REQUEST FOR REC»'DISPOSITION AUTHORITY
(See Instructions on reverse)
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JOB NO. -

NC1-440-79-1

TO: GENERAL SERVICES ADMINISTRATION,
NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 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

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

3. MINOR SUBDIVISION
Division of Administration Services

be stamped “‘disposal not approved” or “‘withdrawn” in column I0.

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

Fred Brickenkamp : 45639

H-15-79 £ uep

Date

7 Archivist of the United States

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

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

retention.

Fred Heuschele .. HCFA Record Officer

C. DATE D.WO GENCY REPBESENTATIVE E. TITLE
;A£§/§7 ‘é [
4
7

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

9.
SAMPLE OR

10.
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) (23 aé;ag, ;74:)
NC1-47-78-14 (18 May 1978)

<}GLSLA/<'“ .
Gn@\(sﬁ?il:\s& , 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
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ro No. 1.5

P-viged veper 1951 -
RN ey el Bervices REQUEST F.OR.AUTHORITY e LEAVE B,
R Ros TO DISPOSE OF RECORDS o eatcthediidn 1977 308 10,

115102 SPC o

se Instructions on Reverse) . Py —— 1 41 7 7 7 1 3
TO: GENERAL SERVICES MINISTRATION,
NATIONAL ARCHIVES ANDNRECORDS SERVICE, WASHINGTON 25, D, C. /
1. FROM (AGENCY OR ESTABLISHMEINT) \ / CRTCS e ey
Department of Health, Educatio and Welfare fr o SR T T T

2. MAJOR SUBDIVISION
Social Security Administration SRR SR SRS
3. MINOR SUBDIVISION L IR SR B

Provider Reimbursement Review Board >< 5//3“7,7 ! % ,Q\/QJ \§
oo oo T e G

4 NAME OF PERSON WITH WHOM TO CONFER 5. TEL.
George S. Yamamura 45770 ~ . 1

§. CERTIFICATE OF AGENCY REFRESENTATIVE:
~ 1 bereby certify that I am authorized to act for j#fe head of this ageacy In matters pertaining to the dir
al for the reason indicated: (X anly one)

u] of recerds, &ad that the records described in this list or

~schedule of > pages are proposed for disp
The records will cease to have suffcicnt value
to warrant further retention on the expiration
of the period of time indicatad or oo the occur-
reace of the event specified.

Eogom O 192

Rudsell Q. Hess Dept. Records Mgt. Officer
D Y (Blgnaturs of Xgoncy Renrresaiaiivs) o _“ ey \

7. B. DESCRIFTION OF (1EM : SAMPE:_'E or
TrEM NO. | - ‘(WITH IKCLUSIVE DATES OR RETENTION PERIODS) : JO8 NO. ACTION TARY

~. | /- 5P -7 P~/

‘PROVIDER REIMBURSEMENT REVIEW BOARD FILES

A The records bave
ceased to have sufh-
dent value to warrant
further retention,

1. ADMINISTRATIVE FILES

A. Instruction Files

. Manuals, directives, handbooks, and other formal
policy and procedural issuances prepared by the
Board. Included are the Provider Reimbursement

Review Board Manual and similar material.

Fiand g A0 seomnl e v Lahg Tepicicoh

1. Permanent. Transfer to the Federal Records Center

(FRC) at the close of the calendar vear in which . ‘

superseded or discontinued. et TN Y P SLI
[‘J /é//’}’-, [/l’({(/a:/y T /e (./—j d//ﬁ?za&}%”m{{ H;WMM

B. Instructions Bad\ground Flles /67 et e A L

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

mendations and similar records which provide a By A ﬁ"ww

basis for publication and contn.buteK’f the issua.nce -
— v 3 -

e - U N o
V) Destroy when superseded or dlslontinued Do not

send to FRC. @5/ /é;;d I’%(x‘ \2_ ‘ Mf
C. Record Files"_ p Mm '

S



http:indicat.ed
http:warre.nt

B(Imd"rd “Aorm \0 1160

}{< iserd Nowvn aber 14

o Vreseribed by, (‘rnrrs] Scr\ icas Ad.ninistration

04"'5 SEIV-106

REQUEST FOR AUTHOCRITY TO DISPOSE OF RECORDS—Continuaton Sheet

. Job No.

Pege 2

of _3

pages

8. DESCRIPTION OF ITEM
(WITH INCLUSIVE DATES OR RETENTION FPERIODS)

9.
SAMPLE OR
JOB NO.

10.
ACTION TAKEN

11,

HEARING FILES

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.

A.

Hearing Record Case Files

Case files containing documents accumulated in the
hearing process. Included are the provider's request
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 rev1ewed 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.

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.

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.

Destroy 3 years after dismissal or final decision.

Hearing Record Card Files

A 5 by 8 inch card file recording the status of each
hearing record case file. Card records such infor-

mation as the name of the provider and fiscal

wJ
RN

-7 a/

Four copies, including grigingl, fo be sabmitied to the National Archives and Records Service

]

/

16—58476-2 CFPO \/
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2 8 DESCRIPTION OF ITEM 9 10.

ITEM NO. (WITH IKCLUSIVE DATES OR RETENTION PERIGDS) SAMPLE OR 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 coples of hearing trans-
cripts. An original copy of the transcript is retained
with the hearing record case file. )

Review file annually and destroy copies which no longerx
have continuing value,

e
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““meral Instructions: Use Standard Forms 115 and

Ja, obtainable from Supply Centers of the Federal
Supply Service, General Services Administration, to
obtain authority to dispose of records. Submit four

" copies, all of which should be signed and dated, to the

[

National Archives and Records Service. Indicate
the number of pages involved in the disposal request
under entry 6. Copy 4 of the standard form will be
returned to the agency as notification that Con-
gress has authorized disposal of the items marked
“approved.”

Specific Instructions:

Entries 1, 2, and 8 should show what agency has

custody. of the records that are identified on the
form, and should contain the name of the department
or independent agency, and its major and minor
subdivisions.

Entrics 4 and 5 should help identify and locate the
person to whom inquiries regarding the records
should be directed.

Entry 6 should show what kind of authorizalion is -

requested. Only one of two kinds of authorizations

may be requested on a particular form.

Box A should be marked if immediate disposal
is to be made of past accumulations of records,
and the completed form thus marked is a list.

Box B should be marked if records that have ac-
cumulated or will continue to accumulate are
to be disposed of at some definite future time
or periodically at stated intervals, or if dis-
posal is to be made of microphotographed
records after it has been ascertained that the
microfilm copies were made In accordance
with the standards prescribed in GSA Regu-
lations 3-1V-105; and the completed form
thus marked is a schedule.

Entry 7 should contain the numbers of the items
of records identified on the f01m in sequence, i. e.,
1,2, 3,4, etc.

Entry 8 should show what records are proposed
for disposal.

h’ -

U. 5. QOVRANMENT PRINTING OFFICE

s 7 A2,

| - INSTRUCTIONS s

°

Center headings should indicate what office’s ree-
ords arc involved if all records described on the form
are not those of the same office or if they ave records

« created by another office or agency.

An identification should be provided of the types
of reccords imo]\ed if they are other than textual
records, for example, if they are photograpliic rec-
ords, sound recordings, or cartoglaphxc records.

An itemization and accurate identification should-
be provided of the series of records that are proposed
for disposal. Iach series should comprise the larg-"
est practical grouping of separately organized and
logically related materials that can be treated ‘as a--
single unit for purposecs of disposal. Component -~
parts of a series may be listed separately if num-
bered consccutively as 1a, 1'0 etc., under the general .
series entry.

A statement should be provided showing when .
the records were produced or when disposal is to be
made of the records, thus:

I{ Box A under entry 6 was marked, tho inclu-
sive dates during which the zec01db were plo-
duced should bhe stated.

If Box B under entry 6 was marked, the period
of retention should be stated. The retention
period may be expressed in terms of years,
months, clec., or in terms of future actions or
events. A future action or event that is to
determine the retention period must be objec-
uve and definite. 1f disposal of the records
is contingent upon their being microfiimed,
the retention period should read: “Until as-
certained that microphotogy aphic copies have
been made in accordance with GSA Regula-
tions 35IV-105 and are adeguate substi-
tutes for the paper records.”

Entry 7 should show what sanmples of records were
submitted for each item, or with what job number
such samples were previously submitted. Samples
of types of records other than textual and carto-
graphic records should not be submitted.

Entry 10 should be left blank.

16—E8400-2
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Commonts on draft reports, studies, and propesalsi "
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% NATIONAL ARCHIVES and RECORDS ADMINISTRATION

NAL 8601 ADELFPHI 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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N REQUEST IFFOR AUTIIORITY TO DITPOST O RELCOR
7. 8. DOACINPHION OF (1
17814 HO. (WITH IRCLULIVE BATTS o KEEH DO L ansis)
vIIT. BURTAU OF HEALTH THGURANCEH
A.  State Apgrcements and Modiflications (Ttem Apyrnvod{///
BARS Jab KC-47-75-23) '
Agreements entered into with the State asencies by
) - the Secretary of lealth, Bducation, and Welfare under
= the provisions of scction 1864 of the Social Sccurity
Act, by which the State apency assists SHA In -
determining whether health care previders and
supplicrs meet and continue to et the requiresents
for coverage or participation. Also lncluded ave
"subapreements' by which State agencies subcontract
some Medicare functions to other goveramental or
private organizatious. Rccovd copies arce vetained
by BHI headquarters. — A N
i =z .
Destroy 5 years after the close of the calendar year
in wvhich terminated or superseded.
f B. State Buv-Tn Afrecments (Ltem Avnroved NARS Jab NC-
47- 75 23
Agreements entered into with the State agencies by
the Secxetaxy of Health, Htducaticn, Welfare
under the provisions of section 1343 the Social
Sccurity Act. The agreements provide coverage
under the Supplerantary Medical Imsurance Program:
for certain individuals receiving moncy pavaenis
under State approved public assistance plans. Record
coples are retained by BHI hCJGCLhrc rs.
P - T e TN e o
Destroy 5 years after the close of the calendarv
year in wvhich terminated.
C. State Acency Roview Files
Documents relating to adminiutvative vevicw ol State
agency operations and certitfication proceduves.
Included are reports of visits, communications
concovning improvesents fu opevations, and other
papers pertaining to reviews of State agency
practices,
—~ Destroy after 3 years.
—
Fome o viiive Huta vt ivoan e ot antionitted ta the Notivsal Ave Lives and fBeeed
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REQUIST TTOR AUTIIORITY TO DISPOSE O RECORDS--Contlinualion Sheet

