








DEPARTMENT OF HEALTH AND HUMAN SERVICES 
OFFICE OF THE SECRETARY 
PERSONNEL OFFICE 

ITEM   1613.  INACTIVE PERSONNEL FILE.   
 Records concerning inactive departmental employees. File includes or concerns qualifications, position 
  classification, promotions or transfers, performance evaluations, and other related records. (Comply  
 with provisions of G.S. 126-22, 126-23, and 126-24 regarding confidentiality of personnel records.)  
 Amended 10-11-02 
 DISPOSITION INSTRUCTIONS: Transfer to the State Records Center 5 years after employee terminates  
 service. Records will be held for agency in the State Records Center 25 additional years and then  
 destroyed. Destroy records currently being held in the State Records Center 30 years from date of  
 record. 

ITEM   16878.  ADMINISTRATIVE SUBJECT FILE.   
 Correspondence, memorandums, and reference copies of federal laws and guidelines concerning  
 personnel administration within the Department of Human Resources. File includes or concerns  
 program review, Equal Employment Opportunity, Fair Labor Standards Act, grievance policy, budget,  
 reference copies of position classification studies, and other related records. 
 DISPOSITION INSTRUCTIONS: Destroy in office federal laws and guidelines when superseded.  
 Destroy in office correspondence and memorandums after 5 years. Destroy in office remaining  
 records when reference value ends. 

ITEM   16879.  AGENCIES FILE.   
 Correspondence between the Personnel Manager and certain divisions and offices within the  
 Department of Human Resources. 
 DISPOSITION INSTRUCTIONS: Destroy in office when administrative value ends. 
ITEM   16882.  ACTIVE PERSONNEL FILE.   
 Applications for employment, personnel action forms, withholding reports, and increment or change in  
 basic salary forms. File includes reference letters, notifications of reclassification, personal history  
 information, and other related records. (Comply with provisions of G.S. 126-22, 126-23, and 126-24  
 regarding confidentiality of personnel records.) 
 DISPOSITION INSTRUCTIONS: Transfer to the Inactive Personnel File when employee terminates  
 service or to the appropriate Department of Human Resources division when employee transfers. 

ITEM   16889.  VACANCY REPORTS FILE.   
 Position vacancy reports received weekly concerning vacant positions. Information includes  
 classification, salary grade, the job location, and when the position will be available. 
 DISPOSITION INSTRUCTIONS: Destroy in office 1 year after date on report. 
ITEM   16891.  POSITIONS TRANSFERRED OUT FILE.   
 Records concerning positions transferred to other departments or divisions in the Department of  
 Human Resources. 
 DISPOSITION INSTRUCTIONS: Retain in office permanently. 
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