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NORTH CAROLINA COMMUNITY COLLEGE SYSTEM
COLLEGES IN THE NORTH CAROLINA COMMUNITY COLLEGE SYSTEM

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 Carolina, it is agreed that the records of the

COLLEGES IN THE NORTH CAROLINA COMMUNITY COLLEGE SYSTEM

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 (DNCR) consents to the destruction or other disposition of these records in accordance with
the retention and disposition instructions specified in this schedule. Public records, including electronic
records, not listed in this schedule are not authorized to be destroyed. The retention periods established
in this schedule should be interpreted as minimums. If a college chooses to retain records longer than
required in the disposition instructions, this practice should be documented in internal agency procedures.
In all cases, colleges must maintain logs documenting destructions. The presence of a records series on
this schedule does not obligate a college to create that record; however, if a record is not represented on
this schedule, a college may not destroy it without explicit authorization from DNCR.

References to confidentiality throughout the standards of this schedule are not meant to be exhaustive.
Consult your legal counsel for questions concerning the disclosure of records. No claim of confidentiality
of records can be made without specific regard to a state or federal authority.

DESTRUCTIONS
G.S. § 121-5 authorizes the Department of Natural and Cultural Resources to regulate the destruction of
public records. Furthermore, Rule 04M .0510 of Title 7 of the North Carolina Administrative Code states:
fi () Raper records which have met their required retention requirements and are not subject to legal or
other audit holds should be destroyed in one of the following ways:
1. burned, unless prohibited by local ordinance;
2. shredded, or torn up so as to destroy the record content of the documents or material
concerned;
3. placed in acid vats so as to reduce the paper to pulp and to terminate the existence of the
documents or materials concerned; or
4. sold as waste paper, provided that the purchaser agrees in writing that the documents or
materials concerned will not be resold without pulverizing or shredding the documents so that
the information contained within cannot be practicably read or reconstructed.

(b) When used in an approved records retention and disposition schedule, the provision that
electronic records are to be destroyed means that the data and metadata are to be overwritten,
deleted, and unlinked so the data and metadata may not be practicably reconstructed.

(c) When used in an approved records retention and disposition schedule, the provision that
confidential records of any format are to be destroyed means the data, metadata, and physical
media are to be destroyed in such a manner that the information cannot be read or reconstructed
underany means. 0

For all records with a specified retention period, colleges must maintain a destructions log as part of the
Records Management File.

Public records, including electronic records, not listed in this schedule are not authorized to be
destroyed.

AUDITS AND LITIGATION ACTION

Records subject to audit or those legally required for ongoing official proceedings must be retained until
released from such audits or official proceedings.

2021 Comunity Colleges Retention Schedule



Colleges should consider retention requirements and disposition authorities when designing and
implementing electronic records management systems. Any type of electronically-created or
electronically-stored information f al I s under the North Carolina General
records cited above. For example, e-mail, text messages, blog posts, voicemails, websites, word
processing documents, spreadsheets, databases, and PDFs all fall within this definition of public records.
In addition, G.S. § 132-6.1(a) specifies:
iDat abases peedcreated, erdbtherwise acquired by every public agency containing
public records shall be designed and maintained in a manner that does not impair or impede the
public agency's ability to permit the public inspection and examination of public records and
provides a means of obtaining copies of such records. Nothing in this subsection shall be
construed to require the retention by the public agency of obsolete hardwar e or soft ware. 0
Colleges may scan any paper record and retain it electronically for ease of retrieval. If an agency wishes
to destroy the original paper records before their assigned retention periods have been met, the college
must establish an electronic records policy, including putting into place internal procedures for quality
assurance and documentation of authorization for records destructions. This electronic records policy
must be approved by the Government Records Section. Colleges should be aware that for the purpose of
any audit, litigation, or public records request, they are considered the records custodian obligated to
produce requested records, even if said records are being maintained electronically by an outside vendor.
Therefore, contracts regarding electronically stored information should be carefully negotiated to specify
how records can be exported in case a vendor goes out of business or the agency decides to award the
contract to a different vendor.

RECORD COPY

Arecordcopyisdefi ned as AThe single copy of a document, of t en
official copy for reference and p r e s e ¥ Tharecord copyds the one whose retention and disposition

is mandated by this schedule; all additional copies are considered reference or access copies and can be

destroyed when their usefulness expires. In some cases, postings to social media may be unofficial

copies of information that is captured elsewhere as a record copy (e.g., a press release about an

upcoming event that is copied to various social media platforms). Appropriately retaining record copies

and disposing of reference copies requires colleges to designate clearly what position or office is required

to maintain an official record for the duration of its designated retention period.

TRANSITORY RECORD
Transitory records ar e def i ned atshavelrlitlecor noddpcsnhentaryhor evidential value and
that need not be sé&t aside for future use. 0

North Carolina has a broad definition of public records. However, the Department of Natural and Cultural
Resources recognizes that some records may have little or no long-term documentary or evidential value
to the creating college. These records are often called transitory records. They may be disposed of
according to the guidance below. However, all community college employees should be familiar with the
North Carolina Community College System Records Retention and Disposition Schedule and any other
applicable guidelines for their office. If there is a required retention period for these records, that
requirement must be followed. When in doubt about whether a record is transitory or whether it has
special significance or importance, retain the record in question and seek guidance from a DNCR records
analyst.

Routing slips and transmittal sheets adding no information to that contained in the transmitted material
have minimal value after the material has been successfully transmitted. These records may be destroyed
or otherwise disposed of after receiptof t he mat er i al has been confirmed. S
slips, memory aids, and other records requesting follow-up actions (including voicemails and calendar
invites) have minimal value once the official action these records are supporting has been completed and

I Richard Pearctloses,A Glossary of Archival and &®ds Terminolog§2005)
2 |bid.
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documented. These records may be destroyed or otherwise disposed of once the action has been
resolved.

Drafts and working papers, including notes and calculations, are materials gathered or created to assist in
the creation of another record. All drafts and working papers are public records subject to all provisions of
Chapter 132 of the General Statutes, but many of them have minimal value after the final version of the
record has been approved, and may be destroyed after final approval, if they are no longer necessary to
support the analysis or conclusions of the official record. Drafts and working documents that may be
destroyed after final approval include:
1 Drafts and working papers for internal and external policies
1 Drafts and working papers for internal administrative reports, such as daily and monthly
activity reports;
1 Drafts and working papers for internal, non-policy-level documents, such as informal
workflows and manuals; and
1 Drafts and working papers for presentations, workshops, and other explanations of agency
policy that is already formally documented.

Forms used solely to create, update, or modify records in an electronic medium may be destroyed in
office after completion of data entry and after all verification and quality control procedures, so long as
these records are not required for audit or legal purposes. However, if the forms contain any analog
components that are necessary to validate the information contained on them (e.g., a signature or
notaryoés s e abe)retaingdhaecgrdingnto shte disposition instructions for the records series

encompassing ndtilme f or msé fu

The Colleges in the North Carolina Community College System agree 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

Sarah E. Koonts, Director
Division of Archives and Records

APPROVED

President D. Reid Wilson, Secretary
Department of Natural and Cultural
Resources

College:

2021 Comunity Colleges Retention Schedule i



EXECUTIVE SUMMARY

According td\.C.Gen. Sat. § 1215(b) andN.C.Gen. Sat. § 1323, you maydestroy public records
only with the consent of he Department oNatural andCultural Resources NTR).The State
Archives of North Carolina is the division §TR charged with administering a records
management program. This schedule is the primary way the State ArchivestbfQ4rolina gives
its amnsent. Without approving this schedule, yailegeis obligated to obtain the State Archives
2T b2NIK /I NRBf AYl anirechdd NdffatiedhbviysignifieantR S & G NP &

Each recordseries listed on this schedule has sifie disposition instrumons that will indicate

how long the series must be keiot your office. In some cases, the disposition instructions are

AAYLX & awSillAy Ay 2FFAOS LISNXIySyilftezré gKAOK YS
forever. In other cases, theretéhA 2y LISNA 2R YI & 0 SreferdR@AINIINEE SWR2F4
AcollegeY | @ KIF @S NBFSNBYyOS O2LASa 2F YIGSNRFfax YSI
recipients aware of the content but not directing the recipientase any action onthe mi i S NE

(From Richard Pearddoses,A Glossary of Aroral and Records Terminolggyrourcollegemust

establish and enforce internal policies by setting minimum retention periods for the records that

the State Archives of North @dina has scheduled with KS RA &AL AAGA 2y inA yad NHzOG .
officewhenreferenced | f dzS Sy Ra ®¢

Email is a record as defined By/C.Gen. Sat. § 1215 andN.C.Gen. Sat. § 132. It is the content
of the email that is critical when determining ¢éretention period of a grticular email, including
attachments, not the meai in which the record was created. It is important forcallege
employees and officials to determine the appropriate reasdries for specific-enails and retain
them accoding to the dispositionnistructionslisted with the identified record series

The State Archives of North Carolina recommends thao#tgeemployees and officials view the

tutorials that are available online through the State Archives website inrdodiamiliarize

themsehes with records management principles godctices. The State Archives of North

I FNREAYFQ& 2yt AYS (dzi2NAI f a AayfdodniitenSalitgi 2 LA O& & dzOK

Records created and received as colleges carryheutunction of Risk Managemeiraire found in
the following standards:

o0 Administration, Office, and Management Records
o IT Records

0 Leg&Records

0 Personnel Records

0 Public Safety Records

All the specific records series can be found under the Réskagement heading ithe index.



LEGEND FORECORDS SCHEDULE

This ecords retention and disposition schedule applies to records in all media, unless otherwise specified.

M A symbol designating that one or more records in this series maphbi&dential or
! may include cofidential information.
Item # An identifying number assigned to each records series for ease of reference.
Series G! 3IANRdzL) 2F AAYAELF NI NBO2NR& GKIFG N

received, or used inthdsYS | OG0 A @A (i @ ddrcekdBesR Blossaky O
Archival and Records Terminoldg$eries in this schedule are based on commo
functions in government offices.

Record Series Title A short identification of the records in a series, based onrtb@mmon function.

Series Desiption A longer descripon of the records in a series, often including the types of recor
that can frequently be found in that series. This information is included
underneath the Records Series Title.

Disposition Instructions| Instructions dictatinglte length of time a ser&emust be retained, and how the
office should dispose of those records after that time.

Citation Alisting of references to statutes, laws, and codes related to the records series
Citations can include:
1 Authority: governing tk creation of records
91 Corfidentiality: limiting access to public records
1 Retention: setting a retention period

Throughout this schedule, items that cragderence other items within this schedudee indicated with
bold, uppercase lettersIf you hoer your cursor over onefghese items, you will see the hand tool that
will enable you to click on the item follow the link to that location.

Sample record series title and description with crosgeference

AUDITS (FINANCIAL) FILE

Records concerning internal and external audits. File
includes reports, working papers, and other records
related to the financial status of the college.

See also AUDITS (PERFORMANCE) FILE, page 2, item
F=5¢

No destruction of records may take place if litigation or audits are pending or readdy anticipated.
See a0 AUDITS, LITIGATION, AND OTHER OFFICIAL AS2DeMb.



NORTH CAROLINA COMMUNITY COLLEGE SYSTEM
COLLEGES IN THE COMMUNITY COLLEGE SYSTEM

I |
[ NC DEPARTMENT OF
=..|!= NATURAL AND CULTURAL RESOURCES

STANDARD BDMINISTRATIQNDFFICEBND MANAGEMENRECORDS
Official records pertaining to thauthority, operating philsophy, methods

many Risk Management records; others can be found in IT Records, Legal Records, Personnel Records, and Fréior8afety

, and routine office administrationtb& community collegeThis standardncludes

1. ADMINISTRATIQNDFF

ICEBND MANAGEMENT RECORDS

ITEM # RECORBSERIES TITLE

DISPOSITION INSTRUCTIONS CITATION

11 ACCREDITATION FILE a)

Records concernindepartment, college, or program b)
accreditation.File includes correspondence, repsrt

guestionnaires, guidesnd other related recordsAlso
includes evaluations of the college by outside entitig

Retain in office finaleports permanently.

Destroy in officeremainingrecordswhen reference value
endst

CollegePolicy: Destroy in offecafter

1-2 ACTIVITIES AND EVENATEE a)

Records concerningctivities and events that are b)
initiated or sponsored by the college. File includes
planning recordsbulletins, memoranda, circulars,
invitations, announcements, and other related
records.

See alsAUDIO AND \BEO RECORDINGS Fpage
69, item 9-1; NEWS RELEASES Riage70, item 9-6;
PHOTOGRAPHS AND SLIDESHag&70, item 9-7;
and SPEECHES Fidge71, item 9-11.

Retainin officerecords with historical value permanently.

Destroy in officeeemainingrecordswhenreferencevalue
endszx

CollegePolicy: Destroy in officafter

* Records may not be destroyed if audits or litigation are pending or r
5.

easonably anticii@eedUDITS, LITIGATION, AND OTHER OFFICIAL AGE®N

+ The colegehereby agrees that it will establish and enforce internal policies setting minimum retention periods for the recaxidguheitandCultural

ResourceK | & a3 OKSRdzZ SR ¢gA0GK (GKS RA

refedendell ( A2y Shy/yRa (oNdefce Hredjied SR SIBMBNRIK s KSy
1



NORTH CAROLINA COMMUNITY COLLEGE SYSTEM . miT%ERP:fZEENCTUfTFUR T ——
COLLEGES IN THE COMMUNITY COLLEGE SYSTEM i

1. ADMINISTRATIQNDFFICEAND MANAGEMENT RECORDS

ITEM # RECORSBSERIES TITLE DISPOSITION INSTRUCTIONS CITATION

1-3 ADMINISTRATIVHLE Destroy in offi@ when superseded or obsolete

Recordsconcerning the administration and operation
of the college or offices within the college. File
includes directives, memoranda, planning documen
logistics materialsand other related recordsAlso
includes information and statistics compiled and
analyzd foroperationalpurposes.

1-4 ALUMNI INFORMATION o a) Retainin officerecords with historical value permanently
Includes correspondence, publications, repoesad ] ] . )
other related records Also includelists of names, b) Destroy in office contact information when superseded (
addresses, phone numbers, aather contact obsolete.
information for collegealumni. c) Destroy in officeemainingrecordswhen referencevalue
endst

CollegePolicy: Destroy in officafter

1-5 AUDITSPERFORMANCZEILE a) Retainin officepermanentlyreportsrelated to internal
Records concerning internal and external audits compliance or operational audits, m@rdous material, or
conducted to assess ¢hfunction ofcollege those_ that document a significant chganin agency
programs. Includes reports, working papers, practices
corrective measuresndother related records. b) Destroy in office PCI attestation reports after 3 years.

) c) Desgroy in office remaining audit reports after 10 years
See als?AUDITS (FINANCIAL)LEIpagel6, item 2-4. ) ] ) )
d) Destroy in office documentation of corrective measures

years after their implementation.

e) Destroy in office working papers and remaining records
when superseded or obsolete

* Records may not be destroyed if audits or litigation are pending or reasonably antici@aedlUDITS, LITIGATION, AND OTHER OFFICIAL AGEgON
5.
+ The colegehereby agrees that it will establish and enforce internal policies setting minimum retention periods for the recaxidguheitandCultural
Resource& | & aOKSRdz SR gAGK (KS RAfednael f dSy SiyREidNds@de Hrabyfled SR JIZBNRIK s KSy
2



NORTH CAROLINA COMMUNITY COLLEGE SYSTEM
COLLEGES IN THE COMMUNITY COLLEGE SYSTEM

I |
[ NC DEPARTMENT OF
=..|!= NATURAL AND CULTURAL RESOURCES

1. ADMINISTRATIQNDFFICEAND MANAGEMENT RECORDS

ITEM # RECORSSERIES TITLE DISPOSITION INSTRUCTIONS CITATION
1-6 AWARDS AND HONORBE a) Transfer notification of award tGURRENT STUDENT | Confidentiality:
A Records concerning student and alumni awards. Fil RECORDS Flp&ge29, item 4-11. 20 Usa23zg

transcripts, press releases, funding data, and other ) ] o
related records. c) Destroy in office remaining recorddter 5 years.
1-7 BLUEPRINTS AND SPECIFICARIDES a) Transfer to new owner when college relinquishes Confidentiality:
A Blueprints and specifications afllegeowned ownership of building or facility. G.S13217
g buildings and faC|I|t|es._ Includes-hsilt plans and b) Retain in office for lif@f gructure and then destroy.
related recordsoncerning approved changes.

1-8 BOARD OF TRUSTREEORDS a) Retain in officeofficial minutes of the governingoard and | Authority:
Recordsconcerninghe governing body of the collegg  1tS subsidiary boardsermanently. ©.5143318.10
andall subsidiary boards ancommittees. File b) Destroy in office membeauthorizations, waivers, and
includes minutes and agendasipporting other statements when superseded or obsolete.
documentaton, recordings, transcriptionsand other ] . o
related recordsFile also includes authorizations and| ¢) Destroy in officeremainingrecordswhen reference value
waivers, biographical farmation, oaths and other endsz
statements, and notices of appointment and CollegePolcy: Destroy in office after
resignation. Also includes budget resolutions.

1-9 BUILDING USHLE a) Destroy in officespaceutilizationrecords viien superseded
Records cocerning space utilizatioof college or obsolete.
buildings and facilities. Fileservations, b) Destroy in office remaining records after 1 year.
correspondence, and other related records.

See alsd-ACILITY MAINTENANCE, REPAIR, AND
INSPECTION FILgages, item 1-17.

* Records may not be destroyed if audits or litigation are pending or reasonably antici@aedlUDITS, LITIGATION, AND OTHER OFFICIAL AGEgON

5.

+ The colegehereby agrees that it will establish and enforce internal policies setting minimum retention periods for the recaxidguheitandCultural
Resource& | & aOKSRdz SR gAGK (KS RAfednael f dSy SiyREidNds@de Hrabyfled SR JIZBNRIK s KSy

3



[ I8 |
NORTH CAROLINA COMMUNITY COLLEGE SYSTEM Bm-m CDEPARTMENT OF

COLLEGES IN THE COMMUNITY COLLEGE SYSTEM IR DATURALAND CULTURAL RESQURGES

1. ADMINISTRATIQNDFFICEAND MANAGEMENT RECORDS

ITEM # RECORSBSERIES TITLE DISPOSITION INSTRUCTIONS CITATION

1-10 CALENDAR OF EVENTS OR APPOINTHREHRTS Destroy in office when superseded or obsolete.

Records concerningcheduling and tracking campus
activities or events.

1-11 COMPLAINTBEILE a) Transfer applicable records @OURT CASE (LITIGATION
Records concerningpmplaints against the college or ALE page4s, item 7-2.
college affilates. b) Destroy in officeaemaining record® years after
resolution.*

See als€IVIL RIGHTS CASHE page57, item 8-15.

1-12 CONFERENCES, TRAINING PROGRAMS, AND | a) Rdain in officefinal reports andecords with historical
WORKSHORSLE value permanently.

Records concerning conferences, training programs p) - Transfer employespecific records t? ERSONNEL FILE
and workshops conducted by or attended by collegg (ACTIVE)page63, item 8-38if such training and testing is
personnel. File includes correspondence, agendas, required for the position held or could affect career
handouts, training materials, surveys, reports, advancement.

registrations, and other related records ) ] o
c) Destroy in officeemaining recordsvhen reference value

ends+

CollegePolicy: Destroyni officeafter

* Records may not be destroyed if audits or litigation are pending or reasonably antici@aedlUDITS, LITIGATION, AND OTHER OFFICIAL AGEgON
5.
+ The colegehereby agrees that it will establish and enforce internal policies setting minimum retention periods for the recaxidguheitandCultural
Resource& | & aOKSRdz SR gAGK (KS RAfednael f dSy SiyREidNds@de Hrabyfled SR JIZBNRIK s KSy
4



NORTH CAROLINA COMMUNITY COLLEGE SYSTEM . miT%ERP:fZEENCTUfTFUR T ——
COLLEGES IN THE COMMUNITY COLLEGE SYSTEM i

1. ADMINISTRATIQNDFFICEAND MANAGEMENT RECORDS

ITEM # RECORSBSERIES TITLE DISPOSITION INSTRUCTIONS CITATION
113 | DISASTER PREPAREDNESS AND EMERGENCY | Destroy in office when superseded or obsolete. Confidentiality:
P MANAGEMENFILE G.S132-1.7(c)

r Records concerningreparedness, evacuationand

operations in the event of a disaster (natural,
accidental, or maliciouskile includes policies,
procedures, emergency telephone numbers,
evacuation plans, incident reports, and other relateg
records.

See als®ISASTER RECOVHRYeS, item 1-14, and
DISASTER PREPAREDNESS ANDIEECPMANS
FILE page39, item 5-4.

1-14 DISASTER RECOVERY a) Retain in office permanently recordiecumenting major
Administrative records documentimgsponse ad collegedisasterrecovery effortsand records evaluating
recovery effortfor emergencies of a short duration § emergency response and efficacy
well as disasters inflicting widespread destruction al ) pestroy in office after 3 years records concerning minor
having longterm consequences for the college. File routine collegerecovery operations that are managed wif
indudes documents coordinating activities with minimal disruption to normal operations.

federal, state, and local emergency mapagnt,
incident reprts, inventories, and disaster relief
allocations

See als®ISASTER PREPAREDNESS AND EMER(
MANAGEMENTFILE page5, item 1-13, andDISASTER
PREPAREDNESS AND RECOVERYHMLEAPER)e39,
item 5-4.

* Records may not be destroyed if audits or litigation are pending or reasonably antici@aedlUDITS, LITIGATION, AND OTHER OFFICIAL AGEgON
5.
+ The colegehereby agrees that it will establish and enforce internal policies setting minimum retention periods for the recaxidguheitandCultural
Resource& | & aOKSRdz SR gAGK (KS RAfednael f dSy SiyREidNds@de Hrabyfled SR JIZBNRIK s KSy
5



NORTH CAROLINA COMMUNITY COLLEGE SYSTEM
COLLEGES IN THE COMMUNITY COLLEGE SYSTEM

I |
[ NC DEPARTMENT OF
=I.E= NATURAL AND CULTURAL RESOURCES

1. ADMINISTRATIQNDFFICEAND MANAGEMENT RECORDS

ITEM # RECORSBSERIES TITLE

DISPOSITION INSTRUCTIONS CITATION

1-15 EQUIPMENT MAINTENANGND REPAIRILE Destroy in office 2garsafter completion of service

Records concerningputine maintenance or repairs to|
college equipment. File includes correspondence,
work orders, service lys and other related records.

See als&/EHICLE MAINTENANCE, REPAIR, AND
INSPECTIONLE pagel4, item 1-46.

1-16 EQUIPMENT/SUPPLIESECORDS a)
Records documenting supplies and equipment used
the college. File includeastruction manuals b)

documentation of the checkout of college equipmen
and other reléed records

Destroy in officecheckout records 1 year after return of
equipment.

Destroy in officéemaining recordsvhen superseded or
obsolete.

1-17 FACILITY MAINTENANCE, REPAIR, AND INSPE(C| a)
FILE

Records documenting maintenance, repair, and
inspection ofcollegeowned facilitiesFile includes b)
work orders, mainteance reports, maintenance logs
correspondence, and other related records.

SeealsoBUILDING USHLE page3, item 1-9.

Destroy in office records documenting routine inspectior
janitorial cleaning, and routine maintenance of facilities
after 1 year.

Destroy inoffice records documenting all other facility
maintenance, repair, and inspection (including plumbing
electrical, fire, and other systems) after 3 years.

1-18 FIRE, HEALTH, AND ENVIRONMENTAL SAFETY a)

RECORDS
Records documentingollegesafety measures. b)
Includes reports, logs, audits, inspections, and c)

other related recordsAlso includes records
concerning college emergency and fire drills.

Destroyin office inspection reports after 7 years.
Destroy in office safety audits after 3 years.

Destroy in office remaining records wheuaperseded or
obsolete.

