DEPARTMENT OF CRIME CONTROL AND PUBLIC SAFETY
STATE HIGHWAY PATROL
FORMS RETENTION SCHEDULE

Program Records Retention and Disposition Schedule

The Program Records Retention and Disposition Schedule and retention pertods 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 Carolina,
itis agreed that the records of the

STATE HIGHWAY PATROL

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.

The Department of Crime Controf and Public Safety and the Department of Cultural Resources agree that certain records
series have minimal administrative, reference, or historical value. When the custodian of any official State records certifies fo
the Depariment of Cultural Resources that such records have no further use or value for official and administrative businass
and when the Depariment cerlifies that such records appear to have no further use or value for research or reference, then
such records may be desiroyed or otherwise disposed of by the agency having custedy of them. As part of its program
operations the Departiment of Revenue agrees to establish and enforce internal policies. The policy will specify how long
those records must be retained and when they must be destroyed. '

E-mail messages sent or received by Executive Branch agencies shall be retained for 10 years pursuant to Executive Order
No. 18 (issued July 7, 2009 by Governor Beverly Perdue) and as set forth in G1 of the General Schedule for State Agency
Records. Any E-mail messages requiring retention longer than 10 years, including -those with permanent historical value,
shall be designated with specific retention periods in this program records 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
STATE HIGHWAY PATROL

agrees lo 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
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Denlse Goodwin, Ghief Records Offtcér
Depariment of Crime Conlrol and Public Safety

Glwhiba o A )y
Colonel M.W.Gilchrist, Commandar, David Brook, Director .
State Highway Patrol Division of Historical Resources

APPROVED
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Relben F. Young, fcretary nda A, Carlisle, Secrelary
Department of Crime Control &nd Public Safety Depariment of Cultural Resources

December 17, 2010 PDI

This schedule was modified as part of the
creation of the Department of Public Safety.
ltems discontinuad of items whose functions

and records have transferred have been deleted.
Remalning items are effective January 1, 2012,
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22365. EVIDENCE ORGANIZER AND REPORT OF BACKGROUND INVESTIGATION FILE.

Form HP-720 used to record information concerning appiicants' qualifications and suitability for
employment. (Comply with applicable provisions of G.S. 126-22 - 29 regarding confidentiality of
personnel records.)

DISPOSITION INSTRUCTIONS: Transfer records for applicants who are hired to agency
personnel office to be incorporated into official personnel file 1 ysar after employee terminates
service. Destroy in office rejected applicants' records § years after date of receipt.

22399. USE OF FORCE / ASSAULT REPORT OFFENDER CONTINUATION FORM FILE.

Completed form HP-344A to document incidents when a Highway Patrol sworn member uses force
or is assaulted. (Data is entered into the Computer Aided Dispatch (Etectronic} Database {CAD)
File {Item 49124 of the Troop Operations’ schedule).) (Comply with applicable provisions of G.S.
126-22 - 29 regarding confidentiality of personnal records.)

DISPOSITION INSTRUCTIONS: Transfer original fo personnel file after Review Board's final
examination, if no fitigation, 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. Destroy in office reference copies after 3 years and 1 month.

22408. TRAFFIC SAFETY INFORMATION ACTIVITIES (ELECTRONIC) FILE.

Completed form HP-51A in electronic format by Traffic Safety Information (TS1} used to provide a
summary of TS activities.

DSPOSITION INSTRUCTIONS: Destroy in office original records after 2 years.

22439. TRANSCRIPT OF BASIC SCHOOL GRADES FILE.

Completed form HP-725 by Basic School Secretary used to record the grades for each student

during the course of altendance at the Highway Patrol School. {Compiy with applicable provisions
of 20 USC 1232¢g regarding the confidentiality of student records.)

DISPOSITION INSTRUCTIONS: Transfer to official personnel file 1 year after employee
terminates service.

22465, EQUIPMENT REPAIR AND PARTS ORDER (ELECTRONIC) FILE.

Completed form CL-17 in electronic format, which serves as a work assignment sheet, provides a
record of work performed, and parts and materials used to service vehicles, and serves as the
source document for data entry into the Equipment Repalr and Part Order database.
DISPOSITION INSTRUCTIONS: Destroy in office after final disposition of vehicle.

22467. ELECTRONICS MAINTENANCE SUMMARY (ELECTRONIC) FILE.

Completed form CL-19 in electronic format used to record electronics maintenance work performed.

DISPOSITION INSTRUCTIONS:; Destroy in office after 1 year.

22470. SIGNAL 22 (ELECTRONIC) FILE.

Completed form CL-22 in electronic format used to record the number of fatal and personal injury
accidents and number of persons killed or injured for each twenty-four hour period within each
troop area. (Data is entered into the Computer Aided Dispatch (Electronic) Database (CAD) File
(Item 49124 of the Troop Operations’ scheduie).)

DISPOSITION INSTRUCTIONS: Destroy in office after 5 years.

22471. REMOTE SITE EMERGENCY GENERATOR QUARTERLY INSPECTION FILE.

Completed form CL-23 used to record checks, service, and repairs to emergency generators.
DISPOSITION INSTRUCTIONS: Destroy in office after 3 years.
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22474, SLIP LOG FILE.

Computer data CL-28 In paper and electronic formats used to maintain a record of all radio
messages. (Data is entered into the Computer Aided Dispatch (Electronic) Database (CAD) File
(iterm 49124 of the Troop Operations’ schedule).)

DISPOSITION INSTRUCTIONS: Destroy paper records in office after data is entered into
Computer Aided Dispatch (Electronic) Database (CAD) File (ltem 49124 of the Troop Operations’
schedule). Destroy electronic records in office after 4 years.

22480, ESTIMATE OF VEHICLE COST FILE.

Completed form CL-38 used to determine the cost of repairs of wrecked or damaged Highway
Patrol vehicles and to provide estimates of damage to insurance carriers and other responsible
parties.

DISPOSITION INSTRUCTIONS: Destroy in office when reimbursement is obtained or when case
is closed, whichever occurs later.

22481. NEW PATROL VEHICLE AND EQUIPMENT FILE.

Completed form CL-37 In paper and electronic formats used to provide patrol vehicle information to
serve as a record of special equipment installed and to serve as a receipt of issuance of a new
patrol vehicle.

DISPOSITION INSTRUCTIONS: Destroy in office when ownership of vehicle is terminated.
22538. NOTIFICATION OF TRANSPORTATION OF SPENT NUCLEAR FUEL FILE.
Completed form HP-800 by Patrol Headquarters member receiving nhotification from various
sources concerning notification and statistical data regarding the transportation of spent nuclear
fuel.

DISPOSITION INSTRUCTIONS: Destroy in office after 2 years.

22551. RIDE AGREEMENT FILE,

Completed form HP-3 concerning authorization and walver of liability of parsons who ride with
Highway Patrol sworn members of the Highway Patrol.

DISPOSITION INSTRUCTIONS: Destroy in office after 3 years if no litigation, claim, audit, or other
official action involving the records has been initiated. If official action has heen initiated, destroy in
office after completion of action and resolution of issues involved.

22572. REQUEST FOR SERVICE OF PROCESS FILE.

Completed form HP-47 used to expedite the service of Highway Patrol warrants and other legal
process.

DISPOSITION INSTRUCTIONS: Destroy in office 45 days from the 30th of sach month the warrant
or other legal process is served.

22585. ADULT MIRANDA WARNINGS FILE,

Completed form HP-306 by Highway Patrol sworn member providing custodial questioning to

ensure that Highway Patrol sworn members comply with statutory and constitutional provisions
when interrogating persons.

DISPOSITION INSTRUCTIONS: Destroy in office after case is finally adjudicated.
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22588. WARNING TIGKET FILE.

Copy of completed form HP-308 by enforcement Highway Patrol sworn members used as a written
warning to highway users for conduct constituling a potential hazard to the motoring public not
amounting to a definite, clear-cut, substantial violation of the motor vehicle laws; and, when
vehicles with improper equipment are detected. (Data is entered into the Computer Aided Dispaich
{Electronic) Database (CAD) File (ltem 49124 of the Troop Operations’ schedule).)

DISPOSITION INSTRUCTIONS: Destroy after data is entered into Computer Aided Dispatch
(Electronic) Databases {CAD) File (Item 43124 of the Troop Operations’ schedule).
22590. REPORT OF VIOLATION OF SCHOOL BUS LAW G.S. 20-217 FILE.

Completed form HP-311 use to handle complaints for viclations. Form is used to assign a trooper
fo investigaie.

DISPOSITION INSTRUCTIONS: Destroy in office after 1 year.

22592, HIGHWAY CONDITION REPORT (REFERENCE) FILE.

Reference copy of completed form HP-320 used to provide the Department of Division of Highway
Traffic Engineering Unit with reports of unsafe highway conditions and defects, which have caused,
or may cause, traffic accidents or collisions. (Data is entered into Department of Transportation’s
web portal.}

DISPOSITION INSTRUCTIONS: Destroy in office after 1 year.

22600, USE OF FORCE / ASSAULT REPORT FiLE.

Completed form HP-344 to document incidents when a Highway Patrol sworn member uses force
or Is assaulted. (Data is entered into the Computer Aided Dispatch (Electronic) Database (CAD)

File (Item 49124 of the Troop Operations’ schedule).) {Comply with applicable provisions of G.S.
126-22 - 28 regarding confidentiality of personnel records.)

DISPOSITICN INSTRUCTIONS: Transfer original to personnet file after Review Board's final
examination, 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. Destroy in office reference copies after 3 years and 1 month.

22630. SEIZED PROPERTY REPORT FILE.

Completed form HP-52 used to record seized property and ils disposition and serves as a receipt
for and inventory of the seized property. Property seized may include liquor, controfled substance,
and drug paraphernalia.

PISPOSITION INSTRUCTIONS: Destroy in office after 2 years.

22638. ELECTRONICS MAINTENANCE FILE,

Completed form CL-29 used to provide a maintenance record of electronics equipment serviced by
the Communications and Logistics Division. The file also substilutes as a work licket for billing
purposes for other agencies,

DISPOSITION INSTRUCTIONS: Destroy in office after 2 years.

22639. NOTICE OF TRANSFER OF MATERIALS AND SUPPLIES FILE.

Completed form CL-33 used to record the transfer of materials and supplies from a central
warehouse or supply depot to a garage, radio repair shop, or Troop or District Headquarters.
DISPOSITION INSTRUCTIONS: Destroy in office after 2 years.

22668. TRANSPORTATION OF OFFICIALS IN PATROL CARFILE,

Completed form HP-301 concerning transportation of officials and man-hours expended on
assignment.

DISPOSITICN INSTRUCTIONS: Dastroy in office after 1 year.
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22662. REQUEST FOR USE OF PATROL VEHICLE FOR OFF-DUTY TRAVEL FILE.
Completed form HP-312 used to request approval for use of a patrol vehicle for official travel.

DISPOSITION INSTRUCTIONS: Destroy In office after 1 year.
22666. SPECIAL INCIDENT REPORT FILE.

Completed form HP-335 used to provide a record of Highway Patrol involvement during unusual
ocourrences and special events (e.g. entertainment/sporting events, races, fairs, festivals, large
spectator attended events, etc.). The HP-335 form constitutes a comprehensive analysis and
accounting of all activities during the entire operation and it outlines in a sequentialichronological
order, the pros and cons of Highway Patrol involvement and includes recommendations for
increased proficlency.

DISPOSITION INSTRUCTIONS: Destroy in office after 2 years.
22667. STAFF INSPECTION REPORT FILE.

Complsted form HP-340 by inspecting officer used to record facts disclosed during Highway Patrol
Troop staff and Line inspections through svery component of the Highway Patrol.

DISPOSITION INSTRUCTIONS: Destroy in office after 2 years.
22672. INDIVIDUAL GLOTHING AND EQUIPMENT RECORD YEARLY (ELECTRONIC) FILE.

Completed form HP-715A in electronic format by Logistics personnel, District First Sergeants, and
Troop Commanders for Highway Patrol sworn members of their respective districts and troops
used to provide a record of clothing and equipment issued.

