






DEPARTMENT OF HEALTH AND HUMAN SERVICES 
DIVISION OF SOCIAL SERVICES 
PERSONNEL SECTION 

ITEM   2101.  INACTIVE PERSONNEL FILE.   
 Records concerning former employees. (Comply with provisions of G.S. 126-22, 126-23, and 126-24  
 regarding confidentiality of personnel records.) Amended 7-10-02 
 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 held in the State Records Center 30 years from date of record. 

ITEM   7256.  ORGANIZATION FILE.   
 Correspondence concerning personnel administration within the department and division. File includes  
 Office of State Personnel correspondence and information and local and regional information. 

 DISPOSITION INSTRUCTIONS: Destroy in office when administrative value ends. 
ITEM   7257.  BENEFITS FILE.   
 Records concerning various benefits available to state employees. 
 DISPOSITION INSTRUCTIONS: Destroy in office when superseded or obsolete. 
ITEM   7258.  REPORTS FILE.   
 Federal and state reports concerning personnel within the division. File includes the department's  
 annual plan of work and personnel audit worksheets. 
 DISPOSITION INSTRUCTIONS: Destroy in office when reference value ends. 
ITEM   7260.  COMPETITIVE APPLICANT LISTING FILE.   
 Requests for certification, competitive applicant listings, and letters to persons listed. 
 DISPOSITION INSTRUCTIONS: Item discontinued. Destroy in office immediately. 
ITEM   7265.  REQUESTS FOR POSITION ACTION FILE.   
 Requests for position action. 
 DISPOSITION INSTRUCTIONS: Destroy in office after 3 years. 
ITEM   7266.  BUDGET (606) FILE.   
 Reference copies of approved budget records (BD-606). 
 DISPOSITION INSTRUCTIONS: Destroy in office after 3 years. 
ITEM   7274.  STATE AND COUNTY EMPLOYEES' CARD INDEX FILE.   
 Cards used as an index to active and inactive county and state personnel. Information includes name  
 of employee, county where currently employed, active date of employment, inactive date of  
 employment (if applicable), date the inactive personnel folder was transferred to the State Records  
 Center, and other related information. Information also includes cross reference card for change of  
 name during employment. 
 DISPOSITION INSTRUCTIONS: Retain in office permanently. 
ITEM   7413.  FIRST AID LOGS FILE.   
 Logs concerning first aid administered by first aid personnel. 
 DISPOSITION INSTRUCTIONS: Item discontinued. Destroy in office immediately. 
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