
 
Agenda

 
Greenville City Council

 
May 11, 2020

6:00 PM
This meeting will be virtual and conducted via Zoom. See the City's website 

(www.greenvillenc.gov) for details.

Assistive listening devices are available upon request for meetings held in the Council 
Chambers. If an interpreter is needed for deaf or hearing impaired citizens, please call 252-329-
4422 (voice) or 252-329-4060 (TDD) no later than two business days prior to the meeting.

I. Call Meeting To Order

II. Invocation - Mayor Pro-Tem Glover

III. Pledge of Allegiance

IV. Roll Call

V. Approval of Agenda

VI. Public Comment Period

The Public Comment Period is a period reserved for comments by the public. Items that were or are 

scheduled to be the subject of public hearings conducted at the same meeting or another meeting 

during the same week shall not be discussed. A total of 30 minutes is allocated with each individual 

being allowed no more than 3 minutes. Individuals who registered with the City Clerk to speak will 

speak in the order registered until the allocated 30 minutes expires. If time remains after all persons 

who registered have spoken, individuals who did not register will have an opportunity to speak until 

the allocated 30 minutes expires.



VII. Consent Agenda

1. Minutes from the April 9, 2020 City Council Meeting

2. Approval of the General Records Schedule for Local Government Agencies

3. Resolution Designating the City's Agents for FEMA Funds for COVID-19

4. Resolution accepting dedication of rights-of-way and easements for Greenbrier 
Place - Section 1, Phase 2 & Revision of Lots 34, 35 & 37 Bedford West, Phase 1; 
Colony Woods South; Sagewood, Phase 2 and 3; Davenport Farms at Emerald Park 
Phase 3 Section 2 - Cluster; and Davenport Farms at Emerald Park Phase 3, Section 
1 & Lot 297 Revised

5. Renewal of Municipal Agreements with the North Carolina Department of 
Transportation for Traffic Signal Maintenance

6. Approval to purchase replacements for the Munis, Sharepoint, and other end-of-life 
servers in order to facilitate software upgrades for new versions of software

7. Approval to purchase replacements for the EMC VNX 5400 Storage Area 
Networks (Server Data Storage) located at City Hall and the Emergency Operations 
Center for the City’s infrastructure 

8. Various tax refunds greater than $100

VIII. New Business

9. Presentation of the City's proposed Fiscal Year 2020-2021 operating budget

10. Ordinance Approving 2019-2020 Capital Reserve Fund Designations

11. Budget ordinance amendment #10 to the 2019-2020 City of Greenville budget 
(Ordinance #19-031), the Capital Projects Funds (Ordinance #17-024), and the 
FEMA-Hurricane Project Fund (Ordinance #17-002)

IX. Review of May 14, 2020 City Council Agenda

X. City Manager's Report

XI. Comments from Mayor and City Council

XII. Adjournment



 

City of Greenville,  
North Carolina  

 

Meeting Date: 5/11/2020 
Time: 6:00 PM

Title of Item: Minutes from the April 9, 2020 City Council Meeting  

 

Explanation: Proposed minutes from the April 9, 2020 City Council Meeting are presented for 
review and approval.   

 

Fiscal Note:  No direct fiscal impact.   

 

Recommendation: Review and approve minutes from the April 9, 2020 City Council meeting.  

 

 

ATTACHMENTS:

Draft_Minutes_City_Council__April_9_2020_1128409

Item #1



DRAFT MINUTES 
CITY COUNCIL MEETING 

CITY OF GREENVILLE, NORTH CAROLINA 
        THURSDAY, APRIL 9, 2020 

 

 

A meeting of the Greenville City Council was held electronically on Thursday, April 9, 2020, via 
Zoom, with Mayor P.J. Connelly presiding. Mayor Connelly called the meeting to order at 6:05 
p.m. 
 
Those Present:   

Mayor P.J. Connelly, Mayor Pro-Tem Rose Glover, Council Member Monica Daniels, 
Council Member Will Bell, Council Member Rick Smiley, Council Member William 
Litchfield, Jr., and Council Member Brian Meyerhoeffer, Jr.  
 

Those Absent: 
 None.  
 
Also Present: 

City Manager Ann E. Wall, City Attorney Emanuel McGirt, City Clerk Valerie Shiuwegar, 
Assistant City Manager Michael Cowin, Assistant City Manager Ken Graves; Planning & 
Development Services Director Thomas Barnett, Planner II Sylvia Brown, Financial 
Services Director Byron Hayes 

 

 

APPROVAL OF THE AGENDA 

 
 
Council Member Meyerhoeffer stated that the City Council had adopted rules at its March 23, 
2020 meeting to allow Council Members to participate and vote by electronic means for an 
indefinite period due to risks to the public associated with COVID-19. He further made a motion 
that if a meeting is held solely by electronic means, persons desiring to speak during the Public 
Comment Period or during a public hearing, may do so by following the directions to participate 
virtually set forth on the City’s website under City Council meetings link. The motion was 
seconded by Council Member Smiley and it was unanimously carried.  
 
Council Member Bell made a motion to approve the agenda. Council Member Daniels seconded 

the motion and it was unanimously carried. 

 

PUBLIC COMMENT PERIOD 

 
 

Mayor Connelly opened the public comment period at 6:10 pm, explaining the public comment 

procedures and the procedures that had been put in place for an electronic meeting: 
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The City of Greenville will be keeping measures in place in an ongoing effort to mitigate the spread 

of COVID-19.  These measures include barring physical attendance at the meeting, employing 

social distancing, and implementing remote participation.  The public is encouraged to watch the 

City Council’s meeting live on GTV9.  The following procedure was put in place to provide the 

public with the ability to address the City Council during the Public Comment Period and Public 

Hearing by remote access.    

• A Public Comment Period, not to exceed 30 minutes, will be held after the approval of the 

agenda. 

• A Public Hearing, not to exceed 30 minutes for each side, may be held, if such matter is on 

the agenda. 

• Those that wish to address the City Council during either the Public Comment Period or 

the Public Hearing, should call the City Clerk at 252-329-4422 to register by the day 

before the meeting at 5:00 p.m. 

• Registered participants will be given an access code to speak at the meeting via Zoom, a 

remote conferencing service. 

• Callers will be held in queue and asked to mute their phones or speakers until they are 

called on to speak. 

• Speakers will be called in the order that they are registered. 

• Individual comments are limited to three minutes and not to cover topics that are subject 

to a public hearing that week. 

• If a person participating remotely willfully disrupts the Council meeting, then upon 

direction by the Mayor, such person may be removed from electronic participation, or his 

or her e-mail may not be read. 

• The public may also email their comments along with their name, address, and topic 

to PublicInput@greenvillenc.gov up to and during the meeting. 

o Messages must be labeled either Public Comment or Public Hearing in the subject 

line. 

o If time remains during those designated periods, the comments will be read by the 

City Clerk into record after all registered speakers have addressed the City 

Council.   
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o Comments read by the City Clerk are subject to the time limits set by the Public 

Comment and Public Hearing procedures.  

Mr. Xavier Guions stated his concern about the perceived lack of affordable coronavirus testing. 

He stated that accessibility is important to help stop the spread the virus.  

Mayor Connelly stated that he would pass that information on to the County’s Public Health 

Director and other medical professionals.  

There being no additional registered speakers and no comments received by email, Mayor 

Connelly closed the Public Comment Period at 6:20 p.m.  

 

APPOINTMENTS  

 
 

Environmental Advisory Commission 

Council Member Meyerhoeffer continued all appointments to next month. 

 

Historic Preservation Commission 

Council Member Daniels made a motion to appoint Jake Hochard to fill an unexpired term that will 

expire January 2021 in replacement of Timothy Belch, who had resigned. Mayor Pro Tem Glover 

seconded her motion and it was carried unanimously.  

 

Human Relations Council 

Mayor Pro Tem Glover continued all appointments to next month.  

 

Police Community Relations Committee 

Council Member Bell continued all appointments to next month.  

 

Youth Council  

Mayor Pro Tem Glover made a motion to appoint DyQuan Bunns to fill an unexpired term that will 

expire September 30, 2020.  

 

CONSENT AGENDA 

 

City Manager Wall introduced the following items on the Consent Agenda:  

2. Minutes from the January 2020 City Council Planning Session and the February 9, 2020 
City Council Workshop  
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3. Approval of Application for a North Carolina Recreational Trails Program Grant 
 
4. Reports on Bids and Contracts Awarded 
 
5. Various tax refunds greater than $100 
 
Council Member Meyerhoeffer asked that Item 3 be pulled from the Consent Agenda.  
 
Council Member Smiley made a motion to approve the remaining items on the consent agenda.  

Council Litchfield seconded the motion and it was approved unanimously. 

 

 

NEW BUSINESS 

 
 

APPROVAL OF APPLICATION FOR A NORTH CAROLINA RECREATIONAL 

TRAILS PROGRAM GRANT - Approved 

The Recreation & Parks Department would like to apply for a NC Recreational Trails Program 

Grant to add additional amenities to the new and developing “adventure park”. 

Council Member Meyerhoeffer stated that the application notes a pre-application deadline that 

expired April 8th.  

City Manager Wall stated that North Carolina State Parks acknowledges the difficulty that 

communities are experiencing when it comes to holding their meetings and had allowed the City 

to submit their pre-application and follow-up after action is taken by the City Council at 

tonight’s meeting.  

Council Member Meyerhoeffer made a motion to approve. Council Member Bell seconded the 

motion and it was unanimously carried.  

PUBLIC HEARINGS 

PUBLIC HEARING FOR THE 2020-2021 ANNUAL ACTION PLAN FOR CDBG AND 

HOME PROGRAMS – Approved 

Planner Sylvia Brown presented the 2020-2021 Annual Action Plan that was drafted by the City’s 

Housing Division. The City must prepare an Annual Action Plan each year in order to receive 

Community Development Block Grant (CDBG) and HOME funds from the United States 

Department of Housing and Urban Development (HUD). The Draft Annual Action Plan was based 
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on the award notification in the amount of $977,960 for CDBG and $545,511 for HOME and local 

match funding of $328,695. She stated that 2020-2021 goals include: affordable housing 

preservation and development, reduction of slum and blight, addressing homelessness, 

improvements to public facilities and infrastructure, and expansion of available public services.  

She provided a breakdown of programs and funding, and she listed public services funded under 

the plan.  
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Council Member Daniels asked if there would be additional funding for COVID-19 if other 

organizations need it.  

Planner Brown confirmed that there is a reserve funding of $50,000 for financial literacy that could 

be looked into if additional non-profits were to express a need.  

Planner Brown stated that the Public Comment Period had begun March 9, 2020 and ends today, 

April 9, 2020. She stated that in addition to today’s public hearing, public meetings had been held 

on March 16, March 30, and April 8.  

Council Member Daniels made a motion to approve the 2020-2021 Annual Action Plan. Council 

Member Smiley seconded the motion and it was unanimously carried.  

OTHER ITEMS OF BUSINESS 

FINANCIAL IMPACT OF THE COVID-19 PANDEMIC ON FISCAL YEAR 2019-2020 – 

Heard 

Assistant City Manager Cowin provided the City Council with a presentation on the projected 

impact of COVID-19. He stated that the past month has been unprecedented, but the City has 

continued to provide key, essential services. He stated that the impact is significant and will begin 

as an economic issue and transition into an operational issue as adjustments are made to operations 

and projects to cover reduction in revenues.   He stated that estimated reductions in revenue were 

developed around key parameters and assumptions. Since there is not historical data, it is better to 

keep the issue in front, be aggressive in projections, and overestimate a shortfall rather than 

underestimate it.  

He stated that the COVID-19 pandemic is anticipated to have an economic and operational impact 

on the 3rd and 4th quarter of FY 2019-2020 (March 2020 – June 2020) and all of FY 2020 – 2021.  

He stated that largest sources of revenue in FY 2019-2020 General Fund Budget revenue comes 

from property tax and sales tax. He noted that staff had stated that the City is highly dependent on 

sales tax at the City Council’s 2020 Planning Session that was held in January. He stated that 

revenue collected from Recreation & Parks fees are also vulnerable with various activity and 

program cancellations.  
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He provided the projected reduction in revenue for March 2020 – June 2020.  
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Assistant City Manager Cowin stated that the City would have to make operational adjustments 

with the goal of minimizing impacts on the City’s core public services for the safety and security 

of the community and short term projects that have already been encumbered. He further outlined 

budget restrictions that had been put into place in March 2020: 

• Core public service functions maintained: Police, Fire/Rescue, Public Works/Engineering, 

Financial Services 

• All other City functions have been identified as essential/nonessential and employee hours 

have been adjusted accordingly 

• The following mandatory budget freezes have been implemented: 

o Hiring freeze for non-public safety positions 

o Spending freeze for non-essential services 

o Freeze on encumbrance of new contracts unless it is deemed essential to the 

delivery of public services. 

