








OFFICE OF STATE HUMAN RESOURCES 
POSITION MANAGEMENT DIVISION 
ADMINISTRATIVE SECTION 

 ITEM   178.  OFFICE OF STATE HUMAN RESOURCES/STATE AGENCIES CORRESPONDENCE 
FILE 
Correspondence concerning position actions, policy, salary changes, orders, employee changes, 
and other related matters. File includes requests for information. 
DISPOSITION INSTRUCTIONS: Destroy in office when reference value ends. 

ITEM   3917.  ACTIVE/INACTIVE CLASS HISTORY CARD FILE 
History cards denoting all activity of each class used in state government. File includes records 
concerning actions taken by the State Personnel Commission and the state legislature. 
DISPOSITION INSTRUCTIONS: Microfilm in agency to state standards. Transfer silver (camera) 
original copy of microfilm to the State Records Center for storage in the security vault. Microfilm will 
be held for agency in the State Records Center until superseded and then destroyed. Agency will 
notify State Records Center when microfilm has been superseded and will authorize the 
destruction of superseded microfilm by the State Records Center. Retain paper records in office 
permanently. 

ITEM   10886.  CLASS SPECIFICATIONS FILE 
Class specifications maintained for most established state classifications. 
DISPOSITION INSTRUCTIONS: Retain in office permanently. 

ITEM   10887.  INACTIVE/ABOLISHED SPECIFICATIONS FILE 
Notebooks concerning most abolished classes and/or any previous specifications. 
DISPOSITION INSTRUCTIONS: Retain in office permanently. 

ITEM   10889.  STATE PERSONNEL COMMISSION AGENDAS FILE 
Agendas used for all State Personnel Commission meetings. 
DISPOSITION INSTRUCTIONS: Retain in office permanently. 

ITEM   10892.  SALARY RANGE BOOK FILE 
Salary range books published annually by Office of State Human Resources concerning state 
government positions. 
DISPOSITION INSTRUCTIONS: Retain in office permanently. 
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OFFICE OF STATE HUMAN RESOURCES 
POSITION MANAGEMENT DIVISION 
POSITION HISTORY FILE SECTION 

ITEM   10882.  PENDING RELATED MATERIAL FILE 
Pending materials maintained while position description form is processed. File includes analysts' 
notes, job descriptions, position history information, and other related records. 
DISPOSITION INSTRUCTIONS: Transfer to Position History File when matching form is returned 
from the Budget Division. 

ITEM   10885.  POSITION RESTUDY FILE 
Records concerning positions which are to be restudied. 
DISPOSITION INSTRUCTIONS: Transfer to Position History File when position is restudied. 

ITEM   10888.  POSITION MANAGEMENT SCHEMATIC FILE 
Study/series occupational notes completed by analysts. (File is used for reference after studies are 
completed.) 
DISPOSITION INSTRUCTIONS: Destroy in office when reference value ends. 
 

1 



OFFICE OF STATE HUMAN RESOURCES 
POSITION MANAGEMENT DIVISION 
PROGRAM REVIEW SECTION 

ITEM   10894.  PROGRAMS REVIEW FILE 
Reviews of position classification activity during a designated period of time. File includes reports 
compiled by internal audit team. 
DISPOSITION INSTRUCTIONS: Retain in office permanently. 
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OFFICE OF STATE HUMAN RESOURCES 
POSITION MANAGEMENT DIVISION 
SALARY AND PAY PLAN ANALYSIS SECTION 

ITEM   10893.  STATES SPECIFICATIONS FILE 
Job specifications maintained for selected states and used as a comparison to North Carolina. File 
includes salary schedules for other states. 
DISPOSITION INSTRUCTIONS: Destroy in office when superseded or obsolete. 

ITEM   10895.  LOCAL REPORTING PACKAGES FILE 
Information forwarded to local competitive service jurisdictions for the preparation of local salary 
plans. 
DISPOSITION INSTRUCTIONS: Destroy in office when reference value ends. 

ITEM   10896.  COMPETITIVE SERVICE POLICIES FILE 
Official policies for competitive service agencies filed by county jurisdictions that are exempt from 
personnel policies outlined in the Local Competitive Service Manual. (Statutory provisions give 
county jurisdictions the authority to establish competitive service policies in 5 discretionary areas.) 
DISPOSITION INSTRUCTIONS: Destroy in office when reference value ends. 

ITEM   10897.  ANNUAL SALARY SURVEY DATA FILE 
Records concerning the preparation of a survey instrument used in evaluating salaries within state 
government. File includes survey instruments and addresses of employers who have responded to 
this survey. 
DISPOSITION INSTRUCTIONS: Destroy in office after 5 years. 

ITEM   10900.  COMPENSATION PUBLICATIONS FILE 
Books, periodicals, directories, journals, and newsletters purchased by the section concerning 
compensations and benefits available to state employees. Amended 8-14-92 
DISPOSITION INSTRUCTIONS: Destroy in office when reference value ends. 

ITEM   10901.  COMPENSATION SURVEYS FILE 
Records concerning results tabulated from compensation surveys that are maintained for selected 
organizations and are used as a comparison to the state's compensation and benefits package. 
DISPOSITION INSTRUCTIONS: Destroy in office when superseded or after 3 years, whichever 
occurs later. 

ITEM   10902.  LOCAL MANUAL FILE 
Records concerning personnel policies for local government employees subject to the State 
Personnel Act. File includes manual. 
DISPOSITION INSTRUCTIONS: Destroy in office when reference value ends. 

ITEM   10903.  LOCAL PAY PLANS FILE 
Records concerning pay plans received from city and county governments, public health 
departments, mental health facilities, and emergency management organizations. 
DISPOSITION INSTRUCTIONS: Destroy in office when reference value ends. 

ITEM   10904.  SEPARATION REPORTS FILE 
Printout copies of data concerning statistics showing voluntary and total separations of personnel 
from state government. 
DISPOSITION INSTRUCTIONS: Destroy in office when reference value ends. 
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OFFICE OF STATE HUMAN RESOURCES 
POSITION MANAGEMENT DIVISION 
SALARY AND PAY PLAN ANALYSIS SECTION 
ITEM   10905.  SOUTHEASTERN SALARY CONFERENCES FILE 

Records concerning results tabulated from salary and benefit surveys. File includes information 
obtained from annual conferences. 
DISPOSITION INSTRUCTIONS: Destroy in office after 3 years. 

ITEM   10907.  SPECIAL ENTRY RATES FILE 
Records concerning special entry rates used when hiring new employees in state government. 
DISPOSITION INSTRUCTIONS: Destroy in office when reference value ends. 

ITEM   10908.  SPECIAL PROJECTS FILE 
Correspondence concerning special projects relating to specific programs within the section. 
DISPOSITION INSTRUCTIONS: Destroy in office when reference value ends. 
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