








DEPARTMENT OF INSURANCE 
TECHNICAL SERVICES GROUP 
MANAGED CARE AND HEALTH BENEFITS DIVISION 

ITEM 43697.  ACCEPTED EXAMINATION REPORTS FILE.   
 Records in paper and machine-readable formats concerning examination of domestic and foreign 
  insurance companies operating in the state. File includes drafts and final version of the  
 examination report which has been accepted by the insurance company. (File maintenance and  
 backup procedures are conducted by Company Services Group, Information Systems Division.)  
 (Comply with applicable provisions of G.S. 58-2-132(e) regarding confidentiality of examination  
 work papers.) 

 DISPOSITION INSTRUCTIONS: Destroy in office drafts when final report is issued. Transfer  
 remaining records to the State Records Center after 6 years. Records will be held for agency in  
 the State Records Center 5 additional years and then transferred to the custody of the Archives. 

ITEM 43698.  ANALYST EXAMINATION ACCOUNTING FILE.   
 Reference copies of accounting records in paper and machine-readable formats concerning  
 Market Conduct examinations used to determine an insurance entity's compliance with G.S. 58- 
 2-133. File includes financial statements, cover sheets listing the amount deposited, summaries  
 of expenses incurred by examiners, coding sheets, and other related records. (File maintenance  
 and backup procedures are conducted by Company Services Group, Information Systems  
 Division.) 
 DISPOSITION INSTRUCTIONS: Destroy in office after 3 year(s) if no litigation, claim, audit, or  
 other official action involving the records has been initiated. If official action has been initiated,  
 destroy in office after completion of action and resolution of issues involved. 

ITEM 43699.  ANNUAL REPORTS FILE.   
 Annual reports in paper and machine-readable formats concerning goals and accomplishments  
 of the division. Reports include end-of-year work detail data. (File maintenance and backup  
 procedures are conducted by Company Services Group, Information Systems Division.) 
 DISPOSITION INSTRUCTIONS: Transfer 1 paper copy of annual report to the State Records  
 Center after 3 years. Records will be held for agency in the State Records Center 5 additional  
 years and then transferred to the custody of the Archives. Destroy in office remaining records  
 after 3 years. 

ITEM 43702.  COMMISSIONER'S CORRESPONDENCE FILE.   
 Administrative and management correspondence in paper and machine-readable formats written  
 by the division for the commissioner's signature. (File maintenance and backup procedures are  
 conducted by Company Services Group, Information Systems Division.) 
 DISPOSITION INSTRUCTIONS: Transfer to the State Records Center after 3 year(s). Records  
 will be held for agency in the State Records Center 10 additional years and then transferred to  
 the custody of the Archives. 

ITEM 43703.  CORRESPONDENCE FILE.   
 Reference copies of correspondence in paper and machine-readable formats sent by the office in 
  response to routine requests for forms and other information. File includes backup records. 
 DISPOSITION INSTRUCTIONS: Destroy in office after 3 years. 
ITEM 43704.  CORRESPONDENCE AND MEMORANDUMS (OFFICE MANAGEMENT) FILE.   
 Correspondence in paper and machine-readable formats with regulated managed care  
 companies regarding clarifications and interpretations of laws, policies and procedures. File also  
 includes reference copies of internal procedure memorandums. (File maintenance and backup  
 procedures are conducted by Company Services Group, Information Systems Division.) 
 DISPOSITION INSTRUCTIONS: Destroy in office after 2 years. 
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ITEM 43705.  CORRESPONDENCE FOR COPYING CHARGES FILE.   
 Reference copies of correspondence in paper and machine-readable formats to companies  
 concerning photocopying expenses incurred by the division. 
 DISPOSITION INSTRUCTIONS: Destroy in office after 3 year(s) if no litigation, claim, audit, or  
 other official action involving the records has been initiated. If official action has been initiated,  
 destroy in office after completion of action and resolution of issues involved. 

ITEM 43706.  DEPUTY COMMISSIONER'S CORRESPONDENCE FILE.   
 Correspondence in paper and machine-readable formats written and/or received by the deputy  
 commissioner concerning the administration and management of the division. (File maintenance  
 and backup procedures are conducted by Company Services Group, Information Systems  
 Division.) 
 DISPOSITION INSTRUCTIONS: Transfer to the State Records Center after 3 year(s). Records  
 will be held for agency in the State Records Center 5 additional years and then transferred to the 
  custody of the Archives. 

ITEM 43707.  DOMESTIC (IN-STATE) AND FOREIGN (OUT-OF-STATE) INSURANCE  
 ADMINISTRATIVE FILE.   
 Records in paper and machine-readable formats concerning preparatory work in advance of on- 
 site examinations of managed care companies. File includes requests for listings of consumer  
 complaints, listings of active and terminated agents, annual statements referencing the  
 examination periods, and other related records. File also includes drafts of examination reports  
 and records associated with the closure of the examination reports. (File maintenance and  
 backup procedures are conducted by Company Services Group, Information Systems Division.) 
 DISPOSITION INSTRUCTIONS: Destroy in office drafts of examination reports when final report  
 is approved. Destroy in office remaining records after 5 years. 