* Records may not be destroyed if audits or litigation are pending or reasonably antici@aedlUDITS, LITIGATION, AND OTHER OFFICIAL AGEgON

5.

+ The colegehereby agrees that it will establish and enforce internal policies setting minimum retention periods for the recaxidguheitandCultural
Resource& | & aOKSRdz SR gAGK (KS RAfednael f dSy SiyREidNds@de Hrabyfled SR JIZBNRIK s KSy
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NORTH CAROLINA COMMUNITY COLLEGE SYSTEM . miT%ERP:fZEENCTUfTFUR T ——
COLLEGES IN THE COMMUNITY COLLEGE SYSTEM i

1. ADMINISTRATIQNDFFICEAND MANAGEMENT RECORDS

ITEM # RECORSBSERIES TITLE DISPOSITION INSTRUCTIONS CITATION
1-19 FUEL OISTORAGE TANK RECORDS Destroy in office closure records 3 years after completion of Authority:
permanent closure. 40 CFR 280.34
Retention:

40 CFR 280.74

1-20 FUND DRIVES AND DEVELOP NAHENET Destroy in officeafter 1 year.

Records concerning donatiots or solicitationsamade
for college fund drives. File includescords
documenting the promotion and organization of fung
drives,completed donation formsand other related
records.

121 | GOVERNMENT AFFAIRS RECORDS Destroy in office when superseded or obsolete.
Records produced in the course of liaising vather

government officials regardinepllegepriorities.
Includes reports and other relategcords as well as
work product from legislativdiaisons.

1-22 GRANTSADMINISTRATIVE) FILE a) Destroy in officeannual financial reports aftes years® Retention:
. 09 NCAC 03M703
Records concerning approved federal, state, and | 1y) pestroy in dfice records not relating to a specific grant o
private grants. Fileincludes proposals submitted for to grants not fundedsuch as rejected or withdrawn
grants includingapplications, correspondence proposalskfter 1 year.

(including email), andother related records File also
includesapplications, reports, records of equipment
purchased with grant funds, and adllevant
programmatic records.

See alsGRANTS (FINANCIAL) Fiagel9, item 2-
14.

* Records may not be destroyed if audits or litigation are pending or reasonably antici@aedlUDITS, LITIGATION, AND OTHER OFFICIAL AGEgON
5.
+ The colegehereby agrees that it will establish and enforce internal policies setting minimum retention periods for the recaxidguheitandCultural
Resource& | & aOKSRdz SR gAGK (KS RAfednael f dSy SiyREidNds@de Hrabyfled SR JIZBNRIK s KSy
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NORTH CAROLINA COMMUNITY COLLEGE SYSTEM
COLLEGES IN THE COMMUNITY COLLEGE SYSTEM

I |
[ NC DEPARTMENT OF
=I.E= NATURAL AND CULTURAL RESOURCES

1. ADMINISTRATIQNDFFICEAND MANAGEMENT RECORDS

ITEM # RECORSSERIES TITLE DISPOSITION INSTRUCTIONS CITATION

1-23 HAZARDOUS MATER|ALS MANAGEMENT a) Retain in office permanently record®cumenting
Records documentingollegeefforts to preventand hazardous waste disposal sites asllege property and
mitigate exposure thazardous materialsncludes documenting the use gfathogens and biological toxins
risk assessments, management plans, and (select agents) ahe college
abatement/removal records. o o

b) Destroy inoffice asbestos records 1 year aftarilding is
See als®AFETY DATA SHEPB&Se13, item 1-42. demolished.(Note: If building is soldransfer records to
new owner.)
guidelines about the records requirements for perso superseded or obsolete.
who receive, possess, use, transfer, own or acquire ) ] o
soucesof radiation within the State of North Carolind ) Destroy in office records documentiegvironmental and
hazardous waste remediatioprojects 5 years after projeg
completion.
e) Destroy in office records concerning the receipt,
maintenane, and disposal of radioactiveaterials after 5
years.
f) Destroy in office remaining records after 3@ars.

1-24 HISTORY OF EKCQLEGE FILE a) Retainin officerecords with historical value permanently,
Records concerning the history of the collegel its | 1) pestroy in office remaining records whesference value
employeesFile includes publicationbjographical ends+
data, correspondence, photographs, scrapboadsd . o
other related records. CollegePolicy: Destroyni office after

1-25 LOSS CONTROL INSPECTION REPORTS Destroy in office when superseded or obsolete.
Selfinspections to identify potentidlabilities or
hazards that may exist in collegavned buildings or
property.

* Records may not be destroyed if audits or litigation are pending or reasonably antici@aedlUDITS, LITIGATION, AND OTHER OFFICIAL AGEgON

5.

+ The colegehereby agrees that it will establish and enforce internal policies setting minimum retention periods for the recaxidguheitandCultural

Resource& | a

da0KSRdzZ SR 4AUGK
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NORTH CAROLINA COMMUNITY COLLEGE SYSTEM
COLLEGES IN THE COMMUNITY COLLEGE SYSTEM

I |
[ NC DEPARTMENT OF
=..|!= NATURAL AND CULTURAL RESOURCES

1. ADMINISTRATIQNDFFICEAND MANAGEMENT RECORDS

ITEM # RECORSSERIES TITLE DISPOSITION INSTRUCTIONS CITATION
1-26 OFFICE SECURFINYE a) If the recording becomes evidencedrpasonnel Confidentiality
A Records concerning the security of t9e2 £ $3 S investigation or lawsuit, transfer tDISCIPLINARY FILE | G.S1321.7

. - . . page58, item 8-19.
' offices, facilities, vehiclegguipment, and personnel
File includes emergency telephone numbers, logs, | b) Destroy recordings not required to support known
reports, surveillance system reports and recordings investigations or lilation after 30 days.*
logs documenting the issuance of key and c) Destroy in office remaining records after 1 year
identification cardsand other related records. y g year.
1-27 ORGANIZATIONAL CHARTE Destroy in office when supersed orobsolete.
Charts detailing the organizational structure of the
college.
1-28 OTHER COLLEGHSE Destroy in officewhenreferencevalueends+
Records concerning community colleges, including | collegePolicy: Destroy in officafter
those in other states.
1-29 PARKINEILE Destroy in office when superseded or obsolete.
Records conceaing parking assignments. File includ
application for parking assignmentsfeesnce copies
of parking permits, and other related records.
1-30 PLANNING AND DEVELOPMENE a) Retain in office records with historical value permanently

Recordsoncerning the planning, developmerand
implementation of special projects or programs at th
college. File includes project plans, proposasprds
documenting implementationand other related
records.

See als®’RESIDENTIAL PLANNING AND

DEVELOPMENFILE pagel0, item 1-32.

b) Destroy in officeemaining ecordswhen reference value

ends*

CollegePolicy: Destroy in officafter

* Records may not be destroyed if audits or litigation are pending or reasonably antici@aedlUDITS, LITIGATION, AND OTHER OFFICIAL AGEgON

5.

+ The colegehereby agrees that it will establish and enforce internal policies setting minimum retention periods for the recaxidguheitandCultural
Resource& | & aOKSRdz SR gAGK (KS RAfednael f dSy SiyREidNds@de Hrabyfled SR JIZBNRIK s KSy
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NORTH CAROLINA COMMUNITY COLLEGE SYSTEM
COLLEGES IN THE COMMUNITY COLLEGE SYSTEM

I |
[ NC DEPARTMENT OF
=I.E= NATURAL AND CULTURAL RESOURCES

1. ADMINISTRATIQNDFFICEAND MANAGEMENT RECORDS

ITEM #

RECORSBSERIES TITLE

DISPOSITION INSTRUCTIONS CITATION

1-31

POLICIES ANPROCEDURES FILE

Records concerninipe formulation, planningand
adoption of policies, procedures, and functiofs the
college or offices within the college. File includes
standards of professionalisrmd ethics and other
related records.

See als&eLECTRONIC RECOROIS @S AND
PROCEDURES.E page39, item 5-5.

a) Retain in officel copy of official policies and procedures

permanently.

b) Destroy in officeremaining recordsvhen reference value

ends+

GollegePolicy: Destroy in officafter

1-32

PRESIDENTIAL PLANNING AND DEVELOFMIEENT

Recordsoncerning the planning, develognt, and
implementation of special projects or prograrog the
president ofthe college. File includesission
statements, comprehensive plans, strategic plans,
business plangyr project plans. File also includes
proposalsrecords that document implementation,
and other related records.

Retain in office permanently.

1-33

PRESI DENT'™ S CORLEESPONDE
Correspondence of the president of the college.

For information on handling-mail, voicemail, and
text or instant messages, s& ECTRONIC RECQR[
pagell.

Retan in office permanently.

1-34

PROFESSIONAL MEMBERSHIP RECORDS
Records concerning memberships or registrations

on behalf of thecollegeor collegepersonnel.

Destroy in office when superseded or obsolete

* Records may not be destroyed if audits or litigation are pending or reasonably antici@aedlUDITS, LITIGATION, AND OTHER OFFICIAL AGEgON

5.

+ The colegehereby agrees that it will establish and enforce internal policies setting minimum retention periods for the recaxidguheitandCultural
Resource& | & aOKSRdz SR gAGK (KS RAfednael f dSy SiyREidNds@de Hrabyfled SR JIZBNRIK s KSy
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NORTH CAROLINA COMMUNITY COLLEGE SYSTEM
COLLEGES IN THE COMMUNITY COLLEGE SYSTEM

[ NC DEPARTMENT OF
mmsmEE NATURAL AND CULTURAL RESOURCES

1. ADMINISTRATIQNDFFICEAND MANAGEMENT RECORDS

ITEM #

RECORSBSERIES TITLE

DISPOSITION INSTRUCTIONS

CITATION

1-35

PWBLICATIONS RECEIVAHIE

Recordsoncerning external publications received by
the college File includesubscriptionrecords
publications correspondenceand otherrelated
records.

Destroy in officewhenreferencevalueends+

CollegePolicy: Destroy in officafter

1-36

REAONABLECCOMMODATIONS RECORDS

Records concerning campus efforts to provide
reasonable accommodation to the general public
under Title 1l of the Americanwith Disabilities Act;
includes constituent requests, surveyaampus
buildings to determine accessibility to the physically
handiapped, federal regulations, proposats f
implementing the act, resolutions, and solutions to
access problems.

See als€IVIL RIGHTS FlpBge56, item 8-14.

Destroy in offic& years after resolution.

Authority:
42 USC 12132

1-37

RECORDS MANAGEMENT FILE

Records encernng management ofollegerecords.
File includes records retention and disposition
schedules, transfer forms, destruction logs, and oth
related records.

a) Retain in office documentation concerning the final
disposition of records permanently.

b) Destroyin office remainingecords when superseded or
obsolete.

1-38

REFERENCE (READINCH
Subject files containing informational cepiof records

for reference purposes

Destroy in officewhenreferencevalueends+

CollegePolicy:Destroy in officeafter

* Records may not be destroyed if audits or litigation are pending or reasonably antici@aedlUDITS, LITIGATION, AND OTHER OFFICIAL AGEgON

5.

+ The colegehereby agrees that it will establish and enforce internal policies setting minimum retention periods for the recaxidguheitandCultural

Resource& | & aOKSRdz SR gAGK (KS RAfednael f dSy SiyREidNds@de Hrabyfled SR JIZBNRIK s KSy




NORTH CAROLINA COMMUNITY COLLEGE SYSTEM
COLLEGES IN THE COMMUNITY COLLEGE SYSTEM

I |
[ NC DEPARTMENT OF
=..|!= NATURAL AND CULTURAL RESOURCES

1. ADMINISTRATIQNDFFICEAND MANAGEMENT RECORDS

ITEM # RECORSBSERIES TITLE DISPOSITION INSTRUCTIONS CITATION
1-39 REPORTHLE a) Retainin office 1 copyof allannual and biennial reports
Records concerning the performance of a departme] permanently
program, or project, as well asports created for b) Retain in dfice reports and studies prepared by request g
plannlng purposes. Includes all annuall,ﬁnmual, or I O02tt838Qa JI20SNYyAy3 62R
irregularly prepared reports anseltstudies ) ] )
generated bya college or prepared by consultan c) Destroy in office reports prepared monthly, bimonthly, o
hired by the college. semiannually after 3 years.
d) Destroy inoffice reportsprepared on a daily or other
See als?A\CCIDENT REPORTISHPersonnel)page periodic basis after 1 ye.
52, item8-2, ACCDENT REPOR{Rublic Safety), page e) Destroy in officeremainingrecordswhen reference value
72, item10-1, AUDITS (FINANQIA-ILE pagel6, item ends+
2-4, AUDITSPERFORMANEEILEpage2, item 1-5, _ o
BUDGERECORD®agel7, item2-7, CIVIL RIGHTS CollegePolicy: Destroy in office after
FILE page56, item 8-14, CLASS REPORTS FILE
(Continuing Educationpage?5, item 3-3, CLAS . o o
REPORTS ElCurriculum), pag@8, item 4-6, GRADE Retention Note: Reports and studies listed elsewhere in this
REPORTS FJlfage32, item 4-19, GRANTS schedule shoulle retained the specified period of time.
(ADMINISTRATIVE) Flipgage7, item1-22, LOST,
STOLEN, OR DAMAGED PROPERTY REp&RTS
item 10-11, RESEARCH AND STUDIESpdbEL3,
item 1-41.
1-40 REQUESTS FOR INFORMAFION Destroy in officel yearafter fulfillment of request
Routine inquiries received amdsponses issued by th
collegeto constituent requests for serviaar
information (RFL)Also includes duplication requests.
See als®®UBLIC RECORDS REQUPBSF& 1, item 9-
9.

* Records may not be destroyed if audits or litigation are pending or reasonably antici@aedlUDITS, LITIGATION, AND OTHER OFFICIAL AGEgON

5.

+ The colegehereby agrees that it will establish and enforce internal policies setting minimum retention periods for the recaxidguheitandCultural
Resource& | & A OKSRdzZ SR gAiGK GKS
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NORTH CAROLINA COMMUNITY COLLEGE SYSTEM . miT%ERP:fZEENCTUfTFUR T ——
COLLEGES IN THE COMMUNITY COLLEGE SYSTEM i

1. ADMINISTRATIQNDFFICEAND MANAGEMENT RECORDS

ITEM # RECORSBSERIES TITLE DISPOSITION INSTRUCTIONS CITATION

1-41 RESEARCH ANDUDIESILE Destroy in officewhenreferencevalue endst

Recordsconcerningstudies andesearch projectst CollegePolicy: Destroy in officafter
the college. File includesutlines published results,
reports, correspondencend other related records.

See 80 ADMINISTRATIVHLE page2, item 1-3, and
REPORTS Fllgage 9, itend-39.

1-42 SAFETY DATA SHEETS Destroy in office 30 years after materials have bdesposed of| Retention:
Forms supplied from manufacturers adistributors | OO02 NRA Yy 3 (2 YuctigrdgT | O dzNB NI § 29 CFR
of hazardous materials for materidield by the 1910.1020(d)(1)
college Note: A data sheet for a mixture may be discarded ifnéne (ii)(B)

data sheet includes the same hazardous chemicalseas
originalformulation. If the formulation is differenboth data
sheets must be retained for 30 years. Dsit@ets may also be
discarded if some other recoidentifying the substances used
where they were used, arwhen they were used is retained th
required 30yearperiod.

1-43 STAFF COMMITTEES FILE a) Retain in office minutes and reports of significant groupg
Minutes and reports fronofficial college committees, permanently.
councils, and task forces. (Examples incladenission | by pestroy in officeemaining recordsvhen reference value
and Placement; Faculty Council Hours, Degrees, ar ends+
Awards; Library; Personnel; Program and ) ) )
Development; Research; Student Actigtiand CollegePolicy: Destroy in officafter

Teaching and hservice Training.

* Records may not be destroyed if audits or litigation are pending or reasonably antici@aedlUDITS, LITIGATION, AND OTHER OFFICIAL AGEgON
5.
+ The colegehereby agrees that it will establish and enforce internal policies setting minimum retention periods for the recaxidguheitandCultural
Resource& | & aOKSRdz SR gAGK (KS RAfednael f dSy SiyREidNds@de Hrabyfled SR JIZBNRIK s KSy
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NORTH CAROLINA COMMUNITY COLLEGE SYSTEM . miT%ERP:fZEENCTUfTFUR T ——
COLLEGES IN THE COMMUNITY COLLEGE SYSTEM i

1. ADMINISTRATIQNDFFICEAND MANAGEMENT RECORDS

ITEM # RECORSSERIES TITLE DISPOSITION INSTRUCTIONS CITATION
1-44 STAFF ORGANIZATIGNISE a) Retain in office minutes aneports of significant groups
Recordssoncerning &ff organizations or groupgile permanently.
includes minutes, reports, newsletts b) Destroy in officeemaining recordsvhen reference value
correspondence, agendas, working papers, and oth ends+

related records. , : )
CollegePolicy: Destroy in officafter

1-45 SURVEFILE Destroy in officewhenreferencevalueends+
Completed surveysile includes survey forms, CollegePolicy: Destroy in officafter
summay reports, conclusions, and other related
records.
1-46 VEHICLE MAINTENANCE, REPAIR, AND INSPEC a) Destroy in office records documenting routine inspectior
FILE or maintenance after 1 year.
Records concerninifpje mairtenance, repair, routine | b) Destroy in office records documenting all other
testing, inspection, and registration of collegened maintenance ad repairs after 3 years.
vehicles File includes inspecti@and other related
records.

See als&/EHICLE TITLASD REGISTRATIGNLE
pageb0, item 7-11.

1-47 VEHICLE REQUESILE a) Destroy inoffice travel logs after 1 year.

Requests for use of collegavnedvehicles File b) Destroy in officeemaining recordsfter 3 years.
includes authorizations, receipts, travel logs, and ot
related records.

1-48 VENDOR INFORMATI®GN.E Destroy in officewhenreferencevalueends+
Recordsconcerningspecificvendors. File includes CollegePolicy: Destroy in officafter
marketing informationprice lists, and other related
records.

* Records may not be destroyed if audits or litigation are pending or reasonably antici@aedlUDITS, LITIGATION, AND OTHER OFFICIAL AGEgON
5.
+ The colegehereby agrees that it will establish and enforce internal policies setting minimum retention periods for the recaxidguheitandCultural
Resource& | & aOKSRdz SR gAGK (KS RAfednael f dSy SiyREidNds@de Hrabyfled SR JIZBNRIK s KSy
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NORTH CAROLINA COMMUNITY COLLEGE SYSTEM l:.. NC DEPARTMENT OF
COLLEGES IN THE COMMUNITY COLLEGE SYSTEM EEEEE NATURAL AND CULTURAL RESOURCES

STANDARD BUDGET, RT3\, AND PAYROLL RECORDS
Records created and accumulatedncerning thenanagerial control, budgeting, disbursement, collection, and accounting afdhenunity college

Note: Per 26 CFR 1.188)(6)(iii)(E), all records necessary to support thest@apt status of an agencydebt issue must be retained for the life of thebtl
plus 3 years.

2.BUDGET, FISCAIND PAYROLL RECORDS

ITEM # RECORBSERIES TITLE DISPOSITION INSTRUCTIONS CITATION
2-1 | ACCOUNTS PAYARILEE a) Destroy in office 5 years after paymemcords concerning| Retention:
Records concerning thetatus of accounts in which amounts paid tandividuals as kowances or 04 NCAC 24D .0501(a)
the collegeowesmoney to firms or individualssile reimbursements for business expenses

includes invoices, reimbursements, receipts or bills | ) pestroy in officeemaining recordg years after payment.
sale, check registers, and subsidieggisters. Also

includes stop payment notices.

See als@RAVEL REIMBURSEMENTS dgE23,
item 2-30.

2-2 | ACCOUNTS RECEIVAHLE Destroy in office 3 yearfter collection*

Records concerningceivables owed and collected.
File includes billing statements, records of payment
received, remittances, subsidiary registers,
overpayment or refund records, deposits, fines and
fees assessed, and collection of past due accounts,
Also includes information on accounts sent to NC Di
Setoff Program for collection.

* Records may not beedtroyed if audits or litigation are pending or reasonably anticipatedeAUDITS, LITIGATION, AND OTHER OFFICIAL AGEDEN
5.

+ The collegehereby agrees that it will establish and erde internal policies setting minimum retention periods for the recitvatsNatural andCultural
Resource& | & & OKSRdzZ SR gAGK (GKS RAfedneediit &y SYyRaANHOIARYE aRSad S8PEéKB8KSBYI OS LINJ
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NORTH CAROLINA COMMUNITY COLLEGE SYSTEM mE'E NC DEPARTMENT OF
COLLEGES IN THE COMMUNITY COLLEGE SYSTEM EEEEE NATURAL AND CULTURAL RESOURCES

2.BUDGET, FISCAND PAYROLL RECORDS

ITEM # RECORSBSERIES TITLE DISPOSITION INSTRUCTIONS CITATION

2-3 | ACCOUNTS UNCOLLECTABLE FILE Destroy in office 3 years after accoustietermined to be

Recordconcerning the status of pasiue accounts. | uncollectable.
File includes copies of notices sent, witi
authorization, and other related records.

2-4 | AUDITS (FINANQIAFILE a) Retainin officepermanentlyfinal reportsrelated to
Recordsoncerninginternal and external auditsFile internal compliance or operational audits or those that
includes reports, working papers, anther records document a significant change in college praegior have
related to the financial status of the college significant administrative value

b) Destroy in office after 10 years final reports related to
See alsAUDITS (PERFORMCE) FILEpage2, item internal accounting systems and controls and those with
1-5. limited administrative value.

c) Destroy in office workingapers and remaining records
when supersded or obsolete*

2-5 | BANK STATEMENASDRECONCILIATIONKRE Destroy in office after 3 years.*

Records documenting the flow of college funds. File
includesstatementscancelled checkgash receipts,
deposit slips, credit/debit card receipteconciliation
reports, and other related records.

2-6 | BIDSAND PROPOSAE&E a) Destroy in officeejectedbidsand proposals as well as | Authority:
:’"’" Records concerning requssand responses for price unopened bids 1 year after receipt G.S143 Article 8
quotes that are used in purchasing equipment, b) Destroy in officeacceptecbidgproposals/quotess years | confidentiality:
supplies, or services. File includes price quotes, after expirationof contract* G.51321.2(C)

applicationspids, notices, evaluation#vitations for _ _ ) )
Bids (IFB), Requests for Proposal (RFP), Rexfoest | €) Destroy in office notices, evaluations, and other related 01 NCAC 05B. 0103

Quote (RFQpwardletters, and other related records records when reference value és. .
concerning accepted and rejected bids. CollegePolicy: Destroy in officafter

* Records may not beedtroyed if audits or litigation are pending or reasonably anticipatedeAUDITS, LITIGATION, AND OTHER OFFICIAL AGEDEN
5.
+ The collegehereby agrees that it will establish and erde internal policies setting minimum retention periods for the recibratsNatural andCultural
ResourceK | & a4 OKSRdzf SR 6AGK (GKS RAeRnE®dbA &y SYRIENHOIALY aRSad 8PéK8KEW OS LIN
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NORTH CAROLINA COMMUNITY COLLEGE SYSTEM l:.. NC DEPARTMENT OF
COLLEGES IN THE COMMUNITY COLLEGE SYSTEM EEEEE NATURAL AND CULTURAL RESOURCES

2.BUDGET, FISCAND PAYROLL RECORDS

ITEM # RECORSSERIES TITLE DISPOSITION INSTRUCTIONS CITATION
2-7 | BUDGERECORDS a) Retain in office official budget reports permanently.
Records concerning thedministration of college b) Destroy in officeemaining recordsifter 3 years.*

budgets. File includes budget requests, budget
revisions cost accounting reportayorksheets, budget
tracking, budget reportgeversionsand continuations,
correspondenceand other reléed recordsAlso
includes tle official budget report.

