








DEPARTMENT OF PUBLIC INSTRUCTION 
ASSISTANT STATE SUPERINTENDENT FOR AUXILIARY SERVICES 
DIVISION OF SCHOOL SERVICES 
OFFICE OF THE DIRECTOR 
ADMINISTRATIVE UNIT 
ITEM   19914.  LOCAL EDUCATION AGENCIES (LEAS) FILE.   
 Records concerning local education agencies (LEAs). File includes correspondence,  
 memorandums, and reports concerning individual LEA offices. 
 DISPOSITION INSTRUCTIONS: Destroy in office after 2 years. 
ITEM   19917.  STATE BOARD OF EDUCATION FILE.   
 Working files concerning the State Board of Education. File includes reference copies of minutes 
  and agendas. 
 DISPOSITION INSTRUCTIONS: Destroy in office after 2 years. 
ITEM   19918.  DEPARTMENT OF PUBLIC INSTRUCTION (REFERENCE) FILE.   
 Reference copies of records received from the various divisions of the department. File includes  
 correspondence, press releases, and other related records. 
 DISPOSITION INSTRUCTIONS: Destroy in office after 2 years. 
ITEM   19919.  STATE AGENCIES FILE.   
 Correspondence received from other state agencies. File includes guidelines and memorandums. 
 DISPOSITION INSTRUCTIONS: Destroy in office after 2 years. 
ITEM   19921.  SECTIONS FILE.   
 Reference copies of records concerning the administration of the division. File concerns subjects 
  such as budgets, legislation, federal policies, relations with other departments and state  
 agencies. File includes correspondence, reports, memorandums, news releases, newspaper and 
  magazine clippings, and other related records. 
 DISPOSITION INSTRUCTIONS: Destroy in office when administrative value ends. 
ITEM   19924.  EXECUTIVE SUMMARY NOTEBOOK FILE.   
 Official copies of executive summaries contained in notebooks and summarizing weekly  
 activities of Support Services. 
 DISPOSITION INSTRUCTIONS: Item discontinued. Transfer to the State Records Center  
 immediately. Records will be held for agency in the State Records Center 5 additional years and  
 then transferred to the custody of the Archives. 

ITEM   19927.  LEGISLATIVE (REFERENCE) FILE.   
 Reference copies of records concerning proposed and approved legislation affecting the  
 department. File includes bills, amendments, and other related records. 
 DISPOSITION INSTRUCTIONS: Destroy in office when administrative value ends. 
ITEM   34087.  LEGISLATIVE FILE.   
 Reference copies of General Statutes concerning the department. 
 DISPOSITION INSTRUCTIONS: Destroy in office when superseded or obsolete. 
ITEM   34841.  SCHOOL BUS SAFETY TASK FORCE FILE.   
 Records concerning the School Bus Safety Task Force. File includes agendas, correspondence, 
  minutes, and final reports. 
 DISPOSITION INSTRUCTIONS: Item discontinued. 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. 
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DEPARTMENT OF PUBLIC INSTRUCTION 
ASSISTANT STATE SUPERINTENDENT FOR AUXILIARY SERVICES 
DIVISION OF SCHOOL SERVICES 
OFFICE OF THE DIRECTOR 
ADMINISTRATIVE UNIT 
ITEM   34842.  TASK FORCES (REFERENCE) FILE.   
 Reference copies of records concerning various task forces. File includes correspondence,  
 agendas, handouts, and other related records. 
 DISPOSITION INSTRUCTIONS: Destroy in office after 2 years. 
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DEPARTMENT OF PUBLIC INSTRUCTION 
ASSISTANT STATE SUPERINTENDENT FOR AUXILIARY SERVICES 
DIVISION OF SCHOOL SERVICES 
OFFICE OF THE DIRECTOR 
STUDENT SAFETY UNIT 
ITEM   1297.  ADMINISTRATIVE UNITS FILE.   
 Records concerning driver education programs conducted within each local education agency  
 (LEA). File includes correspondence, operations plans, requests for certificates of completion,  
 and other related records. (Separated as to public and non-public schools.) 
 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   1304.  SPORTS MEDICINE ADMINISTRATIVE FILE.   
 Records concerning the organization and daily administration of the Sports Medicine Program.  
 File concerns agency and divisional activities, procedures and guidelines, and other subjects.  
 File includes correspondence with local education agencies (LEAs) administrators, athletic  
 personnel, and local physicians concerning sports medicine in each LEA. File also includes  
 DISPOSITION INSTRUCTIONS: Transfer to the State Records Center after 2 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   1305.  COMMITTEE ON THE MEDICAL ASPECTS OF SPORTS (COMAS) FILE.   
 Records concerning COMAS, a North Carolina Medical Society committee which deals with  
 sports medicine in the state. File includes correspondence, minutes of meetings, committee  
 recommendations, and other related records. 
 DISPOSITION INSTRUCTIONS: Transfer to the State Records Center after 5 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   1306.  STATE SUPERINTENDENT'S SPORTS MEDICINE ADVISORY COMMISSION  
(SSSMAC) FILE.   
 Records concerning SSSMAC, which advises Student Safety Unit. File includes minutes and  
 agendas of meetings, overviews, reports, and other related records. 
 DISPOSITION INSTRUCTIONS: Transfer to the State Records Center after 5 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   1307.  CORRESPONDENCE FILE.   
 Records concerning the organization and daily operations of the unit. File concerns  
 intradepartmental matters, athletics programs within schools and colleges, legislation affecting  
 section operations, and other subjects. File includes correspondence, memorandums, reports,  
 publications, reference copies of State Board of Education minutes, 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   21299.  ADULT DRIVER EDUCATION FILE.   
 Records concerning departmental driver education programs conducted within commercial  
 schools, technical institutes, and community colleges. File includes correspondence, operations 
  plans, and other related records. 
 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. 
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DEPARTMENT OF PUBLIC INSTRUCTION 
ASSISTANT STATE SUPERINTENDENT FOR AUXILIARY SERVICES 
DIVISION OF SCHOOL SERVICES 
OFFICE OF THE DIRECTOR 
STUDENT SAFETY UNIT 
ITEM   21300.  DRIVER EDUCATION CORRESPONDENCE FILE.   
 Correspondence from state agencies, out-of-state agencies, the general public, and other  
 individuals. 
 DISPOSITION INSTRUCTIONS: Transfer to the State Records Center after 2 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   21301.  CAR TRANSACTIONS FILE.   
 Records concerning state-owned vehicles utilized by unit for driver education programs  
 throughout the state. File includes purchase information, location reports, maintenance reports,  
 and other records relating to the purchase, utilization, maintenance, and disposition of each  
 vehicle. (Vehicle title is maintained in user school or organization.) 
 DISPOSITION INSTRUCTIONS: Destroy in office 1 year after disposal of vehicle. 
ITEM   21304.  LEGISLATIVE CORRESPONDENCE FILE.   
 Correspondence to and from state legislators concerning driver education programs. 
 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   34082.  STUDENT SAFETY HISTORICAL DEVELOPMENT REPORT FILE.   
 Report concerning the historical development and organization of the unit. Report includes goals, 
  functions, and descriptions of programs administered by the unit. 
 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   35393.  DRIVER'S EDUCATION RULES AND REGULATIONS FILE.   
 Rules and regulations concerning the department's administration of the driver's education  
 program. 
 DISPOSITION INSTRUCTIONS: Transfer to the State Records Center when superseded or  
 obsolete. 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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