






DEPARTMENT OF PUBLIC INSTRUCTION 
ASSISTANT STATE SUPERINTENDENT FOR AUXILIARY SERVICES 
DIVISION OF SCHOOL FACILITY SERVICES 
DIRECTOR'S OFFICE 

ITEM   35386.  BUDGETARY FILE.   
 Reference copies of records concerning the division's budgets. File includes monthly budget  
 reports, invoices, purchase orders, budget transfer forms, and other related records. 
 DISPOSITION INSTRUCTIONS: Destroy in office after 3 years. 
ITEM   35387.  CONFERENCES AND WORKSHOPS FILE.   
 Reference copies of records concerning conferences and workshops conducted or attended by  
 division personnel. File includes agendas, handouts, questionnaires, and other related records. 
 DISPOSITION INSTRUCTIONS: Destroy in office after 1 year. 
ITEM   35388.  CORRESPONDENCE (OFFICE ADMINISTRATION) FILE.   
 Routine correspondence written and/or received by the office concerning staff announcements,  
 car and hotel reservations, state credit card purchases, and other related subjects. 
 DISPOSITION INSTRUCTIONS: Destroy in office after 1 year. 
ITEM   35389.  DIRECTOR'S CORRESPONDENCE FILE.   
 Administrative and management correspondence written to and/or received from Chief  
 Consultants, Assistant State Superintendents, or the State Superintendent. 
 DISPOSITION INSTRUCTIONS: Transfer to the State Records Center after 3 year(s). Records  
 will be held for agency in the State Records Center 5 additional years and then transferred to the 
  custody of the Archives. 

ITEM   35390.  MINUTES FILE.   
 Reference copies of minutes received from various committees and boards. 
 DISPOSITION INSTRUCTIONS: Destroy in office after 1 year. 
ITEM   35391.  SPECIAL REPORTS FILE.   
 Reference copies of special reports compiled by sections within the division. Reports include  
 special activities, status reports of on-going projects in each section, and other related reports.  
 (Original reports are located at section level.) 
 DISPOSITION INSTRUCTIONS: Destroy in office when administrative value ends. 
ITEM   35392.  TRAVEL REIMBURSEMENTS FILE.   
 Reference copies of travel reimbursement forms concerning travel-related expenses. 
 DISPOSITION INSTRUCTIONS: Destroy in office after 1 year. 
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