










DEPARTMENT OF PUBLIC INSTRUCTION 
ASSOCIATE SUPERINTENDENT FOR FINANCIAL AND PERSONNEL SERVICES 
SCHOOL SUPPORT DIVISION 
SCHOOL PLANNING SECTION 
ADMINISTRATIVE UNIT 
ITEM   1248.  CHIEF CONSULTANT'S CORRESPONDENCE FILE.   
 Correspondence to and from the Chief Consultant to the division director concerning the  
 organization and daily operation of section. File includes memorandums, reference copies of  
 reports, reference copies of Attorney General's opinions, reference copies of State Board of  
 Education (SBE) minutes, and other related records. 
 DISPOSITION INSTRUCTIONS: Destroy in office when administrative value ends. 
ITEM   1252.  SCHOOL SURVEY REPORTS AND PUBLICATIONS FILE.   
 Published school survey reports of all schools within each local education agency (LEA).  
 Reports include information concerning recommendations of Survey Committee, divisional  
 recommendations, reference copies of county maps showing locations of schools, building  
 evaluations, and other related records. File also includes other published publications of the  
 section. 
 DISPOSITION INSTRUCTIONS: Transfer 5 or more copies (as required) of each publication to the 
  agency's Education Information Center to be forwarded to the State Documents Clearinghouse,  
 North Carolina State Library, when received from printer, in accordance with G.S. 125-11.7/11.8.  
 Transfer 1 copy of each publication to the State Records Center annually. Records will be held  
 for agency in the State Records Center 5 additional years and then transferred to the custody of  
 the Archives. Retain in office 1 copy of each publication permanently. Destroy in office remaining 
  copies and related records when reference value ends. 
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DEPARTMENT OF PUBLIC INSTRUCTION 
ASSOCIATE SUPERINTENDENT FOR FINANCIAL AND PERSONNEL SERVICES 
SCHOOL SUPPORT DIVISION 
SCHOOL PLANNING SECTION 
ARCHITECTURE AND ENGINEERING UNIT 
ITEM   1253.  SPECIFICATIONS FILE.   
 Reference copies of specifications concerning proposed construction, renovations, and  
 alterations to public schools. Specifications include details of construction materials, quantities  
 of materials needed, names of construction projects, and other related information. Amended 8- 
 21-98 
 DISPOSITION INSTRUCTIONS: Destroy in office when plans are approved. 
ITEM   1255.  SCHOOL BLUEPRINTS AND PLANS FILE.   
 Blueprints and drawings of school buildings to be constructed or modified. Amended 8-21-98 
 DISPOSITION INSTRUCTIONS: Return blueprints to school 2 years after project is received.  
 Destroy unclaimed plans 6 months after being offered to school. Destroy paper records currently  
 held in the State Records Center after 1 year. Retain microfilm and aperture cards currently held  
 in the State Records Center and in the State Archives permanently. 

ITEM   19179.  BUILDING PLAN REVIEW NOTEBOOKS FILE.   
 Records concerning building blueprint reviews compiled from information submitted to the section 
  from each local education agency (LEA). File includes listings of planned construction areas  
 (e.g., library, stadium, classrooms, etc.). 
 DISPOSITION INSTRUCTIONS: Destroy in office 2 years after completion of construction. 
ITEM   19189.  SCHOOL BLUEPRINTS AND PLANS MICROFILM FILE.   
 Reference copies of microfilm prints on aperture cards of blueprints and drawings of school  
 buildings to be constructed or modified. (Microfilm is requested by division from State Records  
 Center when needed.) 
 DISPOSITION INSTRUCTIONS: Destroy in office when reference value ends. 
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DEPARTMENT OF PUBLIC INSTRUCTION 
ASSOCIATE SUPERINTENDENT FOR FINANCIAL AND PERSONNEL SERVICES 
SCHOOL SUPPORT DIVISION 
SCHOOL PLANNING SECTION 
CENTRAL FILES UNIT 
ITEM   1249.  LOCAL EDUCATION AGENCIES (LEAS) FOLDERS FILE.   
 Records concerning each public school in the state. File includes project and school  
 correspondence regarding school projects and building specifications, project and school  
 specification approval sheets, construction project proposals, inspection reports, statistical  
 reports, and other related records. (File is arranged by individual schools within each LEA.) 
 DISPOSITION INSTRUCTIONS: Transfer to the State Records Center after 15 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   35581.  CLOSED SCHOOLS FILE.   
 Records concerning public schools now closed. File includes correspondence, inspection  
 reports, statistical reports, and other related records. (File contains complete histories of  
 DISPOSITION INSTRUCTIONS: Transfer to the State Records Center after school is sold or  
 demolished. Records will be held for agency in the State Records Center 5 additional years and  
 then transferred to the custody of the Archives. 

ITEM   35582.  LONG-RANGE SCHOOL PLANS DATABASE (ELECTRONIC) FILE.   
 Machine readable records concerning proposed school construction projects. Electronic  
 database includes names of local education agencies (LEAs), names of individual construction  
 projects, capital outlay projected costs, and other related data. 
 DISPOSITION INSTRUCTIONS: Transfer 1 security copy of each floppy disk to an off-site  
 location for backup storage. Agency representative will update periodically. Erase in office floppy  
 disks when administrative value ends. 

