






DEPARTMENT OF PUBLIC INSTRUCTION 
ASSISTANT STATE SUPERINTENDENT FOR AUXILIARY SERVICES 
DIVISION OF SCHOOL FACILITY SERVICES 
INSURANCE SECTION 
ADMINISTRATIVE UNIT 
ITEM   21578.  CORRESPONDENCE FILE.   
 Records concerning the organization and daily operation of the section, which provides fire  
 insurance and fire inspection programs for participating local education agencies and community 
  colleges. File includes correspondence, memorandums, contracts, reports, policies, and other  
 related records. 
 DISPOSITION INSTRUCTIONS: Transfer to the State Records Center when reference value ends. 
  Records will be held for agency in the State Records Center 5 additional years and then  
 transferred to the custody of the Archives. 

ITEM   21586.  REINSURANCE MATERIALS FILE.   
 Records concerning insurable school buildings of participating units which are reinsured with  
 private companies. File includes contracts, policy information, correspondence, reports, and  
 other related records. 
 DISPOSITION INSTRUCTIONS: Destroy in office contracts and policy information 3 years after  
 termination of agreement if no litigation, claim, audit, or other official action involving the records  
 has been initiated. If official action has been initiated, destroy in office after completion of action  
 and resolution of issues involved. Destroy in office remaining records when reference value ends. 

ITEM   21590.  POLICY AND INVOICE NUMBERS REGISTER FILE.   
 Policy invoices for public school property insured by section. File includes invoice numbers and  
 dates, policy numbers, effective dates, expiration dates, amounts of policies, and amounts of  
 premiums. 
 DISPOSITION INSTRUCTIONS: Destroy in office after 1 year(s) and when released from all  
 audits, whichever occurs later. 

ITEM   21597.  ADMINISTRATIVE WORD PROCESSING (ELECTRONIC) FILE.   
 Machine readable records concerning the administration and management of the section.  
 Electronic file includes reports, correspondence, fire and safety recommendations, and other  
 related records. (NOTE: Source documents returned to originating personnel after being recorded 
  on tape/floppy disk should be disposed of in originating office only in accordance with that  
 office's records retention schedule.) 
 DISPOSITION INSTRUCTIONS: Return source documents to originating personnel after  
 information is recorded on tape/floppy disk. Erase or update in office recorded information when  
 administrative value ends. 
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DEPARTMENT OF PUBLIC INSTRUCTION 
ASSISTANT STATE SUPERINTENDENT FOR AUXILIARY SERVICES 
DIVISION OF SCHOOL FACILITY SERVICES 
INSURANCE SECTION 
PROPERTY UNIT 
ITEM   1044.  EXPIRED PROPERTY INSURANCE POLICIES FILE.   
 Records concerning expired property and fire insurance policies for local education agencies  
 participating in the Public School Insurance Fund. File includes policies, amendment requests  
 forms, correspondence, inspection reports, program reports, and other related records. 
 DISPOSITION INSTRUCTIONS: Destroy in office 3 years after termination or expiration if no  
 litigation, claim, audit, or other official action involving the records has been initiated. If official  
 action has been initiated, destroy in office after completion of action and resolution of issues  
 involved. 

ITEM   1045.  SURVEY REPORTS FOR PARTICIPATING UNITS FILE.   
 Annual divisional engineer survey reports concerning public school buildings insured by the  
 section and utilized to determine insurance value. File includes information regarding appropriate  
 insurance policy, construction characteristics, scaled blueprint of each building, and pertinent  
 correspondence. 
 DISPOSITION INSTRUCTIONS: Destroy in office after 2 years. 
ITEM   1046.  PROPERTY INSURANCE CLOSED CLAIMS FILE.   
 Records concerning property insurance claims investigated and settled by the section. File  
 includes claim reports, correspondence, invoices for repairs, completed Proof of Loss payment  
 forms, and other related records. 
 DISPOSITION INSTRUCTIONS: Transfer records dated July 1976 through June 1982 currently  
 stored in the State Records Center to the custody of the Archives 5 years from date received.  
 Destroy records dated July 1982 through June 1984 currently stored in the State Records Center 
  5 years from date received. Destroy in office remaining records after 2 years if no litigation,  
 claim, audit, or other official action involving the records has been initiated. If official action has  
 been initiated, destroy in office after completion of action and resolution of issues involved. 

ITEM   21579.  NON-PARTICIPATING UNITS (COUNTY, CITY, AND INSTITUTIONS IN COMMUNITY  
COLLEGE SYSTEM) CORRESPONDENCE FILE.   
 Records concerning fire insurance inspections conducted by the section for units that do not  
 participate in Public School Insurance Fund (PSIF). File includes correspondence, inspection  
 reports, computer-generated program reports, and other related records. 
 DISPOSITION INSTRUCTIONS: Destroy in office after 3 years. 
ITEM   21580.  ACTIVE PROPERTY INSURANCE POLICIES FILE.   
 Records concerning fire insurance inspections and coverage by division for local education  
 agencies participating in Public School Insurance Fund (PSIF). File includes correspondence,  
 fire and extended fire insurance policies, inspection reports, computer-generated program  
 reports, and other related records. 
 DISPOSITION INSTRUCTIONS: Transfer to Expired Property Insurance Policies File (Item 1044)  
 after 1 year. 

ITEM   21583.  SURVEY REPORTS FOR NON-PARTICIPATING UNITS FILE.   
 Annual engineer survey reports concerning public school buildings not insured by section.  
 Reports include building characteristics and drawings of buildings. 
 DISPOSITION INSTRUCTIONS: Destroy in office after 10 year(s) if no litigation, claim, audit, or  
 other official action involving the records has been initiated. If official action has been initiated,  
 destroy in office after completion of action and resolution of issues involved. 
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DEPARTMENT OF PUBLIC INSTRUCTION 
ASSISTANT STATE SUPERINTENDENT FOR AUXILIARY SERVICES 
DIVISION OF SCHOOL FACILITY SERVICES 
INSURANCE SECTION 
WORKER'S COMPENSATION UNIT 
ITEM   987.  UNEMPLOYMENT INSURANCE RESERVE FUND FILE.   
 Records concerning unemployment insurance coverage for public school employees. File  
 includes cash receipt journals, quarterly contribution reports and attached voucher stubs, annual  
 lists of charges by Employment Security Commission, and work schedules summarizing  
 DISPOSITION INSTRUCTIONS: Destroy in office after 5 year(s) and when released from all  
 audits, whichever occurs later. 
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