






DEPARTMENT OF PUBLIC INSTRUCTION 
ASSISTANT STATE SUPERINTENDENT FOR FINANCIAL AND PERSONNEL SERVICES 
ASSISTANT STATE SUPERINTENDENT'S OFFICE 

ITEM   3684.  MANAGEMENT AND PROGRAMS FILE.   
 Records concerning the management, operations, and programs of the Office of the Assistant  
 State Superintendent for Financial Services. File includes correspondence, 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. 

ITEM   3937.  SCHOOL FINANCE PROJECT FILE.   
 Records concerning annual funding allocations approved by the General Assembly and tested in  
 eight local education agencies. File includes correspondence, local education agency (LEA)  
 applications, annual reports, waiver request forms, 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   20536.  LEGISLATIVE FILE.   
 Records concerning legislative actions and proposals submitted by the agency. File includes  
 correspondence, committee records, and proposed and ratified legislation. 
 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   20538.  ORGANIZATIONAL CHARTS FILE.   
 Organizational charts of the Financial Services area of the department. 
 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   20542.  READING FILE.   
 Reference copies of all outgoing correspondence. 
 DISPOSITION INSTRUCTIONS: Destroy in office after 1 year. 
ITEM   20543.  FINANCIAL SERVICES/PUBLIC SCHOOLS CORRESPONDENCE FILE.   
 Correspondence prepared by the Assistant State Superintendent for Financial Services and sent  
 to all school administrative units. (File is arranged numerically.) 
 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   20544.  WORD PROCESSING ADMINISTRATIVE (ELECTRONIC) FILE.   
 Machine readable records concerning the administration and management of the office. 
 DISPOSITION INSTRUCTIONS: Erase and/or update in office word processing tapes and disks  
 when administrative value ends. 

ITEM   33114.  BUILDING SPECIFICATIONS FILE.   
 Reference copies of records concerning building maintenance. File includes correspondence,  
 building specifications, and building maintenance reports. 
 DISPOSITION INSTRUCTIONS: Destroy in office when reference value ends. 
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DEPARTMENT OF PUBLIC INSTRUCTION 
ASSISTANT STATE SUPERINTENDENT FOR FINANCIAL AND PERSONNEL SERVICES 
ASSISTANT STATE SUPERINTENDENT'S OFFICE 

ITEM   33116.  DONATIONS AND SOLICITATIONS FILE.   
 Records concerning donations and/or solicitations for various organizations. File includes listings 
  of participating organizations, guidelines, logs of amounts raised, and other related records. 
 DISPOSITION INSTRUCTIONS: Destroy in office when reference value ends. 
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