ITEM   35583.  LONG-RANGE SCHOOL PLANS (PRINTOUTS) FILE.   
 Computer printouts concerning proposed school construction projects. Printouts include names  
 of local education agencies (LEAs), capital outlay projected costs, names of construction  
 projects, and other related information. 
 DISPOSITION INSTRUCTIONS: Destroy in office when reference value ends. 
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DEPARTMENT OF PUBLIC INSTRUCTION 
ASSOCIATE SUPERINTENDENT FOR FINANCIAL AND PERSONNEL SERVICES 
SCHOOL SUPPORT DIVISION 
SCHOOL PLANNING SECTION 
EDUCATION UNIT 
ITEM   19192.  CONSULTANTS' CORRESPONDENCE FILE.   
 Reference copies of correspondence concerning administrative duties of each section  
 DISPOSITION INSTRUCTIONS: Destroy in office after 5 years. 
ITEM   35584.  CORRESPONDENCE FILE.   
 Reference copies of administrative and management correspondence written to and received by  
 the section's architects and engineers for approval of school construction or building additions. 
 DISPOSITION INSTRUCTIONS: Destroy in office after 3 years. 
ITEM   35585.  STATISTICAL REPORTS FILE.   
 Reference copies of statistical reports submitted to the State Board of Education quarterly.  
 Reports include number of plans received for review, number of schools built, number of  
 deviations requested by architects for schools, and other related information. 
 DISPOSITION INSTRUCTIONS: Destroy in office after 3 years. 
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DEPARTMENT OF PUBLIC INSTRUCTION 
ASSOCIATE SUPERINTENDENT FOR FINANCIAL AND PERSONNEL SERVICES 
SCHOOL SUPPORT DIVISION 
SCHOOL PLANNING SECTION 
GRAPHICS UNIT 
ITEM   3867.  SCHOOL PHOTOGRAPHS FILE.   
 Glossy photographs and slides of various public schools. Amended 8-21-98 
 DISPOSITION INSTRUCTIONS: Transfer to the State Records Center when reference value ends  
 for immediate transfer to the custody of the Archives. 

ITEM   19191.  COUNTY MAPS FILE.   
 Maps of each local education agency (LEA) showing locations of each public school. 
 DISPOSITION INSTRUCTIONS: Destroy in office when reference value ends. 
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DEPARTMENT OF PUBLIC INSTRUCTION 
ASSOCIATE SUPERINTENDENT FOR FINANCIAL AND PERSONNEL SERVICES 
SCHOOL SUPPORT DIVISION 
SCHOOL PLANNING SECTION 
RESEARCH UNIT 
ITEM   1250.  LOCAL EDUCATION AGENCIES (LEAS) LONG-RANGE SCHOOL PLANNING  
FOLDERS FILE.   
 Records concerning proposed school construction projects. File includes completed copies of  
 individual school data worksheets, and long-range plan forms. Names of local education  
 agencies, names of construction projects estimated costs for construction and other related data 
  are entered into the Central Files Unit, Long-Range School Plans Database (Electronic) File  
 (Item 35582) and routinely updated. 
 DISPOSITION INSTRUCTIONS: Destroy in office when superseded or obsolete. 
ITEM   1254.  SCHOOL PROPERTY INVENTORIES BOOKS FILE.   
 Inventories of school property for each local education agency (LEA). File includes floor plans  
 and reference copies of maps showing locations of each school. 
 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   3866.  PUPIL POPULATION PROJECTIONS (PRINTOUTS) FILE.   
 Computer printouts provided by State Superintendent, Division of Communication Services,  
 Statistical Research and Data Center concerning projected pupil membership for each local  
 education agency (LEA) based upon previous five years' average daily membership. Projections  
 include previous attendance statistics and other related data. 
 DISPOSITION INSTRUCTIONS: Destroy in office after 10 years. 
ITEM   19178.  COMPUTERIZED PROPERTY ACCOUNTING (PRINTOUTS) FILE.   
 Computer printouts provided by State Superintendent, Division of Communication Services,  
 Statistical Research and Data Center concerning inventories of school property for each local  
 education agency (LEA). Printouts list statistical information for each school including total  
 number of floors, total number of classrooms, types of heating fuels, and other related data. 
 DISPOSITION INSTRUCTIONS: Destroy in office when superseded or obsolete. 
ITEM   19182.  PUPIL POPULATION MEMBERSHIP (PRINTOUTS) FILE.   
 Computer printouts provided by State Superintendent, Division of Communication Services,  
 Statistical Research and Data Center concerning average daily pupil membership for each public 
  school in the state utilized to formulate individual school population projections. (Information is  
 listed by school and by grade.) 
 DISPOSITION INSTRUCTIONS: Destroy in office when reference value ends. 
ITEM   19193.  RESEARCH ANALYSTS' (REFERENCE) FILE.   
 Reference copies of records concerning school construction and the financing of school  
 construction. File concerns school systems mergers, population projections, budgets, past and  
 present bond issues, and other related subjects. File includes publications, reports, studies, and 
  other related records. 
 DISPOSITION INSTRUCTIONS: Destroy in office after 5 years. 
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