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5050.
PRIOR REVIEW OF CERTAIN CARRIER ISSUANCES BY THE REGIONAL OFFICE.

In order to avoid post-issuance questions of propriety or content, carriers are expected to secure prior review and approval from the regional office, under arrangements to be worked out between them, for any of the following kinds of proposed issuances:

A.
Publications which, by the nature of their distribution will unavoidably reach parties other than those for whom the carrier is contractually responsible; e.g., a pamphlet on reasonable charge reimbursement which is intended to reach beneficiaries in general.

B.
Publications which include in their content, interpretive or explanatory treatment of subject matter not within the contractual jurisdiction of the carrier; e.g., policies and procedures in Part A coverage areas.

C.
Publications which, in their general message content and informational purpose, essentially duplicate SSA publications prepared for, and currently available to, the same audiences; e.g., a pamphlet on deductibles and coinsurance which would duplicate SSI-38.

This requirement of prior review and approval is not intended as a restriction on carrier preparation of proposed issuances in these categories, but only on their dissemination of such material without program coordination.  The development of informational and interpretive materials by carriers, in the interest of improved program administrations can often lead to more responsive materials in various program areas than SSA could otherwise develop.  But it is essential that materials that fall into the categories described above be coordinated with SSA, not only to assure conformity to over-all program considerations but also to reflect the legitimate interests and the program obligations of other intermediaries and carriers operating in the same geographical area.

This instruction does not in any way alter carrier authority to release materials without prior review as defined in Part 3 of this Manual, § l0046.

5052.
INFORMATIONAL MATERIAL FOR THE BHI REFERENCE LIBRARY.

All Part B carriers are to submit two copies of each of the informational materials described below, as soon as possible after publication, to the appropriate regional representative.

A.
Regular bulletins and newsletters on Medicare directed to beneficiaries, suppliers, and physicians and other components of the health care community.

B.
Special communications on Medicare distributed to the audiences described above, including publications, literature, check enclosures, etc.
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C.
News releases and feature articles related to Medicare, which are disseminated to general media or to professional publications.

Issuances which concern the Medicare program either in whole or in part, are to be submitted.  Issuances containing information only about the carrier's private business need not be submitted.

These copies of materials form a current reference file of carrier communications for the information and ready access of SSA personnel.  This reference file gauges the extent and effectiveness of informational activities on a national and regional basis.  It points up aspects of the program which require clarification, together with different communication approaches to informational objectives.
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5060.
DISTRIBUTION OF MANUALS, (INCLUDING REGULATIONS AND RULINGS) INTERMEDIARY LETTERS AND FORMS.

The timely and adequate receipt and control of manuals (including regulations and rulings), manual revisions, intermediary letters, and health insurance forms is an important area of carrier operations. The following guidelines should be reviewed by carriers and internal controls established to insure that sufficient supplies are received. (See the Foreword to Part 2 for more definitive guidelines on the relationship to Rulings and Regulations to other program material.)

NOTE:
A single informational copy of the rulings is mailed to each carrier.  Additional copies are not available from the Distribution Liaison Officer but may be purchased from the Superintendent of Documents, Government Printing Office, Washington, DC 20402.

Manuals, manual revisions, and forms may be ordered whenever a need arises.  Normally it takes BHI six weeks to fill and ship an order.  Therefore, interim orders for forms should be submitted while an estimated eight to ten week supply is on hand.  If an order for manuals, revisions or forms is not received within 60 days the carrier should recontact the Distribution Liaison Officer (DLO).

In unusual situations where supplies are urgently needed, an order marked "emergency" should be submitted.  Ordinarily, emergency orders will be filled within l4 days after being placed.  If the emergency supply is not delivered within l4 days the carrier should recontact the DLO.  If warranted by the urgency of the situation, such recontacts with the DLO may be made by telephone.

A.
Manuals and Manual Revisions.-- The Distribution Liaison Officer (DLO) in BHI arranges for a simultaneous distribution of manuals and manual revisions to all carriers. Shipments are by parcel post or bill of lading (shipments are never C.O.D.).  The quantity of the shipment determined by a carrier request listing.  If its requirements change, the carrier should notify the DLO to make the appropriate adjustment.

