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ITEM   12449.  AUDIO TAPES FILE 
Sound recordings produced or purchased by agency. 
DISPOSITION INSTRUCTIONS: Transfer to the State Records Center when reference value ends 
for immediate transfer to the custody of the Archives. 

ITEM   12450.  FILMS FILE 
Films produced or purchased by agency for public or departmental use. 
DISPOSITION INSTRUCTIONS: Transfer to the State Records Center when reference value ends 
for immediate transfer to the custody of the Archives. 

ITEM   12452.  PHOTOGRAPHS FILE 
Photographs and negatives used in publicizing programs, services, and other related matters. 
DISPOSITION INSTRUCTIONS: Transfer to the State Records Center when reference value ends 
for immediate transfer to the custody of the Archives. 

ITEM   12453.  PRINTING (ELECTRONIC) FILE 
Machine readable records used to generate graphic designs for printing projects. File includes 
floppy disks. Amended 5-13-92 
DISPOSITION INSTRUCTIONS: Erase in office floppy disks when reference value ends. 

ITEM   12455.  SLIDES FILE 
Slides produced for other state agencies and for use in Employee and Management Development 
Division presentations. Amended 5-13-92 
DISPOSITION INSTRUCTIONS: Transfer slides produced for other state agencies to requesting 
agency when produced. Destroy in office remaining slides when reference value ends. 

ITEM   12456.  VIDEO TAPES FILE 
Video tapes produced for other state agencies and for use in Employee and Management 
Development Division presentations. Amended 5-13-92 
DISPOSITION INSTRUCTIONS: Transfer video tapes produced for other state agencies to 
requesting agency when produced. Destroy in office remaining video tapes when reference value 
ends. 

ITEM   12457.  VISUAL AIDS FILE 
Charts, transparencies, and other visual aids produced for other state agencies and for use in 
Employee and Management Development Division presentations. Amended 5-13-92 
DISPOSITION INSTRUCTIONS: Transfer visual aids produced for other state agencies to 
requesting agency when produced. Destroy in office remaining visual aids when reference value 
ends. 
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ITEM   10870.  ADMINISTRATIVE FILE 
Records concerning the daily administration of the North Carolina Public Manager Program. File 
includes correspondence, budget records, administrative and management records, law and legal 
records, legislative records, and operating and program records. Amended 9-25-91 
DISPOSITION INSTRUCTIONS: Destroy in office after 3 year(s) 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   10873.  PLANNING AND DESIGN FILE 
Records concerning the formulation and organization of the North Carolina Public Manager 
Program. File includes correspondence, reports, proposals, work plans, curriculum guidelines and 
descriptions, assessments, and other related records. 
DISPOSITION INSTRUCTIONS: Destroy in office after 5 years. 

ITEM   10874.  CURRICULUM MODULES MASTER FILE 
Records concerning the North Carolina Public Manager Program (NCPMP) curriculum. File 
includes course instructional materials, correspondence, and other historical documents 
concerning NCPMP's creation and development. 
DISPOSITION INSTRUCTIONS: Transfer masters of curriculum modules to the State Records 
Center when discontinued. 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 remaining 
records after 5 years. 

ITEM   10877.  COURSE FILE 
Records concerning North Carolina Public Manager Program course listings. File includes 
participant rosters, course schedules, outlines, notices, evaluations, instructor agreements, 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   10878.  PARTICIPANT FILE 
Records concerning all participants in the North Carolina Public Manager Program (PMP). File 
includes applications, program plans, course products, correspondence, and other related data for 
individual participants. File also includes comprehensive listings of participants in each participant 
group. Amended 5-13-92 
DISPOSITION INSTRUCTIONS: Transfer to the State Records Center 3 years after individual 
completes PMP. Records will be held for agency in the State Records Center 15 additional years 
and then destroyed. 

ITEM   10879.  EXTERNAL RELATIONS FILE 
Records concerning public relations for the North Carolina Public Manager Program. File includes 
correspondence, reports, and other records regarding the Certified Public Manager Consortium, 
universities, and state government. Amended 5-13-92 
DISPOSITION INSTRUCTIONS: Destroy in office after 15 years. 
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ITEM   10891.  MINUTES FILE 
Minutes of committees and panels that helped develop the North Carolina Public Manager's 
Program for the Governor's Advisory Committee. 
DISPOSITION INSTRUCTIONS: Transfer to the State Records Center immediately to be 
microfilmed for permanent security storage in the Archives vault. Microfilmed paper records will be 
returned to agency. Transfer returned paper records to the State Records Center when reference 
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. Transfer a duplicate copy of subsequent minutes to 
the State Records Center for security storage. 

ITEM   33001.  PARTICIPANT ASSESSMENT FILE 
Records concerning the assessment of participants in the North Carolina Public Manager Program. 
File includes test scores, examinations, exercises completed by the participants, and other related 
records. (Comply with applicable provisions of G.S. 126-22, 126-23, and 126-24 regarding 
confidentiality of personnel records.) Amended 5-13-92 
DISPOSITION INSTRUCTIONS: Transfer to the State Records Center when administrative value 
ends. Records will be held for agency in the State Records Center 15 additional years and then 
destroyed by shredding. 
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ITEM   27127.  BUDGET FILE 
Various personnel-related budget materials. 
DISPOSITION INSTRUCTIONS: Destroy in office end-of-year (June 30) budget reports when 
released from all audits and when reference value ends, whichever occurs later. Destroy in office 
remaining records when released from all audits. 

ITEM   27133.  COURSES OFFERED FILE 
Records concerning courses offered by or attended by staff. 
DISPOSITION INSTRUCTIONS: Destroy in office when reference value ends. 


