DEPARTMENT OF CRIME CONTROL AND PUBLIC SAFETY
STATE HIGHWAY PATROL
SUPPORT SERVICES

Program Records Retention and Disposition Schedule

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

SUPPORT SERVICES

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 Control 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 to
the Department of Cultural Resources that such records have no further use or value for official and administrative business
and when the Department certifies that such records appear to have no further use or value for research or reference, then
such records may be destroyed or otherwise disposed of by the agency having custody of them. As part of its program
operations the Department of Crime Control and Public Safety 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

SUPPORT SERVICES

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in effect until superseded.

APPROVAL RECOMMENDED

Denlse Goodwm Chlef Records Ofﬁcer
Department of Crime Control and Public Safety

(ol 1900 L )&4/2@ /wMQ

Colonel M.\W. Gilchrist, Commander, Davnd Brook, Director
State Highway Patrol Division of Historical Resources

APPROVED
ben F. You 9, S¢f [Thda A. Carlisle, Secretary
Department of Crime Control and Public Safety Department of Cultural Resources

April 18, 2011 PDI



DEPARTMENT OF CRIME CONTROL AND PUBLIC SAFETY
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ITEM 22501. Fuel Management Records File. Records in paper and electronic formats,
indicating daily and monthly gas and oil consumption. Records list beginning amount on
hand, amount received in current month, total current month dispersal, balance on
service report, and amount over or under monthly balance. File may include Daily Fuel
Inventory Worksheet (CL-5), Monthly Fuel Inventory Records (CL-6) and Gasoline Log
File, (CL-56). (Data is entered into System Application and Products Database
(Electronic) File, (SAP), (Iltem 49240).)

DISPOSITION INSTRUCTIONS: Destroy in office paper and electronic records yearly
summaries after 2 years. Destroy in office paper and electronic records daily, monthly
and semi-annual summaries when superseded.

ITEM 49240. System Application and Products Database (Electronic) File. Records
concerning gas and oil consumption by the State Highway Patrol on daily, monthly semi-
annual and annual bases. Fields may include gallons delivered, gross gallons delivered,
leak check and oil delivered.

DISPOSITION INSTRUCTIONS: Update routinely. Destroy when reference value ends.

ITEM 22460. Maps and Blueprints File. Maps and blueprints of radio buildings and towers.

DISPOSITION INSTRUCTIONS: Transfer to State Records Center after 5 years for
immediate transfer to the custody of the Archives.

ITEM 22462. Record of Sale and Release of Patrol Cars File. Reports in paper and
electronic formats, including e-mail, used to record number of cars sold each week and
the average sale price.

DISPOSITION INSTRUCTIONS: Retention of the electronic version of e-mail records in
this series is governed by G1 of the General Schedule for State Agency Records, which
requires that e-mail be retained for 10 years pursuant to Executive Order No. 18 issued
July 7, 2009 by Govemor Beverly Perdue. Destroy in office remaining records after 2
years.

ITEM 22491. Warehouse Inventory System Computer Program (Electronic) File. Records
in electronic format concerning the inventory of clothing and equipment issued to
members of the patrol. Fields may include name of recipient, article issued, and date of
issue.

DISPOSITION INSTRUCTIONS: Destroy in office after employee separates from patrol.
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ITEM 22500. Patrol Collision Financial Report Database (Electronic) File. Records
concerning the monthly financial status of patrol collisions reported, damage sustained
by the patrol, reimbursement received from other parties and from the sale of wrecked
vehicles, net loss or gain, number of claims initiated by the patrol, number of settlements
obtained, and number of claims pending.

DISPOSITION INSTRUCTIONS: Destroy in office 3 years for non-reimbursement claims
or after reimbursement is paid.

ITEM 22452. Technical Data File. Technical publications and manuals used in the repair of
patrol equipment.

DISPOSITION INSTRUCTIONS: Item discontinued. Superseded by the General
Schedule for State Agency Records.

ITEM 22496. Tort Claims File. Records concerning claims filed against the state. File includes
correspondence, reports, affidavits, hearing notices, briefs, transcripts, and other related
records. (Comply with applicable provisions of G.S. 132-1.1 regarding attorney client
privilege and G.S. 126-22, 23, 24 regarding confidentiality of personnel records.)

DISPOSITION INSTRUCTIONS: Function and records transferred to Commander’s
Office.

ITEM 22465. Shop Repair Order File. Form CL-17, 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 preparing the "Maintenance and Qil"
tickets.

DISPOSITION INSTRUCTIONS: Function and records transferred to State Highway
Patrol, Form Retention Schedule.

ITEM 22467. Electronics Maintenance Summary File. Form CL-19 used to record
electronics maintenance work performed.

DISPOSITION INSTRUCTIONS: Function and records transferred to State Highway

Patrol, Form Retention Schedule, Electronics Maintenance (Electronic) File (CL-29, Iltem
22638).
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ITEM 22471. Emergency Generator Quarterly Inspection File. Computer printout of form
CL-23 used to record service and repairs to emergency generators.

DISPOSITION INSTRUCTIONS: Function and records transferred to State Highway
Patrol, Form Retention Schedule.

ITEM 22475. Electronics Maintenance File. Form CL-29 used to provide a maintenance
record of electronic equipment serviced by the Communications and Logistics Section.

DISPOSITION INSTRUCTIONS: Function and records transferred to State Highway
Patrol, Form Retention Schedule, Electronics Maintenance (Electronic) File, (CL-29,
Item 22638).

ITEM 22478. Notice of Transfer of Materials and Supplies File. 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 office.

DISPOSITION INSTRUCTIONS: Function and records transferred to State Highway
Patrol, Form Retention Schedule, Notice of Transfer of Materials and Supplies File, (CL-
33, ltem 22639).

ITEM 22480. Estimate of Vehicle Cost File. Form CL-36 used to determine the cost of
repairs of wrecked or damaged Highway Patrol vehicles and to provide estimates of
damage to insurance carriers and others responsible.

DISPOSITION INSTRUCTIONS: Function and records transferred to State Highway
Patrol, Form Retention Schedule.

ITEM 22481. New Patrol Vehicle and Equipment File. Form CL-37 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: Function and records transferred to State Highway
Patrol, Form Retention Schedule.

ITEM 22495. Monthly Safety Equipment Inspection Report File. Form used to record
inspection stickers placed on state-owned vehicles.

DISPOSITION INSTRUCTIONS: Item discontinued. All records destroyed.



