


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

ITEM   1391.  PERSONNEL SERVICE ADMINISTRATIVE FILE.   
 Official copies of records concerning the administration of Personnel Services. File concerns  
 accreditation, public hearings, budgets, councils and committees, legislation, supplies, and  
 other subjects. File includes correspondence, routine reports, regulations and guidelines,  
 evaluations, salary schedules, purchase orders and invoices, and other related records. 
 DISPOSITION INSTRUCTIONS: Destroy in office after 2 years. 
ITEM   1392.  ASSISTANT STATE SUPERINTENDENT'S CORRESPONDENCE FILE.   
 Official copies of correspondence between the Assistant State Superintendent for Personnel  
 Services and other divisions and areas within the Department of Public Education. 
 DISPOSITION INSTRUCTIONS: Break file into 2-year segments. Transfer each segment to the  
 State Records Center after 1 additional year. Records will be held for agency in the State Records 
  Center 5 additional years and then transferred to thhe custody of the Archives. 
ITEM   19508.  ADMINISTRATIVE UNITS FILE.   
 Official copies of correspondence and memorandums to and from administrative units  
 throughout the state concerning personnel relations and problems. 
 DISPOSITION INSTRUCTIONS: Destroy in office after 3 years. 
ITEM   19509.  STATE BOARD OF EDUCATION (SBE) FILE.   
 Official copies of records concerning personnel relations submitted to the SBE for approval or  
 action. File includes agendas and reports. 
 DISPOSITION INSTRUCTIONS: Destroy in office after 2 years. 
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