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JOB NUMBER
REQUEST FOR RECORDS DISPOSITION AUTHORITY 

~ \ - '---\\J\O-Oq - \~ 
To: NATIONAL ARCHIVES & RECORDS ADMINISTRATION Date received 

8601 ADELPHI ROAD COLLEGE PARK, MD 20740-6001 g -LL\- LOO'1 
1 FROM (Agency or establishment) 

NOTIFICATION TO AGENCY Department of Health and Human Services 

2	 MAJOR SUBDIVISION In accordance with the provrstons of 44 USC 3303a, the 
Centers for Medicare and Medicaid Services (CMS) disposition request, Including amendments, IS approved 

except for Items that may be marked "disposition not 
3 MINOR SUBDIVISION approved" or "withdrawn" In column 10 

./ NAME OF PERSON WITH WHOM TO CONFER 5 TELEPHONE NUMBER DATE GVlA~ UNITED STATES
Vickie Robey, CMS Records Officer 410-786-7883 111~~lb(

() \J 
6	 AGENCY CERTIFICATION 

I hereby certify that I am authorized to act for this agency In matters pertaining to the drsposinon of ItS records and that the 

records proposed for disposal on the attached ~ page(s) are not needed now for the busmess for this agency or will not be 

needed after the retention penods specified, and that wntten concurrence from the General Accounting Office, under the 

provisrons of Title 8 of the GAO Manual for GUidance of Federal Agencies, 

[gI is not required	 D ISattached, or D has been requested 

DATE SIGNATURE OF AGENCY REPRESENTATIVE	 TITLE 

09/23/2009 
HHS Records Officer

S 1/ Yvonne K Wilson ~~.JAon 
9 GRS OR 10 ACTION TAKEN 7 ITEM NO 8 DESCRIPTION OF ITEM AN~OPOSED DISPOSITION SUPERSEDED JOB (NARA USE ONLY) CITATION 

eMS Strategic Work Information Folder Transfer
 
{SWIFT}Ffee~e", ef Infermetion Ad fF6IA, 01 the
 
A _~ .... -'. 

See	 attached 

- " 

PREVIOUS EDITION NOT USABLE STANDARD FORM 115 (REV 3-91) 
Prescnoed by NARA 36 CFR 1228 

115-109 
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Attachment to SF-U5, for CMS Electronic Systems Schedule 

Strategic Work Information Folder Transfer (SWIFT) 

SWIFT ISa workflow/document management system for the Agency's mqumes, Includes but not 
limited to tracking and controlling Executive correspondence, Reports to Congress, mvitatrons 

received by the Administrator's Office to make public appearances and attend meetings 

received on or after June 1,2008; supports CMS offices and contractors function of complying 

with legal requirements in the administration of public requests for records under the FOIA 

necessary for the various workflow processes Inherent In the tracking, searching, retrieving, 
redacting, and releasing of FOIA-requested records received on or after January 1 2009. 

1. IRpyt/Sel:uee Reeerss 

1a gescFlptioR of IRcomlRg correspoRdeRce (date of letter, addressee aRd seRder's Rame, 
address, orgaRlzatloR), folder creatloR date, CMS CoordiRator's Rame, Status of assigRmeRt, due 

date, documeRt details (subJect!sYRoPSISdescriptloR); documeRt category (e.g., White !=louse, 
CORgressloRal, Private Sector, la'.vyers, etc.); Reports to CORgress, CloslRg Details (sigRed by, 
slgRature type, respoRse type, closlRg office, closlRg remarl<s, date slgRed, date mailed, date 

closed) 

mSPOSITION. 

1a1 Paper DocumeRts (Recordl<eeplRg Copy). PERMANENT: Cutoff aRRually TraRsfer to the 

NatioRal Archives aRd Records AdmlRlstratloR iR 1; year blocl<s IR accordaRce with 36 CFR 

1228 270 (Current Disposition Authority: Nl-440-07-1, Item 9 for Executive Correspondence 

and Nl-440-95-1, item 6 for Congressional Reports). 