2-8 | CAPITAL IMPROVEMENTS FILE a) Retain in office plans, specifications, and significant Confidentiality:
A Records concerning capital improvement projects aj ~ correspondence permanently. G.513217

' . . .
construction at the collegeFile includes accepted  |p) pestroy in office records relating to the expendéand
proposal, change orders, bid tabulations sheet, allocation ofthe proceeds of bonds 6 years after the final
LINEINBaa NBLEZNLaz I NOKA maturity/prepayment date of the bonds or the final
applications, contractslans specifications,and maturity/prepayment date of any obligations that refund
correspondenceFile also includes budget and such bonds or any portion thereof, whichever occurs late

financial records related to the capital improvements ) ] i ]
c) Destroy in office othebudget and financialecords after 3

years.*

d) Destroy in office remaining recordghen reference value
endst

CollegePolicy: Destroy in officafter

2-9 | ELECTRONIC FUNDS TRANFERS Destroy in office whesuperseded or obsolete. Confidentiality:

Records concerning authorizations faansfer of G.S1321.10 (b)(5)

r fundsvia wire transfer or autmated clearing house
(ACH) File hcludesdirect deposit forms and ACH bar|
reports.

* Records may not beedtroyed if audits or litigation are pending or reasonably anticipatedeAUDITS, LITIGATION, AND OTHER OFFICIAL AGEDEN
5.
+ The collegehereby agrees that it will establish and erde internal policies setting minimum retention periods for the recibratsNatural andCultural
ResourceK | & a4 OKSRdzf SR 6AGK (GKS RAeRnE®dbA &y SYRIENHOIALY aRSad 8PéK8KEW OS LIN
17



NORTH CAROLINA COMMUNITY COLLEGE SYSTEM l:.. NC DEPARTMENT OF
COLLEGES IN THE COMMUNITY COLLEGE SYSTEM EEEEE NATURAL AND CULTURAL RESOURCES

2.BUDGET, FISCAND PAYROLL RECORDS

ITEM # RECORSBSERIES TITLE DISPOSITION INSTRUCTIONS CITATION

2-10 | ESCHEATSLE Destroy in office after 5 years.*

Records concerning escheated funds reverting to th
Sate of North Carolina and credited to the
Department of State Treasurer. File includes
statements, outstanding checks, and other related
records.

2-11| FINANCIAL STATEMENTISE Destroy in officaafter 3 years.*
wSO2NRa O2yOSNyAy3 GKS
investmentperformance for the fiscal year. File
includes balance sheets, statements of income and
expensestrade ticket and broker confinations,
exchange or consent instructionsvestments
strategy and other due diligence documerasd
other related records.

See also BANK STATEMENANDRECONCILIATIONS
FILEpagel6, item 2-5.

2-12 | GENERAL LEDGER DETAIL REFQETS a) Destroy in officelune 3@ detail reportsafter 3 years.*
Repats listing alldetail transactions for the fiscal yea 1)) pestroy in office remaining records when reference valy
to-date against all account numbers.lefncludes ends+
June 30 detail reports. CollegePolicy:Destroy in officeafter

2-13| GENERAL LEDGER SUMMARE a) Retainin office June 30 summariespermanently.
Recordsconcerning college fund transaofis. File b) Destroy in office remaininigdgerswhen reference value
also includes June 8Gummaries. ends+

CollegePolicy: Destroy in officafter

* Records may not beedtroyed if audits or litigation are pending or reasonably anticipatedeAUDITS, LITIGATION, AND OTHER OFFICIAL AGEDEN
5.
+ The collegehereby agrees that it will establish and erde internal policies setting minimum retention periods for the recibratsNatural andCultural
ResourceK | & a4 OKSRdzf SR 6AGK (GKS RAeRnE®dbA &y SYRIENHOIALY aRSad 8PéK8KEW OS LIN
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NORTH CAROLINA COMMUNITY COLLEGE SYSTEM .=;.. NC DEPARTMENT OF
COLLEGES IN THE COMMUNITY COLLEGE SYSTEM EEEEE NATURAL AND CULTURAL RESOURCES

2.BUDGET, FISCAND PAYROLL RECORDS

ITEM # RECORBSERIES TITLE DISPOSITION INSTRUCTIONS CITATION
2-14 | GRANTS (FINANCIAL) FILE Destroy in office 5 years after submission of final regord Retention:
i when released from all administrative audits 09 NCAC 03703
Records concerning approved federal, state, and

private grantsor projects that are subject to audit
File hcludes all relevant accounting, purchasing,
payroll,and financial records. File also includes
reports, correspondence, and other related records.

See alsSRANTS (ADMINTRATIVE) FILEage?,

item 1-22.

2-15| INVENTORIES a) Destroy in officesurplus property record8 yearsafter
Lists2 T (0 KS ppettids Jagificsasses, property disposat
suppliesand equipment. File also i.nC|UdeS'yﬁld b) Destroy in office remaining records when superseded o
reportsalong with surplus property inventories and obsolete.
disposal logs

2-16 | INVOICES FILE Destroy in office after 3 years.*

Records concerningurchased materials for the

college. File includes paid invoices, correspondenc
packing slips, shipping forms, requisitions, and othe|
related records. File may also include referenceie)
of checks used to pay for purchase.

2-17 | JOURNAL ENTRIHEE Destroy in dfice after 1 year.*

Forms used to post budget, encumbrance, and all
other journal entry types. File also includes
supporting documentation.

* Records may not beedtroyed if audits or litigation are pending or reasonably anticipatedeAUDITS, LITIGATION, AND OTHER OFFICIAL AGEDEN
5.
+ The collegehereby agrees that it will establish and erde internal policies setting minimum retention periods for the recibratsNatural andCultural
ResourceK | & a4 OKSRdzf SR 6AGK (GKS RAeRnE®dbA &y SYRIENHOIALY aRSad 8PéK8KEW OS LIN
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NORTH CAROLINA COMMUNITY COLLEGE SYSTEM l:.. NC DEPARTMENT OF
COLLEGES IN THE COMMUNITY COLLEGE SYSTEM EEEEE NATURAL AND CULTURAL RESOURCES

2.BUDGET, FISCAND PAYROLL RECORDS

ITEM # RECORSBSERIES TITLE DISPOSITION INSTRUCTIONS CITATION

2-18 | LOANS FILE Destroy in office 5 years after satisfaction or cancellation of

Records concerning loans granteaithe college. File | loan.
includes documentation of intent to proceed, loan
agreements, promissory notes, letters of credit,
statements, notices of principal and interest daad
other related records

2-19| MONTHLY REPORT OF EXPENDITURES AND RH Destroy in office after close of the current fiscal year.*
(FORMNCCCZ2-12) FILE

Summary ExpenditureReports listingexpenditures
and receipts from state and county funds.

2-20 | MONTHLY REPORT OF SUBJECT WAGES AND | Destroy in office after 7 years.* Confidentiality:
~ | RETIREMENT CONTRIBUTIEINS G.S115D29

¥ ReportsO2 Y OSNYy Ay 3 SYLX 28553
contributions submitted tdhe North Carolina
Department of State Treasuregtirement system

File includes detail report for each empl@&yand
summary report.

2-21 | OUTSTANDING ENCUMBRANCE REHRRDEETS Destroy in office when reference valeads+

Reports listing encumbrances and obligations CollegePolicy: Destroy in officafter
represented by open purchases. Information listed I
account number.

2-22 | PAYENT CARD DATA Destroy in office as soon as transaction is finalized. Confidentiality:
A Records created in association with payment card G.S.132-1.10
t transactions entered by third parties for thirchase

of goods or services from ttmllege

* Records may not beedtroyed if audits or litigation are pending or reasonably anticipatedeAUDITS, LITIGATION, AND OTHER OFFICIAL AGEDEN
5.
+ The collegehereby agrees that it will establish and erde internal policies setting minimum retention periods for the recibratsNatural andCultural
ResourceK | & a4 OKSRdzf SR 6AGK (GKS RAeRnE®dbA &y SYRIENHOIALY aRSad 8PéK8KEW OS LIN
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NORTH CAROLINA COMMUNITY COLLEGE SYSTEM .=;.. NC DEPARTMENT OF
COLLEGES IN THE COMMUNITY COLLEGE SYSTEM EEEEE NATURAL AND CULTURAL RESOURCES

2.BUDGET, FISCAND PAYROLL RECORDS

ITEM # RECORSSERIES TITLE DISPOSITION INSTRUCTIONS CITATION
2-23| PAYROLL DEDUCTIONS FILE Destroy in office 2 years after termination of deduction.* gogfliiggiza;ityi

Records concerning deductions withheld from

' S Y LJ 2 wa§es.alductions may be for insuranc
tax-sheltered annuities, charitable contributions, or
other nonretirement and nortax vduntary
deductions. File includes records used to start,
modify, or stop voluntary or required deductions fror
payroll.

Retention:
29 CFR 516.6(c)(1)

Doesnot include tax recordsSee als®WITHHOLDING
STATEMENTS FlpBge23, item 2-32.

2-24 | PAYROLL AND EARNINGEE Destroy in office afteb years.* Authority:
26 CFR 31.6061

26 CFR 31.6004(a)
29 CFR 516.2

M Records concerning payroll for college employees. |
¥ includes individal and group employee earnings,
deductions and other relatedecords

Confidentiality:

Note: Personnel File (Activahd Payroll Deductions G.S115D29
Fileare used in combination to provide data to the G.S1321.10
payroll and all associated reports.
Retention:
04 NCAC 24D .0501(a)
See als@IME SHEETS, CARDS, AND ATTENDAN( 29 CFR 516.5

FILEpage22, item 2-29.

29 CFR 1627.3(a)

* Records may not beedtroyed if audits or litigation are pending or reasonably anticipatedeAUDITS, LITIGATION, AND OTHER OFFICIAL AGEDEN
5.
+ The collegehereby agrees that it will establish and erde internal policies setting minimum retention periods for the recibratsNatural andCultural
ResourceK | & a4 OKSRdzf SR 6AGK (GKS RAeRnE®dbA &y SYRIENHOIALY aRSad 8PéK8KEW OS LIN
21



NORTH CAROLINA COMMUNITY COLLEGE SYSTEM .=;.. NC DEPARTMENT OF
COLLEGES IN THE COMMUNITY COLLEGE SYSTEM EEEEE NATURAL AND CULTURAL RESOURCES

2.BUDGET, FISCAND PAYROLL RECORDS

ITEM # RECORSBSERIES TITLE DISPOSITION INSTRUCTIONS CITATION

2-25 | PURCHASE ORDHERE Destroy in office after Jears.*

Recordg, forms, packing slipg, and gttached docum{ Retention note: Packing slips may be destrayedn
concerning purchased supplies, equipment, and | verification of items received if they are not the only reloaf
services. the purchase d the item.

See als@GRANTS (FINAMCL) FIE pagel9, item2-
14,

2-26 | REQUISITIONSLE Destroy in office after §ears.*

Requestgoncerning purchase of equipment and/or
services. File includes requests for funds, reports, ¢
other related records.

2-27| SALES TAAHLE Destroy in office after years.*

Recordsconcerning the collection and payment of
sales and use tax.

2-28 | SUBSIDIARY LEDGERE Destroy in office after $ears.*

Records concerning detail accounts in support of
general ledgers.

2-29 | TIME SHEETS, CARDS, AND ATTENFANCE Destroy in office afteb years.* Retention:
04 NCAC 24D .0501(a)

Records documenting the work hours aattiendance 29 CER 516.6

of employees.

See als®AYROLL AND EARNINGS Bage 21, item
2-24,

* Records may not beedtroyed if audits or litigation are pending or reasonably anticipatedeAUDITS, LITIGATION, AND OTHER OFFICIAL AGEDEN
5.
+ The collegehereby agrees that it will establish and erde internal policies setting minimum retention periods for the recibratsNatural andCultural
ResourceK | & a4 OKSRdzf SR 6AGK (GKS RAeRnE®dbA &y SYRIENHOIALY aRSad 8PéK8KEW OS LIN
22



NORTH CAROLINA COMMUNITY COLLEGE SYSTEM .=;.. NC DEPARTMENT OF
COLLEGES IN THE COMMUNITY COLLEGE SYSTEM EEEEE NATURAL AND CULTURAL RESOURCES

2.BUDGET, FISCAND PAYROLL RECORDS

ITEM # RECORSSERIES TITLE DISPOSITION INSTRUCTIONS CITATION
2-30 | TRAVEL REIMBURSEMENTS FILE a) Destroy in office after 5 yeafancialrecords regarding | Retention
Includesrequests andauthorizations for travel, includng documentation of advance payments arj 04 NCAC 24D .0501(a)
reimbursement for travel and related expenses. reimbursements

b) Destroy in officeemaining recordsfter 3 years.*

See als&GRANTS (FINANCIAL) Ffidgel9, item 2-
14.

2-31| VOUCHERETAIL AND SUMMARY LISTIRIGE Destroy in office after §ears.*
Recordsoncerningvouchers and disbursements.

2-32 | WITHHOLDINGTATEMENTSLE a) Destroy in office tax inforation returns5 years after Authority:
A |wSO2NRA 02y OSNYAY3I AYRA submitted to taxpayer and/or IRS.* ;g EEE ils:z67024
g taxes. Includes wage and income tax repdys, b) Destroy in office tax withholding forms 4 years after '
Departmentof Reveme form NG4, IRS formav-2, W termination of deduction. Confidentiality:
3, W4, and 1099, and similar records of withheld G.S115029 '
federal and state income taxe#\lso includes IRS form '
941and other records of tax liabilities to the IRS ang Retention:

NC Department of Revenue. 04 NCAC 24D .0501(a)

26 CFR31.600%1
IRS Publication 15

* Records may not beedtroyed if audits or litigation are pending or reasonably anticipatedeAUDITS, LITIGATION, AND OTHER OFFICIAL AGEDEN
5.

+ The collegehereby agrees that it will establish and erde internal policies setting minimum retention periods for the recitvatsNatural andCultural
Resource& | & & OKSRdzZ SR gAGK (GKS RAfedneediit &y SYyRaANHOIARYE aRSad S8PEéKB8KSBYI OS LINJ
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NORTH CAROLINA COMMUNITY COLLEGE SYSTEM L NC DEPARTMENT OF
COLLEGES IN THE COMMUNITY COLLEGE SYSTEM EEEEE NATURAL AND CULTURAL RESOURCES

STANDARD EONTINUING EDUCATIRECORDS

Official records pertaining to the eligibility, academic tracking, and testing of students participating in continuingardpoagrams of the community
college. Also includes res credaed and accumulated for the general administration of continugdgcation programs. Comply with applicable provisiong
20 USA232g regarding confidentiality of student records.

3. CONTINUING EDUCATICECRRDS

ITEM # RECORBSERIES TITLE DISPOSITIOMNSTRUCTIONS CITATION
3-1 | ADULT HIGH SCHOOL DIPLO@ANRSEILE Retain in office permanently. Confidertiality:
M Records concerning students enrolled in adult high 20 UsAz232g
¥ school programs. File includes attendance,
transcripts, and ther relaed records.
3-2 | APPLICATIONS FOR HIGH SCHOOL EQUIVALEN a) Recods from 1042-2001: tansfer test scorgfor all Confidentiality:
A CERTIFICATES FILE students who successfully complete the examination of 20 Usaz23z2g
y Records concerningpplications for the General the General Equivalency Diploma (GED) test to the
Equivalercy Diploma (GED) test. File includes Community CollegeSystem Office.
completed applications, test results, and other relatg b) Records from 1942001: etain copy in college
records. permanently.

c) Destroyin officeapplications and remaining cerds

Note: As of June 1, 2014, GleBting, transcripts, resulting in incompletion or failures after 5 years of
verifications, and diplomas from 2002 to the present inactivity.

are handéd by aprivatecompany.

* Recordsnay not be destroyed if audits or litigation are pending or reasonably anticip&88edAUDITS, LITIGATION, AND OTHER OFRACTAQNpageA-
5.

+ The collegehereby agrees that it will estalish and enforce internal policies setting minimum retention periods for the recordsaiiatal andCultural
Resources has scheduled with the dispositioa ili NHzO G A 2 Y refdReScadil NRPdeS ¢KySR/a ® £ t 6vifdda S dzaS G KS aLJ} OS LINJ
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NORTH CAROLINA COMMUNITY COLLEGE SYSTEM L NC DEPARTMENT OF
COLLEGES IN THE COMMUNITY COLLEGE SYSTEM EEEEE NATURAL AND CULTURAL RESOURCES

3. CONTINUING EDUCATICRCRRDS

ITEM # RECORSBSERIES TITLE DISPOSITIOMNSTRUCTIONS CITATION
3-3 | CLASS REPORTS FILE Destroy in office after 5 years. Confidentiality:
20 US@232g

Records concerningach continuing education class «
instrudion offered by the college and the student
hours generated. File includessters, registration and
attendanceinformation, grade books, and other
related records (Note: Some of this information is
reported tothe System Office in the Institwm Class

Report.)
3-4 | EXAMINATIONS, TESASD COURS¥ORKFILE a) Destroy in office according to any retention requiremen{ Confidentiality:
o Records concerningompleted student work for by the applicable licensing or credentialing agency. 20 Usdz232g
instructor-generated assessments. b) Destroy in office remaining records 1 year after

completion of course for wontestedgrade results.
See als&EXAMNATIONS (MASTER COPIES) B#igé | ¢)  |f challenged, destroy in office after resolution of

30, item 3-5. challenge.

35 | EXAMINATIONS (MASTER COMEE) a) Destroy in office according to any retentioequirements
Master copies of examinations administered during by the applicable licensg or credentialing agency.
the schoolyear. b) Destroy in offic@emaining recordsifter 1 year.

Does mwt include test scoresSee also
EXAMINATIONS, TESTS, ANIJREWORK FILLE
page30, item 3-4.

3-6 | NEW INDUSTRY TRAINING PROGRAM FILE Destroy in office after 1 year.* Confidentiality:

Records concerningpplications and funding records 20 UsA232g

for the Newlindustry Training and NCWorks
Customized Training programs

* Recordsnay not be destroyed if audits or litigation are pending or reasonably anticip&88edAUDITS, LITIGATION, AND OTHER OFRACTAQNpageA-
5.
+ The collegeherely agrees that it will estalish and enforce internal policies setting minimum retention periods for the recordsaiatal andCultural
Resources has scheduled with the dispositioa ili NHzO G A 2 Y refdReScadil NRPdeS ¢KySR/a ® £ t 6vifdda S dzaS G KS aLJ} OS LINJ
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NORTH CAROLINA COMMUNITY COLLEGE SYSTEM
COLLEGES IN THE COMMUNITY COLLEGE SYSTEM

a1
=l:;= NATURAL AND CULTURAL RESOURCES

NC DEPARTMENT OF

3. CONTINUING EDUCATICRCRRDS

ITEM #

RECORSBSERIES TITLE

DISPOSITIOMNSTRUCTIONS

CITATION

3-7

STUDENT REGISTRATION FILE

Recordsconcerningstudent registration ircontinuing
educatbn classesFile includes completed registratiol
forms; records listing student information; dates,
titles, locations and instructors of classes; and other
related records.

Destroy in office after Year.*

Confidentiality:
20 UsSa232g

3-8

WORKFORCE INNOVM@N AND OPORTUNITY ACT]
(WIOA) PROJECTS FILE
Records concerningligibility for services at a college

under Workforce Innovation and Opportunity Act
funding. File includes eligibility reqaments,

guidelines and procedures, and other related record

Destroy in office after 3 years.*

* Recordsnay not be destroyed if audits or litigation are pending or reasonably anticip&88edAUDITS, LITIGATION, AND OTHER OFRACTAQNpageA-

5.

+ The collegeherely agrees that it will estalish and enforce internal policies setting minimum retention periods for the recordsaiatal andCultural
Resources has scheduled with the dispositioa ili NHzO G A 2 Y refdReScadil NRPdeS ¢KySR/a ® £

t bvifdda S dzaS G KS

aLJ oS
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NORTH CAROLINA COMMUNITY COLLEGE SYSTEM L NC DEPARTMENT OF
COLLEGES IN THE COMMUNITY COLLEGE SYSTEM EEEEE NATURAL AND CULTURAL RESOURCES

STANDARD €URRICULUM AND STUDENT SERRETEIRDS
Official records pertaining to the eligibility, academic tracking, advising, testing, and involivefretanderts enrolled at the community college. Also include
records created and accumulated for curriculum depehent and reporting. Comply with applicable provisions of 20 1232g regarding confidentiality of
student records.

4. CURRICULUM ANDUDENT SERVERECORDS

ITEM # RECORSSERIES TITLE DISPOSITION INSTRUCTIONS CITATION
4-1 | ACADEMIC ACTIGNTHORIZATION FILE Destroy in office 3 years after student graduates or separate| Confidentiality:
& Records concerninghanges made to studes® from college. 20 UsAz232g
¥ permanent record. File includes authorizations to

change the tudent record, forms, correspondence,
and other related records.

See als6iGRADE CHANGE APPEAL AND
AUTHORIZATION Fllpage32, item 4-18.

42 | APPLICATIONS FOR ADMISSIDE a) Transfer accepted applications @JRRENT STUDENT | Confidentiality:
' Applications for admission submittdxy individuals RECORDSLE] page 27item 4-11. 20 Usa2szg
g who wish to enroll at the college. File includes b) Destroy in office incomplete applications and applicatio
applications, correspondence, recommendations, for studentswho do not enroliafter 1 year.
transcripts, and other related records.
4-3 | APPLICATIONS FOR GRADUAFIOR! Destroy in office 1 year after student graduates or separateq Confidentiality:
Completed student applications to graduate. from college. 20 UsA232g

* Records may not be destroyed if audits or litigatioa pending or reasonably anticipate&eeAUDITS, LITIGATION, ANDHER OFFICIAL ACTpdgeA-
5.
+ The collegehereby agrees that it will establish and enforce internal policies settingnmin retention periods for the records thidatural andCultural
Resoures has scheduled with titsposition indlHzO G A 2 Y & Refedericéft & dzZBK Sy Ra d ¢ tfSFrasS dzasS GKS aLlk OS LINJ
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NORTH CAROLINA COMMUNITY COLLEGE SYSTEM L NC DEPARTMENT OF
COLLEGES IN THE COMMUNITY COLLEGE SYSTEM EEEEE NATURAL AND CULTURAL RESOURCES

4. CURRICULUM ANDUDENT SERVERECORDS

ITEM # RECORSSERIES TITLE DISPOSITION INSTRUCTIONS CITATION
4-4 | ATTENDANCE AND GRADES FILE Destroy in office after 3 years.* Confidentiality:
20 US@232g

&) Instructors' lists of studerdttendance and grades.

C2NJ wS3A &l GRADE REPORTISIFpERE &
32, item4-19.

4-5 CLASRECORDINGS Destroy in office when superseded or obsolete.
Records documenting lectures or discussions from
courses taught at/by the University.

4-6 | CLAS REPORTSEIL Destroy in office after Jears. Confidentiality:
. . . . 20 UsSa232g
M Records concerning each class of instruction and th

¥ student hours generated. File includes rosters,

registration and attendance informatiograde books,
and other related records. (Note: Some of this
informationis reported b the System Office in éh
Institution Class Report.)
4-7 | COMMENCEMENT FILE a) Retain in office records with historical value permanentl
_Records concerning college commencemfriie b) Destroy in officaemaining recordsvhen reference value
includes programs, attendanderms, plannig ends+
records,correspondence, and other related records. ) ) )
CollegePolicy: Destroy in office after
4-8 | COURSEDDDROPFILE Destroy inoffice after 1 year. Confidentiality:
20 UsSa232g

M Records concerningtudentenrollmentin college
courses.