DISPOSITION INSTRUCTIONS: Destroy in office when employee terminates service.
22688. WEEKLY DISTRICT DUTY ASSIGNMENT SHEET FILE,

Completed form HP-801 used to provide a work sheet for planning District/Unit work schedules for
enlry into the Computer Aided Dispatch (Electronic) Databases {CAD) File (ltem 49124 of the
Troop Operations’ schedule).)

DISPOSITION INSTRUCTIONS: Destroy in office after end of each week.
35451. REPORT OF INVESTIGATION FILE.

Completed form HP-721 by Internal Affairs or assigned Personnel used to document facts and
information concerning complaints and other incidents involving Highway Patrol personnel. (Comply
with applicable provisions of G.S. 126-22 - 29 regarding confidentiality of personnel records.)

DISPOSITION INSTRUCTIONS: Transfer personnel complaints to the State Records Center 6
years after employee terminates service. Records will be held for agency in the State Records
Center 25 additional years and then destroyad. Destroy records currently held in the State Records
Center 30 years from date of record. Destroy in office patrol car collisions and patrot car incident
reports 5 years after employee terminates service 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. Destroy in office other incident reports after
3 years 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 complefion of action and resolution of issties
involved.
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46013. DRIVER [ EQUIPMENT INSPECTION REPORT FILE.

Completed form ENF-500 used as an inspection report for Commercial Motor Vehicle (CMV} to
indicate violations of Federat motor carrier safety regulations. {Data is entered into the Federal Fuel
Tax Compliance System (TaCS) Database, (item 49130 of Motor Carrier Enforcement Section's
schedule).) (Comply with applicable provisions of 5 USC Sec. 552a regarding confidentiality of
records maintained on individuals.)

DISPOSITION INSTRUCTIONS: Destroy in office after 3 years if no litigation, claim, audit, or other
official action involving the records has been initiated. If official aclion has been initiated, destroy in
office after completion of action and resolution of Issues involved,

46014. COMMERCIAL MOTOR VEHICLE CRASH NOTIFICATION FORM FILE.

Completed form ENF-504 used by the Highway Patrol to notify Motor Carrier Enforcement {MCE)
Headquarters personnel of certain Commercial Motor Vehicle (CMV) crashes occurring within the
state of North Carolina. (Comply with applicable provisions of 5 USC Sec. 552a regarding
confidentiality of records maintained on individuals.)

DISPOSITION INSTRUCTIONS: Destroy in office after 1 year.

48015. PERMIT VIOLATIONS CiVIL FINE ASSESSMENT FILE.

Completed form ENF-004 used as official hotice for viclations of G.8. 20 commercial motor vehicle
statutes. (Data is entered into the Federal Fuel Tax Compliance System (TaGS) Database, {ltem
49130 of Motor Carrier Enforcement Saction’s schedule).) (Comply with applicable provisions of 5
USC Sec. 562a regarding confidentiality of records malntained on individuals.)

DISPOSITION INSTRUCTIONS: Destroy in office 1 year after citation is issued.

48775. VEHICLE SIGHTING FOR FUEL TAX TRACKING FILE.

Completed form ENF-002 used to obtain data for fuel fracking under the Internationat Fuel Tax
Agreement (IFTA). (Data is entered into the Federal Fuel Tax Compliance System (TaCS)

Database, (Item 49130 of Moter Carrier Enforcement Section's schedule).) (Comply with applicable
provisions of 5 USC Sec. 552a regarding confidentiality of records maintained on individuals.)

DISPOSITION INSTRUCTIONS: Destroy in office upon data eniry.

46776. NOTICE OF INTERSTATE/INTRASTATE FOR-HIRE VIOLATIONS FILE,

Completed form ENF-003 used as official notice for violations of G.S. 20 commercial motor vehicle
statutes. (Data is entered into the Federal Fuel Tax Compliance System (TaCS) Database, (ltem
49130 of Motor Carrier Enforcement Sectlon' schedule).) (Comply with applicable provisions of b
USC Sec. 552a regarding confidentiality of records maintained on individuals.)

DISPOSITION INSTRUCTIONS: Destroy in office 1 year after citation Is issued.

46783. COMMERCIAL TRUCK DRIVER TRAINING SCHOOL INSTRUCTOR QUALIFICATION

WORKSHEET FILE.

ITEM

Completed form HP-603 by inspecting Highway Patrol sworn member used to check the
qualifications of an instructor for Commercial Truck Driving School.

DISPOSITION INSTRUCTIONS: Destroy in office after 3 years.
46784. MAINTENANCE WORKSHEET FILE.

Compileted form HP-603A by inspecting Highway Patrol sworn member used to check the
compliance records of a Commercial Truck Driving School.

DISPOSITION INSTRUCTIONS: Destroy in office after 3 years.
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46785. ALCOHOL AND CONTROLLED SUBSTANCE WORKSHEET FILE.

Completed form HP-603B by inspecting Highway Patrof sworn member used to ensure that the
motor vehicle is in compliance with Federal Motor Carrier Safety Administration (FMCSA), 49 CRF
382 and 49 CFR 40.

DISPOSITION INSTRUCTIONS: Destroy in office after 3 years.

46786. VEHICLE INSPECTION REPORT FILE.

Completed form HP-803C hy inspecting Highway Patrol sworn member used by Highway Patrol
Motor Carrier Enforcement during Commercial Audits to ensure aff student drivers have the
appropriate Commercial Motor Vehicle {CMV) training documentation,

DISPOSITION INSTRUCTIONS: Destroy in office after 2 years.

46787. COMMERCIAL TRUCK DRIVER TRAINING SCHOOL DRIVER QUALIFICATION

WORKSHEET FILE. :

ITEM

ITEM

ITEM

ITEM

Completed form HP-603D by inspecting Highway Patrol sworn member used to check the
qualifications of a driver according to the guidelines set forth in Federal Motor Carrier Safety
Administration (FMCSA), 49 CFR 391.

DISPOSITION INSTRUCTIONS: Destroy in office after 3 years.

46790. COLLECTION OF DYED FUEL SAMPLES FILE.

Completed form HP-601 by issuing Highway Patrol sworn member used as an official notice of
information gathered from the owner of the vehicle from which the dyed fuel sample was taken.
DISPOSITION INSTRUCTIONS: Destroy in office when administrative value ends.

46791, RECEIPT FOR COLLECTIONS FILE.

Completed form ENF-024 used to track collections of Citations on the FuelTaCS Sysiem. (Data is
entered into the Federal Fuel Tax Compliance System {TaCS) Database, (Item 49130 of Motor
Carrier Enforcement Section’s schedule).)

DISPOSITION INSTRUCTIONS: Destroy in office 1 year after date of issue,

46792. TEMPORARY TRIP PERMIT FILE.

Completed form ENF-025 used as a Temporary IRP Trip Permit or Fuel Permit. {Data is entered
into the Federal Fuel Tax Compliance System (TaCS) Database, (Item 48130 of Motor Carrier
Enforcement Section’s schedule).)

DISPOSITION INSTRUCTIONS: Destroy in office 1 year after date of issue.

48638, GOVERNOR'S EVENT FORM FILE,

Completed forms EP-25 in paper and electronic formats concerning the Highway Patrol's security

for the Governor, as hefshe travels. File contains data that include date of assignment, contact's
phone numbers, officer's name and description of assignment.

DISPOSITION INSTRUCTIONS: Destroy paper records in office after assignment is completed.
Transfer electronic records at the end of the Govemor's administration for immediate transfer to the
custody of the Archives to be retained permanently. Contact the Electronic Records Unit prior to the
transfer of any slsctronic records.
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48593. LIEUTENANT GOVERNOR'S EVENT FORM FILE.

Completed form EP-25A in paper and electronic formats concerning the State Highway Patrol's
security for the Lieutenant Governor, as he/she travels. File contains data that include date of
assignment, contact's phone numbers, officer’s name and description of assignment.

DISPOSITION INSTRUCTIONS: Destroy in office paper records after assignment is completed.
Transfer electronic records at the end of the Governor's administration for immediate fransfer to the
custody of the Archives to be retained permanently. Contact the Electronic Records Unit prior to the
fransfer of any electronic records.

48594, FIRST LADY / GENTLEMAN'S EVENT FORM FILE,

Completed forms EP-25B in paper and electronic formats concerning the Highway Patrol's security
for the First Spouse, as hefshe travels. File contains data that include date of assignment, contact’s
phone numbers, officer's name and description of assignment.

DISPOSITION INSTRUCTIONS: Destroy n office paper records after assignment is completed.
Transfer electronic records at the end of the Governor's administration for immediate transfer to the
custody of the Archives o be retained parmanently. Contact the Electronic Records Unit prior to the
transfer of any electronic records. '

48702, BI-ANNUAL PERSONNEL INSPECTION REPORT FILE.

Completed form used to record and ensure operationat readiness through a hi-annual personnel
inspection of a Highway Patrol sworn member’s issued eguipment. (Comply with applicable
provisions of G.8. 126-22 - 28 regarding confidentiality of personnel records.)

DISPOSITION INSTRUCTIONS: Destroy in office when superseded or ohsolete.

48703. CRIMINAL INTERDICTION TEAM (CIT) DAILY OBSERVATION REPORT FILE.
Completed form CIT-52 used lo evaluate performance daily on new unit Highway Patrol sworn
member. {Comply with applicable provisions of G.S. 128-22 - 28 regarding confidentiality of
personnel records.)

DISPOSITION INSTRUCTIONS: Destroy in office after 1 year.

48704. DAILY FUEL INVENTORY WORKSHEET FILE. -

Completed form CL-5 used to compile data to comply with requirement of the Department of
Environment and Natural Resources, Ground Water Section.

DISPOSITION INSTRUCTIONS: Destroy in office after 2 years.

48705. MONTHLY FUEL INVENTORY RECORD FILE.

Completed form CL-6 used to compile data to comply with requirement of the Department of
Environment and Natural Resources, Ground Water Saction.

DISPOSITION INSTRUCTIONS: Destroy in office after 2 years.

48706. SURPLUS PATROL VEHICLE AND EQUIPMENT FILE.

Completed form CL-9 used by Support Services and all garages for reassignment of vehicles
andfor to process vehicles for sale.

DISPOSITION INSTRUCTIONS: Destroy in office after 1 year.

48707. 6,000 MILES MAINTENANCE SCHEDULE (ELECTRONIC) FILE.

Completed form CL-17A in electronic format used to provide a record of the 8,000 mile service.

DISPOSITION INSTRUCTIONS: Destroy electronic records in office 1 year after final disposition of
vehicle,
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48709, COMMUNICATIONS CENTER EMERGENCY GENERATOR MONTHLY INSPECTION

Completed form CL-23A used to record checks, service, and repairs to emergency generators.

DISPOSITION INSTRUCTIONS: Destroy in office after 3 years.
48710. SERVICE L.OG FILE.
Completed form CL-27 in paper and electronic formals used to report location and working status

of Highway Patrol sworn members in case the Computer Aided Dispatch (Electronic) Database
(CAD) File {ltem 48124 of the Troop Operations’ schedule) is down.

DISPOSITION INSTRUCTIONS: Destroy paper records in office after data are entered into the

Computer Aided Dispatch (Electronic) Database (CAD) File (ltem 49124 of the Troop Operations’
schedule). Destroy electronic records in office after 5 years.

48711. DIRECT REPAIR SHIPPING LOG FILE,

Completed Form CL-29A in electronic format used to track electronics equipment that is shipped
directly from each radio shop te the equipment manufacturer. This form also serves as a worksheet
for the tabulation of repair expenses for a specific type of electronics equipment.

DISPOSITION INSTRUCTIONS: Destroy in office 2 years from the relurn of the efecironic
equipment.

48712. RECORD OF ITEMS RECEIVED FILE.

Completed form CL.-34 used to acknowledge receipt of materials or supplies via purchase orders.

DISPOSITION INSTRUCTIONS: Destroy in office after 2 years.
48713. PHYSICAL INVENTORY REPORT FiLE.

