Procedures for sending closed offender files to Central Records for imaging and purging:
(1) Ensure that all boxes have a Box ID number and are listed in the Central Records website.  To do this, go to the DOC-WEB intranet website at: 
http://doc-web.correct.state.ak.us/
(2) Choose Central Records and login to get to the main menu.

(3) At the main menu go to Functions - Send a box and choose the appropriate file type. 

(4) Enter the files and print out two Box ID numbers and an offender box list for each box. 

(5) Insert the offender box list into the box and affix the Box ID numbers on opposite ends of the box under the handles. Make sure the files are in banker’s boxes.

(6) Send the boxes via the US Postal Services or Alaska Marine Lines.

Note: Make sure the boxes sent by USPS are certified with a return receipt, and that the Central Records contact information is available on the outside of each box.

Reminder: All boxes that are shipped must have a Box ID number before being shipped, No exceptions! 
Send all boxes to:
DOC Central Records

5342 Shaune Drive

Juneau, Alaska 99801




(907) 465-3485
If you have any questions, call (907) 465-3485 or email doc.jcocentralrec@alaska.gov