7
ITEM 1O,

6. DUSCRI RO OF 11124
(YT T Uy e GATES OR ETENHION PHINOIY. )

2.
SANEPLE OR
Jon o

. .
ACTION TAF LI

=

State Arcncy Budget and Financial Report Viles

Files used to estimate, justify, and approve State
apgency health insurance program costs, to
for funds received and cxpended by the State apencices
Included are Forms SSA-1405, State Azency
Request; SSA-1465A, State Apency Budecet 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-1468, Financial Accountability Statcement; ‘
SSA-14094, Quurtcrly Expenditure Report; and indirect
cost forms. Record copies arc retained by BUT A
headquarters.

and acecount

Judget

Destroy 6 ycars follewing

Intercadiary and Carrier Contract Filcs

Agrecenents enterced jnto with intermediavies and
carriers by the Secretary of licalth, Hducation,
Welfare under the provisiens of secticns 1816 and
1842 of the Social Security Act by which the inter-
mediaries and carriers agree to perfecrm certain
functions in administering the Hospital Insurance-
and Supplementary Medical Insurance Programs. A
such, they provide basic documentation of the manner
in which these programs arve implemented. Included
modifications and amendments. Record copies are

retained by BHI headquarters.

and

7]

Destroy 3 years after supersession or terminatioen,
as .applicable.

Intermediary and Carrier Subcontract Viles

Copies of intermediaries' agreements with sub-
contractors reparding periovmance of aundits and the
providers' costs, leases lor building space,
cquipment, convulting, and other services.
are SSA approvals, anmendnents, and similor
Record cepics are retained by BHL headquarters.

Tucluded
papers.

Destrey 3 yeovs after termtnation of agrecuwent.

the close of the budget year.
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RERCI
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G.

Intermediary and Carrier © 1()u1111 fereements (Ttem
23)

/\)p]n\g, ;.nRS .J()h R SR S )

cottlement
of
rocuent
iary,

retained

These [iles contain the
for all intermediary and
tration and consist ol
and schedules of balances
carrier, or Secretary.
BHI hcadquarters. -

accepted final

carrier costs
the closing ayp
due the intermed
copivs are

adminia-

Record by

Destroy 3 years after HEW audit and (inal scttlement.

Jutermediary and Carrier Dudget lstimate and

Justification FiJes (ftem Approved NAKRS Job HC-47- et

o

Forms SSA-

Administr

S8A-1523 and 1324, Estimate of

ative Costs and Credits, aund comparable
papers used by the intermediaries and carriervs to
submit their annual cest estimates for administering
the Hospital Imsurance &nd Supplemcntevy dcdical
Insurance Programs. Al
correspondence on spaci
supporting data along wit
approval, such as Forzs SS
of Budget Approval; SSa-
Budget Distributicn, Estimate of Admints
Costs; and similar papers Record copies
retained by BHI headqbnrtexs.

ifd

¢ budget estimates, and

h the notification of budget
SA-1525, and S§S:4-1526, Notic
2598 and SSA-2599, Approved
trative

are

Destroy 3 years after HEW audit and final settlement.

and Carvier Interinm F\ncnﬂitu“_ Report

Files (Item Approved Nak§ Jdob NC-d7-7

Intermnediary

u)dC

by
bcclnning of the

Quartevrly reports of expenditures the inter-
mediarics and carriecrs since the

fiscal vear. Included Forms
SSA-1528, Cunmulative
Budget, or thedr
supplenental schedules
pavients.  Recovd copios

quarters.

SA=1527

Ss and
spenditure Report and
cquivalents.  Also included-ave
and requests {or accelevated
roetained by BHL head-

are

Inrevim b

are

Destroy 3 vears after HEW audit and final settlement.

appendisz

o included are justificationsj
i
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T- Incermediary Uerkload Report Fides (Ttew Approved A Sl Tl
NARS Jdob LC=ff=ib=28) g fe s
- ok 'w/"‘
ey F
Monthly statiastical reports on the status of inter- 9
mediary workloads usced by SS6A to identify basic ,‘
management data needed for budgeting, {inancing,
L work planniaz, and propress evalnation.  Tnceluded
e . . s o \ ! —
T is Form $54-1566, Health Tnsurance for the Aned.
Program Intermediarvy Workload Revort, or its
equivalent. Record copics are retained by bill
headquarters.
Destroy after 3 years. ' ..
’ N 2 3 [\ - . :‘I - e ,f*f:h'
K. Carricr Perf{ormance Report Files (Ttem Approved ﬁ“;qﬂ?¢em fd
14
NARS Job KC-47-75-23) : -
H 13 e
. : f e Y
Form SSA-1565, llealth Insurance for the Aged Program ‘.r
Carrier Periormance Revorts, or equivalent decuments
b §
/ﬂ\ prepared menthly by carriers to summarize tncic
: performance in processiong cizcims under the
Supplementary Medical Insuvance Program. Tohe
information contained in thecse reports provides
management information needed for budgeting,
financing, werk planning, periormance evaluaztien,
and ianIi;}Jﬂg operating problems. Recorc cepices
re retained by BHI headquarters. —
Destroy after 3 years ,
‘ ljﬂ/‘l.?‘ Lt e
L. Annual Contractor Tvaluation Reoort (ACER) T s e
e Lrs
1l N

An annual report evaluating centractor operations . ﬁy’
under Parc A and Parc B of the Medicare preaiam.

The report includes such information as claims
proceqqixﬁg coverapge and utilization safceguards,
beneficiary and providor services, flscnl managoment,
and adwministrative management.  Included arve final
reports and backgarouvund documents such as copics of
Comprchensive Inspection Fvaluation Performance e
(CIEY) reports, copies of draft ACER's, contrvactor
resident represontative comments on repores, and
related correspondence.  Final ACER's ave
distributed to BHI headquariers and all BHI regional

~ ofl{ices.
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1. Repgional Office Responsible for Preparation of
Final Repord
Retain one copy of cach [inal report fer cach
contractor. Destroy after contractor terminates.
Destroy background documents 2 years aflter
o ; publication of f{inal report. Destroy cxlra
-~ copics of final report when administrative value
ceascs.
2. Other Regdonal Offices
Destroy upon receipt of updated ACER.
' . .)‘ -
. : . ’ L " AP N
M. Carricr Alphabetic State List (CAST) ]i’“d ?ﬂ \
- Vi
' ' ’7»v0A’J1
.o . . . NP o o p— I
Microfilm received semiannually from SSA, uscd te £
verify account numbers and Medicare ccoverape.
Included is name, account number, current address,
rn and date of birth, Microfilim is arranged in
alphabetical order by Statce. ’
Destroy upon receipt of updated microfilm. .,
- A/\'-"'
. iy 1y {:,\/ o f
N. Health Insurance Proavam Intecrity Case Tiles Lf;

(lten Approved KARS Job NC 47-75-03)

e

Files accumulated as a result of allegations or

- complaints of program abuse or potential fraud b

physicians and other providers of secrvices pursaant
to sections 206, 208, 1106, and 1107 of the Social
Security Act. They consist of complaints {rom beue-
ficiaries or other ‘scurces that are referred to
district offices, regicnal offices, intermediaries,
carricers, otc. Included are corrvespondence, {forms,
and other papevs (hard copy or microrilm) usced in
developing and investivating complainty, such as
exhibits, copies of claims forms, bills, medical
records, investigative veports, fiscal recovds, and
other pertinent physician and provider recovds.

Place in dnactive {ile after final action on the
casc.  Cut off inoective file at the close of the
calendar year in which final action was taken, hold
2 additional veavs, and thien (ransfer to the FPRC.

bestroy 3 years therealter.
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0. Trosram lexd1(1nn Reviews (ftem Approved NARS Job ) b’q
¥ J Y
!
Decuments relating to prosram validation reviews N
"
conducted to identify the degree to wiich progranm {3 ) L
. . . . H
provisions are being properly applicd by the
. providers of health care services.  Included are
CI- -~ wvalidation revicw visit reports, scbedules of
) planned validation revicws, notices of vigits, and
other papers dircctly related to the progranm
validation review 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 ’ﬁﬂ,f&”"
. . - l’! 7
Documents accumulated in the recoverv of overpaymentsar  p cpoe™ ;
I 2 to providers under the heogpital insurance proygram R -
(Part A Included are veports fron intermediarices , 1P
W ol
on hosp 1tal overpayients, settlement worksheets, . q ﬁ‘“,/’f’”
schedules of repayment anda related cerrespondence. ﬂ;j¢éf‘t"
Destrov 3 years after final resolution and
scttlement. .
-~ -

R.

Phvsician's Annual Review Evaluation

Documents accumulated in a sample review of pavments
to physicians and other supplicrs of services
Supplementary Medieal Insurance Program (Pare R).
Includad intouts containing payment
informa providers to be reviewed,

undarv

are computicer pr
tion, lists of

review results and reloted corvespondence
Des th\ 2 vears after close of case.

Overpavee

e nr a

Report Vi lk‘"

and Duplicate Chargee
(1L\m.Awﬁluvod NARS

Dotection,
Job

_:\4'\_‘__(;1' \Y i_f'._}’

Quartevly reports prepared by cach carrier and sent
to SSA sum overpavoment and Ticate charge
detection activitles out Jdurviaw
calendar quavter.  The arve
data on the nuwber of
an overpavment, the total

vivicing dup
oach
tabutate

vecover:

carricd

yoports used Lo
in

dollar

Carriey
money

Canes which

aronunt ot

»
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overpaid, causces of overpaynment, number of duplicate
charges detected, and similar information.  Record
copics are retained by BHI headquarters,

Destroy aftev 3 yecars.

