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1. Preface 

Internship Background  

The 2022 Historically Black Colleges/Universities (HBCU) & Minority Institutions of Higher Education (MIHE) Internship is 
a partnership with NC Department of Natural and Cultural Resources (DNCR) with North Carolina’s HBCUs and MIHEs to 
expose, engage, and educate students with tangible, real-world experience with various divisions within the 
department. As a community records liaison, I work in collaboration with the Records Analysis Unit and the Community 
Building Committee. The goal of my internship is to adapt workshop material and curriculum, currently used to train and 
aid state agencies and local government agencies, into a toolkit to better service a broader audience of counties, 
municipalities, agencies, as well as community organizations. The toolkit will live as a means to help reach underserved 
populations and strengthen connections between these regions and the State Archives so that they feel confident in 
managing and protecting their records.  

Public records, as defined by N.C. Gen. Stat. § 132-1, mean "[a]ll documents, papers, letters, maps, books, photographs, 
films, sound recordings, magnetic or other tapes, electronic data processing records, artifacts, or other documentary 
material, regardless of physical form or characteristics, made or received pursuant to law or ordinance in connection 
with the transaction of public business by any agency of North Carolina government or its subdivisions." The theory of 
North Carolina Public Records Law is that when a government creates or maintains records for its own business reasons, 
the public enjoys a general right to inspect and copy those records. The Records Analysis Unit of the NC Department of 
Natural and Cultural Resources works closely with public records, to offer records management services to public 
officials, consultation on creating, maintaining, and disposing records, conducting records management workshops, and 
many more functions.  

Community Building Committee Overview  
 

The committee was meant to examine the state of outreach and collaboration with communities within the state, 
particularly historically excluded communities. This involved a survey of existing collaborations and relationships, a 
literature review and suggested trainings for SANC staff, and a review of what the institution could offer to 
communities. The committee hopes to facilitate conversations around diversity, equity, and inclusion with the larger 
SANC staff, create more support for staff doing community outreach and relationships, integrate our work into the 
larger work of the Department of Natural and Cultural Resources (DNCR), and begin doing outreach to targeted 
communities.   

 

 

 

Cassidy S. Patterson,  

2022 Community Records Liaison  
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8. Care and Keeping 
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9. Best Practices for File Naming 
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10. Glossary of Terms 

Continuity of Operations (COOP) Plan  

An effort within individual agencies to ensure that they can continue to perform their essential functions during a wide 
range of emergencies, including acts of nature, accidents, and technological or attack-related emergencies.  

Custodian  

The person that has physical custody and control of the books, records, documents and maintains them in the ordinary 
course of business.  

Destruction  

A disposal process that results in the obliteration or records. In NC, paper records can be burned, shredded, placed in 
acid vats, or sold as wastepaper. Electronic data and metadata should be overwritten, deleted, or unlinked.  

Essential records  

Records needed for the Continuity of Operations (COOP) of a government agency during and following an emergency. 
They are records an agency must have to perform one or more of the following critical functions: operate during an 
emergency: resume or continue business after an emergency: re-establish the legal, financial, and/or functional status of 
the agency: rebuild the community after the crisis passes.  

Inventory  

The process of surveying the records in an office, typically at the series level.  

Public record  

“Public record” or “public records” shall mean all documents, papers, letters, maps, books, photographs, films, sound 
recording, magnetic or other tapes, electronic data-processing records, artifacts, or other documentary material, 
regardless of physical form or characteristics, made or received pursuant to law or ordinance in connection with the 
transaction of public business by any agency of North Carolina government or its subdivisions.  

Retention  

The continued possession, use, or control of something.  

Records inventory  

A detailed listing of the types, locations, dates, volumes, equipment, classification systems, and usage data of an 
organization’s records, made in order to evaluate, appraise, and organize the information.  
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Reference copy  

1. A copy of a record kept for easy access to the information it contains, as opposed to its intrinsic or evidential value.  

2. A copy of a record distributed to make recipients aware of the content but not directing the recipient to take any 
action on the matter.  

Record copy  

The single copy of a document, often the original, that is designated as the official copy for reference and preservation. 

Record  

Recorded information, regardless of medium or characteristics, made or received by an organization in pursuance of 
legal obligations or in the transaction of business.  

Records management  

The systematic and administrative control of records throughout their life cycle to ensure efficiency and economy in 
their creation, use, handling, control, maintenance, and disposition.  

