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to current year 
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After Scanning! 
Microfilming 

The Agency will folloW retention periods for common r~oqrd:3 q$listed in the $tate of Alaska Gl'meral Administrative Records Schedule #100.2, unless those 
records have been listed on this schec;lule.. 

Unless otherwise notad aU faCords are reti3ined on Fi~c:~1 year basis. 

All record!> thClt have poten~i~1 permcmemt I~gal and historical value may Pe. revieWed by the Sta,te Archivist fa," pos~i~'e retention in the Alaska State Archives 
in accordance. with AS 40.21.030. Accessioned re.corqs may be reappr?iseq for pe.rmEioe.nt V~ILl~ avery four years or at tha archiVIst's discretion. 

" '" ... "." .. .'." .... : ,". . .. ". 

~nless qttwrwise noted ali fecOre! series are nonconfidejltiilL This records sche.dula sUPC?Tcedes #134481. 

Statutory AuthoritY: AS 12.47 (Insanity ~ Competency to Stand Trial); AS 47.30 (Mental He;:alth P()li~y); A$ 18.20 (Hospital); AS 08.98 (Nursing); 
A~ 08.64 (State Medical Soard); AS 08.9q (Clinical SociElI Worker); As 08.~6 (p$ychologY); AS HS,70 (Fire Protection); AS 18.20 (Life Safety); 
AS 08.84 (Phys.lOcc. Therapy). 
Alaska psychiatric InstituleproVide.E; inpatient psychiatrig care. to individuals from all regions of th~ state. API SefVl'ls adults and Elqoles.cemts whqse l1eec! for 
pi.>ychiatric serviceEl exceeds the capaciw of loc?l serviqe proVidenL AP, stgff make special efforts to transition pEitiEmts with serious, pt:')rsi$tent mental illness 
into community settings. Tne array qf servicf)s provided ,nclude comP,rehellsive assf)ssments, pl1ysigi;'l1 eXi\3ms, therapy for im:lividllals gr9ups and/Offamilies 
Clod medical adjustment, st?pilization and treqtment 

NOTE: Under 4 Me 59.005 it is the responsibility of oagencies to ensure that records create;d \:Inci maintained in ele.ctronic; systems remain accessible and 
QLirE!ole for their prescribeq retention period. This requires addressing the issues of periodic media refreshment, digital migration strategies and security 
plans. Backups produced for system recovery purposes do not serve a recordkeepin~ function or substitute for archived ousiness essential duplicates. 

Pursuant to th~ pro\(i~i(ms of AS 40.Z1 and 4 AlAe 5~, th~ r~c::or~~ iisteQ be~ow are ~pprov~d for rEltention !'!nd disposition as indicatec,i. 

Divison Director Attorney General 

II/fhrf ~j~O __ ~jJ.a~~ 
Dilte Date a /J () Stale Archivist 

.. '~hVV\.' )~ .. Ron Adler, ~EO 

Date 
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. ", Agency 10 580 , '. 
'Retention Dis 00 sltion 

Item 
Records Serle~Tlfle and Description 

Records ""Stahl 
Destroy 

Vital Remarks No. pffice 
, Center Archives Rec;ord 

1 MAINTENANCE DEPARTMENT C+4 - . C+4 X C::::Uritlllhe slate no longer has an liltere~t In the, 

Facility Construction Files: property. 

h,-punt drawings, bll!eli!les c:md construqtion documents. , Refer also 10 the GenerCiI Administra!ive Rec;ords 
Retention Schedule 100.2, Item 55, (Property Land 
& Buildings) 

, 

2 Speg/fioation BOQks: C+4 . . C+4 C=UriUI the stale no longer has an interest In the 
property. 

Original construction books (circa 1960) for API. Refer also to the General Administrative Records 
Retention ~chedule100.2, Hem 55 (Property Land 
& BlJildings) 

, 

3 Daily Boiler Log: 3 - " 
S 

Boller gauge~ are feEid once a d/3Y 811cllogged by the mechanic. 
Includes presslJre and temperature readirigs for the feed water 
pump onlin~; gasoline, fjatural gas and propane meter r~adings; 
city \vater pressure and shift notes. . 

Arr~nged chrqnologl~lIy, 



._------------------:---:-------,---------.. ---_. __ . 

.. ,,', 
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. Agency 10 680 , .. 
Retention DlsDosition 

Reoordll Seriell Title and Descr1pJlon Office 
Records State 

Destroy 
Vital Remarks 

Center Archives Record 

4 Equipment Maintenance Records: C+4 . . C+4 Q;::For the life of the equiprnElnt. 

Dat~ from the tests, reports and logs is entered 
This series consists of mCiinlenanc::e/prevenla!ive maintenance into the Maximo Maintenance Management 
records and inspection reports for all API equipment. Performed System, a proprietary software application 
monthly or ,mnually. Doci.Jmenl~ whatwork has been done, by' l1drnistered by DH&SS Facilities Section. 
whom, when, cosls, etc" including the following: automatic 
sprInkler system, kitchen equipment, portable fire extinguishers Office of Record for boiler inspection reports is the 
and recreationa! equipment AI~o includes fire alarm tests, boiler Department of Labor, Division of Labor Standards 
inspection reports and Prevention Maintenance Log\>; , & Safety. 