* Records may not be destroyed if audits or litigatioa pending or reasonably anticipate&eeAUDITS, LITIGATION, ANDHER OFFICIAL ACTpdgeA-
5.
+ The collegehereby agrees that it will establish and enforce internal policies settingnmin retention periods for the records thidatural andCultural
Resoures has scheduled with titsposition indlHzO G A 2 Y & Refedericéft & dzZBK Sy Ra d ¢ tfSFrasS dzasS GKS aLlk OS LINJ
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NORTH CAROLINA COMMUNITY COLLEGE SYSTEM L NC DEPARTMENT OF
COLLEGES IN THE COMMUNITY COLLEGE SYSTEM EEEEE NATURAL AND CULTURAL RESOURCES

4. CURRICULUM ANDUDENT SERVERECORDS

ITEM # RECORBSERIES TITLE DISPOSITION INSTRUCTIONS CITATION
49 | COURSE CATALBIGE a) Retain one copy in office permanently.
patalqgs describing courses offered by thg college | p)  Transfer 10 or more print copies (as required) of each
includingprograms of studyanddegree requirements. publication to the State Government Publications

Clearinghouse, State Library of North Carolina.

c) Transfer 1 copy of electronic publicatiotesthe State
Government Publications Clearinghouse, Statealtybof
North Carolina.

d) Destroy in officeemaining recordsvhen reference value
endst

CollegePolicy: Destroy in office after

4-10 | COURSE EVALUATIONE Destroy in office when reference value entls.
Course evaluations completed by students. CollegePolicy: Destroy in offeafter
4-11 | CURRENT STUDENT RECGRES a) Transfer academic records RERMANENT TRANSCRIP| Confidentiality:
p Records concerninsfudents currenty enrolled. File FILEpage33, item4-22. 20 Usaz3zg
g includes applications for admission, academic b) Destroy in office delinquent account recordien
transcripts, medical records, aptitude and account is settled and when released from all audits.*
achievement test results, delinquent account record o o _ _
gradesdegree audits withist of courses taken, C) Destroy inoffice remaining recordsncluding secondary
number of credits earned, deance notes, transcripts,5 years after student graduates or separates
correspondence, and other related recordBile also from college

includes athletic eligibility and compliance records.

See alsONTERNATIONAL STUDENTS page3?2,
item 4-20.

* Records may not be destroyed if audits or litigatioa pending or reasonably anticipate&eeAUDITS, LITIGATION, ANDHER OFFICIAL ACTpdgeA-
5.
+ The collegehereby agrees that it will establish and enforce internal policies settingnmin retention periods for the records thidatural andCultural
Resoures has scheduled with titsposition indlHzO G A 2 Y & Refedericéft & dzZBK Sy Ra d ¢ tfSFrasS dzasS GKS aLlk OS LINJ
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NORTH CAROLINA COMMUNITY COLLEGE SYSTEM L NC DEPARTMENT OF
COLLEGES IN THE COMMUNITY COLLEGE SYSTEM EEEEE NATURAL AND CULTURAL RESOURCES

4. CURRICULUM ANDUDENT SERVERECORDS

ITEM # RECORSBSERIES TITLE DISPOSITION INSTRUCTIONS CITATION

4-12 | CURRICULUM PLANNINGE Destroy in office after 5 years.

Records concerningurriculum at thecollege. File
includes academic standing lists, attendance record
dean's lists, graduation data sheets, grade
distributions, class schedules, proposed
developmental studies, reference copiefsBoard of
Trustees minutes, memoranda, projection data,
correspondence, and other related records.

See als’ROGRAM APPROVALS AND TERMINAT
FILE page33, item4-23.

4-13 | EXAMINATIONS, TESTS, TERM PARERS a) Destroyin office 1 year after completion of course for | Confidentiality:
A HOMBNORKFILE uncontested grade results. 20 Us@232g
! Recads concerningompleted student work for b) If challenged, destroy in office after resolution of
instructor-generated assessments. challenge.

See als&EXAMINATIONS (MASTER COPIES)paigd&
30, item4-14.

4-14 | EXAMINATIONS (MASTER COMHEE) Destroy in office after 1 year.

Master copis ofexaminations administered during
the school year.

Does not include test scoreSee also
EXAMINATIONS, TESTS, TERM PAPERS, AND
HOMEWORK FILfage30, item4-13.

* Records may not be destroyed if audits or litigatioa pending or reasonably anticipate&eeAUDITS, LITIGATION, ANDHER OFFICIAL ACTpdgeA-
5.
+ The collegehereby agrees that it will establish and enforce internal policies settingnmin retention periods for the records thidatural andCultural
Resoures has scheduled with titsposition indlHzO G A 2 Y & Refedericéft & dzZBK Sy Ra d ¢ tfSFrasS dzasS GKS aLlk OS LINJ
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NORTH CAROLINA COMMUNITY COLLEGE SYSTEM L NC DEPARTMENT OF
COLLEGES IN THE COMMUNITY COLLEGE SYSTEM EEEEE NATURAL AND CULTURAL RESOURCES

4. CURRICULUM ANDUDENT SERVERECORDS

ITEM # RECORSSERIES TITLE DISPOSITION INSTRUCTIONS CITATION
4-15| FAMILY EDUCATION RIGHT TO PRIVACY ACT (F a) Destroy in office waivers for right of access when Corfidentiality:
P COMPLIANCE EILE superseded. 20 Usa232g
' Records concerningERPA compliance (20 USCA | b)  Retain in officeemaining recordpermanently.

812329). File includes requests for formal hearings
requegs for release of information, written decisions
of heaing panel, waivers for rights of access,
correspondence, and other related records.

4-16 | FIELD TRIRUTHORIZATIONS Destroy in office at the end of the acadenyiea.

Includes dates of trips, purpose of trips, trip
destinations, itinerariespermissionforms, and other
related information.

4-17 | FINANCIAL AID FILE a) Transfer loan records tbOANS(STATE AND FEDERAL) | Authority:
34 CFR 668.24

@) Records concerning the processing and administrat FILEpage33, item 4-21.
' of financial aid awarded to students, includipgvate, | by Transfer scholarship records ®CHOLARSHIP Fidge Confidentiality:
state, federal, or institutional student loans 34, item4-24. '

scholarships, and other types of &gance. File 20 Usd232g

includes applicationsapprovals, accounting records, c) Destroy in office remaining records 3 years aftlarse of

award year.* Retention:
correspondence, and other related records. 24 CFR 668.24(e)(1)

Retention note: Some grants and other aid, such as those

administered by the North Carolina State Education Assista
Authority, may require that records be retained for a longer
period. In such cases, follow the longer of themdbn perods.

* Records may not be destroyed if audits or litigatioa pending or reasonably anticipate&eeAUDITS, LITIGATION, ANDHER OFFICIAL ACTpdgeA-
5.
+ The collegehereby agrees that it will establish and enforce internal policies settingnmin retention periods for the records thidatural andCultural
Resoures has scheduled with titsposition indlHzO G A 2 Y & Refedericéft & dzZBK Sy Ra d ¢ tfSFrasS dzasS GKS aLlk OS LINJ
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COLLEGES IN THE COMMUNITY COLLEGE SYSTEM EEEEE NATURAL AND CULTURAL RESOURCES

4. CURRICULUM ANDUDENT SERVERECORDS

ITEM # RECORSBSERIES TITLE DISPOSITION INSTRUCTIONS CITATION
4-18 | GRADE CHANGE APPEAL AND AUTHORIZATION Retain in office permanently. Confidentiality:
. . 20 US232g
&) Records concerningppeak or requests tahange
L grades.

See alsACADEMIC ACTION AUTHORIZATION FIL
page27, item4-1.

4-19 | GRADE REPORTS FILE Destioy in office after 3 years Confidentiality:

M Redi & (i Nis bEStddent grades submitted by 20 UsAz232g
instructors for each class taught.

C2 NJ Ay & (i NUzONTBENDXACEXNDIBRAD
FILEpage28, item4-4.

4-20 | INTERNATIONAL STUDENTS FILE Destoy in office3 years after student graduates or separateg glghoritzy: 209
FR 214.

~ . i from colege.*
[ Records concerninigternational students enrolled at 8 CFR 214.3(K)

r the college. File includeD (copy of certificate of
eligihility for F1 visa status), copy of alien registratio
receipt card, copy ddrrivaldeparture record (form-I
94), copy of certificate of eligibility forllvisa status
(DS2019), statement of financial eligibility,
correspondence, and other related recis:.

Confidentiality:
20 Usa232g

Retention:
8 CFR 214.3(g)
22 CFR 62.10(h)

* Records may not be destroyed if audits or litigatioa pending or reasonably anticipate&eeAUDITS, LITIGATION, ANDHER OFFICIAL ACTpdgeA-
5.
+ The collegehereby agrees that it will establish and enforce internal policies settingnmin retention periods for the records thidatural andCultural
Resoures has scheduled with titsposition indlHzO G A 2 Y & Refedericéft & dzZBK Sy Ra d ¢ tfSFrasS dzasS GKS aLlk OS LINJ
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COLLEGES IN THE COMMUNITY COLLEGE SYSTEM EEEEE NATURAL AND CULTURAL RESOURCES

4. CURRICULUM ANDUDENT SERVERECORDS

ITEM # RECORBSERIES TITLE DISPOSITION INSTRUCTIONS CITATION
4-21 | LOANS (STATE AND FEDERAE Destroy in office 3 years aftéan is caneled, repaidor Confidentiality:
A\ | Records concerning the processing and administrat| Otherwise satisfied 20 Usazszg

! of student loans File includes applications, Retention note: Some loans, such as those administered by| Retention:
correspondence, financial statementsyrollment North Carolina State Education Assistance Authority or the | 34 CFR 674.19(e)(3)
verificatiors, cancellation requests, disbursement | pepartment of Education, may require that records be retair]
rosters, epayment recods, promssory notesand for a longer period. In such caséollow thelonger ofthe
otherrelated records. retention periods.

See als&-INANCIAL AID Fllgage3l, item4-17.

4-22 | PERMANENT TRANSCRIPT FILE Retain in office permanently. Conficentiality:
~ " ; et 20 UsSa232g
&) Official transcripts listing courses taken, grades

L received, hour®f attendancecredits a quality points

received including continuing education credits,
degrees or certificates granted, and other related de
for each student.

See als@RANSFER EQUIVALENTSFpE37, item
4-37.

4-23 | PROGRAM APPROVALS AND TERMINAHIORS | Destroy in office when superseded obsolete.

Records concerning State BoafdGommunity
Cdleges progam approvals and terminations.

See als€CURRICULUM PLANNING FpaBe30, item
4-12,

* Records may not be destroyed if audits or litigatioa pending or reasonably anticipate&eeAUDITS, LITIGATION, ANDHER OFFICIAL ACTpdgeA-
5.
+ The collegehereby agrees that it will establish and enforce internal policies settingnmin retention periods for the records thidatural andCultural
Resoures has scheduled with titsposition indlHzO G A 2 Y & Refedericéft & dzZBK Sy Ra d ¢ tfSFrasS dzasS GKS aLlk OS LINJ
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4. CURRICULUM ANDUDENT SERVERECORDS

ITEM # RECORSBSERIES TITLE DISPOSITION INSTRUCTIONS CITATION
4-24 | SCHOLARBPFILE a) Destroy in office rejected applications after 1 year.* Confidentiality:
20 USa232g

Records concerninipe processing and administratior b) Destroy in office 3 years after close of award year.*
of student scholarships. File includes applications,

correspondence, recommendations, approvals,

disbursements, accounting records, guides, Retention note: Some grants and other aid, such as those
reports, fundingsources, trust fund withdrawals, administered by the NotCarolina State Edutian Assistane
description of scholarships, names of students, Authority, may require that records be retained for a longer
accounting records, and other related records. period. In such cases, follow the longer of the retention peri

See als¢-INANCIAL AID Fllgage3l, item4-17.

4-25| SEMESTER ENROLLMENT SUMMARIES Destroy inoffice when superseded or obsotet

Semester and annual reports sent to the president
detailing number of new students, number of classe]
offered, total enrollment, number of students by
curriculum, and other related data.

4-26 | SERVIGETO STUDENWSTH DSABILITIES Destroy in office Jears after graduation or separation. Confidentiality:
Records documenting services provided to students 20USQ 2329
~ with disabilities. Includes health professional
r evaluation reportsautobiographical essays, copies ¢

admissiorapplicationshigh schooltanscripts,
LIKeaAOAlyaQ aidl adSySyidaz
correspondence, and other related records.

4-27 | STANDARDIZED TEST SCORES FILE a) For enrolledstudents: astroy in office 3 years after Confidentiality:
A Records concerningtandardized examination scores student graduates oseparates fom college 20 Usdz23zg
L submitted to the college for placement consideratior, b) For unenrolled students: estroy in officeafter 1 year

or for academic credits awarded to students.

* Records may not be destroyed if audits or litigatioa pending or reasonably anticipate&eeAUDITS, LITIGATION, ANDHER OFFICIAL ACTpdgeA-
5.
+ The collegehereby agrees that it will establish and enforce internal policies settingnmin retention periods for the records thidatural andCultural
Resoures has scheduled with titsposition indlHzO G A 2 Y & Refedericéft & dzZBK Sy Ra d ¢ tfSFrasS dzasS GKS aLlk OS LINJ
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4. CURRICULUM ANDUDENT SERVERECORDS

ITEM # RECORSBSERIES TITLE DISPOSITION INSTRUCTIONS CITATION
4-28 | STATE RESIDENCY FILE Destroy in office Jearsafter student graduates oseparates
Records concerningtudent residency in North from college
Carolina.
4-29 | STUDENT ACADEMIC ADVISEMENT Destroy in office 5 yeamster student graduates or separates | Confidentiality:
a Records concerningtudent success and individual | from college* 20 Usaz2szg

: a0dzRSYy i FRGA&AAY3IOD alt s
reports,interview foms, student test profiles,
aptitude test scores, approved schedule forms, degi
audit/program evaluation reports, correspondence,
and other related records. File also includes copies
Permanent Academic Records for students
experiencing quéty point difficulty.

4-30 [ STUDENT ASSOCIATIONS AND ORGANIZATION| a) Retain in office records with historical value permanentl

Records concerngstudent assciations and | b) Destroy in officeéemaining recordsvhen reference value
organizations officially recognized by the college. Fi ends+

includes constitutions, blaws, newsletters, minutes, o

brochures, announcements, photographs, reports, CollegePolicy: Destroyn office after

scrapbooks, and other related records.

See als®@TUDENT GOREMENT ASSOCIATION FIl
page36, item 4-34.

4-31 | STUDENT AWARDS AND HONORS FILE a) Transferinformation concerning award recipients to the | Confidentiality:
A | Records concerninstudent awards. File includes wS3IAaid N NRA hTTAOSURRENTO S |20USA232g
t recommendations, approvals, reference information STUDENT RECORDS, fpage29, item4-11.
and other related records. b) Destroy in office remaining records after 5 years

* Records may not be destroyed if audits or litigatioa pending or reasonably anticipate&eeAUDITS, LITIGATION, ANDHER OFFICIAL ACTpdgeA-
5.
+ The collegehereby agrees that it will establish and enforce internal policies settingnmin retention periods for the records thidatural andCultural
Resoures has scheduled with titsposition indlHzO G A 2 Y & Refedericéft & dzZBK Sy Ra d ¢ tfSFrasS dzasS GKS aLlk OS LINJ
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4. CURRICULUM ANDUDENT SERVERECORDS

ITEM # RECORBSERIES TITLE DISPOSITION INSTRUCTIONS CITATION
4-32 | STUDETCAREER PLANNG FILE Destroy inoffice when reference value ends. Confidentiality:
. . . 20 UsSa232g
Records concerningtudent career planning and CollegePolicy: Destroy in office after
r college career resources. File includes resumes, jol

interview forms, student profile data sheets, and oth
related records.

4-33 | STUDENDISCIPLINARY FILE a) Destroyexpulsion cases in o6& 75 years after date of | Confidentiality:

A Records concerningtudent violationsof academic or final action 20 Usdz232g

: non-academic regulations. File includes b) Destroy Title IX casesaffice 7 years after date of final | Retention:
correspondence, charges, evidence, transcripts, ant action. :

other related records. 34 CFR 106.45(b)(10)

c) Destroyin officeremaining records after 4 years.*

4-34 | STUDENT GOVERNMENT ASSGINAHILE a) Retain in office records with historical value permanentl
Records concerning tretudent government of the | 1y)  pestoy in officeremaining recordsvhen reference value
college. File includes constitution, gws, committee ends+
files, correspondence, fiscal records, meeting minut ) ] ]
annual reports, and other related rexts. CollegePolicy: Destroy in office after

See alsGTUDENT ASSOCIATIONS AND
ORGANIZATIONS Flp&ge35, item 4-30.

4-35| STUDENRECRUITMENT FILE Destroy in office after 1 year.

Records concerning prospectistudents. File
includes correspondence and other related records.

4-36 | TRANSCRIPT REQUESTS FILE Destroy in office after 1 year. Confidentiality:
: 20 UsSaz232g
Requests for transcripts by students.

* Records may not be destroyed if audits or litigatioa pending or reasonably anticipate&eeAUDITS, LITIGATION, ANDHER OFFICIAL ACTpdgeA-
5.
+ The collegehereby agrees that it will establish and enforce internal policies settingnmin retention periods for the records thidatural andCultural
Resoures has scheduled with titsposition indlHzO G A 2 Y & Refedericéft & dzZBK Sy Ra d ¢ tfSFrasS dzasS GKS aLlk OS LINJ
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4. CURRICULUM ANDUDENT SERVERECORDS

ITEM # RECORSSERIES TITLE DISPOSITION INSTRUCTIONS CITATION
4-37 | TRANSFER EQUIVALENTS Transfer records to theERMANENT TRANSCRIPT pige | Confidentiality:
) Records Concerniwade or Credit transfer 33, |tem 4'22 When equivalencies are determined. 20 Usazgzg
r equivalents from other institutions. Filadludes

correspondence, transcripts, lists of credit hours
earned, and otherelated records.

4-38 | VEHICLE REGISTRATHQE Destroy in office whemeference value ends.

Records concerninidpe registration of vehicles on
campus. File includes registration forms, license pla
numbers, names of owners, and other related recor(

CollegePolicy: Destroy in office after

4-39 | VETERAN STUDENT BENEFITS FILE Destroy in dfice 5 years after termination of enrollment and Authority:
~ | Records concemingligibility of student to receive | When released from all audits in accordance with Vetsran 38 USC 32

d veterans' benefits. File includes accounting Administration Regulations. Confidentialitv
statements, applications, correspondence, enrollme 20 USC1232 Y-
verifications, award notifications, and other related 9
records.

4-40 | WITHDRAWALSILE Destroy in office after 3 years. Confidentiality:

20 UsQ@z232g

) Records concerningtudent withdrawals from college|

* Records may not be destroyed if audits or litigatioa pending or reasonably anticipate&eeAUDITS, LITIGATION, ANDHER OFFICIAL ACTpdgeA-
5.

+ The collegehereby agrees that it will establish and enforce internal policies settingnmin retention periods for the records thidatural andCultural
Resoures has scheduled with titsposition indlHzO G A 2 Y & Refedericéft & dzZBK Sy Ra d ¢ tfSFrasS dzasS GKS aLlk OS LINJ
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STANDARDb: INFORMATION TECHNOLOGY (IT) RECORDS

Information technology encompasses all activatigdertaken bythe community collegéo design, develop, and operate electronic information systems. T

section covers records for which Information Technology personnel are responsible, including tdtiviaisecords and those used to process data a
monitor and control operationsThis standard includes some Risk Management records; others can be foAdahinistration, Office, and Management
Records, Legal Records, Personnel Records?ablit Safety Records.

Note: Administration, use, and retgon of records concerning computer and information security should comply with applicable providiodeh. Sat. §
1326.12 y 2T NERQa Fasswods, Bi-sebRily gtahdamds, brotBdariesiddes, 2oNfiguiaiohd) ¢

software, and codeé

(KS O2yTFTARSYGALEAGR
6 T3BH 1))

5. INFORMATION TECHNOLOGY RECORDS

ITEM # RECORBSERIES TITLE DISPOSITION INSTRUCTIONS CITATION
5-1 | COMPUTER AND NETWG@RCURITY INCIDENT | 5y pestroy in office finalized cyber incident reportgears after
RECORDS S S _ incident is resolved.
Records documenting incidents involvimgauthorized ) ] o
attempted entry, probes, and/oattacks on data b) Destroy in office all remaining records afterddys.
processing systems, informatid@echnology systems,
telecommunicationsietworks, and electronic security Note: Ifa wnit is subject to Federal incident monitoring, all
systemsjncluding associated softwarard hardware. | rejevant security incident reporting must be retained until thd
Includes reports, logs, extracts, compilationglafa, .
Federal audit is complete.
and other related records.
5-2 | COMPUTER AND NETWORK USAIGE Destroy in officafter 1 year.
Recordsconcerningusage of electronic devices and
networks. File hcludeslogin files, system usage files)|
individual program usage files, records of use of the
Internet by employeesand other related records
5-3 | DIGITIZATION AND SCANNMNKCE Destioy in office after 3 years.

Records concerning imaging operatioR#e ncludes
scanning and data entry quality control recordsidit

reports, and other related records.

* Records may not be destroyed if audits or litigatioa pending or reasonably anticipate&eeAUDITS, LITIGATION, ANDHER OFFICIAL ACTpdgeA-

5.

+ The collegehereby agrees that it will establish and enforce internal policies settingnmin retention periods for the records thidatural andCultural

Resoures has scheduled with thiésposition indddzO G A 2 v

G Refececé@l & dZBK Sy Ra @€

tfSrasS dzas

iKS
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5.INFORMATION TECHNOLOGY RECORDS

ITEM # RECORBSERIES TITLE DISPOSITION INSTRUCTIONS CITATION
5-4 | DISASTER PREPAREDNESS AND RECOVERYLE| a) Retain in office records documenting past disaster Confidentiality:
A Recordsconcerninghe protection and recoveryactionspermanently. g:ig;ézg
¥ reestablishment of data processing services and b) Destioy in office all other records when superseded or ' '
equipment in the event of a disaster. File includes obsolete.

procedures, contact lists, and other related records.| RetentionNote: Disaster preparedness and recovery plans
should bestored in a secure, affite location.

Seealso DISASTER PREPAREDNESS AND EMER(
MANGEMENT FILpage5, item1-13.

55 | ELECTRONRECORDS POLICIES ARODGEDRES | Destroy in office when superseded or okete. Confidentiality:
~ | FILE G.S132-1.7(b)
r Records concerninglectronic records policies and G.51326.1(c)

proceduresFile includes procedural manuals as wel
as an Electronic Records aimiagng Policy and a
Security Backup Policy.

See alsd@OLICIES AND PROCEDURE®&4e10,
item 1-31.

56 | FIXITY CHECKS Destroy in officel yearafter superseded
Periodic tests of the validity of data.

5-7 | INFORMATION TECHNOLOGY ASSISTANCE Destroy inoffice 1 year after work is completed.

Recordsoncerningroubleshooting and problem
solving assistance provided bgllegeinformation
systems personnel to users of the systems. File
includes help desk assistance requests, resolution
records, and other related records.

* Records may not be destroyed if audits or litigatioa pending or reasonably anticipate&eeAUDITS, LITIGATION, ANDHER OFFICIAL ACTpdgeA-
5.
+ The collegehereby agrees that it will establish and enforce internal policies settingnmin retention periods for the records thidatural andCultural
Resoures has scheduled with titsposition indlHzO G A 2 Y & Refedericéft & dzZBK Sy Ra d ¢ tfSFrasS dzasS GKS aLlk OS LINJ
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5.INFORMATION TECHNOLOGY RECORDS

ITEM # RECORSBSERIES TITLE DISPOSITION INSTRUCTIONS CITATION

5-8 | NETWORK AND SYSTEM SECWBRIEY Destroy in office after 3 years.* Confidentiality:

M Recordsconcerninghe security of network and G.S1326.1(c)

system. File includes recordsncening firewalls,
anti-virus programs, intruder scanning logs, and othi
related records.

59 | NETWORK DIAGRAMEBE Destroy in office when supersed or obsolete Confdentiality:

&) Recordsoncerninghe logical and physical G.51326.1(c)

relationships of network components for purposes g
organization, deployment, troubleshooting,
monitoring of access, and management of dayday

operations.