Part B Qualitv Assurance Review

Documents accunmulated in a 10 percent quality
assurance subsample ol Part B carrvier quality

assurance sample.  Includad are Form SSA=-28V7, Claimg

)
Adjudicative Quality Review, a workshect used to
cvaluate carvrier process sing of the claim, and
attachments:; negotiation decuments +4.f the carrier
disagrees with the regicnal office's cvaluation;

and computer generatcd reports such as Selected
Claims List by Random Selection, Updated Excoption
Report, Input Totals Report Subsample Claims Listing
and Review Summary Repore. generated when carrier
updates svsten for every pavment run. Quality
Assurance Zvror Rate Reports (monthly, quarterly,
and cumulative yeavr-to-date) or statistical output
tables, are produccd from the above documants by

the carriar and include information such as
estimated number of errors and standavd ervors by

carricr calculation and bv SSA calculation on OWL]LIO*

ment, coveraze, reasounable charge, document coding,
ctc. The la't pages of each report contain summary
totals. A national ranking (Index) is published by
BHI headguarters from the Quality Assurance Error
Reports. : ‘

1. Form 2817 and Neeotiation Documonts

Return to carricr upon completion of review.

2. Computer Reports

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

3. ILrroer Rate Reports (Statistical Output Tables)

Destroy monthly report after 6 mont hs,
quartevly report after 1 oyear, and yearly
rcport alter 2 years,

/7‘“”/"'“(3
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Pogee 0

of 2. pages
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{TCM 1O

8. DU HIPTION CF P
(WATH MG usvt AT, OR HI TENTION P38 mnts)

9.
SANEET OR
JOB HO

1n.
ACTIOH CAKEH

T.

4. Index

Destroy after 2 years.

Corrective Payment Action Summary Report

Documents relating to corrective pavment action
taken in Part B claims selected for
or Quality Assurance samnple review. Included are
summary repovrt forms and transmittal letters,

cnd-of-Tine

Destroy after 1 year.

Provider Certification Files

Documents relating to the survey-and certification of
suppliers and providers of service. TIacluded arc
official certificaticn and transmittal forms, survey
report forms, utilization review plans, provider
agreements, transfer agreeiments, plans of correction,!
civil rights compliance forms, intermediary
designation and tie-in notices, certification letters
and various forms and correspondence used in the
certification process with respect to individual
facilities. Esxcluded irom this.deiinition arc
surveyor's notes, rough copy survev repert {orms,

and other workpapers which are merged into and ™
superseded by a final product. '

1. XNonpaxrticipating Facilities
&
- “
Transfer to the FRC 3 vears
or denial. . Destrey after a
retention after

after termination
total 6 vears'
termination or denial.

2. Pardicipatine Facilitics

a. Retain Forms SSA-1561, Health Insurance
Benefits Agreements; SSA-15339, Certification
of Transmittaly and all notification letters
to facilities, all civil vights [oms, and
all intermediary designation,  Destroy in
accordance with item V1I1L.ULL1 vhen provider
ccases pavticipation.,

b, Transfer to the FRC survey yeport forms and

related documents 3 years atfter completion

of survey,

Destroy after a total o years !
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retention.  However, those pertaining to
access hospitals will be retained until
removed from the access catepory at which
time survey report forms and related
documentation may be destroyed 6 yoars
following comnpletion of the -survey.

. at ISV 2 ;//
e e \Y Providoer Nemsi . . L U il
el . rovider Nemination ¥Files . THUjby 7
- A
i+ i

Letters from providers of services stating choice

of internediary including change of owncrship and
change of intermediaries,  Record copics are retained
by BUHI headquarters.

Destroy 1 ycar after termination of provider
participation.

~ B : Y 1w R72
7. Provider Hearing Files o F}Q‘ T o
.:‘/
~ These files accumulate when a provider of scrvices = ‘Q/tb
‘ is diss satisf fied with SSA's determination that it %)
‘does not meet the corditions for participation in )

the Medicare pregram and requests an administrative
hearing on the matter. The docuzents ave used by

SSA to support its initial determination at the
hearing. Included are copiecs of provider inspection
reports, corr'snond cnee, and similar records relating
to provider opervrations, After the hearing, the files
must be retained in the event that the provider sechs
court review. Recovd copies are maintained by BHI
headgquarters. '

Destroy 3 vears after final determination.

(92 ‘\
L

X. Provider Statistical and Reimbursemont Reports

EDP printouts or microfilm shewing summavica of
pavments Lo hospitaly, skilled nursing facilities,
home health agencies, and other providers of scvvice.
These are usad to cffect cost settlenmonts betweea the
Internediaries and the providers for program
validation purposcs, and to determine acceuracy of
cost veports. These reports contain Part A and TPart
S B dnpatient and outpatient intormation, jupatient
Ve atatistics, total bitls, covered costs, and other
related datas Copien ave vetaincd by jatermediavies /

for audit and settlenent purposces and also by B
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7. . 8. DECRIPTION OF (1M . . ““9' 10.
ITUM HO. . (VAT EHCLUSIVE DATES OR HETLRTION PORIOIT) ""Jé,'.,l :‘r’?n ACTION TAKEN
Destroy after 3 years.
. - ’ 2
Iy : - e : . . . R 7 ;‘;’y
Y. Provider Monitor Listing EANA ot
;4_.’ LI ¢ ’
i ':'
A computer listing, reccived from BHT headquarters !
semiannually, broken down by cotcegory of providers ' (/;//”
.+ | - and by bLed size. Included is information on total
e -
T amount spent for provider services. This information
is used to coumpute provider per diem rate.
Destroy after 3 ycars.
'Z. Chain Operations Report (COR) ' /<Z¥47?“ - .
- Viand M

™ _éh@a-

A comﬁhter generated report, reccived quarterly
from BHI headquarters, which identifics chain
organizations by name and cmployer identificacion
number. Included is such information as name of
— . chain organization, corperate addvess, previders
belonginz to that chain, name of intermcdiary

and provider number.

Destroy after 2 years.

’ )/. — '} ,’~/“
. D i - ‘.\. 3‘ -
A, Part_A vedicare Claims Rgcords i {E;;_L,,

Torms SSA-1453, Impatieat lospital and Skilled (7 candl
Nursing Facility Admission and Billing; S$SA-1486, ,/////
Inpaticnt Admission.and Billing - Christian Science
Sanatoriun; S§SA-1487, Heme Health Agency Report and
Billing: and other documents used to support payments
to providers of sevvice. Payments may be authorized
by the regional office for emergency aund foreign
claims,

Cut off at the clese of the calendar year in which

paid, lheld 2 additional vears, and then transfer to
the FRC. Destroy 6 years therceafter. Eavlier cut-
of { and tranufev is avthorized; however, the records

must be retained for 8 veavs followving the close of S
v . » N
the calendar year fa which payment is wmade, Fe—— f
¥ A,

B3, Port B Medicare Clafms Records

e Forms SSA-1560, Regquest for Medicare Pavment
SSA-1554, Provider Bitling for Paticent Services by
Physicians; SSA-1I5006, Vrepayment Plan fov Group
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Medical Practices Dealing Through a Carrier; §5A-1600
Reaquest for Claim humber Verification; S54A-10606,
Payment Record Transmittal; SSA-16640, Request for
Infermation, Medicare Pavirent for Scervices to a
Patient Now Deccased; and similar {orias. Also
included are itcmized bills, correspondence, and

- .. comparable documents uscd to support payments Lo
beneficiavies, physiciaong, and other suppliers of
scervice under the Supplementary Medical Insurance
Program. ' :

Cut off at the close of the calendar year in which
paid, hold 2 additional vears, and transfer to the
FRC. Destroy 2 ycars thercalter. Darlier cutoff

and transfer is authorized; however, the records must
be retained for 4 years fellowing the close of the
calendar vear in which pavment is made.

£ ISPy
N . . ) . . N ’ . i. Mo gﬁ-?;ﬂ,.‘\,./ L{ (’:‘__’
' CC. Reconsideration and Hearing Case Files--Hospital : e
Tusurance Pregram : e .
.—— A P

Reconsideration records accumulate when a beneficiary
or his representative is dissatisfied with an initial
determination as to the amount of beneri
on the beneficiary's behalf under the Hospital
Insurance Program and filés either an expressed or
implied request for reconsideration. lea

recovrds accumulate when a beneficiary or
representative is dissatisiied with the r
determination and requests a hearinae; and
dissatisfied after the hearing, files for subscquenf
court review. Included are Forms HA-501, Request '
for Uearing; SSA-561, Request for Reconsideration;g
or their cquivalents. Also included is evidence
furnished by beneficiaries or their repreosentatives,
correspondence, SSA determinations, Administrative
Law Judge decisions, original bills, Appeals Council
decisions, and similar material.

cconsideratipn
if still |

3
R
R

Dispose of these receords in accordance with )
instructions for Part A Medicare Claims Records (see
ftom VIIT.AN of this schodule).

: Ph.  Review and Faiyv Heaving Case Files--Supplement:

Tiles accumulated when a benelledavy, physician,

provider, or other supplicr of sevvice s dissatistle

~
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with the carrier's determination denving a request
for payment, ov with the amount of the payment, or
when he/she believes that the request for payment is
not being acted upon with reagopnable promptnes:s,
Included are copiecs of claimant's requests for
revicw, together with relevant written statements or
- evidence, notices of adverse informal review

U ‘ decisions, requests for hearings to protest the
adverse decisions, hearvings proceedings, hearing
officers' final decisions, and other comparable
papers. '

Place in inactive file upon final action on the ¢
Cut off inactive file at the close of'thu,caluxuar
year in which f[inal action was taken, hold 2
additional ycars, and transler te the FRC. Destroy
5 years therecaflter.

")
in
D

(Ttem Aparoved wablS Job =0-47-75-23)

,ﬁ\ FE. lledicare Bcnexlc-“rv Correspondence Tl)cs' ;7 1/?

These files accumulate as a vesult ol inquivies o r
and complaints rccc1ved by SSA QI:L ict offices,
headquarters offices, regional offices, and intev-
.mediaries and carriers.

