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LDH is committed to fostering, cultivating and preserving a culture of equity, diversity and
inclusion. Our human capital is the most valuable asset we have. The collective sum of the
individual differences, life experiences, knowledge, inventiveness, innovation, self-expression,
unique capabilities and talent that our employees invest in their work represents a significant
part of not only our culture, but our Department’s reputation and achievement as well.

If there is a discrepancy between an LDH Policy and a Program Office or facility policy, the LDH
policy shall govern/overrule/supersede the conflicting section within the Program Office or
facility policy.

I. POLICY STATEMENT

A. In accordance with the Louisiana Public Records Act (“PRA”) (R.S. 44:1 et
seq., it shall be the policy of the Louisiana Department of Health (LDH) that
all records are subject to disclosure under the PRA, with the exception of
certain records specified in this policy, as provided by the statutory exceptions to the
PRA as set forth in R.S. 44:1 or 44:4.1 or in other applicable state or federal law.

B. As mandated by the PRA, any person of the age of majority shall have the legal
right to inspect, copy, reproduce or obtain a reproduction of any public record.

C. The PRA shall be liberally interpreted so as to extend rather than restrict access
to public records by the public.

D. All public records shall be preserved for at least the period of time specified for
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such records in formal records retention schedules developed and approved by the
State Archivist and Director of the Division of Archives, Records Management and
History, of the Department of State. However, in all instances in which a formal
retention schedule has not been executed, a public record shall be preserved and
maintained for a period of at least three years from the date on which it was made.
In LDH, records shall be retained for at least the periods of time shown on the office
or facility’s Records Retention Schedule of this policy. Documents related to
services in a time of disaster shall be retained for 3 years after the disaster is closed
out.

Examination of public records shall be conducted during regular office or work
hours.

I1. PURPOSE

The purpose of this policy is to provide guidelines for the custodians of public
records within LDH for the release of information from LDH records and for the
retention of such records in conformity with legal requirements. This policy is
strictly limited to the disclosure and retention of information contained in records of
LDH offices, divisions and/or facilities.

The basic purpose of the PRA is to implement the inherent right of the public to be
reasonably informed as to what public records contain and to the manner, basis,
and reasons upon which governmental affairs are conducted, while at the same
time balancing that right against the necessity for the custodian of the public
records to act in the public interest by protecting and preserving public
records against unreasonable dangers of loss or damage, or acts detrimental to
the integrity of public records.

I11. APPLICABILITY

This policy shall apply to all documents, records, and information pertaining to LDH
unless specifically exempted by statute as outlined in this policy.

IV. EFFECTIVE DATE

The effective date of this revised policy is October 10, 2014.
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V. EXCEPTIONS

The PRA subjects all records of LDH to disclosure unless they are specifically excepted from disclosure by
one of the identified exceptions set forth in R.S. 44:4 or 44:4.1 or in other applicable state or federal law.

VI. RESPONSIBILITIES OF THE RECORDS CUSTODIAN

The custodian shall provide copies of public records to persons who request them. It shall be the
responsibility of the custodian to abide by the statutory provisions of the PRA. As defined by the
PRA, the custodian is the “public official or head of any public body having custody or control of a
public record, or a representative specifically authorized by him to respond to requests to inspect
any such public records”.

In LDH, the custodian of records shall be designated by the appointing authority for each

office and facility at which public records are maintained.

a. Requests for public records preferably should be made in writing,
should include the date of the request and the signature of the
requester, and should identify the records being requested as
specifically as possible. Verbal requests, whether made in person
or by telephone, may be accepted as well, but the custodian should
strongly encourage the requester to put the request in writing in
order to protect the rights of LDH and of the requester.

b. Immediately upon receipt of a public records request, the custodian or
any other member of LDH staff should forward the request to the LDH
Bureau of Legal Services, using email or fax if necessary. The Bureau of
Legal Services will send a letter to the requester acknowledging receipt
of the request by LDH and stating the date upon which it was received by
LDH. The letter will also identify any potential confidentiality or legal
privilege issues that are likely to be raised with regard to the records
being requested.

C. The custodian must extend reasonable comfort and facility to persons
exercising the right of reviewing records; however, nothing contained
herein shall prevent the custodian from protecting the records from
alteration or defacement while they are being examined. The
custodian or a designee must accompany the person reviewing a record
at all times while they have the record so as to protect it against
removal or alteration of any part of the record.

d. The custodian should not question the person requesting examination of
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a public record as to the purpose of the request. The fact that the
person may volunteer the purpose does not constitute detailed inquiry
by the custodian or by the court into the person’s motive.

e. The custodian shall inquire from persons applying for a public record
their age and identification and request that they sign a register. If the
request is not made in writing or does not include the date of the request,
the register should indicate the date of the request.

f. If any file contains information that is not part of the public records, the
custodian must separate the nonpublic information before making the
record available for examination. If any record responsive to a public
records request contains information which is considered confidential
under the PRA and/or other applicable law, such confidential information
must be thoroughly redacted before the record is disclosed. If there is
any doubt as to the confidentiality of any information contained in a
responsive record, the LDH Bureau of Legal Services should be consulted
to assist with that determination.