• Recurring pay-as-you-go projects prioritized for potential freeze 

o Facility improvements, vehicle replacements, other capital projects 

Assistant City Manager Cowin provided a summary of the FY 2019-2020 General Fund and stated 

that things will become clearer once the City receives the March 2020 sales tax revenue figures in 

May.  He stated that property tax will be a prime concern next year with the property reevaluation 
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being an integral component. He further thanked City staff for their hard work and voiced his 

confidence in the City’s ability to work through this.  

 

Mayor Connelly thanked Assistant City Manager Cowin and staff for the work that has been done 

over the past few years that has put the City in a better position to better adjust and balance an 

anticipated shortfall.  

 

ADOPTION OF 2020 CITY OF GREENVILLE FEDERAL AGENDA – Approved 

City Manager Wall stated that Jennifer Imo, Lobbyist with The Ferguson Group, had spent time 

with Council Members and Department Heads and based on those sessions compiled a list of 

priority projects that The Ferguson Group will use to pursue funding and legislative actions. She 

stated that The Ferguson Group had been instrumental in securing funds from grants including the 

BUILD Grant, COPS, and Lead-based paint abatement.  

Council Member Meyerhoeffer made a motion to approve the 2020 City of Greenville Federal 

Agenda. Council Member Bell seconded the motion and it was unanimously carried.   

RESOLUTION PROVIDING FOR THE SALE AND ISSUANCE OF NOT TO EXCEED 

$7,850,000 GENERAL OBLIGATION STREET AND PEDESTRIAN BONDS - Approved 
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Finance Director Byron Hayes stated that the City is scheduled to issue $7,850,000 from the 

general obligation bonds that were approved by referendum in November 2015. The sale date is 

scheduled for April 28, 2020.  

 

Council Member Smiley asked for the estimated interest rates. 

 

Director Hayes stated that the numbers in the presentation reflect a percentage rate of 3.5%, but 

he feels that rate will go down due to the City’s current credit rating and the impact of the current 

economy.  

 

Council Member Litchfield when the City expects the bonds to be issued. 

 

Director Hayes stated that the goal is to sell at the end of April and have in cash-in-hand by the 

middle of May.  

 

Council Member Bell made a motion to approve. Mayor Pro Tem seconded the motion and it 

carried unanimously. 

 

 

CITY MANAGER’S REPORT 

 

City Manager Wall recommended that the City Council cancel their April 20th Joint City Council-

Greenville Utilities Commission (GUC) meeting. Council Member Smiley made a motion to 

cancel the meeting as recommended. Council Member Daniels seconded the motion and it carried 

unanimously. 

City Manager Wall stated that the federal Family First Corona Virus Response Act mandates that 

local, state, and federal government employers with more than 500 employees must provide 80 

hours of sick leave for COVID-19 related absences. The City has provided one year’s worth of 

accrued sick leave to all employees and has expanded the use of that leave to allow employees to 

use it to supplement reduced work schedules. The Act further requires expansion of the Family 

Medical Leave Act (FMLA) to allow care for children if daycare is not available and allows 

employers to exempt essential workers, such as Police and Fire/Rescue. She stated that she has 

made those necessary changes to the City’s Personnel Policies and asked that the City Council 

ratify those changes. Council Member Smiley made a motion to ratify the changes made to the 

City’s personnel policy. Council Member Bell seconded the motion and it carried unanimously.  

City Manager Wall stated that current sanitation routes are out of balance with more collection 

routes on Tuesday than Monday and are experiencing a significantly increased volume. She stated 
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that the City will be shifting some garbage collection pickup dates from Tuesday to Monday to 

service the routes in a more efficient manner. She stated that the change will begin on April 20th 

and staff will send notices to customers through mailings and robo-calls.  She stated that the change 

would primarily impact neighbors along the south side of Dickinson Avenue.  

City Manager Wall thanked City staff for their hard work through these challenging times. 

 

COMMENTS FROM MAYOR AND CITY COUNCIL  

 

The Mayor and City Council thanked first responders, those on the front line, and City staff for 

their efforts and continued service.  

 

 

ADJOURNMENT 

 

Council Member Bell moved to adjourn the meeting. The motion was seconded by Council 

Member Daniels. There being no further discussion, the motion passed by unanimous vote and 

Mayor Connelly adjourned the meeting at 7:38 p.m. 

 
Respectfully submitted, 

 

        Valerie Shiuwegar  
 

        Valerie Shiuwegar 
        City Clerk 
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City of Greenville,  
North Carolina  

 

Meeting Date: 5/11/2020 
Time: 6:00 PM

Title of Item: Approval of the General Records Schedule for Local Government Agencies  

 

Explanation: The General Records Schedule for Local Government Agencies is issued by the 
North Carolina Department of Natural and Cultural Resources and has an issue date 
of March 1, 2019.  Local retention and disposition schedules are a tool for the 
employees of local governments across the state to use when managing records in 
their offices. It lists records commonly found in local government offices and gives 
an assessment of their value by indicating when, and if, those records should be 
destroyed.
 
These schedules are an agreement between the local government offices and the 
North Carolina Department of Natural and Cultural Resources, and as the inventory 
and schedule that the Department of Natural and Cultural Resources is directed by 
G.S. § 121-5(c) and G.S. § 132-8 to provide.

  

 

Fiscal Note:  No direct fiscal impact  

 

Recommendation: Approve the Local Government Agencies General Retention and Disposition 
Schedule. 

 

 

ATTACHMENTS:

2019 Retention Schedule

Item #2



������� RETENTION AND DISPOSITION 
SCHEDULE 

GENERAL RECORDS SCHEDULE 
FOR LOCAL GOVERNMENT 

AGENCIES 

����	d BǇ: 

Noƌth CaƌoliŶa DepaƌtŵeŶt of Natuƌal aŶd Cultuƌal ResouƌĐes 
DiǀisioŶ of AƌĐhiǀes aŶd ReĐoƌds 

GoǀeƌŶŵeŶt ReĐoƌds “eĐtioŶ 

MaƌĐh ϭ, ϮϬϭϵ 

Attachment Number 1       Page 1 of 106 Item #2



 
 

CONTENTS 
 

Appƌoǀal............................................................................................................................................ i 

FƌoŶt Matteƌ 
EǆeĐutiǀe “uŵŵaƌǇ.......................................................................................................................... ii 
MaŶagiŶg PuďliĐ ReĐoƌds iŶ Noƌth CaƌoliŶa ................................................................................... iii 
Audits, LitigatioŶ, aŶd Otheƌ OffiĐial AĐtioŶs ................................................................................. ǀi 
TƌaŶsitoƌǇ ReĐoƌds ......................................................................................................................... ǀii 
LegeŶd foƌ ReĐoƌds “Đhedule.......................................................................................................... iǆ 

ReĐoƌds ReteŶtioŶ aŶd DispositioŶ SĐhedule 
“taŶdaƌd ϭ: AdŵiŶistƌatioŶ aŶd MaŶageŵeŶt ReĐoƌds................................................................. ϭ 
“taŶdaƌd Ϯ: Budget, FisĐal, aŶd PaǇƌoll ReĐoƌds........................................................................... ϭϴ 
“taŶdaƌd ϯ: GeogƌaphiĐ IŶfoƌŵatioŶ “Ǉsteŵs ReĐoƌds................................................................ ϯϬ 
“taŶdaƌd ϰ: IŶfoƌŵatioŶ TeĐhŶologǇ ReĐoƌds .............................................................................. ϯϳ 
“taŶdaƌd ϱ: Legal ReĐoƌds............................................................................................................. ϰϯ 
“taŶdaƌd ϲ: PeƌsoŶŶel ReĐoƌds..................................................................................................... ϱϬ 
“taŶdaƌd ϳ: PuďliĐ RelatioŶs ReĐoƌds ........................................................................................... ϲϳ 
“taŶdaƌd ϴ: Risk MaŶageŵeŶt ReĐoƌds........................................................................................ ϳϭ 
“taŶdaƌd ϵ: WoƌkfoƌĐe DeǀelopŵeŶt ReĐoƌds............................................................................. ϳϱ 

AppeŶdiǆ 
DestƌuĐtioŶ of PuďliĐ ReĐoƌds....................................................................................................... ϳϲ 

“aŵple DestƌuĐtioŶs Log .................................................................................................. ϳϳ 
EleĐtƌoŶiĐ ReĐoƌds: E-ŵail, BoƌŶ Digital ReĐoƌds, aŶd Digital IŵagiŶg 







































 ϳϴ 
Geospatial ReĐoƌds 




























































......................................................... ϴϬ 
MiĐƌofilŵ....................................................................................................................................... ϴϮ 
Disasteƌ AssistaŶĐe ....................................................................................................................... ϴϰ 
“taff TƌaiŶiŶg................................................................................................................................. ϴϱ 
�eƋuest Foƌŵs 
 ReƋuest foƌ ChaŶge iŶ ReĐoƌds “Đhedule ......................................................................... ϴϲ 

ReƋuest foƌ Disposal of UŶsĐheduled ReĐoƌds................................................................. ϴϳ 
ReƋuest foƌ Disposal of OƌigiŶal ReĐoƌds DupliĐated ďǇ EleĐtƌoŶiĐ MeaŶs ..................... ϴϴ 

File PlaŶ......................................................................................................................................... ϴϵ 
IŶdeǆ ........................................................................................................................................... ϵϬ 

 

Attachment Number 1       Page 2 of 106 Item #2



Attachment Number 1       Page 3 of 106 Item #2



 
 

ii 
 

EXECUTIVE SUMMARY 
 
 

 AĐĐoƌdiŶg to G.“. § ϭϮϭ-ϱ;ďͿ aŶd G.“. § ϭϯϮ-ϯ, Ǉou ŵaǇ destƌoǇ puďliĐ ƌeĐoƌds oŶlǇ ǁith the 
ĐoŶseŶt of the DepaƌtŵeŶt of Natuƌal aŶd Cultuƌal ResouƌĐes ;DNCRͿ.  The “tate AƌĐhiǀes 
of Noƌth CaƌoliŶa is the diǀisioŶ of DNCR Đhaƌged ǁith adŵiŶisteƌiŶg a ƌeĐoƌds 
ŵaŶageŵeŶt pƌogƌaŵ. This sĐhedule is the pƌiŵaƌǇ ǁaǇ the “tate AƌĐhiǀes of Noƌth 
CaƌoliŶa giǀes its ĐoŶseŶt.  Without appƌoǀiŶg this sĐhedule, Ǉouƌ ageŶĐǇ is oďligated to 
oďtaiŶ the “tate AƌĐhiǀes of Noƌth CaƌoliŶa’s peƌŵissioŶ to destƌoǇ aŶǇ ƌeĐoƌd, Ŷo ŵatteƌ 
hoǁ iŶsigŶifiĐaŶt. 