Retention schedule  

A document that identifies and describes an organization’s records, usually at the series level, provides instructions for 
the disposition of records throughout their life cycle. 

Transitory record  

A record that has little or no documentary or evidential value and that need not be set aside for future use.  
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11. Additional Resources 

Record Inventory 

 



  

 Records Management Basics: Files and Filing        Page  | 14   
PAGE  \* Arabic  \* MERGEFORMAT 
111313131312121111101099887766553333332211555555444444334444443344331212121211111111101010109999998
877665522115555554444221116161616555544444433333322224444333333444433334444333316161616555544444433
333322224444443333334444333316161616443344444433444444333333443333335544333333443388887777665533333
322115555554444443344444433161644334433443316161515151514141414555544444433333322444444331414444444
334444443333331414443344333333223333332214141313131312121212111111111010101010101010333322101010101
010101010101010333322222233333333332222226666554422222211999988887777666655554444333322221133332266
661111444444333333222222333333223333332255554444333333333322333333223333332233333322333333223333332
222223322222233333322222244333333443333334444333333666633223333332222225555333333222222112222221122
222211111122221111444433332222111122221111222222112222221122222211222222112222221122222211222211111
111112222111111111122222211222222112222221122222211222222112222221122222211222222112222221122222211
222222112222221122222211222222112222221122222211222222112222111111111122222211111122221111222222111
111222211112222222211114444333322221111222222112222221155555555552222221122222211333322222211222222
112222222222222222221122222211555555222222111111222211114444333322221111222211112222221122222211222
211111111112222111111111122221111111111222211111111112222221122222211222222112222221122222211222222
112222221122222211222222112222221122221111111111222222112222221122222211222222112222221122222211222
222112222221122222211222222112222221122222211222222112222221122222211222222111111222211112222221111
222222112222221122222211222222112222221122222211222222112222221122222211222222112222221122222211222
222112222221122222211222222112222221122222211222222112222221111114444333322221111222222112222221122
222211222211111111112222221122222211222222112222221122222211222211111111112222111111111122222211222
222112222221122222211222222112222221122221111111111222211111111112222111111111122221111111111222222
112222221122222211222222112222221111112222111122222222111144443333222211112222221111112222111144443
333222211112222111122222211222222112222221133332222221111112222221122222211222222112222221122222211
222222112222221122222211222222112222221122221111111111222211111111112222111111111122222211222222112
222221122222211223322222211222222112222221122222211222222112222221122222211222222112222221122222211
222222112222221122222211222222112222221122222211222222112222221122222211222222112222221122222211222
222112222221122222211223333222222111111222222112222221122221111111111226655552255552255554444224444
222222112233332222221111112222221122222211222222112222221122222211222222112222221122222211222222112
222221122222211222222112222221122222211111122221111222222111122222211222222112222221122222211222222
112222221122222211222222112222221122222211222222112222221122222211222222112222221122222211222222112
222221122222211222222112222221122222211222222112222221133331111222222112233332222221111112222221122
222211222222112222221122222211222222112222221122222211222222112222221122222211222222112222221122222
211222222112222111111111122332222221111112222111122222211222222112212121212111111111010101099998888
887777666655554444333311112222221133333322222211111188887777666655552255221122222211111144443333222
211112222221111114444333322221111222211222211111144443333222211112222221122111111222222112233333322
222211222222112222221122222211222222112222221122888888777777666666555555444444333333111111222222113
333332222221122222211221010101010109999998888887777776666665555554444443333331111112222221122333333
222222111111222222112222221122222211222222112222221122222211222222111111221616161615151515141414141
414131313131212121211111111101099887766554433111414141413131313121212121111111110101010999988888877
776666555544444433331111333333221111118888777766665555221144443333222211111111112216161616151515151
414141413131313121212121111111110101010999988888877776666555544443333111133332222221111118888777766
665555222222111111222211112222222211114444333322221111332222221122222211222222111616161615151515141
414141313131312121212111111111010101099998888887777666655554444443333111133333322111111888877776666
55552211444433332222111111111116 
 

 

Questionnaire 

 

 



  

