








DEPARTMENT OF LABOR 
MINE AND QUARRY BUREAU 

ITEM   23881.  BUREAU ADMINISTRATIVE FILE.   
 Records concerning the management and administration of the Mine and Quarry Bureau. File includes  
 microfiche of administrative records, correspondence to and from the Department of Labor and other  
 state or federal agencies, memorandums, policies and procedures, and other related records.  
 Correspondence is entered into Correspondence (Electronic) File (Item 35663). 
 DISPOSITION INSTRUCTIONS: Transfer paper records to the State Records Center after 5 years.  
 Records will be held for agency in the State Records Center 5 additional years and then transferred to 
  the custody of the Archives. Destroy in office microfiche when administrative value ends. 

ITEM   23882.  BUILDINGS AND GROUNDS FILE.   
 Records concerning the administration and management of buildings and grounds of the bureau. File  
 also includes microfiche, agreements of rental property for field representatives. 
 DISPOSITION INSTRUCTIONS: Item discontinued. Superseded by the General Schedule for State  
 Agency Records. 

ITEM   23883.  DEPARTMENT OF LABOR FILE.   
 Reference copies of correspondence between the bureau and the Department of Labor. File includes  
 correspondence, memorandums, and other related records. 
 DISPOSITION INSTRUCTIONS: Item discontinued. Superseded by the General Schedule for State  
 Agency Records. 

ITEM   23884.  STATE AND FEDERAL AGENCIES FILE.   
 Correspondence between the bureau and other state and federal agencies. File includes  
 correspondence, memorandums, and other related records. 
 DISPOSITION INSTRUCTIONS: Transfer to Bureau Administrative File (Item 23881) after 1 year. 
ITEM   23885.  RECORDS MANAGEMENT FILE.   
 Records concerning records management-related topics. File includes records retention and  
 disposition schedules and records transfer forms. 
 DISPOSITION INSTRUCTIONS: Item discontinued. Superseded by the General Schedule for State  
 Agency Records. 

ITEM   23886.  ASSOCIATIONS, COMMITTEES, AND BOARDS FILE.   
 Records concerning associations, committees, and boards with which personnel of the bureau are  
 affiliated. File includes reference copies of meeting minutes, agendas, listings of members, and other  
 related records. 
 DISPOSITION INSTRUCTIONS: Transfer to the State Records Center after 5 year(s). Records will be  
 held for agency in the State Records Center 5 additional years and then transferred to the custody of  
 the Archives. 

ITEM   23887.  MINUTES FILE.   
 Official minutes of meetings of the Mine Safety and Health Advisory Board. (This is an essential  
 agency record.) 
 DISPOSITION INSTRUCTIONS: Transfer to the State Records Center after 5 years to be microfilmed for  
 permanent storage. Microfilmed paper records will be returned to agency after microfilming. Destroy in  
 office microfilmed paper records when reference value ends. The original copy (silver-halide) of  
 microfilm will be stored permanently in the State Archives vault. Transfer a duplicate copy of the  
 official signed minutes to the State Records Center after each meeting for security storage. The  
 duplicate copy will be destroyed in the State Records Center when original records microfilmed. 
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DEPARTMENT OF LABOR 
MINE AND QUARRY BUREAU 

ITEM   23888.  DISASTERS/ACCIDENTS FILE.   
 Records concerning disasters and accidents in the mining and quarry industries of North Carolina. 
 DISPOSITION INSTRUCTIONS: Transfer to Accident Reports File (Item 23895) after 1 year. 
ITEM   23889.  INVESTIGATIONS FILE.   
 Records concerning investigations undertaken by the bureau as the result of complaints about mining  
 operations. File includes microfiche of investigation reports, letters of complaint, field inspectors'  
 reports, and other related records. (Comply with applicable provisions of G.S. 74-24.7 regarding  
 confidentiality of records.) 
 DISPOSITION INSTRUCTIONS: Transfer paper records to the State Records Center after 5 years.  
 Records will be held for agency in the State Records Center 5 additional years and then transferred to 
  the custody of the Archives. Destroy in office microfiche when administrative value ends. 

ITEM   23890.  STATE MINE AND QUARRY LEGISLATION FILE.   
 Reference copies of records concerning legislation affecting the Mine and Quarry Bureau. File  
 includes House and Senate bills, amendments to bills, microfiche of bills, and other related records. 
 DISPOSITION INSTRUCTIONS: Destroy in office paper records after 5 years. Destroy in office  
 microfiche when administrative value ends. 

