries and carriers since the beginning
of the fiscal vear. Included are Forms SSA-1527,
and SSA-1528, Cumulative Interim Expenditure
Report and RBudge:t, or thelr equivalents. Also
included are supplexmental schedules. -

a. BHI Headcuarters

Destroy aftexr 7 years.

b. 1Intermediaries, Carriers, and BHI Regional !
Offices ' '

Destroy 3 years after DHEW audit and final
settlement.

Intermediary and Carrier Final Adwinistrative

Cost Proposal and Audit Files

Forms SSA-1615, and SSA-1616, Final Administratide

Cost Proposals, and DHEW or GAQ audit reports of
intermediary and carrier administrative costs

and benefit payments. Included are other documerits

supporting the amount of requested and approved
reimbursement. The files are used as a basis

300



https://Cu::nulati.ve

L e

B 7 carriers on behalg/of SSA vpon presentation of
o

e e v

RPN -
e s i T
e e i . . .

(ol mrt (el x wwiny \u H 31 / 3 .
| IR S\ ST Y A AL : . . .
u-u‘xi;- o by Gem ol Serview AlinhiGtration L . Job No. P

- )
UB4A by, 3-1V-1s !
.t i ‘ . . ’ of

i REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS—Contnuation Sﬁc;at '
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ITEM NO. (WITH [XCOUSIYE LATES OR RETENTION PLRIDCS) S%Lﬁ.é’ﬂ ACT

for final settlement of allowable costs.

All Offices

. Destroy 3 years after DHEW audit and final
~ settlement.

s Intermediary and Carrler Letter of Credit Files

. Records authorizing a Federal Reserve Bank to
disburse funds to designatedZintermediaries and

payment wvoucnhers a commercial banx for
collection through a Federal Reserve System,

- Included is Standard Form {(SF) 1193, Letter of
Credit, or its equivalent, and amending 1eFters.

All Offices

" Destroy. 3 years after the year’ in uhic%icancelleﬁ.

12. Intermediary and Carrﬂe* Payment Vouchers end F}azr
* Transmittal Files :

SF 218, Paymenc Voucher on Letter of Credit, and
similar documexzis prepared by the intermediaries
and carriers to cbtain Federal funds from
selected commercial banks for expenses incurred |
in administering the Health Insurance and :
Supplementary Medical Insurance Programs. Also'l . !
included is SSA~1521, Payment Voucher on Letter - i
of Credit Transmittal, a transmittal that forwards ’
copies of payment vouchers to $SA and shows the :
purpose for which funds were drawn, i.e., hospital :
Insurance benefits, supplementary medical :
insurance benefits, administrative costs and
total amount of payment vouchers.

a.' BHI Headquarters

| Destroy after 18 months.

b. Intermediaries and Carriers

;:) ‘ Destroy after DHEW audit and final settlemeng.
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7.
FTEM NO.

8T :IRSPT!ON OF ITEM

(WITH INCLUSS DA e o) )ma:r- Perioos)

10.

ACTION TAKEN

L

13.

14.

16.

Files

All Offices

Intermediary and Carrier Monthly Financial Report

Reparts submitted monthly by the intermediaries
and carriers to provide SSA with the basic data
to reconcile its accounts with those maintained
by intermediaries and carriers. Included is
Form SSA-1522, Monthly Intermediary Fluancial
Report, and attachments.

ADestroy after DHEW audit and final settlement.

Amhulance Services Certificatlon Files

Carriers

' Form SSA-1490, Request for Medicare Payment;

which prevent the processing of a claim. .

Certifications of suppliers of ambulance services
i .

-

Deétroy 1 year after the close of the calendar
year in which certification requirements are no
longer met. '

°

Requests for Assistance from District Offi-ze
Correspondence and
offic¢s for develco
or documents relati

of additional infornatio
Medicare claim, e. g.,

o
Pl
LSAPY

gu.oa

\

l H Hy

-
—
H
£

unreceipted bills; incorrect name ar claim
number; missing signature; and similar errors . |

Intermediaries and Carriers

Dispose of these records in accordance with
instructions for Part A and Part B Medicare
Clalms Records (see items B.l and B.2 of this
schedule). .