g. A fee may be charged for copies of public records according to the
Uniform Fee Schedule adopted by the Commissioner of Administration
(LDH Policy No. 74.1). The Fee Schedule at present is 25 cents per page.
Copies may be furnished without charge or at a reduced charge to
indigent citizens of the state or to persons whose use of such copies is
limited to a public purpose, including but not limited to use in a
hearing before any governmental regulatory commission.

h. Should information be requested which the custodian questions as to
whether or not it is public, the custodian shall, within three days of
receipt of the request for such information, exclusive of Saturdays,
Sundays, and legal public holidays, notify the person making such
request of his determination and the reasons therefore in writing.
Assistance in determining whether a document is a public record may be
obtained by contacting the LDH Bureau of Legal Services. A legal opinion
may be required in such a determination; therefore, prompt attention to
requests is important.

i If a record is not immediately available because of its active use at that
time, the custodian shall certify this in writing to the person and further
fix a day and hour within three days, exclusive of Saturdays, Sundays,
and legal public holidays, for the exercise of the right granted by the law.

j. Any person who has been denied access to a public record may institute
proceedings for the issuance of a writ of mandamus, injunctive or
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declaratory relief, together with attorney’s fees, costs and damages, in
the district court for the parish in which the office of the custodian is
located. Further details outlining the enforcement and penalties upon
violation of the PRA are found in R.S. 44:37, and may be obtained through
the Division of Human Resources, Training and Staff Development.

VII. DISCIPLINARY ACTIONS
Violations of this policy may result in disciplinary action up to and including dismissal.

VIII. REFERENCES
LDH- Policy #74 — Uniform Fee Schedule for Copies of Public Records

IX. REVISION HISTORY

Date Revision
July 1, 1991 Policy created
April 4, 2011 Policy revised

October 10, 2014 | Policy revised
January 29, 2020 | Policy reviewed
May 29, 2024 Policy reviewed
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ATTACHMENT A- Human Resources

42.2

Records Retention Schedule
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Louisiana Secretary of State, Division of Archives. Records Managemert and History

Post Office Box 94125, Baton Rouge, LA 70804
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Human Resources Record Disclosure Guidelines

The following items found in a personnel record have been deemed confidential and should not be
released for examination:

A. Records Excepted by Statute

1. Medical/health records, claim forms, life insurance applications, requests for payment
of benefits and all other health records of an employee and their dependents enrolled
in the State Employees Group Benefits Program (R.S. 44.12).

2. All medical records of an employee, all records of payment of compensation to an
employee or his dependent, records with respect to the rehabilitation of an injured
employee, employer reports of injury, claims by an employer or his dependent and
other records which would ascertain the identity of the injured employee or his
dependent in a Worker’s Compensation action (R.S.23:1293).

3. Personnel evaluation reports/comments used by the supervisor/employer to determine
rating (R. S. 44.31). The fact that a rating is satisfactory, unsatisfactory or needs
improvement is not considered to be covered under privacy provisions, but the actual
written documents containing the rating comments are protected.

4. Home address and telephone number of an employee if they have requested that the
information be confidential.

B. Records Deemed to be Protected by the Louisiana Constitution

1. An employee’s W-4’s, L-4, or other tax withholding forms

2. Garnishments/wage assignments

3. Loan applications

4. Payroll deductions

5. Designated beneficiaries for life insurance and retirement benefits

6. Applications for employment for persons who are not appointed to positions in the
public service

7. Any and all other information of a personal nature which has no bearing on state
business

8. Any medical records furnished by or to the Department to establish an applicant’s or

employee’s fitness for employment.



C. There are conditions under which the records listed in Articles A and B above may be
released. These conditions are listed below:

1. The records specified in Articles A and B above may be released to persons other
than the affected employee with the written consent of the employee or as required by
law or the courts.

2. Information relating to dependents and beneficiaries may be provided to the
dependents and beneficiaries of deceased employees. Requests for such information
may be required to be in writing.

3. In all cases, an employee shall have unlimited access to any and all information
contained in or pertaining to their own personnel record. 42.1



Attachment B- Office of Behavior Health
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Attachment C- East Louisiana Mental Health System
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Attachment D- LA Commission for the Deaf