 EaĐh ƌeĐoƌds seƌies listed oŶ this sĐhedule has speĐifiĐ dispositioŶ iŶstƌuĐtioŶs that ǁill 
iŶdiĐate hoǁ loŶg the seƌies ŵust ďe kept iŶ Ǉouƌ offiĐe.  IŶ soŵe Đases, the dispositioŶ 
iŶstƌuĐtioŶs aƌe siŵplǇ ͞ƌetaiŶ iŶ offiĐe peƌŵaŶeŶtlǇ,͟ ǁhiĐh ŵeaŶs that those ƌeĐoƌds 
ŵust ďe kept iŶ Ǉouƌ offiĐe foƌeǀeƌ.  IŶ otheƌ Đases, the ƌeteŶtioŶ peƌiod ŵaǇ ďe ͞destƌoǇ 
iŶ offiĐe ǁheŶ ƌefeƌeŶĐe ǀalue eŶds.͟  AŶ ageŶĐǇ ŵaǇ haǀe ƌefeƌeŶĐe Đopies of ŵateƌials, 
ŵeaŶiŶg ͞a ĐopǇ of a ƌeĐoƌd distƌiďuted to ŵake ƌeĐipieŶts aǁaƌe of the ĐoŶteŶt ďut Ŷot 
diƌeĐtiŶg the ƌeĐipieŶt to take aŶǇ aĐtioŶ oŶ the ŵatteƌ͟ ;fƌoŵ RiĐhaƌd PeaƌĐe-Moses, A 
GlossaƌǇ of AƌĐhiǀal aŶd ReĐoƌds TeƌŵiŶologǇͿ.  Youƌ ageŶĐǇ ŵust estaďlish aŶd eŶfoƌĐe 
iŶteƌŶal poliĐies ďǇ settiŶg ŵiŶiŵuŵ ƌeteŶtioŶ peƌiods foƌ the ƌeĐoƌds that the “tate 
AƌĐhiǀes of Noƌth CaƌoliŶa has sĐheduled ǁith the dispositioŶ iŶstƌuĐtioŶs, ͞destƌoǇ ǁheŶ 
ƌefeƌeŶĐe ǀalue eŶds.͟ 

 E-ŵail is a ƌeĐoƌd as defiŶed ďǇ G.“. § ϭϮϭ-ϱ aŶd G.“. § ϭϯϮ.  It is the ĐoŶteŶt of the e-ŵail 
that is ĐƌitiĐal ǁheŶ deteƌŵiŶiŶg the ƌeteŶtioŶ peƌiod of a paƌtiĐulaƌ e-ŵail, iŶĐludiŶg 
attaĐhŵeŶts, Ŷot the ŵedia iŶ ǁhiĐh the ƌeĐoƌd ǁas Đƌeated.  It is iŵpoƌtaŶt foƌ all ageŶĐǇ 
eŵploǇees aŶd offiĐials to deteƌŵiŶe the appƌopƌiate ƌeĐoƌds seƌies foƌ speĐifiĐ e-ŵails 
aŶd ƌetaiŶ theŵ aĐĐoƌdiŶg to the dispositioŶ iŶstƌuĐtioŶs.  

 The “tate AƌĐhiǀes of Noƌth CaƌoliŶa ƌeĐoŵŵeŶds that all ageŶĐǇ eŵploǇees aŶd offiĐials 
ǀieǁ the tutoƌials that aƌe aǀailaďle oŶliŶe thƌough the “tate AƌĐhiǀes ǁeďsite iŶ oƌdeƌ to 
faŵiliaƌize theŵselǀes ǁith ƌeĐoƌds ŵaŶageŵeŶt pƌiŶĐiples aŶd pƌaĐtiĐes.  The “tate 
AƌĐhiǀes of Noƌth CaƌoliŶa’s oŶliŶe tutoƌials iŶĐlude topiĐs suĐh as ƌeĐoƌds ŵaŶageŵeŶt  
aŶd sĐaŶŶiŶg guideliŶes. 

 The “tate AƌĐhiǀes of Noƌth CaƌoliŶa pƌoǀides ŵiĐƌofilŵiŶg seƌǀiĐes foƌ the ŵiŶutes of 
ŵajoƌ deĐisioŶ-ŵakiŶg ďoaƌds aŶd ĐoŵŵissioŶs.  OŶĐe those ƌeĐoƌds aƌe filŵed, ǁe ǁill 
stoƌe the silǀeƌ halide Ŷegatiǀe ;oƌigiŶalͿ iŶ ouƌ seĐuƌitǇ ǀault.  Theƌe is a ŶoŵiŶal fee foƌ 
filŵiŶg aŶd dupliĐatiŶg filŵ.  CoŶtaĐt the ReĐoƌds MaŶageŵeŶt AŶalǇst iŶ Đhaƌge of 
ŵiĐƌofilŵ ĐooƌdiŶatioŶ foƌ the ŵost ĐuƌƌeŶt iŶfoƌŵatioŶ. 
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Q. What is this ͞ƌeĐoƌds ƌeteŶtioŶ aŶd dispositioŶ sĐhedule͟? 
A. This doĐuŵeŶt is a tool foƌ the eŵploǇees of loĐal goǀeƌŶŵeŶt ageŶĐies aĐƌoss Noƌth CaƌoliŶa to use 

ǁheŶ ŵaŶagiŶg the ƌeĐoƌds iŶ theiƌ offiĐes.  It lists ƌeĐoƌds ĐoŵŵoŶlǇ fouŶd iŶ ageŶĐǇ offiĐes aŶd giǀes aŶ 
assessŵeŶt of theiƌ ǀalue ďǇ iŶdiĐatiŶg hoǁ loŶg those ƌeĐoƌds should ďe ƌetaiŶed.  This sĐhedule is also 
aŶ agƌeeŵeŶt ďetǁeeŶ Ǉouƌ ageŶĐǇ aŶd the “tate AƌĐhiǀes of Noƌth CaƌoliŶa.   

This sĐhedule seƌǀes as the iŶǀeŶtoƌǇ aŶd sĐhedule that the “tate AƌĐhiǀes of Noƌth CaƌoliŶa is diƌeĐted ďǇ 
G.“. § ϭϮϭ-ϱ;ĐͿ aŶd G.“. § ϭϯϮ-ϴ to pƌoǀide.  It supeƌsedes all pƌeǀious editioŶs, iŶĐludiŶg all aŵeŶdŵeŶts. 

Q. Hoǁ do I  get this sĐhedule appƌoǀed? 
A. This sĐhedule ŵust ďe appƌoǀed ďǇ Ǉouƌ goǀeƌŶiŶg ďodǇ foƌ use iŶ Ǉouƌ ageŶĐǇ.  That appƌoǀal should ďe 

ŵade iŶ a ƌegulaƌ ŵeetiŶg aŶd ƌeĐoƌded as aŶ aĐtioŶ iŶ the ŵiŶutes.  It ŵaǇ ďe doŶe as paƌt of the 
ĐoŶseŶt ageŶda, ďǇ ƌesolutioŶ, oƌ otheƌ aĐtioŶ. 

Q. Aŵ I ƌeƋuiƌed to haǀe all  the ƌeĐoƌds l isted oŶ this sĐhedule? 
A. No, this is Ŷot a list of ƌeĐoƌds Ǉou ŵust haǀe iŶ Ǉouƌ offiĐe.   

Q. What is ͞ƌefeƌeŶĐe ǀalue͟? 
A. Iteŵs ĐoŶtaiŶiŶg ͞ƌefeƌeŶĐe ǀalue͟ iŶ the dispositioŶ iŶstƌuĐtioŶs aƌe geŶeƌallǇ ƌeĐoƌds that hold liŵited 

ǀalue, ǁhiĐh is tǇpiĐallǇ ƌestƌiĐted to those doĐuŵeŶtiŶg ƌoutiŶe opeƌatioŶs ǁithiŶ the offiĐe.  A ŵiŶiŵuŵ 
ƌeteŶtioŶ peƌiod should ďe estaďlished ďǇ the offiĐe foƌ aŶǇ iteŵs ĐoŶtaiŶiŶg the phƌase ͞destƌoǇ iŶ offiĐe 
ǁheŶ ƌefeƌeŶĐe ǀalue eŶds͟ iŶ the dispositioŶ iŶstƌuĐtioŶs. 

Q. Do the staŶdaƌds ĐoƌƌespoŶd to the oƌgaŶizatioŶal stƌuĐtuƌe of ŵǇ ageŶĐǇ? 

A. ReĐoƌds seƌies aƌe gƌouped iŶto staŶdaƌds to ŵake it easieƌ foƌ useƌs to loĐate ƌeĐoƌds aŶd theiƌ 
dispositioŶ iŶstƌuĐtioŶs.  You ŵaǇ fiŶd that the gƌoupiŶgs ƌefleĐt the oƌgaŶizatioŶal stƌuĐtuƌe of Ǉouƌ 
ageŶĐǇ, oƌ Ǉou ŵaǇ fiŶd that ƌeĐoƌds aƌe loĐated iŶ ǀaƌious staŶdaƌds depeŶdiŶg oŶ the ĐoŶteŶt of the 
ƌeĐoƌd.  The iŶteŶt of the sĐhedule’s oƌgaŶizatioŶ is to pƌoǀide aŶ easǇ ƌefeƌeŶĐe guide foƌ the ƌeĐoƌds 
Đƌeated iŶ Ǉouƌ ageŶĐǇ.  

Q. What if  I  ĐaŶŶot fiŶd soŵe of ŵǇ ƌeĐoƌds oŶ this sĐhedule? 
A. “oŵetiŵes the ƌeĐoƌds aƌe listed iŶ a diffeƌeŶt staŶdaƌd thaŶ hoǁ Ǉou oƌgaŶize theŵ iŶ Ǉouƌ offiĐe.  Be 

suƌe to ĐheĐk the IŶdeǆ aŶd utilize the seaƌĐh fuŶĐtioŶ oŶ the PDF ǀeƌsioŶ of the sĐhedule to faĐilitate the 
loĐatioŶ of ƌeĐoƌds seƌies.  If Ǉou still ĐaŶŶot loĐate Ǉouƌ ƌeĐoƌds oŶ the sĐhedule, ĐoŶtaĐt a ReĐoƌds 
MaŶageŵeŶt AŶalǇst.  We ǁill ǁoƌk ǁith Ǉou to aŵeŶd this ƌeĐoƌds sĐhedule so that Ǉou ŵaǇ destƌoǇ 
ƌeĐoƌds appƌopƌiatelǇ. 

Q. What aƌe puďliĐ ƌeĐoƌds? 
A. The GeŶeƌal “tatutes of Noƌth CaƌoliŶa, Chapteƌ ϭϯϮ, pƌoǀides this defiŶitioŶ of puďliĐ ƌeĐoƌds: 

͞PuďliĐ ƌeĐoƌd͟ oƌ ͞puďliĐ ƌeĐoƌds͟ shall ŵeaŶ all doĐuŵeŶts, papeƌs, letteƌs, ŵaps, ďooks, 
photogƌaphs, filŵs, souŶd ƌeĐoƌdiŶgs, ŵagŶetiĐ oƌ otheƌ tapes, eleĐtƌoŶiĐ data-pƌoĐessiŶg ƌeĐoƌds, 
aƌtifaĐts, oƌ otheƌ doĐuŵeŶtaƌǇ ŵateƌial, ƌegaƌdless of phǇsiĐal foƌŵ oƌ ĐhaƌaĐteƌistiĐs, ŵade oƌ 
ƌeĐeiǀed puƌsuaŶt to laǁ oƌ oƌdiŶaŶĐe iŶ ĐoŶŶeĐtioŶ ǁith the tƌaŶsaĐtioŶ of puďliĐ ďusiŶess ďǇ aŶǇ 
ageŶĐǇ of Noƌth CaƌoliŶa goǀeƌŶŵeŶt oƌ its suďdiǀisioŶs.  AgeŶĐǇ of Noƌth CaƌoliŶa goǀeƌŶŵeŶt oƌ its 
suďdiǀisioŶs shall ŵeaŶ aŶd iŶĐlude eǀeƌǇ puďliĐ offiĐe, puďliĐ offiĐeƌ oƌ offiĐial ;“tate oƌ loĐal, eleĐted 
oƌ appoiŶtedͿ, iŶstitutioŶ, ďoaƌd, ĐoŵŵissioŶ, ďuƌeau, ĐouŶĐil, depaƌtŵeŶt, authoƌitǇ oƌ otheƌ uŶit of 
goǀeƌŶŵeŶt of the “tate oƌ of aŶǇ ĐouŶtǇ, uŶit, speĐial distƌiĐt oƌ otheƌ politiĐal suďdiǀisioŶ of 
goǀeƌŶŵeŶt. 
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Q. Is aŶǇ peƌsoŶ alloǁed to see ŵǇ ƌeĐoƌds? 
A. Yes, eǆĐept as ƌestƌiĐted ďǇ speĐifiĐ pƌoǀisioŶs iŶ state oƌ fedeƌal laǁ.  G.“. § ϭϯϮ-ϲ iŶstƌuĐts:   

͞EǀeƌǇ ĐustodiaŶ of puďliĐ ƌeĐoƌds shall peƌŵit aŶǇ ƌeĐoƌd iŶ the ĐustodiaŶ’s ĐustodǇ to ďe iŶspeĐted 
aŶd eǆaŵiŶed at ƌeasoŶaďle tiŵes aŶd uŶdeƌ ƌeasoŶaďle supeƌǀisioŶ ďǇ aŶǇ peƌsoŶ, aŶd shall, as 
pƌoŵptlǇ as possiďle, fuƌŶish Đopies theƌeof upoŶ paǇŵeŶt of aŶǇ fees as ŵaǇ ďe pƌesĐƌiďed ďǇ laǁ. 
… No peƌsoŶ ƌeƋuestiŶg to iŶspeĐt aŶd eǆaŵiŶe puďliĐ ƌeĐoƌds, oƌ to oďtaiŶ Đopies theƌeof, shall ďe 
ƌeƋuiƌed to disĐlose the puƌpose oƌ ŵotiǀe foƌ the ƌeƋuest.͟ 

Q. What aďout ŵǇ ĐoŶfideŶtial ƌeĐoƌds? 
A. Not all goǀeƌŶŵeŶt ƌeĐoƌds aƌe opeŶ to puďliĐ iŶspeĐtioŶ.  EǆĐeptioŶs to the aĐĐess ƌeƋuiƌeŵeŶts iŶ G.“. 

