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O.acription 

Grievance Records 

This series includes case files from all ·grievances· 
process during the fiscal year for patients in the 
twelve Mental Hygiene Administration facilities in 
compliance with the Coe Consent Decree. They are 
indexed by facil�ty and patients' name. 

Training Records . · 

List of persons. at.tending education and training 
inservices provided during the fiscal year by Rights 
Advisor. 

�inutes of Clients' Rights Committe.e 

Facility Correspondence 

Any correspondence that is facility specific,· 

General Correspondence 

C?rrespondence applicable to entire system. 

Retention 

Retain for a total of 
10 years. Keep individual 
files in office until 
closed, plus a minimum of 
one year. Store at Record 
Center for r�mainder of 
10 years •. 

Retain for a total of 
10 years. Keep individual 
files in of£ice until 
closed, plus a minimum of 
one year. Store at Record 
Center for remainder of 
10 years. 

Retain Permanently. 

Cull files periodically. 
Destroy non-pertinent 
pbsoleie material� Retain 

· pertinent material a total
of 10 years. Keep pertinent
material iri office for a
minimum of one year after
becoming inactive. Store at
Record Center for remainder
of 10 years.

Cull files periodically.
Destroy non-pertinent
obsolete material, Keep
pertinent material for a
total.of 10 years. Keep
pertinent material in office
for a minimum of one year l 
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