DEPARTMENT OF TRANSPORTATION
COMMUNICTIONS OFFICE
GOVERNOR’S HIGHWAY SAFETY PROGRAM

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 Caroling, it is agreed that the records of the

GOVERNOR’S HIGHWAY SAFETY PROGRAM

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 Department of Natural and Cultural
Resources consents to the destruction or other disposition of these records in accordance with the
retention and disposition instructions specified in this schedule. The agency agrees to comply with 07
NCAC 04M .0510 when deciding on a method of destruction. Electronic records will be destroyed so that
the data and metadata are overwritten, deleted, or unlinked in such a way that the records may not be
practicably reconstructed. Confidential records will be destroyed in such a manner that the records cannot
be practicably read or reconstructed. 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 Transportation and the Department of Natural and Cultural Resources agree that
certain records series possess only brief administrative, fiscal, legal, research, and reference value.
These records series have been designated by retention periods which allow them to be destroyed when
“reference value ends.” The Department of Transportation hereby agrees that it will establish and enforce
internal policies setting minimum retention periods for records with this disposition instruction. Without
the establishment of internal policies, the agency is not authorized by the Department of Natural and
Cultural Resources to destroy these records. For those record series scheduled to be microfilmed, the
Department of Transportation will be responsible for cost of microfilm production.

The Department of Transportation and the Department of Natural and Cultural Resources concur that the
long-term and/or permanent preservation of electronic records requires additional commitment and active
management by the agency. The Department of Transportation agrees to comply ‘with all policies,
standards, and best practices published by the Department of Natural and Cultural Resources regarding
the creation and management of electronic records and to make electronic records accessible for the
period of time prescribed in this schedule. Where the method of recording information changes (for
example, to an electronic system), the retention periods governing the records listed herein still apply,
provided the records document the same agency function.

E-mail messages sent or received by Executive Branch agencies shall be retained for 5 years pursuant to
Executive Order No. 12 (issued May 21, 2013 by Governor Pat McCrory). Any e-mail messages requiring
retention longer than 5 years, including those with permanent historical value, shall be designated with
specific retention periods in this 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.
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The Department of Transportation agrees to destroy, transfer or dispose of records in the manner and the
times specified herein. This schedule is to remain in effect until superseded.

-

APPROVAL RECOMMENDED

Mulle, Blas

Shelley Blaké
Chief Records Officer
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Don Nail, Director
Governor’'s Highway Safety Program
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Mike Charbonneau Sarah E. Koonts, Director
Deputy Secretary of Communications Division of Archives and Records
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Nicholas Tennyson, Secretary Susén W. Kluttz, Secretary
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DEPARTMENT OF TRANSPORTATION
COMMUNICATIONS OFFICE
GOVERNOR'S HIGHWAY SAFETY PROGRAM

ITEM 17904. ANNUAL REPORT FILE

Annual reports to the National Highway Traffic Safety Administration evaluating the past year's
highway safety projects.

DISPOSITION INSTRUCTIONS: Destroy in office when reference value ends.

ITEM 17899. CLOSED PROJECT/GRANT FILE

Records concerning funds allocated and approved by the National Highway Traffic Safety
Administration. File includes project grant agreements, quarterly progress reports, change
requests, monthly enforcement data reports, out-of-state travel requests, claims, invoice/expense
documentation, and correspondence. File also includes final accomplishment reports, final
claims, final invoice/expense documentation, and other related records.

DISPOSITION INSTRUCTIONS: Destroy in office 5 years after close of federal funding year.
Destroy records currently held in the State Records Center as of 4/1/16 5 years after date of
record.

ITEM 17898. CURRENT PROJECT/GRANT FILE

Records concerning funds allocated and approved by the National Highway Traffic Safety
Administration. File includes project grant agreements, quarterly progress reports, change
requests, monthly enforcement data reports, out-of-state travel requests, claims, invoice/expense
documentation, correspondence, and other related records.

DISPOSITION INSTRUCTIONS: Transfer to Closed Project/Grant File (Item 17899) when closed.

ITEM 17902. DISAPPROVED PROJECTS FILE

Records concerning projects not approved. File includes grant applications not approved for
funding.

DISPOSITION INSTRUCTIONS: Destroy in office 5 years after close of federal funding year.