Destrov 1 vear after the close of the calendar vear
in which dated; excepnt vhere records ave requived

to document a specific claim, reconsideration, appeal
or similar case, destroy in accordance with the
instructions for the specific file. : : -

- : . . . Y
FF. Trofessional Standards Réview Oreanization (PSROY fj:;&l) !}$¢dmw';
Files

Files censist of copies of memeranda of understandings
and related decuments ontered inte with nonprofit
professional associations pursuant to section 1152
of the Secial Security Act, as amended.  For a given
area, the PSRO reviews the professional activitioes
of physicians, other health care practitioners and
institutional and neninstitutional providers of
health care services to determine whether (1) servied:
arc or were medically necessary, (2) quality of

I services meets professionally recocnizoed standards,
cte.  Record copices are maintained by BHT head-
quavtoers,

7

O

— L Neserov Tovear after termination of avrecment., /
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HI.

Program Revicw Team (PRT) TFiles

review the practices of physicians and other

the Medicare program. Files also includc advisory

~Files consist of cases reviewed and actions taken to

Files consist of charters and related doguments

cntered into with phyvsicians, health cave prolessional:

and consumer representatives pursuant Lo Seation
1862(d) of the Social Security Act, as amended
(Section 229 of P.L. 92-603), who secrve under
charter as members of PR1's for given arcas. PRI's

providers of service for billing substantially in
excess of customary costs or charges, and for
furnishing excess, harmful or grossly interior
services or supplies, to detecrwine wnecther the
physician or other proﬁidcr of scrvice should be
excluded from participation in or terainated from

(nonadjudicative) reports f{rom the PRT's.

Destroy 6 years after final terminatien of charter.

Sccticns 1862(d) and 1565(b)(2) Exclusion_and
Termination Actions :

exclude or terminate rhvsicians or cther providers
of service from participation in the Medicare
program. Documents included are investigatory =
materials, court actions, utilization reports,
pavment data and other related documents as well as
PRT councurrence (adjudicative reports) or
recommendations wvhere required.

Destroy 6 years after reinstatement toe the program,
or. 5 ycars after the case is otherwise closed.
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1. FROM (AGENCY E)»« ESTABLISIIE
Department of Health, Ed

2. MAJOR SUSDIVISION .
Social Security Administratic

3 MINOR S'8DIVISION

40 NAY 977

NOTIFICATION TO \ZENCY

e et e orasions of 44 L 3 T 320 the dispasal e
imante, 1§ apprnved s apt for atere ivat mav
CoapnrnuedToor s arsanT i omn (0

4. NAME OF PERSC' WITH WHOL 7O CONFER

,‘g ‘A_S"/

,-ln/lin\.'./.l l ztlnl NESTATEN

George S. Yamamura

§ CERTIFICMIE Of A(“F NCY n[ﬂqr GENTATIVE
F hereby certily that | am authorized to aghAGrthis agency in matters pert™N i to the mm”f of the agen ;"ﬁ WIRERY
that the recerds proposed for dispped? in this Request of _ _ _ pagefs) ™ot no needed for the husiness of
this agency or wili not be needpdafter the retention periods svecified,

] A Request for

mediate disposal.

X] B Requ for uisposal after a specified seriod of fima or jeuest

re e
C. DATE D. $?paTURE OF AGENCY. REPRESENTATIVE E. TITLE - o o
Cirgend 5 ) e, A
3/77 ﬁ v{ Ruésell 0. Hess Department Records_Management Officer ~
X i 3
ITEJ:NO nw91mﬁmiii%iilf?kﬁiJlifkeﬂoag ‘ SiggLﬁc?p ACTION. TAKEN
N ’ - . 1 -
T ¢ -
ﬂ Professional Qualifications File . \.]i d
' | i A
,41; Records of certaln individuals who are employed in }

hoapitals and clinical laboratories, or who are self~-
employed providing therapy and medicil services who have
taken HEW proficlency examinations. The records contaln

professional qualificatlion information on the academic
and experience qualifications of the individuals and
identify information such as soclal securlty number,
name, address, license number and eligibility, and
results of HEW preficiency examination. Records are
maintained by State agencles and regional medicare
offices, and are used to determine whether individual8
rendering health care services meet qualffication
requirements.

Transfer to an ipactive file upon termination of
individual's participation. Destroy 5 years thercafter.

ve2-107 gTANnﬂ:‘n [ Xel
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GENERAL SERVICES ADMINISTRATION,
NATIONAL ARCHIVES AND RECGRDS SERVIGE, WASHINGTON, DT 2048 GaTE PECENED T
1. FEOM (AGEMCY OR ESTABLISHMENT, . < 15 AU8 1977
Departmant of Health, E\lU.C?.-ulOn and Welfare NOTEICATION 10 ABENCY

2. MAJOR SUSDIVISION

la accordarce with th

Social Security Adminigtration ot inctud 5 wams Wt sy

2. MINQR SUBDIVISION ' he stameed "4 e’ 0 esimn 10,

Bimerin ofF Health Insurance

4. NAME OF PERSCN WITH WHOM TO CONFER ) §. TEL. EXT. / O
R T-23-21 AW j@, Lol A

George S. Yamarmira v : )45770 ’ e Avchivist of the United States

sat 43¢50 3303 the dispasal e

6. CERTIFICATE OF AGENCY REFRESENTATIVE.

| hereby certify that | am authorized to act for.this agency ih matters pertaining to the dispesal of the
‘that the records prosseed=for-disposal in ihis Request of

this agency or will not be nnedoci after the retention porsods specified.

(] A Request for immednate disposal.

K

ncy's records;

— | pagels) are not now needzd for tf e business of

D B Request for dxsposa? after a specified period of time or request for p'ermanent"_

C. DATE

8/10/77 f,\y(Ru 5ell 0. Hess

retention.

£ (‘NATURcﬁF AG Y REPREJENTATIVE E. TITLE
/u‘—-c . 6’3

Department Records Management Officer

7.
ITEM NO.

’ . : ' B.. DESCRIFTICN CF ITEM
(With inclusive Dates or >~e’er'hcn Periods)

10,

9.
SAMPLE OR |\ 1igN TAKEN

JO8 NO.

R

fra-107

PR

CIVIL LITIGATICN CASE FILLS

g central office involvement
itigation. Civil litigation cases
ugually have no fyxzud involvemens. They relate to any
agpect of the Medicare program, such as overpayment or
wnderpayment of moniez by S34 o contractors or providers
of services, coverazs 2nd eniitlement questions, provider
terminations, ard egulati ha p“ﬁ*"Wgatlon and enforcewent.
Unless settled beforshznd, civil litigation cases are
heard in Federzl (and rarel S ate) courts. Documenta-
tlon in the case files may include, but not be limited to,
complaints and answers, court-orders, transcripis, briefs,
evidentiary material (cost repoxrts, accounting data,
affidavits, etec.), correspondence and related background
information. The Depsrtmant of Justice maintains the
record: copy of cages reaching the court level. The Civil
Litigation and Hearings Branch maintains record copies of
BHI central office involvement in these cases.

Place in an inactive file after final action on the case.
Cut off inactive file at the close of the calendar year
in wihich final action was taken, hold 2 additional years,

and then transfer to the Federal) Records Center. Deﬂ»vn.,
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" T3EMERAL SERVICES ARRUMNISTRATION,
HATIONAL ARTHIVES ARD RECUZDS SERYIDE, WASHINGTION, BC 2277

1. FROM (AGENCY CR ESTARLISHMENT)

Depaxtment of KHealih, Education, and Wolfors

<%

2. MAJOR c-UH')I‘/‘D ON

Tealth Care Firancing Administration

3. MINCR SUSOCIVISION
Hedicara Bursaun

4. NAME OF FERSOM ‘WITH WHGHK! TO CONFER S, TEL. EXT
Ceorge S. Yamamra BOL~BTT0 |7 T T [ Wit ot the Totited Arares
6. CEATIFICATE CF AGENCY REFRESENTATIVE. . ‘ )
| hereby certify that | am authorized to act for.this agonr) in n.thh pertaining lo the dispesel of the agency's reords;
that the records proposed for disposal in this Request of _ 2 pagels) are not now needad for the business of

this agency or will not be needed after the retention pericds speciﬁed.
[] A Request for :mmedsato cmposa! '

[x] B Request for drspos al aiter a spe ifiad period of time or request for permangnt

retention.
C. DATE D. SETRTURE OF AGENLY PEPRESENTATIVE E. TITLE
Cunznr :) ek }I : .
12/15/77,-@usve11 0. Hess Department Records Management Officey
. o
e
\ ]
7. 8. DESCRIPTION OF ITEM . smxg‘ \ 10.
ITEM NO _ {With Inclusive Dates or Retention Periods) e | ACTION Taxken
r TECOTTS DETENTION AFD DISPOSAL SCHEDTLS
HEATTE DWURANCE FOR TEE ACo) AND DISARTTD PROGRAM
, S -
- FoaTR Pof
eplonation of HMedicars Bonefit Pecords : ‘ ]
»" st -—

Utilizatlon znd expl

advise beneficieries &
Paxrt A and Paxrt B ]
for camplementary hezl
nedlaries or carriera.

Record, RR-100, Part A

A. Internediaxries and

zzaticn of bezmefit notices used to

coinle sta*ns, and sbout applying
th ponefits.. These notices are
prepared and sent to temeficizxles eilther by SSA inter-

HMedicare Fospital, Externded Care ond Home Health Benefits
‘Hospital Insurcnce Benefits Record;
end forms that are daveloped locally by carriers regarding
explanation of lMedicaxe benefits.

~

smaizing Part A benefits,

Included are Forms SS2-1533,

Carriers Vho Microfilm Explanation

Recoxds

of Medica aze (Fo:ra)

retention.

Destroy hord copies after microfilm hag been verifiod
as correct. Cul off microfilm file at the closz of

the calendar year in which benefit wag paid or denied,
23 applicable. Destroy microfilm after a total 6 yoars!

