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RECORD SERIES AND DESCRIPTION SERIES NUMBER SCHEDULED RETENTION PERIOD DISPOSITION METHOD

Long-Term Care Ombudsman Program (LTCOP) Activities and 
Case Records

200393 5 Years after end of federal fiscal year Confidential Destruction

This series documents the provision of various services by state 
and local staff within the Office of the State Long-Term Care 
Ombudsman (LTCOP) to older persons receiving long-term 
care services, including non-casework activities to promote 
resident's rights and improve quality of care; and the receipt, 
investigation, and resolution of complaints. This series may 
include, but is not limited to: releases of information, complaints, 
 letters, and case work documentation. 

Personal Assistant Services: Client Records 200296 5 Years after closed Confidential Destruction

This series documents a client's disability and yearly 
evaluations of the client receiving personal assistance services. 
This series may include, but is not limited to applications, 
medical and vocational assessments, Personal Assistance 
Services  assessment(PAS), and financial information. 

Personal Assistant Services: Provider Records 200297 5 Years after last action Confidential Destruction

This series documents start up packets for personal assistants 
hired to help individuals with disabilities  with non-medical 
activities of daily living.  This series may include, but is not 
limited to: personal assistant provider forms, personal assistant 
agreements, I-9 forms and documentation, consumer 
notification forms, direct deposit authorization agreements, W-4 
forms and VA-4 forms. 

Rehabilitative Services: Case Documentation 200298 5 Years after closed Confidential Destruction

This series documents a client's request for agency services 
and the agency's actions and responses made to the request. 
This series may include, but is not limited to: intake 
applications, payment requests, invoice authorizations, 
transportation assessments, monthly vendor reports, lien 
worksheets, and referral information.  
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