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Policy Analyst & Records Manager
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If scanning, scan to Maryland State Archives standards and destroy originals. Scanned images
must be kept in accordance with the same retention periods assigned to the paper version of
the record. A certificate of records disposal request must be submitted to the MDH Records
Management Office for review and approval prior to the disposal of any record materials
identified in this records schedule. This includes paper records that are scanned immediately
upon receipt, paper records that have reached maturity and electronic records that have
reached maturity. After disposal, a disposal certificate will be filed with the Maryland State
Archives by the MDH Records Office.
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DEPARTMENT OF HEALTH & MENTAL HYGIENE
HeALTH CARE FINANCING-OSOP- SYSTEMS AND OPERATIONS ADMINISTRATION

The Kidney Disease Program has been fransferred from the Beneficiary Services Administration {Schedule 2427) to the

ltem | Description of Records Series

Systems and Operations Administration. Item 4 of schedule 2427 is hereby superseded.

Authorized Retention Period & Instructions

Add the following record series to schedule 2428.

8 | KIDNEY DisEASE PROGRAM (KDP)

8A. Active KDP Recipient Files maintained
alphabetically by recipient name containing
individual patient invoices from various
medical providers; information charts on
patient status and documents such Income
Tax statements, Medicare notice of eligibility,
efc.

8B.Inactive KDP Recipient Files maintained
alphabetically by recipient name containing
individual patient invoices from various
medical providers; information charts on
patient status and documents such Income
Tax statements, Medicare notice of eligibility,
efc.

| 8.A Retain in office until case is closed or

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

8.8B.Retain in storage for six (6) years and until all
audit requirements are met, then destroy.
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