Completed form CL-35 used to verify the accuracy of records of partsfequipment received and
issued by patrol installations.

DISPOSITION INSTRUCTIONS: Destroy in office after 2 years.
48714. PATROL VEHICLE COLLISION REIMBURSEMENT FILE.

Completed form CL-38 used to aid in the securing and collection of reimbursement for damages to
Highway Patrol vehicles.

DISPOSITION INSTRUCTIONS: Destroy in office after 3 years and 1 month from date of collision
if no litigation, claim, audit, or other official action involving the records has been initiated. If official
action has been initiated, destroy in office upon compietion of action and resolution of issues.

48715. REIMBURSEMENT OF DAMAGE TO STATE PROPERTY FILE.

Completed form CL-38A used to advise the District Attorney and the Clerk's Office of Superior
Court of damage to state property and instructions on how to remit payments.

DISPOSITION INSTRUCTIONS: Destroy in office 1 year after full payment is received or after 3
years and 1 month from date of offense if no litigation, claim, audit, or other official action involving
the records has been initiated. i official action has been initiated, destroy in office upon completion
of action and resolution of issues.

48716. REIMBURSEMENT OF DAMAGE TO STATE PROPERTY MEMO (PATROL

EQUIPMENT DUE TO PURSUIT INTERVENTION TECHNIQUE {P.1.T.) MANEUVER) FILE.

Completed form CL-38B used to advise the District Attorney and the Clerk's Office of Superior
Court of damage.to state property and instructions on how to remit payments.

DISPOSITION INSTRUCTIONS: Destroy in office 1 year after full payment is received or after 3
years and 1 month from date of offense if no litigation, claim, audit, or other official aclion involving
the records has been initiated. If official action has been initiated, destroy in office upon completion
of action and resolution of issues.
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48717. SPEEDOMETER CALIBRATION CERTIFICATE FILE.

Completed form CL-42 used to verify calibration of patrot vehicle's speedometer using radar.
DISPOSITION INSTRUCTIONS: Destroy in office 1 year after vehicle is returned fo State Highway
Patrol garage.

48718. GASOLINE LOG FILE.

Completed form CL-56 used to log gasoline obtained at Highway Patrol sites requiring manual
entries. {Date is entered into Systems Appiication and Products Database (Electronic) File, (item
48240, of the Support Services Schedule).)

DISPOSITION INSTRUCTIONS: Destroy in office after 1 year.

48719. RECEIPT OF SURPLUS PROPERTY FILE,

Completed form CL-80 used by the Highway Patrol's garages to record iters purchased by the
public or other governmental agenctes pursuant to bhids or contract sales.

DISPOSITION INSTRUCTIONS: Destroy in office after 1 year.

48720. MOBILE RADIO EQUIPMENT STATUS CHARGE REPORT (ELECTRONIG) FILE.

Completed form CL-62 in electronic format used to track radio inventory.

DISPOSITION INSTRUCTIONS: Destroy in office after 1 year.

48721. REQUEST FOR COMPUTERIZED CRIMINAL AND/OR DRIVER HISTORY FILE.
Completed form CL-64 used to request driver’s records from Division of Criminal Investigation
{DCI) and Division of Motor Vehicles (DMV), and used to record the Highway Patrol's (or DCI or
DMV) compliance with {or enforcement of) the requirements of the Driver's Privacy Protection Act
(18 U.S.C, 2721-2725).

DISPOSITION INSTRUCTIONS: Destroy in office after 1 yaar.

48722. PROGRESS REPORT FOR TELECOMMUNICATOR TRAINEE FILE.

Completed form CL-85 used to document the requirements of the probationary period for
Talecommunicators. {Comply with applicable provisions of G.S. 126-22 - 29 regarding
confidentiality of personnel records.)

DISPOSITION INSTRUCTIONS: Destroy in office after 1 year.

48723. CITATION AND NOTICE OF ASSESSMENT FILE.

Completed form ENF-001 used as official notice for violations of G.S. 20 commercial motor vehicle
statutes. (Data is entered into the Federal Fuel Tax Compliance System (TaCS) Database, (ltem
40130 of Motor Carrier Enforcement Sectlon’s schedule).) (Comply with applicable provisions of 5
USC Sec. 552a regarding confidentiality of records maintained on individuals.)

DISPOSITION INSTRUCTIONS: Destroy in office after 1 year.

48730. SPECIAL OPERATIONS REPORT FILE.

Completed form ENF-139 used to record statistical data from selective enforcement operations.

DISPOSITION INSTRUCTIONS: Destroy in office after 2 years.
48732, MOTOR CARRIER ENFORCEMENT CIVIL PROCESS QUARTERLY AUDIT REPORT

Completed form ENF-340 used to conduct quarterly audits by every State Highway Patrol
uniformed and civilian employee utilizing any preprintad Sizef\Weight violation forms, For-Hire
violation forms, Trip Permits, Receipts, Motor Carrier inspection forms including Out-of-Service
Citations, Commercial Vehicle Safety Alliance (CVSA) Decals, Seals, and Out-of-Service Slickers.

DISPOSITION INSTRUCTIONS: Destroy in office after 1 year.
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ITEM

ITEM

ITEM

ITEM

ITEM

ITEM

ITEM

ITEM

48734. DRIVER / EQUIPMENT INSPECTION REPORT CONTINUATION PAGE FILE.

Completed form ENF-501 used as a continuation page for inspaction reports. (Data is enterad into
the Federal Fuel Tax Compliance System {TaCS) Database, (ltem 49130 of Motor Carrier
Enforcement Section’s schedule).) {Comply with applicable provisions of 5 USC Sec. 552a
regarding confidentiality of records maintained on individuals.)

DISPOSITION INSTRUCTIONS: Destroy in office after 1 year.

48738. FIELD TRAINING OFFICER (FTO) APPLICATION FILE.

Completed form FTO-1 used to provide background information about the Field Training Officer
{FTO) applicant to be used in FTO selection process. (Comply wilth applicable provisions of G.5.
126-22 - 29 regarding confidentiality of personnel records.)

DISPOSITION INSTRUCTIONS: Destroy in office after 2 years.

48739. FIELD TRAINING OFFICER {FTO) APPLICATION CONTINUATION FILE.

Completed form FTO-1A used to documant reasons for denying Field Training Officer (FTO)
applications. {Comply with applicable provisions of G.S. 126-22 — 29 regarding confidentiality of
personnel records.)

DISPOSITION INSTRUCTIONS: Destroy in office after 2 years with FTO-1.

48740, FIELD TRAINING OFFICER {FTO) APPLICATION INTERVIEW RATING FORM FILE,
Completed form FTO-2 used fo rate applicants interviewed by the Field Training Officer (FTO})
Interview Board. (Comply with applicable provisions of G.S. 126-22 - 29 regarding confidentiality of
personnel records.)

DISPOSITION INSTRUCTIONS: Destroy In office after 2 years.

48741. FIELD TRAINING OFFICER (FTO) APPLICATION INTERVIEW DIMENSIONS FILE.
Completed form FT0O-2A used to list dimenslons of behaviors. (Comply with applicable provisions
of G.S. 126-22 ~ 29 regarding confidentiality of personnel records.)

DISPOSITION INSTRUCTIONS: Destroy in office after 2 years.

48742. INTERVIEW BOARD SUMMARY SHEET FILE.

Completed form FTO-3 used to compile information from the Applicant Interview Rating Form for
conversion to a final score. (Comply with applicable provisions of G.S. 126-22 - 29 regarding
confidentiality of personnel records.)

DISPOSITION INSTRUCTIONS: Destroy in office after 2 years.

48743. DAILY OBSERVATION REPORT (DOR) FILE.

Completed form FTO-4 used to record the observed behavior of a probationary trooper during the
course of his or her training program. (Comply with provisions of G.S. 128-22 - 29 regarding

confidentiality of personnel records.} {Data is entered into the Computer Aided Dispalch
(Electronic) Database (CAD) File {ltem 49124 of the Troop Operations’ schedule).)

DISPOSITION INSTRUCTIONS: Destroy reference copies 30 days after the 11 month review by
the Highway Patrol Review Board. Destroy in office remaining records after 3 years.

48744. CONTINUATION FORM FILE.

Completed form FTO-4A used as a continuation form as needed for FTO-4 Form (Daily Operations
Report), FTO-5 (Summary Observation Report) and FTO-6 Form (Monthly Evaluation Summary)
(Comply with provisions of G.S. 126-22 - 29 regarding confidentiality of personnel records.) (Data is
entered into the Computer Alded Dispatch (Electronic) Database (CAD) Flle {item 49124 of the
Troop Operations’ schedule).)

DISPOSITION INSTRUCTIONS: Destroy reference copies 30 days after the 11 menth review by
the Highway Patrol Review Board. Destroy in office remaining records after 3 years.
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ITEM

ITEM

ITEM

ITEM
FILE.

ITEM

ITEM

ITEM

ITEM

48745. SUPERVISOR'S OBSERVATION REPORT FILE.

Completed form FTO-5 used o evaluate the job performancs of the probationary trooper and fo
ensure the Field Training Officer (FTO) and his probationary trooper are progressing within
guidelines of the FTO program. (Comply with provisions of G.5. 126-22 - 29 regarding
confidentiality of personnel records.)

DISPOSITION INSTRUCTIONS: Destroy reference copies 30 days after the 11 month review by
the Highway Patrol Review Board. Desfroy in office remaining records after 3 years.

48746. RECORD OF EVALUATION SUMMARY {MES) FILE,

Completed form FTO-6 used to evaluate probationary troopers’ performance after the completion
of the Field Training Officer (FTO) program. This form is used by the fiefd training supservisor to

evaluate the probationary trooper while working solo. (Comply with provisions of G.S. 126-22 - 29
regarding confidentiality of personnet records.)

DISPOSITION INSTRUCTIONS: Destroy reference copies 30 days after the 11 month review by
the Highway Patrol Review Board. Destroy in office remaining records after 3 years.

48747. FIELD TRAINING OFFICER (FTO) CRITIQUE BY PROBATIONARY TROOPER FILE.
Completed form FTO-7 used to provide constructive criticism of each Field Training Officer (FTO)
to the Director of Field Training in an effort to ensure the FTO maintains a high levet of skill,
performance, and interest. (Comply with provisions of G.S. 126-22 - 29 regarding confidenttality of
personnel records.)

DISPOSITION INSTRUCTIONS: Destroy in office after 3 years.

48748. FIELD TRAINING OFFICER (FTO) CRITIQUE BY FIELD TRAINING SUPERVISOR

Completed form FTO-8 used to provide constructive criticism and positive fesdback to each FTO
and to avaluate the performance of the Field Training Officer (FTC). (Comply with provisions of
G.S. 126-22 - 29 regarding confidentiality of personnel records.)

DISPOSITION INSTRUCTIONS: Destroy in office after 3 years.

48749, ELEVENTH MONTH REVIEW BOARD EVALUATION GUIDELINES FILE.

Completed form FT0-9 used by each board Highway Patrol sworn member to record the ralings
when evaluating the Probationary Trooper during the Eleventh Month Review Board. {Comply with
provisions of G.S. 126-22 - 29 regarding confidentiality of personnei records.)

DISPOSITION INSTRUCTIONS: Destroy in office after 3 years.

48750. ELEVENTH MONTH REVIEW BOARD SUMMARY SHEET FILE.

Completed form FTO-8A used by the Chairman of the Review Board to record the ratings of the
Eleventh Month Review Board Interview. (Comply with provisions of G.S. 126-22 - 29 regarding
confidentiality of personnel records.)

DISPOSITION INSTRUCTIONS: Dastroy in office after 3 years.

48751. PRINCIPAL'S ADVANCE/TRANSPORTATION AND INTELLIGENCE REPORT FILE.
Completed form EP-1 by Lead Advance Security or Highway Patrol District sworn member making
advance on-site security and transportation arrangements that enable assigned security personnel
to plan and provide adequate executive security.

DISPOSITION INSTRUCTIONS: Destroy in office when superseded or obsolete.

