


DEPARTMENT OF HEALTH AND HUMAN SERVICES 
DIVISION OF HEALTH SERVICE REGULATION 
MENTAL HEALTH LICENSURE AND CERTIFICATION 

ITEM   3493.  CLOSED MENTAL HEALTH FACILITIES FILE.   
 Applications for mental health facilities that have closed. File also includes licensing records and  
 correspondence. 
 DISPOSITION INSTRUCTIONS: Transfer to the State Records Center after 2 year(s). Records will be  
 held for agency in the State Records Center 3 additional years and then destroyed. 

ITEM   7683.  MENTAL HEALTH LICENSED FACILITIES FILE.   
 Initial license applications and renewal records for mental health facilities. File also includes inspection  
 reports, licensing letters, floor plans, program descriptions, photographs, correspondence,  
 memorandums, and other related records. (Information entered into Mental Health Licensed Facilities  
 Database (Electronic) File (Item 41081).) 
 DISPOSITION INSTRUCTIONS: Transfer records for facilities that have closed to Closed Mental Health  
 Facilities File (Item 3493) when facility closes. Transfer remaining records to the State Records Center  
 after 3 years. Records will be held for agency in the State Records Center 3 additional years and then  
 destroyed. 

ITEM   7686.  PENDING MENTAL HEALTH FACILITIES FILE.   
 Records concerning facilities applying for licensing. File includes applications and correspondence. 

 DISPOSITION INSTRUCTIONS: Transfer applications to Mental Health Licensed Facilities File (Item 7683)  
 when licensed. Destroy in office remaining records after 1 year. 

ITEM   41081.  MENTAL HEALTH LICENSED FACILITIES DATABASE (ELECTRONIC) FILE.   
 Electronic records concerning Mental Health Licensed Facilities. Electronic file includes applications,  
 inspection reports, licensing letters, program descriptions, memorandums, and other related data. (File  
 maintenance and backup procedures are conducted by agency LAN administrator.) 

 DISPOSITION INSTRUCTIONS: Retain in office permanently. 
ITEM   45731.  MENTAL HEALTH HOSPITALS FILE.   
 Records concerning mental health hospitals and hospital units. File includes Health Care Facility  
 Administration (HCFA) forms, survey reports, surveyors' notes, complaint investigation reports,  
 documentation regarding facility and patients, recertification survey material, state applications for  
 licensing, correspondence, and other related records. (Comply with Chapter 42, 401.126 of the Code  
 of Federal Regulations (CFR) regarding confidentiality of health status of individual Medicaid recipients.) 

 DISPOSITION INSTRUCTIONS: Transfer to the State Records Center after 2 years if no litigation, claim,  
 audit, or other official action involving the records has been initiated. If official action has been initiated, 
  transfer to the State Records Center after completion of action and resolution of issues involved.  
 Records will be held in the State Records Center 3 additional years and then destroyed. 
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ITEM   45732.  INTERMEDIATE CARE FACILITIES-MENTAL RETARDATION (ICF/MR) FILE.   
 Records concerning intermediate care facilities for the mentally retarded. File includes Health Care  
 Facility Administration (HCFA) forms, survey reports, correspondence, complaints, medication  
 worksheets, surveyors' notes, disclosures of ownership, and other related records. (Comply with  
 Chapter 42, 401.126 of the Code of Federal Regulations (CFR) regarding confidentiality of health status 
  of individual Medicaid recipients.) 
 DISPOSITION INSTRUCTIONS: Transfer to the State Records Center after 2 years if no litigation, claim,  
 audit, or other official action involving the records has been initiated. If official action has been initiated, 
  transfer to the State Records Center after completion of action and resolution of issues involved.  
 Records will be held in the State Records Center 3 additional years and then destroyed. 
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