§ ϭϯϮ-ϲ aŶd the defiŶitioŶ of puďliĐ ƌeĐoƌds iŶ G.“. § ϭϯϮ-ϭ aƌe fouŶd thƌoughout the GeŶeƌal “tatutes.  
You ŵust ďe aďle to Đite a speĐifiĐ pƌoǀisioŶ iŶ the GeŶeƌal “tatutes oƌ fedeƌal laǁ ǁheŶ Ǉou ƌestƌiĐt oƌ 
deŶǇ aĐĐess to a paƌtiĐulaƌ ƌeĐoƌd. 

Q. Aŵ I ƌeƋuiƌed to ŵake aǀailaďle to the puďliĐ Đopies of dƌafts that haǀe Ŷot 
ďeeŶ appƌoǀed? 
A. Yes, eǀeŶ if a ƌepoƌt, peƌŵit, oƌ otheƌ ƌeĐoƌd has Ŷot ďeeŶ fiŶalized, it is still a puďliĐ ƌeĐoƌd suďjeĐt to 

ƌeƋuest.  AŶǇ ƌeĐoƌd that is Ŷot ĐoŶfideŶtial ďǇ laǁ ŵust ďe pƌoǀided ǁheŶ a ƌeƋuest is ƌeĐeiǀed, ǁhetheƌ 
it is ͞fiŶished͟ oƌ Ŷot. 

Q. What do I  do ǁith peƌŵaŶeŶt ƌeĐoƌds? 
A. PeƌŵaŶeŶt ƌeĐoƌds should ďe ŵaiŶtaiŶed iŶ the offiĐe that Đƌeated the ƌeĐoƌds, foƌeǀeƌ.   

The DepaƌtŵeŶt of Natuƌal aŶd Cultuƌal ResouƌĐes ;DNCRͿ is Đhaƌged ďǇ the GeŶeƌal AsseŵďlǇ ǁith the 
adŵiŶistƌatioŶ of a ƌeĐoƌds ŵaŶageŵeŶt pƌogƌaŵ ;N.C.G.“. §ϭϮϭ-ϰ ;ϮͿ aŶd §ϭϯϮ-ϴ.ϭͿ aŶd the 
ŵaiŶteŶaŶĐe of ͞a pƌogƌaŵ foƌ the seleĐtioŶ aŶd pƌeseƌǀatioŶ of puďliĐ ƌeĐoƌds ĐoŶsideƌed esseŶtial to the 
opeƌatioŶ of goǀeƌŶŵeŶt aŶd to the pƌoteĐtioŶ of the ƌights aŶd iŶteƌests of peƌsoŶs͟ ;§ϭϯϮ-ϴ.ϮͿ.  
PeƌŵaŶeŶt ƌeĐoƌds ǁith these ĐhaƌaĐteƌistiĐs ƌeƋuiƌe pƌeseƌǀatioŶ dupliĐates that aƌe huŵaŶ-ƌeadaďle 
;papeƌ oƌ ŵiĐƌofilŵͿ.  “oŵe eǆaŵples of these ĐhaƌaĐteƌistiĐs iŶĐlude: 

 AffeĐt ŵultiple people, ǁithout ƌegaƌd to ƌelatioŶ 
 Haǀe sigŶifiĐaŶĐe oǀeƌ a loŶg spaŶ of tiŵe 
 DoĐuŵeŶt goǀeƌŶaŶĐe 
 DoĐuŵeŶt ĐitizeŶship 

Eǆaŵples of ƌeĐoƌds ǁith these ĐhaƌaĐteƌistiĐs: 

 MiŶutes of goǀeƌŶiŶg ďodies at the state aŶd loĐal leǀels aƌe the ďasiĐ eǀideŶĐe of ouƌ sǇsteŵ of 
goǀeƌŶaŶĐe, aŶd aƌe ƌoutiŶelǇ pƌoǀided foƌ the puďliĐ to ƌead. 

 ReĐoƌds, suĐh as deeds aŶd taǆ sĐƌolls, aďout laŶd doĐuŵeŶt ĐhaŶges iŶ oǁŶeƌship aŶd ĐoŶditioŶ.  
CouŶties ŵaiŶtaiŶ offiĐes eǆpƌesslǇ foƌ the puƌpose of ŵakiŶg those ƌeĐoƌds aǀailaďle to the puďliĐ.  
Otheƌ ƌeĐoƌds iŶ loĐal aŶd state goǀeƌŶŵeŶts doĐuŵeŶt poteŶtial puďliĐ health hazaƌds, suĐh as 
hazaƌdous ŵateƌials spills. 

 AdoptioŶs, ŵaƌƌiages, aŶd diǀoƌĐes doĐuŵeŶt ĐhaŶges iŶ faŵilial ƌelatioŶships aŶd doĐuŵeŶt 
ĐitizeŶship.  Though adoptioŶs aƌe ĐoŶfideŶtial ;Ŷot aǀailaďle foƌ puďliĐ iŶspeĐtioŶͿ, theǇ doĐuŵeŶt 
ĐitizeŶship aŶd ĐhaŶges iŶ iŶheƌitaŶĐe aŶd faŵilial suĐĐessioŶ. 

 Couƌt ƌeĐoƌds, suĐh as ǁills, estates, aŶd Đapital Đases, affeĐt people ǁithiŶ aŶd aĐƌoss faŵilǇ gƌoups, 
aƌe ŵade aǀailaďle foƌ puďliĐ iŶspeĐtioŶ, aŶd ofteŶ iŶǀolǀe tƌaŶsaĐtioŶs ƌelated to the eǆaŵples aďoǀe. 

“ee the HuŵaŶ-Readaďle PƌeseƌǀatioŶ DupliĐates poliĐǇ issued ďǇ the Noƌth CaƌoliŶa DepaƌtŵeŶt of 
Natuƌal aŶd Cultuƌal ResouƌĐes ;https://aƌĐhiǀes.ŶĐdĐƌ.goǀ/doĐuŵeŶts/huŵaŶ-ƌeadaďle-pƌeseƌǀatioŶ-
dupliĐates� aŶd ĐheĐk ǁith a ƌeĐoƌds aŶalǇst to deteƌŵiŶe ǁhetheƌ Ǉouƌ peƌŵaŶeŶt ƌeĐoƌds ƌeƋuiƌe a 
��seƌǀatioŶ dupliĐate. 
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Q. What is histoƌiĐal ǀalue? 
A. HistoƌiĐal ƌeĐoƌds doĐuŵeŶt sigŶifiĐaŶt eǀeŶts, aĐtioŶs, deĐisioŶs, ĐoŶditioŶs, ƌelatioŶships, aŶd siŵilaƌ 

deǀelopŵeŶts.  These ƌeĐoƌds haǀe adŵiŶistƌatiǀe, legal, fisĐal, oƌ eǀideŶtial iŵpoƌtaŶĐe foƌ the 
goǀeƌŶŵeŶt oƌ its ĐitizeŶs.  Call a ReĐoƌds MaŶageŵeŶt AŶalǇst foƌ fuƌtheƌ assistaŶĐe iŶ assessiŶg 
histoƌiĐal ǀalue. 

Q. What if  I  do Ŷot haǀe aŶǇ ƌeĐoƌds? 
A. NeaƌlǇ eǀeƌǇ positioŶ iŶ goǀeƌŶŵeŶt geŶeƌates, ƌeĐeiǀes, oƌ uses ƌeĐoƌds.  Coŵputeƌ files of aŶǇ kiŶd, 

iŶĐludiŶg dƌafts aŶd e-ŵail, aƌe puďliĐ ƌeĐoƌds.  EǀeŶ if Ǉouƌ ƌeĐoƌds aƌe Ŷot the offiĐial oƌ fiŶal ǀeƌsioŶ, 
Ǉouƌ ƌeĐoƌds aƌe puďliĐ ƌeĐoƌds.  Not all ƌeĐoƌds haǀe high histoƌiĐal, legal, oƌ fisĐal ǀalue, ďut theǇ all ŵust 
ďe destƌoǇed iŶ aĐĐoƌdaŶĐe ǁith the pƌoǀisioŶs of the appƌopƌiate ƌeĐoƌds sĐhedule.   

Q. MaǇ I stoƌe ouƌ uŶused ƌeĐoƌds iŶ the ďaseŵeŶt, attiĐ,  shed, etĐ.? 
A. PuďliĐ ƌeĐoƌds aƌe puďliĐ pƌopeƌtǇ.  Though ǁe eŶĐouƌage ageŶĐies to fiŶd plaĐes to stoƌe ƌeĐoƌds that do 

Ŷot take up too ŵuĐh ǀaluaďle offiĐe spaĐe, the seleĐted spaĐe should ďe dƌǇ, seĐuƌe, aŶd fƌee fƌoŵ pests 
aŶd ŵold.  Youƌ offiĐe ŵust eŶsuƌe that ƌeĐoƌds stoƌed aǁaǇ fƌoŵ Ǉouƌ ŵaiŶ offiĐe aƌea aƌe ǁell 
pƌoteĐted fƌoŵ Ŷatuƌal aŶd ŵaŶ-ŵade pƌoďleŵs ǁhile ƌeŵaiŶiŶg ƌeadilǇ aǀailaďle to Ǉouƌ staff aŶd the 
puďliĐ. 

Q. Ouƌ old ƌeĐoƌds aƌe stoƌed iŶ the attiĐ,  ďaseŵeŶt, oƌ off-site ďuildiŶg, etĐ.   
Aƌe ǁe ƌeƋuiƌed to pƌoǀide puďliĐ aĐĐess to these ƌeĐoƌds? 
A. Yes, as loŶg as the ƌeĐoƌds aƌe Ŷot ĐoŶfideŶtial ďǇ laǁ.  You should also ďe aǁaƌe that ĐoŶfideŶtialitǇ ĐaŶ 

eǆpiƌe. 

Q. AƌeŶ’t all  ouƌ old ƌeĐoƌds at the “tate AƌĐhiǀes of Noƌth CaƌoliŶa? 
A. PƌoďaďlǇ Ŷot.  The “tate AƌĐhiǀes of Noƌth CaƌoliŶa ĐolleĐts oŶlǇ ǀeƌǇ speĐifiĐ tǇpes of ƌeĐoƌds fƌoŵ loĐal 

goǀeƌŶŵeŶt offiĐes.  CoŶtaĐt a ReĐoƌds MaŶageŵeŶt AŶalǇst foƌ ŵoƌe iŶfoƌŵatioŶ aďout ǁhiĐh ƌeĐoƌds 
aƌe held oƌ ĐaŶ ďe tƌaŶsfeƌƌed to the “tate AƌĐhiǀes of Noƌth CaƌoliŶa foƌ peƌŵaŶeŶt pƌeseƌǀatioŶ. 

Q. I  fouŶd soŵe ƌeallǇ old ƌeĐoƌds.  What should I  do ǁith theŵ? 
A. Call a ReĐoƌds MaŶageŵeŶt AŶalǇst.  We ǁill help Ǉou eǆaŵiŶe the ƌeĐoƌds aŶd assess theiƌ histoƌiĐal 

ǀalue. 

Q. CaŶ I  giǀe ŵǇ old ƌeĐoƌds to the histoƌiĐal soĐietǇ oƌ puďliĐ l iďƌaƌǇ? 
A. Befoƌe Ǉou offeƌ aŶǇ ƌeĐoƌd to a histoƌiĐal soĐietǇ, puďliĐ liďƌaƌǇ, oƌ aŶǇ otheƌ eŶtitǇ, Ǉou ŵust ĐoŶtaĐt a 

ReĐoƌds MaŶageŵeŶt AŶalǇst.  PeƌŵaŶeŶt ƌeĐoƌds ŵust ďe kept eitheƌ iŶ Ǉouƌ offiĐes oƌ at the “tate 
AƌĐhiǀes of Noƌth CaƌoliŶa. 

Q. Whoŵ ĐaŶ I  Đall  ǁith ƋuestioŶs? 
A. If Ǉou aƌe loĐated ǁest of “tatesǀille, Đall ouƌ WesteƌŶ OffiĐe iŶ Asheǀille at ;ϴϮϴͿ Ϯϵϲ-ϳϮϯϬ eǆteŶsioŶ ϮϮϰ.  