5-10| PROJECT DOCUMENTATHQIE a) Retainin office records documenting data migration
Recordszoncerningdesign, development, control, or permanently
monitoring of a specific project g@roup of projects. | b) Destroy in office remaining records 3 years after
File ncludes statements of work, assessments, completion of project.
maintenance agreements, tests, and other related
records

5-11 | SOFTWARBEAQENSEND COPYRIGHT PROVISION{ Destroy i office 1 year aftesoftware is superseded or
FILE obsolete

Recordsoncerningcompliance withcollegesoftware
license and copyright provisions. File includes
software licenses, correspondence (includingail),
and other related records

5-12 | SYSTEM ACCH3ISE Destroy in officel yearafter superseded or obsolete

Recordsoncerningaudit trails. File includes user
permissions and access to information, programs, &
appliations within a system.

* Records may not be destroyed if audits or litigatioa pending or reasonably anticipate&eeAUDITS, LITIGATION, ANDHER OFFICIAL ACTpdgeA-
5.
+ The collegehereby agrees that it will establish and enforce internal policies settingnmin retention periods for the records thidatural andCultural
Resoures has scheduled with titsposition indlHzO G A 2 Y & Refedericéft & dzZBK Sy Ra d ¢ tfSFrasS dzasS GKS aLlk OS LINJ
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5.INFORMATION TECHNOLOGY RECORDS

ITEM # RECORSBSERIES TITLE DISPOSITION INSTRUCTIONS CITATION

5-13 | SYSTEMS AUDITS FILE Destoy in office afterdisposition of record Confidentiality:

M Recordsconcerninguser actions affecting the content G.S1326.1(c)
of monitored systems.

5-14 | SYSTEM DOCUMENTATRRNE Destroy in office 3 years after superseded or obsolete. Confidentiality:

- . . o G.S1321.1(g)
a2 Recordsoncerningoperating systems, application

t G.S1326.1(c)

programs, gucture and form of datasets, system

structure, and systertio-system communication. File
includes system overviews, dataset inventories, ser|
name, IP address, purpose oktBystem, vender
supplied documentation, installed software, current
source codeandother related records.

5-15| SYSTEM MAINTENANRECORDS: HARDWARE a) Degroy in office records documenting routine inspection

REPAIR OR SERVIE and maintenance of equipment after 1 year.
Recordsoncerningnspections, maintenance, and | b) Destroyrecords docmenting all other equipment
repairs ofcollegecomputer systems that are owned ¢ maintenance and repaingpon the final disposition of the
leased. File includes computer equipment inventoril equipment

service records, and other related records.

* Records may not be destroyed if audits or litigatioa pending or reasonably anticipate&eeAUDITS, LITIGATION, ANDHER OFFICIAL ACTpdgeA-
5.
+ The collegehereby agrees that it will establish and enforce internal policies settingnmin retention periods for the records thidatural andCultural
Resoures has scheduled with titsposition indlHzO G A 2 Y & Refedericéft & dzZBK Sy Ra d ¢ tfSFrasS dzasS GKS aLlk OS LINJ
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5.INFORMATION TECHNOLOGY RECORDS

ITEM # RECORSSERIES TITLE DISPOSITION INSTRUCTIONS CITATION
5-16 | SYSTEM MAINTENANCE RECORDS: RECORDS | Destroy in office in accordance with your office's establisheg
BACKUP&ILE regular backip plan andorocedurest
Recordsconcerningegular or essential system CollegePolicy: Destroy in office after

backups. Filencludes backup tape inventories,
relevant correspondence (includingneail), and other
related records.

See AlsoSecurity Backup Files as Palitiecords in
North Carolina: Guidelines for the Recycling,
Destruction, Erasure, and Ree of Security Backup
Files availabe on the State Archives of North Carolin

website.
5-17 | VOICE OVER INTERNET PROTQGIBIRECORDS | 3y Destroy in office line registrations whenperseded or
Records documenting VolP services providethat obsolete.
college Includes lingegistrations, callogs, and ] ]
voicemail records. b) Destroy in office call logs aftéryear

c) Destroy in office voicemail records after 30 days.

5-18| WEB MANAGEMENT AND OPERATRINSORDS: | Destroy in office when superseded or obsolete.
STRUCTURHLE

Records concerningte maps that show the directory
structureinto which content pages are organized, an
commercial, ofthe-shelf softwareconfiguration or
content management system files used to operate tl
site and establish its look and feel. File includes sel
environment configuration specifications ancher
related records.

* Records may not be destroyed if audits or litigatioa pending or reasonably anticipate&eeAUDITS, LITIGATION, ANDHER OFFICIAL ACTpdgeA-
5.
+ The collegehereby agrees that it will establish and enforce internal policies settingnmin retention periods for the records thidatural andCultural
Resoures has scheduled with titsposition indlHzO G A 2 Y & Refedericéft & dzZBK Sy Ra d ¢ tfSFrasS dzasS GKS aLlk OS LINJ
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5.INFORMATION TECHNOLOGY RECORDS

ITEM # RECORSSERIES TITLE DISPOSITION INSTRUCTIONS CITATION
5-19 | WEBSITE FILE a) Retain in office records with historical value permanentl
Records concerniniipe creatbn and maintenance of | b) Destroy in officeemaining recordsvhen reference value

thecolleg®a LINBSaSyO0S 2y (KS
includes corresponehce, pocedures, instructions,
website designs, HTML/XHTML othher web-based
file formats, and other related records.

endsz*

CollegePdicy: Destroy in officeafter

* Records may not be destroyed if audits or litigatioa pending or reasonably anticipate&eeAUDITS, LITIGATION, ANDHER OFFICIAL ACTpdgeA-

5.

+ The collegehereby agrees that it will establish and enforce internal policies settingnmin retention periods for the records thidatural andCultural
Resoures has scheduled with thiésposition indddzO G A 2 v
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STANDARD 6EARNINGOMMONS/LIBRARRECORDS

Records created and accumulatedncening the routineadministration2 ¥ & KS 02 Y Y dipfaky{aiehivesarid imSsaugnQricluding daily operations

resourcedracking, and reporting.

6. LEARNINGEOMMONS/LIBRARRECORDS

ITEM #

RECORSBSERIES TITLE

DISPOSITION INSTRUCTIONS

CITATION

6-1

ACCESSION RECORDS FILE

Recordglocumenting accessions ofaterialsto
archives and museumsgile includesleeds of gifts,
donor correspondence, access restriciso
deaccession information, metatlg and other related
records.Also includes documentation of accretions
and accruals.

Retain in office permanently.

6-2

ACQUISITIONS FILE

Records concerningcquisition of books, periodical
and other materials for thdéibrary. File includes
purchase oders, shipping information, and other
related records.

Destroy in office after 1 yeat.

6-3

CIRCULATION AND USE=

Records concerninlijprary use statistics. File includes
reports and other related records.

a) Retain in office 1 copy oéll annual and biennial reports
permanently.

b) Destroy in officaeports preparednonthly, bimonthly, and
semiannually after 3 years.

c) Destroy in officeeports prepared on aaily orother
periodicbasisworkload measurementsnd other related
recordsafter 1 year.

* Records may not be destroyed if audits or litigation are pending or reasonably anticii@aedUDITS, LITIGATION, AND OTHER OFFICIAL ASagemN

5.

+ The collegehereby agrees that it will establish and enforce internal policies setting minimum retention periods for the recoxigubeitandCultural
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6. LEARNINGOMMONS/LIBRARRECORDS

ITEM #

RECORSBSERIES TITLE

DISPOSITION INSTRUCTIONS

CITATION

6-4

CONSERVATION TREATMENT RECORDS

Records documenting research and implementation
conservation treatments for items in library, archives
and museum collections. File includeports,
researchnotes, photographs, correspondence, and
other related records.

Retain in office permanently.

6-5

COPYRIGHT OF INTERLIBRARY COPY REQUES]

Records concerninigterlibrary loan transactios
involving photocopying journal articles.

Note: records are maintained to avoid exceeding the
five-copy limit for one title during a given 42onth
period.

Destroy in office after 5 years.

Authority:
17 USQaosg(d)
17 USQao08(g)

6-6

DISCARDED MATERIALLEF

Records concerningpaterialswithdrawn fromlibrary,
transferred to other state agencies collegespr
destroyed. File also includes records of misslitgary
materials.

Destroy in office after 5 years.

DONGR RECOBS

Recods documenting materials donated to the librar
archives, or museum. File includiesms, agreements,
deeds of gifts, correspondence, and other related
records.

Retain in office permanently.

* Records may not be destroyed if audits or litigation are pending or reasonably anticii@aedUDITS, LITIGATION, AND OTHER OFFICIAL ASagemN

5.

+ The collegehereby agrees that it will establish and enforce internal policies setting minimum retention periods for the recoxigubeitandCultural
wSaz2dz2NODSa KIFa AO0OKSRdzZ SR g Aoy Whenieferéncdvalug &2 diél A 2tyt SibyaEoNdsOSi ARK/S aaR3 & G NJ
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6. LEARNINGOMMONS/LIBRARRECORDS

ITEM # RECORSSERIES TITLE DISPOSITION INSTRUCTIONS CTATION

6-8 | FINDING AIDS Destroy in office when superseded or obsolete.

Records documenting physical and intellectual cont|
over materials in the College Archives assisting
users in gaining aceg to and understanding the
materials. File includes indices, calendars, guides,
inventories, shelf and containdists,and registers.

6-9 | INTEGRATED LIBRARY SYSTEM FILE a) Purge cataloging recordshensuperseded or obsolete
Records concernintdpe library catalog File includes | b) Destroy in office patron and circulation data when
bibliographicinformation, patron information, referencevalue endst
circulationdata,and other related records. CollegePolicy: Destroy in office after

6-10 | INTERLIBRARY LORINE Destroy in office after 5 years.

Records concerninigterlibrary loan circulation.
See alsCOPYRIGHT ONTERIBRARY COPY
REQUESTS Flpkge45, item 6-5.
6-11 | INVENTORIES FILE Destroy in office when superseded or obsolete

Records concerninliprary holdings. File includdssts
of books on hand at last inventory, number of books
added during year, number of books lost and
discarded, and other related recordfiles also

includeslibrary inventories not related to holdings.

* Records may not be destroyed if audits or litigation are pending or reasonably anticii@aedUDITS, LITIGATION, AND OTHER OFFICIAL ASagemN

5.

+ The collegehereby agrees that it will establish and enforce internal policies setting minimum retention periods for the recoxigubeitandCultural
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NC DEPARTMENT OF

6. LEARNINGOMMONS/LIBRARRECORDS

ITEM #

RECORSBSERIES TITLE

DISPOSITION INSTRUCTIONS

CITATION

6-12

LOANRECORDS

Records documenting materials temporarily loaned
other units of the College or to outside institutions fd
specialexhibits. File includes loan negotiations and
agreements, insurance, shipping and freight records
correspondene, and other related recais.

a) Retin in office loan agreements permanently.

b) Destroy in office remaining records when superseded ol

obsolete.

6-13

MEMBERSHIPS FILE

Records concerniniipe libraryQ @emberships in
nationaldatabases or associations like OCLC, Lyrasi
or others. File also includes licenses for subscriptiof
to databases aneélectronicjournals.

Destroy in office 5 years after expiration of agreement.

6-14

NORTH CAROLINA HIGHEERICATION DATA
(NCHED) AND INTESHED POSSECONDARY
EDUCATION DATA SYSTEM (IPFHDES)

Reportssent to the federal government detailing

library budgets, staffand collectns.

Degroy in office wherreference value ends.

CollegePolicy: Destroy in office after

Authority:
20 UsS@094, sction
487(a)(17)

* Records may not be destroyed if audits or litigation are pending or reasonably anticii@aedUDITS, LITIGATION, AND OTHER OFFICIAL ASagemN

5.

+ The collegehereby agrees that it will establish and enforce internal policies setting minimum retention periods for the recoxigubeitandCultural
wSaz2dz2NODSa KIFa AO0OKSRdzZ SR g Aoy Whenieferéncdvalug &2 diél A 2tyt SibyaEoNdsOSi ARK/S aaR3 & G NJ
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STANDARD TEGAL RECORDS

Official documentation created or accumulated to substantiate the rights, obligations, or interebis cdmmunity college, itsxdividual employees, or

students.This standard includes some Ridanagemat records; others can be found in Administration, Office, and Management Records, IT Records,
Personnel Records, and Public Safety Records.

7.LEGAL RECORDS

ITEM # RECORSSERIES TITLE DISPOSITION INSTRUCTIONS CITATION
7-1 | AGREEMENTSONTRACTANDLEASEBILE a) Retain in office contracts and agreements with historica
Agreements, entracts andleases for construction value permanently.
projects, equipment, facilities, property, projects, an| b) Destroy in ofice sealed contract records 10 years after
services. Fileicludes hold harmless agreements, goo completion, termindion, or expiration of contract.*
faith effort documentaton, contractor compliance c) Destroy in office capital improvement contracts 6 years

monitoring, leasesnemoranda of understandingnd

after completion, termination, or expiration.*
other related records

d) Destroy in office all other contracts aagreements 3
years after completiontermination, or expiration.*

7-2 | COURTASE (LIGATION) FILE a) Retain in office casesaving precederigl or historical Confidentiality:
A Recora concerning litigation iwhich thecollegeis a value permanently. G.S1321.1(3)
' party. File ncludes affidavits, agreements, appeals, | b) Destroy in office adjudicated cases 5 years after final

briefs, citations, commitments, complaints, disposition

correspondencedischarges, motions,atices,pleas, c)
releases, statements, testimony, verdicts, waivers,
warrants,writs, and other related records.

7-3 | DELEGATION OF AUTHORITY RECORDS
Records documenting delegations of power to
authorizecollegebusiness. Includes signature
authorities and powers of attorney.

Destroy in office noradjudicated cases (owdf-court
claims) 5 years after final disposition or expiration of
relevant statute of lintations, whichever occurs later.

Destroy in office 1 year after superseded or obsolete.

* Records may not be destroyed if audits or litigation are pending coredbly anticipated.SeeAUDITS, LITIGATION, AND OTHER OFFICIAL AfaH&MN
5.

+ The collegehereby agrees that it il establish and enforce internal policies setting minimum retentigiods for the records thatlatural andCultural
Resource& | & & OKSRdzZ SR gAGK (GKS RAfedneediit &y SYyRaANHOIARYE aRSad S8PEéKB8KSBYI OS LINJ
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7.LEGAL RECORDS

ITEM # RECORSSERIES TITLE DISPOSITION INSTRUCTIONS CITATION
7-4 | INSURANCE POLICHLE a) Destroyin office automobile and otheliability policies
Records concerning automobile, theft, fire, and all and related eligibility records 10 years after termination
other insurance policies purchased the college File or expiration of policy.*
includes insurance policies, claims reports, surveys| b) Destroy in office property and casualty policies and
waivers, and other related records. related eligibility records 1 year after termination or

expiration d policy.*
c) Destroy in office dier records after 3 years.

7-5 | LEGAL OPINIOVE.E Retain inoffice permanenty.

Formal legal opinions written by counsel in responst
to requests concerning the governance and
admnistration of the college.

7-6 | LICENSES ANERMISSIONS a) Destroy in office licenses, permits, and registratiBns
Records conferring legal permission. Incluliesnses years after expiration.

to use or produce goods or servicegrmits to host
events in college facilities, agell as copyright
permission requests receivexhd granted by the
college. ¢) Retain in office permanently perpetual copyright
permissions ganted by or to thecollege

b) Destroy in office after 3 years o#ine copyright
permissions granted by or to theollege

d) Destroy in office rejected requests when referenadue
ends. =

College Policy: Destroy after:

* Records may not be destroyed if audits or litigation are pending coredbly anticipated.SeeAUDITS, LITIGATION, AND OTHER OFFICIAL AfaH&MN
5.
+ Thecollegehereby agrees that it if establish and enforce internal policies setting minimum retentioioge for the records thatlatural andCultural
ResourceK | & a4 OKSRdzf SR 6AGK (GKS RAeRnE®dbA &y SYRIENHOIALY aRSad 8PéK8KEW OS LIN
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7.LEGAL RECORDS

ITEM # RECORBSERIES TITLE DISPOSITION INSTRUCTIONS CITATION
7-7 | OWNERSHIP RECORDE Destroy in office 1 year aftewllegerelinquishes ownership of
Records concerning ownershipmbperty. File property.*

includesdeeds ad titles.

See also/EHICLE TITLESD REGISTRATIGNE
page50, item 7-11.

7-8 | RELEASE FORMS Destroy in office 5 years after expiration.*
Records documenting release of tbellege

from liability related to various activities involving
students, faculty, sti, and vsitors. Includes hold
harmless provisions, liability waivers, and other

relatedrelease forms.

7-9 | SETTLEMENTS Destioy in office 10 years after expiration of
Records concerning informal settlements of settlement.
contract or agreement dispes.
7-10 | SUBPOENAS AMBFIDAVITS Destroy in office 3 years after submission of records.

Records concerning information provided by the
collegein response to subpoena requests or
other legal actions that are not attached a
specific litigation case file in which treollege

or an employee is a party.

7-11 | VEHICLE TITLESD REGISTRATIGNE a) Destroy in offie registrdion materials whersuperseded | Authority:
Titlesandregistration matrials forstate-owned or obsolet_e. ) 652072
vehicles under the jurisdiction of the college. b) Transfer title to new owner upon sale of vehicle.

See als®WNERSHIP RECORDS B#gE50, item 7-
7.

* Records may not be destroyed if audits or litigation are pending coredbly anticipated.SeeAUDITS, LITIGATION, AND OTHER OFFICIAL AfaH&MN
5.
+ Thecollegehereby agrees that it if establish and enforce internal policies setting minimum retentioioge for the records thatlatural andCultural
ResourceK | & a4 OKSRdzf SR 6AGK (GKS RAeRnE®dbA &y SYRIENHOIALY aRSad 8PéK8KEW OS LIN
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7.LEGAL RECORDS

ITEM #

RECORSBSERIES TITLE

DISPOSITION INSTRUCTIONS

CITATION

7-12 | WARRANTIESLE

Records concerning warranties that accompany
equipmentand servicepurchased by the college

a)
b)

Destroyin office 1 year after expiration.
Transferwhen college relinquishes ownership of propert

* Records may not be destroyed if audits or litigation are pending coredbly anticipated.SeeAUDITS, LITIGATION, AND OTHER OFFICIAL AfaH&MN

5.

+ Thecollegehereby agrees that it if establish and enforce internal policies setting minimum retentioioge for the records thatlatural andCultural

Resource& | a
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=l-'!= NATURAL AND CULTURAL RESOURCES

STANDARD ERSONNEL RECORDS

Official records and materials created and accumulated incidental to the employment, qualifications, training, atatymgfcommunity collegemployees.
Comply with applicable provisions GfS. 8.15D29regarding confiéntiality of personnel recorsl This standard includes some Risk Management records
others can be found in Administration, Office, and Managenietords, T Records, Legal Records, and Public Safety Records.

8. PERSONNEL RECORDS

ITEM # RECORSSERIES TITLE DISPOSITIONISTRUCTIONS CITATION
8-1 | ABOLISHED POSITIGNISE Destroy in office when reference valeads+
Records concerningostions tha have been CollegePolicy: Destroy inffice after

abolished. File includes job titles, position
descriptions, and other related records.

8-2 | ACCIDENT REPORIE a)

&) Records concerning accidents or inciderfde
L4 includes reports, OSHA Log, affidavits, photographs
and other related records.

b)

See als®CCUPATIONAL SAFETY AND HEALTH
ADMINISTRADN (OSHAFILE page63, item 8-37, c)
and ACCODENT REPOR{Rblic Safety), pagl, item
10-1. d)

Transfer records resulting in workers' compensation to | Confidentiality:
WORKERS' COMPENSATI ON LI T G.S97:92(b)
FILEpageError! Bookmark not defined.item Error!
Reference source not found.

Destroy in office remaining employekains 3 years after
settlement or denial of claim.*

Destroy in office noremployee accident reports 3 years
after settlement @ denial of claim.*

Destroy in office reports that do not resuift claims or
official action after 3 years.

e) Destroy in officeeports of minors after minor has
reached age of 21.
8-3 | ADDRESSHEFH.E Degroy in office when superseded or obsolete.

Records concerningmployee contatinformation.
File includes address and telephone numbers.

* Records may not be destroyed if audits or litigation are pending or reasonably antici@#edUDITS, LITIGATOAND OTHER OFFICIAL ACTpad¢A-

5.

+ The collegehereby agees that it will establish and enforce internal policies setting minimum retention periods for the recorNsititvati andCultural
Resourcehas scheduledvii K G KS RA&LI2 &A G A2 yefelenceddit NUiAS (I BasRuBaRS padepbovite 6 K Sy
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8. PERSONNEL RECORDS

ITEM # RECORSBSERIES TITLE

DISPOSITIONISTRUCTIONS

CITATION

g8-4 | ADMINISTRATIVE INVESTIGATIONS
among agency personndhcludesomplaints,

related records.

Records related to investigations of condpebblems

investigation reports, disciplinagctions, and other

b)

c)

d)

e)

Destroy in office Title IX cases after 7 years.

Destroy inoffice complaints lodged againgérsonnel that
are resolved without an internahvestigation 3 years
after resolution.*

Destroy in office complaints lodged agaipstsonnel that
are exonerated 5 years after findisposition.*

Destroy in office complate lodged againgpersonnel that
are settled outof-court 5 yearsfter final disposition or
expiration of relevantstatute of limitations.*

Transfer internal affairsase records to individual
PERSONNEL FILE (ACTR&gE63, item 8-38when
complete.

8-5 | ADMINISTRATIVE PERSONNEL RECORDS

memoranda. Also includegreements and

materials, andnformational data.

Records concerning the assignment and oversight
agency personnel. Includes policies gmdcedures,

authorizations required ofmployees, orientation

a)

b)
c)

Retain personnlepolicies and procedures in office
permanently.

Destroy in office memoranda after 5 years.

Destroy in office remaining records wheuaperseded or
obsolete.

8-6 | AGGREGATEERVICE HISTCRIYE

listings of total time worked, and other related
records.

Recordsoncerningemployee's service with the
college. File includes yearly leave recapitulations,

a)

b)

Transfer records necessary for retiremier similar
benefits verification tcPERSONNEL FILE (ACTpége
63, item 8-38.

Destroy in officeemaining recordsvhen reference value
endst

Qollege Policy: Destroy in offiedter

* Records may not be destroyed if audits or litigation are pending or reasonably antici@#edUDITS, LITIGATOAND OTHER OFFICIAL ACTpad¢A-

5.

+ The collegehereby agees that it will establish and enforce internal policies setting minimum retention periods for the recorNsititvati andCultural

Resourcebas scheduled v (i K
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=-.E= NATURAL AND CULTURAL RESOURCES

8. PERSONNEL RECORDS

ITEM # RECORSSERIES TITLE DISPOSITIONISTRUCTIONS CITATION
8-7 | ALCOHOL AND DRUG PREVENFICGRN a) Destoy in office alcohol test resuliadicating a blood | Confidentiality:
A Recordsoncerningg O 2 t £ &cahdlMsuse and alcohol concentration of 0.02 or greater, records of GS.115D29
' controlled substances use prevention programs. verified positive drug or alcohol test resullts,
Includestest results, evaluations and referrals, annu documentation of refusals to take requiredcohol and/or
chain of custody formsand all other program related results), referra to Substance Abuse Professionals (SA
documents. SAP reports, all followp tests and schedules for follew
up tests, copies of annual Drug & Alcohol Management
Information System (MIS) reports submitted to Federal
Transit Adminigtation (FTA), equipment calibratis, and
records related to the administration of the testing
program after 5 years.
b) Destroy in office records of negative and cancelled drug
alcohol test resuli, including alcohol test results with a
blood alcohol conentration of less than 0.02, afitel year.
c) Destroy in office remaining records after 3 years.
Retention Note: Records should be maintained in a location
with controlled access.
8-8 | ALLOCATED LISHIBE Destroy in office when superseded or obsolete.
Listings of classification titles, position numbers, and
names of incumbents in job positions.
89 | APPLICANT SUMMARN.E Destroy in office after 2 years.

