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KEY 
After Audit Numerals - Years in addition 

Current Fiscal Year to current year 

Current Year TO - Term of Office 

Permanent S/M - After Scanning! 
Current or as defined Microfilming 

The AgenQY will follow retention periods for common records a~ listed in the Sta~e of Alc.tska Geqeral Administrative Records Schedule #100.2, unless those 
records have be~n listed on this s~hedule. 

Unless otherwise noted all records are retained on Fiscal year basis. 

All recorcjs that have potential permanent legal and historical value maY be rE;lvlewed by the state Ar<:hivist for possible retention in the Alaska State Archives 
in accordance with AS 40.21.030. Accessioned records may be r?C!Ppraised for pennEment value every four years or at the archivist's discretion. 

Unless otherwise indicated, all record series are confiqential underAS 40.29.120. This records schedule supercedes #64471. Some data from filesets listed 
on this schedule are. input jnto the Health Information System (HIS). 
Statutory Authority: AS 12.47 (Insanity & CQmpetEJncy to St~nq Trial); A$ 47.::m (M~ntal Health Policy); AS 18.20 (Hospital); AS 08.68 (Nursing); AS 08.64 
(State Madical Board); AS OB.Q5 (Clinic!'il Social Worker); AS DB. 86 (P~ycho'pgy); AS 18.70 (Fire Protection); AS 18.20 (lifE? Safety); 
AS 08.84 (Phys.lOoc. Therapy). 
Alaska PsychiatriY Institute provides inpati;mt psychiatric carel ~o individl1als frolTl all rEagion~ pf thE? state. API serveSi adults; anq ~dolescents whos~ \lese! for 
psychiatric services exceed the capacity of local servicEl provider!'!. API staff m~ke speCial efforts; to transitiof! patients with serious, Persistent mental illness 
into community settings. The array of services provided include c::ofTlprehensiye Eiss\':lssments, phYsioal exams, therapy for individuals groups and/or families 
and medical adjustment, stabilization (;!nd treatment. 

NOTE: Under 4 MC 59.DOq it i§l the fe~ponsibjlity of Cjgem:iel) to enSiure th~t records; crs!1lted and miaintClined in electronic s;ystems remain accessible and 
durable for their prescribed retention period. This require$ addres~lng the i$!,1ues; of periq~i9 meqia refreshment, digitc:ll migration strategie{) and security 
plans. Backup$ produceq for system recovery pUrPoses do not serve a recordkeepin~ f~nGtion or substitute for archived business essential duplicates. 

Pursuant to the provjf;ioll~ of AS 40.21 and 4 AAG 5I1, the records listed below ar~ approved for retention and dj~position as indicated. 
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Item 
Rllcords Series Title a,nd Description 

Records State Vllal Remarks No. Office 
Center Archives 

Oestroy R(!cord 

1 Patient Medical Records (Adults): C+5 I,i · C+10 X C;;UntJI patient Is discharged. 

M:;=A9? of maJorIty, which under AS 25.20.010 Is 
M+3/ M+3/ (Minor~); - " age 18. Retain minor files for "go of majority pillS 

10 10 3 years; or, 10 years, whichever Is longer. 
This series consists of health information accumulated <luring 
hospitalization. Also known as the "chart," the file il> color coded Confidential under AS 47.30.845; USC 42, Part II; 
into sections, including: Data Base, Medication Order, . " AS 40.25.120. . 
Consultations, Labs/X-rays, admini~tratlve forms. etc. Also 
includes psychological reports, treatment plans, progress notes, 
subpoenas and graphs." . 

Arranged by terminal digit as of7/10J05. 

2 Court Ordered Admissions ~ Report of Contact: 1 • · 1 Confidl3ntial under AS 47,30.845; USC 42, Part J1; 
AS 40.25.120, 

Patients who never are admitted (declined and no-show). 

Arranged alphabetically by name. 

3 Subpoenas (For Patients with no Medical Record Number): C . · C 'C=UnU! obsoll3te!'supercedl';ld or b~slne$s need is 
concluded. 

Subpoenas for medica.1 records. Magic;!1 records ;3re not releE!sed Subpoenas for patients withe Medical. RelCord 
peT a subpoena; a court order is always required. Sometimes the number are kept permanently in the chart (Item 1). 

subpoenEils senl back t() Whomever iSf,lued it. 

Filed alphabetically by name. 
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'Retention OiSDosition 
Item 

Records Series Titl~ '1nd Descripllol1 
Records state Vital Remarks No. OffJ(;6 
Center Archives 

Destroy Record 

4 Incomplete Chart Listings: 1 - - 1 Restricted to Me(jical Re,cqrds arid Clinical staff: 

This series COnsists of .. lif;ting of deficlenciet; by description of 
closf,ld records. This is an internal mechanism to obtain completf,l 
charts, pursuant to the certification process. 

Arranged alphabetically by subject. 

5 Surveys Be Questionnaires: 1 . . 1 

From the National Institute for Mental HElalth (NIMH) and 
American Hpspital Association. Not related to accreditatign. 

Arranged alphabelicallyby I)ubject. 

!i 241-!our AdmissIon/Discharge Daily Census Soeets: 2 3 - 5 Confidential under AS 40.25.120. 

AdmissIon and disposition records are maintained 
Statistical recap of p?tienl~, (!nd their movements among the electronicaily on MUMPS, a Veteran's 
units. This form is a tool of communication from the units to the Administr?tion public domain software paCKage. 
Nurse supervisor and occasion~Uy is used in risk management Restricteq to Medical Records, Administrative and 
and personnel inlfestigations. Clinical staff. ' 

Arranged numerically. 
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"Re~ DiSDosition 
Item 

Records Series Title and Description Office 
Slate Vital Remarks No. Archives 

Destroy Record 

7 Master Patient Card Index: P - - - Thlsli1dax is also maintained elimtronically on the 
Health Information System (HIS). Restricted to 
Medical Records and ClinicCiI staff, 

This is a master fil~ of alf patients listing admission and qischarge 
data. 

Arranged alphabetically by name. 

S Reports of Contact: 0+1 " - C+1 C;:::UntiJ no further contact. 

Confidential under AS 40.25.120 and can only be 
This series consists of documentation of interactions with outside released to authorized clincial staff. 
agencies/persons reg~rding previolls, current and future clients. 

Arranged alphabeticaHy by name. 

S GENERALADMINISTR/l,TIVE RECORDS! " " See See Destroy duplicate copies of records when no 

!3RS GRS longer needacl for business purposas. 

Includes administrative reO(lrds relflted to Budget Preparation; The General Schedule may be aocessed on 1he 
General Accounting; Grant Management; Procurement, Leasing & Records Management homepage. When 
Property; General Administrative; Personnel Administration; and, tr<\nsferring records 10 the records center, please 
Information Technology. refer to the relevant item number from the ~RS. 

Health Information Management staff wlll follow retention periods 
as lisled In the General Administrative Records Retention 
Schedule (GRS). 


