DEPARTMENT HEALTH AND HUMAN SERVICES
DIVISION OF VOCATIONAL REHABILITATION

Proagram Records Retention and Disposition Schedule

The Program Records Retention and Disposition Schedule and retention periods governing the records series listed herein
are hereby approved. In accordance with the provisions of Chapters 121 and 132 of the General Statutes of North
Caralina, it is agreed that the records of the

DIVISION OF VOCATIONAL REHABILITATION

do not and will not have further official use or value for administrative, research, or reference purposes after the respective
retention periods specified herein. The N.C. Department of Cultural Resources consents to the destruction or other
disposition of these records in accordance with the retention and disposition instructions specified in this schedule.
However, records subject to audit or those legally required for ongoing official proceedings must be retained until released
from such audits or official proceedings, notwithstanding the instructions of this schedule. Public records including
electronic records not listed in this schedule or in the General Schedule for State Agency Records are not authorized
to be destroyed.

The
DIVISION OF VOCATIONAL REHABILITATION

agrees to destroy, transfer or dispose of records in the manner and at the times specified herein. This schedule is to
remain in effect until superseded.

APPROVAL RECOMMENDED

Gerry Schall, €hief Records Officer
Department of Health and Human Servjces
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George McCoy, Director v David J. Olson, Director
Division of Vocational Rehabilitation Division of Historical Resources
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ABOUT RECORDS RETENTION AND DISPOSITION SCHEDULES
IN NORTH CAROLINA STATE GOVERNMENT

Records may be destroyed only on the basis of both the program records schedule developed for your
office and the General Schedule for State Agency Records. The consistent and routine implementation of
the disposition instructions listed in these schedules provides the proper and legal foundation for the
disposition of public records through destruction or transfer to the State Records Center. Your program
records disposition schedule lists those program-specific records maintained in your office as reported to
the Division of Historical Resources. It lists only those records that are unique to your office, whether they
are to be destroyed in your office or transferred to the State Records Center. The General Schedule
addresses records commonly found in agencies throughout state government, provides uniform
descriptions and disposition instructions, and indicates minimum retention periods. Every schedule
provides a brief description of each records group (following the item identification number) and
instructions for their authorized disposition (following the words “DISPOSITION INSTRUCTIONS”).

Authority for these disposition instructions is contained in Chapters 121 and 132 of the General Statutes
of North Carolina. Compliance with the disposition instructions listed will help ensure conformity with
these laws. Compliance will also help assure that records of continuing value are retained and those no
longer of value are destroyed. Procedures to be followed in applying this schedule are explained in the
N.C. Administrative Code, Title 7, Chapter 4, Subchapter M, Section 500. Errors and omissions do not
invalidate these schedules or render them obsolete. All provisions of these schedules remain in effect
until they are officially superseded.

Supervisors or other responsible office personnel, acting through their Records Officers, are requested to
notify the Government Records Branch whenever corrections, additions, or deletions in program records
schedules should be made. Government Records Branch personnel will then amend that schedule in
order to ensure that it remains complete and accurate.

The official published version of the General Schedule is available through the Government Records
Branch's site on the World Wide Web (www), currently located at the following address:
http://www.ah.dcr.state.nc.us/sections/archives/rec/ (Please note that this address is subject to change

over time.)

The Government Records Branch will provide, upon request, the following assistance to agencies in the
maintenance and operation of records schedules: amendment or update of existing program schedules;
supply and delivery of boxes, tape and labeis for records listed on program schedules as scheduled to be
transferred to the State Records Center; pickup of records to be transferred; reference service on records
stored in the State Records Center; and advice and technical assistance in solving records management
problems. There is currently no charge for these services.

For questions, please contact
Albert W. Hargrove, Records Management Analyst
al.hargrove@ncmail.net

Street address: Government Records Branch Mailing address:
215 N. Blount St. NC Division of Historical Resources 4615 Mail Service Center
Raleigh, NC 27601-2823 : Raleigh, NC 27699-4615

Phone: 919.733.3540 Fax: 919.715.3627



ELECTRONIC MAIL AS A PUBLIC RECORD
Guidelines for Its Retention, Disposition, and Destruction

The Division of Historical Resources assumes that every state agency or other political unit in the state of
North Carolina sends and receives electronic mail (“e-mail”) or will shortly have the capability of doing so.
E-mail (unless it is personal in nature) contains information of value concerning, or evidence of, the
administration, management, operations, activities, and business of an office. Like paper records---such
as the memoranda, correspondence, reports, and the hundreds of other types of records received
traditionally, for example, through interoffice or U.S. mail or other avenues---e-mail has administrative,
legal, reference, and/or archival values. The content of electronic mail is a public record (according to
G.S. 121-2 (8) and 132.1) and may not be disposed of, erased, or destroyed without specific guidance
from the Department of Cultural Resources. This regulation, along with a current records retention and
disposition schedule, is intended to provide for that guidance.