2605038
L__I[:'t ':T_f__ T 1 ":'\:'-'_-..-, Er, 1'!.' SRR W N '-i ] S ‘I'-|j
[~ Division of Archives, Records Manepement and History
Secrctary of State Floremt J. Hardy, Jr., PhD.
State Archivisl and Direclor
P 0. Box 34125
i Baton Rouge, L& 708044125
| Huop:www. see.sisie. laus
Records Retentson Schedule
¢ Dsepantment Department of Social Servises
| Aprney. Louisisns Rehabilitation Services _ Fage jofd
[ In Ciffice Heords Drestroy Afer
[ Sieries Titke Celer Dhaposition s Remarks
{ Administrative &
i Fregrammatic Records:
| Fiscal Budget Records:
‘ Paid Files & FY 6FY EDGAR
i Avcounts Recelvable & FY 6FY EDGAR
| Federal Reports 6FY 6FY | EDGAR
i State Reports 6 FY 6FY | EDGAR
i Budget Documentation 6FY 6 FY EDGAR
Validation Reporis 6 FY 6FY EDGAR
Social Security
Reimbursement
Records & FY & FY EDGAR
Purchasing Records 6 FY 6 FY EDGAR
| | Telephone Bills 6FY 6 FY EDGAR
! Travel Expenss Reports 6 FY 6FY EDGAR
| Regional Office Personnel:
Regional Office Payroll
Time & Anendance
SheetsLeave Slips 6FY 6 FY EDGAR
| All Contracts: Active + Active + | Active = expiration date of the
10 FY I0FY | contract
| Site Reviews 6FY & FY EDGAR
i Request for Proposals;
| - Funded I0FY I0FY
- Non-Funded 6 FY 6Fy | EDGAR
L Grams 6 FY 6Fy | EDGAR




| Rehabilitation Services

| Administration’s;

Informational
Memorandums

Reports
Contracts

Girant Awards
Grantee Reporting

Forms

! State Plan

Louwiziana Rehabilitation
1’ Services® Policy &
| Procedure

|
! Strategic Plan

|

| Cruality Assurance Records
| Audit Reports

' In-Service Training
Records

Independent Living Reports

Supporied Employment
Reports

Council Documents

Accessibility Reports

Louisiana Rehabilitation
Council Meeting
Mlinutas

6FY

6&FY
Active +
10 FY

6FY

Active +
6 FY

20FY
20FY

20FY
6 FY
6FY

Active +

& FY
6 FY

20 FY

6FY

20FY

Permanant

Permanent

Permanent

Fermanent

6 FY EDGAR
6FY EDGAR
Active + | Aclive = expiration dats of
10 FY contract.
6FY EDGAR

Active+ | EDGAR  Active = Grantee has
6FY met payback requirements.

Permanent | Fermanent or Archival Value,

Permanent | Permanent or Archival Value,

FPermanent | Permanent or Archival Value.
&FY EDGAR
6FY EDGAR

Active + | EDGAR  Active = {edera| grant
6FY ends.

6 FY EDGAR

& FY EDGAR

Permanent | This includes State Use Council,
Act 378 Council, and

& FY EDGAR

Permanent | Permanent or Archival Value.,
Mote: Also transfer copy to
archives anmuwally.




R e i TR e e =

2 Yy

Conzsurmers” Records:

EDGAR Active= ‘@ 15

Consumer Case Records | Active + Active +
6 FY 6 FY closed.
Vocational Evaluations 6FY 6FY EDGAR
Consumer Referral Logs 6 FY 6FY EDGAR
i Apency Appeals:
Fair Hearing Records 6FY 6 FY EDGAR
Federal Appeals Reports | 6FY 6FY EDGAR
Property Contro] Records 6FY 6FY EDGAR
Safety Reports 6FY 6FY EDGAR
Suate Vehicle Logs 6FY 6 FY EDGAR
E
i Employee
AuthorizationDriving 6FY & FY EDGAR
History
{ Randolph Sheppard
| Program;
! Facility Files Active + Active + | EDGAR  Active = during life of
6FY 6FY | facility.
Insurence Recipient files | Active + Active + | EDGAR  Active = until date of
& FY 6 FY death of recipicnL.
Facility Agreements Active + Active + | Active = until date agreement
10 FY I0FY expires.
Louizsiana Rehabilitation | Active + Active +
| Services' Requests- W0FY 10 FY Active = until date agreement
| Vendor Agreements expires.
Host Agreements Active + Active + | Active = until date of
10FY 10FY resolicitation.
Manager Files Active + Active+ | Active = until date of death of
6FY 6 FY client.
|
Purchase Approvals 6 FY 6FY EDGAR
Hlected Committes 20 FY Permanent | Permanent | Permanent or Archival Value.
Minutes
Blind Vendor Trust 20FY | Permanent | Permanent | Permanent or Archival Value.




