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REQUEST FOR RECORDS DISPOSITION AUTHORITY 

(See Instructions on reverse) 

NATIONAL ARCHIVES and RECORDS ADMINISTRATION (NIR)
 
WASHINGTON, DC 20408
 

FROM (Agency or establishment) 
Dcpa) I/IU!/11 of Health and NUn/lIIl Services 

In accordance WIth the provisions of 44 
JOR SUBDIVISION USC 3303a the drsposinon request, 

including amendments, IS approved exceptS stance Abuse and Mental Health Services Administration (SAMHSA) for Items that may be marked "disposiuon not 
approved" or "withdrawn" In column 10 

PERSON WITH WHOM TO CONFER 5 TELEPHONE ARCHIVIST OF THE UNITED STATES 

(240) 276-1129 ~\\~~f(iWf\ 
6 AGENCY CER IFICATION 
I hereby certify hat I am authorized to act for this agency In matters pertaining to the drsposition of ItS records and that the 
records propose or disposal on the attached ~page(s) arc not now needed for the business of this agency or wtll not be 
needed after the r ention periods specified, and that written concurrence from the General Accounting Office, under the 
prOVISIOnsof Title of the GAO Manual for GUIdance of Federal Agencies, 

o IS attached, or ohas been requested 

DATE TITLEOFAGENCYREPRf~~NTATIVE 

09/17/2009 ')(.~ HHS Records Officer 

7 9 GRSOR 10 ACTION 
ITEM TEM AND PROPOSED DISPOSITION SUPERSEDED TAKEN (NARA 
NO JOB CITATION USE ONLY) 

Electronic Records Schedule HSA Health Information Network 

(SHIN) 

See attached 
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PREVIOUS EDITION NOT USABLE Prescribed by NARA
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Ln.atcd h~ Flcctromc [).llunll.nl U\OHH\ ,1()1)441 :!4~4~LnllL<' rr 

115-109 

http:llunll.nl


Attachment to SF115, SAMHSA Health Information Network (SHIN) 

SAMHSA Health Information Network (SHIN) 

Th SAMHSA Health Information Network provides the public and the Federal 
Gov nment with one-stop, quick access to mental health, substance abuse prevention, 
and a tenons treatment information, matenals, and services It has two main goals 1) 
to prom e and Increase awareness of substance abuse prevention, mental health 
services, nd addictions treatment through the dissemination of matenals and resources 
to the publi and Federal agencies, and 2) to position SAMHSA as a leading provider of 
reliable, eVI nce-based information about substance abuse prevention, mental health 
services, and ddrctions treatment 

a Inputs Produ t Distnbutron Forms 

The product tnbutron form collects all of the information that SHIN needs from 
a publication" ner" (the SAMHSA employee who managed the production of 
the content) so t t we can make that publication available to the public This 
Includes information the SAMHSA pomt of contact, the Item Itself, and Its 
release plan 

DIsposition TEMPO~ Y Delete/destroy after Information ISentered Into the 
system and venfied and en no longer needed for administrative, legal, audit, 
or other operational purpo s 

b Master Data Files Publication In entory Data 

Data on publications IS stored In th form of a database In the following format 
publication Identification code, public Ion title, SAMHSA center/office where the 
publication IS produced, date publlshe ,available Inventory and gUidelines on 
whether the publications can be ordered a Web, phone, mall, email, fax and 
conference among others 

DIsposition TEMPORARY Delete/destroy aft Information IS entered Into the 
system and venfred and when no longer neede r administrative, legal, audit, 
or other operational purposes 

Supersedes SAMHSA Records Control Schedule - 8- 11, Item 70, National 
Cleannghouse for Drug Abuse Information System and I m 71, National 
Cleannghouse for Mental Health Information 

c Master Data Files Publications Order Fulfillment 

Publications are requested via ernails that are stored In a databas 
following information embedded receipt confirmation, and a follow 
be sent with an order number The following Information IS required In our email 
recipient's name, phone number, title of publication, Inventory number, antity 
requested, (room number and phone number, If requesting delivery to SA: HSA), 
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Attachment to SF115, SAMHSA Health Information Network (SHIN) 

shipping address, and phone number (If requesting delivery to a conference or 
off site colleague) and delivery due date 

IS oSition TEMPORARY Delete/destroy after Information ISentered Into the 
stem and verified and when no longer needed for administrative, legal, audit, 

ther operational purposes 

d aster Inventory Report 

1) Cent Reports The monthly SHIN Center Reports provide a targeted analysis 
of each In Vidual center's SHIN activity Each report consists of an executive 
summary f owed by more detailed sections on web site usage, PDF downloads, 
and pubhcati demand analysis, Inventory levels, exhibit schedule, e-Network 
Impact, e-Net rk schedule, and Inventory clean up status 

DIsposition TEM ORARY Destroy 2 years from date of report GRS 3, Item 
9(a) 

2) Product Inventory port The Master Inventory report Includes data from 
Jan07 -current month bu only the 12 most current months are shown, copies 
ordered each month and ders for each Item 

DIsposItion TEMPORARY stroy 2 years from date of report GRS 3, Item 
9(a) 

3) Warehouse Receiving Reports he Warehouse Receiving Reports track 
publications received Into Inventory ring the month The report ISorganized by 
publication rd number, and Includes th ubhcatron title, date of receipt and 
amount received 

DIspOSition TEMPORARY Destroy 2 year rom date of report GRS 3, Item 
9(a) 

4) Contact Center Reports This monthly report pr vides a detailed breakdown of 
all the contacts for the reporting period coming Into e SAMHSA Health 
Information Network It Includes calls that go to live 0 rators was well as 
recorded message lines Additional Information IS provi d about the method of 
contact (phone, fax, e-mail, etc), the outcome of the cont t, the tOPICof the 
requests, who IS contacting the SHIN, how they found out out the service and 
how many of the phone contacts are first time callers 

DIspOSition TEMPORARY Destroy 2 years from date of report 
9(a) 
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