= f',‘{f.. -
o5 it )

STANDARD FOMIY 115
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o - . . ) ) . JOB NO. - PAGE OF 2
-Request for Records Dispos®on Authority —-Continuation , , 5
SCRIPTION OF ITEM > 10
7. 8. DESCRIPTIO! ! ) . SAMPLE OR -
;r’\“’.M NO. . QAVith Inclusive Cates or Petention Penods) 108 NO. ACTION TAKEN
B. Intcrmedizries and Carriers Who.Do HNot Microfilno

EOiMB's

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

1 additional year and then transfer to the Federal
Records Center. Destroy after s, total 6 years'
retention,();/?/%4z' gﬁ%2¢«?5f>,

7~

T12.+203 Four coples, Including orlginal, to be submitted to tho National Archives STAHNDARD FOAM 115-A
Pevised Juy 1974
Prescnbeg by General Servece
’ i . Admuwrmaslration
GIO 2R35O0 . STu.387 ’ FPMR (41 CFRy 101-11 4/

o é
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TO DICPOSE OF RECORDS 0 G0 W5 i
— (See Instructions on Reverse) gt bt " 47- 76- lq
, TATE AFFHOVED ., - ,
I - R NC1-47.- 36_2
Te GENER AL q “RVICES /\DnﬂNlSIRATION {
NATIONAL ARCHIVES AND RyCORDS Scavice, Wasuingion, D.C. 28408 T i o
1. FHOM (AGEMCY OR ESTABLIGHWENT) v NEEIFIEATION 52

Department of Health, Education, and Welfare

wisjons of

P TE
bl d .

1 ng e

sdance with 2he »rc
e Al 3

2 MAJOR SUSDIVIZION
Social Security Administration

H

sehguest, Ine
.ﬂr 1!' s
speral pot arproved”
“in celuna 10.

that
or

red C.lept ruy

3. MINOR SUBDIVISION
Bureau of Health Inquxance

5. TEL. EXT.
45770

ERSON WITH WHOM TO CONFER
Yamamura

4. NAME OF 7
Ceorpge S.

6. CERTIFICATE OF AGENCY REPRTSENTATIVE: .

1 bereby certify that I am authorized to ack for the hesd of this sgency in matters pertuining to the disposal of records, and that the records dooceited in this bt

schedule of ___3 pegss are proposed for dispoasl for the reason Indicated: (X' only cnc)

The records will ceare to have sufficient walue

A The recorde have B
D cessed to- have sufh. E, t{o warrant further rctention on the cxpiration
cient value 1o warrant of the perind of time indicated or on the occur-
! furthier retention. rence of the event ap"cl'md.
. 1/21/16 EetQL O Qr-fv'o ji\t;”}l“cptu JRecords Mot _0fficer
. (Dste) (Signature of \rmcv(} ..':ﬂ"“adre) ¥ (3 isie)
7. 8. DESCRIPTION OF ITEM S 10,
ITEM NO. (WITH InCLUSIive DATES OR nr:\.mr\ PERIOUS) SiggLF oR ACTION TAMEN
. i0.
RECORDS RETENTION AND DISPOSAL SCHEDULE
) HEALTH INSURANCE FOR THE AGED AND DISABLED PROGRAM
//‘71/-{"’7 .7}’£V - ': i!"/
1. SUTCPLEMENTARY MEDICAL INSURANCE (SMI) GENERAL ENROLLMENT | C
PERIOD. (GEP) RECORDS . ;{ [;M- '
N7
¢
Records consisting of source documents, generally the
y SSA-40, Automatic Enrelliment Card, with appropriate
suffix, and microfiim copias therecof, for all individuals
who responded in the direct mail solicitation for SMI N
entitlement. The records contain such information as
beneficiary name, claim nuwber, address, premium asmount,
and a check mark reflecting individual's '"yes'" election
or enrollment refusal.
A. Source Document
/ N 3 . . | ' 3 ) .
Destroy upon completion and verification of microf{ilm.
rd
B. Microfilm
Transfer to the Federal Records Center (FRC) 4 vyears
after completion of the GEP. Destroy after a total -
10 vears' retention. : '
1T QUALITY ASSURANCE FILES S
\
Consists of documents relating to conmparison of Part B
carrier performance. Included are statistical output
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‘ REQULST FOR AUTHORITY TO DISPOSE OF RECCRDS5--Continuation Sheet

A ' 8. DESCRIPIION CF 11F1 r"q?- )
ITEM HO, ’ ) (WITH INCLUSHVE DATLS OR HETENTION PERIDLSG) . "’J'E)ul',foon ACTION TAKE

tables of the Quality Assurance Computler Programs
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. Central Office ' '";-f' o V¢ Lo ‘ o

1. Statistical*OdtDut‘Tables

-

-vé¢  Monthly

' Destroy afte?"éiﬁdntﬁs.

b. - Quarteflv -

Destroy aftér 1 year.

c. .zggrli

a. Quarterly

N
d
®
t
&

Destroy after

b. Yearly ~

Permanent.

3 E o S =1 T
Tramsfer—toTHT Fhal I yerrs—Enervadite 1349

O

@ffer to the National Avchives,<e/bice. 5™ e cramr o el
4 o
{/.-:(F.f cecor it M%¢'{4¢ML¢Z&.ZZ(’){L - S -(44_4‘,/6-) .
B.. Regional Office -
1. Statistical Output Tables
a. Mouthly
Destroy after 6 months.
b. Quarterly
Destroy after 1 yearv.
,»""\ ‘ .
— c. Yeavly
Destroy after 2 yoavs,
TCorme v ople o, b Yt ama i, Taeed, ty b paander bty U Paadicans Vlsr ) Saer moesseed ooty Dauviee - :“)
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REQUEST FOR AUTIIORITY IO DISFOSE Gi” RECORDS—Conlinuaiion Sheet

Powe o 7

of 2

7. 8. DIELCRIPTION OF ITEM
1124 MO, (YATH DICLUSIVE DATLS Git RETENTION PERICTS)

9

SAMI'LE OR
JOB NO.

~10.
ACTION TRK

2. JIndex

Destroy after 2 years.

C. Carricrs

1. étatistical Ougpufﬁiables
a. Monthli'. T
.Destroy aftér»érﬁbﬁths.
; Deﬁtr;y afief iﬂyeér.'
c. .Yeéflv -
De;tro}xafte:AZ fears.
2. Index

‘Destroy after 2 years.

"III. CORRECTIVE PAYMENT ACTION SIMMMARY REPORT

NDocuments relating to cerzective pavment action taken on
Part B claims selected for end-of-line .or quality -~
assurance samplé review. Included are summary report
forms and transmittal letters. ' '

Destroy after 1 year.

Travme e:wler Dot dinag s diniingt o
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RESLEON ';} .
£ SAt P / : 2
— "1 Novembar 1051 . - /!‘74//
Prea * bed | 7 7 onemal Services i LLAVE 3
REQUEST FOR AUTHORITY I o
GSA Reg. 3-1Y-106 - g
5 v . TO DISPOSE OF RECORDS 58 1975 -
- - 7 NSee Instructions on Re ; PR IR
. S e ! verse) A e DATE APPROVED . 7 5 o
TO: GENERAL SERVICES ADMINISTRATION, NC =
NATIONAL ARCHIVES AND RECORDS SERVICE, YASHINGTON, D.C. 20408 7 R D
1. CROM (AGENCY OR ESTABLISHMENT) ; ROTIFICATION TO AGENCY
Department of Health, EducatiQn and Welfare .~ In accordance with the provisions of 44 U.S5.C.
. MAJOR SUBDIVISION . 3303a the disposal request, including amend-
. . . © 'ments, is approved except for items that may
Social Security Admlnistration bCSUdez'NﬂmalnM approved™ or
3. ®INOR SU3DIVISION . "withdrawn' in column 10,
: : . : :
Bureau of Health Insurance C7 2% .75 ' <, (L;/C / (/
£ NAME OF PERSON WITH WHOM TO CONFER 5 TEL. EXT. 375 1S - ¢/
- - . Date — }rﬁ ivist oz the UniTed SLotes
George S. Yamamura 45770 - Gelerry .

'/
6. CERTIFICATE OF AGENCY REPRESENTATIVE: i
I hereby certify that I em authorired to act !oc the head of this agency In atters pcrtnlnlng 1o the dispceal of rccvrdl, md that the records Seseribed bn this list
_pagecr are proposed for disposal for the reason indicated: X" oaly one) :

a-

schedule of
A

]
ol

J (Date)

Tbe records will cease to have rufiicicat value
to warrant further rctention on the expiration
of the period of time indicated or on the occur-
reace of the event apecified, . .

(Y
7

Records Retention and Disposal Schedule
Health Insurance for the Aged and Disabied Program (Medicar

The records have
ceased to have suffi-
cient value to warrant
further retcution.

- SSA Records Officer
(Title)

B ¥ i

a»ur} of Ageacy Representative)

S.

SAMPLE OR - -
JO8 NO.

10,

. DESCRIPTION CF (TeEM
ACTION TAKEN

7.
ISCLUSIVE DATES OR RETENTION PERIODS)

TTEM HO.

this schedule are created in the
i:a* Insurance (Part A) and
rance (Part B) Programs pursuant
l Security Act, as amended.
bages avarles, carriers, State
alth Insurance (BHI)
ces.

The files described in
administration of the !
Supplementary Medical I
to Title XVIII of thz Soc
They are accumulated by i
agencies, and the Bureau o

headquarters and regional

osp
as
ns

[ae]

iz
11

f
o

frle ﬂ)

=
1
f£

}Rr General Program Administration Files

8

NN

Medicare Instructions Files

Manuals, directives, handbooks, and other formal
policy and procedural issuances prepared and
published by BHI cowmponents. Included are Part A
and Part B Intermediary Manuals, numbered inter-—
mediary letters, regulations, provider manuals,
Administrative Directive% System issuaaces, and
simflar material. /445f’b¢,499fg2;¢4¢/, /]

e &M/f/,yé/”/ 4’«//{

BHI Headquarters Offices Res@on51ble for ’
Ll
Instructions Coordination -

S

&g.;.;.w.'y

.Close file when publication is
Hold 2 years

Permanent.
.superseded or discontinued.
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS—Continuation Sheet

7. " . 8. DESCRIPTION OF ITEM." : a 9. 6.
ITEM NO. ) (WITH INCLUSIVE DATES OR RETENTION PERIOCS) } 53‘_,3?5093 ACTION TAKE

‘2b4 Other Offices

Destroy when superseded or discontinued.