ITEM 43708.  DOMESTIC (IN-STATE) AND FOREIGN (OUT-OF-STATE) INSURANCE WORK  
 PAPERS FILE.   
 Reference copies of records in paper and machine-readable formats concerning on-site  
 examinations of managed care companies. Examinations include licensure, regulation,  
 compliance, target and market practices. File includes expense forms for individual examiners  
 and other related records. (File maintenance and backup procedures are conducted by Company 
  Services Group, Information Systems Division.) (Comply with applicable provisions of G.S. 58-2- 
 132(f) regarding confidentiality of examination work papers.) 
 DISPOSITION INSTRUCTIONS: Destroy in office after 5 years. 
ITEM 43710.  HEALTH MAINTENANCE ORGANIZATION (HMO) APPLICATIONS FILE.   
 Applications received from health maintenance organizations requesting approval to do business  
 in the state. 
 DISPOSITION INSTRUCTIONS: Transfer to the State Records Center after 5 year(s). Records  
 will be held for agency in the State Records Center 5 additional years and then transferred to the 
  custody of the Archives. 

ITEM 43711.  HEALTH MAINTENANCE ORGANIZATION (HMO) COMPANY FILE.   
 Records concerning the agency's dealings with regulated health maintenance organizations. File 
  includes correspondence, notifications of changes in company status, and other related  
 DISPOSITION INSTRUCTIONS: Transfer to the State Records Center after 5 year(s). Records  
 will be held for agency in the State Records Center 5 additional years and then transferred to the 
  custody of the Archives. 
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ITEM 43715.  LEGISLATION FILE.   
 Records in paper and machine-readable formats concerning legislation proposed by the division.  
 File includes drafts, correspondence and other related records. (File maintenance and backup  
 procedures are conducted by Company Services Group, Information Systems Division.) 
 DISPOSITION INSTRUCTIONS: Destroy in office after 2 years. 
ITEM 43716.  MANAGED CARE COMPANY DISAPPROVAL CORRESPONDENCE FILE.   
 Correspondence in paper and machine-readable formats written to insurance companies  
 informing them of their disapproved, withdrawn or closed forms. (File maintenance and backup  
 procedures are conducted by Company Services Group, Information Systems Division.) 
 DISPOSITION INSTRUCTIONS: Destroy in office after 3 years. 
ITEM 43717.  MANAGEMENT AND PROVIDER APPROVED CONTRACTS FILE.   
 Records in paper and machine-readable formats concerning forms filed by managed care  
 companies which have been approved by the agency. File includes correspondence, reference  
 copies of approved forms, and other related records. (File maintenance and backup procedures  
 are conducted by Company Services Group, Information Systems Division.) 
 DISPOSITION INSTRUCTIONS: Destroy in office after 5 years. 
ITEM 43718.  MANAGEMENT AND PROVIDER CONTRACTS DATABASE (ELECTRONIC) FILE.   
 Machine readable records concerning contract filings submitted to the agency for approval.  
 Electronic file includes tracking form number, name of company, date form was received, date of  
 approval or withdrawal of form, and other related data. (File maintenance and backup procedures  
 are conducted by Company Services Group, Information Systems Division.) 
 DISPOSITION INSTRUCTIONS: Retain in office permanently. 
ITEM 43720.  MULTIPLE EMPLOYER WELFARE ARRANGEMENTS (MEWAS) FILE.   
 Records in paper and machine-readable formats concerning companies' applications for Multiple  
 Employer Welfare Arrangements. File includes applications, correspondence, financial  
 statements, powers of attorney, certificates of authority, and other related records. (File  
 maintenance and backup procedures are conducted by Company Services Group, Information  
 Systems Division.) 
 DISPOSITION INSTRUCTIONS: Transfer to the State Records Center after 5 year(s). Records  
 will be held for agency in the State Records Center 5 additional years and then transferred to the 
  custody of the Archives. 

ITEM 43724.  PREFERRED PROVIDER ORGANIZATION (PPO) APPLICATIONS FILE.   
 Initial and renewal applications from insurance companies offering preferred provider benefit plans 
  requesting approval to do business in the state. Application process is tracked in the Preferred  
 Provider Organization (PPO) Database (Electronic) File (Item 43725). 
 DISPOSITION INSTRUCTIONS: Transfer to the State Records Center after 5 year(s). Records  
 will be held for agency in the State Records Center 5 additional years and then transferred to the 
  custody of the Archives. 
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ITEM 43725.  PREFERRED PROVIDER ORGANIZATION (PPO) TRACKING DATABASE  
 (ELECTRONIC) FILE.   
 Machine readable records concerning the tracking of applications and renewals by preferred  
 provider organizations. Applications are filed as Preferred Provider Organization (PPO)  
 Applications File (Item 43724). (File maintenance and backup procedures are conducted by  
 Company Services Group, Information Systems Division.) 
 DISPOSITION INSTRUCTIONS: Destroy in office after 5 years. 
ITEM 43728.  POLICIES AND PROCEDURES FILE.   
 Records in paper and machine-readable formats concerning policies and procedures for the  
 administration and management of the agency. File includes reference copies of policies and  
 procedures. (File maintenance and backup procedures are conducted by Company Services  
 Group, Information Systems Division.) 
 DISPOSITION INSTRUCTIONS: Transfer 1 copy of official copies of policies and procedures to  
 the State Records Center after 5 years. Records will be held for agency in the State Records  
 Center 5 additional years and then transferred to the custody of the Archives. Destroy in office  
 remaining records when superseded or obsolete. 

ITEM 43733.  WITHDRAWN AND CLOSED APPLICATIONS FILE.   
 Records concerning incomplete, withdrawn and closed applications for licensure and expansion.  
 File includes applications, correspondence, and other related records. 
 DISPOSITION INSTRUCTIONS: Destroy in office after 3 years. 
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