48753. REQUEST FOR STATE TRAVEL FILE.

Completed form HP-6 used to obtain authority for in and out-of-state travel on official Highway
Patrol business.

DISPOSITION INSTRUGTIONS: Destroy in office after 5 years.
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ITEM

ITEM

ITEM

ITEM

ITEM

ITEM

ITEM

ITEM

ITEM

ITEM

48754, CANCELLATION OF PRIOR COURT DATE FILE.

Completed form HP-7 by District First Sergeant used to advise the District Attorney’'s Office why a
Highway Patrol sworn member is unable to attend court on a scheduled court date.
DISPOSITION INSTRUCTIONS: Desiroy in office after 1 year.

48765, EMPLOYEE SUGGESTION FORM FILE,

Completed form HP-9 used fo solicit and consider ideas/suggestions from employses to improve
Highway Patrol Operations.

DISPOSITION INSTRUCTIONS: Destroy in office records after 4 years.

487656, RESPONSE TO SUGGESTION FILE.

Completed form HP-9A used to track suggestions and solicit input from command staff.
DISPOSITION INSTRUCTIONS: Destroy in office records after 4 years.

48757. AWARDS NOMINATION FORM FILE.

Completed form HP-11 by immediate supervisor furnishing a detailed account of activities to the
awards commiltee for evaluation and consideration for awardsfrecognition.

DISPOSITION INSTRUCTIONS: Destroy in office after 1 year.

48758. AWARDS NOMINEES LIST FILE.

Completed form HP-11A by Research and Planning Unit listing employees who have been
nominated for awards for consideration by the reviewing committee.

DISPOSITION INSTRUCTIONS: Destroy in office after 1 year.

48769, TRAFFIC STOP FORM FILE.

Completed form HP-13 used to provide demographic information on each person stopped by a
Highway Patrol sworn member. (Data is entered into computer system maintained by NC State
University for legislative study since January 1, 2000.)

DISPOSITION INSTRUCTIONS: Destroy paper records upon data entry.

48760. MULTI-STOP FORM FILE.

Completed form HP-13A by Highway Patrol sworn member making a vehicle stop used to provide
demographic information on several persons stopped by a Highway Patrol sworn member. (Data is
entered into computer system maintained by NC State University for legislative study since January
1, 2000.)

DISPOSITION INSTRUCTIONS: Destroy paper records upon data entry.

48761. CHECKING STATION AUTHORIZATION FILE.

Completed form HP-14 used to provide authorization for all Checking Stations. Records are
maintained at appropriate Highway Patrot Office. .

DISPOSITION INSTRUCTIONS: Destroy in office 2 years.

48762, NEW /REVISED POLICY APPROVAL FILE.

Completed form HP-15 used to track approval of new or revised policy by command staff Highway
Patrol sworn members.

DISPOSITION INSTRUCTIONS: Retain in office permanently.

48763. NEW / REVISED FORM APPROVAL FILE,

Completed form HP-15A used to irack approval of new or revised forms by command staff
Highway Patrol sworn members.

DISPOSITION INSTRUCTIONS: Retain in office permanently.
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ITEM

ITEM

ITEM

ITEM

ITEM

ITEM

ITEM

ITEM

48764. POLICY DISSEMINATION RECORD FILE.

Completed form HP-13 use to verify that each Highway Patrol sworn member recelves all new
andfor revised writlen policies.

DISPOSITION INSTRUCTIONS: Destroy in office after 5 years.

48765. VICTIM NOTIFICATION FORM FILE.

Completed form HP-20 by investigating Highway Patrol sworn member used to notify a victim of
available assistance within 72 hours of providing victim assistance after the crime.
DISPOSITION INSTRUCTIONS: Destroy in office 1 year after adjudication.

48766. NOTICE TO ARRESTING AGENCY FILE.

Completed form HP-20A by investigating Highway Patrol swarn member used to notify the
invesligating law enforcement agency of an arrest of a person believed to have committed the
crime.

DISPOSITION INSTRUCTIONS: Destroy in office 1 year after final adjudication.

48767, POST TRIAL RELEASE NOTIFICATION FILE.

Completed form HP-20B by investigating Highway Patrol sworn member used to notify the victim
upon a defendant’s release on bail pending trial.

DISPOSITION INSTRUGCTIONS: Destroy in office 1 year after final adjudication.

48768. GAS MASK INSPECTION LOG FILE.

Completed form HP-29 by the Highway Palrol sworn member to whom the respirator is personally

assigned. Form used to document the OSHA-mandated monthly respirator inspection. Fit-testing
and training sessions occur each year.

DISPOSITION INSTRUCTIONS: Bestroy in office after 1 year and when next fit-testing and training
session whichever occurs later.

48769. QUALITATIVE FIT TEST RECORD FILE.

Completed form HP-29A by Fit Test Administrator used to document and record the OSHA-
mandated annual fit test and protocol used. The anndal fit test must be recorded no later than 365
days from the previous {est date.

DISPOSITION INSTRUCTIONS: Destroy in office after 1 year or when next fit-testing and training
session, whichever occurs later. )
48770. STATE OWNED WIRELESS TELEPHONE PROCEDURES FILE.

Record (HP-30) advising a civilian employee issued a state-owned wireless telephone concerning
the use and care of the issued telephone.

DISPOSITION INSTRUCTIONS: Destroy in office when employee surrenders the state-owned
wireless telephone or -upon termination of employment, whichever occurs first.

48771. EARLY INTERVENTION REPORT FILE.

Completed form HP-35 by first level supervisor used to provide immediate and second level
supervisor's early intervention criteria established by the Patrol Commander and document the plan
of action to improve problematic behavior. (Comply with applicable provisions of G.5. 126-22 - 29
regarding conftdentiality of personnel records.)

DISPOSITION INSTRUCTIONS: Destroy in office after 3 years if no litigation, claim, audi, or other
official action invalving the records has been initiated. If official action has been initialed, destroy in
office after completion of action and resolution.
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ITEM

ITEM

ITEM

ITEM

FTEM

ITEM

48772. WARRANT / PROCESS ORDER LOG FILE.
Completed form HP-47A used to track the warrants and/or process orders monihly within a district.

DISPOSITION INSTRUCTIONS: Destroy in office after 2 years.
48773. MEXICAN FATAL INFORMATION BY TROOP / COUNTY FILE.

Completed form HP-48 used to track Mexican fatalities. This form will also be provided to Mexican
Consulate which may aid Highway Patrol sworn members in the notification of the next of kin,

DISPOSITION INSTRUCTIONS: Transfer 1 copy to the Mexican Consulate. Destroy in office after
1 year.
48774, COLLISION INVESTIGATION CHECKLIST FILE,

Completed form HP-49 concerning a serlous or fatat collision.

DISPOSITION INSTRUCTIONS: Deslroy in office after 5 years.
48775. COLLISION SCENE MEASUREMENTS AND FIELD SKETCH FILE.

Completed from HP-49A concerning on-the-scene measurements, including a field sketch, for all
serious or fatal collisions. (Data is entered into the Computer Alded Dispatch (Electronic) Database
{CAD) File (ltem 49124 of the Troop Operations’ schedule).)

DISPOSITION INSTRUCTIONS: Deslroy in office records for fatal collisions 5 years after final
adjudication or § years from date of collision if no charges are filad. Deslroy in office records for
non-fatal and non-injury collisions 1 year after date of finai adjudication or 1 year after date of
receipt.

48776. MONTHLY RECRUITING REPORT FILE.

Completed form HP-50 in paper and electronic formats by Highway pairol sworn member assigned
to recruiting duties used to provide monthly recruiting information to Highway Patrol Headquarters.

DISPOSITION INSTRUCTIONS: Destroy In office original records after 2 years. Deslroy in office
reference copies after 1 year.
A8777. TRAFFIC SAFETY INFORMATION (TS1) COORDINATOR / DISTRICT BACK-UP

REPRESENTATIVE REPORT FILE..

ITEM

Completed form HP-51 by Traffic Safety Information (TSI} Coordinator or District Representatives
used to provide documented information of traffic safety performed by Highway Patrol sworn
members.

DISPOSITION INSTRUCTIONS: Destroy in office original records after 2 years. Destroy in office
reference copies after 1 year.
48778. TRAFFIC SAFETY INFORMATION (TSi ACTIVITIES STATEWIDE SUMMARY

(ELECTRONIC) FILE.

ITEM

Completed form HP-518 in electronic format by Traffic Safety Information (TSI} Coordinator used
to provide summary of statewide TS! activity.

DISPOSITION INSTRUCTIONS: Destroy in office when adminisirative value ends.
48779, CONSENT TO SEARCH FORM FILE.

Completed form HP-52A in paper and electronic formats concerning the verification that an
individual has consentad to a search of property in his or her possession or under his or her control.

DISPOSITION INSTRUCTIONS: Destroy paper records in office after 3 years. Destroy electronic
records in office after final adjudication.
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ITEM

ITEM

ITEM

ITEM

ITEM

ITEM

ITEM

ITEM

ITEM

48780. CONSENT TO SEARCH FORM SPANISH AVAILABLE FILE.

Completed form HP-52A.1 in paper and electronic formats concerning the verification that an
individual has consented to a search of properties in his or her possession or under his or her
control. This form is only available for Highway Patrol sworn members through intensive Spanish
courses.

DISPOSITION INSTRUCTIONS: Destroy in office after 3 years.

48781. REPORT OF FELONY SEIZURE CONTRABAND / PROPERTY / VEHICLE FILE.
Completed form HP-52C concerning information related to felony arrests for controlled subslances
and in all other cases where property is seized and adopled.

DISPOSITION INSTRUCTIONS: Destroy in office after 3 years.

48782, SEIZED CURRENCY DENOMINATION SHEET FILE.

Completed form HP-52E by Highway Patro! sworn member seizing currency that lists the kinds,
numbers, and values of denominations of currency seized.

DISPOSITION INSTRUCTIONS: Destroy in office 2 years after final adjudication.

48783, NORTH CAROLINA STATE HIGHWAY PATROL ORDER FOR DISPOSITION FiLE.
Completed form HP-52F by Highway Patrol sworn member and judge concerning a court order for
disposition of deadly weapons, alcoholic beverages, controlled substances, drug paraphernalia, or
other evidence seized.

DISPOSITION INSTRUCTIONS: Dastroy in office after 2 years.

48784, REPORT OF SEIZURE CONTRABAND / PROPERTY CHECKLIST FILE.

Completed form HP-52G by Highway Patrol sworn member making seizure used to provide a list of
attachmants to be submitied with the HP-52C Report of Seizure Contraband / Property to the
Assistant Director of Special Operations.

DISPOSITION INSTRUCTIONS: Destroy in office after 3 years.

48785, EVIDENCE CONTROL LOG PERMANENT STORAGE FILE.

Completed form HP-52H by Evidence Custodian concerning enlries and actions taken in the
permanent evidence storage facility. .

DISPOSITION INSTRUCTIONS: Destroy in office after 3 years.

48786. EVIDENCE TRACKING LOG FILE.

Completed form HP-521 by property supervisor concerning physical evidence / property stored in
permanent storage.

DISPOSITION INSTRUCTIONS: Destroy in office when all entries have reached adjudication.
48787, BACKUP EVIDENCE LOG (ELECTRONIC) FILE,

Completed form HP-52J in electronic format concerning the backup of all stored physical evidence
/ property in the event the Continuity of Operations Planning is put into action.

DISPOSITION INSTRUCTIONS: Update in office routinely. Retain in office permanently.

48788. NOTICE OF INVESTIGATORY PLACEMENT FILE.

Completed form HP-53 by Highway Patrol Commander concerning official notification to a Highway
Patrol sworn member who is suspended pending investigation or whose period of suspension has
been extended. Record is retained by Internal Affairs. (Comply with applicable provisions of G.S.

126-22 - 29 regarding confidentiality of personnel records.} (Data is entered into the Computer
Aided Dispatch (Electronic) Database (CAD) File (Item 49124 of the Troop Operations’ schedule).)