P

l Debt Payment Log Active + Active + | EDGAR  Active until debt is
| 6FY 6 FY paid,
| Facility Fiscal Records | Active+ Active+ | EDGAR Active umil facility
i 6 FY 6 FY cloges,
; Louisiana Conumission for
| the Deal:
| Minutes of Interpreter 20FY | Permanent | Permanent | Permanent or Archival Value.
i Certification Board &
{ | Telephone Access
5 Board
; Consumer Files Active + Active+ | EDGAFR  Adctive until case
! 6FY 68FY closure.
Commission Policies & 20FY | Permanent | Permanent | Permanent or Archival Value,
Procedures
Contracts & Active + EFY 10FY | Active until expiration date of
Documentation 1FY contract,
Task Force & 20FY | Permanent | Permanent | Permanent or Archival Value.
Comenittee Final
Feports
Traumatic Brain
Injury/Spinal Cord Injury
Trust Fund:
f )
{ Administrative 20FY | Permanent | Permanent nn;mhmmm::]}?dﬂtﬁl
i H Hecords (Data .
. (Database) v a;:acl“}_m Arch
L
|| Appeals 6FY §FY | EDGAR
| I Consumer Records Active + Active+ | EDGAR  Active until case
j aFY §FY closure,
P
EDGAR-Education Department General Administrative Approval.
Hegulations _
FY Fiscal year (State} M é/ﬂdgﬁ-‘ﬂr
s )1fos La Ldh. Lo,
7 of 5 mﬁw OE
| 120 i
i L be Returnad To Agency
88 SRC 932

Hof 4
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Attachment H- Health Services Financing

LOUISIARNA,

STATE OF LOUISIANA %
. ==

DEFAATMENT OF HEALTH AND HOSPITALS =
)
Deparimant of

HEALTH and
HOSPITALS

M. " MEka” Fosles, ur,
BOVEAND A h;;'g:f{-ﬂf'f“

MEMORANDUMNO:  00-S-051

TO: Program Managers
Regional & Assistant Managers

FROM:  Erin Rabalais, RN Managcﬂe_

DATE: TR

RE: RECORD RETENTION POLICY

Records or documents produced as a result of licensing and certification survey aclivities
conductad by the Health Standards Section of the Burean of Health Serviges Financing will be
mivntained as outlined in this memorandum, The references for this policy can be found o the

State Operations Manual (SOM) a1 Section 4800 et seq. and La. Revised Statule 44,36,

RECORDS TO BE RETAINED INDEFINITELY

. Provider's atilization review plan

' Expression of fiscal intenmediary preference

. transfer agresmeant {for SNFs)

. floor plan (if revised, the SA retaing the superseded documents)

. physical plant [ayout (if revised, the SA retains the superseded documents)

. Provider Agreement

. Copies of Certification and Transmittal transmitted to HCFA RO Tor inital cernfizanon
: Request to Estabiish Eligibility forms

. [nitial licensing applization forms

RECORDS TO EE RETAINED FOR A PERIOD OF THREE YEARS (Plus the current year)

' Al forms completed as @ result of 2 licensing or certilication survey
. All documents recejved or completed as 2 result of an application renewal process
. All correspondence received flom a provider

Pagel ol 2

CFFICE OF MANAGEMENT AND FINANCE « BUREAL OF HEALTH SERVICES FIMNANCING « MEALTH STAMNDARDE SECTION
B55 NORTH FIFTH STREET - THIAD FLOOR (Y0B02-5313) » 2.0 BOX 3767 + BATON BOUGE. LOUIS AMA TOEZ (3767
PHOME » WOICE [225) 342-0138 « PARX (225) 342-5252
“AN EQUAL OFPORATUNITY EMPLOYER®



. All correspondence gent to a provider, cither as e result of a survey or in reply to an
inquiry from & provider

** EXCEFTION:

. If certification surveys are done less ofter than annually; the twg most recent
recertification surveys should be retained even if the time frame excesds a peried of thres
years,

NOTE: Any record where litigation is pending shall be maintained until
closure of the action,

BUDGET AND FINANCIAL REPORT FILES

State Agency records used to estimate, jus tify, and approve State Agency program costs
and to account for funds received and expended by the State Apgency (le: HCFA-1465A,
HCFA-1466, HCFA-435, HCFA-434) shall be retained for o period of three (3) years
afler the calendar year in which a DHHS audit has been completed. If a DHHS audit has
not been performed, the records may be destroyed five (5) vears following the calendar
year in which the regular audit was completed.

ce: Lisa Deaton, Ken Baker, Terry Cooper, Barhara Anthony

Revised 6/2000

Page 2 of 2
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Records Retention Schedule

