








PUBLIC LIBRARIAN CERTIFICATION COMMISSION 

ITEM   899.  PUBLIC LIBRARIAN CERTIFICATION COMMISSION MINUTES FILE.   
 Official minutes of the commission. 
 DISPOSITION INSTRUCTIONS: Transfer to the State Records Center after 5 years to be  
 microfilmed for permanent storage. Microfilmed paper records will be returned to agency after  
 micofilming. Retain in office microfilmed paper records permanently. The original copy (silver- 
 halide) of microfilm will be stored permanently in the State Archives vault. Transfer a duplicate  
 copy of the official signed minutes to the State Records Center after each meeting for security  
 storage. The duplicate copy will be destroyed in the State Records Center when original records  
 microfilmed. 

ITEM   17981.  PUBLIC LIBRARIAN CERTIFICATIONS (APPROVED) FILE.   
 Applications for certification as public librarians that have been approved by the commission.  
 File also includes college transcripts and correspondence. (Comply with applicable provisions  
 of 20 USCA 1232g regarding confidentiality of records.) 
 DISPOSITION INSTRUCTIONS: Retain in office permanently. 
ITEM   17982.  PUBLIC LIBRARIAN CERTIFICATION CROSS-REFERENCE FILE.   
 Cards used to cross-reference applications for public librarian certifications. 
 DISPOSITION INSTRUCTIONS: Retain in office permanently. 
ITEM   27473.  COMMISSION'S REFERENCE FILE.   
 Records concerning quarterly meetings of commissioners to certify applicants. File includes  
 agendas, requests for meeting room, meeting notices, lists of applicants, and other related  
 records. 
 DISPOSITION INSTRUCTIONS: Destroy in office after 2 years. 
ITEM   27474.  CORRESPONDENCE FILE.   
 Routine correspondence and memorandums created and received in the office concerning day- 
 to-day operations. 
 DISPOSITION INSTRUCTIONS: Destroy in office when administrative value ends. 
ITEM   27475.  PUBLIC LIBRARIAN CERTIFICATIONS (DISAPPROVED) FILE.   
 Applications for certification as public librarians that have not been approved by the commission. 
  File also includes college transcripts. (Comply with applicable provisions of 20 USCA 1232g  
 regarding confidentiality of records.) 
 DISPOSITION INSTRUCTIONS: Transfer applications for certification to the Public Librarian  
 Certifications (Approved) File (Item 17981) when approval is granted by commission. Destroy in  
 office remaining records after 3 years. 

ITEM   27476.  TRAVEL REIMBURSEMENTS FILE.   
 Requests for reimbursement for travel and other related expenses. 
 DISPOSITION INSTRUCTIONS: Destroy in office after 3 year(s) if no litigation, claim, audit, or  
 other official action involving the records has been initiated. If official action has been initiated,  
 destroy in office after completion of action and resolution of issues involved. 
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PUBLIC LIBRARIAN CERTIFICATION COMMISSION 

ITEM   27477.  WORD PROCESSING FILE.   
 Machine readable records concerning the administration and management of the office. File  
 includes correspondence, mailing lists, various reports and studies, form letters, and other  
 related records. (NOTE: Source documents returned to originating personnel after being  
 recorded on tape/floppy disks should be disposed of in originating office only in accordance with 
  that office's records disposition schedule.) 
 DISPOSITION INSTRUCTIONS: Return source documents to originating personnel after  
 information is recorded on tape/floppy disks. Erase or update in office electronic records when  
 administrative value ends. Destroy in office systems documentation when administrative value  
 ends. 

ITEM   45734.  LISTING OF CERTIFIED PUBLIC LIBRARIANS (ELECTRONIC) FILE.   
 Electronic records concerning librarians approved for public librarian certification in North  
 Carolina. Electronic file includes each librarian's name, address, date of degree, institution  
 granting degree, certificate number, and date certified. File also includes backup records. 
 DISPOSITION INSTRUCTIONS: Transfer backup records to an off-site location for backup  
 storage and update quarterly. Erase/destroy in office backup records when superseded or  
 obsolete. Retain in office remaining records permanently. 
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