DISPOSITION INSTRUCTICNS: Transfer to personnel file 5 years after termination of employment,
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ITEM

ITEM

48789. MEDICAL RELEASE FOR IMPAIRED DRIVERS FILE,

Completed form HP-55 concerning medical and/or medication information on subjects suspected
of driving impaired while under the influence of prescription medicine.

DISPOSITION INSTRUCTIONS: Destroy in office 3 years after final adjudication.

48790. DOCUMENTATION OF ISSUANCE, STORAGE, AND FINAL DISPOSITION OF ALL

RECORDED VIDEOTAPES FILE.

ITEM

ITEM

ITEM

ITEM

ITEM

ITEM

ITEM

Completed form HP-60 by District Supervisor in charge of videos used to provide documentation of
fssuance, storage and final disposition of video tapes.

DISPOSITION INSTRUCTIONS: Destroy in office after 3 years and one month.

48791, 35MM FILM / DIGITAL MEDIA LOG FILE.

Completed log HP-60A by District Supervisor in charge of film used to provide documentation of
issuance, storage and final disposition of 35 mm film and digital media.

DISPOSITION INSTRUCTIONS: Destroy in office 3 years and 1 month ar upon completion of all
criminal or civit litigation, whichever is Jonger.

48792, SIZE AND WEIGHT PROTEST WORKSHEET FILE.

Completed form HP-70 by Motor Carrier Enforcement Administration (MCEA}) concerning tracking
and processing a size and weight protest investigation within the agency.

DISPOSITION INSTRUCTIONS: Destroy in office after 3 years.

48793, MEDICAL SERVICES INVOICE FILE.

Completed form HP-80A by medical office used for preparing billing statements for services
rendered by the medical office Staif.

DISPOSITION INSTRUCTIONS: Destroy in office after 3 years if no litigation, clalm, 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.

48794, VOLUNTEER OPPORTUNITY / POSITION DESCRIPTION FILE,

Completed form HP-90 by office / unit manager used to provide a brief, non-complex position
description for each volunteer position.

DISPOSITION INSTRUCTIONS: Destroy in office after 2 years.

48795. VOLUNTEER SERVICE APPLICATION FILE.

Completed form HP-90A by volunteer used to enlist the voluntary services of legal U.S, residents fo
improve the efficiency and productivity of the agency through the performance of non-enforcement
duties. (Comply with applicable provisions of G.S. 126-22 — 28 regarding confidentialily of
personnel records.)

DISPOSITION INSTRUCTIONS: Destroy in office 2 years after voluntesr service ends,

48796, VOLUNTEER MONTHLY ACTIVITY / ATTENDANCE RECORD FILE.

Completed form HP-90B used to track monthly totals of agency volunteers.

DISPOSITION INSTRUCTIONS: Destroy in office after 1 year.
48797, INTERNSHIP REQUIREMENTS FILE.

Completed form HP-91 by Highway Patrol sworn member requesting internship consideration for
projects within the Highway Patrol sworn member’s troop/section/district used to submit project
descriptions to the Highway Patrol internship Program.

DISPOSITION INSTRUCTIONS: Destroy in office after 3 years.
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ITEM

ITEM

48798. INTERNSHIP APPLICATION FILE.

Completed form HP-91A used to apply for an internship with the Highway Patrol. (Comply with
applicable provisions of G.S. 126-22 - 29 regarding confidentiality of personnel records.)
DISPOSITION INSTRUCTIONS: Destroy in office after 3 years.

48799. INTERNSHIP CONFIDENTIALITY AGREEMENT AND ACKNOWLEDGMENT GF

GUIDELINES FILE.

ITEM

ITEM

ITEM

ITEM

ITEM

ITEM

Completed form HP-918 by the Highway Patrol intern and supervisor at the beginning of each
intern’s internship used fo document a confidentiality agreement between the Highway Patrol and
the selected intern.

DISPOSITION INSTRUCTIONS: Destroy in office after 3 years.

48800. INTERNSHIP WORK ACTIVITY REPORT FILE.

Completed form HP-81C by the Highway Patrol intern at the completion of each week of the
internship used to record a description of the project(s} conducted by the Highway Patrol intern.
DISPOSITION INSTRUCTIONS: Destroy in office after 3 years,

48801, INTERN INTERIM FEEDBACK SURVEY FILE.

Completed form HP-81D by the Highway Patrol intern supervisor at the midpoint of each intern’s
internship used to provide interim performance feedback for the Highway Patrol intern. (Comply
wilh applicable provisions of G.S. 126-22 - 29 regarding confidentiality of parsonnel records.)
DISPOSITION INSTRUCTIONS: Destroy in office after 3 years.

48802, INTERN FINAL EVALUATION FILE.

Completed form HP-81E by the Highway Patrol intern supervisor at the completion of each intern's
internship used to provide final performance feedback to the Highway Patrol intern. (Comply with
applicable provisions of G.S. 126-22 — 29 regarding confidentiality of personnel records.)
DISPOSITION INSTRUCTIONS: Destroy in office after 3 years.

48803. MEDICAL RELEASE TO RETURN TO DUTY FILE.

Completed form HP-195 by medical physician / appropriate licensed provider concerning limited
duty or return to full duty for injured Highway Palrol sworn member/employee. (Comply with
applicable provisions of G.8. 126-22 — 28 regarding confidentiality of personne! records.}
DISPOSITION INSTRUCTIONS: Destroy in office 5 years after employee terminates service.
48804. RECEIPT FOR NC UNIFORM CITATION BOOK FILE.

Completed form HP-200B used to provide a record of N.C.U.C. books received by troop
headquarters, district headquarters and individual Highway Patrol troopers. (Data is entered into
the Computer Aided Dispatch (Electronic) Database {(CAD) File (item 49124 of the Troop
Operaliong’ schedule}.)

DISPOSITION INSTRUCTIONS: Destroy in office after 1 year.

A48805. OFFICIAL NOTICE OF ARREST OR CITATION AGAINST MINOR FILE.

Completed form HP-200E concerning information provided to a parent or guardian by a Highway
Patrol sworn member regarding the arrest or citation of an un-emancipated minor by the Highway

Patrot member. (Comply with applicable provision of G.S. 7B-3100 regarding disclosure of
information of a juveniie.)

DISPOSITION INSTRUCTIONS: Destroy in office after case is finally adjudicated.
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ITEM

ITEM

ITEM

ITEM

ITEM

ITEM

ITEM

ITEM

48806. WRITTEN NOTIFICATION OF FELONY ARREST OR CUSTODY OF STUDENT FILE.

Completed form HP-200E concerning information provided to a parent or guardian by a Highway
Patrol sworn member regarding the felony arrest or custody of an un-emancipated minor by the
Highway Patrol sworn member.

DISPOSITION INSTRUCTIONS: Destroy in office 2 years after final adjudication.

48807. WEEKLY REPORT OF DAILY ACTIVITY FILE.

Completed form HP-201 by applicable employeas used to provide a detalled account of daily
activity and performance. (Data is entered info the Computer Aided Dispatch (Electronic} Database
{CAD) File {Iltem 49124 of the Troop Operations’ schedule).)

DISPOSITION INSTRUCTIONS: Destroy In office after 1 year.

48808. SPECIAL PROJECT SP REPORT OF DAILY ACTIVITY FILE,

Completed form HP-202 prepared by a sworn Highway Patrol member assigned a Special
Qvertime Project (SOP) at the conclusion of a single assigned special operalions procedtre shift
used to provide a detailed account of activity and performance on a daily basis. {Data is entered

into the Computer Aided Dispatch (Electronic) Database (CAD) File (tem 49124 of the Troop
Operations’ schedule).}

DISPOSITION INSTRUCTIONS: Destroy in office after data is entered into the Computer Aided
Dispatch {Electronic) Databases (CAD) File (Item 49124 of the Troop Operations’ schedule).
48809. TRANSFER REQUEST FILE,

Completed form HP-205 by Highway Patrol sworn member used to make a formal request for
transfer of duty station. {Comply with applicable provisions of G.8. 126-22 - 29 regarding
confidentiality of personnel racords.)

DISPOSITION INSTRUCTIONS: Destroy in office after 1 year.

48810. CIVILIAN TRANSFER REQUEST FILE.

Completed form HP-205B by Highway Patrol sworn member used to make a formal request for
transfer of duty station. {Comply with applicable provisions of G.S. 126-22 - 29 regarding
confidentiality of personnel records.)

DISPOSITION INSTRUCTIONS: Destroy in office after 1 year.

48811. ROTATION WRECKER INCIDENT REPORT FORM FILE.

Completed form HP-304 concerning compilaints received on rotation wrecker services, which may
result in removal from the current Highway Patrol Rotation List. The form is completed by the
District First Sergeant or designee and by Commercial Vehicle Safety Alliance Certified Alliance
(CVSA) uniformed members during assigned SHP rotation wrecker inspections.

DISPOSITION INSTRUCTIONS: Desltroy in office after 3 years and 1 month.

48812. APPLICATION FOR WRECKER ROTATION INCLUSION FILE.

Completed form HP-304A by District First Sergeant concerning wrecker services’ application for
inclusion into the Highway Patrol Rotation Wrecker List.

DISPOSITION INSTRUCTIONS: Destroy in office after 3 years and 1 month.

48813. ROTATION WRECKER INSPECTION FORM FILE.

Completed form HP-304B by District First Sergeant concerning conditions discovered during an

inspection of a wrecker service to determine if the business complies with the requirements set
forth in Highway Palrol Policy, Directive J.4, governing the Patrol Wrecker Rotation List.

DISPOSITION INSTRUCTIONS: Destroy in office after 3 years and 1 month.
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ITEM

ITEM

ITEM

ITEM

48814, SMALL WRECKER / ROLLBACK ROTATION PRICE LIST FILE.

Completed form HP-304C by rotation wrecker service concerning the towing prices for rotation
wrecker services.

DISPOSITION INSTRUCTIONS: Destroy in office after 3 years and 1 month.

48816, NOTICE OF ROTATION WRECKER INSPECTION LETTER FILE,

Completed form HP-304E Highway Patrol sworn member notifying rotation wrecker service of an
upcoming rotation wrecker/facility inspection.

DISPOSITION INSTRUCTIONS: Destroy in office after 3 years and 1 month.

48817. RE-APPLICATION FOR WRECKER ROTATION INCLUSION FILE.

Completed form HP-304F by rotalion wrecker service owner used to make re-application for
inclusion into the Highway Patrof Rotation Wrecker List.

DISPOSITION INSTRUCTIONS: Destroy in office after 3 years and 1 month.

48818. ANNUAL OPEN ENROLLMENT SMALL WRECKER / ROLLBACK TROOP PRICE

SHEET FILE..

ITEM

ITEM

ITEM

ITEM

ITEM

Compileted form HP-304G concerning all collision and non-collision prices submitted by wrecker
services for small wreckerfroliback tows applying or reapplying for inclusion into the Highway Patrol
Wrecker Rotation List. Form is also used to identify those wrecker services whose prices exceed
the median of all prices submitted within a respective Highway Patrol Troop by more than 15%
pursuant to the requirements set forth in Highway Patrol Policy, Directive J.4, governing the Patrol
Wrecker Rotation List.

DISPOSITION INSTRUCTIONS: Destroy in office after 3 years and 1 month.

48819. PRICING COMPARISON INSPECTION SHEET - LARGE WRECKER FILE.

Completed form HP-304HL by the District First Sergeant or designee and by Certified Vehicle
Safety Alliance (CVSA) Certified uniformed members during assigned Highway Patrol rotation
wrecker inspections. The file concerns non-rotationfowners-request for invoice prices for the base
rates charged for collision and non-collision tows for large wreckers during rotation wrecker
inspections conducted by CVSA Certified uniformed members.

DISPOSITION INSTRUGTIONS: Destroy in office after 3 years and 1 month.

48820. PRICING COMPARISON INSPECTION SHEET - SMALL WRECKER FILE.

Completed form HP-304HS used to record non-rotation/owners-request for invoice prices for the
base rates charged for collision and non-collision tows for small wreckers during rotation wrecker
inspections conducted by Certified Vehicle Safety Alliance (CVSA) Certified uniformed members.
DISPOSITION INSTRUCTIONS: Destroy In offlce after 3 years and 1 month.