1a2 ElectroRic Records. Temporary Cutoff aRRually gestroy/delete 1 year after cutoff, or wheR 

ROIORger Reeded for AgeRcy buslRess, whichever IS IORger. 

1b ElectroRlc aRd paper FOIA reEfuests IRciudes but are Rot limited to· Rames aRd addresses of 
reEfuesters, scaRRed copies of IRcomiRg reEfuests, types of records reEfuested, FOIA speCIfied 

categoFies of reEfuesters, Rotes regardlRg the efforts of staff/ cORtractors to fulfill records 

reEfuests, estimated aRd actual cost data to fulfill reEfuests, curreRt status of reEfuests, types of 
fees assessed, Rames of program offices aRd cORtractors iRvolved iR the fulfllimeRt of reEfuests, 
et€o 

Temporary gestroy/delete after iRformatioR has beeR cORverted to aR electroRlc medium aRd 

'/eFifled (GRS 20, Item 2a4). 

2 Master files: 

Includes but not limited to: Executive Correspondence/Reports/Requests for Meetings received 

on or after June 1, 2008 and FOIA requests and appeals received on or after January 1, 2009. 
System contains data elements for subrmssron to the Department of Health and Human Services 

reflective of CMS FOIA activity for Inclusion In a Department-wide annual report submitted to 

the U 5 Department of Justice and Congress, as required in the FOIA 



DIsposition 

a. Executive Correspondence/Reports/Meetmg Requests - Temporary. Cutoff closed and/or 
inactive jobs annually. Destroy/delete 2 years after cutoff or when no longer needed for agency 

business, whichever IS longer 

b 1=0lACompleted/Inactive ReEll:lests Temporary. Cl:ltoff annl:lally and destroy/delete 2 years 

after cl:ltoff. (GRS 14, item 13) 

c. 1=0lADeRials/Appeals Temporary. Cl:ltoff annl:lally and destroy 6 '/ears after the flAal 
decIsion/appeal (GRS 14, Item 13). 

3 Outputs 

3a. Summary Reports, Electronic - electronic copies of reports for all executive correspondence 

and Congressional Reports tracked by the SWIFT system, including all fields. 

DISPOSITION: PERMANENT. Produce electronic report(s) of closed and/or Inactive jobs at time 

master file IScutoff. Transfer electronic copy In an acceptable format (following current CFR 

guidehnes) to the National Archives 3 years after master file IScutoff 

3b Summary Reports, Hardcopy - hardcopy copies of reports for all executive correspondence 

and congressional reports tracked by the SWIFT system, including all fields, arranged by close 

date 

DISPOSITION. PERMANENT. Produce hardcopy report(s) annually of closed and/or inactive jobs 

Transfer copy dunng transfer of textual records that the report corresponds to (authorized by 

jobs Nl-440-07-1, Item 9 for Executive Correspondence and Nl-440-95-1, Item 6 for 
Congressional Reports). 

3c. Reports Other reports not covered abo'..e, I.e, 1=0lACorrespondence/I=OIA statl:ls Reports, 
ActiVity Reports, Reports on the overall performance of 1=0lAactivities and work processes 

wlthlA CMS Statlstlcall=OIA data for Sl:lbmlsslon to HHS for IAcll:lSIOnIn the annl:lal report of 
1=01,0.activity CMS 1=01,0.activity data I:lsedto evall:late overall performance of 1=0lAwork 

processes wlthlA the agency (GRS 20, item 12) 

DISPOSITION: Temporary. Cl:ltoff annl:lally. Destroy/delete 2 years after cl:ltoff 

3d Ad Hoc Reports 

DISPOSITION. Temporary. Cl:ltoff annl:lally. Destroy/delete 1 year after cl:ltoff, or when no longer 
need for Agency bl:lslAess, whichever ISlater. (GRS 20, item 12) 




