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DEPARTMeNt Of' EOllcAtlON AND EARLY DEveLopME~T 
Division of libraries, Archives ,md MtJseums STATE OF ALASKA SC!1ildule Number: 65305 

Archives an~ R,e90rds Manageml!nt Services 
POE! 110:i2S, 141 Willoughby 
Juneau, AI< 99811-0525 
465·22451465~2276Npice: 465.2465{Fax 

DEPARTMENT OF HEALTH & SOCIAL SERVICES 

DIVISION OF BEHAVIORAL HEALTH 

PREVENTION & EARL YINTJ;RVJ;NTION 

RECORDS RETENTION SCHEDULE 

KEY 
A - AfterAudit NumQrals -

CFY ~ Current FiscalY~ar 
Cy - Current Y~ar TO -
P -. Permanent SIM -
C - Current or as defined 

Agency 10 #; 168 

P(lge 1 of 3 

Years in addition 
to curr~nt yeCjr ' 

Term of Office 

After SOqnningl 
Microfilming 

The Agency will follow retention periods for common r~cords 8.slisted in the State of Alas~a General Administrative Repords Retention Schadul~, .unlessthose 
records have been listed on this schedule. ' . 

Unless otherwise noted ellI records are retEjined on Fiscal yearpasis. 

All records th.at have potential permanent legal C!nd hlsloricliIl value may be reViewed by the $tate Archivist for possible retE3ntlonln the Alaska State Archives in 
accordance with AS 4Q.21.030. Accesslcmed t~t()rd$ may ber¢appralsec! for permanel1t value every four years or at the archivist's discretion. 

Unless otherwise noted all record series arfi:) confidenti(lilmder 42 USC 4582. OFR Part2 (1975), This records sohedule st,Jpercedes #65304. .. ... . 

Statutory/Regulatory Authority: AS 47.30.470~500 (Menti;lj Health);AS 47,37 & 7 AAe 29 (Uniform Alcoholism & Intoxication TreatnientAct); 
A$ 23.35.030 (Mlscelianeolja Provisions); 7 Me 78 (Grant Programs). . 

Prev~nfion & Early Intel'ilention's m!sslon 1.9 to develop a crear.,coordlm~ted anci OQmpr~hf,lnslve t:lpproach to promotion of healthy indivi~u81~, prevention of·, 
bElhavloral health problems, Gine:! earli~r intervention when Gl problem is recognized. Programs in this section include Suicide Prevention, Substance Abuse 
Prev~ntion, Fetal Alcohol $p~Gtrum Disorders, Resiliency'snd Youth pevelopment, Alqohql Safety A9tlonProgram, Tobacco enforcement and vendor/youth 
education, Alcohol and Prug InformaUon Schools. and Early Mental Health Promotion. . . 

NOTE: Uilder 4 MO 59,005 ~ is the responsibility of ;:JgenciE3s to ensurE! that r.ecordl; crEl~ted Gil}q ma!ntaine(j in (:l1E3ctronic ~ystems remain apcessib!e and 
durable for their presorlbed retention period. This requires addressing thEl jssue~ of PElriodlC meqla refreshment,cllgita! mlgrath;m strategies and security plan~. 
Baokups prodUced for system reoovery purposes do not sflrve a r(3Gordkeeping funoll()11 or ~ubstitute for arohlv~c;l pl.1siness essential duplicates.' . 
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Pursuant to the provisions of AS 40.21 anc~ 4 Me p9. th~ rel::ords liste~ below an~ approved for retentiqn anc! di13Position as indicated. 

Divlson Director 

Melissa Wltzler·Stone 

Daie 

7/JJ-/f/j 
Signatur. E!.IOf D .... !.vl.slon Dfrll.C. lor/. D. as. '. gnee .• 

1 
.. / ..' . 