48821, VEHICLE TOWING AUTHORIZATION / INVENTORY FILE.

Completed form HP305 by towing Highway Patrol sworn member concerning vehicle towing
authorization.

DISPOSITION INSTRUCTIONS: Destroy in office after 3 years and 1 month.

48822, TOWED/ STORED VEHICLE AFFIDAVIT FILE.

Completed form HP-305.1 by towing Highway Patrot sworn member concerning affirmation that a
vehicle was lawfully towed /stored.

DISPOSITION INSTRUCTIONS: Destroy in office when case Is closed.

48823. VEHICLE TOWING NOTIFICATION LETTER FILE.

Record HP-305.2 used fo notify owners of vehicle location and towing facility.
DISPOSITION INSTRUCTIONS: Destroy in office when superseded or obsolete.
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48824, RIGHTS OF A JUVENILE FILE.

Completed form HP-306A by Highway Patrol sworn member providing custodial questioning to
ensure that Highway Patrol sworn members comply with statutory and constiiutional provisions
when interrogating persons. (Comply with applicable provision of G.5. 7B-3100 regarding
disclosure of information of a juvenile.)

DISPOSITION INSTRUCTIONS: Destroy in office after case is finally adjudicated.

48825. MIRANDA SPANISH VERSION FILE.

Completed form HP-306.1 by Highway Patrol sworn member providing custodial questioning to
ensure that Highway Patrol sworn members comply with statutory and constilutional provisions
when interrogating persons in Spanish.

DISPOSITION INSTRUCTIONS: Destroy in office after case is finally adjudicated.

48826. PERSONNEL. COMPLAINT FILE, ,

Records HP-307 concerning information and notification to designated authorities concerning the

receipt of complaints against a Highway Patrol sworn member of the Highway Patrol. {Comply with
provisions of G.S. 126-22 - 29 regarding confideniiality of personnel records.)

DISPOSITION INSTRUCTIONS: Transfer to employee’s personnet record 5 years after retirement
or termination of employment.
48827. RECORD OF COMPLAINT AND/OR SERVICE REQUEST FILE.

Completed form HP-307A by employee who receives the complaint or request to provide a record |
of non-personnel complaints and request for service.

DISPOSITION INSTRUCTIONS: Destroy in office 1 year after setttement of comptaint or service if
no litigation, claim, audit, or other official action involving the records has been initiated. If official
action has been initiated, destroy in office upon completion of action and resolution of issues.

48829. CAISSON UNIT REQUEST FILE,

Completed form HP-313 by Team Leader of the Caisson Team used to provide the necessary
information needed to deploy personnel to execute and conduct a Caisson Team event. The HP-
313 form uniformly provides the critical detalls to successfully honor an approved decedent.
DISPOSITION INSTRUCTIONS: Destroy in office after 2 years.

48830. MOTOR UNIT ESCORT REQUEST AND AGREEMENT FILE.

Completed form HP-314 by the agency, organization, or individual requesting the escort used to
request assistance from North Carolina Highway Patrol Motor Unit with motorcade and non-
motorcade escorts,

DISPOSITION INSTRUCTIONS: Destroy in office after 1 year.

48831. FIELD INTERVIEW FILE.

Completed form HP-326 by field interviewer concerning information obtainad through field contacts

that may assist the Highway Patrol or other law enforcement agencies with the identification and
apprehension of criminals.

DISPOSITION INSTRUCTIONS: Destroy in office 1 year or after final adjudication whichever is
longer.
48832, VOLUNTARY STATEMENT FILE.

Completed form HP-326A by witness or suspect to provide witness or suspect statement.

DISPOSITION INSTRUCTIONS: Destroy in office 1 year or after final adjudication whichever is
longer.
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48833. MEMBER'S STATEMENT FILE.

Completed form HP-326B concerning a written record of a Highway Patrol sworn member's
statement; this form may be used in place of HP-326B1 when required.

DISPOSITION INSTRUCTIONS: Destroy in office 1 year or after final adjudication whichever is
jonger.
48834, MEMBER’S STATEMENT FILE,

Completed form HP-326B1 concarning a typed record of a Highway Patrol sworn member's
statement; this form may be used in place of HP-3268 when required.

DISPOSITION INSTRUCTIONS: Destroy in office 1 year or after final adjudication whichever is
longer.

48835. REQUEST FOR BLOOD SAMPLE FILE.

Completed form HP-332B by charging Officer used to provide a written request to the qualified
person withdrawing blood for the purpose of determining the alcohol concentration therein. (Comply
with applicable provisions of G.8. 132-1.4 regarding confidentiality of criminal investigation records.)
DISPOSITION INSTRUCTIONS: Destroy in office after final adjudication,

43836. CHRONOLOGICAL LISTING OF EVENTS FILE.

Completed form HP-335A by troop commander or officer-in-charge concerning a chronological
listing of information received, plan of action, action taken, intelfigence, personnel briefings, number
and types of arrest, casualties, type and dollar value of property damage, fraffic flow plans, property
confiscated, conferences with affected officials, and involving incidents.

DISPOSITION INSTRUCTIONS: Desltroy in office after 2 years.

48837. DAILY REPORT OF MILEAGE AND EXPENDITURE FILE.

Completed form HP-335B by Highway Patrol sworn member assigned to maintain the Command
Post l.og used to provide a record of miles traveled, man-hours expended and cost of meals and
lodging during special incidents.

DISPOSITION INSTRUCTIONS: Desltroy in office after 2 years.

48838. DAILY MILES TRAVELED AND COST OF MEALS AND LODGING FILE.

Completed form HP-335C by Highway Patrol sworn member assigned to special incident duty used
to provide a daily record of miles traveled and expenditures for meals and lodging incurred by a
Highway Patrol sworn member assigned to special incident duty.

DISPOSITION INSTRUCTIONS: Destroy in office after 2 years.

48839. DUTY ROSTER FILE.

Completed form HP-335D by supervisor used to provide a record of miles traveled and time
expended by each Highway Patrol sworn member assigned to special incident duty.

DISPOSITION INSTRUCTIONS: Dsstroy in office after 2 years.

48840. UNUSUAL OCCURRENCE LINE ASSIGNMENT WORKSHEET FILE.

Worksheet HP-335E used by platoon leader or officer-in-charge to provide a roster of assigned
personnel during an unusual occurrence in the event a platoon squadron is needed.

DISPOSITION INSTRUCTIONS: Destroy in office after 2 years.

48841. MULTIPLE ARRESTS ELECTRONIC FORM FILE.

Completed form HP-335F by platoon leader or officer-in-charge used to provide a record of
identifying information during a mass arrests situation.

DISPOSITION INSTRUCTIONS: Destroy in office after 2 years.
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48842, INCIDENT COMMAND PERSONNEL TRACKING SHEET FILE.

Completed form HP-335H by Emergency Operations Coordinator (EOC) / Field Operations used to
track personnel assigned to a large incident.

DISPOSITION INSTRUCTIONS: Destroy in office after 2 years.

48843. MEMBER CONTACT INFORMATION FILE.

Completed form HP-335{ by immediate supervisor on location used to provide emergency contact
information for each Highway Patrol sworn member assigned to an incident in case of power or
computer failure.

DISPOSITION INSTRUCTIONS: Destroy in office immediately after the event.

48844. SQUAD MEMBER EMERGENCY GONTACT SHEET FILE.

Completed form HP-3354 by immediate supervisor on location used to provide a listing of all
Highway Patrol sworn members' emergency contact information assigned to a squad leader.
DISPOSITION INSTRUCTIONS: Destroy in office immediately after the event.

48845. PERFORMANCE REVIEW BOOKLET FILE.

Completed form HP-339 used to provide a review program for the appraisal of a Highway Patrol
sworn member's performance. {Comply with provisions of G.S. 126-22 - 29 regarding
confidentiality of personnst records.)

DISPOSITION INSTRUCTIONS: Destroy in office after 3 years.

48846. PERFORMANCE REVIEW ACKNOWLEDGEMENT FILE.

Completed form HP-339A used to provide proof of administration of the Performance Review,
(Comply with provisions of G.S. 128-22 - 29 regarding confidentiality of personnel records.)
DISPOSITION INSTRUCTIONS: Destroy in office after 3 years.

48847. OBSERVATIONAL INSPECTION FILE.

Completed form HP-340A used to comptement the Hi>-340 form as an observational checklist for
items that can be observed while conducting Staff and Line Inspections throughout every
component of the Highway Patrol.

DISPOSITION INSTRUCTIONS: Destroy in office after 2 years.

48849, QUARTERLY EMERGENCY INSPECTION FILE,

Completed form HP-340D by inspecting officer used to ensure all Highway Patrot equipment
designated for an emergency/disaster is being tested, maintained, and kept in a state of operational
readiness.

DISPOSITION INSTRUCTIONS: Destroy in office after 2 years.

48850, PERSONNEL CHARGE SHEET / DISPOSITION FILE.

Completed form HP-343 by authorized inspecting supervisor administering disciplinary action used
to provide the employee with a written statement of charges, specific acts or omissions that are the
reason for corractive or disciplinary action, the corrective or disciplinary action, the corrective or
disciplinary action to be imposed, the employee’s right to appeal, and to provide a record of
disposition of charges. (Comply with applicable provisions of G.5. 126-22 - 29 regarding
confidentiality of personnel records.)

DISPOSITION INSTRUCTIONS: Transfer to personnel file 5 years after employee terminates
service.

22



DEPARTMENT OF PUBLIC SAFETY
CCPS - STATE HIGHWAY PATROL
FORMS RETENTION SCHEDULE

ITEM

ITEM

ATEM

ITEM

ITEM

ITEM

48853. POST CHASE REPORT FILE.

Completed form HP-345 by Highway Patrol sworn member assigned primary position concerning a
record of all chases in which the Highway Patrol is a participant or deploys a tire deflation device
(TDD). {Data is entered into the Computer Aided Dispatch (Electronic) Database (CAD) File (ltem
49124 of the Troop Operations’ schedule).) (Comply with applicable provisions of G.5. 126-22 - 29
regarding confidentiality of personnel records.)

DISPOSITION INSTRUCTIONS: Transfer original to personnel file after Review Board's final
examination, if no litigation, claim, audit, or other offlcial actlon involving the records has been
initiated. If official action has been initiated, destroy in office after completion of action and
resolution of issues involved. Destroy copies in office after 3 years and 1 month.

48854. STOP STICK PURSUIT REPORTING FORM FILE.

Completed form HP-346 concerning tracking the deployment of stop sticks tised by the Highway
Patrol.

DISPOSITION INSTRUCTIONS: Destroy in office when administrative value ends.
48855. PERFORMANCE RECORD FILE.

Completed form HP-360 by supervisor used io provide a record of Highway Patrol Trooper
performance for evaluation and development based upon job-related behaviors. (Comply with
applicable provisions of G.S. 126-22 - 29 regarding confidenttality of personnel records.)

DISPOSITION INSTRUCTIONS: Destroy in office after 3 years if no litigation, claim, audit, or other
official aciion involving the records has been initiated. If official action has been initlated, destroy in
office after compfetion of action and resolution of issues involved,

48856. PERFORMANCE AREAS FILE.

Completed form HP-380A by supervisor used to provide a summary of Trooper Performance Areas
for evaluation. (Comply with applicable provisions of G.S. 126-22 - 29 regarding confidentiality of
personnel records.)

BDISPOSITION INSTRUCTIONS: Desltroy in office after 3 years 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.

48857. CADET PERFORMANCE RECORD FILE.

Completed form HP-360B by supervisor used to provide a record of cadet’s performance for
evaluation and development based upon job-related behaviors observed during attendance at the
Highway Patrol Basic School. (Comply with applicable provisions of G.S. 126-22 - 29 regarding
confidenttality of personnel records.)

DISPOSITION HNSTRUCTIONS: Destroy in office after 3 years 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.