ITEM   23891.  MAPS FILE.   
 Maps of counties generated by the bureau. 
 DISPOSITION INSTRUCTIONS: Destroy in office after 1 year. 
ITEM   23892.  MINE HAZARDS FILE.   
 Records concerning mine hazards. File includes special project reports, study reports, and other  
 related records. 
 DISPOSITION INSTRUCTIONS: Transfer to the State Records Center when administrative value ends.  
 Records will be held for agency in the State Records Center 5 additional years and then transferred to 
  the custody of the Archives. 

ITEM   23893.  MINE SAFETY AND HEALTH ADMINISTRATION (MSHA) FILE.   
 Records concerning MSHA. File includes microfiche of MSHA-related records, policy statements, grant 
  requests, expenditure reports, and other related records. 
 DISPOSITION INSTRUCTIONS: Transfer paper records to the State Records Center after 5 years if no  
 litigation, claim, audit, or other official action involving the records has been initiated. If official action  
 has been initiated, transfer to the State Records Center after completion of action and resolution of  
 issues involved. Records will be held for agency in the State Records Center 5 additional years and  
 then transferred to the custody of the Archives. Destroy in office microfiche when administrative  
 value ends. 

ITEM   23894.  PROGRAMS AND PLANS FILE.   
 Records concerning the policies, procedures, and programs of the Mine and Quarry Bureau. 
 DISPOSITION INSTRUCTIONS: Item discontinued. Superseded by the General Schedule for State  
 Agency Records. 

ITEM   23895.  ACCIDENT REPORTS FILE.   
 Reports submitted by mine operators listing accidents occurring at their mines. File also includes end- 
 of-year summary reports. 
 DISPOSITION INSTRUCTIONS: Item discontinued. Superseded by the General Schedule for State  
 Agency Records. 
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DEPARTMENT OF LABOR 
MINE AND QUARRY BUREAU 

ITEM   23896.  REQUESTS FOR INFORMATION FILE.   
 Correspondence to the bureau requesting information. File also includes letters of response. 
 DISPOSITION INSTRUCTIONS: Item discontinued. Superseded by the General Schedule for State  
 Agency Records. 

ITEM   23897.  CORRESPONDENCE FILE.   
 Correspondence received and written by the division. File also includes letters of commendation. 
 DISPOSITION INSTRUCTIONS: Item discontinued. Transfer immediately to Division Administrative File  
 (Item 23881), Requests for Information File (Item 23896), Inspections (Active) File (Item 23901) or  
 Inspections (Inactive) File (Item 23902) as appropriate. 

ITEM   23898.  ARTICLES FILE.   
 Newspaper articles maintained by the bureau for reference purposes. 
 DISPOSITION INSTRUCTIONS: Item discontinued. Superseded by the General Schedule for State  
 Agency Records. 

ITEM   23899.  NEWS RELEASES FILE.   
 Reference copies of news releases issued by the department. 
 DISPOSITION INSTRUCTIONS: Item discontinued. Superseded by the General Schedule for State  
 Agency Records. 

ITEM   23900.  PUBLICATIONS FILE.   
 Publications produced by the bureau for use in presentations and for furnishing information to mine  
 operators or the general public. 
 DISPOSITION INSTRUCTIONS: Item discontinued. Superseded by the General Schedule for State  
 Agency Records. 

ITEM   23901.  INSPECTIONS (ACTIVE) FILE.   
 Records concerning inspections of mines and quarries. File includes inspection reports, maps of mine  
 sites, correspondence, operators' reports, and other related records. Locations of mine sites, dates of 
  operation, mine types, and other related data are entered into Mine and Quarry Database (Electronic)  
 File (Item 35664). 
 DISPOSITION INSTRUCTIONS: Transfer to the Inspections (Inactive) File (Item 23902) when firm is no  
 longer in business. 

ITEM   23902.  INSPECTIONS (INACTIVE) FILE.   
 Records concerning inspections of mines and quarries. File includes inspection reports, maps of mine  
 sites, microfiche of inspection records, correspondence indicating that the mining company is out of  
 business, operators' reports, and other related records. Mine closing dates are entered into Mine and  
 Quarry Database (Electronic) File (Item 35664). 
 DISPOSITION INSTRUCTIONS: Transfer paper records to the State Records Center after 5 years.  
 Records will be held for agency in the State Records Center 5 additional years and then transferred to 
  the custody of the Archives. Destroy in office microfiche when administrative value ends. 

ITEM   23903.  FIRST AID TRAINING FILE.   
 Records concerning first aid and cardiopulmonary resuscitation (CPR) training given to mining  
 company employees. File includes training schedules, listings of individuals sent certification cards,  
 and other related records. 
 DISPOSITION INSTRUCTIONS: Item discontinued. Superseded by the General Schedule for State  
 Agency Records. 
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DEPARTMENT OF LABOR 
MINE AND QUARRY BUREAU 

ITEM   23904.  SAFETY AND HEALTH TRAINING FILE.   
 Records concerning safety and health training programs offered by the bureau. File includes  
 handouts, training schedules, and other related records. 
 DISPOSITION INSTRUCTIONS: Item discontinued. Superseded by the General Schedule for State  
 Agency Records. 

ITEM   23905.  DAILY REPORTS FILE.   
 Daily reports submitted by field inspectors listing time spent on inspections, types of assistance  
 rendered, and other related information. 
 DISPOSITION INSTRUCTIONS: Item discontinued. Superseded by the General Schedule for State  
 Agency Records. 

ITEM   23906.  PHOTOGRAPHS, VIDEO TAPES, FILMS, AND SLIDES FILE.   
 Photographs, video tapes, films, and slides used by field inspectors in presentations concerning mining 
  safety and hazard. 
 DISPOSITION INSTRUCTIONS: Retain in office permanently. 
ITEM   23907.  PERSONNEL FILE.   
 Records concerning personnel of the bureau. File includes applications, resumes, 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. Superseded by the General Schedule for State  
 Agency Records. 

ITEM   23908.  APPLICATIONS FILE.   
 Applications for vacant positions within the bureau. (Comply with applicable provisions of G.S. 126-22  
 regarding confidentiality of personnel records.) 
 DISPOSITION INSTRUCTIONS: Item discontinued. Superseded by the General Schedule for State  
 Agency Records. 

ITEM   23909.  ACCOUNTS PAYABLE FILE.   
 Reference copies of records concerning outstanding accounts of the bureau. File includes invoices,  
 accounting code sheets, and other related records. 
 DISPOSITION INSTRUCTIONS: Item discontinued. Superseded by the General Schedule for State  
 Agency Records. 

ITEM   23910.  BUDGET FILE.   
 Official and reference copies of records concerning state and federal monies received by the bureau.  
 File includes grant reports and proposals, expenditure reports, microfiche of budgetary records,  
 budget authorizations, requests for changes to the budget, and other related records. 
 DISPOSITION INSTRUCTIONS: Item discontinued. Superseded by the General Schedule for State  
 Agency Records. 

ITEM   23911.  REQUISITIONS FILE.   
 Reference copies of requests of orders for equipment or supplies. File also includes microfiche of  
 requisitions. 
 DISPOSITION INSTRUCTIONS: Item discontinued. Superseded by the General Schedule for State  
 Agency Records. 

 4 



DEPARTMENT OF LABOR 
MINE AND QUARRY BUREAU 

ITEM   23912.  TRAVEL FILE.   
 Reference copies of requests for reimbursement and travel advances of travel expenses. 
 DISPOSITION INSTRUCTIONS: Item discontinued. Superseded by the General Schedule for State  
 Agency Records. 

ITEM   23913.  EQUIPMENT MANUALS FILE.   
 Operating manuals and warranty's of equipment owned by the bureau. 
 DISPOSITION INSTRUCTIONS: Item discontinued. Superseded by the General Schedule for State  
 Agency Records. 

ITEM   23914.  FIXED ASSETS FILE.   
 Reference copies of inventories of bureau equipment. 
 DISPOSITION INSTRUCTIONS: Item discontinued. Superseded by the General Schedule for State  
 Agency Records. 

ITEM   23915.  MOTOR VEHICLES FILE.   
 Records concerning motor vehicles owned and operated by the bureau. File includes maintenance  
 schedules, inspection reports, insurance records, microfiche of motor vehicle-related records, titles,  
 procedures for transferring motor vehicles to State Surplus Property, and other related records. 
 DISPOSITION INSTRUCTIONS: Destroy paper records when administrative value ends 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 
  microfiche when administrative value ends. 

ITEM   23916.  OFFICIAL FORMS FILE.   
 Master copies of forms used by the Mine and Quarry Bureau. 
 DISPOSITION INSTRUCTIONS: Destroy in office when superseded or obsolete. 
ITEM   23917.  ANNUAL CONFERENCES FILE.   
 Records concerning Mine Safety and Health Institutes annual conferences. File includes registration  
 forms, conference fee, copy of checks, deposit information, agendas, handouts, and other related  
 information. 
 DISPOSITION INSTRUCTIONS: Item discontinued. Superseded by the General Schedule for State  
 Agency Records. 