58 ARC 12 {D112)

Louisiana Secretary of State, Division of Archives, Records Management and History Page 1 of 2
Post Offce Box 84125, Baton Rouge, LA 70804 Hittp: Ao 505,13 gov o oo ot P
g‘g?"“ Mo | Agency!Divsion | Section _ N __ORIGINAL SUBMISSION
Department of Health and Hospitals/Office of the Secretary/Office of Management and Finance i _x RENEWAL
8 _ REPLACEMEMNT PAGE
— E __ADDENDUM PAGE
Retention Period -
Number Records Series Tifle i £ -]
In Office = Total F |2 Remarks
Storage | Retention | 9 | £ | & | &
1 Vendor and Confractor Paid Files 3FY IFY EFY M |5 |Y v
2 Travel Reimbursement Fies IFY IFY 6FF Mmls [¥ |v
3 Medicaid Provider Financial Files 3FY IFY BFY M |5 |Y v
4 Medicaid Escrow Reconcliations IFY IFY EFY M|z |Y v
3 Time Statements 3IFY IFY 6FY Mls |y |1
[ Annual Financial Reporis 3IFY 3FY 12FY P |5 |Y v
. IncUtias BUNDL reports. Wonpapers, and Joumal
L Manthy Financial Statements 3IFY TFY 10FY Fls Y |V | voomes
Inciudes Cash on Hand, Payment Management
8 Grant Ledgers 3FY TFY 10FY p |s ¥ |[v | =ystem 272 Rapon ana Feteral Financial Report 263
and 2634
] INCIEIES Workpapers and Federal Ciassncation
9 Cash Receipts IFY TFY 10FY Mol Y || et
10 Receivables aFY TFY 10FY pls |¥ |v mﬁmm,vmmmnamm
Parmitied Retention Period Abbreviations Sacurty Stahue Codes Stats Records Conter Apgency Abbraviations:
ACT — Active Perod (when used defing e In femans column) P - Pubiic Recor Use
FY-Fiscal Year {Juy 1-June 30} M —May Contain Confidensal Information | ¥ —Yes
Y — Calendar Year (Jan 1 - Dec31) € - Confidental Information N-—No
AY — Academic Year (Aug 1 —Jufy 31) ‘Archival Procsesing Codes Vital Record
FFY — Federal Fiscal Year (Ot 1 - Sept 30) A-Transterio State Amhives deniification Coda
MO — Monihs WK —Week DY - Day(s) R - Retaln In Agency Archives V= il
PERM — Parmanent 55— eview by Staie Archives I = Important
©—Other (Spacty In Remants) U= Useul

Agency Approval

Diate Sizmed

Secretary of State, State Archives & Records Services

Date Approved




Attachment | — Fiscal

Records Retention Schedule

Louisiana Secretary of State, Division of Archives, Records Management and History

Post Office Box 94125, Baton Rouge, LA 70804

Hitp:/fwww.sos.la_gov

ARC 932 (01N12)

55

Page 2 of 2

Indicate Use of Form

ACT — Active Period (when used define term in remarks column)
F- Fiscal Year (July 1- June 30)

CY — Calendar Year (Jan 1 — Dec 31)

AY — Academic Year (Sug 1 — July 31)

FFY — Federal Fiscal Year (Oct 1— Sept 30)

MO — Months WK — Week DY - Day(s)

PERM — Permanent

P — Public Record

Use

— P
Agency No | Agency / Division / Section _ __ORIGINAL SUBMISSION
- - ]
o7 Department of Health and Hospitals/Office of the Secretary/Office of Management and Finance § X RENEWAL
g __REPLACEMENT PAGE
S __ADDENDUM PAGE
Item ) ) Retention Period P E
Number Records Series Title g =
In Total 2|5 g = Remarks
In Office ) e | £ B s
Storage Retention w < | ® >
R - . - - Includes Centers for Medicare and Medicaid Services
1 Medicaid Reports 3FY TFY 1oFY M 1S 1Y |V | Reports (CMS 84, CMS 21, and CMS 37)
12 Cost Allocation 3FY TFY 10FY P |3 Y '
13 Bank Reconciliation ACT+1FY 4FY BFY F s Y V | ACT = Cumrent Fiscal Year
14 Medical Assistance Trust Fund Files 3FY 9FY 12FY M 5 Y \
15 Daily Deposits ACT +1FY 4FY BFY F s Y V| ACT = Curmrent Fiscal Year; Includes Check Logs
16 Classification Documents — Non Federal ACT+ 1FY 4FY 6FY F s Y V | ACT = Cumrent Fiscal Year
) ; - . - - Includes documents relative to A/R established due to
17 Audit Receivables 3FY BFY 1FY L V| 2 DHH Medicaid Audit
18 Accounts Receivables Conirol System Files 3FY TFY 10 FY P s Y V| Electronic files
F itted ion Period Abb Security Status Codes State Records Center Agency Abbreviations

A —Transfer to State Archives
R — Retain in Agency Archives
S — Review by State Archives
0 — Other (Specify in Remarks)

PR - . Y —Yes
M — May Contain Confidential Information
C — Confidential Information N-Ne
Archival Processing Codes Vital Record

Identification Code
W= Vital

| = Important

U= Useful




Attachment J- Pinecrest Supports and Services Center
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Attachment K- Public Health
s R B.M. NO. 167

Li:- g Liy . OFFICE OF PUBLIC HEALTH
e e, g li_-_.._LI':*.‘..-.. '.l,
[ O, b A ke P"“-L_ .

POLICY MEMORANDUM NO. 167 January 17, 1991

FROM: Joel L. Nitzkin, M.D., M.F.H., D.P.A.
Director, Office of Public Health
SUBJECT: Retention Requirements For All Administrative
and Fiscal FRecords.

EFFECTIVE DATE: January 1, 1991

APPLICABILITY:

This ?olicy applies to all records that pertain teo
administrative and fiscal matters only. This does
not apply to medical and vital records.

