






DEPARTMENT OF PUBLIC INSTRUCTION 
STATE SUPERINTENDENT 
DIVISION OF COMMUNICATION SERVICES 
GRAPHICS AND TECHNOLOGICAL SERVICES SECTION 

ITEM   3872.  MEDIA PROGRAMS FILE.   
 Media programs produced by the section. File includes 16mm films, videotapes, sound/slide  
 presentations, audiotapes, scripts, correspondence, and other related records. 
 DISPOSITION INSTRUCTIONS: Destroy in office when administrative value ends. 
ITEM   20356.  ARTISTS' SAMPLES FILE.   
 Samples of art utilized by section artists. 
 DISPOSITION INSTRUCTIONS: Destroy in office when superseded or obsolete. 
ITEM   20358.  INTERNAL BILLING FILE.   
 Reference copies of invoices for services provided by the section for the department and other  
 state agencies. File also includes pre-batch printout reports that include names of clients,  
 descriptions of services rendered, amounts charged for services rendered, and other related data. 
  Names of clients, descriptions of services rendered, billing dates, amounts charged to clients,  
 invoice numbers, budget codes, and other related data are entered into Media Production  
 Services Tracking System (Electronic) File (Item 33585) immediately upon receipt from clients. 
 DISPOSITION INSTRUCTIONS: Destroy in office after 3 years. 
ITEM   20359.  MASTER ARTWORK FILE.   
 Artwork produced by the section for the department and other state agencies. 
 DISPOSITION INSTRUCTIONS: Destroy in office when superseded or obsolete. 
ITEM   33585.  MEDIA PRODUCTION SERVICES TRACKING SYSTEM (ELECTRONIC) FILE.   
 Machine readable records concerning billing of media production services for the department and 
  other agencies. Billing dates, amounts charged to clients, names of clients, invoice numbers,  
 budget codes, and other related data are entered into this electronic file. (Electronic file is  
 maintained by State Information Processing Services.) 
 DISPOSITION INSTRUCTIONS: Download electronic data onto Disaster Backup Disks weekly  
 and transfer disks to Internal Operations, Division of Management Information Services, Data  
 Control Section for electronic transmission to State Information Processing Services. 
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