Intermediary Workload Report Files

Monthly statistical reports on the status of
intermediary workloads used by SSA to identify
baslic management data needed for budgeting,

financing, work planning, and progress evaluatioh.

r=s submitted to SSA distrilt

37

75,

/

Tour copies, lacloding eriginal, to be rubmitted te 1he Notional Archives and Records Service

10—30426~] ce dl
L W2
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'REQUEST .FOR AUTHORITY TO DISPOSE OF RECORDS—~—Continuatign Sheet

7.

ITEM NO.

8. CESCRIPTION OF ITEM .
(WH‘H INCLUSIYE DATES OR RETENTION Pgmoos)

9.

SAMPLE OR’
JO8 NO.

. 10,
. ACTION TAKEN

18.

Included is Form SSA—1566 Health Insurance for
.the Aged Program Intermediary Workload Report,
or its equivalent

- a. BHI Headquarters

Desﬁroy after 5 yeérs.

'bt intermédiarieé andlBHI Regional QOffices

' Destrdy after 3 years.

Files -

Carrier Performance Report

Form SSArlEBSQ Health Insuxaﬁcevforwthe Azead

Program Carrier Ferformance Reports., or ecuivalen

documents prepared monthly by carriers to summari
their performance in processing claims under the
Supplementary Medical Insurance Program. The.,
information contained in these reports provides
management Information nesded for budgeting,
financing, work planning, performance evaluation,
and identifying operating Dhohlems

a. BHI Headquarters

Destroy after 5 years.

3IEIL é ional Offices R

b. Carrilers and

Destroy after 3 years}

Overpayment and Duplicate Charge Detection
Activity Report Files

Quarterly reports prepared by each carrier and
sent to SSA summarizing overpayment and duplicat
charge detection activities carried out during
each calendar quarter. The reports are used to
tabulate data on the number of cases in which
carrler recovers an overpayment,
dollar amount of money overpaid, causes of
overpayments, number of duplicated charges
detected, and similar information.

a, BHI Headquarters

e

the total H

< i -

U+ IO

Transfer to the FRC 3 years after the close

Foar cooies. including original, to he snbritted to the Natioual Aschives and Recorda Service

1o--831292  erof
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7. ‘ 8. DESCRIPTION OF TEM L 4 : 9 10.

ITEM HO. (WITH INCLUSIVE DATES OR PaTENTION PERiCES) S%I‘EN&’R ACTION TAKER

of the calendar year in which dated. Destroy
-7 years thereafter. :

b. Carriers and BHI Regional Offices
Destroy éfter 3 years.

€> - 19. Medicare Beneficiary Cofrespondence Files _ //iii

These files accumulate as a result of inquiries
.and -complaints received by SSA district offices,
" headquarters offices, regional offices, and

intermediaries and carriers.’ :

- All Offices

Destroy 1 year after the close of the calendar
year in which dated; except where records are

. required to document a specific claim,

f-\ L reconsideration, appeal, cor siwilar case, destroy
' . in accordance with the iqstructlons for the
specific file.

© 20, Intermediary and Carrier Coatract Files &l7,

Agreements enterzsd into with intermediaries and
carriers by the Secretary of Health, Education
and Welfare under the provisions of sections- » :
1816 and 1842 of tha Social Security Act by-- - -j-- —= - — 1. -
which the Intermedizries and carriers agree to
perform certain functions in administering the
Hospital Insurance and Supplementary Medical

Insurance Programs. As such, they provide basici i -
documentation of the manner in which these - {

programs are implemented. Included are mod1f1ca~ . . (::::::::_
tions and amendments. i :

fZT} BHI Headquarters
oy

Permrmrerrt.  Place in inactive file at the !
close of the calendar year in which superseded

or terminated, as applicable, hold 2 years | o
and then transfer to the FRC. @ffer—to—the A&égﬂﬁzz;cgr SR

geeg' - ’
erte ASZHL. 4242L44.37‘ e O ce
b. ntermediaries and Carriers /ﬁuhbtzuzkzzf e

Destroy 3 years after supersession or

L

Faas conies. including original, to be submitted to the Nalional Archives and Records Service 16—~ 30423-3 r_pJ
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i © ACTION TAKEN

(WITH INCLUSIVE DATES OR RETEMTION PLrIOCS) 108 RO

L

termination, as applicable.