This policy does not apply te records maintained by
centractors when the terms of the contract are in
confliect. In such a case, the contract terms apply.

INTRODUCTION:

The State record retention regquirements as promulgated by
E.5. 44:386, amended January 19, 1983, sets the retention
period for preserving public records "at least three (3)
¥ears from the date on which the public recerd was made."

The Federal Government, in accordance with OME Circular 102,
effective October 1, 1988, has the same requirement as to
the length of the retention period but the starting date is
different. The starting date for the Federal Government is
based on the funding or fiscal perioed and generally "starts
on the day the grantee or subgrantee submits to the awarding
agency its single or last expenditure report for the period."

Departure from the stated retention periocds is neceassary
since OPH has numerous federal grants and contracts with
different fiscal years that overlap the State fiscal year.

Additiconally, only an coriginal or copy (photocopy, mggréfilm“;---

or similar metheds) of a record must be maintained to mest
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the above referenced legal reguirements.

Since many of the same reports and forms are processed

by several different sections of the Agency, the primary
responsibility for retaining and preserving a record

should be assigned to an crganizational unit based on its
function and the TYPE and/or NATURE of the record processed

TYPE of record refers to:

1. FHeports

2. FACS forms

3. Federal Grant Applications

4, State forms (Personnel, Accounting, Budget,
Purchasing, Property Control, etc..)

ETC.....

The NATURE of a record is determined by its use which is
classified into two categories:

1. TRANSACTIONAL - Recerds that create and document
a specific task and generally reguire processing
in accordance with a formal procedure. These
records, in most cases, are the various personnel,
fiscal, budget, purchasing, property control,
inventory, etc...forms and reports.

2. INFORMATIONAL - Records that provide infeormation
that is used to:
a) facilitate executive or administrative
action,
b) support a transactional record,
¢} wupdate existing data or information.
Usually, these records include reports, memos, and
other correspondence.

POLICY:
RETENTION PERIOD:

The retention periocd for all administrative and fiscal
records is:

FOUR (4) COMPLETE FISCAL YEARS

NOTE: If the Agency implemants the collection of
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Medicare Funds, all records pertinent to the
Medicare Cost Reports must be kept for a
period of SIX (6) YEARS.

Example of the Four (4) year reguirement:

DESTROY
FISCAL YEAR ON OFR AFTER
07/01/85 - 06/30/86 07/01/90
07/01/86 - 08/30/87 07/01/91
07701787 - 06/30/88 07/01/92

ETC........

If the preservation and retention of a specific
record has been identified to an organizational
unit, which is addressed later in this policy., then
ather units of the Agency, after processing that
record, must maintain a copy for:

ONE (1) COMPLETE FISCAL YEAR

Example:
DESTROY
FISCAL YEAR ON_OR
D7/01/88 = Q0B/30/89 07/01/80
07/01/89 - 06/30/90 07/01/91

ETC.......

If any litigation, claim, negotiation, audit or other
action involving the records has been started before
the expiration of the stated retention pericds, the
records must be maintained until the completion of the
action or until the end of the regular four (4) ¥year
period, whichever is later.

RESPONSIBILITY FOR PRESERVATION AND RETENTION OF RECORDS.

As a general rule, for all TRANSACTIONAL records, the
unit that is responsible for the final disposition of
the record shall have the responsibility of its
preservation and retention. Final disposition means
the last step in processing the record to effect its
purpose.

Since INFORMATIONAL records vary in subject matter,
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the assignment of responsibility for maintenance is
difficult. However, some general guidelines apply:

1. The originater of a record (correspondence,
or report) should maintain the record
unless otherwisze covered herein or it
supports a transactional record amd is
attached to a form upon processing.

2. Correspondence or reports related to a
specific function (Fiscal; Budget; Personnel;
Purchasing; Legal: Payrcll; Property Control;
etc..) are the responsibility of the
organizational unit to which it is related.

3. Records with historical significance
currently being maintained by a unit should
not be destroyed. Some examples of these
records are:

a) Correspondence with Parish Qificials
B) Annual Budget Reguests

=) Annual Financial Reports and Audits
d) Annual Public Health Flans

4. If the record crosses functicnal areas, it
should be maintained by each corganizational
unit affected.

The following units have the responsibility for
maintaining the related listed rececrds (but are not
limited to these records) for the feur year retention
period:

BUDGET AND MANAGEMENT:

1. All Budget related reports, correspondence and
forms.

2. All contracts, leases, and other written
agreements along with the related
correspondence.

3. All consumable supply inventory repocrts along
with the supporting documentation.

4, All documents originating from OPH related
to the coordination and monitoring of the
purchasing function with DHH and the State
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Purchasing Office.
DATA PROCESSING:

1. All User Reguests and related follow=-up
communications.
All data entry related documents.
. All correspondence related to DHE - Computer
Center interface.
4, All decumentation related to D/P Operations
Control Procedures

Lok b

FISCAL SERVICES:

1. All Receiving Reports (FACS 100, 102 and 1003),
Petty Cash Expenditure Summaries (FACS 1003},
FPetty Cash Receipts (FACS 1002} and all
supporting documentation.

