








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

 
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. 

ITEM  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. 

ITEM  7450.  INACTIVE CLIENTS' EQUIPMENT CASE FILE 
Records concerning equipment purchased for inactive clients. 
DISPOSITION INSTRUCTIONS: Item discontinued. All records destroyed. 

ITEM  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. 

ITEM  7452.  CLIENTS' EQUIPMENT INVENTORY SLIPS CROSS-REFERENCE FILE 
Equipment inventory record slips used as cross reference. 
DISPOSITION INSTRUCTIONS: Item discontinued. All records destroyed. 

ITEM  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. 

ITEM  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. 

ITEM  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. 

ITEM  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. 
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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. 
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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. 
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