 Records Management Basics: Files and Filing        Page  | 15   
PAGE  \* Arabic  \* MERGEFORMAT 
111313131312121111101099887766553333332211555555444444334444443344331212121211111111101010109999998
877665522115555554444221116161616555544444433333322224444333333444433334444333316161616555544444433
333322224444443333334444333316161616443344444433444444333333443333335544333333443388887777665533333
322115555554444443344444433161644334433443316161515151514141414555544444433333322444444331414444444
334444443333331414443344333333223333332214141313131312121212111111111010101010101010333322101010101
010101010101010333322222233333333332222226666554422222211999988887777666655554444333322221133332266
661111444444333333222222333333223333332255554444333333333322333333223333332233333322333333223333332
222223322222233333322222244333333443333334444333333666633223333332222225555333333222222112222221122
222211111122221111444433332222111122221111222222112222221122222211222222112222221122222211222211111
111112222111111111122222211222222112222221122222211222222112222221122222211222222112222221122222211
222222112222221122222211222222112222221122222211222222112222111111111122222211111122221111222222111
111222211112222222211114444333322221111222222112222221155555555552222221122222211333322222211222222
112222222222222222221122222211555555222222111111222211114444333322221111222211112222221122222211222
211111111112222111111111122221111111111222211111111112222221122222211222222112222221122222211222222
112222221122222211222222112222221122221111111111222222112222221122222211222222112222221122222211222
222112222221122222211222222112222221122222211222222112222221122222211222222111111222211112222221111
222222112222221122222211222222112222221122222211222222112222221122222211222222112222221122222211222
222112222221122222211222222112222221122222211222222112222221111114444333322221111222222112222221122
222211222211111111112222221122222211222222112222221122222211222211111111112222111111111122222211222
222112222221122222211222222112222221122221111111111222211111111112222111111111122221111111111222222
112222221122222211222222112222221111112222111122222222111144443333222211112222221111112222111144443
333222211112222111122222211222222112222221133332222221111112222221122222211222222112222221122222211
222222112222221122222211222222112222221122221111111111222211111111112222111111111122222211222222112
222221122222211223322222211222222112222221122222211222222112222221122222211222222112222221122222211
222222112222221122222211222222112222221122222211222222112222221122222211222222112222221122222211222
222112222221122222211223333222222111111222222112222221122221111111111226655552255552255554444224444
222222112233332222221111112222221122222211222222112222221122222211222222112222221122222211222222112
222221122222211222222112222221122222211111122221111222222111122222211222222112222221122222211222222
112222221122222211222222112222221122222211222222112222221122222211222222112222221122222211222222112
222221122222211222222112222221122222211222222112222221133331111222222112233332222221111112222221122
222211222222112222221122222211222222112222221122222211222222112222221122222211222222112222221122222
211222222112222111111111122332222221111112222111122222211222222112212121212111111111010101099998888
887777666655554444333311112222221133333322222211111188887777666655552255221122222211111144443333222
211112222221111114444333322221111222211222211111144443333222211112222221122111111222222112233333322
222211222222112222221122222211222222112222221122888888777777666666555555444444333333111111222222113
333332222221122222211221010101010109999998888887777776666665555554444443333331111112222221122333333
222222111111222222112222221122222211222222112222221122222211222222111111221616161615151515141414141
414131313131212121211111111101099887766554433111414141413131313121212121111111110101010999988888877
776666555544444433331111333333221111118888777766665555221144443333222211111111112216161616151515151
414141413131313121212121111111110101010999988888877776666555544443333111133332222221111118888777766
665555222222111111222211112222222211114444333322221111332222221122222211222222111616161615151515141
414141313131312121212111111111010101099998888887777666655554444443333111133333322111111888877776666
55552211444433332222111111111116 
 

 

Additional Sites 

 
To learn more about records management explore the educational materials and resources provided by these 
institutions and organizations.   
  

• State Archives of North Carolina (SANC)  
Archives.ncdcr.gov  

• The G.S. 132 Files   
ncrecords.wordpress.com   

  
• Council of State Archivists (COSA)  

statearchivists.org   
  

• Association of Records Managers and Administrators (ARMA)  
arma.org   

  
• National Archives and Records Administration (NARA)  

archives.gov  
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12. Contact Information 
For questions about public research or Division of Archives and Records administration: 

 

Phone:  

(919) 814-6840 

 

Email:  

archives@ncdcr.gov 

 

Mailing Address: 

State Archives of North Carolina 

4614 Mail Service Center 

Raleigh, N.C. 27699-4614 
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