2. All invoices, postage reguest letters, Travel
huthorizations, Travel Expense Statements,
LHS-39"s and Supplemental Receiving Reports
along with all supporting documentation.

3. FACS Apprecpriation, Cost Center,
Organizational, Project Expenditure Reports
and related transaction reports.

4. All bank statements (except Petty Cash
accounts), deposit slips, Deposit Summaries,
Transmittal Sheets and Account
Luthorizations.

§E., Rll Federal Grant Awards (not the applications)
and the related fiscal reports along with any
supporting workpapers.

£. All financial audit reports and related
correspondence.

7. All financial reports prepared by the Fiscal
Secticn along with any supporting workpapers.

HUMAN RESQURCES:

1. All records related toc the following:
a) Perscnnel Actions
b) Disciplinary Actions
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INFORMATION SYSTEMS:

1. All records related to the following:
a) Outside computer services
b} Micro-computer standards and policies
c) Hardware and scoftware inventory
d) DHH-0IS interface.

OPERATIONS & SUPPORT:

1. BAll records related to the following:
a) Building Maintenance
b} Hill-Burton Certification
¢} Insurance Coverage
d)] Safety Program
&) Property Inventory/Contral
f) Coerdination of Telecommunications
Equipment and Service
} Travel Policy
} Vehicle Control & Maintenance

1

1. Time and Attendance Reports (excludes the
Time Allocation Worksheets)

2. Leawve Registers

3 Individual Employee Payroll Files (5F-1
deductions authorizations, W-2's, W-4
etc.)

e S e ]

PAYROLL (LH

POLICY, PLANNING & EVALUATION:

1. All records related to the following:
a) Federal grant consultation,
coordination and review
b} Legislative and Rulemaking coordinaticon
) Public Health Flan
d} Policy and Procedure Issuance

PURCHASING (DHH):

1. BRll records related to the following:
a}l All purchasing documents, except
FACS 100-8, for contract crders,
Furchase Orders, Release Orders, satc.
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PRRISH HEALTH UNITS:

1.

PHARMACY :

2.

All records related to revenue ccllections
which include fees, insurance recoveries,
and Medicaid bkillings,

All ”Dai;ies“ and Time Allocation Worksheets
along with the corresponding Variable Time
and Attendance forms,

All receipt books,

All personnel records not forwarded to the
Human Rescurces Sectioen (OPH),

Fetty Cash Bank Account records, which include
the bank statements, canceled checks, deposit
glips, debit memos and any related ’
correspondence,

PHU Revenue Collection Bank Account records,

£l11 inwventory records for both movable

property and consumable supplies that support
information forwarded to the Central Office.

Prescription files for programs serviced,

AC-23 Forms for all items reguisitioned from
the pharmacy inventory,

Computer FACS printoluts and all related

records for the Drugs and Medical
Supplies Inventory,

Statistics concerning prescription counts
and AC-23 lines filled, by project;
including raw data,

Computer manifests of UPS shipping actiwvity.
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PROGRAM ADMINISTRATORS:
1. All grant applications and supporting

documentation
2. All records related to the issuance of permits,
licences and certificates
3. Rll records related to inspectiens, audits or
other review functicns related to the
requirements of the program.
All records related to the testing of samples
All programmatic reports generated by or for
the program staff e

(6%

o

It shall be incumbent of the unit manager to maintain those
records that are routinely accessed for a time period that
is necessary to promote expediency and prudent processing

of any information needed. In addition, if it is in the best
interest of the 5State to maintain a record for more than the
retention pericds stated herein, then the records should be
maintained until such time that the custodian of such record
determines it to be useless.

Microfilming and off-site storage are options that are
available to resolve any space problems. These options
are only available to the extent that funds are available.

IHQUIRIES:
All inguiries may be directed to:

Claude J. Carbo
Deputy Assistant Secretary, Administration
325 Loyocla Ave. Em. 518
P.0O. Box 60830
New Orleans, La. 70160
Ph. No. 504-568-5038
LIRC. 621-5038
FAX -2609 .

JLN/pd
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Attachment M- Central Louisiana State Hospital
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. ——

LA 303

MAR=-12-2884 14906

DIVISION|OF ARGHIVES, RECORDS MANAGEMENT | NO HISTORY
W, FOX McKEITHEN | FOR ARL HIVES USE ONLY
SECRETARY OF STATE ¥pur Duap agel Awthary Request jlas
"ﬁmu' wl Rﬁuv:d.i o E-I"f
| Rgjeend Retumed:__ "
TO: SECRETARY OF STATE Reasen:
DIVISION OF ARCHIVES. ) (W |
RECORDS MANAGEMENT AND HISTORY U'{ ,
P.O. BOX 94125, Capitol Sation ES || NO Arthives
Baton Rouge. Lo uflnm 08049125 Rm TINO Rec Mgt
Merhed: | | DUME I SHRED () RecvCLE (Y BURN
Volume: \ [ 1Cubic []Linear Fee