48858, SUPERVISOR PERFORMANCE RECORD FILE.
Completed form HP-361 by supervisor used to provide a record of supervisor performance for

evaluation and development, based upon job-related behaviors. (Comply with applicable provisions
of G.S. 126-22 - 28 regarding confidentiality of personnel records.)

DISPOSITION INSTRUCTIONS: Destroy in office after 3 years if no fitigation, 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. '
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48859. SUPERVISORY PERFORMANCE AREAS FILE.

Completed form HP-361A by supervisor used to provide a summary of Supervisors Performance
Areas for evaluation. {Comply with applicable provisions of G.S. 126-22 - 29 regarding
confidentiality of personnel records.)

DISPOSITION INSTRUCTIONS: Destroy in office after 3 years 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.

48860. PERFORMANCE APPRAISAL FILE.

Completed form HP-362 by supervisor used to provide a record of Highway Patrol sworn members'
annual performance. (Comply with applicable provisions of G.S. 126-22 - 29 regarding
confidentiality of personnel records.)

DISPOSITION INSTRUCTIONS: Destroy in office after 3 years if no litigation, claim, audi, or other
official action involving the records has been initiated. If official action has been initialed, destroy in
office after completion of action and resolution of issues involved.

48861. INTERIM / TRANSFER OVERALL RATING SHEET.

Completed form HP-362A by immediate supervisor used to ensure documentation of job
performance throughout the appraisal cycle, to ensure fair evaluation of transferring Highway Patrol
sworn members, to provide performance documentation to the employee's new supervisor for
review. (Comply with applicable provisions of G.S. 126-22 - 29 regarding confidentiality of
personnel records.)

DISPOSITION INSTRUCTIONS: Destroy in office after 3 years 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 rasolution of issues involved.

48862. MANAGER PERFORMANCE APPRAISAL FILE,.

Completed form HP-363 by immediate supervisor used to provide a record of supervisor annual
performance evaluation, based on documented job-related behaviors.

DISPOSITION INSTRUCTIONS: Destroy in office after 3 years if no litigation, claim, audit, or other
official action invelving the records has been initiated. If official action has been initiated, destroy in
office after completion of action and resolution of issues involved.

48863. SUPERVISOR'S INTERIM/TRANSFER OVERALL RATING SHEET.

Completed form HP-363A by immediate supervisor used to ensure documentation of job
performance throughout the appraisal cycle; to ensure fair evaluation of transferring Highway Patrol
sworn members, to provide performance documentation to the employee's new supervisor for
review. (Comply with applicable provisions of G.S. 126-22 — 29 regarding confidentiality of
personnel records.)

DISPOSITION INSTRUCTIONS: Destroy in office after 3 years if no [itigation, claim, audit, or other
official action involving the records has been initiated. If official action has baen initiated, destroy in
office after completion of action and resolution of issues involved.

48864. CANINE TRAINING AID CONTROLLED SUBSTANCE ANNUAL INVENTORY FILE.
Completed form HP-400 concerning an annual inventory of controlled substance training aids.

DISPOSITION INSTRUCTIONS: Destroy in office original records after 3 years. Destroy in office
reference copies after 2 years.

24



DEPARTMENT OF PUBLIC SAFETY
CCPS - STATE HIGHWAY PATROL
FORMS RETENTION SCHEDULE

ITEM 48865. CANINE TRAINING AID CONTROLLED SUBSTANCE PREPARATION / DESTRUCTION
RECORD FILE.

Completed form HP-400A concerning a record of controlled substance training aids prepared
andfor destroyed.

DISPOSITION INSTRUCTIONS: Bestroy in office original records 2 years after destruction of
conirolled substance. Destroy in office reference copies after 2 years.

ITEM 48866. CANINE TRAINING AID CONTROLLED SUBSTANCE SIGN OUT /IN RECORD FILE.
Completed form HP-400B concerning the date, lime, amount, and package number of controlled
substance training aids.

DISPOSITION INSTRUCTIONS: Destroy in office 4 years after last enfry.

ITEM 48867. CANINE INCIDENT REPORT FILE.

Completed form HP-401 by canine handler used to record all injuries inflicted on any person by a
Patrol canine.

DISPOSITION INSTRUCTIONS: Destroy in office after 3 years and 1 month If no litigation, claim,
audit, or other official action involving the records has been initiated. if official action has been
initiated, dastroy in office after completion of action and resolution of issues involved.

ITEM 48868. CANINE TRAINING LOG FILE.

Completed form HP-402 by canine handler used to provide a record of canine training sessions
conducted.

DISPOSITION INSTRUCTIONS: Destroy in office 1 year after canine is removed from service.
ITEM 48869. CANINE ARREST AND UTILIZATION REPORT FILE.

Completed form HP-403 by Canine handler concerning a record of arrests and utilizations of
Highway Fatrol canine units.
DISPOSITION INSTRUCTIONS: Destroy in office 1 year after canine Is removed from service.
ITEM 48870. CANINE TEAM ACTIVITIES REPORT FILE.
Completed form HP-404 by canine handler concerning a monthly record of daily canine team
activities.
DISPOSITION INSTRUCTIONS: Destroy in office after 3 years,
ITEM 48871. CANINE HANDLER / TRAINING EVALUATION,

Form HP-405 completed by the Canine Training Coordinator or Certified Technical Trainer to
document the proficiency of each canine team during bi-monthly and in-service training.

DISPOSITION INSTRUCTIONS: Destroy in office 1 year after canine Is removed from service.
ITEM 48873. SERVICE WEAPON PURCHASE MEMO FILE.

Completed from HP-500 by Highway Patrol sworn member in Administrative Services,
Commander's Office, Armory concerning information pertaining to the purchase of a Highway
Patrol sworn member’s service weapon upon relirement.

DISPOSITION INSTRUCTIONS: Retain in office permanently.
ITEM 48874. FIREARMS REMEDIAL TRAINING FILE.

Completed form HP-501 by NCSHP Specialized Firearms Instructor concerning firearms remedial
training and establishment of a shooter deficiency record.

DISPOSITION INSTRUCTIONS: Retain in office permanently.
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48882. MONETARY COLLECTION TRACKING SHEET FILE.

Completed form HP-805 by collecting Highway Patrol sworn member used to track all monetary
collections on civil penalties.

DISPOSITION INSTRUCTIONS: Destroy in office after 2 years.
48883. BACKGROUND INVESTIGATION FILE.

Completed form HP-719 by Highway Patrol sworn member assigned to background investigation
used to provide a thorough background investigation on an applicant. The original copy is
maintained in Administrative Services for non-hired applicants. (Comply with applicable provisions
of G.S. 132-1.4 concerning confidentiality of records.)

DISPOSITION INSTRUCTIONS: Transfer after 5 years upon completion of basic school to
personnel file for hired applicants. Destroy in office after 5 years for non-hired applicants.

48884. CIVILIAN REPORT OF BACKGROUND INVESTIGATION FILE,

Completed form HP-719A by Highway Patrol sworn member assigned to background investigation
used as a guide to conduct background investigations on all civilian applicants. (Comply with
applicable provisions of G.S. 126-22 - 29 regarding confidentiality of personnel records.)

DISPOSITION INSTRUCTIONS: Transfer records for applicants who are hired to agency
personnel office to be incorporated into official personnel file 1 year after smployee terminates
service. Destroy in office rejected applicants' records & years after date of receipt.

48885. APPLICANT VISION TEST FILE.

Completed form HP-720A by North Carolina Division of Motor Vehicles Driver's License Examiner
or licensed optometrist / ophthalmologist applicant used to provide documentation and evidence
that Trooper applicanis meet the minimum vision requirements for Trooper position. (Comply with
applicable provisions of G.S. 126-22 - 29 regarding confidentiality of personnel records.)

DISPOSITION INSTRUCTIONS: Transfer records for applicants who are hired to agency
personne! office to be incorporated into official personnel file 1 year after employee terminates
service. Destroy in office rejected applicants' records 5 years after date of receipt,

48886, MILITARY FORM FILE.

Completed form HP-720B by Recruiter/Applicant used to provide documentation for applicants to
verify any criminal record or lack thereof. (Comply with applicable provisions of G.S. 126-22 - 29
regarding confidentiality of personnel records.)

DISPOSITION INSTRUCTIONS: Transfer records for applicants who are hired to agency
personnel office to be incorporated into official personnel file 1 year after employee lerminates
Highway Patrol service. Destroy in office rejected applicants' records & years after date of receipt.

48887. CRIMINAL HISTORY RECORD REQUEST FILE.

Completed form HP-720C by Recruiter / Applicant used to provide documentation for applicants to
verify any criminal record or lack thereof, while serving in any branch of the armed services before
applying to the Highway Patrol. (Comply with applicable provisions of G.S. 126-22 - 29 regarding
confidentiality of personnel records.)

DISPOSITION INSTRUCTIONS: Transfer records for applicants who are hired to agency
personnel office to be incorporated into official personnel file 1 year after employee terminates
Highway Palrol service. Destroy in office rejected applicants’ records 5 years after date of receipt.
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48888, FORMER MEMBER RE-EMPLLOYMENT PROCESS AND CHECKLIST FILE.

Completed form HP-720D by Director of Administrative Services and the Colonel used to provide
documentation on former Highway Patrol sworn members applying for re-instatement to the
Highway Palrol; form includes a checklist for the process and the information needed by the former
Highway Patrol sworn member to be qualified for re-instatement as a sworn law enforcement
member of the Highway Patrol. (Comply with applicable provisions of G.S. 126-22 - 29 regarding
confidentiality of personnef records.)

DISPOSITION INSTRUCTIONS: Transfer records for applicants who are hired io agency
personnel office to be incorporated into official personnel file 1 year after employee terminates
service. Destroy in office rejected applicants' records 5 years after date of receipt.

48889, AUTHORITY TO RELEASE INFORMATION AND AGREEMENT NOT TO SUE FILE.

Completed form HP-720E by Recruiter and Applicant used to obtain the required release from
applicants to enable Highway Patrot background investigator to have access to personat
information and documentation needed o complete a thorough investigation. (Comply with
applicable provisions of G.S. 126-22 - 29 regarding confidentialily of personnel records.)

DISPOSITION INSTRUCTIONS: Transfer records for applicants who are hired once applicant
completes the basic school program to personnel file. Destroy in office records of non-hired
applicants 5 years after date of receipt.

48890. AUTHORITY TO RELEASE OF FINANCIAL INFORMATION AND AGREEMENT NOT TO

SUE FILE.

ITEM

Completed form HP-720F by Recruiter and Applicant used to obtain the required release of
financial information from the applicant before a credit report can be requested and included in the
background investigation. (Comply with applicable provisions of G.S, 126-22 - 28 regarding
confidentiality of personnel records.) ‘

DISPOSITION INSTRUCTIONS: Transfer records for applicants who are hired to agency
personnel office to be incorporated into official personnel file 1 year after employee terminates
service. Destroy in office rejected applicanis’ records 5 years after date of receipt.

48891. REPORT OF INVESTIGATION / PATROL VEHICLE COLLISION / PATROL VEHIGLE

INCIDENT FILE.

ITEM

ITEM

Records HP-721A by Investigating Officer used to record facts and information concerning
Highway Patrol vehicle collisions and Highway Patrol vehicle incidents, (Comply with applicable
provisions of G.S. 126-22 - 29 regarding confidentiality of personnel records.)

DISPOSITION INSTRUCTIONS: Transfer to personnel file 5 years after employee terminates
service.

48892. RESIDENCE FORM FILE.

Completed form HP-740 concerning permission to reside outside of county of assigned duty
station. (Comply with provisions of G.S. 126-22 - 20 regarding confidentiality of personnel records.)
DISPOSITION INSTRUCTIONS: Destroy in office when superseded or obsolete.

48893. SECONDARY EMPLOYMENT REQUEST FILE.

Completed form HP-745 by employee used to request permission to engage in secondary
employment. (Comply with applicable provisions of G.S. 126-22 - 29 regarding confidentiality of
personnel records.)