If Ǉou aƌe east of “tatesǀille, all the ǁaǇ to the Đoast, Đall ouƌ Raleigh offiĐe at ;ϵϭϵͿ ϴϭϰ-ϲϵϬϬ. 
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AUDITS, LITIGATION, AND OTHER OFFICIAL ACTION 
 

Q. WhǇ is theƌe aŶ asteƌisk iŶ the dispositioŶ iŶstƌuĐtioŶs of so ŵaŶǇ iteŵs oŶ 
this sĐhedule? 
A. No ƌeĐoƌd iŶǀolǀed iŶ a peŶdiŶg oƌ oŶgoiŶg audit, legal, oƌ otheƌ offiĐial aĐtioŶ ŵaǇ ďe 

destƌoǇed ďefoƌe that audit oƌ aĐtioŶ is ƌesolǀed. 
A legal hold oƌ litigatioŶ hold ŵeaŶs that ƌeĐoƌds that aƌe the suďjeĐt of the legal hold oƌ litigatioŶ hold 
ŵust ďe pƌeseƌǀed aŶd thus ŵust Ŷot ďe destƌoǇed uŶtil offiĐiallǇ ƌeleased fƌoŵ the hold.  A legal hold oƌ 
litigatioŶ hold is plaĐed ǁheŶ eitheƌ aŶ offiĐial disĐoǀeƌǇ oƌdeƌ is seƌǀed oŶ the ageŶĐǇ ƌeƋuestiŶg the 
pƌoduĐtioŶ of the ƌeĐoƌds iŶ ƋuestioŶ ;foƌ a litigatioŶ, ƌegulatoƌǇ iŶǀestigatioŶ, audit, opeŶ ƌeĐoƌds 
ƌeƋuest, etĐ.Ϳ oƌ litigatioŶ is peŶdiŶg aŶd the ageŶĐǇ is thus oŶ ŶotiĐe to pƌeseƌǀe all poteŶtiallǇ ƌeleǀaŶt 
ƌeĐoƌds.  You ŵust also eŶsuƌe that foƌ a Đlaiŵ oƌ litigatioŶ that appeaƌs to ďe ƌeasoŶaďlǇ foƌeseeaďle oƌ 
aŶtiĐipated ďut Ŷot Ǉet iŶitiated, aŶǇ ƌeĐoƌds ;iŶ papeƌ oƌ eleĐtƌoŶiĐ foƌŵatsͿ ƌeleǀaŶt to suĐh a Đlaiŵ oƌ 
litigatioŶ aƌe pƌeseƌǀed aŶd Ŷot destƌoǇed uŶtil ƌeleased ďǇ Ǉouƌ GeŶeƌal CouŶsel.  The ƌeĐoƌds iŶ 
ƋuestioŶ ŵust Ŷot ďe destƌoǇed uŶtil the ĐoŵpletioŶ of the aĐtioŶ aŶd the ƌesolutioŶ of all issues that 
aƌise fƌoŵ it ƌegaƌdless of the ƌeteŶtioŶ peƌiod set foƌth iŶ this sĐhedule. 

We haǀe used aŶ asteƌisk ;*Ϳ iŶ the dispositioŶ iŶstƌuĐtioŶs to ŵaƌk ƌeĐoƌds seƌies that aƌe ĐoŵŵoŶlǇ 
audited, litigated, oƌ ŵaǇ ďe suďjeĐt to otheƌ offiĐial aĐtioŶs.  Hoǁeǀeƌ, aŶǇ ƌeĐoƌd has this poteŶtial.  
ReĐoƌds ĐustodiaŶs aƌe ƌespoŶsiďle foƌ ďeiŶg aǁaƌe of poteŶtial aĐtioŶs, aŶd foƌ pƌeǀeŶtiŶg the 
destƌuĐtioŶ of aŶǇ ƌeĐoƌd that is, oƌ ŵaǇ ďe ƌeasoŶaďlǇ eǆpeĐted to ďeĐoŵe, iŶǀolǀed iŶ aŶ audit, legal, oƌ 
otheƌ offiĐial aĐtioŶ. 

ReĐoƌds used duƌiŶg ƌoutiŶe audits ŵaǇ ďe destƌoǇed ǁheŶ the goǀeƌŶiŶg ďodǇ aĐĐepts the audit, if the 
ƌeĐoƌds haǀe Đoŵpleted the ƌeteŶtioŶ peƌiod listed iŶ this sĐhedule.  If tiŵe ƌeŵaiŶs iŶ the ƌeteŶtioŶ 
peƌiod, the ƌeĐoƌds ŵust ďe ŵaiŶtaiŶed foƌ the ƌeŵaiŶdeƌ of the peƌiod.  The auditoƌ’s ǁoƌkiŶg papeƌs 
ŵust ďe kept aĐĐoƌdiŶg to the sĐhedule.  ;“ee AUDITS: PERFORMANCE, page Ϯ, iteŵ ϴ, aŶd AUDITS: 
FINANCIAL, page ϭϵ, iteŵ ϲ.Ϳ  “hould a dispute aƌise oǀeƌ aŶ audit, the ƌeĐoƌds that ǁeƌe audited should 
ďe ƌetaiŶed uŶtil that dispute is ƌesolǀed. 

The attoƌŶeǇ ƌepƌeseŶtiŶg the ageŶĐǇ should iŶfoƌŵ ƌeĐoƌds ĐustodiaŶs ǁheŶ legal ŵatteƌs aƌe ĐoŶĐluded 
aŶd ƌeĐoƌds ǁill Ŷo loŶgeƌ ďe Ŷeeded.  FolloǁiŶg the ĐoŶĐlusioŶ of aŶǇ legal aĐtioŶ, the ƌeĐoƌds ŵaǇ ďe 
destƌoǇed if theǇ haǀe ŵet the ƌeteŶtioŶ peƌiod iŶ the sĐhedule.  Otheƌǁise, theǇ should ďe kept foƌ the 
ƌeŵaiŶiŶg tiŵe peƌiod.  
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TRANSITORY RECORDS 
TƌaŶsitoƌǇ ƌeĐoƌds aƌe defiŶed as ͞ƌeĐoƌd[s] that [haǀe] little oƌ Ŷo doĐuŵeŶtaƌǇ oƌ eǀideŶtial ǀalue aŶd that Ŷeed 
Ŷot ďe set aside foƌ futuƌe use.͟ϭ  

AĐĐoƌdiŶg to Noƌth CaƌoliŶa GeŶeƌal “tatutes § ϭϮϭ aŶd § ϭϯϮ, eǀeƌǇ doĐuŵeŶt, papeƌ, letteƌ, ŵap, ďook, 
photogƌaph, filŵ, souŶd ƌeĐoƌdiŶg, ŵagŶetiĐ oƌ otheƌ tape, eleĐtƌoŶiĐ data pƌoĐessiŶg ƌeĐoƌd, aƌtifaĐt, oƌ otheƌ 
doĐuŵeŶtaƌǇ ŵateƌial, ƌegaƌdless of phǇsiĐal foƌŵ oƌ ĐhaƌaĐteƌistiĐs, ŵade oƌ ƌeĐeiǀed iŶ ĐoŶŶeĐtioŶ ǁith the 
tƌaŶsaĐtioŶ of puďliĐ ďusiŶess ďǇ aŶǇ state, ĐouŶtǇ, ŵuŶiĐipal ageŶĐǇ, oƌ otheƌ politiĐal suďdiǀisioŶ of goǀeƌŶŵeŶt 
is ĐoŶsideƌed a puďliĐ ƌeĐoƌd aŶd ŵaǇ Ŷot ďe disposed of, eƌased, oƌ destƌoǇed ǁithout speĐifiĐ appƌoǀal fƌoŵ the 
DepaƌtŵeŶt of Natuƌal aŶd Cultuƌal ResouƌĐes. 

The DepaƌtŵeŶt of Natuƌal aŶd Cultuƌal ResouƌĐes ƌeĐogŶizes that soŵe ƌeĐoƌds ŵaǇ haǀe little oƌ Ŷo loŶg-teƌŵ 
doĐuŵeŶtaƌǇ oƌ eǀideŶtial ǀalue to the ĐƌeatiŶg ageŶĐǇ.  These ƌeĐoƌds aƌe ofteŶ Đalled ͞tƌaŶsitoƌǇ ƌeĐoƌds.͟  The 
folloǁiŶg ƋuestioŶs aŶd aŶsǁeƌs disĐuss tǇpes of tƌaŶsitoƌǇ ƌeĐoƌds ĐoŵŵoŶlǇ Đƌeated iŶ state goǀeƌŶŵeŶt.  TheǇ 
ŵaǇ ďe disposed of aĐĐoƌdiŶg to the guidaŶĐe ďeloǁ.  Hoǁeǀeƌ, all puďliĐ eŵploǇees should ďe faŵiliaƌ ǁith the 
GeŶeƌal “Đhedule foƌ “tate AgeŶĐǇ ReĐoƌds, theiƌ offiĐe’s Pƌogƌaŵ ReĐoƌds ReteŶtioŶ aŶd DispositioŶ “Đhedule, 
aŶd aŶǇ otheƌ appliĐaďle guideliŶes foƌ theiƌ offiĐe.  If aŶǇ of these doĐuŵeŶts ƌeƋuiƌe a diffeƌeŶt ƌeteŶtioŶ peƌiod 
foƌ these ƌeĐoƌds, folloǁ the loŶgeƌ of the tǁo ƌeteŶtioŶ peƌiods.  WheŶ iŶ douďt aďout ǁhetheƌ a ƌeĐoƌd is 
tƌaŶsitoƌǇ, oƌ ǁhetheƌ it has speĐial sigŶifiĐaŶĐe oƌ iŵpoƌtaŶĐe, ƌetaiŶ the ƌeĐoƌd iŶ ƋuestioŶ aŶd seek guidaŶĐe 
fƌoŵ the aŶalǇst assigŶed to Ǉouƌ ageŶĐǇ. 

Q. What do I  do ǁith ƌoutiŶg sl ips, faǆ Đoǀeƌ sheets, ͞ǁhile Ǉou ǁeƌe out͟ 
sl ips, ŵeŵoƌǇ aids, etĐ.? 

A. RoutiŶg slips aŶd tƌaŶsŵittal sheets addiŶg Ŷo iŶfoƌŵatioŶ to that ĐoŶtaiŶed iŶ the tƌaŶsŵitted ŵateƌial 
haǀe ŵiŶiŵal ǀalue afteƌ the ŵateƌial has ďeeŶ suĐĐessfullǇ tƌaŶsŵitted.  These ƌeĐoƌds ŵaǇ ďe destƌoǇed 
oƌ otheƌǁise disposed of afteƌ ƌeĐeipt of the ŵateƌial has ďeeŶ ĐoŶfiƌŵed. 
“iŵilaƌlǇ, ͞ǁhile Ǉou ǁeƌe out͟ slips, ŵeŵoƌǇ aids, aŶd otheƌ ƌeĐoƌds ƌeƋuestiŶg folloǁ-up aĐtioŶs 
;iŶĐludiŶg ǀoiĐeŵailsͿ haǀe ŵiŶiŵal ǀalue oŶĐe the offiĐial aĐtioŶ these ƌeĐoƌds aƌe suppoƌtiŶg has 
ďeeŶ Đoŵpleted aŶd doĐuŵeŶted.  UŶless theǇ aƌe listed oŶ the GeŶeƌal “Đhedule foƌ “tate AgeŶĐǇ 
ReĐoƌds oƌ Ǉouƌ offiĐe’s Pƌogƌaŵ ReĐoƌds ReteŶtioŶ aŶd DispositioŶ “Đhedule, these ƌeĐoƌds ŵaǇ ďe 
destƌoǇed oƌ otheƌǁise disposed of oŶĐe the aĐtioŶ has ďeeŶ ƌesolǀed. 

