


DEPARTMENT OF CULTURAL RESOURCES 
DIVISION OF ARCHIVES AND HISTORY 
STATE CAPITOL/VISITOR SERVICES SECTION 
CAPITOL AREA VISITOR CENTER BRANCH 

ITEM   22832.  PETTY CASH REPORTS FILE.   
 Reports concerning petty cash expenditures for the branch. Reports include amount of cash  
 available, dates of deposits and withdrawals, and other related information. 
 DISPOSITION INSTRUCTIONS: Destroy in office after 3 year(s) and when released from all  
 audits, whichever occurs later. 
ITEM   22847.  VISITOR CENTER ADMINISTRATIVE CORRESPONDENCE FILE.   
 Routine correspondence and memorandums concerning the administration of the Capitol Area  
 Visitor Center. 
 DISPOSITION INSTRUCTIONS: Destroy in office when administrative value ends. 
ITEM   36725.  EDUCATION FILE.   
 Records concerning recruiting and training of docents for the Capitol Area Visitor Center Branch.  
 File includes Visitor Center and Mansion newsletters and tour guide manuals, reference copies  
 of publications, and other related records. 
 DISPOSITION INSTRUCTIONS: Transfer 5 or more copies (as required) of each publication to  
 the State Documents Clearinghouse, North Carolina State Library, when received from printer, in  
 accordance with G.S. 125-11.7/11.8. Transfer final version of "Mansion Tour Guide Manual" and 1 
  copy of each newsletter 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.  
 Destroy in office remaining records when administrative value ends. 
ITEM   36727.  PART-TIME EMPLOYEES AND DOCENT WORK SCHEDULES FILE.   
 Work schedules for part-time branch employees and docents. File also includes recruiting and  
 training schedules for docents, logs indicating number of hours worked, and other related  
 DISPOSITION INSTRUCTIONS: Destroy in office when administrative value ends. 
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