Manual revisions are released in numerical sequence.  The DLO should be notified when a lower numbered transmittal has not been received within l0 working days after receipt of the next higher numbered transmittal.  The DLO will assure that the appropriate distribution is made.

Because of the continuing number of revisions to the manuals, carriers should not attempt to store or maintain a large number of extra copies of manuals.  Manuals are periodically reprinted to incorporate all revision transmittals issued through the reprint date. Revision transmittals which have been incorporated into a manual reprint are generally no longer available.  Copies of the reprinted manuals are not automatically distributed and should not be ordered to replace other editions, since the reprinted manuals are the same as those regularly maintained through the incorporation of revision transmittals.
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B.
Intermediary Letters.-- The intermediary letter series is used to disseminate program information which is not otherwise appropriate for manual issuance or, where appropriate for such issuance, cannot as readily be issued when time is an essential factor.

When an intermediary letter is used and the issuance involves both the Part A and Part B contractor, a double Heading is shown.  Where the intermediary letter concerns only one type of contractor, a single heading identifying either the Part A or Part B contractor is shown.  In such instances the regular distribution is made to that contractor and a small number of courtesy copies is sent to the other type of contractor.  The intermediary letters are numbered to show the year of issuance (first two digits) followed by the next available number for each series.  The numerical sequence begins anew each year.

C.
Forms.-- The DLO routinely sends an order form to each carrier so that it may request a supply of forms sufficient to meet its anticipated needs for the next six months. To keep interim orders at a minimum, the carrier should be able to arrive at a realistic estimate and order an adequate quantity of needed materials.  Order requests for all major billing and other forms are sent to carriers well in advance of their six month order period.  The carrier should recontact the DLO if its six month supply of forms is not received within 30 days of the expected delivery date.

As new forms are devised, the DLO arranges for a simultaneous advance distribution to carriers.  Carriers should immediately estimate and request from the DLO the number that they will regularly require before the next six month supply is due.  Carriers with storage problems may contact the DLO to arrange for staggered deliveries.

5060.l
 Shipments.-- Shipments of printed material are either shipped prepaid by Parcel Post, REA, Air Freight, or by common carrier.  There are no instances in which shipments are sent collect. If a shipment is erroneously sent collect it should be reported immediately to the Distribution Liaison Officer by telephone before delivery is accepted. The DLO will advise the consignee as to the proper course of action.

When shipments are made under cover of a Government Bill of Lading (GBL), a blue copy of the GBL, which contains instructions on the reverse side, is mailed to the consignee at the time of the shipment.  This should be signed and returned to SSA upon receipt of the shipment.  The consignee also signs the shipper's and its own copy of the delivery receipt or freight bill.  The consignee should retain its copy as evidence of receipt.

Upon delivery of a shipment the consignee should check the material being received against the covering GBL, for apparent loss, damage or any other discrepancies in the quantity and condition. While the shipment is still in the possession of the shipper, any loss, damage or other discrepancy
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should be noted on the delivering shipper's documents and the consignee's copy of the same documents.  Notations must be signed by both the consignee and the shipper's driver. If the loss or damage is discovered after the consignee has accepted the shipment, the nearest office of the delivering shipper should be advised immediately by telephone.

Where special services, such as inside delivery, are shown as ordered but were not furnished, the consignee must immediately notify the DLO.

NOTE:
Carriers should request instructions from the DLO before disposing of any excess or unneeded supplies of printed material.  These supplies should not be returned to SSA without the approval of the DLO.  In most cases, the DLO will direct shipments of the materials to another facility in closer proximity to the carrier to avoid the transportation charges to Baltimore.

5060.2
 Address of Distribution Liaison Officer.-- Any contacts regarding changes of address, an increase or decrease in the distribution requirements for manuals, manual revisions, intermediary letters, or forms, etc., should be addressed to:

Social Security Administration

Distribution Liaison Officer, BHI

G-L-3 East Building

Baltimore, Maryland  2l235

Phone Area Code 30l-594-8l2l

The DLO provides each carrier with a quantity of preaddressed, postage paid envelopes to be used in correspondence with him.  As the supply is depleted, request a supplemental supply from the DLO.
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