Q. What aďout ƌeseaƌĐh ŵateƌials,  dƌafts,  aŶd otheƌ ǁoƌkiŶg papeƌs used to 
Đƌeate a fiŶal,  offiĐial ƌeĐoƌd? 

A. Dƌafts aŶd ǁoƌkiŶg papeƌs aƌe ŵateƌials, iŶĐludiŶg Ŷotes aŶd ĐalĐulatioŶs, gatheƌed oƌ Đƌeated to assist iŶ 
the ĐƌeatioŶ of aŶotheƌ ƌeĐoƌd.  All dƌafts aŶd ǁoƌkiŶg papeƌs aƌe puďliĐ ƌeĐoƌds suďjeĐt to all pƌoǀisioŶs 
of GeŶeƌal “tatute § ϭϯϮ, ďut ŵaŶǇ of theŵ haǀe ŵiŶiŵal ǀalue afteƌ the fiŶal ǀeƌsioŶ of the ƌeĐoƌd has 
ďeeŶ appƌoǀed, aŶd ŵaǇ ďe destƌoǇed afteƌ fiŶal appƌoǀal, if theǇ aƌe Ŷo loŶgeƌ ŶeĐessaƌǇ to suppoƌt the 
aŶalǇsis oƌ ĐoŶĐlusioŶs of the offiĐial ƌeĐoƌd.  Dƌafts aŶd ǁoƌkiŶg doĐuŵeŶts ǁhiĐh ŵaǇ ďe destƌoǇed 
afteƌ fiŶal appƌoǀal iŶĐlude: 

 Dƌafts aŶd ǁoƌkiŶg papeƌs foƌ iŶteƌŶal aŶd eǆteƌŶal poliĐies 

 Dƌafts aŶd ǁoƌkiŶg papeƌs foƌ iŶteƌŶal adŵiŶistƌatiǀe ƌepoƌts, suĐh as dailǇ aŶd ŵoŶthlǇ 
aĐtiǀitǇ ƌepoƌts 

 Dƌafts aŶd ǁoƌkiŶg papeƌs foƌ iŶteƌŶal, ŶoŶ-poliĐǇ-leǀel doĐuŵeŶts, suĐh as iŶfoƌŵal 
ǁoƌkfloǁs aŶd ŵaŶuals; aŶd 

                                                 
ϭ A GlossaƌǇ of AƌĐhiǀal aŶd ReĐoƌds TeƌŵiŶologǇ, RiĐhaƌd PeaƌĐe-Moses ;ϮϬϬϱͿ 
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 Dƌafts aŶd ǁoƌkiŶg papeƌs foƌ pƌeseŶtatioŶs, ǁoƌkshops, aŶd otheƌ eǆplaŶatioŶs of ageŶĐǇ 
poliĐǇ that aƌe alƌeadǇ foƌŵallǇ doĐuŵeŶted. 

Q. What if  I  haǀe foƌŵs desigŶed aŶd used solelǇ to Đƌeate, update, oƌ ŵodifǇ 
ƌeĐoƌds iŶ aŶ eleĐtƌoŶiĐ ŵediuŵ? 

A. If these ƌeĐoƌds aƌe Ŷot ƌeƋuiƌed foƌ audit oƌ legal puƌposes, theǇ ŵaǇ ďe destƌoǇed iŶ offiĐe afteƌ 
ĐoŵpletioŶ of data eŶtƌǇ aŶd afteƌ all ǀeƌifiĐatioŶ aŶd ƋualitǇ ĐoŶtƌol pƌoĐeduƌes.  Hoǁeǀeƌ, if the foƌŵs 
ĐoŶtaiŶ aŶǇ aŶalog ĐoŵpoŶeŶts that aƌe ŶeĐessaƌǇ to ǀalidate the iŶfoƌŵatioŶ ĐoŶtaiŶed oŶ theŵ ;e.g. a 
sigŶatuƌe oƌ ŶotaƌǇ’s sealͿ, theǇ should ďe ƌetaiŶed aĐĐoƌdiŶg to the dispositioŶ iŶstƌuĐtioŶs foƌ the 
ƌeĐoƌds seƌies eŶĐoŵpassiŶg the foƌŵs’ fuŶĐtioŶ. 
“ee also the “tate AƌĐhiǀes of Noƌth CaƌoliŶa’s guidaŶĐe oŶ digital sigŶatuƌes fouŶd at: 
https://aƌĐhiǀes.ŶĐdĐƌ.goǀ/doĐuŵeŶts/digital-sigŶatuƌe-poliĐǇ-guideliŶes

 

Attachment Number 1       Page 10 of 106 Item #2



��

LEGEND FOR RECORDS SCHEDULE 

This ƌeĐoƌds ƌeteŶtioŶ aŶd dispositioŶ sĐhedule applies to ƌeĐoƌds iŶ all ŵedia, uŶless otheƌǁise 
speĐified. 

 – sǇŵďol desigŶatiŶg that oŶe oƌ ŵoƌe ƌeĐoƌds iŶ this seƌies ŵaǇ ďe ĐoŶfideŶtial oƌ ŵaǇ iŶĐlude 
ĐoŶfideŶtial iŶfoƌŵatioŶ. 

Iteŵ # – �� ideŶtifǇiŶg Ŷuŵďeƌ assigŶed to eaĐh ƌeĐoƌds seƌies foƌ ease of ƌefeƌeŶĐe.
���ies – �� �ƌoup of siŵilaƌ ƌeĐoƌds that aƌe . . . ƌelated as the ƌesult of ďeiŶg Đƌeated, ƌeĐeiǀed, oƌ used 

iŶ the saŵe aĐtiǀitǇ.͟ ;Fƌoŵ RiĐhaƌd PeaƌĐe-Moses, A GlossaƌǇ of AƌĐhiǀal aŶd ReĐoƌds 
TeƌŵiŶologǇͿ.  “eƌies iŶ this sĐhedule aƌe ďased oŶ ĐoŵŵoŶ fuŶĐtioŶs iŶ goǀeƌŶŵeŶt offiĐes.  

ReĐoƌds “eƌies Title – a shoƌt ideŶtifiĐatioŶ of the ƌeĐoƌds iŶ a seƌies, ďased oŶ theiƌ ĐoŵŵoŶ fuŶĐtioŶ. 
“eƌies DesĐƌiptioŶ – a loŶgeƌ desĐƌiptioŶ of the ƌeĐoƌds iŶ a seƌies, ofteŶ iŶĐludiŶg the tǇpes of ƌeĐoƌds 

that ĐaŶ fƌeƋueŶtlǇ ďe fouŶd iŶ that seƌies.  This iŶfoƌŵatioŶ is iŶĐluded uŶdeƌŶeath the ReĐoƌds 
“eƌies Title. 

DispositioŶ IŶstƌuĐtioŶs – iŶstƌuĐtioŶs diĐtatiŶg the leŶgth of tiŵe a seƌies ŵust ďe ƌetaiŶed aŶd hoǁ 
the offiĐe should dispose of those ƌeĐoƌds afteƌ that tiŵe. 

CitatioŶ – a listiŶg of ƌefeƌeŶĐes to statutes, laǁs, aŶd Đodes ƌelated to the ƌeĐoƌds seƌies.  CitatioŶs ĐaŶ 
iŶĐlude:  

 AuthoƌitǇ: goǀeƌŶiŶg the ĐƌeatioŶ of ƌeĐoƌds 
 CoŶfideŶtialitǇ: liŵitiŶg aĐĐess to puďliĐ ƌeĐoƌds 
 ReteŶtioŶ: settiŶg a ƌeteŶtioŶ peƌiod 

 
Thƌoughout this sĐhedule, iteŵs that Đƌoss-ƌefeƌeŶĐe otheƌ iteŵs ǁithiŶ this sĐhedule aƌe iŶdiĐated ǁith 
ďold, uppeƌĐase letteƌs.  If Ǉou hoǀeƌ Ǉouƌ Đuƌsoƌ oǀeƌ oŶe of these iteŵs, Ǉou ǁill see the haŶd tool that 
ǁill eŶaďle Ǉou to ĐliĐk oŶ the iteŵ to folloǁ the liŶk to that loĐatioŶ. 

 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 

 
 
 
 
 

No destƌuĐtioŶ of ƌeĐoƌds ŵaǇ take plaĐe if litigatioŶ oƌ audits aƌe peŶdiŶg oƌ ƌeasoŶaďlǇ aŶtiĐipated.  
“ee also AUDIT“, LITIGATION, AND OTHER OFFICIAL ACTION“, page ǀi. 

 

�aŵple ƌeĐoƌds seƌies title aŶd desĐƌiptioŶ ǁith Đƌoss-ƌefeƌeŶĐe 
iŶĐluded
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† “ee sigŶatuƌe page.  The ageŶĐǇ heƌeďǇ agƌees that it ǁill estaďlish aŶd eŶfoƌĐe iŶteƌŶal poliĐies settiŶg ŵiŶiŵuŵ ƌeteŶtioŶ peƌiods f
Natuƌal aŶd Cultuƌal ResouƌĐes has sĐheduled ǁith the dispositioŶ iŶstƌuĐtioŶ ͞destƌoǇ ǁheŶ ƌefeƌeŶĐe ǀalue eŶds.͟  Please use th
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STANDARD ϭ:  ADMINISTRATION AND MANAGEMENT RECORDS   
OffiĐial ƌeĐoƌds peƌtaiŶiŶg to the authoƌitǇ, opeƌatiŶg philosophǇ, ŵethods, pƌiŵaƌǇ fuŶĐtioŶs, aŶd ƌoutiŶe offiĐe adŵiŶistƌatioŶ of l

 
 

ITEM # 
&'(NDARD ϭ: ADMINI“TRATION AND MANAGEMENT RECORD“ 

)*CORD“ “ERIE“ TITLE DI“PO“ITION IN“TRUCTION“ 

ϭ.  ABSTRACTS OF MUNICIPAL ELECTIONS  
Copies of aďstƌaĐts pƌepaƌed ďǇ the CouŶtǇ Boaƌd of 
EleĐtioŶs aŶd foƌǁaƌded to the ŵuŶiĐipal Đleƌk. 

DestƌoǇ iŶ offiĐe ǁheŶ ƌefeƌeŶĐe ǀalue eŶds.† 

AgeŶĐǇ PoliĐǇ: DestƌoǇ iŶ offiĐe afteƌ                                       

ReteŶtioŶ Note: OffiĐial ƌeĐoƌd ŵaiŶtaiŶed peƌŵaŶeŶtlǇ ďǇ t
CouŶtǇ Boaƌd of EleĐtioŶs. 

Ϯ.  ACCREDITATION RECORDS 
ReĐoƌds doĐuŵeŶtiŶg aĐĐƌeditatioŶs aŶd ĐeƌtifiĐatioŶs 
ƌeĐeiǀed ďǇ the ageŶĐǇ. IŶĐludes appliĐatioŶs, fiŶal 
ƌepoƌts, aŶd otheƌ ƌelated ƌeĐoƌds. 

DestƌoǇ iŶ offiĐe ϱ Ǉeaƌs afteƌ supeƌseded oƌ oďsolete. 

ϯ.  ADMINISTRATIVE DIRECTIVES, REGULATIONS, AND 
RULES  

aͿ RetaiŶ iŶ offiĐe offiĐial ĐopǇ peƌŵaŶeŶtlǇ. 

ďͿ DestƌoǇ iŶ offiĐe ƌeŵaiŶiŶg ƌeĐoƌds afteƌ ϯ Ǉeaƌs. 
ϰ.  AGENDA AND MEETING PACKETS 

IŶĐludes ageŶdas aŶd Đopies of suppoƌtiŶg 
doĐuŵeŶtatioŶ suďŵitted aŶd disĐussed duƌiŶg 
ŵeetiŶgs of puďliĐ ďodies. Also iŶĐludes 
doĐuŵeŶtatioŶ of outside ŵeetiŶgs atteŶded ďǇ 
ageŶĐǇ peƌsoŶŶel. 
 
“ee also MINUTES OF PUBLIC BODIES, page ϭϭ, iteŵ 
ϰϮ. 

aͿ RetaiŶ iŶ offiĐe ƌeĐoƌds ǁith histoƌiĐal ǀalue peƌŵaŶeŶt

ďͿ DestƌoǇ iŶ offiĐe ƌeŵaiŶiŶg ƌeĐoƌds ǁheŶ ƌefeƌeŶĐe ǀalu
eŶds.†  

AgeŶĐǇ PoliĐǇ: DestƌoǇ iŶ offiĐe afteƌ                                   
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† “ee sigŶatuƌe page.  The ageŶĐǇ heƌeďǇ agƌees that it ǁill estaďlish aŶd eŶfoƌĐe iŶteƌŶal poliĐies settiŶg ŵiŶiŵuŵ ƌeteŶtioŶ peƌiods f
Natuƌal aŶd Cultuƌal ResouƌĐes has sĐheduled ǁith the dispositioŶ iŶstƌuĐtioŶ ͞destƌoǇ ǁheŶ ƌefeƌeŶĐe ǀalue eŶds.͟  Please use th
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789: # 
;8<NDARD ϭ: ADMINI“TRATION AND MANAGEMENT RECORD“ 

=9CORD“ “ERIE“ TITLE DI“PO“ITION IN“TRUCTION“ 

ϱ.  APPLICATIONS FOR APPOINTMENT  
AppliĐatioŶs aŶd ƌelated ƌeĐoƌds ƌeĐeiǀed fƌoŵ 
iŶdiǀiduals applǇiŶg foƌ appoiŶtŵeŶts to seƌǀe oŶ 
puďliĐ ďoaƌds, ĐoŵŵissioŶs, ĐouŶĐils, aŶd Đoŵŵittees. 

aͿ DestƌoǇ iŶ offiĐe ƌeĐoƌds ĐoŶĐeƌŶiŶg appoiŶted iŶdiǀidu
ϭ Ǉeaƌ afteƌ eǆpiƌatioŶ of teƌŵ. 