21. Intermediary and Carrier Subcontract Files ' R

24,
Coples ‘of intermediaries! agreements with ) '
subcontractors regarding performance of audits
and the providers' costs, leases for building
space,” equipment, consulting, and other services.

Included are SSA approvals, amendments, and
similar papers. :

é.i Bﬁiyﬂeégguarters

Cut off file at the close of the calendar Q .
" year in which agreement was terminated, '
hold 1 additiconal year, and transfer to
the FRC. Destroy 5 years thereafter.

b. Intermediaries and Carriers o . : o .

Destroy 3 years after termination of
agreement.

22. Contract Performance Review Visit Files ' ) - -

Documents relating to scheduled special visits
to intermediaries and carriers/to review their
Medicare operations zad to determine the degree
of adherence established//policy, adequacy
of service to thefpublic, And to verify the
accuracy of reportin ¥fncluded are reports of
staff visits, followup orts, communications
concerning improvemeq;s in

erations, and
other documents relating to contract performance
review visits.

, e
a. BHI Headquartérs
/ -
Cut off ar’ the close of the calendar year in|
which action on the review i1s completed, hold
2 years, and then transfer to the FRC.
Destroy 4 years thereafter.

b. Other Offices

Destroy after 2 years.
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V)

7. ‘ 8. DESCRIPTION GF ITEM . ' 3. 10..

[TEM MHO. (WITH IMCLUSIYE DATES OR RETENTION PERIODS) v ‘ SAjggLﬁ(fR ACTION TAKEN

’23. Provider Nomination Files

" Letters from providers of services stating their . Z7l€7f
choice of intermediary, including changes of b
ownership and intermediaries. Alsc included are
letters to intermediaries listing providers who

. have nominated them and 1etters used to update

provider 1lstingse‘

BHI Headquarters

Destroy 1 year after termination of provider
participation. ’

24.. Iﬁtermediafy and Carrier ClosingﬁAgreemants €/2;
. - -

These files contain the accepted final settlement

™\ - for all iuntermediary and carrier costs of

~ administration and consist of the Cloéing
Agreement, Appendix, and Schedules of Balances
due the Intermediary, Carrier or Secretary.

a. BHI Headquarters

Transfer to the FRC 3 years after DHEW audit s e
and final setiiasment, Use(Becords Group 217. LG = '
\'r;. :’;“L ';‘:-'\;."'J""'JA {40 S_" ;J( 1, ) ‘1‘ oo LY PO S
- e ‘\ Y ,—--—,-' - \ . 3
b. Inteirhadiaries,Caz 1ersl and BHI Reglonal SE s

Offices . o |

- - ——

Destroy 3 years after DHEW audit and final
settlement. - l

25. Carrier Computer Printout Records , 94c7
| / a

o —t oy gy

Conmputer printouts used Iin processing, paying,
and controlling Part B Medicare claims.

" a. Pending and process listingy payment llstlng
duplicate check control, master file update
control, and prcfiles of physicians and
other 5upplies of services.