Accordingly, agencies and their offices which use e-mail should normally retain or destroy e-mail by
following the provisions of either their own program-specific records retention and disposition schedule or
the General Schedule for State Agency Records. Taken together, these two schedules will guide the
filing of e-mail (whether in paper or electronic format) within existing records series, and the handling of it
according to the disposition instructions assigned to each such records series. Because of the
characteristics of the medium, however, electronic mail also possesses a dual identity. E-mail is also used
to transmit and receive messages which may have reference or administrative value but which are
simultaneously of an ephemeral, temporary, or transient nature. As such, e-mail of this kind functions in
some ways like telephone calls or telephone messages. Such messages remain public records but may
be treated as having a reference or administrative value which ends when the user no longer needs the
information such a record contains. E-mail of ephemeral or rapidly diminishing value may be erased or
destroyed when the user has determined that its reference value has ended.

Agencies and offices need, however, to pay particular attention to the sometimes complex requirements
for the retention of e-mail for longer periods of time, i.e. e-mail of more than transient value. E-mail in this
category may be retained in electronic or paper form (the latter may in some cases be the only means of
providing for archival retention, for example through microfilming of paper copies), but must be retained
for as long as the period specified in a valid records schedule. If retained in paper form, the copies must
retain transmission and receipt data. If electronic mail is retained in electronic form, office administrators
need to insure that their electronic environment (client server, mainframe computer in or outside their
agency, or office personal computer) assures the retention of e-mail for the required period of time. Office
administrators may need to contact relevant personnel at ITS (Information Technology Services), at their
own agency computer systems unit, or any other personnel who operate computer units or systems
immediately or remotely, to insure that such systems process e-mail in accordance with records retention
schedules and provide for backups, disaster recovery, physical and electronic security, and the general
integrity of the system, its components, and the records it generates and maintains. Office administrators
may also need to assure that office filing systems adequately provide for the proper classification of
electronic files (including e-mail) in the same manner as currently provided for paper-based files.

All state employees who use e-mail should regularly and consistently retain and delete e-mail in accord
with the program records retention and disposition schedule for their offices, the General Schedule for
State Agency Records, and other instructions, as provided above. Retention of e-mail or any other
records, whether in electronic or paper format, for longer than provided in a valid records retention and
disposition schedule leads to inefficiency and waste and may subject the affected unit to legal

vulnerabilities.

Street address: Government Records Branch Mailing address:
215 N. Blount St. NC Division of Historical Resources 4615 Mail Service Center
Raleigh, NC 27601-2823 Raleigh, NC 27699-4615

Phone: 919.733.3540 Fax: 919.715.3627



PUBLIC RECORDS WITH SHORT-TERM VALUE
Guidelines for Their Retention and Disposition

According to North Carolina General Statutes 121 and 132, every document, paper, letter, map, book,
photograph, film, sound recording, magnetic or other tape, electronic data processing record, artifact, or
other documentary material, regardless of physical form or characteristic, made or received in connection
with the transaction of public business by any state, county, municipal agency, or other political
subdivision of government is considered a public record and may not be disposed of, erased, or
destroyed without specific guidance from the Department of Cultural Resources. The Department of
Cultural Resources recognizes that many records exist that may have very short-term value to the
creating agency. These guidelines, along with an approved program records retention and disposition
schedule and the General Schedule for State Agency Records, are intended to authorize the expeditious
disposal of records possessing only brief administrative, fiscal, legal, research, or reference value, in
order to enhance the efficient management of public records. Examples of those records include:

= Facsimile cover sheets containing only transmittal (“to” and “from”) information, or

information that does not add significance to the transmitted material.

Routing slips or other records that transmit attachments.

Reservations and confirmations.

Personal messages (including electronic mail) not related to official business.

Preliminary or rough drafts containing no significant information that is not also contained in

the final drafts of the records.

= Documents downloaded from the World Wide Web or by file transfer protocol not used in the
transaction of business.

= Records that do not contain information necessary to conduct official business, meet
statutory obligations, carry out administrative functions, or meet organizational objectives.

The records described above may be destroyed or otherwise disposed of when their reference value
ends.

This guideline is not intended to serve as authorization to destroy or otherwise dispose of unscheduled
records. This guideline is intended to complement the use of both an approved records retention and
disposition schedule for the creating agency or unit, and the General Schedule for State Agency Records,
not replace or supersede either. Should a creating agency or unit lack an approved program records
retention and disposition schedule, it may not destroy or otherwise dispose of any records in its custody,
whether in electronic, paper, or other format (including electronic mail), which are not so authorized by the
General Schedule. Such offices should contact the Government Records Branch of the Division of
Historical Resources for assistance in creating a schedule.

While records of short-term value may be discarded as described above, all public employees should be
familiar with specific program records retention and disposition schedules and applicable guidelines for
their office, the General Schedule for State Agency Records, as well as the public records law (G.S.
§132). When in doubt about whether a record has short-term value, or whether it has special significance
or importance, retain the record in question.

