




DEPARTMENT OF ADMINISTRATION 
OFFICE OF ADMINISTRATIVE ANALYSIS 
ADMINISTRATION 

ITEM   3591.  ADMINISTRATIVE AND MANAGEMENT RECORDS FILE.   
 Records used to administer office programs. File includes correspondence, reports, studies and  
 evaluations, organizational information, policy and procedural memorandums, and staff meetings  
 records. 
 DISPOSITION INSTRUCTIONS: Item discontinued. Transfer studies and evaluations to agency that  
 requested the study when completed. Destroy in office remaining records immediately. 

ITEM   10915.  PERSONNEL FILE.   
 Records concerning office personnel. File includes applications for employment, pay plans, position  
 classifications, personnel action forms, and other related records. (Comply with applicable provisions  
 of G.S. 126-22, 126-23, and 126-24 regarding confidentiality of personnel records.) 
 DISPOSITION INSTRUCTIONS: Item discontinued. Function and records transferred to the Division of  
 Auxiliary Services. 

ITEM   10916.  PUBLIC RELATIONS RECORDS FILE.   
 Records concerning news tips, news releases, and speeches made by employees of the Office of  
 Administrative Analysis. 
 DISPOSITION INSTRUCTIONS: Item discontinued. Transfer to the State Records Center immediately.  
 Records will be held for agency in the State Records Center 5 additional years and then transferred to 
  the custody of the Archives. 
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