2y,

Carriers

Destroy 4 years after the close of the
calendar year in which payment was made.
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7. . 8. DESCRIPTION OF ITEM Vui.,’ S ’ 10
YTEM NO. (WITH INCLUSIVE DATES OR RETENTION PERIOLS) . S%FaL'E‘ch ACTION-TAKEN

b. Check listing and bank reconciliation.
Carriers

Déstroy.G years after the close of the
,calendar year in which paid or voided.

c. Query and query reply 1isting, transaction

’ listing, activity listing, posting exceptions
. analysis of posting errois,/claims inventory
- control, edit input transactions, and aging
y Vof open claims,

Carriers

Destroy 3 years after processing. {(Carriers
with the capability of electronically’
7. retaining the data contained in the query
e ~ and query reply listing may destroy the

' : papar copies after tapes have been verlfled)

~ |~ 26. Cost Report Files V L/ﬁf,
. Cost reports submitted by providers to intermed-
' " iaries for the purpose of determining Medicare
- reizbursable costs. Each cost report contains

‘ a provider's statement of reimbursable cost,
cost-finding schedules, z2uditor's comments,™
final settlement letters and other data necessary-—s—=ssmsspmm e
to determine reimbursable costs, prepared in
accordance with regulations and the principles ! )
of reimbursement. ! . L

a., BHI Headquafters

(1) Audited Reports and Those Settled
Without Audit

" ————

Retain for 3 years after completion of
audit and/or settlement process and
transfer to FRC. Destroy 5 years

| " thereafter.

(2) Unaudited Reports

1)

Destroy 3 years after receilpt.

At Al AL Bl ) Kenhlvwme mnd Rorars lea CSovrvrce . LA A2 v a n & -
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7. : 8. DETRITION TFATEY 5 o S T F 10.
. o : SAMPLE OR
ITEM NO. (WITH INCLUSIVE DATES OR RETENTION PERISDS) ) 308 RO, © ACTION TAKEN

b. Intermediaries

- Destroy 5 years after completiom of audit

A vey and certificatiop

L : _ of suppliers and providers of service. Included

B A are official certification and transmittal forms,

SRS . survey report forms, vtilization review plans,

= provider agreements, transfer agreements, plans
i of correction, civil rights compliance forms,

\'“,.—‘ intermediary designation and tie—in notices,

B ) certification letters, and various forms zund
correspondence used in the certification process

- with respect to inddivideal facilities. Excluded
from this definition are surveyors®’ notes, rough

. rﬂ\‘ﬁ, L copy survey report forms, and other workpapers : .
R which are merged into and superSeded by a figal P
product. . : _ S B

a. SSA Regional Offices

Destroy after 6 years. _ -

b. State Agencies

(1) Nonparticipating Facilities

Destroy 2 years after termination, i ]
closure, withdrawal, or denial, as :
~applicable; except documents pertaining i
- to facilities for which no certificationm’ i
‘ was ever completed, destroy 1 year after ‘
last certification, contact, or
correspondence.

-

(2) Participating Facilities

i Retain a facility's current utlllzation

' review plan (hospitals and extended care

facilities [ECF's]), transfer agreewments
: ‘ (ECF's)., and floor plan or phyqical

::) ’ plant layout.

Destroy all other material after .3 years

e

D
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o1 ' B. DESCRIPTION OF ITEM " ) 8. - - 1,
TEM NO. {WiTH !NCLuslys DATES OR RETEXTION PERIODS) SAJB.PQLENOOR‘ ACHON“TAKEH

for hospitals and home health agencles
and after 2 years for all other facilitips.

Retain the material for the two most
recent certification actions in any
event. .

;8.' ?rbvider Statistical and Reimbursement Reports? o AN

EDP printouts or microfilms showing summaries of
payments to hospitals, skilled nursing facilitiesj,
home health agencies, and other providers of '
service. They are vused to effect cost settlements
between the intermediaries and the providers for
program validation purposzs, and to detarmine

- accuracy of cost reports. These reports comntain R
Part A and Part B inpatient and outpatient

. 4 L information, inpatient statistics, total bills,
f‘\ S covered costs, and other related data.

a, BHI Headquarters
Destroyvprintouts 3 vears after the date
issued. Destroy microfilm upon receipt and

verification of subsequent film. , i

b. Intermediaries

hae N N ‘_ -

_Destroy 5 years aifiter completion of audit
and/or settlement process for provider cost
report for corresponding fiscal year.

29, Medical Facilities Directory Files

Listings of providers of service showing providef
. identification and intermediary numbers, effegtive
o date, and city where located. Also included/are
- alphabetical listings of facilities by State,
cities within the State, and facility name within
city. These lists contailn mailing addresses,
provider numbers, interwediary numbers, effective
dates, termination codes, billing elections,
radioclogical and laboratory services, total
-beds, nusring béds, and accreditation by Joint
Commission on Accreditation of Hospitals and the
American Osteopathic Association.

s s, ey
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS—Continuation Sheet

ITEM NO.

a a,d_:aJHi"th""C!} o
(WITH !thusw= OATES OR Hr't:wno-i PZRIOZS) "

9,

SAMPLE OR
JO8 NQ.

i 10.
I ACTICN TAKEN

1)

A1l Offices

Destroy‘when superseded or obsolete.

State Agency Budget and Financial Report Files

' State Agency Schedule for Equipment Purchases:
- S§S5A-1467, State Agency Budget Notice of Approval;

- a. BHI Headquarters and Regional Offites

State Agreements

"providers and suppliers meet and continue to meel

@ BHI Headguarters

Files used to estimate ﬁustify, and approve
State agency health insurance program costs, and
to account for funds received and expended by the
State agencies. Included are Forms SSA-1465, -
State Agency Budget Request; SSA-1465A, State
Agency Budget List of Positions; SSA-1466,

SSA-1468, Notice to State Agency; SSA-1469,
Financial Acc0untability Statement; SSA-14804,
Quarterly Expenditure Report; and indirect cost
forms. » i :

Destroy 6 years following the close of the
budget year.’

b. * State Agencies

Destroy 3 yesrs after DHEW audit or 5 years
after the closes of the budget year whichever
is earlier. :

o o s .

Agreements entered into with the State agencies
by the Secretary of Health, Educatlon, and Welfare
under the provisions of section 1864 of the

Social Security Act, by which the State agency |
assists SSA in determining whether health care

the requirements for coverage or participation.
Also included are 'subagreements' by which

State agencies subcontract some Medicare functions

to other governmental or private organizations.

Permeaent. Transfer to the FRC at the close
of the calendar year in which terminated.

- e

J

Foar l'vp.;!l, including original, to be submitied 1o the Natonal Archives and Records Service

16— &UaTs-2 Gro /
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ileoZiay a?dy.znew a/m ZZzde <
 Gffer—to—theNattomet—Archives—20-—eazrs ’

hm-a-f—%e—r*

b. Regional Offices

. o Destroy 5 years after the close of the calendar
year in which terminated.

Lo

'c;~'5tate AgenéieS'V

,-{Dispose of according to State practlce i . 3:13;2

- 32, State Agency Review Files

ADocuments relating to adoinistrative review of
State agency operatlions and certification
procedures. Included are reports of visits,
communications concerning improvements in o . —
f}\ ~ operations, and other papers pertaining to { .
reviews -of State ageqcy practices. ‘ ' '

a. BHI Headquarters

Destroy 5 years after the close of the
calendar year in which dated.

b. State Agercies

Destroy after 3 years.
! ~ | 5T

;ﬁ 33}/ State Buy-In Agreeaents

i J‘ L Agreements entered into with the State agencies
A by the Secretary of Health, Education, and |
00 Ui / Welfare under the provisions of section 1843 of i S

Qr 0] ,the Social Security Act. The agreements provide} {
Cl f{ ;coverage under the Supplementary Medical Insurance !
gﬁ Program for certain individuals receiving money
LL } * L payments under State approved public assistance
0: fﬂ plans.

by
¥ of the calendar year in which terminated. .
JF;A#LL OEferto—ilreNrrrtomai—Arehives—20—years xﬁﬁiﬂ{Aﬁzjégf P
‘qﬂ(l"gm}/gmﬂyﬂmyf e
Celbe il ottt B2 :

J
»& } U} tb '
U ! Raroasent. Transfer to the FRC at the close

v
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7. 8. DETIErTIcy & ITEM S . 0.
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)

34,

35.

b. Regional Offices

Desttoy 5 years after the close of the
~ calendar year in which terminated.

c. State Agencies |
Dispose of according to State’practices~

Program Validation>Revie§s

Documents relating to program validation reviews
conducted to identify the degree to which program
provisions are being properly applied by the
providers of health care services. Included
are validation review visit reports, scheacdules
of planned validation reviews, notice of visits,

-and other papers directlw related to the program

validation review process.

BHI Headquarters and Regional Offices

Place in inactive file on Teceipt of subsequent
review or after 2 years, whichever is earlier.
Destroy after 3 additional years.

Detailad Printcuts (Descots)

~

EDP printouts showing individual bill and payment

information for hospitals, skilled nursing
facilities, home health agencies, and other
providers of service. These reports are used ;
by intermediaries and providers to reconcile the
Provider Statistical and Reimbursement Reports
(see ite?/é-ZS) to their own records by itemizing
which bii{ls have been processed by SSA and are
included in the PS&R report.

a. BHI Headquarters

. Destroy printouts 3 years after the date
issued.

b. Intermediaries

Destroy 5 years after completion oifhudit
and/or settlement.process for provider cost

report for corresponding fiscal vear,

<,

/

Tour copies, including origing), o be yabritied 1o the National Archives ond Records Seivice

xn——am:s-:./;-u
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36. Interlim Rate Listings

Listings of interim rates in use by intermediaries (Sﬂqu
in making interim payments to hospitals, skilled :
. nursing facilities, home health agencies, and
other providers of services. These listings

are used as.a source of 1nformation and for -

. studiesp :

EHI Headquarters'

Destroy after 5 yearsa

!D

¢ 37. Intermediary and Carrie; PTan of Expendi
Regort :

Forms SSA-2582 and SSA~2583 Plan of ExpeqdituLes,
submitted on November 15 znd February 15 by the
fﬂ\ o intermgdiaries and carriers to provide SSA with .

the basic data to a2nalyze budget allotment status
vhen compared to actual zaccrued and antic1pated
expenditures.

v

7.

.

ATl Offices

Destroy 3 months after the close of the fiscal

year.
. ™~
‘ 38, ‘Intermedizrvy and Carrisr Monthly Cdmulative _,;ﬁfw,’
Cost Report ) {j>
Forms SSA-2584 and SSA-2585, Monthly Cost Report-
Cumulative. The reports, with the exception of E ( -
September, December, March and June, are submltted' {

monthly by the intermediaries and carriers to
supplement the detailed quarterly reports thereb}
providing SSA with productivity and cost data

on a 12 month camulative basis.

All Offices

Destroy 3 months after the close of the fiscal
year.

B

39. Provider Hearing Files

These files accumulate when a provider of servicds )

is_dissatisfied with SSA's derermination rhar /

Younr copies, including ariginal, to te snbmitted to the National Archives and Records Service 16~3%42%-3 orl
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) it does not meet the conditions for participation
' . in the Medicare program and requests an
administrative hearing on the matter. The
documents are used by SSA to support its finitial
determination at the hearing. Included are copies
of provider inspection reports, correspondence,
and similar records relating to provider
operations./ After the hearing, the files must
be retained in the event Lhat thr_ provider seeks
court review.

" BHI Headquarters

re

oy

m
i

Transfer to the SSA Records Holdin? Area at
close of the calendar year iIn which hearing I
held. Hold for 2 years and then transfer to.
the FRC. Destroy 5 vears thereafter.

- ) ’ | . . . " o mm————————
) @Policy Precedent Files : '

ﬁ Policy wmemorandums, Interpretations, clarificatidns,
: ‘ and similar records which serve as precedent for
. . future program policy determinations., Tne files
" are accumulated by BHI hezdquarters offices ‘

responsible for program pollcy davelopmeﬂt. i (f’?&z’.ﬁcdé

/C:r‘ ey L LT st t //,:f{':, foats ,,:',»(wz kg:'x;cz { /Zc"/a.éﬂ-- Jbepsel b de
Selhis rogra’n .