Street address: Government Records Branch Mailing address:
215 N. Blount St. NC Division of Historical Resources 4615 Mail Service Center
Raleigh, NC 27601-2823 Raleigh, NC 27699-4615

Phone: 919.733.3540 Fax: 919.715.3627



DEPARTMENT OF HEALTH AND HUMAN SERVICES
DIVISION OF VOCATIONAL REHABILITATION
PURCHASING AND TECHNOLOGY SERVICES
PURCHASING AND PROPERTY CONTROL

ITEM

ITEM

ITEM

ITEM

ITEM

ITEM

ITEM

ITEM

ITEM

7447. ACTIVE CLIENTS' EQUIPMENT CONTROL CARDS FILE

Control cards concerning vocational rehabilitation clients using equipment purchased by the
Division of Vocational Rehabilitation.

DISPOSITION INSTRUCTIONS: Item discontinued. All records destroyed.

7449. ACTIVE CLIENTS' EQUIPMENT CASE FILE
Records authorizing the purchase of equipment for clients.

DISPOSITION INSTRUCTIONS: Destroy in office 5 years after equipment is sold, repossessed,
or transferred out of agency ownership.

7450. INACTIVE CLIENTS' EQUIPMENT CASE FILE
Records concerning equipment purchased for inactive clients.

DISPOSITION INSTRUCTIONS: Item discontinued. All records destroyed.

7451. CLIENTS' EQUIPMENT INVENTORY RECORD SLIPS FILE
Inventory slips concerning each item of equipment purchased and assigned to vocational
rehabilitation clients.
DISPOSITION INSTRUCTIONS: Item discontinued. All records destroyed.

7452. CLIENTS' EQUIPMENT INVENTORY SLIPS CROSS-REFERENCE FILE
Equipment inventory record slips used as cross reference.

DISPOSITION INSTRUCTIONS: Item discontinued. All records destroyed.

7453. SOCIAL SECURITY TRUST FUND CLIENTS' CASE FILE

Records concerning Social Security Trust Fund clients who are authorized for the purchase of
equipment.

DISPOSITION INSTRUCTIONS: Item discontinued. All records destroyed.

7455. SURPLUS EQUIPMENT MEMORANDUMS FILE

Records in paper and electronic formats concerning repossessed equipment listings and letters
prepared by the Property Control Agent to keep local Division of Vocational Rehabilitation offices
informed of all equipment available for reassignment.

DISPOSITION INSTRUCTIONS: Destroy in office records in paper and electronic formats after 6
years.

7456. MOTOR VEHICLE CERTIFICATES OF TITLE FILE

Certificates of title and related records concerning all vehicles owned and operated by the
Division of Vocational Rehabilitation. File includes security agreements, papers supporting liens,
reports, bids, various financial records, and related correspondence.

DISPOSITION INSTRUCTIONS: Transfer certificates of title of motor vehicles to the Department
of Administration when vehicle is sold for surplus property or transfer with vehicle when
ownership is assumed by another agency. Destroy in office security agreements with all related
correspondence and papers supporting lien 5 years after contract agreement is terminated.
Destroy in office travel requests, invoices, gas tickets, and all related financial records after 6
years and when released from all audits. Destroy in office bids on sale of surplus property and all
related correspondence and reports detailing negotiations with other agencies or individuals
concerning the purchasing of used agency property after 2 years.

7457. ASSIGNED VEHICLES MONTHLY TRAVEL LOG FILE
Control ledgers used to monitor the use of permanently-assigned vehicles.

DISPOSITION INSTRUCTIONS: Destroy in office after 2 years.



DEPARTMENT OF HEALTH AND HUMAN SERVICES
DIVISION OF VOCATIONAL REHABILITATION
PURCHASING AND TECHNOLOGY SERVICES
PURCHASING AND PROPERTY CONTROL

ITEM 45846. VENDOR (W9) FILE

Forms (IRS form W-9) used to enter information into computer database in North Carolina
Accounting System (NCAS) to generate payments for services rendered. File includes vendors'
names, addresses, and employees' identification numbers (EIN).

DISPOSITION INSTRUCTIONS: Destroy in office when vendor has been inactive for 3 years.



DEPARTMENT OF HEALTH AND HUMAN SERVICES
DIVISION OF VOCATIONAL REHABILITATION
PURCHASING AND TECHNOLOGY SERVICES
TECHNOLOGY SERVICES

ITEM 45850. WANG DATABASE (ELECTRONIC) FILE

Electronic records concerning files created on the Wang system. Electronic file includes bulletin
board messages, correspondence, memorandums, and other related records.

DISPOSITION INSTRUCTIONS: Records transferred to Client Automation and Tracking System
(CATS) Database (Electronic) File, (Item 46093).

ITEM 46093. CLIENT AUTOMATION AND TRACKING SYSTEM (CATS) DATABASE (ELECTRONIC)
FILE

Electronic records concerning the various client programs in the Division of Vocational
Rehabilitation used by counselors in dealing with clients. Electronic file includes authorizations,
invoices, evaluations, educational and employment histories, client demographics, budget
records, and other related data. (Comply with applicable provisions of 34 CFR 361.38 regarding
the confidentiality of client records.) (File maintenance and backup procedures conducted by
Information Technology Services (ITS).)

DISPOSITION INSTRUCTIONS: Destroy in office when reference value ends.