FROM:
Mania| Health Area C

Fax:2258221220 May 14 2004  8.5Y ¥l
CEMTRAL LA STATE HOSPITAL o 318 4894 6851 P.@2
STATE OF LOUISIANS REQUEST FOR AUTHOMITY
.SECRETARY OF STATE _ TO BISTOSE OF RECORDS

55 aRC B30 (R 10200}

Figcal Offioa; PO, Box 5031,

Pinpreilin, LA T1351.5031 -

I. STATE OR LD:ALAGEHCY'__

Teva Qawbonng, C P A,
A, MAME OF PERSON WITH

M TD

7. ADORESS =

(518} 484-8242
T4 TELEFHGNE NUMBER WiTH AREA CODE

5. Certificate of Agency Representative:

| hereby certify that [ am q:u:hnnqu 1o act for the head of this agency in nuters pertaining to the disposal of records
and that the records described fin this List or Schedule are proposed for dispaal for the reason indicated:

A, [f] The records have cﬂ:«L

tw have suffizient valuc to warrant forther r{teatian,

B. [7] The records will uemnw ha.'-t. sufficient value oo retain theen afier |I1 date or event indicated,

B3-)o-0 4

"\f-l-m-l W

Accouniant Adminciraigs 3

DATE SIGNED

SIGNATURE OF REPRESENTATIVE

TITLE

6. [nclugive Dates

{List Records Senes Tilie if Racords Appear on Agancy Retention Schedule)

7. Descriplion of Fizcords

' | Sae allached

scheduie.




' MAR-18-2884
¥

LA auy
l4:@e

Fawiddaledizsu Bay 14 ZUud  H:bd Fold
CENTRAL LR STATE HOSPITAL =~ - - 318 484 685]

7. Descoption of Records

‘j Inclosive Dames
Priorto 6 FY

- 9o

LT
Priot to IOFY

Fya

Priorto 6 FY

a9

Priotto 6 FY

a8
o Ry

OFY

Proorto 6 FY Q‘B
Friotto 6 FY Q‘Eb
Prar GII-'Y F:L{%

Priorto 6 FY 9,1.%
Peor to 6 FY F‘i{ﬂl&;

Prior 0 6 FY ﬁ,ﬁ'@
Prior 10 6 FY F?r,!'?ﬂ
Priorw 67 [1{485
Prioc to 6 FY ﬁ{?ﬁ
Prior 10 6 FY F‘"%
Prior o 6 FY Pbl‘i'a

Prior o 6 :FY ?L,i qgi,

Prior ta 6 FY "'1-1,[‘?5!

(Lt Records Series Title if Records Appeir on Agency Retention Schedule)

Accounting Records.
Accounting Records including copies af tb rd-party billings to Medicare,
Mcdm._t:d. and private insurance camganiel ; ineligible patient fee repornts; ledper
cards on closed-out clients; direct service 1 ckets: trave] eXpLnse [Epors:
requisitions; purchase orders, invoices; cor actar time-gheets; receiving reports;
bank smatements and reconciliation reports; and joumnl vouchers. This is nat an
exciuzive listing and may include other fonns as appropriate,

Contracis: -

C‘nn_t:nhu and supporting decumentabion wuch includes prafessional and secial
servicé contracts and related comrespanders e.

Budpet Records:
Budget requests, including workpapers and_ backup documentiation.
Audit Reporfs:

Reports from internal and extemnal auditors. including DHH Intemal Auditors and
State Legislative Audirars. )

Wiedical Records (Inpatient and Outpaciint)

¢ Directives from State Office

Licensing [nformation
Survey Infarmation
Memorandums -
Inservice Training Records

Annual Reports

Cooperalive sgreements with other :-;u?:in_
Reports on program activities -
Afflrmatlve Action Plans

State ¥ehicle Infarmation

Admissians Bools (including those listin 25 of the patient’s name and date of

Correspondence

Other ouscellaneans sdministrative foryis

F.az



L MY AT
CENTRAL LA STATE HOSPITAL

A3y 18 JUuy ooz Fa.ua

319 484 GES1

Prmm:F‘_‘( m{ﬁ
9

of
3%

Priorw 3 CY
Priot to 3 FY
Prior to 2 FY
Prior 10 2 FY
Priot 10 2 FY

Priorwe IFY

oz

@
i

-

[Payroll Recards: L

|
Time and attendance records; leave forms: ¢ ampensatory and overtime approval
documents, daily amendance shects; and adpistmenssheeta,

W25 N

Workers' Compenzation Files

|Applications for Employment (EEOC)

|Prometional Annsuncements (EEOC)

[
Layefl Racords (EEOC)

Yerification of employment authorization required by Immigration Reform
aod Control Act of 1986 .

Inactive = When patient is no longer under reatment,
FY = Fiseal Years [July to June) :
CY = Calendar Year (Jan. to Dec )

P
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