ITEM 17883. FEDERAL VOUCHER FILE

Records concerning Grants Tracking System Highway Safety federal vouchers rendered to
Baltimore office of National Highway Traffic Safety Administration for reimbursement. File
includes base year data and federal vouchers.

DISPOSITION INSTRUCTIONS: Destroy in office 5 years after close of federal funding year 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.

ITEM 49681. GOVERNOR'S DRIVING WHILE IMPAIRED (DWI) TASK FORCE FILE

Records in paper and electronic formats, including e-mail, concerning the creation and
administration of the Driving While Impaired Task Force. File includes reports, activities,
correspondence, legislation, General Assembly bills, meetings, public hearings, awards, and
other related records.

DISPOSITION INSTRUCTIONS: Print electronic records and interfile with related paper records.
Destroy in office electronic versions of records when reference value ends. Transfer paper
records after 5 years to the State Records Center for immediate transfer to the custody of the
Archives.

ITEM 17905. HIGHWAY SAFETY PLAN FILE
Annual reports to the National Highway Traffic Safety Administration regarding proposed highway
safety projects eligible for federal funding. File also includes mid-year revisions.

DISPOSITION INSTRUCTIONS: Destroy in office when reference value ends.



DEPARTMENT OF TRANSPORTATION
COMMUNICATIONS OFFICE
GOVERNOR'S HIGHWAY SAFETY PROGRAM

ITEM 17896. PROJECT STATUS REPORT FILE

Records concerning Grants Tracking System Highway Safety federal vouchers rendered to
Baltimore office of National Highway Traffic Safety Administration for approval. File includes plan
cost summary and cost summary reports.

DISPOSITION INSTRUCTIONS: Destroy in office 5 years after close of federal funding year 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.

ITEM 17913. PROMOTIONAL AND EDUCATIONAL MATERIALS INVENTORY FILE

Records concerning promotional and educational materials sent to outside groups. File includes
inventories and listings of individuals receiving the materials.

DISPOSITION INSTRUCTIONS: Destroy in office after 2 years.
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DEPARTMENT OF TRANSPORTATION
COMMUNICATIONS OFFICE
GOVERNOR'S HIGHWAY SAFETY PROGRAM

ITEM 17901. CLOSED PROJECT BILL FILE
Bills that have been received and paid with total cost of project included.

DISPOSITION INSTRUCTIONS: Item discontinued. Function and records transferred to Closed
Project/Grant File (Item 17899).

ITEM 17900. CURRENT PROJECT BILL FILE

Documents submitted by recipients of funds, including cost breakdowns by categories and project
numbers.

DISPOSITION INSTRUCTIONS: Item discontinued. Function and records transferred to Current
Project/Grant File (Item 17898).

ITEM 17866. GOVERNOR'S HIGHWAY SAFETY COMMISSION MINUTES FILE

Minutes of the Governor's Highway Safety Commission with related memorandums and
attachments.

DISPOSITION INSTRUCTIONS: Item discontinued. All records destroyed.

ITEM 17903. GOVERNOR'S HIGHWAY SAFETY PROGRAM NEWSLETTER FILE

Working file for upcoming newsletters and back issues of past newsletters. File includes articles
in progress and layout sheets.

DISPOSITION INSTRUCTIONS: Item discontinued. Function and records transferred to
Promotional and Educational Materials Inventory File (Item 17913).

ITEM 17910. GOVERNOR'S HIGHWAY SAFETY PROGRAM PROJECT CORRESPONDENCE FILE
Correspondence dealing with projects administered by the Governor's Highway Safety Program.

DISPOSITION INSTRUCTIONS: Item discontinued. Function and records transferred to Current
Project/Grant File (Item 17898).

ITEM 17871. NATIONAL HIGHWAY TRAFFIC SAFETY ASSOCIATION/FEDERAL HIGHWAY
ADMINISTRATION ORDER 402-10 FILE

Guidelines for the use of 402 funds, eligibility requirements, and procedures for submitting
supplemental training information, with related memorandums and forms.

DISPOSITION INSTRUCTIONS: Item discontinued. All records destroyed.
ITEM 17916. QUARTERLY PROGRESS AND FINAL ACCOMPLISHMENT REPORTS FILE
Completed quarterly progress and final accomplishment reports for projects.

DISPOSITION INSTRUCTIONS: Item discontinued. Function and records transferred to Current
Project/Grant File (Item 17898).
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