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I. POLICY

Intake/Termination Forms shall be completed and entered into the MIS within fourteen (14) 
days, unless a written waiver is granted from the Bureau of Community Sanctions.

II. PROCEDURES

CCIS Intake forms completed by the Intake Department will be entered into the database by 
the Information Systems Coordinator or designee within 14 days.  

CCIS termination forms will be completed by the Case Manager and will be entered into the 
database by the Information Systems Coordinator or designee within 14 days.  Reassessment 
data from the resident’s most recent LSI-R will also be entered within 14 days.