Records concerningollected EquaEmployment
Opportunity Commission (EEOC) data regarding

applicants who apply for advertised positions.

* Records may not be destroyed if audits or litigation are pending or reasonably antici@#edUDITS, LITIGATOAND OTHER OFFICIAL ACTpad¢A-

5.

+ The collegehereby agees that it will establish and enforce internal policies setting minimum retention periods for the recorNsititvati andCultural

Resourcebas scheduled v (i K
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8. PERSONNEL RECORDS

ITEM # RECORSSERIES TITLE DISPOSITIONISTRUCTIONS CITATION
8-10 | APPLICATIONS FOR EMPLOY NFENET a) Transfer applications, resumes, and other records as | Confidentiality:
A Records subrtted by jobapplicants for vacant applicable ttPERSONEL FILE (ACTIVEag 63, item8- | G:S-115D29
' positions or by current employees for promotion, 38. Retention:
transfer, or trairlling.opportunitie.s. File includes b) Qestroy in office remaining records concerning individu 29 CER i602.31
completed applications, transcripts, resumes, letters hired after 2 years. 29 CFR 1627.3(b)(1)
of reference, and other related recordsile also c) Destroy in office records concerning individuals not hire

includes record concernin@pplicant selection,
interview documentation, background and criminal
history checks, justification statements, and other
related records.

2 years after date of receipt, ifmcharge of disémination
has been filed. If charge has been filed, destroy in offic
year after resolution of charge.*

d) Destroy in office unsolicited applications/resumes, and
those received after posted closing datster 2 years.

Records concerning aptitude and skills tests 29 CFR 1602.31
required of job applicants or of current 29 CFR 162.3(b)(2)(iv)
employeesseeking promotion or transfer.

8-12 | AVAILABLE INSTRUCTGBRE Destroy in offte when instructor has been inactive for 3 year|

Records concerningvailable instructors. File include
names and professional exper@mof instructors.

* Records may not be destroyed if audits or litigation are pending or reasonably antici@#edUDITS, LITIGATOAND OTHER OFFICIAL ACTpad¢A-
5.

+ The collegehereby agees that it will establish and enforce internal policies setting minimum retention periods for the recorNsititvati andCultural
Resourcehas scheduledvii K G KS RA&LI2 &A G A2 yefelenceddit NUiAS (I BasRuBaRS padepbovite 6 K Sy
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8. PERSONNEL RECORDS

ITEM # RECORSSERIES TITLE DISPOSITIONISTRUCTIONS CITATION
8-13 | BENEFITSILE a) Destroy in office bnefits continuation documentatios | Confidentiality:
P Recordsconcernindife, health, accident, and disabili years after employee returns or eligibility expires. G.S115D29
1 insurance plans as well agrgority and merit systems| b) Destroy in office claims forms after 2 years.* Retention:
or recads concerning systems in which employees | ¢)  pestroy in office remainingecords 1 year after planis | og CFRGé?.C\’b)(Z)
may select fringe benefits including supplemental terminated.
retirement plans like deferred compensation, the
Feckeral Savings Bonds program, or services availab
through the State Employed&3redit Union. File
includes apptations, enroliment forms, fee schedule
reference copies of policies and informational
literature, records related to COBRA (Consolidated
Omnbus Budget Reconciliation Act), and other relat]
records.
8-14 | CIVIL RIGHTS FILE a) Destroy in office reports, analyses, and statistical data | Authority:
Recordsoncerning college compliance with federal after 5 years. ;g SEE igg;%
and state affirmative action and equal opportunity | b) Destroy n office affirmative action plans 5 years from dg '

programs like the Age Discrimination in Employine
Act (ADEA), Americans with Dbdiies Act (ADA), the
Equal Pay Act, the Genetic Information
NondiscriminatiorAct (GINA), and Title VII of the 19¢
Civil Rights Act. File includes regulations, recruitmel
plans, outlines, timetables, goals, objectiyes
correspondence, reports, and ath related records.
File also includes reports required by the Equal
EmploymeniOpportunity (EEO) Commission

See als€IVIL RIGHTS CASES, pde57, item 8-15.

superseded.

29 CFR 1608.4

Retertion:
29 CFR 16020

* Records may not be destroyed if audits or litigation are pending or reasonably antici@#edUDITS, LITIGATOAND OTHER OFFICIAL ACTpad¢A-

5.

+ The collegehereby agees that it will establish and enforce internal policies setting minimum retention periods for the recorNsititvati andCultural

Resourcebas scheduled v (i K
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8. PERSONNEL RECORDS

ITEM # RECORSSERIES TITLE DISPOSITIONISTRUCTIONS CITATION
8-15| CIVIL RBHTS CASEILE Destroy in office 2 years after fihdisposition of the charge or| Confidentiality:
A Recordsconcerning employee discrimination the action.* G.5115b29
t complaints and requests for reasonable .
: R " ) . ] . B Retention:
accommodation File includes reports, position Retertion Note: 29 CFR 1602.14 defines final disposition of { 29 cER 1602.14
statements, and other related records. o) K NB .g 2 NJ i KS. FOGA2Y b & & K 29 CFR 16029
period within which the aggrieved person may bring an actig
in a U.S. Districtdlirt or, where an action is broughgainst an
. i empbyer either by the aggrieved person, the Commission, g
See alsEIVIL RIGHTS Flpages6, item 8-14. the Attorney General, the date on which such litigation is
GSNXYAYLl GSR®E
8-16 | CLASSIFICATIONS AND SALARIES FI Destoy in office when superseded or obsolete.
Recordsoncerning position classifications and salal
ranges. File includes approved position classificatic
list of salary ranges, salary increments, pos#ion
studies, and other related recosd
8-17 | CONFLICT OF INTERBSE a) If no conflict, destroy in offe after 3 years.
Recordsoncerning possible conflicts of interest or | b) If potential or actual conflict, destroy in offiGeyears after
conflicts of commitmat between college employees resolution of confiit or 1 year after term of service ends,
or boad members and outside agencies. File incluc whichever occurs later.
disclosure statements, forms, correspondence, and
other related records.
8-18 | DISABILITY SALARY CONTINUATION CEAIMS a) Transferoriginal formsto Teacher and State Employees'
Records concerning salary continuation benefits for Retirement System when received from employee.
disabled emloyees. File includes forms anther b) Destroy in office remainig records after 1 year.

related records.

* Records may not be destroyed if audits or litigation are pending or reasonably antici@#edUDITS, LITIGATOAND OTHER OFFICIAL ACTpad¢A-

5.

+ The collegehereby agees that it will establish and enforce internal policies setting minimum retention periods for the recorNsititvati andCultural

Resourcebas scheduled v (i K
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8. PERSONNEL RECORDS

ITEM # RECORSSERIES TITLE DISPOSITIONISTRUCTIONS CITATION

8-19 | DISCIPLINARY FILE a) Transfer records as applicableRERSONNEL FILE Confidentiality:
N Records concerning disciplinary acti@uainst college (ACTIVE)page6s, item 8-38. G.S115D29

r employees File includes documentation of b) Destroy in office all remaining records 2 years after Retention:

termination, appeals, correspondence, and other resolution of all actions. 29 CFR 1602.31
related records.

8-20 | EDUCATIONAL LEAVE AND REIMBUWRSTFILE | a) Transfer records documenting required education to | Confidentiality:
~ | Records concerningducational leave and/or tuition PERSONNEL FILE (ACTR&gES3, item 8-38. 6.5115D29

' reimbursement. b) Destioy in office records concerning denied requests 6

months after denial.*
See als¢AMILY MEDICAL LEAVE ACTAJFILE c) Destoy in office remaining recordafter 3 years.*
page60, item 8-26; LEAVE FIl_Bage6l, item 8-31;
andMILITARY LEA\HL E page63, item 8-36.

8-21 | EMPLOYEE ASSISTANCE PROGRANF(ERP) Destroy inoffice after 3 years. Confidentiality:
- : , G.S115D29
M Records concerng the Employee Assistance Progra

r (EAP) and related assistance amdinseling

opportunities. File includes requests for information
referrals, correspondence, forms, releases, and oth
related records.
8-22 | EMPLOYEE SUGGESTION AND SURNEYS Destroy in office when reference valeads+

Suggestions made or surveys completed by college
employees. File includes correspondence, summar|

reports,conclusions, and other related records.

CollegePolicy: Destroy inffice after

* Records may not be destroyed if audits or litigation are pending or reasonably antici@#edUDITS, LITIGATOAND OTHER OFFICIAL ACTpad¢A-

5.

+ The collegehereby agees that it will establish and enforce internal policies setting minimum retention periods for the recorNsititvati andCultural

Resourcebas scheduled v (i K
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8. PERSONNEL RECORDS

ITEM # RECORSSERIES TITLE DISPOSITIONISTRUCTIONS CITATION
8-23 | EMPLOYMENELIGIBILITYERIFICATIORECORDS | a)  1-9 forms have a mandatory retention imghout the Confidentiality:
P Includes the Unitedtates Immigron and duration of ank Y R A @dniRldgiménn After separation| G-S115029
- Naturalization Services, Employment Eligip destroy records in office 3 years from date of hire or 1 _
Verification (19) forms,forms filed with the U.S. year from separation, whichever occurs later. g?jggigé 4a(b)(3)
Department of Labor, ®erify forms, and Selective | b) Destroy in office &erify forms and Selective Service
Service forms. forms 1 year after employeseparation.
c) Destroy in dfice remainingecords after 5 years.
8-24 | EMPLOYMENT TESTS AND ANSWER SHEETS F| a) Transfer records as applicableRERSONNEL FILE Confidentiality:
) | Records concerningmploymentrelated tests, (ACTIVE)pagess, item 8-38. ©.5115D29
: including testgequired of job applicantsFile intudes | b) Destroy in office remaining records concerning individu .
. . . Retention:
applicant's answer sheets, test scores, and other hired after 2 years.
_ . S . 29 CFR 1627.3(b)(1)
related records. c) Destroy in office records eserning individuals not hired
2 years after date of receipt, if ncharge of disémination
has been filed.If charge has been filed, destroy in office
year after resolution of charge.*
g-25 | EXIT INTERVIEWS Destroy in office after 1 year.

Interviews or questionnairesonducted with
employees planning to sepate from the

college

* Records may not be destroyed if audits or litigation are pending or reasonably antici@#edUDITS, LITIGATOAND OTHER OFFICIAL ACTpad¢A-

5.

+ The collegehereby agees that it will establish and enforce internal policies setting minimum retention periods for the recorNsititvati andCultural
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8. PERSONNEL RECORDS

ITEM # RECORSBSERIES TITLE DISPOSITIONISTRUCTIONS CITATION

8-26 | FAMILY MEDICAL LEAVE ACT (FMLA) FILE Destroy in office 3 years after leaeads.* Authority:

Records concerning leave taken under the Family 29 CFR 825.110

Medical Leave Act (FMLA)leRncludes premium
payments, employee nate, medical examinations
considered in connection with personnel action,
disputes with employees over FMLA, and other rela
records.

Confidentiality:
G.S115D29

Retention:
29 CFR 825.500

See alsEDUCATIONAL LEAVE AND RERERMENT
FILEpage58, item 8-20; LEAVE Fll_Bage6l, item 8-
31, andMILITARY LEA\H Epage63, item 8-36.

8-27 | GARNISHMENTSLE Destroy in office after 3 years.* Confidentiality:
A Records concerningagnishments of employees' G.S115b29
' wages.
8-28 | GRIEVANCHSLE Destroy in office years after resolution* Confidentiality:
. . . G.S115D29
A Records concerning employee grievancEsde
t includes initial complaintypemployee,
correspondenceinvestigations, ations, and other
related records.
See als@ISCIPLINARY Flp&ge58, item8-19and
PERSONNEL FILE (ACTP#gE63, item 8-38.
8-29 | INTERNSHIP PROGRANEF a) Transfer records as applicable @RRENT STUDENT | Confidentiality:
: Records concerningtudent internship programs RECORDS Flidage29, item4-11. 20 UsA232g

' within the college. File includes applications, b) Destroy in office remaining records after 3 years.
approvals, internship agreements, credits earned,
eligibility criteria, and other related records.

* Records may not be destroyed if audits or litigation are pending or reasonably antici@#edUDITS, LITIGATOAND OTHER OFFICIAL ACTpad¢A-
5.
+ The collegehereby agees that it will establish and enforce internal policies setting minimum retention periods for the recorNsititvati andCultural
Resourcehas scheduledvii K G KS RA&LI2 &A G A2 yefelenceddit NUiAS (I BasRuBaRS padepbovite 6 K Sy
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8. PERSONNEL RECORDS

ITEM # RECORBSERIES TITLE DISPOSITIONISTRUCTIONS CITATION
8-30 | LAPSED SALARIES Destroy in office after 2 years.*
Records concerning statgppropriated fundsmade
available for reallocation through the circumstances
unused salges.
8-31 | LEAVE FILE a) Destroy in officeecords concerning approved hea Confidentiality:
~ Records concerng employee leave. File includes requests3 years after employee returns from leave o | G-S115D29
1 requests for ad approval of sick, vacation, overtime, separates from employment.*
buy-back,parental,shared, etc. File also includes b) Destroy in office reards concerning denied leave reques
monthly leave reports and semiannual leave after 6 months.
recapitulations. c) Destroy in office remaining records when reference vall
ends.
See als&EDUCAIONAL LEAVE AND REIMBURSEWM, College Policy: Destroy in offiaéer
FILE page58, item 8-20; FAMILY MEDICAL LEAVE A
(FMLA)FILE page60, item 8-26; andMILITARY LEAVE
FILE page63, item 8-36.
8-32 | LICENSING AND CERTIFICATION FILE a) Transfer employespecific records tPERSONNEL FILE | Confidentiality:
A\ | Records concerning the licensing or certification of (ACTIVE)page63, item8-38 when employee receives G.S115D29
' college personnel. File includes applications, test license or certification if licensing or certification is )
scores, and other related records. required. Retention:
b) Destroy certificates in office 5 years after date of 29 CFR 1602.31
se ara)t/ion y 29 CFR 1627.3(b)(2)
SeealsoEMPLOYMENT TESTS AND ANSWER SH paration. - o
FLE page59, item 8-24. c) Destroy in office remaining recdsafter 2 years.
8-33 | LONGEVITY FILE Destroy in office afteb years* Confidentiality:

Records concerning employee eligibility for longevit)
pay.

G.S.115D29

Retention
04 NCAC 24D .0501(a)

* Records may not be destroyed if audits or litigation are pending or reasonably antici@#edUDITS, LITIGATOAND OTHER OFFICIAL ACTpad¢A-

5.
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8. PERSONNEL RECORDS

ITEM # RECORSSERIES TITLE DISPOSITIONISTRUCTIONS CITATION
8-34 | MEDCAL RECORDS FILE a) Destroy in office exposure reas 40 years from date of | Authority:
| Records concerningsbestos, toxic substances, and exposure or 30 years from date of separatfon. 29 CFR 1910.1020(e)
: blood-borne pathogen exposure; medical b) Destroy in office records pertaining to firaid jobrelated ) o
. X i . - Confidentiality:
examinations required by state or federal law; and illness and injury after 5 years. 29 CFR 1630.14(c)(1)
records ofinjury or iliness. c)  Provide medical records to emplees who have worked | 29 cFR 1910:1020((1)
for less than 1 year at time skparation.
d) Destroy in office after 1 year recordencerning physical | Retention:
examinations or health certificates. 29 CFR 1627.3(b)(1)(v
e) Destroy in office remaining records 30 years after 29 CFR 1910.1020(d)
employee terminates service.
Retention N&e: Records must be maintained separately from
anemdg 28 SSQa LISNE2YyySt 21 01S{
compensation claim, follow dispositidor Error! Reference
source not found pageError! Bookmark not defined.item
Error! Reference source not found.
8-35| MERITFILE Destroy in office after §ears*

Records concerninidpe evaluation of employees bein
consideed for a merit increase. File includes

evaluation guidelines, rating scales, and other relate
records.

* Records may not be destroyed if audits or litigation are pending or reasonably antici@#edUDITS, LITIGATOAND OTHER OFFICIAL ACTpad¢A-
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=-.E= NATURAL AND CULTURAL RESOURCES

8. PERSONNEL RECORDS

ITEM # RECORBSERIES TITLE DISPOSITIONISTRUCTIONS CITATION

8-36 | MILITARY LEAVEEIL Destroy in office Jears after leave ends or employee Authority:

A Records concerning military leave as established by Separatesrom college.* 5 CFR 1208

t the UniformedServices Employméand Confidentiality:
Reemployment Rights AAUEERRA) G.S115029
See als&DUCATIONAL LEAVE AND REIMBURSE
FILEpage58, item 8-20; FAMILY MEDICAL NHAACT
(FMLA)FILE page60, item 8-26; and LEAVE FIl.Rage
61, item8-31.

8-37 | OCCUPATIONAL SAFETY AND HEALTH Destroy in office after 5 years. Retention:
ADMINISTRADN (OSHAFILE 29 CFR 1904.33
Records concerning OSHA policiesl prograns or 29 CFR 1904.44
records concerningvorkplaceinjury or illness. File
includes extent and outcomesummarytotals for
calendar year, OSHA forms, and other related recor
File also includes ergonomicsassments for
employeesas well as OSHA inspections and/or
citations of thecollege

8-38 | PERSONNEL FILE (ACTIVE) Transfer toPERSONNEL FILE (INACTP2E2 64, item 8-39 Confidentiality:

Official personnel files of eachrtgorary or
permanent college employee. File includes
applications, correspondence, resumes, vitae,
promotions, demotions, transfers, personnel action
forms, salay, termination of employment, social
ASOdz2NRA (& ydzYoSNI GSNRTFAO
other relatedrecords.

See als?VEDICAL RECORDS Hibage62, item 8-34.

after separation or termination of service.

G.S115D29

* Records may not be destroyed if audits or litigation are pending or reasonably antici@#edUDITS, LITIGATOAND OTHER OFFICIAL ACTpad¢A-
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NORTH CAROLINA COMMUNITY COLLEGE SYSTEM
COLLEGES IN THE COMMUNITY COLLEGE SYSTEM

] NC DEPARTMENT OF
=-.E= NATURAL AND CULTURAL RESOURCES

8. PERSONNEL RECORDS

ITEM #

RECORSBSERIES TITLE

DISPOSITIONISTRUCTIONS

CITATION

8-39

PERSONNEL FILE (INACTIVE)

Official personnel files of eachactive college
employee.File includegpplications, correspondence
resumes, vitae, promotions, demotions, transfers,
personnel action forms, salary, temaition of
employment, social security number verifications,
RNAOSNR& t AOSyaeaids. | YR

Note: Contact the State Recoi@enter of the State
Archives of North Carolina for transfer and retrieval
information.

b)

<)

Destroy in office after 30 yea from date of separation
information needed to documentate and amount of
each increase or adeease in salary with thatgency date
and type ofeach promotion, demotion, transfer,
suspension, separation, or other change in position
classification; da& and general description of the reason
for each promotion; date and type of each dismissal,
sugension, or demotion for disciplima reasons taken;
and, if the disciplinary action was a dismissal, a copy of
written notice of the final decision settipforth the
specific acts or omissions that are the basis of the
dismissal.

Destroy in office irdrmation necessaryo verify benefis
30 years after date of separation.

Destroy in office remaining records when individual
retention periods are reached a®ted in individual items
in the Records Retention and Disposition Schedule.

Confidentiality:
G.S115D29

8-40

PERSONNEL F(ONE TIME PAYMENTS)

Official personnel files for employees hired to fulfill,
short-term duties. This includes honorarifor visiting
lecturers and consultants as well as college staff an|
students who undertake duties outside and not in
conflict with their regular work. File includes
personnel action forms, correspondence, and other

related records

Destroy in office 1 yearfer payment day.

Confidentiality:
G.S115D29

* Records may not be destroyed if audits or litigation are pending or reasonably antici@#edUDITS, LITIGATOAND OTHER OFFICIAL ACTpad¢A-
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NC DEPARTMENT OF
NATURAL AND CULTURAL RESOURCES

8. PERSONNEL RECORDS

ITEM # RECORSSERIES TITLE DISPOSITIONISTRUCTIONS CITATION

8-41 | PERSONNEL FILEASONAL AND CONTRACT Destroy in office 5 years after separation.* Confidentidity:

A WORKER RECORDS) G.S1321.10

t Records documenting events in the shigtm
employment history oin individual notligiblefor
benefits.

8-42 | POSITION DESCRIPTIONS FILE Destroy in office 1 year after superseded or obsolete. Retention:

. - 29 CFR 1620.32
Records concerningescriptions for all college
positions File includes joltitle, grade, duties, and
responsibilities.

8-43 | POSITION HISTORMEBEE Retain in office permanentl
Historical data concerning each college position.

8-44 | RECRUITMENT FILE Destroy in officeafter 1year. Retention:
Records concerning recruitment of persohné&ile 29 CFR 1627.3(b)(1)
includes athorizations to fill a vacant position,
position listings and advertisementsotices of
overtime or promotion and other related records

8-45 | RETIREMENT FILE a) Transfer original records concerning beneficiatethe | Confidentidity:

G.S115D29

Records concerningetirement beneficiaries for death
benefits or personal data of employees who plan to
retire or have retired. File includesmespondence,
completed retirement forms, and other related
records.

See als®@ENEFITS F|lgage56, item 8-13.

Department of the State Treasurer, Retirement System:

Division.
b)
endsz*

CollegePolicy: Destroy inffice after

Destroy in office remainingecords when reference value

* Records may not be destroyed if audits or litigation are pending or reasonably antici@#edUDITS, LITIGATOAND OTHER OFFICIAL ACTpad¢A-
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8. PERSONNEL RECORDS

ITEM # RECORSSERIES TITLE DISPOSITIONISTRUCTIONS CITATION
8-46 | SECONDARY EMPLOYMENT FILE a) Destroy in office approved requests and related recordg Confidentiality:
A Records concerningmployee requests to engage in year after employee terminates outside employment. | 6.S115D29
! additionaloutside employment. b) Destroy in office deniedequests and related records afte
6 months.
c) Destroy in office remaining records when reference eall
endst
CollegePolicy: Destroy inffice after
8-47| SERVICE AWARDS FILE Destroy in offie 5years after date of award.
Records concerning employees eligible for and
receiving service awards.
8-48 Destroy in office after 3 years.*

STATEMENT OF BACK PAY FILE

Records concerning the gross pay an &@yee would
have earned during a specified period for back pay |
grievance decision @ettlemert agreement. File
includes completed back pay calculation forms,
correspondence, and other related records.

* Records may not be destroyed if audits or litigation are pending or reasonably antici@#edUDITS, LITIGATOAND OTHER OFFICIAL ACTpad¢A-
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NORTH CAROLINA COMMUNITY COLLEGE SYSTEM
COLLEGES IN THE COMMUNITY COLLEGE SYSTEM

(1]}
om NC DEPARTMENT OF
=-.E= NATURAL AND CULTURAL RESOURCES

8. PERSONNEL RECORDS

ITEM # RECORSSERIES TITLE DISPOSITIONISTRUCTIONS CITATION
8-49 | TRAINING REIRDS a) Destroy in office training materials regardiitle IXafter | Retentbn:
Records documenting training programs émilege 7 years. 29 CFR 1602.31
personnel. Includesaining manualssyllabi and b) Destroy in officéemainingtraining materials when 29 CFR 1627.3()(
course outlines, registration forms ameértificates, superseded or obsolet 29 CFR910.120(p)(8)
and other related records. c) Transfer certification of completion to individual 29 CFR
Personnel File if training is required or coalfect career 1910.1001(m)(4)
advancement. 29 CFR910.1030(h)(2)
d) Destroy in office asbestosdining records 1 yeaafter 34 CFR 106.45(b)(10)
employee separation.
e) Destroy in dfice bloodborne pathogen trainingecords
after 3 years.
f)  Destroy in office hazardous waste training recoafter 5
years.
g) Retain records documenting law enforcemérgining in
office permaneitly.
h) Destroy in office remaining records after 2 years.
8-50 | UNEMPLOYMENT COMPENSATION CLAIMS FILE Destroy in office after 3 years.*
Records concerning unemploymesgmpensation
cases. File includes claim forms antider related
records.
8-51 | UNEMPLOYMENT INSURANCE FILE a) Transfer original records to the N.C. Department of
Division of Employment Securiiyrms used to report Commerce, Divisioof Employment Security
wages of terminatedemployees for the purpose of b) Destroy in office remaining records after 2 years.
unemployment insurance benefits.
8-52 | VACANQ FILE Destroy in offie when superseded or obsolete.