DISPOSITION INSTRUCTIONS: Destroy in office approved requests and related records 1 year

after employee terminate secondary employment. Destroy in office disapproved requests and
related records 1 year after requsst is disapproved.
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48894. CONTINUED SECONDARY EMPLOYMENT FILE,

Completed form HP-745A by Non-Enforcement Personnel used to request permission o engage in
secondary employment for non-enforcement employment. (Comply with applicable provisions of
G.5. 126-22 - 29 regarding confidentiality of personnet records.)

DISPOSITION INSTRUCTIONS: Destroy in office approved requests and related records 1 year
after employee terminate secondary employment. Destroy in office disapproved requests and
related records 1 year after request is denied.

48895, PROMOTIONAL PROCESS APPLICATION FILE.

Completed form HP-767 by eligible Highway Patrol sworn members used to request permission to
participate in the Highway Patrol promational process or to document Highway Patrol sworn
member's desire not to participate in the process. (Comply with provisions of G.S. 126-22 - 28,
regarding the confidentiality of personnet records.}

DISPOSITION INSTRUCTIONS: Destroy in office after 1 year.

48896, VACATION SCHEDULE FILE,

Completed form HP-803 by Unit Supervisor used to provide a record of vacation for alt unit
employess in order {o plan for complets area coverage.

DISPOSITION INSTRUCTIONS: Destroy in office when superseded or obsolste.

48897. COURT SCHEDULE FILE.

Completed form HP-803A by First Sergeant used {o provide tentative Court schedule for each
District/ Motor Carrier Enforcement (MCES) Highway Patrol sworn membaer.

DISPOSITION INSTRUCTIONS: Destroy in office when superseded or obsolete.

48898. REQUISITION FOR SUPPLIES / EQUIPMENT FILE.

Completed form HP-801 by requesting section/troop/district used to provide approval and
accountability for supplies and equipment.

DISPOSITION INSTRUCTIONS: Destroy in office after 1 year.

48899. TRAINING ACADEMY REGISTRATION FORM FILE.

Completed form HPTC-1 used fo record the names of personnel attending a training session
provided by Department of Crime Controt and Public Safely.

DISPOSITION INSTRUCTIONS: Destroy in office after 2 years.,

48900. SIZE / WEIGHT TRAINING WEEKLY EVALUATION REPORT FILE.

Completed form HPTC-20 used to record observed behavior of a Highway Patrol sworn member
while completing The Motor Carrier Enforcement Unit’s Field Evaluation Program. Fite documents

" how a Highway Patrol sworn member is progressing within the guidelines of the Motor Carrier Field

Evaluation program.
DISPOSITION INSTRUCTIONS: Destroy in office after completion of program.
48901. SIZE { WEIGHT FIELD EVALUATION TRACKING SHEET FILE.

Completed form HPTC-20A used to record observed citations that a Highway Patrol sworn
member completes during the Motor Carrier Enforcement Unit’s Field Evaluation Program. File
documents how a Highway Patrol sworn member is progressing within task number's 8, 9, 10, and
11, of the Motor Carrier Field Evalualion program.

DISPOSITION INSTRUCTIONS: Destroy in office after completion of program.
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48902. AIRCRAFT EQUIPMENT CHECKLIST.

Completed form HPZ-1 used to ensure that Usted equipment and accessories are avallable or
accounted for.

DISPOSITION INSTRUCTIONS: Dastroy in office when superseded or obsolete.

48904. AIRCRAFT MAINTENANCE CARRY-OVER DISCREPANCIES SHEET.

Completed form HPZ-3 used to document the discovery and repair of a minor maintenance
inaccuracy that does not affect the airworthiness of the aircraft, regardless of any corrective action
being made upon discovery, Form may include documentation of non-preventive maintenance
issues such as aircraft cleaning and grease purging.

DISPOSITION INSTRUCTIONS: Destroy in office after 2 years.

48905. AVIATION 25 /50 HOUR INSPECTION CHECKLIST FILE.

Completed form HPZ-4 used to document required twenty-five (25) andfor fifty (50) hour
inspections.

DISPOSITION INSTRUCTIONS: Destroy in office after 1 year.

48906. 100-HOUR RECURRING SPEGIAL INSPECTION FILE.

Completed farm HPZ-5 used te document required one hundred (100} hour Inspections.
DISPOSITION INSTRUCTIONS: Transfer records with afrcraft when aircraft is no longer assigned
fo the Unit.

48907. MAINTENANCE TEST FLIGHT CHECK SHEET.

Completed form HPZ-7 used to document required maintenance test flight checks of listed
mechanical parts and miscellaneous items.

DISPOSITION INSTRUCTIONS: Transfer record with aircraft when aircraft is no longer assigned
to the Unit.
48908. OH-58A+ HIT TOT LOG SHEET FILE.

Completed form HPZ-8 used to document required daily check of listed references and trends in
engine performance.

DISPOSITION INSTRUCTIONS: Transfer record with engine when engine is no longer assigned to
the Avlation Unit.

48909. OH-68A+ HIT TOT WORKSHEET FILE.

Completed form HPZ-9 used to document the establishment of an engine health indicator test
(HIT) baseline.

DISPOSITION INSTRUCTIONS: Transfer record with engine when engine is no longer assigned to
the Unit.

48910, HELICOPTER WEIGHING RECORDS FILE.

Completed form HPZ-10 used to document the weight of an empty aircraft and to determine its
center of gravity.

DISPOSITION INSTRUCTIONS: Transfer records with aircraft when aircraft is no longer assigned
to the Aviation Unit.

48911, BELL OH-58A+WEIGHT AND BALANCE WORKBOOK (ELECTRONIC) FILE.

Completed form HPZ-10A used to document the calculation of the weight and batance for the OH-
58A+ Kiowa helicopter.

DISPOSITION INSTRUCTIONS: Destroy in office after complation of the individuat mission,
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48912. BELL 206B3 WEIGHT AND BALANCE WORKBOOK (ELECTRONIC) FILE.
Cofnpleted form HPZ-10B used to calculate the weight and bafance for the Bell 2068 JetRanger
helicopter.

DISPOSITION INSTRUCTIONS: Destroy in office after completion of the individual mission.
48913. BELL 407 WEIGHT AND BALANCE WORKBOOK (ELECTRONIC) FILE.

Completed form HPZ-10D used to calculate weight and balance for the Bell.407 helicopter.

DISPOSITION INSTRUCTIONS: Destroy in office after completion of the individual mission.
48914, PILOT INSPECTION REPORT FILE.

Completed form HPZ-11 used to documaent conditions discovered during quarterly line inspections
of pllots, aviation facififies, aircraft, and Unit specific equipment.

DISPOSITION INSTRUCTIONS: Destroy in office after 1 year.

48915. PILOT INSPECTION REPORT CONTINUATION FILE.

Completed form HPZ-11A used to act as a carry over page for documenting needed corrective
actions discovered during quarterly line inspections of pilots, aviation facilities, aircraft and Unit
specific equipment.

DISPOSITION INSTRUCTIONS: Destroy in office after 1 year.

48916. PREVENTATIVE MAINTENANCE DAILY (PMD) INSPECTION SIGN-OFF SHEET FILE.
Completed form HPZ-12 by inspecting supervisor concerning Preventative Maintenance Daily
{PMD)} inspections.

DISPOSITION INSTRUCTIONS: Destroy when superseded or ohsolete.

48917, K-500 FUEL TRUCK PREVENTATIVE MAINTENANCE LOG FILE.

Completed form HPZ-13 used to document preventative maintenance conducted on the K-500 Fuel
Truck.

DISPOSITION INSTRUCTIONS: Destroy In office after 1 year.

48918. JET-A FUEL LOG FILE.

Completed form HPZ-13A used document the distribution of jet fuel.

DISPOSITION INSTRUCTHONS: Destroy in office after 1 year.
48919. SURVIVAL PACK CONTENTS SHEET FILE.

Completed form HPZ-14 used document the contents of a survival pack.

DISPOSITION INSTRUCTIONS: Destray in office after 1 year.

48920, GROUND TRAINING RECORD FILE. '

Completed form HPZ-T1 used to document the ground training a Highway Patrol sworn member
receives. (Comply with provisions of G.S. 126-22 - 29, regarding the confidentiality of personnel
records.}

DISPOSITION INSTRUCTIONS: Destroy in office 3 years after employee terminates service.
48921, FLIGHT TRAINING RECORD FILE.

Completed form HPZ-T2 used to document flight training maneuvers demonstrated by the Certified
Flight Instructor and/or performed by the flight student and to inform the student if the training or
evaluation was deemed unsalisfactory. Form identifies in the remarks section any unsatisfactory

maneuvers and feedback thereto. (Comply with provisions of G.S. 126-22 - 29, regarding the
confidentiality of personnel records.)

DISPOSITION INSTRUCTIONS: Destroy in office 3 years after employee separation.
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48922, INSTRUMENT TRAINING RECORD FILE.

Completed form HPZ-T3 used to document flight tralning maneuvers demonstrated by the Certified
Flight Instructor andfor performed by the flight studeni and to Inform the student if the training or
evaluation was deemed unsatisfactory. Form identifies in the remarks section any unsatisfactory
maneuvers and feedback thereto. (Comply with provisions of G.S. 126-22 - 28, regarding the
confidentiality of personnel records.)

DISPOSITION INSTRUCTIONS: Destroy in office 3 years after employee separation.

48923. PREVENTATIVE MAINTENANCE TRAINING RECORD FILE.

Completed form HPZ-T4 used to document a student's training in specific helicapter maintenance
and inspections. {Comply with provisions of G.S. 126-22 - 29, regarding the confidentiality of
personnel records.}

DISPOSITION INSTRUCTIONS: Destroy in office 3 years after amployee terminates service.
49108. POLITICAL EVENT MILEAGE FORM FILE.

Completed form EP-20 concerning the accurate account of total miles driven while providing
transportation and security for the Governor, First Family or Lisutenant Governor during an event
deemed campaign-related.

DISPOSITION INSTRUCTIONS: Destroy when administrative value ends.

49109, POLITICAL MILEAGE MONTHLY REPORT FILE.

Completed from £P-21 concerning the monthly total of miles driven while providing transportation
and secuiity for the Governor, First Family or Lieutenant Governor on events deemed to ba
campaign refated.

DISPOSITION INSTRUCTIONS: Destroy when administrative value ends.

49110. THREAT ASSESSMENT INTELLIGENCE REPORT FILE.

Completed form EP-50 concerning correspondence about the delailed record of inappropriate

contact made to or threats made at the Governor, Governor’s Office, Other Official or Target, or
other office. (Comply with applicable provision of G.S. 132-1.7 regarding confidentiality of records.)

DISPOSITION INSTRUCTIONS: Destroy in office 1 year after the end of the Governor’s
administration.
49271. WEEKLY OPERATIONAL READINESS CHECKLIST FILE.

Completed form HPZ-6 used to document weekly that all ground edquipment is operationally ready
for use.

DISPOSITION INSTRUCTIONS: Destroy in office after 6 years.
49273. RECORD OF ASSESSMENT FILE.

Completed form HPZ-S1 used lo Identify hazards / risks and existing measures (if any) to control
fisks.

DISPOSITION INSTRUCTIONS: Destroy in office after 1 year.
48274, RISK ASSESSMENT FILE.

Completed form HPZ-S2 used to manage risks through the Risk Assessment Matyix.

DISPOSITION INSTRUCTIONS: Destroy in office after 1 year.
49275, OCCURRENCE AND HAZARD IDENTIFICATION REPORT FILE.

Completed form HPZ-S3 used to report any unsafe act or event and to ensure that all refevant
comments from other supervisors and agreed actions are recorded.

DISPOSITION INSTRUCTIONS: Bastroy in office after 1 year.
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ITEM 49276. QUARTERLY / SEMI-ANNUAL TRAINING (ELECTRONIC) RECORD FILE.

Completed form HPZ-T5 used to document reqguired quarterly and semi-annual training conducted
by members of Aircraff Operations.

BISPOSITION INSTRUCTIONS: Retain in office permanently.
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