




OFFICE OF STATE PERSONNEL 
EMPLOYEE SERVICES DIVISION 
PRE-RETIREMENT EMPLOYEE'S PLANNING ASSISTING RETIRED EMPLOYEES PROGRAM 
SECTION 

ITEM   28215.  AGENCY LEADER FILE.   
 Records concerning workshop schedules, evaluations, and certification information for each leader in  
 the section. 
 DISPOSITION INSTRUCTIONS: Item discontinued. Function and records transferred to Employee and  
 Management Development Division, Pre-Retirement Employee's Planning Assisting Retired Employees  
 (PREPARE) Program Section. 

ITEM   28216.  CORRESPONDENCE AND MEMORANDUMS FILE.   
 Routine correspondence and memorandums created and received in the office concerning day-to-day  
 operations. 
 DISPOSITION INSTRUCTIONS: Item discontinued. Function and records transferred to Employee and  
 Management Development Division, Pre-Retirement Employee's Planning Assisting Retired Employees  
 (PREPARE) Program Section. 

ITEM   28217.  ERASABLE MEDIA (WORD PROCESSING) FILE.   
 Machine readable records concerning the administration and management of the office. File includes  
 correspondence, memorandums, mailing lists, and other related records. (Source documents should  
 be returned to originating personnel after being entered into computer and should be disposed of in  
 originating office only in accordance with that office's records disposition schedule.) 

 DISPOSITION INSTRUCTIONS: Item discontinued. Function and records transferred to Employee and  
 Management Development Division, Pre-Retirement Employee's Planning Assisting Retired Employees  
 (PREPARE) Program Section. 

ITEM   28218.  IN-HOUSE PUBLICATIONS FILE.   
 Newsletters and publications produced by the section. File includes Employees' Workbooks, Leaders'  
 Manuals, and Prepare Post Newsletters. 
 DISPOSITION INSTRUCTIONS: Item discontinued. Function and records transferred to Employee and  
 Management Development Division, Pre-Retirement Employee's Planning Assisting Retired Employees  
 (PREPARE) Program Section. 

ITEM   28219.  PUBLICATIONS RECEIVED FILE.   
 Publications received by the section through subscriptions. File includes magazines, bulletins, and  
 other materials. 
 DISPOSITION INSTRUCTIONS: Item discontinued. Function and records transferred to Employee and  
 Management Development Division, Pre-Retirement Employee's Planning Assisting Retired Employees  
 (PREPARE) Program Section. 

ITEM   28220.  RESEARCH FILE.   
 Records concerning pre-retirement planning. File includes journal articles, resources, and other related 
  research materials. 
 DISPOSITION INSTRUCTIONS: Item discontinued. Function and records transferred to Employee and  
 Management Development Division, Pre-Retirement Employee's Planning Assisting Retired Employees  
 (PREPARE) Program Section. 
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OFFICE OF STATE PERSONNEL 
EMPLOYEE SERVICES DIVISION 
PRE-RETIREMENT EMPLOYEE'S PLANNING ASSISTING RETIRED EMPLOYEES PROGRAM 
SECTION 

ITEM   28221.  RETIREMENT CERTIFICATE RECORDS FILE.   
 Records concerning the Governor's certificates of retirement for all state government agencies.  
 (Certificates are printed monthly.) 
 DISPOSITION INSTRUCTIONS: Item discontinued. Function and records transferred to Employee and  
 Management Development Division, Pre-Retirement Employee's Planning Assisting Retired Employees  
 (PREPARE) Program Section. 

ITEM   28222.  TRAINING FILE.   
 Records concerning the training and certification process of leaders for the Pre-Retirement Employee's 
  Planning Assisting Retired Employees (PREPARE) Program. 
 DISPOSITION INSTRUCTIONS: Item discontinued. Function and records transferred to Employee and  
 Management Development Division, Pre-Retirement Employee's Planning Assisting Retired Employees  
 (PREPARE) Program Section. 
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