‘.{%_%. ‘Medicare Instructious Background Files

Records accumulated in the preparation, clearancel,. ’ S
and publication of manuals, directives, handbooks|, S ' :
. and other formal policy and procedural , .
issuances. Included azre studies, clearance :
L i . . comments, recommendations, and similar records
-0 . .. .which provide a basis for publication or A
' ' contribute to the content of the issuance. -

(/45 BHI .Headquarters fices Resao slble for
Instructions Coordinati '

10

Transfer to the FRC‘when no longer needed

f’\ o A - for current operations. Destroy 10 years
| thereafter. : °
. | 7 -.zﬁp. Othexr Offices .

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

’ N
- -
4 C . . . A

- . ;. Administrative Tiles

-
-~

Files created by most bffices in the performauace
of their assignad functionsif

\ q( Official file copies of outgoing correspondence
relating to'office functions.

1 b. Comments on draft reports, studles, and
proposals prepared by other offices.

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

4 d. Suggestion evaluations.

9 é. Program and management reports, such as

‘ overtime and staffing reports, workload

— : and production reports, highlights, and
! A other reports prepared to submit data to
. management offices (exclusive of specific

reports described elsewhere in this schedule).
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS—Ceonlinualion Sheet

“ienvral Services Admlnulruﬂnn' : ‘ ) Job No

=)

Page 3

{TEM NO.

8. DESCRIPTION OF ITEM. |
(WITH INCLUSIYE DATES OR RETENTION PLRIODS)

9.
SAMPLE OR
JOB8 NO,

LN

10:
ACTION TAKEN

Aﬁ All Offices

VDestroy 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 Admission and Billing ~ Chr;stiau
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 calgadar 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. ‘
. . ~

Part B Medicare Claizs Records

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~l606‘/Payment Record

Transmittal; SSA-1660, Request for Information,
Medicare Payment for Services to a Patient Now
Deceased; and similar forms. Also included are

{temized 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 tne calendar year in
which paid, hold 2 additional years, and transfer
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N REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Conunuabo‘n Sheet

7. _ " 8 DESCRIPTION OF ITEM P . 10
ITEM NO. 7 ) (WITH INCLUSIVE DATES OR RETENTION PZRICDS) - S%Lﬁot?a_ "ACTION TAKEN

—

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

3. Hedicare Bénefit Check Récords', : | - 3 ‘ /\gzﬂv

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

I . Intermediaries end Carriers : -

i 2 . . . . _\‘ . _ ; - - ’ = -]
(f\ ' Cut off ‘at the close of the calendar yéar in el o
which paid, or voided, as applicable, hold 1 ey
additional year, and then transfer to the FRC. :

Destroy 5 years thereafter.

4. Explanation of Medicare Benefit Records o /4}77.

Utilization and explanation of benefit notices
used to advise be“_-lhlarles about remaining - . )
"Part A benefits, Part A and Part B deauctlble T T
status, and about applying for complementary
health benefits. These notices are prepared and
sent to beneficiaries either by SSA intermediaries
or carriers. Included are Forms SSA~1533, o~
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 years thereafter.

|

Fear copies, includiag oririnal, 16 be submiticd to the National Archives and Recatrda Service $6—2350425-3 gro\/
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1 ' : 8. DESCRIPTION OF ITEX, T . - r 0.
ITEM NO. (WITH INCLUSIVE DATES OR RETENTION PERIODS) ’ ] SAJ!&PBLEC?R. * ACTION TAKEN
5. Reconsideration and Hearing Case Files-— _ ;Lﬂ,

Hospital Insurance Program

Reconsideration records accumulate when a A S
beneficiary or his representative is dissatisfied ’
with an initial determination as to the amount
of benefits payable on the beneficiary's behalf
under ‘the Hospital Insurance Program and files
either an expressed or iwmplied 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 1f still
dissatisfied after the hearing, files for a
subseguent court review. anluded are Fcras
HA-501 /Roquest for Hearing; SSA-561, Raquest : ,
for Reconsideration; - or'tneir equivalents. Also - -
included is evidence furmished by beneficiaries ) 1
~\ L or their representatives, correspondence, SSA : - o
e determinations, Administrative Law Judge decisions, ’ : '
' original bills, Appeals Council decisions, and Pe
similar material. t

}, BHI Headquarters ) -

\

Place Zn dnactive £ils unoﬁ final action on the
case. Cut off inactive f£ile at the close of the
calendar year in which final action was taken,

holdgi additional vezrs, and transfer to the FRC.i
Destroy é years thereafter.

Intermediaries A . ' 1 .
L' v — ) l . ; L
Dispose of these records in accordance with .
iﬁEE;EEEIbns for Part A Medicare Claims Records