Listings of vacant positions within a college.

* Records may not be destroyed if audits or litigation are pending or reasonably antici@#edUDITS, LITIGATOAND OTHER OFFICIAL ACTpad¢A-
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NC DEPARTMENT OF
NATURAL AND CULTURAL RESOURCES

8. PERSONNEL RECORDS

ITEM # RECORSSERIES TITLE DISPOSITIONISTRUCTIONS CITATION
8-53 | VERIFICATION OF EMPLOYMENT FILE Degroy in office after 1 year.
Recordsconcerning vefication of an employee'prior
or currentemployment. File includes inquiries and
responses.
8-54 | VOLUNTEERLE Destroy in office after 2 years.
Records concerningarticipants in volunteer
positions. Filencludesapplications, se&ction
materials, and other related records.
8-55 | WORK PLAN FILE Destroy in office after 3 years.* Confidentiality:
. . : . G.S115B29 (Note:
M Work plans concerning employees' goals and prima Onlv performance
~ tasks.Information is used to evaluate each empée's y pel
evaluations are
work performance. ) .
confidential.)
Retention:
25 NCAC 010. 0113(d)
8-56 | WORK SCHEDULES AND ASSIGNMENTS a) Transfer as applicable IME SHEETS, CARDS, AND | Confidentiality:
a) Record concerning work, duty, shift, crew, or case ATTENDANCE F|pBge22, item 2-29. G.S115D29
- schedules, rosters, or assignments. b) Destroy in office when superseded or obsolete.
8-57 | WORKERS' COMPENSATION PROGRAM a) Destroy inoffice employeespecific records 5 years after
ADMINISTRATION FILE employee returns to work or separates from aggnc
wSO2NRa O2yOSNYyAy3 | RYA|b) Destroy in officeemainingrecords when superseded or

compensatio program. File includes program
policies, guidelines, and other related recordsso
AyOf dzRSa 3SyodeqQa 62NJ A

See alsS€OURTASE (LIGATION) FlLBage48, item
7-2.

obsolete.

Note: Claims form should be ied with theNC Industrial
Commission and do nated to be retained in office.

* Records may not be destroyed if audits or litigation are pending or reasonably antici@#edUDITS, LITIGATOAND OTHER OFFICIAL ACTpad¢A-
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STANDARD ®UBLIC RELATIONS RECORDS
Official records and materials crtedl and accumulated by internal pubtielationsprograms operated bthe community college.

9. PUBLIC RELATIONS RECORDS

ITEM # RECORSSERIES TITLE DISPOSITION INSTRUCTIONS CITATION
9-1 | AUDIO AND VIDERECORDINGS FILE a) Retain in office records with historical value permanentl
Recordings of special events, interviews, and other [ b) Destroy inoffice remaining records whereferencevalue
related activities produced by écollege. endst

CollegePolicy: Destroy in office after

See alsACTIVITIES AND EVENTS pHdel, item1-
2; OFFICE SECURITY, Fage9, item 1-26; and
SPEECHES Flp&ge71, item9-11.

9-2 | BIOGRAPHICAL DAFIE Destroy in office when referencealue endst

Records concerning college officials. File includes | collegePolicy: Destroy inffice after
biographical sketches, news releasesws clippings,
photographs, and other related records.

9-3 | COLLEGE PUBLICATIENE a) Transfer 10 or more print copies (as requirefipach Authority:
Records concerninguplications createdby or for the publication to the State Government Publications G.512511.8(b)
college File includes catalogs, annual reports, Care Clearinghouse, State Library of North Caval
Focus, and other significant publications. b) Transfer Icopy of electronic publications to the State

Government Publications Clearinghouse, State Library
North Carolina.

c) Destroy in office remiaing records whemeferencevalue
ends+

CollegePolicy: Destroy in office after

* Records may not be destroyed ifdits or litigation are pending or reasonably anticipatégseeAUDITS, LITIGATION, AND OTHER OFFICIAL Agadent
5.
+ The collegehereby agrees that it will establish and enforce intepalicies setting minimum retention periods for the records thaturaland Cultural
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COLLEGES IN THE COMMUNITY COLLEGE SYSTEM

9. PUBLIC RELATIONS RECORDS

ITEM # RECORSBSERIES TITLE DISPOSITION INSTRUCTIONS CITATION

9-4 | MAILING LISTHLE Destroy in ofice when superseded or obsolete.

Mailing lists for the distribution of publications and
newsletters.

9-5 | NEWS CLIPPINGSD SCRAPBOOKS FILE a) Retain in office records with historical value permanentl
Newspaper clippings and scrapbooks concerning thf b) Destroy in office remaining records when reference valy
college and related events. endst

CollegePolicy: Destroy inffice after

9-6 | NEWS RELEASHBE Retain in office permaently.

Records concerning the promotion of the college or
related events.

9-7 | PHOTOGRAPHSID SLIDBESLE a) Retain in office records with historical value permanentl
Images of the collegend related people, places, and| b) Destroy in office remaining records when referencaueal
events. endst

CollegePolicy: Destroy in office after

9-8 | PUBLICITFILE Destroy in office when referencelue endst

Records concerninipe overall public relationsf the | collegePolicy: Destroy inffice ater
college.File hcludes advertisements, announcements
exhibits,correspondenceand othe related records.

* Records may not be destroyed ifdits or litigation are pending or reasonably anticipatégseeAUDITS, LITIGATION, AND OTHER OFFICIAL Agadent
5.
+ The collegehereby agrees that it will establish and enforce intepalicies setting minimum retention periods for the records thaturaland Cultural
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COLLEGES IN THE COMMUNITY COLLEGE SYSTEM

9. PUBLIC RELATIONS RECORDS

ITEM # RECORSBSERIES TITLE DISPOSITION INSTRUCTIONS CITATION

9-9 | PUBLIC RECORDS REQUESTS Destroy inoffice after 2 years.

Requests submitted by persons seeking actess
college records and docwentation of college

response. Note: These disposition instructions apply only to the requeg

internal agency records related to searching for and preparil
responsive records, and communicatiomedponse; the

See alsREQUESTS FOR INFORMAHORpagel?, | documents that are responsive to public recordsiesis

item 1-40. should be handled according to their respective disposition
instructions (e.g., spé&r signup sheets from a public hearing
can be destroyed after 1 year; surplus property inventaaes
be destroyed after 3 years). However, if the agency alsinet
separate copies of the documents that are responsive to pu
records requests, thayay also be destroyed 2 years after
completion of the request.

9-10 | SOCIAL MEDIALE SeeELECTRONIC RECO@Bg:A-11) for guidance handling
social media.
9-11 | SPEECHES.E a) Retain in office records with historical value permanentl
Speeches made lpllege administratorg-ile includes| b) Destroy in office remaining records whegferencevalue
transcripts, adio or video recordings, and other endszt

related records.

CollegePolicy: Destroy in office after

* Records may not be destroyed ifdits or litigation are pending or reasonably anticipatégseeAUDITS, LITIGATION, AND OTHER OFFICIAL Agadent
5.
+ The collegehereby agrees that it will establish and enforce intepalicies setting minimum retention periods for the records thaturaland Cultural
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STANDRD 10PUBLC SAFETRECORDS

Official records created and accumulated by campigs f A OS | 3Sy O0OASa FyR L2t AOS 2FTFA OS Nampuspdicd agedRhi
the legal custodian of all books, papers, documents, records of criminal inatéstig or of criminal intelligence information, or other records gmdperty
YIAYGFrAYSR o0& GKS OF Y LEA). THigatanddbdScuded Siyle(Risk Madapemerbrecdrdst athBrs can be found in Administration,
Office, and Management Redals, IT Records, Legal Records, and Personnel Records.

10. PUBLIC SAFERECORDS

ITEM # RECORBSERIES TITLE DISPOSITION INSTRUCTIONS CITATION
101 | ACCDENT REPORTS _ a) If report invdves an adult visitor, destroy in office 3 years
Reports about accidents involving camtisdents or after settlement or denial of claim.*
visitors. b) If report involves a minor visitor, destroy in office after

minorreaches age of 21.*
See alsACCIDENT REPORTIEHPersonnel) page | ¢) | report does not result in claims or official action, destrd

52, item 8-2. in office after 3 gars.*

10-2 ALARM MONITORING REPORTS Destroy in office after 7 years.
Fire and security alarm reports documenting the
monitoring and testing of firand securityalarms.

10-3 BANS AND TRESPASS WARNINGS Destroy in office 2 years after expiration of ban or trespass
Records documenting campus bans and trespass | warning.
warnings.

104 | BUILDNG ANDGROUNDS SECURITY a) If acase is opened, transfer reports needed to support
Records documenting routine security checks of investigation to appropriate Case Investigation Records
campus facilities. Includes logs, reports, b) Destroy in office remainingecords when reference value
correspondence, and other related records. ends.*+
SeealsoOFFICE SECURITY, Flage9, item 1-26. College Policy: Destroy after

* Records may not be destroyed ifdits or litigation are pending or reasonably anticipatégseeAUDITS, LITIGATION, AND OTHER OFFICIAL Agadent
5.
+ The collegehereby agrees that it will establish and enforce intepalicies setting minimum retention periods for the records thaturaland Cultural
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10. PUBLIC SAFERECORDS

ITEM # RECORSBSERIES TITLE DISPOSITION INSTRUCTIONS CITATION
105 | CASENVESTBATIONRECORDS a) Destroyin office closed misdemeanor case records after| Confidentiality:
A Records documenting misdemeanor and felony years. G.S1321.4
8 investigations of campus incidents. Includes b) Destroy in office closed felony case records after 20 yeq

statements, iident reports, photographs, evidence
sheets, correspondence, and other related records.

106 CONFISCHD PROPERTY RECORDS Destroy in office 7 years after disgal of items.
Records documenting theonfiscation, controand
return, or disposal of weapons and controlled
substances confiscated during searches or arrests (
received by campus police. Includes forms, report
correspondence, and other related records.

10-7 BEMERGENCY COMMUNICATIONS AND DISPATC| a) If a case is opened, transfer felony/misdemeanor Confdentiality:
P Records documenting emergency communications communications and dispatches to appropri@ase G.S1321.41(4)
e dispatching. Includesadio and telephone dispatching Investigation Records file. G.S1321.5

recordings of incoming and outgoing 9&thergency | by pestroy in office 911 records after 8@ys unless a court d
calls and texts, dabase records, correspondence, ai competert jurisdiction orders a portion sealed. Retention:
other related records. c) Destroy in office remaining records when reference valu| G-S1321.4()
endst
College Policy: Destroy after
10-8 EVIDENCE TRACKING Destroy in office 3 years &it final disposition of evidence.
Records documenting evidence held by campus pol
Includes inventories, reports, and other related Note: Does not include thactual evidence, which should be
records. managel in accordance with applicable federal, state, or loc{
law, court order, and/or campus policy.

109 | INCIDENT REPORTS a) Ifa case is opened, transfer report to appropriate Case | Confidentiality:
A Records dagmenting incidents to which campus Investigation Records file. G.S1321.4
g police respondincludes reports, supporting b) Destroy in office remaining recds after 7 years.*

documentation, corregondence, and other related
records.

* Records may not be destroyed ifdits or litigation are pending or reasonably anticipatégseeAUDITS, LITIGATION, AND OTHER OFFICIAL Agadent
5.
+ The collegehereby agrees that it will establish and enforce intepalicies setting minimum retention periods for the records thaturaland Cultural
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10. PUBLIC SAFERECORDS

ITEM # RECORBSGERIES TITLE DISPOSITION INSTRUCTIONS CITATION
1010 | LAW ENFORCEMENT AGENCY RECORDINGS | 3) |f a case is opened, transfer recording to appropriate Ca| Confidentiality:
. Recordings by law enforcement officers that are not Investigation Records file. G.S1321.4A
= known to have captured a unique or unusual incider| 1)) pestroy in officeemaining recordsfter 30 days.*

or action from whicHitigation or criminal prosecution
is expected or likely to result. Includes bedgrn
cameras, dashtard cameras, and fixed cameras.

10-11 | LOST, STOLEN, OR DAMAGED PROPERTY REP( Destroy in office after 3 years.
Records concerning property lost or stolen on camp
as well as vandalism wpllegeproperty. Includes logs
of lost property that has been found on campus,
visitor reports of lost or stolen property, and
employeereports and narratives of vandalism.

10-12 | PARKING TICKETS Destroy in office after 3 closed fiscal years.*
Recordgdlocumenting parking tickets issueth
campus property.

10-13 | TOWED VEHICLE REPORTS Destroy in office after 3 years.
Records concerning vehicles towed offlege
property.

10-14 | TRAFFIC CITATIONS a) Transfer citations to county Clerk of Superior Court. Authority:
issued by campus police. Includes reports, Division of Motor Vehicles within 10 days. G.520-166.1
correspondence, and other related records. ¢) Destroy in office remaining records after 3 years.

10-15 | TRAFFIC STOP REPORTS Destroy in office after 3 years. Authority:
Records documenting traffic stops oollegeproperty G.S143B903
by campus policelincludes reports and other related
records.

* Records may not be destroyed ifdits or litigation are pending or reasonably anticipatégseeAUDITS, LITIGATION, AND OTHER OFFICIAL Agadent
5.
+ The collegehereby agrees that it will establish and enforce intepalicies setting minimum retention periods for the records thaturaland Cultural
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STANDARD 18TUDENT HEALTH AND COUNSELING SEHREQCERDS
Official records created and accumulatejarding the provision of health servicesdazounseling services to college students. Comply rgithvant

provisions of the Health Insuranceiability and Accountability Act (HIPAA) regarding the confidentiality of health records.

11. STUDENT HEALTH AND COUNSELING SERIORBS

ITEM # RECORBSERIES TITLE DISPOSITION INSTRUCTIONS CITATION
11-1 CONTROLLED SUBSTANCES ADMINISTRATIVE | Destroy in office after 3 years.* Retention:
RECORDS 21 NCAd6 .1414
Records documenting the receipt and control of @)(e)
controlled substances by Health Center personnel.
Incluces inventories, logs, and othezlated records.
11-2 IMMUNIZATION INCOMPLETE LOG Destoy in office whersuperseded or obsolete. Confidentiality:
A Records documenting incomplete immunizations. 42 USC 13204
| §
11-3 | INSURANCE CLAIMS RECORDS a) Destroy in office records concerning Medicaid claims aff Confdentiality:
n Records concerning third party claims, explanations 10 years. 5 USC 552a
: "' _beneflts, and c_hecks_ receivelticludes M(_edlcau_d and | p) Destroy in officeemaining recordsfter 5 years.* 42 USC 13204
insurance carrier claim formend recordsincluding
schedule of payments, copies of claim, listing of inv4
or rejected claimspayment list, and list of checks
received.
11-4 PATIENT APPOINTMENT RECORDS Destioy inoffice after 1 year. Confidentiality:

Records documenting scheduled appointments.
Includes appointment books and databases,
correspondence, and other related records.

5 USC 552a
42 USC 13206

* Records may not be destroyed ifdits or litigation are pending or reasonably anticipatégseeAUDITS, LITIGATION, AND OTHER OFFICIAL Agadent
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11. STUDENT HEALTH AND COUNSELING SERVJORBS

ITEM # RECORISSERIES TITLE DISPOSITION INSTRUCTIONS CITATION
115 | PRESCRIPTION ORDERS a) Transér original order tcSTUDENT MEDICAL RECQRD]| Confidentiality:

A Prescription orders for controlled and naontrolled page77, item 11-9. 42 USC 13204
' substances or other medication or devices. Includes ) pestroy in office remaining records after 3 years.

LI G A Sy Gl&dtionyfredicdl Eecords number,
medication name, strength, dosage form, date order
was written, and signatwr of prescriber.

11-6 RADIOLOGY JACKETS Destroy in office after 7 years. Confidentiality:
P Records concerningrays conducted by Student 42 USC 13206
1 HealthServices. Note: Analog xays should be recycled for silver reclamation

11-7 STUDENT COUNS¥EIRECORDS Destroy in office 7 years after date of last encounter.* Confidentiality:
. Records concerning counseling servipesvided at 42 USC 13204
= - the college, including substance abuse counseling ¢ G.S8-53

well as psychological counseling. Includes testing, ¢
notes and summaries, diagnoses, treatment plans,
evaluations, referrals, consent forms, release of
information agreements, correspondee, and other
related records.

See als&TUDNTCAREER PLANMG FILEpage36,

item 4-32.
11-8 | STUDENT IMMUNIZATIOR®ORDS a) Destroy in office 1 year after entry in the North Carolina| Confidentiality:
P Recordsconcerning immunizations administered or Immunization Registry (NCIR). 42 USC 13206
= received by Student Health Services.

b) Destroy in office remaining records of immunizations
administeredby Student Health Sewas 10 years after
date of last encounter.

c) Destroy in office records of immimations reported to
Student Health Services after 5 years.

* Records may not be destroyed ifdits or litigation are pending or reasonably anticipatégseeAUDITS, LITIGATION, AND OTHER OFFICIAL Agadent
5.
+ The collegehereby agrees that it will establish and enforce intepalicies setting minimum retention periods for the records thaturaland Cultural
Resourcebad & OKSRdzZf SR gAGK GKS RAarelerénded A R ¢gzS A FERANBDO I A SRS adeNB 2 & SHFLI OS  LINJ
76



NORTH CAROLINA COMMUNITY COLLEGE SYSTEM
COLLEGES IN THE COMMUNITY COLLEGE SYSTEM

e
=l:== NATURAL AND CULTURAL RESOURCES

NC DEPARTMENT OF

11. STUDENT HEALTH AND COUNSELING SERVJORBS

ITEM # RECORBSERIES TITLE DISPOSITION INSTRUCTIONS CITATION
119 STUDENT MEDICAL RECORDS Destroy in office 10 years after date of last encounter.* Conficentiality:
A Recordsconcerning medical care provided at Studen 42 USC 13204
t Health Services. Includes medical histories, charts
accident reports, lab reports, prescription orders,
correspondence, and other related records.
11-10 | SUBSTANCE ABUSE PROGRAM ADMINISTRATI( Destroy in office after 4 years. Confidentidity:

RECORDS

Records concerning the administration of campus
substance abuse programs. Includes reports,
attendance, rostersgompiance audits,

correspondence, and other related records.

42 USC 13204

* Records may not be destroyed ifdits or litigation are pending or reasonably anticipatégseeAUDITS, LITIGATION, AND OTHER OFFICIAL Agadent

5

+ The collegehereby agrees that it will establish and enforce intepalicies setting minimum retention periods for the records thaturaland Cultural

Resourcebad & OKSRdzZ SR 6AGK G(KS RAGrelerenied A2 ¢zS A JVRABD I Ay SRS AdNB i & SH¥LI OS
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MANAGING PUBLIC RECORDSORTH CAROLINA

Q.

7

2 KI G Aa G(GKA&a AaNXO2NRaE NSBGSyidAizy FyR RAALIZAA

A. This document is a tool fahe employees of the community colleges across North Carolina to
use when managing the records irethoffices. It lists records commonly found in college
offices and gives an assessment of their value by indicating howhosg tecords should be
retained. This schedule is also an agreement between your college and the State Archives of
North Carola.

This schedule serves as the inventory and schedule that the State Archives of North Carolina is
directed byN.C.Gen. Sat. 8§ 1215(c)andN.C.Gen. Sat. § 1328 to provide. It supersedes all
previous editions, including all amendments.

.Am | required to have all of the records listed on this schedule?
No, this is not a list of records you must have in your office.

2 KFEG A& ANSTFSNSyOS oI f dzS¢ K

> 0| > O

limited value, which is typically restricted to those docurtieg routine operations within the
office. A minimum retention period should be establishedtwy affice for any items containing

GKS LIKNIasS GRSaGNRe& Ay 27F7TADPSitios KshyttionsE F SNBy O

. Q. Do the sections of this schedelcorrespond to the organizational structure of

my college?

A. Records series are grouped into sen8 €.g.,administrative, personnel, etc.) to make it easier
for users to locate records and the cesponding disposition instructions. You may find that th
groupings reflect the organizational structure of your college, or you may find that recards ar

f 20 SR Ay @I NR2dza a4800GA2ya RSLISYRAY3I 2y (KS

organization is to provide an easy reference guide forrdmords created in your college.

. What if I cannot find some of my records on this schedule?

A. Somdimes the records are listed in a different section than how you organize them in your
office. Be ste to check the Index and utilize the search function lo&PDF version of the
schedule to facilitate the location of records series. If you still calmwate your records on the
schedule, contach Records Management Analyst. We will work with yoartend this records
schedule so that you may destroy rederappropriately.

. What are public records?

A. TheGeneral Statutes of North Carolif@hapter 132, vides this definition of public records:
Gt dzof AO NBO2NRE 2 NJ aLlzo f 6, QapdS IEtR2rBlREps, badks, f f
photographs, films, souhrecordings, magnetic or other tapes, electronic datacessing
records, artifacts, or other dumentary material, regardless of physical form or
characteristics, made or received pursuant to lawordinance in connection with the
transaction of publidusiness by any agency of North Carolina government or its
subdivisions. Agency of North Caraligovernment or its subdivisions shall mean and
include every public office, public officer or oféic{State or local, elected or appointed),
institution, board, commission, bureau, council, department, authority or other unit of

Al
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government of the Stater of any county, unit, special district or other political subdivision
of government.

Q. Is any persomallowed to see my records?

A. Yes, except as restricted byesjific provisions in state or federal lam.C.Gen. Sat. § 1326
instructs:
G9PSNE QdzalRABARY NBO2NRa aKFff LISNYAG ye NB
inspected and examined atasonable times and under reasonable supervision by any
person, and shall, as promptly as possible, furnish copies thereof upon payment of any fees
asm& 0SS LINBAONAROSR o6& fl gd X b2 LISNA2Y NBIj dSa
or to obtain cies thereof, shall be required to disclose the purposenotive for the
NBIj dzS&a i dé

Q. What about my confidential records?

A. Not all government records are opém public inspection. Exceptions to the access
requirements inN.C.Gen. Sat. §132-6 and the defiition of public records in G.S. § 13are
found throughout the General Statutes. You must be able to cite a specific provision in the
General Statutesr federal law when you restrict or deny access to a particular record.

Q. Am | required to make availalke to the public copies of drafts that have ndieen
approved?

A. Yes, even if a report, permit, or other record has not been finalized, it is still a peddic
subject to request. Any record that is not confidential by law must be provided when a teques
Ada NBOSAOGSRI 6KSOGKSNI AG Aad AaFAYAAKSRE 2N y200

Q. What do | do with permanent records?
A. Permanent records should be maintained in the office that createdd¢kerds, forever.

Q. What is historical value?

A. The term historical value is used interchangeably aitthival value. The Society of American
ArchivstsGlossary of Archival and Records TerminoR&F A Yy Sa Al a aiKS AYLR
usefulness of records thgustifies their continued preservation because of the enduring
administrative, legal, fiscal, or &R SY G A f Ay T 2 N¥Two ariggiifori KS& O2y il Ay
determining historical value are inherent interest and extraordinary documentation:

Alnherent interes is created by nomoutine events, by the involvement of famous parties, and
by compelling contextsFor instance, foreclosure proceedings frone tt930s have high
historical value because they date from the era of the Great Depression.