'7!k~t4?tt~~~~ .. ~ 
Date / ... aommI5810ne\¥ ~mlnl§trat!On 

~<1~ 

l 



RECORDS RETENTION SCHEDtJLE CONTINlJATIQN 

Item 
No. 

1 

2 

3 

Records Series Title and Description 

Client' Flies' (OrigInal): 

(Master Mfcrofilm): 

(Workcqpy Microfilm): 

" 

Records serl!'ls consists of court judgments, referral slips, testing 
records used to determine appropriate treatment, release forms, 
assignment to treatment forms, correspondence and reports from 
the tr,eatmen! age(\oy. ' 

Field Office ClIl3nt Flies: 

This series is normally maintained by the granteetre<ltment 
j:lgency (p.rovider); however. in the case of busines::; failure or 
cessation of treatment programs, the flies mEiy be transferred to 
Prevention & Early Interventiqn for retenticm. 

Arranged alphabetically by defunct agency. 

: 

ClIent Treatment Choice Sheets: , 

This series documents the client's cho1ce of treatment options and 
notification Qftreatment agencies'anti char!;jes. ' . 
Arranged chronologically. 

'. 

Retention 
Records 

Offic.8 
Center 

C ~ 

10 

10 M 

1';+10 . 

1 . 

SCHEDULE NUMBER 

Ag~ncylD 

65305 

, 168', 

Disoosition' 
State " ,', 

Archives 
Pestroy 

· M 

· 10 

M 10 

· C+10 

, 

· 1 
" 

. . 

Vital "; 
Record 

Remarks ~.: .. 

x C::'Untlt'rilkirciHlrried.Odgirial records may be 
disposed <:ifter the film Is certlfled"true and 
correct.~ Anchorage is the only office that 
microfilms its client files. Wor1(copy microfilm Is 
disirlbuted to the'Anchorage and Juneau Division 
of Behavioral HSi:jlth offices. ' " ' , 

Somelnforrnation Is Input into the ClientTracking 
'System, which tracks assignments that an alcohol 
offender musl.cbmph~te as part of his court' .. 
'sentenOe. This l:lyStem a!lSo c~atesfinancial 
rec:ords for each court case incluqing invoices, 
receipts and balance statements. . 

C::;LJntilths.cllent completes program. 

Referto)tem 1. 

" ; 

" ." . ~ .. .. 
.. '" ." .. 



~--,------. ~----~'-'--"'~-."---. -.. 
" 0, 

RECORDS RETENTION SCHEDULE CQNTINUATION SCHEDULE NUMBER 65305 P3fJe 3 

Agency II) 168 .', 

Retention Disoosltion· 
Item 

Records Series Title and Description Records state Vital RI1'.marktii No. Office. 
~enter ~rqhlves 

Destroy Record 
.. 

C=Untii case I~ close~. 4 To~aqco Compliance Investigation Recorc!s (Original 8< C+7 . ~ Gt7 
Electronic): 

Certain data is entered Intollie enforcement 
Includes Premises inspect/ons, Enforcem¢nt Compliance dataQase. 

. . 

Investigations and Synar Compliance Investigations. Records 
c()nsist of court judgments, citations, correspondence and report~. 

5 GENERAL ADMINISTRATIVE RE<;ORDS: w . See See De~troy duplicate copl~s of recordswhel1 no . longer needed for busin'ess'purposss. ' GR$ GR$ .. 

Includ~s administrative records related to Bu.d~t Preparatic;m; The Geheral Schedule may 'be accessed on the 
Gel1er(;i1 Accounting: Grant ManageITient: Procurement, Lea!)ing & Records Management hornfilpagt:l. Wht;:o ' 
Property; General Administrative; Personnel Administration: and, transferring record$ to the records center, please 
Information Technology. ' r~fer to the relevant It?m number.from the GRS, 

Prevention & Early tnterv(3n~onstaff will follow retanllon periods 
as listed In the General Administrative Records Retention , 
SchedullS (GRS). 
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