(see item B.l of this schedule).—____ . . i
/‘—’/‘\ . -

~~~~~ | -
6. Review and Fair Hearing Case Files-- i ;P/'
Supplementary Medical Insurance Program

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 amoun
‘of the payment, or when he/she believes that:the
request for payment 1is not being acted upon with
reasonable promptness. Included are copies of

»

claimant’s requests for review, together with [

Teur covies. Including eriginal, to be submitted to the Naotional Archives ond Records Service 16—3$9425-2 ¥o
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TTEM NO. ' (WITH INCLUSIVE DATES OR RETENTION PERIODS) SAMPLEOR * | ACTION TAKEN

-

relevant written statements or evidence, notices
of adverse informal review decisions, requests
for hearings to protest the adverse decisions,
_ ) hearings,proceeqings, hearing officers' final

- . decisions, and other cowmparable papers.

~Qarriers

- Place in inactive file upon final action on the
case. Cut-off inactive 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, .

2. 7. Health Insurance Progrzm Integrity Case Files ' f;fﬁ

Files accumulated as a result of allegations
_ - or complaints of program abuse or potential fraud DR
£ by physicians and other providers of serxrvices’ N
I pursuant to sections 206,208, 1106, and 1107 of
the Social Security Act. They consist of
complaints from beneficiaries or other sources
that are referred to district offices, regional
offices, intermediaries, carriers, etc.. Included
are correspondence, forms, and other papers used
in developing and investigating complaints, such
as exhibits, copies of claims forms, bills,. _
medical redords, investigative reports, fiscal
records, and other pertinent physician and I
provider records. ’ ' '
[
l
t
l

BHI Headquarters and Regional Offices

~Place in 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. :
B,

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

Forms SSA-1523 and SSA-1524, Estimate of

N ’ 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. . y,
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y SA¥PLE OR

t
TEM NO. (WITH INCLUSIVE DATES OR RETEMTION PERIODS) . - 03 NO ; AC‘HON TH(‘P

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
Costs; and similar papers. ’ '

a. BHI Readquarters

>__Transfer to the SSA Holding Area 2 years
after the end of budget year. Destroy 3
years thereafter. = . . " S

b. Intermediaries, Carriers, and BHI Regional
' Offices ’

Destroy 3 years after DHEW audit and final :
settlement. o

. ¢
9. "Intermediary and Carrier Tnterim Expenditure ) 30
Report Files

Quarterly reports of expenditures made by the
intermediaries and carriers since the beginning
of the fiscal vear. JIncluded are Forms SSA-1527,
- and S$SA~1528, Cumulative Interim Expenditure
Report and Budget, or thelr equivalents. Also
included are supplexmental schedules. —

a. BHI Headcuarters

Destroy after 7 years. : ;

b. Intermediaries, Carriers, and BHI Regional
Offices

Destroy 3 years after DHEW audit and final
settlement.

10. Intermediary and Carrier Final Administrative :3_/{
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 documents
supporting the amount of requested and approved : -
relmbursement. The files are used as a basis E //

1
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1 : 8_DESCRIP[ION OF ITEM ‘ g.
ITEM NO. {WITH IRCUUSIVE DATES OR RETEXTION PERIOCS) _ s%’;’{,g’z ACT
. .

for final settlement of allowable costs.
All Offices

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

v AL. Intermediary and Ca rier Letter of Credit Files

Records authorizing a Federa] Reserve Bank to
- _ ; disburse funds to. de31gnate%fint\r:ec:aries and
e carriers on behal?/c; SSA uvpon presentation of
' payment vouchers to z commercial bank for
collection through a Federal Reserve Systemo
" Included is Standard Form (SF) 1193, Letter of
Credit, or its equivalent, and amending letters.

All Offices

" Destroy. 3 years after the year’ im whlcwicancelled.

12. Intermediary and Ca r Payment Vouchers and i}i}’
- Transwmittal Files :

SF 218, Payment Vou
G ' similar documexts

vcher on Letter of Credit, and
repared by the intermediaries
and carriers to zin Federal funds from

H selected commerc banks for expenses Ilncurred
Qg . ' in administering the Health Insurance and
Supplementary }adical Insurance Programs. Alsc ) !
included is SSA-1521, Payment Voucher on Letter - i
of Credit Transwittal, a transmittal that forwards ’
copies of payment vouchers to SSA aund 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. i

F
Dt
al

|
:
'
l

a.‘ BHI Headquarters

| Destroy after 18 months.

b. Intermediaries and Carriers

;:3 ' v Destroy after DHEW audit and final settlemeng.
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’ 8 DISCRIPTION OF ITEM
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9.
SAMPLE OR
JO3 NO.

10.
ACTION TAXKEN

13.

14.

16.

Intermediary and Carrier Monthly Financial Report

Files

All Offices

Reports 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 Financial
Report, and attachments,

_ﬁestroy'after DHEW audit and final settlement.

Ambulance Services Certification Files

Carriers

Certifications of suppliers of ambulance serviced.
P ‘

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

Requests for Assistance from District Cffi-e

" Form SSA-1490, Request for Medicare Payment,

which prevent the processing of a claim. i

Correspondence and
offices for develo:
or documents relat

fo:*s submitted to SSA distrilt
zent/ of additional infornatio
o Medicare claim, e. g,,

\

ing to a

unreceipted bills; incorrect name or 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
Claims 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 iden weify
basic management data needed for budgeting,
financing, work planning, and progress evaluatiop.

a8

3

£

Tour copies, including original, to be submilted to the Notional Archives and Records Service

10—250425-2

ard
Y


http:identi.fy
http:NCLl.$1..l.~�.tt

A ST T T PPN TS Y I Y e

JHevieedd N e ¥ p : ’

s‘l’l‘\LTl]-J hy Urneral dervies AJ ninistration ’ » b N ) )

GSA R 3-1V-105 _ J? No. > " Page 10
ofﬂ-_pn:

/~ . REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS—Continuatiqn Sheet

7. ‘ 8. DESCRIPTION OF ITEM Co : 9.} 10.
ITEM NO. (WITH INCLUSIYE DATES OR RETENTION PTRIODS) S%LEC?R . ACTION TAKEN

Included is Form SSA-1566, Health Insurance for
.the Aged Program Intermediary Workload Report, ' oo .
or its equivalent. - ' a -

~a., BHI Headquarters
Destroy after 5 years.

b. intermediariee and BHI Regional Offices

" Destroy after 3 years. ' ‘ _ .

‘dl7. Carrier Performance Report Files - A ' : ' fgﬁi(-

Form SaArlSBS health Iﬁsnrance ror;the %ged ' .
Program Carrier Performance Reports, or equiwvalent -~
documents prepared monthly by carriers to summarikze
their performance in processing claims under the
, Supplementary Medical Insurance Program. The,
N ” information contained in these reports provides
management information needed for budgeting,
financirng, work plananing, performance evaluation, .
and 1dentifying operating problems.

a. BHI Headguarters

Destroy after 5 years.

b. Carriers and 3HI Regional Offices - ---—rmeroodomm — Vqﬂ«~ﬂv;

Destroy after 3 years}

18. Overpayment and Duplicate Charge Detection . . ";;5h
Activity Report Files '

Quarterly reports prepared by each carrier and
sent to SSA summarizing overpayment and duplicate
: 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, the total i
.dollar amount of mcney overpaid, causes of
overpayments, number of duplicated charges
detected, and similar information.

|

a. BHI Headquarters

Transfer to the FRC 3 years after the close

Yaur cooies. including original, te he snbrailted to the Naticnal Archives and Records Service |¢,;.53|;~, Y c'o}


http:RECOR.DS-Conti.nuat:i.qn

— Y e e e L et e et . MR - w e mTe ame el - - .
i e e DL L -5 - - EER T

Sorrdand Faron aee. . o e

- AL PN e s j

‘e s(nh i hy Carneral Servicea Ay lm(nmruﬂqn y

188 Reg. 3 IV ﬁ , Q + Job No. Page 11
B .. o . of 21 pages

-t

V) REQUEST FOR AUTHORITY TO DISPOSE Oor RECORDS—Contnuaton Sheet

7. ' 8. DESCRIPTION OF ITEM K ‘ L 1.

ITEM NO. (WITH INCLUSIVE DATES OR PETENTION PERICC3) ' ' S%Lﬁga ACTION TAKEN

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

b. Carriers and BHI Regional Offices

Destroy after 3 years.

_> A 19. Medicare Beneficiary Correspondence Files _ /’ial

These flles accumulate as a result of inquiries
L ) .and -complaints received by SSA district offices,
R " ‘headquarters offices, regional offices, and

' ' intermediaries and carriers.’ .

A1l Offices

Destroy 1 year after the close of the calendar
year in which dated; exceot where records are
X required to document a specific claim, , .
fn\ L reconsideration, appeal, or siwilar case, destroy
' o in accordance with the instructlons for the
specific file. .

- : - re
© 20, Intermediary and Carrier Coatract Files <¢(;1

Agreements entersd into with Iintermediaries and
carriers by the Secretary of Health, Education
and Welfare under thes procvisions of sections- .
1816 and 1842 of the Social Security Act by -- - i---—= - — k. -
which the Intermedizries and carriers agree to
perform certain functions in administering the
Hospital Insurance and Supplementary Medical ) ;
Insurance Programs. As such, they provide basic| i
documentation of the manner in which these " i

programs are implemented. Included are mod1f1ca~ A L (:::::jj:.
tions and amendments. ; :

/ﬁT} BHI Headquarters
gy

Permamrerrt. 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. 6ffer—to—the ALZLV&ZZ}ﬂjr SR
= fter.-_ .,
erte ASZEL. Olmac 7F TEL O et 2
b. Z4ntermediaries and Carriers At-elelesl 22 Lt tatatticaTZal,

L

Destroy 3 years after supersession or /

Faar conies. including original, to be submitled to the Nalional Archives and Records Service 16— 53423-2 C’J
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7. : o 8. DESCRIPTION OF ITEM N . S 9 Ty 10..
ITEM NO. (WITH INCLUSIVE DATES OR RETENTION PLRicCS) - S%ZLEOO.R " ACTION TAKEN

termination, as applicable.

21. Intermediary and Carrier Subcontract Files | i ;lii
‘ . {

Coples of intermediaries! agreements with
subcontractors regarding performance. of audits
~and the 'providers' costs, leases for building
space,’ eguipment, consulting., and other services.
Included are SSA approvals, amendments, and
similar papers. : :

a.  BHI Headquarters

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

b. Intermediaries and Carriers L - ) °

Destroy 3 years after termination of
agreement.

22. Contract Performance Review Visit Files I I

Documents rel
to intermedia
Medicare opera

of adherence ,fa_establis

of service to 3;:73\;}'c and to verify the
accuracy of reporting ‘ncluded are reports of
staff visits, followup eggrts, communications
concerning improvements 1 erations, and
other documents relafing to contract performance
review visits.

2] (l)

S
a. BHI Headquartérs : -
. x/‘ A
Cut off at‘the close of the calendar year in|
which action on the review is completed, hold
i 2 years, and then transfer to the FRC.
Destroy 4 years thereafter.

b. Other Offices

.

Destroy after 2 years.

S Y R i 2 Darmcde Carriom T FMmerne o P |
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS—;Conﬁnuaﬁc;n Sheet

ITEM NO.

8. DESCRIPTION CF ITEM
(WITH INCLUSIYE DATES OR RETENTION PEF'HOCS)

8.

SAMPLE OR
08 NO.

10
ACTION TAKEN

D

23,

25.

" Letters from providers of services stating their
choice of intermedlary, including changes of

BHI Headquarteré

Provider Nomination Files

ownership and Intermediaries. Alsc included are
letters to intermediaries listing providers who
have nominated them and letters used to update
provider listings.-

24..

Destroy l jear after termination of provider
participation.

- for all intermediary and carrier costs of.

‘ Agreement,

b.

Iﬁtermediafy and Carrier élosingﬁAgreemants
These files contain the accepted final settlemeny

administration and coasist of the Closing
Appendix, and Schedules of Balances

due the Intermediary, Carrier or Secretary.

.

a. BHI Headquarters

3 years after DHEW audit

«‘,";-v'* - '3;.)"@{ Q& Iyt

, (akz, 2
- \\‘\' e yoea Ry L M e ) <
ilavr

Cafriér: J_and BHI Reglonal
Offlces , o l

Destrov 3 years after DHEW audit and final
settlement.

o ot e v

T a.

Carrier Computer Printout Records

Computer printouts used in processing, paying,
and controlling Part B Medicare claims. %
Pending and process listing, payment listing
duplicate check control, master file update
control, and prcfiles of physicians and
other supplies of services.

Carriers

Destroy &4 years after the close of the
calendar year in which payment was made.

Usﬁ(gecords Group 2177l
‘] '\;"' b4 s

A

3

A -
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Poge 14
or 21 page

fTEM NHO.

8. DESCRIPTION OF {TEM
(WITH INCLUSIVE DATES OR RETENTION PERIOLS)

9.

SAMPLE OR
JO3 NO.

10.
ACTION-TAKEN

r’"'\\

™

26.

Cost Report Files

b. Check 1istiqg and bank reconciliation.
Carriers

Déstroy-6 years after the close of the '
~calendar year in which paid or voided.

c. Query and query reply listing, transaction
] listing, activity listing, posting exceptions
. analysis of posting errots,/claims inventory
- control, edit input transactions, and aging

f1,,°f open claims,

Carriers‘

Destroy 3 years after processing. {(Carriers
with the capability of electronically’
retaining the data contained in the query
and query reply listing may destroy the
paper copies after tapes have been verified).

