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Close-Down Activities
15700.  INTRODUCTION

In order to guarantee an orderly transition from one PRO to another, you should begin planning on the first day of your contract.  You should arrange to receive mail not directly related to your PRO contract(s) at a separate location or box number.  To avoid consumer, provider, or practitioner confusion, you should consider doing business as (DBA) the       PRO, where the blank contains the State's two position postal abbreviation, e.g., MD.  Your toll free telephone services should also be listed this way.  If requested by HCFA, you should allow any successor PRO to use these telephone numbers.

If you cease to perform your responsibilities under your current contract for any reason, you should:

o
Turn over to another review entity or appropriate custodian, as directed by the contracting officer (CO) or his designated property officer, all medical records and other appropriate data;

o
Turn the data over in a form useable to HCFA;

o
Continue to work on the cases selected for review until the end of your contract.  HCFA determines whether or not the new PRO will complete the cases already selected for review;

o
Maintain a telephone hotline service as required by your contract and as directed by the project officer (PO) until you are notified by the CO that this activity is no longer required; and

o
Provide the name of a knowledgeable person who will be available, on a daily basis, to assist HCFA during the transition process.

The contract specialist will provide you with the name and address of the individual in HCFA with whom to arrange for the disposal of Government-acquired property.

15710.  BOXING OF RECORDS--GENERAL

All materials should be organized and boxed for shipment to other entities, unless otherwise instructed by HCFA.

Box HMO work separately from fee-for-service work.

Box the materials by type of work and status of activity.  (For example, work in process should be boxed separately from medical records not yet reviewed and those where review has been completed.)  Label each box on the outside with a list of contents.  Include an inventory list in each box and clearly indicate the type and date of the materials.
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15720.  BOXING OF REVIEW RECORDS

The following types of review records should be identified and boxed as follows:

o
"Live cases" include:

-
Medical records, worksheets and case decision abstracts and/or Uniform Clinical Data Set System (UCDSS) case reports for all pending physician advisor reviews;

-
Medical records, worksheets and case decision abstracts and/or UCDSS case reports for all cases where the physician advisor has determined that further action is necessary, but such action has not yet been taken;

-
Files of any feedback or cooperative project activities in process;

-
A listing of all current feedback or cooperative project activities in place by physician, provider, etc., along with the basis for this activity;

-
Case files, including medical records, for all cases with confirmed quality problems;

-
Cases pending re-review;

-
Sanction cases in all stages of development, beginning with the first notice;

-
HMO cases for targeted review; and

-
Administrative law judge files in progress.

o
"Old cases" include:

-
Files pertaining to hospital adjustments;

-
Quality review logs and cases;

-
Documentation related to cases denied within the last 6 years;

-
Documentation related to cases approved where there has been an action within the last year;

-
Reconsiderations and technical denials; and

-
Reconsideration cases involving potential quality issues from HCFA's Office of Prepaid Health Care Operations and Oversight.
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The inventory of reviews and medical records should include the following information:

o
Beneficiary name;

o
Health insurance claim number (HICN);

o
Reason for selection;

o
Name of hospital, facility, or HMO;

o
Type of review it requires, e.g., fee-for-service or HMO review; and

o
Status in PRO Management Information System, e.g., competed, pending physician review, or pending data entry.

NOTE:
Provide a brief explanation of any codes used to refer to status of cases.  Notes such as, "code G in Department 21A" are not sufficient. 

15730.  BOXING OF DATA

The following types of data should be identified and boxed:

o
All aggregate statistical information and profiles on HMO/CMPs, institutions, and physicians;

o
All special study reports or summaries conducted on any area of the program during the contract period, including files and work papers;

o
All periodic (e.g., monthly, quarterly) data reports completed as required under the contract;

o
The database of completed reviews, denials, adjustments, and reversals, as well as cases selected where the review has not yet been completed;

o
All management information files and tracking system files  (Where proprietary systems are used, output files must be text files.);

o
All relevant specifications and documentation; and

o
The list of HMO enrollees and deaths used to determine the current review sample.

NOTE:
"All" means data collected during the current contract.
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15740.  BOXING OF MISCELLANEOUS RECORDS

The following types of miscellaneous records should be boxed:

o
Written beneficiary complaints received directly or through HCFA;

o
A schedule of any remaining speaking engagements of the community outreach program;

o
Action plans in progress;

o
A list of designated rural providers;

o
A list of providers/physicians identified for educational feedback, and the supporting documentation;

o
Copies of all Memoranda of Understanding/Memoranda of Agreement with Medicare providers, facilities, HMOs, FIs, and carriers;

o
Copies of all technical denials and the reasons for denial;

o
Documents pertaining to sanction cases; and

o
Any other documents, materials, cases, and work now the responsibility of the new contractor.

You should contact the PO and/or the contract specialist if you question whether or not to box an item or discard it.

15750.  RETENTION OF FINANCIAL RECORDS

All financial records and supporting documents are to be retained for 3 years by a designated, responsible individual of the outgoing contract, or in accordance with Government contract requirements.  If any litigation claims or audits are begun before the expiration of the 3-year period, all records shall be retained until the completion of the action or until the end of the regular 3-year period, whichever is later.  The 3-year period begins on the date the outgoing contractor submits its final deliverables to HCFA.

The name, address, and telephone number of the designated individual responsible for retaining records should be given to the PO.
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The following types of financial records should be retained:

o
Time and attendance reports;

o
Bank statements and cancelled checks;

o
Payable vouchers;

o
Pay records;

o
Procurement and supply records;

o
Copies of contracts which support expenditure of Federal funds; and

o
Other supporting documentation relevant to your financial transactions during the contract period.

The Secretary or authorized representative shall have complete access to these records for audit or examination.
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