Refer also to the General Adrnjni~trative Records 
R.etention Schedule 10Q.2, Item 52 (Equipment 
Records). . . 

5 Driver Llcanse Check: 3 - - 3 

Driver license dala for all staff. 

Arranged alphabetically by name. 

6 Fire DrIlll!< Fire Reports: 3 .. ~ 3 Refer elso to the General Adininistrative Records 

[Forma 06-5087; 06-6021] Retention Schedule 100.2, Item 82 (Disaster 
Preparedness Drills). 

Mon!hly drills and reports by AP! m.alntenancE:! personnel, 

Arranged chronologically. 
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, .. Agency 10 580 , , 

Retention OiSDosition 
item 

~ecords Series Tille alld Description Office 
Records State Vital Remarks No. Center Archives 

Destroy Record 

7. Mechanical Room Check: 3 · . 3 

Presstlre readings, t€imperatures and pOSitions on the pumps, 
gauges and sensors are read once a day and Jogged by the 
~~~~ - . 

Arranged chronologically. 

8 Work Requests: 3 · . ~ 

Maintenance l/iIork requests for all work performed. Includes 
requestor, date, cjepartmenl, location, prob!!>m, ?ssignment of 
requests and remarks. ... 

Arranged chronologically. 

9 preventative lIIIaintenance Cl)eckllst: 3 · ~ 3 Retain for 3 years for JCAHO accreditation 
surveys, 

Equipment checklisls for switches, gauges, light bulbs, door 
hardWare, gaskets, laundry and dishwashing equjpmemt,etc. 

Arranged alphabetically by type. 

.. 
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, AgencylD 580 ., ,. 

Retention DiSDosition 
Item 

R41cords Series Title and D41scription 
Records Slate Vital Remarks No. Office 
Center Archives 

Destroy Record 

10 SUPPLY DEPARTMENT 3 - . 3 Retain for 3 yeats for JCAHO accreditation 
Requests for Supplies: surveys. 

Original fn-houlie requests for stocKed supplies, clothing, health 
and comfor! items. Includes requestor, Identification numbers, 
descriptions, quantities and approvals. 

Arran~ement by Department. 

11 ProPElrty Record!;! 3/A - . 3/A Retain for 3 years or untU audit Is completed, 
whichever comes first. 

Includes surplus property records, property receipts and annual Office of Record is Ihe Division of General 
property inventory records. Records of equipment costing over Services. Copies locateqln the Division of 
$1000 are accounted on the State property management system, Administrative Services. PUrchasing Section. 
Department of Administration, Division of General Services. 

Refer also to the General Administrl'ltive Records 
Arranged by State property number. Retention Schedule 100.2, Item 54 (Property 

Contrp! Records). 

12 Equipment Inventories: 3 - - 3 Refer also to the General Administrative Records 
Retention Schedule 100.2, Item 52 (Equipment 
ReGords)_ 

Inventory sheets for various equipment InclUding: vacuums, 
buffing mac.hines, washing mEjchines, aU equipment that has a 
Stale ldenlificqlior) number, thoS!e under w13rrantY,elc .. 

Arranged chronologically. 
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Item 
No. 

13 

14 

15 

RECORDS RETENTION $CHEDULE CONTINUATION 

Records Serips TWe and Description 

Vehicle Mileage 1-09: 

Usage loge Indicates time out/time in and mileElge. 

Arranged chronologically. 

Federal Commodity Recofcls: 

This sElr1es consists of records related to food items received 
through the United States Food & Drug Admlnistriltion (USFPA.) 
If)cludes USFDA agreement, commodities description, receipts 
ilhd correspondence. Reports are submitted every six months. 

Arranged chronologlcCilly. 

GENERAL ADMINISTRATIVE RECORDS: 

Includes administrative records related to Budget Preparation; 
General Accounting; Grant Management; Procurement, Leasing & 
Properly; General Adminislrative; Personlwl Administration; and. 
Information Technology. 

Maintenance & Supply ~taff will follow retElntion perlods a.s listed 
in the General Administrative Records Retention Schedule (GRS). 

SCHEDULE NUMBER 

AgencylD 

64482 

580 

Page 6 

~ 
DlsDositlon 

om State 0 t Vital 
. Center Archives es roy Record 

3 3 

3 3 

See See 
GRS GRS 

Remarks 

Refer also to the General Administrative Records 
Retention Schedule 100.2, Item 53 (Automotive 
Management)_ 

Office of Record is Department of Education. 
Child Nutrition Services Unit. Copy is forwarded 
to BUSiness Office. .. 

Destroy duplicate copies of records when no 
longer needed for business purposes. 

The General Schedule may be accessed on the 
Records Management homepCige, When 
transferring records to the records center, please 
refer to the relevElnt item number from the GRS. 


