






DEPARTMENT OF PUBLIC INSTRUCTION 
ASSISTANT STATE SUPERINTENDENT FOR AUXILIARY SERVICES 
DIVISION OF SCHOOL FACILITY SERVICES 
PLANT OPERATION SECTION 

ITEM   21433.  CORRESPONDENCE FILE.   
 Correspondence and memorandums prepared by section consultants concerning energy  
 conservation suggestions/recommendations. 
 DISPOSITION INSTRUCTIONS: Destroy in office when reference value ends. 
ITEM   21435.  THERMAL ENERGY SPECIAL PROJECTS FILE.   
 Reference copies of records concerning thermal-energy projects for public school buildings  
 throughout the state. File includes correspondence and reports regarding studies and proposals,  
 surveys, specifications, and other related records. 
 DISPOSITION INSTRUCTIONS: Transfer to the State Records Center when administrative 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   21436.  WASTE WATER TREATMENT FILE.   
 Reference copies of records concerning public school waste water treatment facilities. File  
 includes correspondence, applications for permits, blueprints, and other related records. 
 DISPOSITION INSTRUCTIONS: Destroy in office when reference value ends. 
ITEM   21437.  COMPUTERIZED ENERGY REPORTING AND MONITORING SYSTEM FILE.   
 Reference copies of records concerning the administration of the Computerized Energy  
 Reporting and Monitoring System, a state program designed to monitor energy consumption by  
 public schools and to promote energy conservation. File includes correspondence,  
 memorandums, energy consumption data monthly reports, annual reports, and other related  
 records. 
 DISPOSITION INSTRUCTIONS: Transfer annual reports 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. Destroy in office energy consumption  
 reports after 2 years. Destroy in office remaining records when administrative value ends. 

ITEM   21441.  INSTITUTIONAL BUILDINGS GRANTS PROGRAM FILE.   
 Reference copies of records concerning the administration of the Institutional Buildings Grants  
 Program. File includes correspondence, reports, and budget information. (This federally-funded  
 program provides for the remodeling of educational buildings in order to improve energy  
 conservation.) 
 DISPOSITION INSTRUCTIONS: Destroy in office when administrative value ends. 
ITEM   21442.  ENERGY AUDIT REPORTS FILE.   
 Records concerning energy conservation inspections conducted by engineers for public schools  
 throughout the state. File includes or concerns heat loss calculations, master building data  
 forms, energy audit reports including recommendations, floor plans, and other related data  
 utilized for administration of Institutional Buildings Grants Program. 
 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   21443.  INSTITUTIONAL BUILDINGS GRANTS BILLINGS FILE.   
 Records concerning departmental billings of educational facilities for energy audit services under  
 the Institutional Buildings Grants Program. File includes reference copies of invoices, warrants,  
 and other related records. 
 DISPOSITION INSTRUCTIONS: Destroy in office 1 year(s) after released from all audits. 
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ITEM   21444.  TIME AND EXPENSE RECORDS FILE.   
 Reference copies of time and expense records concerning temporary section employees  
 conducting energy audit reports with private consulting firms. File also includes invoices from  
 consulting firms. 
 DISPOSITION INSTRUCTIONS: Destroy in office after 1 year. 
ITEM   21448.  ENGINEERING FILE.   
 Records concerning engineering services performed by section employees for public schools in  
 each county. File includes correspondence, work request forms, reports, reference copies of  
 purchase orders, and other related records. 
 DISPOSITION INSTRUCTIONS: Destroy in office when administrative value ends. 
ITEM   21457.  LEADERSHIP POSITION OF MAINTENANCE AND CUSTODIAL PERSONNEL FILE.   
 Records concerning state funding of salaries for maintenance supervisors for each county school 
  system. File includes job descriptions, summaries of qualifications, correspondence, workshop  
 attendance certificates, educational course listings, and other related records. 
 DISPOSITION INSTRUCTIONS: Destroy in office when administrative value ends. 
ITEM   21460.  MAINTENANCE BEACON ARTICLES FILE.   
 Articles submitted by section engineers for the MAINTENANCE BEACON, a monthly tabloid for  
 school maintenance personnel. File also includes correspondence. 
 DISPOSITION INSTRUCTIONS: Destroy in office when reference value ends. 
ITEM   21463.  ENERGY CONSERVATION FILE.   
 Records concerning energy conservation efforts by each local education agency (LEA). File  
 includes reports, energy conservation plans, 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   21469.  ELECTRICAL LOAD MANAGEMENT PROGRAMS FILE.   
 Records concerning the Electrical Load Management Program, which was implemented in 1981  
 to reduce energy consumption in public schools by managing peak loads. File includes  
 correspondence, recommendations to each participating school, manuals, reports, 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. 
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