ďͿ DestƌoǇ iŶ offiĐe ƌeŵaiŶiŶg ƌeĐoƌds ǁheŶ ƌefeƌeŶĐe ǀalu
eŶds.†  

AgeŶĐǇ PoliĐǇ: DestƌoǇ iŶ offiĐe afteƌ                                   
ϲ.  APPOINTMENT REPORTS 

IŶĐludes aŶŶual appoiŶtŵeŶt ƌepoƌts filed ǁith the NC 
DepaƌtŵeŶt of the “eĐƌetaƌǇ of “tate. 

DestƌoǇ iŶ offiĐe afteƌ Ϯ Ǉeaƌs. 

ϳ.  AUDIO AND VIDEO RECORDINGS OF MEETINGS 
 
“ee also MINUTES OF PUBLIC BODIES, page ϭϭ, iteŵ 
ϰϮ. 

DestƌoǇ iŶ offiĐe afteƌ appƌoǀal of offiĐial ǁƌitteŶ ŵiŶutes. 
NOTE: If these seƌǀe as the offiĐial ŵiŶutes, as alloǁed ďǇ G.“
ϭϰϯ-ϯϭϴ.ϭϬ;eͿ, theiƌ ƌeteŶtioŶ should ďe peƌŵaŶeŶt. These 
dispositioŶ iŶstƌuĐtioŶs applǇ to ƌeĐoƌdiŶgs pƌoduĐed solelǇ f
the puƌpose of geŶeƌatiŶg offiĐial ǁƌitteŶ ŵiŶutes.  

ϴ.  AUDITS: PERFORMANCE  
ReĐoƌds ĐoŶĐeƌŶiŶg iŶteƌŶal aŶd eǆteƌŶal audits 
ĐoŶduĐted to assess the fuŶĐtioŶ of goǀeƌŶŵeŶt 
pƌogƌaŵs.  IŶĐludes ƌepoƌts, ǁoƌkiŶg papeƌs, 
ĐoƌƌeĐtiǀe ŵeasuƌes, aŶd otheƌ ƌelated ƌeĐoƌds. 
 
“ee also AUDITS: FINANCIAL, page ϭϵ, iteŵ ϲ. 

aͿ RetaiŶ iŶ offiĐe peƌŵaŶeŶtlǇ ƌepoƌts ƌelated to iŶteƌŶal 
ĐoŵpliaŶĐe oƌ opeƌatioŶal audits, hazaƌdous ŵateƌial, o
those that doĐuŵeŶt a sigŶifiĐaŶt ĐhaŶge iŶ ageŶĐǇ 
pƌaĐtiĐes. 

ďͿ DestƌoǇ iŶ offiĐe ƌeŵaiŶiŶg audit ƌepoƌts afteƌ ϭϬ Ǉeaƌs.

ĐͿ DestƌoǇ iŶ offiĐe doĐuŵeŶtatioŶ of ĐoƌƌeĐtiǀe ŵeasuƌes
Ǉeaƌs afteƌ theiƌ iŵpleŵeŶtatioŶ. 

dͿ DestƌoǇ iŶ offiĐe ǁoƌkiŶg papeƌs aŶd ƌeŵaiŶiŶg ƌeĐoƌds
ǁheŶ supeƌseded oƌ oďsolete. 
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† “ee sigŶatuƌe page.  The ageŶĐǇ heƌeďǇ agƌees that it ǁill estaďlish aŶd eŶfoƌĐe iŶteƌŶal poliĐies settiŶg ŵiŶiŵuŵ ƌeteŶtioŶ peƌiods f
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GHIJ KOCAL GOVERNMENT AGENICES GENERAL RECORDS RETENTION AND DISPOSITION SCHEDULE

LMNO # 
PMQNDARD ϭ: ADMINI“TRATION AND MANAGEMENT RECORD“ 

RNCORD“ “ERIE“ TITLE DI“PO“ITION IN“TRUCTION“ 

ϵ.  BLUEPRINTS AND SPECIFICATIONS 
BluepƌiŶts aŶd speĐifiĐatioŶs of ageŶĐǇ oǁŶed 
ďuildiŶgs aŶd faĐilities.  IŶĐludes as-ďuilt plaŶs aŶd 
ƌelated ƌeĐoƌds ĐoŶĐeƌŶiŶg appƌoǀed ĐhaŶges. 

aͿ TƌaŶsfeƌ as-ďuilt dƌaǁiŶgs to Ŷeǁ oǁŶeƌ ǁheŶ ageŶĐǇ 
ƌeliŶƋuishes oǁŶeƌship of ďuildiŶg oƌ faĐilitǇ. 

ďͿ RetaiŶ iŶ offiĐe as-ďuilt dƌaǁiŶgs foƌ life of stƌuĐtuƌe aŶ
theŶ destƌoǇ. 

ĐͿ DestƌoǇ iŶ offiĐe ďluepƌiŶts, flooƌplaŶs, aŶd otheƌ 
pƌeliŵiŶaƌǇ desigŶ aŶd ĐoŶstƌuĐtioŶ doĐuŵeŶts ǁheŶ 
supeƌseded oƌ oďsolete. 

ϭϬ.  BONDS 
ReĐoƌds doĐuŵeŶtiŶg ǁƌitteŶ guaƌaŶtees fƌoŵ a thiƌd 
paƌtǇ, iŶĐludiŶg ďid ďoŶds, paǇŵeŶt ďoŶds, 
peƌfoƌŵaŶĐe ďoŶds, aŶd suƌetǇ ďoŶds. 
 
“ee also BIDS FOR PURCHASE, page ϮϬ, iteŵ ϭϬ, aŶd 
PROJECTS, page ϭϰ, iteŵ ϱϯ.

DestƌoǇ iŶ offiĐe ϱ Ǉeaƌs afteƌ eǆpiƌatioŶ oƌ ĐaŶĐellatioŶ. 

ϭϭ.  BULLETINS  
IŶteƌŶal iŶfoƌŵatioŶ shaƌiŶg ŵateƌials that ĐiƌĐulate 
iŶfoƌŵatioŶ ǁithiŶ the ageŶĐǇ. Also iŶĐludes 
ŵeŵoƌaŶda aŶd Ŷeǁsletteƌs. 

DestƌoǇ iŶ offiĐe ǁheŶ supeƌseded oƌ oďsolete. 

STU  BUSINESS CERTIFICATION RECORDS 
AppliĐatioŶs aŶd suppoƌtiŶg doĐuŵeŶtatioŶ suďŵitted 
ďǇ ďusiŶesses to ďe Đeƌtified as a “ŵall BusiŶess 
EŶteƌpƌise ;“BEͿ oƌ otheƌ ĐlassifiĐatioŶ. 
 

aͿ DestƌoǇ iŶ offiĐe all doĐuŵeŶtatioŶ ϯ Ǉeaƌs afteƌ ŵost 
ƌeĐeŶt ƌeĐeƌtifiĐatioŶ. 

ďͿ If ĐeƌtifiĐatioŶ ǁas Ŷeǀeƌ issued, destƌoǇ iŶ offiĐe all 
doĐuŵeŶtatioŶ ǁheŶ ƌefeƌeŶĐe ǀalue eŶds.†  
AgeŶĐǇ PoliĐǇ: DestƌoǇ iŶ offiĐe afteƌ  _____________ 

ϭϯ.  BUSINESS DEVELOPMENT SUBJECT FILE DestƌoǇ iŶ offiĐe afteƌ ϯ Ǉeaƌs. 
ϭϰ.  CALENDARS OF EVENTS AND APPOINTMENTS DestƌoǇ iŶ offiĐe ǁheŶ supeƌseded oƌ oďsolete. 
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bcde # 
fcgNDARD ϭ: ADMINI“TRATION AND MANAGEMENT RECORD“ 

hdCORD“ “ERIE“ TITLE DI“PO“ITION IN“TRUCTION“ 

ϭϱ.  CENSUS PROJECT RECORDS 
ReĐoƌds Đƌeated to assist the U.“. CeŶsus Buƌeau ǁith 
the deĐeŶŶial ĐeŶsus. 

DestƌoǇ iŶ offiĐe ǁheŶ ƌefeƌeŶĐe ǀalue eŶds.† 

AgeŶĐǇ PoliĐǇ: DestƌoǇ iŶ offiĐe afteƌ  

ϭϲ.  CHARTER RECORDS  
Chaƌteƌ aŶd Đhaƌteƌ pƌoĐeediŶgs ƌelated to adoptioŶ, 
aŵeŶdŵeŶt aŶd/oƌ ƌepeal. 

RetaiŶ iŶ offiĐe peƌŵaŶeŶtlǇ. 

ϭϳ.  CITI)EN COMMENTS, COMPLAINTS, PETITIONS, AND 
SERVICE REQUESTS  
ReĐoƌds ĐoŶĐeƌŶiŶg oďjeĐtioŶs, dissatisfaĐtioŶ, oƌ 
disagƌeeŵeŶts ǁith aĐtioŶs oƌ positioŶs takeŶ oƌ Ŷot 
takeŶ ďǇ the ageŶĐǇ.  IŶĐludes ĐoŵŵeŶts aŶd 
petitioŶs suďŵitted ďǇ ĐitizeŶs ƌeƋuestiŶg aĐtioŶ as 
ǁell as ƌoutiŶe ƌeƋuests foƌ seƌǀiĐe.  Also iŶĐludes 
ƌeƋuests foƌ ƌeasoŶaďle aĐĐoŵŵodatioŶ uŶdeƌ Title II 
of the AŵeƌiĐaŶs ǁith Disaďilities AĐt, iŶĐludiŶg suƌǀeǇ 
of ageŶĐǇ ďuildiŶgs to deteƌŵiŶe aĐĐessiďilitǇ to the 
phǇsiĐallǇ haŶdiĐapped, fedeƌal ƌegulatioŶs, pƌoposals 
foƌ iŵpleŵeŶtiŶg the aĐt, ĐoƌƌespoŶdeŶĐe ;iŶĐludiŶg 
e-ŵailͿ, ƌesolutioŶs, aŶd solutioŶs to aĐĐess pƌoďleŵs. 
 
“ee also CIVIL RIGHTS RECORDS, page ϰϰ, iteŵ ϱ. 

aͿ TƌaŶsfeƌ ƌeĐoƌds as appliĐaďle to LITIGATION CASE 
RECORDS, page ϰϳ, iteŵ ϭϳ. 

ďͿ DestƌoǇ iŶ offiĐe ĐoŵŵeŶts, iŶfoƌŵal ĐoŵplaiŶts, 
petitioŶs, aŶd ƌeƋuests ϭ Ǉeaƌ afteƌ ƌesolutioŶ.* 

ĐͿ DestƌoǇ iŶ offiĐe aĐĐoŵŵodatioŶ ƌeƋuests aŶd Đoŵplai
Ϯ Ǉeaƌs afteƌ ƌesolutioŶ.* 

ϭϴ.  
 

CITI)EN REBATE PROGRAM RECORDS 
AppliĐatioŶs, ƌeĐeipts, aŶd ƌelated ƌeĐoƌds ĐoŶĐeƌŶiŶg 
ƌeďate pƌogƌaŵs spoŶsoƌed ďǇ the ageŶĐǇ.  These 
ƌeĐoƌds doĐuŵeŶt pƌogƌaŵs aŶd iŶĐeŶtiǀized aĐtioŶs 
that ĐitizeŶs ŵaǇ opt iŶto. 

aͿ DestƌoǇ iŶ offiĐe fiŶaŶĐial ƌeĐoƌds ϯ Ǉeaƌs afteƌ appƌoǀa

ďͿ DestƌoǇ iŶ offiĐe appliĐatioŶs ϭ Ǉeaƌ afteƌ appƌoǀal. 