AExtraordinary dosmentation is found in records that shed light on political, public, or social
history. For instancehe records from the replevin case that reted the Bill of Rights to
North Carolina hold more historical value than most property case files becattse pblitical
history intertwined with this case.

SANC has further elaborated selection criteria tvelp distinguish records with archival value:
ADo they protect the rights and property of citizens?
ADo they have a lonterm impact on citizens?

3Richard Pearctloses A Glossary of Archival and Records Terming(20@5)
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ADo they dcument the core functions of an agency?

ADo they document highevel decisiormaking that shapes arBleS y O0& Q& L2 f A OA S& 2 NJ
ADotheysummar 1 S +y | 38y deqa I+ OGABAGASAK

Call aRecords Management Analyfst further assistance in assessing histoncale.

Q. What if | do not have any records?

A. Nearly every position in government generates, receivesises records. Computer files of any
kind, including drafts and-mail, are public records. Even if your records are not the official or
final versionyour records are public records. Not all records have high historical, legal, or fiscal
value, but hey all must be destroyed in accordaneith the provisions of the appropriate
records schedule.

Q.L KIFE@S I 20 27F dzya2NI SR NSWO2WNRNIPI S & KA D
KFEyRtS 2y (KSasS NSO2NRa&K
A. We encourage you to create a file plan of what recordslyaxe. When you create this plan,
youcan match each record to its placement on this schedule or on the appropriate retention
schedule. A sample file plas available on page#8. Having a file plan can help you

strategize howo best organize your physical or digital records. A file plan is also useful in
disaster planning and scheduling destructions.

Q. May | store our urused records in the basement, attic, shed, etc.?

A. Public records are public property. Though we encourafjeges to find places to store
records that do not take up too much valuable office space, the selected space should be dry,
secure, and free fromests aml mold. Your office must ensure that records stored away from
your main office area are well protexd from natural and mamade problems while remaining
readily available to your staff and the public.

Q. Our old records are stored in the attic, basent, or off-site building, etc. Are
we required to provide public access to these records?

A. Yes, as long dke records are not confidential by law. You should also be aware that
confidentiality can expire.
Q.! NSy Qid Fftf 2dzNJ 2f R NI O N#th Cdralina@ KS { G §S ! NOK

A. Probably not. The State Archives of North Carolina collects only very specific typesrds.
Contact a Records Management Analyst for more information about which records can be
transferred for storage at the State Records Center.

Q. | found some really old records. What should | do with them?

A. Call aRecords Management AnalysiVe will lelp you examine the records and assess their
historical value.

Q. Can | give my old records to the historical society or public library?

A. Beforeyou offer anyrecords to a historical society, public library, or any other entity, you must
contact a Records Magament Analyst. Permanent records must be kept either in your offices
or at the State Archives of North Carolina.

A-3



Q. Whom can | call with questions?

A. If you ae located west of Statesville, call our Western Office in Ashevi{#28)250-3103 If
you are ast of Statesville, all the way to the coast, call our Raleigh office at (919RD4

A4



AUDITS, LITIGATION, AND OTHER OFFICIAL ACTION

Q. Why is there an aterisk in the disposition instructions of so many items on this
schedule?

A. No record involved in a pdimg audit, legal, or other official action may be destroyed before that
audit or action igesolved.

A legal hold or litigation hold means that recordatiare the subject of the legal hold or
litigation hold must be preserved and thus must not be degtuntil officially released from
the hold. A legal hold or litigation hold is placed wiether an official discovery order is served
on the college,equesting the production of the records in question (for a litigation, regulatory
investigation, audj open records request, etc.), or litigation is pending and the college is thus
on noticeto preserve all potentially relevant records. You must alsaenthat for a claim or
litigation that appears to be reasonably foreseeable or anticipated but ebinytiated, any
records (in paper or electronic formats) relevant to such a claim gatitn are preserved and
not destroyed until released by your @&ral Counsel. The records in question must not be
destroyed until the completion of the action atige resolution of all issues that arise from it
regardless of the retention period set fortn this schedule.

We have used an asterisk (*) in the dispiositinstructions to mark records series that are
commonly audited, litigated, or may be subject tdnet official actions. However, any record

has this potential. Records custodians are cegible for being aware of potential actions, and
for preventingthe destruction of any record that is, or may be reasonably expected to become,
involved in an audjtlegal, or other official action.

Records used during routine audits may be destroyed when the governing body accepts the

audit, if the records have congikd the retention period listed in this schedule. If time remains

in the retention period, the reaals must be maintained for the rerraler of the period. The
FdZRAG2NDE 62Ny AYy3 LI LISNE YdAGAWES| SLIG | OO0O2NRAY
(PERFORMANCE) Flh&ge2, item 1-5, andAUDITS (FINANCIAL) Flih&gel6, item 2-4.)

Should a dispute arise over an audlite records thatvere audited should be retained until that

dispute is resolved.

The attorney representing the college should inform records custodidesnwegal matters are
concluded and records will no longer be needed. Following the conclusion Egahaction,

the records may be destroyed if they have met the retention period in the schedule. Otherwise,
they should be kept for the remaining tinperiod.

A-5



TRANSITORRECORDS

Ra | NB RSTAY SuRentad or @iBnepvidlied@dde (G K I
GKIFd ySSR y2 SG FaARS F2NJ Fdzii dzZNB  dza S d¢
I O0O2NRAY3 (2 Db2NIK /I NRfAYIl DSyt Napérslefteist ninggli S& 2 MH
books, photographs, films, sound recordings, magnetic or other tapes, @éctiata processing
records, artifacts, or other documentary material, regardless of physical form or characteristic, made or
received in connection whitthe trans&tion of public business by agency of North Carolina government
2NJ AGa adzo Ride@d aipuiftiofecdrd ahdimayrdtybe disposed of, erased, or destroyed
without specific approval from the Department of Natural and Cultural Resources.
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The Departrent of Natural and Cultural Resources recognizes that some records may have little or no
longterm documentary or evidential value to the creating agency. These records are often called
GONIyaArAid2NE NBO2NRADE (s Kiscus 9es df codmmoyilgreaiedi@asiioly2 y & |y
records. They may be disposed of according to the guieldnelow. However, all public employees

should be familiar with this Records Retention and Disposition Schedule and any other applicable

guidelines fotheir office. If any of these documents require a different retention period for these

records, followthe longer of the two retention periods. When in doubt about whether a record is

transitory, or whether it has special significance or importance,imetze recod and seek guidance

from a Records Management Analyst

P

Q. What do | do with routing slips, fax02 dSNJ aKSSiax GoKAES @&2dz 685
memory aids, etc.?

A. Routing slips and transmittal sheets adding no information to that contained in the traadmi
materid have minimal value after the material has been successfully transmitted. These records
may be destroyed or otherwise disposed of after receipt of the material has been confirmed.
{AYAf NI &Y GoKAETS &2dz ¢S NEcogisirdgestingfolowdip> Y SY2 NE
actions (including voicemails) have minimal value once the official attise records are
supporting has been completed and documented. Unless they are listed on this Records
Retention and Disposition Schedule, these resarthy be desoyed or otherwise disposed
of once the action has been resolved.

Q. What about research mateials, drafts, and other working papers used to create
a final, official record?

A. Drafts and working papers are materials, including notesaatculatiors, gathered or created
to assist in the creation of another record. All drafts and working papersuiéc records
subject to all provisions of General Statute § 132, but many of them have minimal value after
the final version of the recordas been apmved, and may be destroyed after final approval, if
they are no longer necessary to support the anialgs conclusions of the official record. Drafts
and working documents which may be destroyed after final approval include:

9 Drafts and workig papers fointernal and external policies
9 Drafts and working papers for internal administrative reports, suathedly and monthly
activity reports

4 A Glossary of Archival and Records TerminglBighard Peare®loses (D05)
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9 Drafts and working papers for internal, npolicy-level documents, such as informal
workflows and manualsand

1 Drafts and working papers for presentations, workshops, and other explanations of

college policy that are edady formally documented.

Q. What if | have forms designed and used solely to create, update, or modify
records in an electronic medium?

A. If these records & not required for audit or legal purposes, they may be destroyed in office

after completion of data etry and after all verification and quality control

procedures.However, if the forms contain any analog components that are necessary to
vaidatethey T2 NX I A2y O2yillAySR 2y (KSY 6So3os |

retained accordingtdl KS RA&ALIZAAGAZ2Y AyaldNHOGAZ2Y A
function.
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See also the State Archives of Nafth NB £ Ay I Q& 3ldgnRireso&da@&y RAIA G|

https://archives.ncdcr.gov/government/digitakcordsMdigitatrecordspoliciesand
quidelines#digdl-signatures

A7
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https://archives.ncdcr.gov/government/digital-records/digital-records-policies-and-guidelines#digital-signatures
https://archives.ncdcr.gov/government/digital-records/digital-records-policies-and-guidelines#digital-signatures

DESTRUCTION OF PUBLIC RECORDS

Q. When can | destroy records?

A. Each recordseries listed omhis schedule has specific disposition instructions that indicate how
long the series must be kept in your office. In some cases, the dispositiuciists are
GwShGFrAY Ay 2FFAO0S LISNXYI y Sresimust e kepimyiur @fike YSI ya (K
forever.

Q. How do | destroy records?

A. After yourcollegehas approved this records retention and disposition schedule, records should
be destroyed in onefahe following ways:

1) burned, unless prohibited by local ordinance;

2) shredded, or torn @ as to destroyhe record content of the documents or material
concerned;

3) placed in acid vats so as to reduce the paper to pulp and to terminate the existence of the
documents or materials concerned;

4) sold as waste paper, provided that the purchaser agmeegriting thatthe documents or
materials concerned will not be resold without pulverizing or shredding the documents so
that the information contained within cannotebpracticably read or reconstructed.

The provision that electronic records are to besttoyed means that the data, metadata,
and physical media are to be overwritten, deleted, and unlinked so that the data and
metadata may not be practicably reconstrudte

The data, metadata, and physical media containing confidential records dbamgt are to
be destoyed in such a manner that the information cannot be read or reconstructed under
any means.

T N.C. Administrative Code, Title 7, Chapter 4, Subchapt&ection .0510

Q. How can | destroy records if they are not listed on this schedule

A. Contact a Records Magement AnalystThe analyswill discuss the nature of the records with
you to determine if the records have historical value. If the records de hatorical value,
theywill discuss the possibility of transferring the recotdshe State Archivesf North
Carolina to be preserved permanently.

If the records do not have historical valy®u maybe askedo completea Request for Disposal
of Unscleduled Records forrfpage Al7), which the analyst can providi the recods are no
longer being created. If the records are an active records séniegnalyst will help you
develop an amendment to this schedule so thaiving forward you cadestroy the records
appropriately.

A-8



Q. Am | requiredto tell anyone about the destrucon?

A. We recommend that you report your records retention activities to ygaverning boaran an
annual basis. This report does not neede&detailed but it is important that significant
destructions be entered into the minutes of the Board\ sampd Destructions Log can be
found on the State Archives websitettps://archives.ncdcr.gov/government/retention

schedlles/stateagencyschedules/stateagencyrecordsmanagemertools/state) and on page
A-10.

A9


https://archives.ncdcr.gov/government/retention-schedules/state-agency-schedules/state-agency-records-management-tools/state
https://archives.ncdcr.gov/government/retention-schedules/state-agency-schedules/state-agency-records-management-tools/state

EEER B NCDEPARTMENT

..l.= OF NATURAL AND
| CULTURAL RESOURCES
HTEEER

archives.ncdcr.gov

4615 Mail Service Center, Raleigh NC 27699-4165 919-814-6900

Destructions Log

College

Division | Section | | Branch |
Location(s)

of Records

Media
Records Series Required Date Xo(ljume (Paper, Date of Method of | Authorization for
Retention | Range | (& 'IE:"ethO"iICE) Destruction | Destruction | Destruction

A-10



ELECTRONIC RECORDS:
EMAIL, BORMDIGITAL RECORDS, AND DIGITAL IMAGING

Q. When can | delete my enail?

A. Email is a public record as defined RyC.Gen. Sat. § 1215 andN.C.Gen. Sat. § 132.
Electonic mail is as much a record as any paper record and must be treated in the same
manner. It is the content of each message that is importanif. a particular message would
have been filed as a paper memo, it should still be filed (either in yoogiprogram or in your
regular directory structure), and it should be retained the same lepfitime as its paper
counterparts. It is inappropriate to destroy email simply because storage limits have been
reached. Some examples ofmail messages that afgublic records and therefore covered by
this policy include:

Policies or directives;

Finaldrafts of reports and recommendations;

Correspondence and emoranda related to official business;

Work schedules and assignments;

Meeting agendas or minutes

Any domment or message that initiates, facilitates, authorizes, or completes a business

transacton; and

1 Messages that create a precedent, such as issustguictions and advice.

From the Department dflatural andCultural ResourcesMail Policy (Revised J@09),
available at the State Archives of North Carolina website

=A =4 =4 =4 -4 =9

Other publicationsavailable onlinghttps://archives.ncdcr.gov/government/digital
records/digitatrecordspoliciesand-guidelines#digitacommunicationse-mailtext-messaging
etc)) that will be particularly helpful in managing yowneail include tutorials on managing e
mail as a pubdi record and on using Microsoft Exchange.

Q. May | print my e-mail to file it?

A. We do not recommend printing-mail for preservation purposes. Importamtetadatais lost
when email is printed.

Q. I use my personal enail account for work. No one can see my ®nal email,
right?
A. The best practice is to avoiding personal resources, including privatenail accounts, for
public businessN.CGen. Sat.§132m & GF GSa GKIF G NBO2NRA aYIFRS 2NJ
or ordinancein connection with the transgion of public businedsy any agency of North
/' NREAYlF F20SNYYSYid 2NJ AG& adzoRAGAAAZ2YAEAE | NB L
public reords reside in a personalmail account is irrelevant.

A-11
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Q. We have an imaging systemAre we requiredto keep the paper?

A. You may san any record, but you will need emsure that the appropriate documentatias in
placein order to destroy paper origais hat have been digitized. Firshyr collegemust
develop an electronic records policy. You can éinemplate for such a palyonthe State
Archives of North Carolina websifigttps://archives.ncdcr.gov/government/retention
schedules/universy-schediles/highered-rm). Your collegeavill then need to complete an
Authorization to [@groy Paper Record®rm on pageA-13. Contact a Records Management
Analyst for further instructins on how tadevelop a compliant electronic records polayd to
obtain an authorization to destroy paper records

Permanent recordsnust have aecurity preservation copy as defined IState Archives of

b2 NI K / HumBniRdaglabl@Rreservation Duphite Policy(N.C.Gen. Sat. § 1328.2):
Preservation duplicates shall be durable, accurate, complete and clear, and such
duplicates made by a phographic, photo static, microfilm, micro card, miniature
photographic, or other process which accuratelynahices and foms a durable
medium for so reproducing the original shall have the same force and effect for all
purposes as the original record winetr the original record is in existence or not. ...
Such preservation duplicates shall be preserved irptaee and maner of
safekeeping prescribed by the DepartmeniNz#tural andCultural Resources.

The preservation duplicate of permanent records must either on paper or microfilm.

Non-permanent recordanay be retained in any format; howevey will needto take
precautions withelectronicrecords that musbe retained for more than about 5 years due to
the rate at which technology changeBachtime you change computer systems, you will have
to convert all records to the new system so that you camastheir preservation and
continuedaccess.

Q. Computer storage is cheapCan | just keep my computer records permanently?

A. The best practice is tdestroy all records that have met their retention requirements, regardless
of format.

Q. What are the guideline regarding the creation and handling of electronic public
records including text messages and social media

A. There are numerouslocuments availablen the State Archives of North Carolina website
(https://archives.ncdcr.gov/government/digitakbcords/digitatrecordspoliciesand-guidelines.
Topics covered include shared storage, cloud coingueDiscovery, trustworthy digital public
records, digal signatures, email, social mediaext messagesyebsites, digital imaging,
metadata, file formats, database indexing, and security backups.

Note that for email, voicemailtext messagesandsocial media, they should be handled
according to theicontent. Therefore, this schedule does not include a regesedies that
instructs you on how to handlene of these borrdigital records by formta instead of focusing
on how the information is digsninated, consider what content is contained in theneil, text
messageyoicemail or social media post. For instan@ email requesting leave that is sei
a supervisoshould be kept for years (seeLEAVE Fll.page61, item 8-31).
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C DEPARTMENT OF

N
NATURAL AND CULTURAL RESOURCES

archives.ncdcr.gov 4615 Mail Service Center, Raleigh NC 27699-4165 919-814-6900

Authorization to Destroy Paper Records

Beforea college/university office may destroy any paper record ties not met its required retention period and keep
only a digital surrogate of that recordll the following conditions must be met:
The office agrees to abide by all guidelines and begttimes as published by the Department of Natural and
CulturalResources, includirigile Format Guidelineand Best Practices for Fildaming
An electronic records policy has been approved by the office and augidldolz the Department of Natural and
Cultural Resources.
All records series thatill be scanned and their paper records destroyed after quality audits are listed in the table
below:

Records Series Title Inclusive Dates Required Retention Period
(e.g., 19871989;
2005present)

Quialitycontrol audits have been performed on the electronic records.
The digital surrogates will be retained fdwet entirety of the required retention period.

Requested by

Signatue Title Date
Approved by:

Signature Department/Office Head Date
Concurred by:

Signature CollegeRecords Officer Date

LIf an office uses an opeended date on this authorization frorthe destruction of recordsnust be listed on a destruatins log
with the precise dates of the records destroyed at a given time.
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https://archives.ncdcr.gov/documents/file-format-guidelines-management-and-long-term-retention-electronic-records
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DISASTER ASSISTANCE

Q. What should | do in casef fire or flood?

A.

Secure the area, and keep everyone out until fire oreotbafety professionals allow entry.

Then, call our Raleigh office @19) 84-6903for the Head of the Government Records Section

or (919) 44-6876for the State Archivistf yodzZQNB Ay GKS 6SaidSNY LI NI
Asheville Office af828)250-3103 On nights and weekends, call your local emergency
management office.

DO NOT ATTEMPT TO MOVE OR CLEAN ANY RECORDS.

Damaged records are extremely fragile and require catedindling. Our staff are trained in
preliminary recovery techniqguedpcumenting damage to your records, and authorizing
destruction of damaged records. Professiomahdors can handle larger disass.

. What help do you give in case of an emergency?
A.

Wewill do everything we can to visit you at the earliest opportunity in otdgorovide hands

on assistance. We can assist you in appraising the records that have been damaged so that
precious resource (and especially time) are not spent on records vasér value. We can
provide lists of professional recovery vendors thatl yan contact to preserve your essential
and permanent records.

. What can | do to prepare for an emergency?
A.

We provide trainingn disaster preparation that includes a discussiothefroles of proper
inventories, staff training, and advance contracts withovery vendors. If you would like to
have this workshop presented, calR&cords Management Analyst

. What are essential ecords?
A.

Essential records are records that are neceg$ar continuity of operations in the event of a
disaster. There are twammon categories of records that are considered essential:

1 Emergency operating recordsincluding emergency plans and direes,
orders of succession, delegations of authoritaffihng assignments,
selected program records needed to continue the mogtaal agency
operations, as well as related policy or procedural records

1 Legal and financial rights recordsthese protect he legal and financial
rights of thecollegeand of theindividuals directly affected by its activities.
Examples include accownteceivable records, Social Security records,
payroll records, retirement records, and insurance records. These records
wereF 2 NYSNI & RSB ERSNBAGHE AINBOH2 NRA P

Essential records should be stored in safe, secure locations as well asatieghland stored
off-site, if possible.
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STAFF TRAINING

Q. What types of workshops or training do you offer?

A. We have aroup of prepared workshops that we can offer at any temearious locations
throughout the state. Contact a Records Management Anhdlysu are interested in having
one of the workshops presented to yocollege We will work with you directly to delop
training suited to your specific needs. Our basic wiooks are:

Managingpublicrecords in North Carolina
Confidentiality

Organzing paper and digital files

Digital communications
Managingelectronicrecords
Disastempreparedness and recovery

= =4 =4 =4 -4 9

Q. Will you design a workshop especially for our office?

A. Yes, we \ll. Let aRecords Management Analystow what type of training you need.

Q. Are workshops only offered irRaleigh?

A. No, we will come to your office present the workshofs) you need. We have no minimum
audience requirement. We will also do presentatiémsprofessional associations, regional
consortiums, and the public.

Q. Is there a fee for workshops?
A. Not at this time.

Q. Are the workshops availablén an online format?

A. We can offer a virtual workshop for your aggrupon request You can also finseveralonline
tutorials available on the State Archives of North Carolina website
(https://archives.ncdcr.gov/government/recoremanagemeniservicesand-training/online-

tutorials).
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l= = NC DEPARTMENT OF

=l=== NATURAL AND CULTURAL RESOURCES

archives.ncdcr.gov 4615 Mail Service Center, Raleigh NC 27699-4165 919-814-6900

Request for Change i@ommunityColleges Records Schedule

Use this form to request a change in the collegeords retention and disposition schedule. Submit the
signed original and keep a copy for your file. A prop@sadndment will be prepared and submitted to
the appropriate state andollece officials for their approval and signature. Copies of theexign
amendment will be sent to you for insertion in your copy of the schedule.

Requestor name

Department/Office/Unit

Phone and email

Mailing Adiress

CHANGE REQUESTED
Specify edition of record®tention schedule being used:

3 Add a new item
3 Delete an existing item Standard Number Page

Item Number

3 Change a retention period Standard Nmber Page

Title ofRecords Series in Schedule or Proposed Title:
Proposed Retention Period:
Description of Records:

Justification for Change:

Requested by

Item Number

Signature Title

Approved by:

Date

Signature Reqa i 2 NR& { dzLJS NX Date

DiVISION OF ARCHIVES AND RECORDS & GOVERNMENT RECORDS SECTION

http://archives.ncdcr.gov

MAILING ADDRESS: Telephone (919) 814-6900
4615 Mail Service Center Facsimile (919) 715-3627
Raleigh, N.C. 27699-4615 State Courier 51-81-20

LOCATION:
215 N. Blount Street
Raleigh, N.C. 27601-2823
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archives.ncdcr.gov 4615 Mail Service Center, Raleigh NC 27699-4165 919-814-6900

Request forDisposal of Unscheduled Records

Requestor Name and College

College Department/Office/Unit

Phone and email

Mailing Address

In accordance with the provisions of G.S. § 121 ah82% approval is requested for thkestruction of records
listed below. These records have no further use or value for official administrative, fiscal, historical, or legal

purposes.
RECORDZITLE INCLUSIVBDATES | QUANTITY SFiELEVANT l|:°EF<OPOSED
ATUTORY TENTION
ANDDESCRIPTION REGULATIONS PERIOD
Requested by: Signature Title Date

Approved by:

Signature wSljdzSadz2NRa { dzZLISNIDA Date

Concurred by:

Signature AssistanRecords Administrator Date
State Archives of NortBarolina

DIVISION OF ARCHIVES AND RECORDS 8 GOVERNMENT RECORDS SECTION
http://archives.ncdcr.gov

MAILING ADDRESS: Telephone (919) 814-6900 LOCATION:
4615 Mail Service Center Facsimile (919) 715-3627 215 N. Blount Street
Raleigh, N.C. 27699-4615 State Courier 51-81-20 Raleigh, N.C. 27601-2823
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archives.ncdcr.gov
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B B OF NATURAL AND
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919-814-6900

Fi Pl an
College
Division | Section | | Branch |
Records Owner I(\gggéf i
Records Series Records Creator (i [EEENE) G327 & Electronic, equire Location(s) of Records
transferred within the Scanned) Retention
agency) P | E | S
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