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 ITEM   165.  CORRESPONDENCE (ADMINISTRATIVE) FILE 

Administrative and management correspondence and memorandums written and/or received by 
the office. 

DISPOSITION INSTRUCTIONS: Destroy in office after 3 years. 

ITEM   1156.  CORRESPONDENCE (ADMINISTRATIVE) FILE 

Administrative and management correspondence and memorandums written and/or received by 
the office. 

DISPOSITION INSTRUCTIONS: Destroy in office after 3 years. 

ITEM   10867.  PERSONNEL FILE 

Individual personnel files in paper, microfilm, (beginning and ending dates 1975-1989) and 
electronic formats (beginning with 1990) for all state employees subject to the State Personnel Act. 
File includes Applications for Employment (PD-107), correspondence, Longevity Pay Request 
Forms, Personnel Action Forms (PD-105), Personnel Update Forms, and Total State Service 
Update Forms. (Comply with applicable provisions of G.S. 126-22, 126-23, and 126-24 regarding 
confidentiality of personnel records.) (Note: Records dated prior to 1982 have been previously 
transferred to the State Records Center as Item Nos. 158, 159, 160, and 161.) (File maintenance 
and backup procedures conducted by Information Technology Systems (ITS)). 

DISPOSITION INSTRUCTIONS: Scan in office paper records when received. Destroy in office 
paper copies of scanned records 30 days after all quality control procedures have been completed. 
Erase/destroy electronic records 30 years after employee terminates service. Destroy microfilm 
dated 1978 - 1990 in office 30 years from date of record. 

ITEM   11590.  DIRECTIVES FILE 

Official policy statements, executive orders, and directives concerning the agency. File includes 
information regarding hiring controls. 

DISPOSITION INSTRUCTIONS: Destroy in office when superseded or obsolete. 

ITEM   11591.  DIVISIONS AND SECTIONS FILE 

Records concerning divisions and sections within the agency. File includes organizational charts, 
summaries of goals and objectives for each division and section, policies and procedures, 
correspondence, and other related records. 

DISPOSITION INSTRUCTIONS: Destroy in office correspondence after 3 years. Destroy in office 
remaining records when superseded or obsolete. 

ITEM   11592.  DONATIONS AND SOLICITATIONS FILE 

Records concerning donations or solicitations made by office personnel. 

DISPOSITION INSTRUCTIONS: Destroy in office after 1 year. 

ITEM   11593.  EXEMPT FILE 

Records concerning all employees in state government designated as exempt from the State 
Personnel Act (SPA). File includes correspondence and lists of SPA employees. 

DISPOSITION INSTRUCTIONS: Transfer to the State Records Center after 8 year(s). Records will 
be held for agency in the State Records Center 5 additional years and then destroyed. 

ITEM   11594.  LEGISLATIVE REFERENCE FILE 

Legislative bills and other legislative information concerning the Office of State Human Resources. 
File includes resolutions, records concerning the Personnel Commission, and correspondence to 
and from the General Assembly. 

DISPOSITION INSTRUCTIONS: Destroy in office when superseded or obsolete. 
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ITEM   11595.  NEWS AND PRESS RELEASES FILE 

News and press releases issued concerning programs, activities, and services of agency. 

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   11597.  STATE PAY PROGRAM FILE 

Records concerning North Carolina Pay Program. File includes specific pay plan analyses, salary 
surveys, salary schedules, and records concerning salary adjustments funds. 

DISPOSITION INSTRUCTIONS: Destroy in office when administrative value ends. 

ITEM   11598.  UNIVERSITIES, COLLEGES, AND HOSPITALS FILE 

Records concerning personnel activities at state-supported universities, colleges, and hospitals. 
File includes correspondence, memorandums, and other related records. 

DISPOSITION INSTRUCTIONS: Destroy in office correspondence and memorandums after 3 
years. Destroy in office remaining records when administrative value ends. 

ITEM   13199.  DIRECTIVES FILE 

Official policy statements and directives concerning or affecting the office. 

DISPOSITION INSTRUCTIONS: Destroy in office when superseded or obsolete. 

ITEM   13200.  DONATIONS AND SOLICITATIONS FILE 

Records concerning donations and solicitations made by office personnel. 

DISPOSITION INSTRUCTIONS: Destroy in office after 1 year. 

ITEM   13202.  EXEMPT EMPLOYEES FILE 

Records concerning employees who are exempt from the State Personnel Act. 

DISPOSITION INSTRUCTIONS: Destroy in office when administrative value ends. 

ITEM   13203.  LEGISLATIVE REFERENCE FILE 

Legislative bills and other legislative information concerning the Office of State Human Resources. 
File includes bills, appropriations, proposed legislation, resolutions, and other related records. 

DISPOSITION INSTRUCTIONS: Destroy in office when superseded or obsolete. 

ITEM   13204.  OFFICE OF STATE HUMAN RESOURCES DIVISIONS AND SECTIONS FILE 

Records concerning the organization of the agency. File includes charts, records concerning goals 
and objectives, internal policies and procedures, and safety regulations. File also includes 
correspondence, office space specifications, inventories of office equipment, and other related 
records. 

DISPOSITION INSTRUCTIONS: Destroy in office correspondence when administrative value ends. 
Destroy in office remaining records when superseded or obsolete. 