ĐͿ DestƌoǇ iŶ offiĐe deŶied appliĐatioŶs ǁheŶ ƌefeƌeŶĐe ǀa
eŶds.† 

AgeŶĐǇ PoliĐǇ: DestƌoǇ iŶ offiĐe afteƌ ________           __
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{wCORD“ “ERIE“ TITLE DI“PO“ITION IN“TRUCTION“ 

ϭϵ.  CITI)EN SURVEYS  
“uƌǀeǇs aŶd ƌelated ƌeĐoƌds addƌessiŶg ageŶĐǇ 
seƌǀiĐes, poliĐies, aŶd otheƌ ĐoŶĐeƌŶs. 

DestƌoǇ iŶ offiĐe ǁheŶ ƌefeƌeŶĐe ǀalue eŶds.† 

AgeŶĐǇ PoliĐǇ: DestƌoǇ iŶ offiĐe afteƌ ________           _____ 

ϮϬ.  COLLECTED DATA 
IŶfoƌŵatioŶ aŶd statistiĐs Đoŵpiled aŶd aŶalǇzed foƌ 
ƌeseaƌĐh puƌposes oƌ to suppoƌt the fuŶĐtioŶs of the 
ageŶĐǇ. 

DestƌoǇ iŶ offiĐe ǁheŶ supeƌseded oƌ oďsolete. 

Ϯϭ.  COMPREHENSIVE PLAN  
LoŶg-ƌaŶge plaŶ outliŶiŶg poliĐies, guideliŶes, aŶd 
plaŶs foƌ futuƌe deǀelopŵeŶt of the ageŶĐǇ.  IŶĐludes 
offiĐial ĐopǇ of ĐoŵpƌeheŶsiǀe plaŶ aŶd all 
ďaĐkgƌouŶd suƌǀeǇs, studies, ƌepoƌts, aŶd dƌaft 
ǀeƌsioŶs of plaŶs.  Also iŶĐludes stƌategiĐ plaŶs aŶd 
ďusiŶess plaŶs, as ǁell as goals aŶd oďjeĐtiǀes. 

aͿ RetaiŶ iŶ offiĐe ĐoŵpƌeheŶsiǀe plaŶs aŶd stƌategiĐ plaŶ
peƌŵaŶeŶtlǇ. 

ďͿ DestƌoǇ iŶ offiĐe ďaĐkgƌouŶd suƌǀeǇs, studies, ƌepoƌts, a
dƌafts ϱ Ǉeaƌs afteƌ adoptioŶ of plaŶ. 

ĐͿ DestƌoǇ iŶ offiĐe ďusiŶess plaŶs Ϯ Ǉeaƌs afteƌ eǆeĐutioŶ 
plaŶ. 

dͿ DestƌoǇ iŶ offiĐe goals aŶd ŵissioŶ stateŵeŶts ǁheŶ 
supeƌseded oƌ oďsolete. 

ϮϮ.  CORRESPONDENCE AND MEMORANDA 
AdŵiŶistƌatiǀe aŶd ŵaŶageŵeŶt 
ĐoƌƌespoŶdeŶĐe/ŵeŵoƌaŶda ;iŶĐludiŶg e-ŵailͿ 
ǁƌitteŶ oƌ ƌeĐeiǀed ďǇ the offiĐe ĐoŶĐeƌŶiŶg ageŶĐǇ 
authoƌitǇ, opeƌatiŶg philosophǇ, puƌpose, ŵethods, 
aŶd aŶǇ otheƌ fuŶĐtioŶ. 
 
Foƌ iŶfoƌŵatioŶ oŶ haŶdliŶg e-ŵail aŶd teǆt oƌ iŶstaŶt 
ŵessages, see ELECTRONIC RECORDS, page ϳϴ. 

|} TƌaŶsfeƌ ĐoƌƌespoŶdeŶĐe ;iŶĐludiŶg e-ŵailͿ ǁith histoƌiĐ
ǀalue to HISTORY RECORDS, page ϴ, iteŵ ϯϮ, afteƌ ϯ Ǉea

ďͿ DestƌoǇ ƌoutiŶe adŵiŶistƌatiǀe ĐoƌƌespoŶdeŶĐe aŶd 
ŵeŵoƌaŶda afteƌ ϭ Ǉeaƌ. 

ĐͿ DestƌoǇ iŶ offiĐe ƌeŵaiŶiŶg ƌeĐoƌds afteƌ ϯ Ǉeaƌs. 

ReteŶtioŶ Note: The ĐoƌƌespoŶdeŶĐe ;iŶĐludiŶg e-ŵailͿ of the
ŵost seŶioƌ adŵiŶistƌatoƌ has histoƌiĐal ǀalue aŶd should ďe
ƌetaiŶed peƌŵaŶeŶtlǇ. 
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���� # 
���NDARD ϭ: ADMINI“TRATION AND MANAGEMENT RECORD“ 

��CORD“ “ERIE“ TITLE DI“PO“ITION IN“TRUCTION“ 

Ϯϯ.  CUSTOMER CALL CENTER RECORDINGS 
ReĐoƌdiŶgs of Đalls to Đustoŵeƌ seƌǀiĐe ĐeŶteƌs ŵade 
foƌ ƋualitǇ assuƌaŶĐe aŶd tƌaiŶiŶg puƌposes. 

DestƌoǇ iŶ offiĐe afteƌ ϯϬ daǇs. 

���  EQUIPMENT AND VEHICLE MAINTENANCE, REPAIR, 
AND INSPECTION RECORDS   
ReĐoƌds ĐoŶĐeƌŶiŶg the ŵaiŶteŶaŶĐe, ƌepaiƌ, ƌoutiŶe 
testiŶg, aŶd iŶspeĐtioŶ of ageŶĐǇ oǁŶed eƋuipŵeŶt 
aŶd ǀehiĐles.  Also iŶĐludes ǁaƌƌaŶties. 
 
“ee also GRANTS, �age ϴ, iteŵ ϯϭ, aŶd SYSTEM 
MAINTENANCE RECORDS: HARDWARE REPAIR OR 
SERVICE, page ϰϬ, iteŵ ϭϱ. 

aͿ DestƌoǇ iŶ offiĐe ƌeĐoƌds doĐuŵeŶtiŶg ƌoutiŶe iŶspeĐtio
jaŶitoƌial ĐleaŶiŶg, aŶd ƌoutiŶe ŵaiŶteŶaŶĐe of eƋuipŵe
aŶd ǀehiĐles afteƌ ϭ Ǉeaƌ.* 

ďͿ DestƌoǇ iŶ offiĐe ƌeĐoƌds doĐuŵeŶtiŶg all otheƌ 
ŵaiŶteŶaŶĐe aŶd ƌepaiƌs afteƌ ϯ Ǉeaƌs.* 

ĐͿ DestƌoǇ iŶ offiĐe ǁaƌƌaŶties ϭ Ǉeaƌ afteƌ eǆpiƌatioŶ. 

Ϯϱ.  EQUIPMENT AND VEHICLE REFERENCE RECORDS 
IŶĐludes opeƌatioŶ, speĐifiĐatioŶ, aŶd teĐhŶiĐal 
ŵaŶuals.  Also iŶĐludes ďƌoĐhuƌes, ďulletiŶs, aŶd 
ƌelated doĐuŵeŶtatioŶ.   

DestƌoǇ iŶ offiĐe ǁheŶ supeƌseded oƌ oďsolete. 

 

���  EQUIPMENT, FACILITY, AND VEHICLE USAGE 
RECORDS  
ReĐoƌds doĐuŵeŶtiŶg the assigŶŵeŶt, ƌeƋuest, aŶd 
usage of ageŶĐǇ assets.  Also iŶĐludes ŵileage aŶd 
ĐheĐkout logs, fuel ĐoŶsuŵptioŶ ƌepoƌts, ƌeseƌǀatioŶ 
ƌeƋuests, authoƌizatioŶs, utilitǇ usage logs, aŶd siŵilaƌ 
ƌeĐoƌds.   

aͿ DestƌoǇ iŶ offiĐe afteƌ ϯ Ǉeaƌs if ƌeĐoƌds aƌe used foƌ 
alloĐatiŶg Đosts oƌ deteƌŵiŶiŶg paǇŵeŶt uŶdeƌ ƌeŶtal o
lease agƌeeŵeŶts.* 

ďͿ DestƌoǇ iŶ offiĐe ƌeŵaiŶiŶg ƌeĐoƌds afteƌ ϭ Ǉeaƌ.  
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¢£¤¥ # 
¦£§NDARD ϭ: ADMINI“TRATION AND MANAGEMENT RECORD“ 

¨¤CORD“ “ERIE“ TITLE DI“PO“ITION IN“TRUCTION“ 

Ϯϳ.  FACILITY MAINTENANCE, REPAIR, AND INSPECTION 
RECORDS  
ReĐoƌds doĐuŵeŶtiŶg ŵaiŶteŶaŶĐe, ƌepaiƌ, aŶd 
iŶspeĐtioŶ of ageŶĐǇ-oǁŶed faĐilities. 
 
“ee also CONTRACTS, LEASES, AND AGREEMENTS, 
page ϰϱ, iteŵ ϴ. 

aͿ DestƌoǇ iŶ offiĐe ƌeĐoƌds doĐuŵeŶtiŶg ƌoutiŶe iŶspeĐtio
jaŶitoƌial ĐleaŶiŶg, eŶǀiƌoŶŵeŶtal ŵoŶitoƌiŶg, aŶd ƌout
ŵaiŶteŶaŶĐe of faĐilities afteƌ ϭ Ǉeaƌ. 

ďͿ DestƌoǇ iŶ offiĐe ƌeĐoƌds doĐuŵeŶtiŶg sǇsteŵ ƌepaiƌ aŶ
iŵpƌoǀeŵeŶt ;iŶĐludiŶg pluŵďiŶg, eleĐtƌiĐal, fiƌe, aŶd 
otheƌ sǇsteŵsͿ afteƌ ϯ Ǉeaƌs. 

Ϯϴ.  FORMS AND TEMPLATES 
BlaŶk foƌŵs, teŵplates, aŶd letteƌhead used to Đƌeate 
ageŶĐǇ ƌeĐoƌds. 

DestƌoǇ iŶ offiĐe ǁheŶ supeƌseded oƌ oďsolete. 

Ϯϵ.  GOVERNING AND ADVISORY BODY MEMBER FILES  
ReĐoƌds ĐoŶĐeƌŶiŶg ŵeŵďeƌs of puďliĐ ďoaƌds, 
ĐoŵŵissioŶs, ĐouŶĐils, aŶd Đoŵŵittees. IŶĐludes 
Đodes of ĐoŶduĐt, ethiĐs stateŵeŶts, agƌeeŵeŶts, 
ŶotiĐes of ƌesigŶatioŶ, aŶd otheƌ ƌelated ƌeĐoƌds. Also 
iŶĐludes ďiogƌaphiĐal iŶfoƌŵatioŶ aŶd ǁaiǀeƌs. 
 
“ee also APPLICATIONS FOR APPOINTMENT, page Ϯ, 
iteŵ ϱ, aŶd OATHS OF OFFICE, page ϰϳ, iteŵ ϭϴ. 

aͿ RetaiŶ iŶ offiĐe ƌeĐoƌds ǁith histoƌiĐal ǀalue peƌŵaŶeŶt

ďͿ DestƌoǇ iŶ offiĐe ϭ Ǉeaƌ afteƌ supeƌseded oƌ oďsolete 
ǁaiǀeƌs fƌoŵ ďoaƌd ŵeŵďeƌs ĐhoosiŶg Ŷot to ƌeĐeiǀe 
stipeŶd/peƌ dieŵ paǇŵeŶts. 

ĐͿ DestƌoǇ iŶ offiĐe ƌeŵaiŶiŶg ƌeĐoƌds ϭ Ǉeaƌ afteƌ seƌǀiĐe 
eŶds.    

ϯϬ.  GRANT PROPOSALS 
Pƌoposals suďŵitted foƌ gƌaŶts, iŶĐludiŶg appliĐatioŶs, 
ĐoƌƌespoŶdeŶĐe ;iŶĐludiŶg e-ŵailͿ, aŶd otheƌ ƌelated 
ƌeĐoƌds. 

aͿ TƌaŶsfeƌ ƌeĐoƌds ĐoŶĐeƌŶiŶg appƌoǀed gƌaŶts to GRANT
page ϴ, iteŵ ϯϭ. 

ďͿ DestƌoǇ iŶ offiĐe ƌejeĐted oƌ ