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~ __ ---,N.::..;O:...:TIFICATION TO AGENCY
 

.............._D'="'~~ent of Health and Hum=an:::..:..S_e_fVI~c:...:·e_=.s	 ~,-1
 
2 MAJOR SUBDIVISION In accordance INlth the provisions of 44 USC 33033,!t1e

Centersfor Medicare & Medicaid Services d!spo~ition request. Including amendments, IS approved 

I-::--:-::-:-==-===~=-:-;----------~~---------_i elCceRt for Items that !'lay be marked "drsposmon not 

3	 ~~~:eS~~~~:~gS (Steve Kirsh, 410-786-2053) BPprred" or 'WIthdrawn" Hi column10 

4,NAM-EO-F-PER-8-0-N-W--'T-H-W-H-O-M--T-O-C-'O--~-JF-E-R-'~5-~T~E~LE~P~H~O~N~E~N~U~M~BER-- '~==~~=Z~=====4OAT 

Vickie Robey	 (410)786-7883 /- ~V-0 

6.	 AGENCY CERTIFICATION I
 
I hereby certify that I am authorized to act for this agency in matters pertamm, to the d 81t10n (If Its records and that the
 
records proposed for disposal on the attached ~3_ page(s) are not needed now for the business for this agency or wtll not be
 
needed after the retention periods specified, and that written concurrence frofn the General Accounnng Office, under the
 
prOviS10Il.9 of Title 8 of the GAO Manual for GUIdance of Federal Agencies, I
 

I y"
X is not required DIS attached: 01: o has been requested oqc Concurr~nc£:_-I--I-I--''+~---''~_-' 

SIG~E OF NC~PI~'d~S~NTATIVE	 TITLE 

~ « cD e4/f;1o-r ~ ..5-.... ' ~	 rent1ce Barnes, Sr. ' DHHS Records Management Offi er 

I	 9. G~S OR 
10 ACTION TAKEN7 ITEM NO, 8 DESCRIPTION OF ITEM AND PROPOSED DISPOSITION ~UPERSEOED JOB (NARA USE ONLY) I	 CITATION 

OFFICE OF HEARING RECORDS SCHEDULE : SlfPerceding 
I Nfl-440-79-1~
 

See attached. j N1-440-95-1,
 
N 1~440-93-2
I I' 

PREVIOUS E;DITION NOT USABLE STANDARD FORM 115 (REV 3·91) 
PrftSON)eQ by NARA 36 CFR 1228 
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OFFICE OF HEARINGS 

l. AdrrumstratIve FlIes 

a. InstructIOn FlIes 

Manuals, directives, handbooks, instructions, and other formal policy and procedural 
Issuances prepared by the Office of Hearings (OH). 

DISPOSITION: PERMANENT. Cutoff file and renre to the Federal Records Center 
(FRC) at the end of the calendar year when superseded or discontinued, Transfer to 
NARA 10 years after cutoff. (Estimated volume, 1 CUbICfoot, Arranged alphabetically 

by title.) (Supr~ 1I/c,/-IJr.;O--79-.1;7J/en? /A.) 
b. InstructIOns Background FIles 

Records accumulated in the preparation, clearance, and publication of manuals, directives, 
handbooks, Instructions, and other formal policy and procedural Issuances. Included are 
studies, clearance comments, recommendations and sirmlar records, WhIChprovide a basis 
for pubhcation and contribute to the content of the Issuance. ( 

DISPOSITION: Temporary. Destroy when superseded or discontmued, (fup.ut1..t4- IYC/-ljljlJ -'79~~ 
b~ Ifj) 'l 

c. OffIce of Heanngs Database 

/llf}1(Jf>e( f)lr /0/1.5/0'1-phont fafl!ltom I/. /2ok"
Law Tech Case Tracker ISa 'Umfy Corporation database. 
computer USInga UNIX operatmg system. T ses Case Tracker to track and record the 
appeal acttvrties of the Provider rsement Review Board and the Medicare Geographic 
Classificatron Review . OH ISIn the process of adding a new section to Case Tracker to 
record the a acnvities of the CMS Heanng Officers. The physical paper records of the 

ctrvities are contained In the files that are descnbed in (2), (3) and (4) below. 

Case Tracker serves as an index for the cases and tracks case actions In data fields such as date 
of request, date of acknowledgement, filmg dates, heanng dates, decision, withdrawal or 
dismissal dates, case number, intermediary information, final actions taken, date of retention 
implementation, and others. Dates: 1990 to Present. 

(1) Master Data FIle: 

DISPOSITION: Temporary. Delete/destroy when superseded, obsolete, or when rrugrated
 
to a new system.
 

(2) Documentation. Contains data dictronanes, program codes and record layouts for the
 
data fields, user manuals, glossaries for program terms and acronyms, and related matenals.
 

DISPOSITION: Temporary. Destroy or delete when superseded or obsolete, or upon
 
authonzed rmgration of the database, whichever IS sooner.
 



( ) ( ) 

(3) Outputs. Regular and ad hoc reports: 

PRRB Reports: 
PRRB Monthly Progress Report (by fiscal year)
 
PRRB Work In Process (by fiscal year)
 
PRRB Aged Appeals (by Year of Receipt)
 
Decision Inventory (as of Month and FY)
 
Decision Conferences (through Month and FY))
 
Position Paper Report (Month and FY)
 
Prehrnmary Position Paper Report (Month and FY)
 
Mediation Report
 

MGCRB Reports: 
Case Status - By Case Number
 
Case Status - By Provider Number
 
Case LIsting - By Selected Provider Number
 

Ad Hoc Reports: 
These are produced to get specific case mformatron or when the Office of Heanngs receives 
a request for somethmg specific, e.g.; all open PRRB or MGCRB appeals m a State. 

DISPOSITION: Temporary. File with appropriate record senes or destroy or delete when 
no longer needed for adrmrustrative, legal, fiscal, or reference purposes, as applicable. 

(4) Back-up FIles. Daily and weekly mcremental backups, mtended for restoration to ItS 
native environment m case of system failure. 

DISPOSITION: Temporary. Destroy or delete when no longer needed for current busmess 
or when replaced by a subsequent secunty backup file. 

2. ProVIder ReImbursement RevIew Board FIles 

a. Heanng DecIsions 

Case files contammg documents accumulated in the heanng process. Included are the 
provider's request for a heanng, provider position papers, fiscal mtermediary posttion 
papers, cost reports, notice of hearing, heanng transcripts, hearing decision by the Board, 
and related documents. Heanng decisions may be reviewed by the Secretary of HHS, 
and provider may seek judicial review of unfavorable decisions. 

DISPOSITION: Temporary. Cutoff file after the fmal decision and retire to the FRC by 
fiscal year. Destroy 6 years and 3 months after cutoff. l S~ NI ;440'Q0-I, ~ Uti) 
b. Closed Case FlIes 

Case files contammg documents accumulated m the heanng process. Included are the 
provider's request for a heanng, provider position papers, fiscal intermediary position 



( ) • 
papers, cost reports, notice of heanng and related documents. Cases are usually closed 
without a formal heanng and have been withdrawn or dismissed by the Board. 

DISPOSITION: Temporary. Cutoff file after the final decision, and reure to the FRC by 
fiscal year. Destroy 6 years and 3 months after cutoff. 

3. MedIcare Geographic ClassifIcatIOn RevIew Board FIles 

Decisions Issued by the Medicare Geographic Classification Review Board (MGCRB) on 
apphcations submitted by hospitals seekmg geographic reclassrfrcation for purposes of 
determmmg a hospital's standardized amount or the applicable area wage index or both. The 
MGCRB's decisions are subject to review by the Admmistrator. The Admimstrator's 
decisions reviewing MGCRB decisions will be placed m the MGCRB file and returned to the 
MGCRB. (Any pre-decrsional attomey-client privileged material generated dunng the 
review WIll be maintamed by the Office of the Attorney Advisor permanently.) 

DISPOSITION: Temporary. Cutoff file upon Issuance of the fmal agency action on a 
hospital's application. Place m an mactive file by fiscal year. Hold m the Office of Heanngs 
for 36 months from the date the fmal agency action was taken, then retire to the Federal 
Records Center (FRC) by fiscal year. Destroy 6 years and 3 months after cutoff. (Stp1./lJttil111J/vI/Yoft'3'0 
4. Heanng OffIcer DecIsIOns or Proposed DecIsIOn FIles 

Case files contam documents accumulated in the heanng process. Included are request for 
heanngs, position papers of the parties, cost reports, notice of heanng, heanng transcnpt, 
heanng officer decision or proposed decrsion to the CMS Admmistrator, and related 
documents. The following types of cases are handled by the CMS Heanng Officers: Appeals 
from Demals of Medicaid State Plan Amendments, Appeals from Cost Determmations from 
HMO/CMP Cost Reports, Appeals from Demals of Medicare Provider or Supplier 
Enrollment Number, Appeals from Cost Determmatrons from Organ Procurement 
Organizations or Histocompatibihty laboratory. WIth regard to Provider and Suppher 
Number appeals, the record mcludes mitral Carner Determination and Carner Heanng 
Officer DeCISIon. For State Plan Amendment and HMO/CMP appeals, the Hearing Officer 
prepares proposed deCISIOnto the CMS Admmistrator. The fmal decision of the CMS 
Admmistrator IS mcluded In the file. 

DISPOSITION: Temporary. Cutoff after the fmal deCISIOnand retire to the FRC by fiscal 
year. Destroy 6 years and 3 months after cutoff. 

5. Electromc Mall and Word ProcessIng System COpIes 

a. Copies that have no further admnustrative value after the recordkeepmg (paper) copy ISmade. 
Includes copies mamtamed by individuals in personal files, personal electromc mail directories, 
or other personal directones on hard disk or network dnves, and COPIeSon shared network dnves 
that are used only to produce the recordkeepmg copy. 

DISPOSITION: Temporary. Delete within 180 days after the recordkeepmg copy has been 
produced. 



( )
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b. Copies used for dissemmanon, revision, or updatmg that are maintamed m addition to the 
recordkeepmg copy. 

DISPOSITION: Temporary. Delete when dissemmation, revision, or updating is completed. 

F: 115 Office of Heanngs (revised 10/7/2002) 

NOTE: Some CMS Office of Heanngs FIles may be worthy of permanent retention If they 
significantly Interpret CMS regulations, reflect significant developments, or attract extensive 
public attention. These should be brought to the attentIon of NARA VIa a SF-115, Request for 
DISposItIOn Authonty, so that they can be appraised and appropnate disposrtion authonzed. The 
appraisal process of these records will Include a determmauon of the appropnate medium for 
transfer of any records determmed to be permanent. (added 11119102 per e-mail from V. Robey) 
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OFFICE OF HEARINGS 

1. AdtnllllstratIve Files 

a. Instruction FlIes (NC1-440-79-1, Item 1A) 

Manuals, directrves, handbooks, instructions, and other formal policy and procedural issua 
prepared by the Office of Hearings (OH). 

DISPOSITION: PERMANENT. Transfer to the Federal Records Center (FRC) at t 
the calendar year when superseded or discontmued. 

b. Instructions Background FIles (NCI-440-79-l, Item ill) 

Records accumulated in the preparation, clearance, and publication of man Is, directives,
 
handbooks, instructions, and other formal policy and procedural issuance . Included are studies,
 
clearance comments, recommendations and similar records, which pro\l de a basis for publication and
 
contribute to the content of the Issuance.
 

DISPOSITION: Destroy when superseded or discontinued.
 

2. ProviderRelll1bursernentReviewBoardFlies ~~~ct1W 10!1 IO~ 
=~~==~lIes (N1-440·9S·1. tern 16) II ,'~ iYl'1 

Case files contaming documents accumulated in the h nng process. Included are the provider's emw b
 
request for a heanng, provider position papers, fisca intermediary position papers, cost reports, \ J I). ~
 
notice of hearing, heanng transcripts, heanng deci on by the Board, and related documents. V I \,,\)
 
Heanng decisions may be reviewed by the Seer ary ofHHS, and provider may seek judicial
 
review of unfavorable decisions.
 

DISPOSITION: Cutoff file after the fina decision and transfer to the FRC by fiscal year.
 
Destroy 6 years and 3,months after trans er.
 

b. Closed Case Ftles 

Case files contanung documents ccumulated in the heanng process. Included are the provider's 
request for a heanng, provider osrtion papers, fiscal intermediary position papers, cost reports, 
notice of hearing and related ocuments. Cases are usually closed without a(formal heanng and 
have been withdrawn or di ssed by the Board. 

DISPOSITION: Cutof file after the final decision, and transfer to the FRC by fiscal year. 
Destroy 6 years and onths after transfer. 

A master file, machme-readable form, of hearing record case files (Medicare Part A 
reimbursem t appeals) from 1990 to the present, mamtamed on a computer database system. 
Backed u daily in addition to a full system backup weekly. The main storage ISPRRB's miru-
comput ,WhICh is an illM RISC 6000. Daily backups are performed and contain data entered 
into t system on that particular weekday. In addition to the dailies, every Friday, a full-system 
bac p IS done which contams all ofthe data in the system. 



DISPOSITION: Destroy or delete data files when superseded, obsolete, or no longer needed for 
adrrumstrative, legal audit, or other operational purposes. 

3. MedIcare Geographic ClassIficatIon RevIew Board Records (N1-440-93-2) 

Decisions Issued by the Medicare Geographic Classification Review Board (MGCRB) on 
applications submitted by hospitals seeking geographic reclassification for purposes of det nmg a 
hospital's standardized amount or the apphcable area wage mdex or both. The MGCRB' decisions 
are subject to review by the Admimstrator. The Administrator's decisions reviewing CRB 
decisions will be placed in the MGCRB file and returned to the MGCRB. (Any pre- ecisional 
attorney-client pnvileged matenal generated dunng the review will be mamtained y the Office of the 
Attorney Advisor permanently.) 

DISPOSITION: Cutoff file upon Issuance of the final agency action on a h pital's application. 
Place in an inactive file by fiscal year. Hold in the Office of Hearings for months from the date 
the final agency action was taken, then transfer to the Federal Records C nter (FRC) by fiscal year. 
Destroy 6 years and 3 months after transfer. 

4. Hearing Officer Records "It C", h i / 
Heanng DeciSIon or Proposed DeclSlon Flies N/.V] XI!}.. pv 10( f) ;6 ~(]J['(ifJi 
Case files contam documents accumulated in the heanng pr cess. Included are request for hearings, DIl. i'l\1\ 
position papers of the parties, cost reports, notice of he an g, heanng transcnpt, heanng officer 1ij({), , , 
decision or proposed decision to the CMS Adrrumstrato , and related documents. The followmg types V 
of cases are handled by the CMS Heanng Officers: peals from Denials of Medicaid State Plan 
Amendments, Appeals from Cost Deternunations f m HMO/CMP Cost Reports, Appeals from ~ 
Deruals of Medicare Provider or Suppher Enroll nt Number, Appeals from Cost Determinations 
from Organ Procurement Organizations or HISt compatibility laboratory. With regard to Provider 
and Suppher Number appeals, the record mel des initial Carner Determination and Carner Heanng 
Officer Decision. For State Plan Amendm t and HMO/CMP appeals, the Hearing Officer prepares 
proposed decision to the CMS Admmistr or. The final decision of the CMS Adrrumstrator is 
mcluded in the file. 

DISPOSITION: Cutoff after the fi al decision and transfer to the FRC by fiscal year. Destroy 6 
years and 3months after transfer. 

a. Copies that have no her adrmmstratrve value after the recordkeeping (paper) copy ISmade. 
Includes COPieSmamta ed by individuals m personal files, personal electroruc mall directories, or other 
personal directones hard disk or network drives, and copies on shared network dnves that are used 
only to produce th ecordkeeping copy. 

DISPOSITIO : DELETE within 180 days after the recordkeeping copy has been produced. 

b. Copres sed for dissemmation, revision, or updating that are mamtained m addition to the 
recordke mg copy. 

SITION: Delete when dissemination, revision, or updatmg IS completed. 




