

Policy Title: Record Retention for Sales Agents and Agencies	




	Scope:
	All Sunderland Group employees and subcontractors supporting Medicare part C and Part D Plan functions.

	Policy Statement:
	All Medicare-related records, books, documents, for which the <insert organization’s name> is responsible, are retained for at least the minimum period required by applicable state or federal law or regulation.  

	Narrative Description:





	Sunderland Group is accountable for, at a minimum, maintaining Medicare related records, including but not limited to the following, for a period of 10 years on all non-agent employees and subcontractors:  
· OIG and GSA/SAM Screening evidence for each employee prior to hire or contract and monthly thereafter and the employee roster subject to each monthly screening
· Training records that include employee name, attendance, topic (General Compliance and Fraud, Waste and Abuse Training, Standards of Conduct Training, Compliance Policy Training), certificates of completion (if applicable), and test scores of any tests administered to their employees.
· Documentation pertaining to any suspected or confirmed Fraud, Waste and Abuse issues and/or compliance related issues.

	Related Authoritative Sources:
	50.3.2 –Fraud, Waste, and Abuse Training 
(Chapter 21 - Rev. 109, Issued: 07-27-12, Effective: 07-20-12; Implementation: 07-20-12) 
(Chapter 9 - Rev. 15, Issued: 07-27-12, Effective: 07-20-12; Implementation: 07-20-12) 
42 C.F.R. §§ 422.503(b)(4)(vi)(C), 423.504(b)(4)(vi)(C)

50.6.11 – Auditing by CMS or its Designee 
(Chapter 21 - Rev. 109, Issued: 07-27-12, Effective: 07-20-12; Implementation: 07-20-12) 
(Chapter 9 - Rev. 15, Issued: 07-27-12, Effective: 07-20-12; Implementation: 07-20-12) 
42 C.F.R. §§ 422.503(b)(4)(vi)(F), 423.504(b)(4)(vi)(F), 422.504(e)(2), 423.505(e)(2)

50.7.7 – Identifying Providers with a History of Complaints 
(Chapter 21 - Rev. 109, Issued: 07-27-12, Effective: 07-20-12; Implementation: 07-20-12) 
(Chapter 9 - Rev. 15, Issued: 07-27-12, Effective: 07-20-12; Implementation: 07-20-12) 
42 C.F.R. §§ 422.503(b)(4)(vi)(G), 423.504(b)(4)(vi)(G), 422.504(d)-(e)
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