.|
0

7 %,z//z/b -

BH Fcadqua*t rs O:fices Re‘spons le for .
Policy Development . | ,67 ,/cz,a,ﬁf/,gg:f’
/ .

peet o eec T

ev:.ew files at the cilose of each calendar year.
Remove documents which do not have continuing

applicability and transfer to the FRC. Offer s
to the National Archives 20 years thereafter. : :
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~-.-TO. ‘GENERAL SERVICES Anwrﬁﬂnon,

BATIONAL

6&%‘1 47 78 14

ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408 OATE RECEVED

’s. FROM (AGENCY OR ESTABLISHMENT) .
! Department of Hnalth Educatlon, and Welfare, SsA

18 MaY 173

2. MAJIDR SUSDWVISION
', Office of Program Overations

MOTIFICATION TO AGENCY

11 acncedance aith bt
suest. mclucng 2

3. MiINOR SU3OIVISION

Burcau of Data Processing

4. NAME GF PERSON WITH WHOM TO CONFER

George S. Yamamura

5. TEL. EXT.

Be stamped “Gssasen Mol 2paved” oF Twotidizan”

Asens b 49 U.S.C 33022 thae dispisai 12
i3, 15 20ornyad-estapl 191 qzms et m2y

i cofuma [0

5-29-78 A@ﬂ‘c . gt. ( ‘/lrc[’

Nate

594-5770

6. CERTIFICATE OF AF'ENCY REPRES:NTA:IV‘:

a_czz;i Archivist of the United Stees

- | hereay certlfy that | am authorized to act t for thls agency in matters pertaining to the dxsyosai of the. age.-ncy 's refords
that the records propesed for disposal in this Request of Y~ page(s) are not now needed for the husmess of

this ag

ancy or will not be needed after the retention periods specified. -

da Request for zmmedzate desposaf

(X B Request for dnsposai after a specmed period of time or request for permanent

retention. :
C. DATE éIGNA.uaSF@EEP SENTATIVE .- E TITLE
3/15/78 Q0L R ugsell 0. Hess ;E Departmant Rzcords Management Officer
4
3 s = . 8 DESCARIPTION OF ITEM A“p& 10, -
lTC\J NO. : (vnth inclusive Dates of A=xtannon Penods) 5 JbBLSOOR ACTION TAKE

PROVID"‘?. BILLS

-throuzga

These flles coﬂs‘st of microfiln of heal th insurance
provider bills with billing dates from July 1, 1956,
calendar yeaxr 7976. The bills were ¢orwarded

to SSA by irntermediaries for the purpose of updating
individual health insvrance be:e;lciary recoxds and
meintaining provider statistical and reimbursement
records. 1Ixcluded zrs =i c*"’:,.:.l copies of SSA-1453,
In-patient Zospital exni Zrtanied Care Facility Admission
and Billirg; SSi-11.83, Zoovidex Billing for Medical~and
Other Health Services; S5Si-1.,85, In-patient Admission
and Billing--Christizn Science Sanatorium; SSA-14L87,
Home Health Agency Report and
equivalents. The information contained on the fllm is
available from othar gources. :

- N . v ]
“»

billing dates pilor—to

1. Microfilm of records with e
January 1, 1974 - destroy immediately.
2. Microfilm of records with billing dates from

Jamuary 1, 197L, through calendar year 1976 -

retain for lj years or until they are administratively
determined to be of no further value, vhichever
occurs sooner, and then destroy.

Billing; ox their” ""‘“':3;7-

. .

fﬁ%&

\

115107

emet i e T ea e, s

T e e e

STANDARD FORM 115

Ravizad April, 1975

Prescribed by Gemacal Serv
Admimstration

FPMA (4) CFR) 101~11 4
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