Cost reports submitted by providers to intermed-
iaries for the purpose of determining Medicare
reizmbursable costs. Each cost report contains

a provider's stateme of reimbursable cost,
cost-finding schedul auditor’s comments,™

nt
25,
final settlement letters and other data necessary
to determine relmours able costs, prepared in §
accordance with regulations and the principles !
of reimbursement.

a. BHI Headgpafters

(1) Audited Reports and &hose Settled
Without Audit

|
!
5
:

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

(2) Unauditéa Reports~

Destroy 3 years after receipt.

e

S

LN

AL Ml X enhilwme Aand Recarda Service
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7. . 8. DEYRITTION TF TS . . S, - F 10,
TEM NO. ) (WITH INCLUSIVE DATES OR RETENTION PERICODS) ) ' S&JggLﬁgR © ACTIOH TAKEN

b. Intermediaries

" Destroy 5 years after completiocn of audit

A vey and certification

& : . of suppliers and providers of service. Included

s are official certification and transmittal forms,

SR : survey report forms, utilization review plans,

- provider agreements, transfer agreements, plans

N of correction, civil rights compliance forms,

R intermediary designation and tie-im notices,

L ) certification letters, and various forms znd
correspondence used in the certification process

- with respect to iandividuval facilities. Excluded
from this definition are surveyors' notes, rough

.‘rﬂ\Eﬁ.'," | copy survey report forms, and other workpapers | : ' e
which are merged into and superSeded by a final : '
product. . : . o]

a. SSA Regional Offices

Destroy after 6 years.

b. State Agencies

(1) Nonparticipating Facilities

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

(2) Participating Facilities

Retain a facllity's current utilization

review plan (hospitals and extended care

facilities [ECF's]), transfer agreements
: ' (ECF's), and floor plan or phyQical

::) ‘ plant layout.

Destroy all other material after 3 years

4. T el sl k4l Y Yewticat mnawd Recards Servieca - TA—Lfua N < D
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REQUEST- FOR AUTHORITY TO DISPOSE OF RECORDS—Continuation Sheet

TTEM NO.

8. DESCRIPTION OF ITEM |
(WITH lNCLUSl_vs DATES OR RETEXTION PERIOOS)

9. -

SAMPLE OR -
JOB NO.

10,
ACHON’ TAKEN

28.

29.

- accuracy of

-beds, nusring béds, and accreditation by Joint

for hospitals and home health ageﬁcies

and after 2 years for all other facilitips.

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

Provider StatiSticel and Reimbursement Reports

EDP printouts or microfilms showing summaries of
payments to hospitals, skilled nursing facilitiesj,
home health agencies, aud other providers of '
service.
between the intermediaries and the proviiers for
program validation purposes, and to detarmine
cost reports. These veports contain
Part A and Part B inpatient and outpatient
information, inpatient statistics, total bills,
covered costs, and other related data.

a. BHI Headguarters

Destroy printouts 3 years after the date
issued. Destroy microfilm upon receipt and
verification of subsequent film.

b. Intermedizries
~

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

Medical Facilities Directory Files

Listings of providers of service showing provideﬁ
identification and intermediary numbers, effe ve
date, and city where located. Also included/are
alphabetical listings of facilities by State,
cities within the State, and facility name withinp
city. These lists contaln mailing addresses,
provider numbers, intermediary numbers, effective
dates, termination codes, billing elections,
radiological and laboratory services, total

Cormission on Accreditation of Hospitals and the
American Osteopathic Association.

They are used to effect cost settlements

Iflee CAL™Q 4 Py
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{TEM NO. : (WITH thLusws_ DATES OR RETENTION PERIODS) " ¢ Sﬁbézl_ng i ACTICN TAKEN
All Offices

Destroy‘when superseded or obsolete.

30. State Agency Budget and Financial Report Files .£:?D?"

Files used to estimate, justify, 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, : . _ -

~ State Agency Schedule for Equipment Purchases: ) C

- SSA~1467, State Agency Budget Notice of Approval;
S5A-1468, Notice to State Agency; SSA-1469,

Financial Accountability Statement; SSA-14594, T ———
Quarterly Expenditure Report; and indirect cost .(: -
forms. _ i . : - - [ —

- a, BHI Headquarters and Regional Offites

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

b. ~ State Agencies

ezrs after DHEW audit ox 5 years
lose of the budget year whichever

-31. State Agreements i : ﬂr’/l
Agreements entered into with the State agencies | o
by the Secretary of Health, Education, and Welfare
under the provisions of section 1864 of the :
Social Security Act, by which the State agency i
assists SSA in determining whether health care
‘providers and suppliers meet and continue to meel

. the requirements for coverage or participation.
Also included are "subagreements' by which
State agencies subcontract some Medicare functions
to other governmental or private organizations. |

é) BHI Headquarters

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

D

J

Four copies, inclnding original, to be submitied 1o the Nationol Archives and Records Service 16—5U4D5-2 Gro /
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b. Regional Offices

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

¢,  State Agencies =

fD15pose of acé6rding to State practicé; - _ S:TE;)

'~ 32. State Agencijévieﬁ:Files

Documents relating to administrative review of
State agency operations and certification
procedures. Included are reports of visits,
communications concerning improvements in o .
f}\ ~ operations, and other papers pertaining to (:: o
! reviews -0f State agency practices. '

a. BHI Headquarters

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

Destroy after 3 years.

.-. ‘ .

;@‘33}/ State Buy-In Agreements
U T

)y

’LL Jy} ;L Agreements entered into with the State agencies

M W by the Secretary of Health, Education, and . [
i{ }} GO'U‘ J Welfare under the provisions of section 1843 of oo
q, } MJ./the Social Security Act. The agreements provide{ :
C} if% ‘ .. coverage under the Supplementary Medical Insurance !
i 15 ;1 Program for certain individuals receiving money
X L payments under State approved public assistance

i
0’L M ﬂbﬁ }J plans.
!
Qé/ M J g BHI Headquarters
» J )4 WV

4 .
A M0 }Pf,ﬂ <Rarmanest. Transfer to the FRC at the close
i ) of the calendar year in which terminated. { .
( Offer—to—tireNotionet—Arehives—20—rears xL/i;LL45Z:zgf o7
A b therentrer. (azwca 2 Leee oF (P il

[ . e -
(»/& i Lol Bt S hcr it ettt ZEEE :

7
‘A ﬂ Fanv raniee (necludine ardainel ta ha entemittal ta the Natiann! Krehives nnd Recarc 1z Sorwice ta— wnany ern .
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. b. Regional Offices

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

c. State Agencies

Dispose of according to State‘practices‘

v 34, Program Validation Reviews , : . ;S:?g
v _ — - - : \ : .
- . _ 1. ?

Documents relating to program validation revieus
conducted to identify the degree to which prograg
provisions are being properly applied by the
providers of health care services. Includsad
are validation review visit reports, scheadules
of planned validation reviews, notice of visits,
. -and other papers directly related to the program
SN P validation review process. E ' . ’ l. .

BHI Héadquarters and Regional Offices

Place in inactive file on receipt of subsequent
review or after 2 years, whichever is earlier.

Destroy after 3 additional years. ' ;Sj];
. _ _ 9

35. Detailed Printcuts {Descots)

~

EDP printouts showing individual b11l and payment
information for hospitals, skilled nursing
facilities, home health agencies, and other
providers of service. These reports are used i
by intermediaries anrd providers to reconcile the
Provider?igatistical and Reimbursement Reports | L'

(see ite .28) to their own records by itemizing
which biils have been processed by SSA and are
included in the PS&R report.

a. BHI Headquarters

i . Destroy printouts 3 years after the date
issued.

b. Intermediaries

1)

Destroy 5 years after completion oi/;udit
and/or settlement. process for provider cost : //

report for corresponding- fiscal vear,

Feur copies, including original, to be yubmitted to the National Archives and Records Service X.A——MM:S-J./;no
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36. Interim Rate Listings

Listings of interim rates in use by intermediaries (S’(’l
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 information and for

. studiesc ’ :

EHI Headgﬁarters

Destroy after 5 yearsc

¥

¢ 37. Intermediary and Carriek ;lan of Expenditure ' ;2
, o
Report :

Forms SSA-2582 and SSA~-2583, Plan of Expenditures,
: submitted on November 15 znd February 15 by the
(ﬂ\ o intermediaries and carriers to provide SSA with .

the basic data to analyze budget allotweunt status
vhen compared to actual accrued and ant1c1pated
expenditures.

ATl Offices

Destroy 3 months after the close of the fiscal
year.

38. Interzmediary and Carrier Monthly Cdmulative (<£59V/
Cost Report

Forms SSA-2584 and SSA-2585, Monthly Cost Report-—
Cumulative. The reports, with the exception of f
September, December, March and June, are subm*tted
monthly by the intermediaries and carriers to
supplement the detailed quarterly reports thereb)
providing SSA with productivity and cost data

on a 12 month caomulative basis.

All Offices

|- Destroy 3 months after the close of the fiscal
year.

39. Provider Hearing Files v (~///4;;§;

These files accumulate when a provider of services
is dissatisfied with SSA's _determination rhat /

1)

Touar copies, including original, to be snbmitted to the National Archives and Recorde Service 16~3%425-2 g:f,
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10.
ACTION TAKEN

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 initial
determination at the hearing. Included are copie
of provider inspection reports,; correspondence,
and similar records relating to provider
operationsv/(After the hearing, the files must
be retained in the event Lhat thc provider seeks
court review.

- BHI Headquarters

Transfer to the SSA Records Holdin? Area at the
close of the calendar year in which hearing Is

held. Hold for 2 years and then transfer to.
the FRC. Destroy 5 years thereafter.

) cf§;:7 Pblicy Precedent Files

Policy wmemorandums, interpretations, clarificatid
and similar records which serve as precedent for
_ future program policy determinations. The files
are accumulated by .BHI hezdquarters offices

responsible for program peolicy development.

S /:,,/, s e

Responsible for Program

ns,

/é,ézﬁ»:«cé

éjﬁf‘ Je sz .

/7///4/}7/ - //, ,’;{,/
BT ficadquarters D fices
Policy
—
dA4eet
ev ggq fiTes at the close of each calendar year.
Remove documents which do not have continuing
applicability and transfer to the FRC. Offer

to the National Archives 20 years thereafter.
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ATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408 OATE RECEVED

'f. FROM (AGENCY OR ESTABLISHMENT) .
¢ ' Department of Hﬂalth Educatlon, and Welfare, SSA

18 MaY w73

2. MAIDR SUSDIVISION .
s 0ffice of Program Overations enest, 1ncluting

MOTIFICATION TO AGENCY
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Bureau of Data Processing
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Geoxrge
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6. CERTIFICATE OF AFENCY REPRES:NTA:IV‘:

S Yamamura St . 592‘;_5770 Dute &Cﬁ,‘/}l Archivise of the United Stetes

- | hereby certzfy that | am authorized to act for thls agency in matters pertaining to the d:sposd of the. agency ’s refords
that the records proposed for disposal in this Request of __ Y~ page(s) are not ncw needed for the busmess of
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C. DATE
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Department Rzcords Management Officer

273

ITEM NO.
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S.
SAMPLE OR

10. -
JOB NO. ACTFON TAKE

PROVIDmM BILLS

These flles con sl st of microfilm of heal th insurance
provider bills with billing dates from July 1, 1966,
-throuzh calendar yoa*'?976. The bills were forwarded
to SSA by irtermediaries for the purpose of updating
individual health insurance beneficiarxry recoxds and
meintaining provider statistical and reimbursement
records. Included ars microfilm copies of SSA-1453,
In-patient Zospital eni Zrtanded Care Facility Admission
and Billinz; SSA-11.33, Provider Billing for Medical~and
Other Health Services; SSi-14E6, In-patient Admission
and BllTlng——Cn_-Qu¢a: Sciencs Sanatorium; SSA-1487, -

equivalentsa., The information contained on the fllm is
available from other sources. :

“a, N
.~ ‘&

1. Microfilm of records with billing dates prlor—to
January 1, 197l -~ destroy immediately.

2. Microfilm of records with billing dates from
January 1, 197l, through calendar year 1976 -~
retain for lj years or until they are administratively
determined to be of no further value, whichever
occurs sooner, and then destroy.

Home Health Agency Report and Billing; or their” ”""'e'f.,.‘.,

115-107

B AT T emem Smt e et AT arye o AW Y A e e M N e S P

STANDARD FORM 115

Ravised April, 1975 -

Prescribed by Geoacal Serv
Adminustration

FPMA (3) CFR) 101~11.4
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