ITEM   23918.  MINE SAFETY AND HEALTH INSTITUTES FILE.   
 Records concerning mine safety and health institutes conducted by bureau personnel. File includes  
 agendas, listings of participants and approved trainers, handouts, and other related records. File also  
 includes microfiche of conference-related records. 
 DISPOSITION INSTRUCTIONS: Item discontinued. Superseded by the General Schedule for State  
 Agency Records. 

ITEM   23919.  MATERIALS-NOTEBOOKS FOR INSTITUTES FILE.   
 Records concerning materials prepared for mine safety safety and health institutes. File includes  
 notebooks and material used in institutes by the bureau. 
 DISPOSITION INSTRUCTIONS: Item discontinued. Superseded by the General Schedule for State  
 Agency Records. 
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DEPARTMENT OF LABOR 
MINE AND QUARRY BUREAU 

ITEM   23920.  SPECIAL TRAINING FILE.   
 Records concerning materials prepared for special training courses by the bureau. File includes  
 information on explosive and other hazardous training operations. 
 DISPOSITION INSTRUCTIONS: Item discontinued. Superseded by the General Schedule for State  
 Agency Records. 

ITEM   23921.  NOTEBOOKS FILE.   
 Notebooks concerning mine safety, job safety, explosives, first aid, and other related topics. 
 DISPOSITION INSTRUCTIONS: Item discontinued. Superseded by the General Schedule for State  
 Agency Records. 

ITEM   32091.  INSPECTION CARD FILE.   
 Inspection cards showing the name, location, operation, personnel, and hours of operation of each  
 mine and quarry inspected, as well as the inspector's recommendations. Arranged alphabetically by  
 county and by name of mine. 
 DISPOSITION INSTRUCTIONS: Microfilm in agency to state standards and guidelines as issued by the  
 Division of Archives and History after all reviews and statistical processing have been completed.  
 Microfilmed paper records will be destroyed in office when administrative value ends. Transfer original 
  copy (silver-halide) of microfilm to the State Records Center for permanent storage in the State  
 Archives vault. 

ITEM   32092.  ANNUAL PRODUCTION REPORTS FILE.   
 Report showing production of each mine. 
 DISPOSITION INSTRUCTIONS: Transfer to the State Records Center when administrative value ends.  
 Records will be held in the State Records Center 5 additional years and then transferred to the  
 custody of the Archives. 

ITEM   35663.  CORRESPONDENCE (ELECTRONIC) FILE.   
 Machine readable records concerning correspondence to the Department of Labor and other state or  
 federal agencies. Correspondence is entered into this electronic file. (File maintenance and backup  
 procedures are conducted by Department of Labor, Research and Statistics Bureau.) 
 DISPOSITION INSTRUCTIONS: Erase/destroy in office when administrative value ends. 
ITEM   35664.  MINE AND QUARRY DATABASE (ELECTRONIC) FILE.   
 Machine readable records concerning inspections of mines and quarries. Locations of mine sites,  
 dates of operation and closure, mine types, and other related data are entered into this electronic file.  
 (File maintenance and backup procedures are conducted by Department of Labor, Research and  
 Statistics Bureau.) 
 DISPOSITION INSTRUCTIONS: Erase/destroy in office when administrative value ends. 
ITEM   35665.  MINE SITES PRINTOUTS FILE.   
 Computer generated printouts listing locations of mines, dates and types of operations, names of  
 mining company representatives, and other related information. 
 DISPOSITION INSTRUCTIONS: Destroy in office when superseded or obsolete. 
ITEM   35666.  PHYSICAL EXAMINATION REPORTS FILE.   
 Physical examination reports for field inspectors of the bureau. (Comply with applicable provisions of  
 G.S. 8-53, 126-22, 126-23, and 126-24 regarding confidentiality of records.) 
 DISPOSITION INSTRUCTIONS: Transfer to the agency personnel office to be incorporated into official  
 personnel file 1 year after employee terminates service. 
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DEPARTMENT OF LABOR 
MINE AND QUARRY BUREAU 

ITEM   44315.  LEAVE FILE.   
 Records concerning leave by bureau personnel. File includes monthly time and leave reports. (Comply  
 with applicable provisions of G.S. 126-22 regarding confidentiality of personnel records.) 
 DISPOSITION INSTRUCTIONS: Item discontinued. Superseded by the General Schedule for State  
 Agency Records. 

ITEM   44316.  PERFORMANCE MANAGEMENT PROGRAM (PMP) FILE.   
 Records concerning employees' goals and primary tasks. Information is used to evaluate each  
 employee's work performance. (Comply with applicable provisions of G.S. 126-22, 126-23, and 126-24 
  regarding confidentiality of personnel records.) 
 DISPOSITION INSTRUCTIONS: Item discontinued. Superseded by the General Schedule for State  
 Agency Records. 
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