OFFICE OF STATE PERSONNEL
DIRECTOR'S OFFICE

Records Retention and Disposition Schedule

The 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 o

. DIRECTOR'S OFFICE - - . - ... ‘. o

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. Public records including machine readable
records not listed in this schedule are not authorized to be destroyed. The

DIRECTOR'S OFFICE

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 This schedule is to remain in effect until superseded.

APPROVAL RECOMMENDED

-

L kL

/ ¥
Peggy SUBViver, Chief Records Officer . Price, Jr., Difector

Office of State Personnel Division of Archives and History
APPROVED -

Richard V. Lee, Director Patric Dorsey, Secretary ]

Office of State Personnel Department of Cultural Resources

P Thie cohedudo was modifedi
Comply with the provisions of the -
General Scheduls for State Agency Records,
| effective Octobar 1, 2000
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OFFICE OF STATE PERSONNEL
ASSISTANT DIRECTOR'S OFFICE'

fbdo not and w1ll not have further off1c1a1 use or value for admlnlstratlve,'"“

Records Retention and Disposition Schédule -

The Records Retention and Dlsposn:mn 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 .

ASSISTANT DIRECTOR‘S OFFICE

research, or reference purposes after the respective retention perlods 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. Public records including machine readable
records not listed in this schedule are not authorized to be destroyed. The

ASSISTANT DIRECTOR'S OFFICE.

agrees to destroy, transfer or dlspose of records in the manner and ‘at the
times specified herein. This schedule ls to remam 2n effect until superseded.

APPROVAL RECOMMENDED

L g

Peggy S.fHer, Chief Records Officer.

Office of State Personnel

G. C. Davis, Jr., Assistant Dlreﬁbr) William S. Price, Jr., DAffector
Office of State Personnel Division of Archives and History
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Rlchard V. Lee, Director Patric Dorsey, Secretary
_offlce of State Personnel - . Department of. Cultural:.Resources .
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OFFICE OF STATE HUMAN RESCURCES

PrROGRAM RECORDS RETENTION AND DISPOSITION SCHEDULE

ORGANIZATIONAL NAME CHANGE

An organizational name change to this Program Records Retention and Disposition Schedule is hereby approved.
The Program Records Retention and Disposition Schedule reflects the following organizational changes:
1. Director's Office and W‘:&W‘S"ﬁfﬁce to Director’s and Asgg&ai:(mrector’s Office
2. Employee and Management Development Division fo Learning and Development Division
3. Employee Risk Control Services Division, Workers’ Compensation Section fo Safety and
Wellness Division
4, Employee Risk Gontrol Services Division, Workplace Requirements for Safety and Health
Section fo Wellness, Safety and Health Program
5. Employee Services Division fo Employee Relations and Local Government Division
6. Employment Practices and Pricorities Division fo Talent Management Division
7. Equai Opportunity Services Division fo Equal Employment Opportunity, Diversity and
Inclusion Division
8. Operations and Total Compensation to Operations and Benefits Division
9. Position Management Division fo Classification and Compensation Division

No new items have been added, no items have been deleted, and no changes have been made to any exisling
series descriptions or disposition instructicns in the most recent versions of the listed schedules. 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

OFFICE OF STATE HUMAN RESOURCES

does not and will not have further official use or value for administrative, research, or reference purposes after the
respective retention perlods specified herein. The N.C. Depariment 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. The agency agrees to comply with 07 NCAC 04M. 0510 when deciding on a method of
destruction. Confidential records will be destroyed in such a manner that the records cannot be practicably read or
reconstriucted. 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 Office of State Human Resources and the Depariment of Cultural Resources agree that certain records series
possess only brief administrative, fiscal, legal, research, and reference value. These records series have heen
designated by retention periods which allow them to be destroyed when “administrative/reference vaiue ends.” The
Office of State Human Resources 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 Cultural Resources to destroy these records. For those record
series scheduled to be microfilmed, the Office of State Human Resources will be responsible for cost of
microfilm production.

The Office of State Human Resources and the Department of Cultural Resources concur that the long-term and/or
permanent preservation of electronic records require additional commitment and aclive management by the agency.
The Office of State Human Resources agrees to comply with all policies, standards, and best practices published by
the Department of Cultural Resources regarding the creation and management of elactronic records.

E-mail messages sent or recelved 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 program records schedule. Public records including efectronic records not listed in this schedule or in the
General Schedule for State Agency Records are not authorized to be destroyed.

The Office of State Human Resources agrees to destroy, transfer or dispose of records in the manner and the times
specified herein. This schedule is to remain in effect untit superseded.

June 9, 2015 Rashida Felder
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APPROVAL RECOMMENDED

\kz\c«,@x ? . J/CMD‘Y‘\A?;

send, Chief Records Officer Sargh E. Koonts, Director
Office of State Human Resources Division of Archives and Records

Lvrin b K

" Susah W. Kluttz, Secretary f
Department of Culiural Resources

APPROVED

C. Neal Alexander, Jr., Difector
Office of State Human Resources

June 9, 2015 Rashida Felder
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OFFICE OF STATE HUMAN RESOURCES
DIRECTOR’S AND DEPUTY DIRECTOR'S

PROGRAM RECORDS RETENTION AND DISPOSITION SCHEDULE

Amend the program records retention and disposition schedule approved June 30, 1989, by
adding item 10867, as shown on the included schedule. No other items on this schedule have
been amended, added, or removed.

APPROVAL RECOMMENDED
Beverly Taﬂrnsend, Chief Records Officer Sarah E. Koonts, Director
Office of State Human Resources Division of Archives and Records
APPROVED
W /- 24 ‘%mé’
4[’ = /
C. Neal Alexander, J Dxrector “Suban W. Kluitz, Secretary /
Office of State Human Resour Department of Natural and Cultural
Resources
April 21, 2016 ' Rashida Felder
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OFFICE OF STATE HUMAN RESOURCES
DIRECTOR'S AND DEPUTY DIRECTOR'S OFFICE

ITEM 165. CORRESPONDENCE (ADMINISTRATIVE) FILE

ITEM

ITEM

ITEM

ITEM

ITEM

ITEM

ITEM

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

DISPOSITION INSTRUCTIONS: Destroy in office after 3 years.
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.
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.

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.
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.

11592. DONATIONS AND SOLICITATIONS FILE

Records concerning donations or solicitations made by office personnel.
DISPOSITION INSTRUCTIONS: Destroy in office after 1 year.

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.

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.



OFFICE OF STATE HUMAN RESOURCES
DIRECTOR'S AND DEPUTY DIRECTOR'S OFFICE

ITEM

ITEM

ITEM

ITEM

ITEM

ITEM

ITEM

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.

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.
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.

13199. DIRECTIVES FILE

Official policy statements and directives concerning or affecting the office.
DISPOSITION INSTRUCTIONS: Destroy in office when superseded or obsolete.
13200. DONATIONS AND SOLICITATIONS FILE

Records concerning donations and solicitations made by office personnel.
DISPOSITION INSTRUCTIONS: Destroy in office after 1 year.

13202. EXEMPT EMPLOYEES FILE

Records concerning employees who are exempt from the State Personnel Act.
DISPOSITION INSTRUCTIONS: Destroy in office when administrative value ends.
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.
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.





