
















DEPARTMENT OF ENVIRONMENT AND NATURAL RESOURCES 
ASSISTANT SECRETARY FOR ADMINISTRATION 
DIVISION OF PERSONNEL AND HUMAN RESOURCES 

ITEM   17829.  TEMPORARY POSITIONS FILE.   
 Records concerning temporary positions in the department. File includes completed forms submitted by 
  divisions requesting temporary positions, position descriptions, memorandums, and other related  
 records. 
 DISPOSITION INSTRUCTIONS: Destroy in office 2 year(s) after termination of position. 
ITEM   36765.  PERSONNEL MANAGEMENT INFORMATION SYSTEM (PMIS) DATABASE (ELECTRONIC)  
FILE.   
 Machine readable records concerning employees of the department. Employees' names, class codes,  
 starting and separation dates, and other related data are entered into this electronic file. (Comply with  
 applicable provisions of G.S. 126-22, 126-23, and 126-24 regarding confidentiality of personnel  
 records. Electronic database systems are maintained by State Information Processing Services (SIPS).) 

 DISPOSITION INSTRUCTIONS: Update in office electronic files routinely. 
ITEM   36766.  PERSONNEL PRINTOUTS FILE.   
 Computer printouts listing actions taken for each position in the department. (Comply with applicable  
 provisions of G.S. 126-22, 126-23, and 126-24 regarding confidentiality of personnel records.) 

 DISPOSITION INSTRUCTIONS: Destroy in office when reference value ends. 
ITEM   36767.  RECOMMENDATIONS FILE.   
 Recommendation forms submitted by interviewers of applicants for vacant positions. (Comply with  
 applicable provisions of G.S. 126-22 regarding confidentiality of personnel records.) 
 DISPOSITION INSTRUCTIONS: Destroy in office after 2 years if no charge of discrimination has been  
 filed. If charge has been filed, destroy in office 1 year after resolution of charge. 
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