








DEPARTMENT OF HEALTH AND HUMAN SERVICES 
DIVISION OF VOCATIONAL REHABILITATION 
PERSONNEL SECTION 

 
ITEM  2214.  INACTIVE PERSONNEL FILE 

Personnel records concerning former employees. (Comply with applicable provisions of G.S. 126-
22, 126-23, and 126-24 regarding confidentiality of personnel records.) 
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  7312.  PERSONNEL OFFICER'S RESEARCH AND PLANNING FILE 
Publications, reports, studies, and surveys concerning long-range program planning, staff 
training, and promotions. 
DISPOSITION INSTRUCTIONS: Destroy in office when administrative value ends. 

ITEM  7313.  PERSONNEL OFFICER'S ALPHABETICAL SUBJECT FILE 
Reference copies of personnel records concerning committees, associations, guidelines, and 
reports. File includes memorandums, publications, and other personnel-related matters. 
DISPOSITION INSTRUCTIONS: Destroy in office when administrative value ends. 

ITEM  7314.  PERSONNEL OFFICER'S STAFF CORRESPONDENCE FILE 
Staff memorandums and Personnel Officer's correspondence with state office staff and field staff 
concerning recruitment, classification, training, and promotion of employees. 
DISPOSITION INSTRUCTIONS: Destroy in office when administrative value ends. 

ITEM  7315.  PERSONNEL TECHNICIAN'S SUBJECT FILE 
Subject file concerning personnel policies and procedures. File includes personnel and 
employment data concerning leave, merit increments, position growth, and other related subjects. 
DISPOSITION INSTRUCTIONS: Destroy in office state and federal guidelines, memorandums, 
and directives when obsolete or superseded. Destroy in office state and federal employment 
statistics, reports, and summaries when administrative value ends. Destroy in office personnel 
data after 3 years. 

ITEM  7316.  PERSONNEL ANALYST'S SUBJECT FILE 
Staff correspondence, memorandums, reports, surveys, and publications used to plan and 
coordinate personnel activities. 
DISPOSITION INSTRUCTIONS: Destroy in office when administrative value ends. 

ITEM  7317.  EMPLOYEE RELATIONS OFFICER'S SUBJECT FILE 
Staff correspondence, memorandums, reports, surveys, and publications used to plan and 
coordinate employee relations and employment policies. 
DISPOSITION INSTRUCTIONS: Destroy in office when administrative value ends. 

ITEM  7318.  POSITION SPECIFICATIONS REFERENCE FILE 
Records concerning Office of State Personnel position specifications for each type of state 
government position. 
DISPOSITION INSTRUCTIONS: Destroy in office when superseded or obsolete. 

ITEM  7319.  POSITION DESCRIPTION FILE 
Records concerning position descriptions with supporting papers. 
DISPOSITION INSTRUCTIONS: Transfer to Deleted Position History File when position is 
deleted. 
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DEPARTMENT OF HEALTH AND HUMAN SERVICES 
DIVISION OF VOCATIONAL REHABILITATION 
PERSONNEL SECTION 

 
ITEM  7320.  POSITION CONTROL CARD FILE 

Cards concerning the history of established positions. 
DISPOSITION INSTRUCTIONS: Transfer to Deleted Position History File when position is 
deleted. 

ITEM  7325.  EMPLOYEE TIME CARDS FILE 
Monthly and annual employee time cards. 
DISPOSITION INSTRUCTIONS: Destroy in office after 4 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. 

ITEM  7326.  WORK STUDY PROGRAM FILE 
Correspondence and reports concerning agency participation in the program. 
DISPOSITION INSTRUCTIONS: Destroy in office after 6 years. 

ITEM  45814.  SAFETY AND HEALTH MANUALS FILE 
Procedure manuals for Workers' Compensation, Employee Safety, Hazardous Communication 
(Right to Know) Exposure Control Plan, and Emergency Evacuation Procedures. 
DISPOSITION INSTRUCTIONS: Destroy in office when superseded or obsolete. 
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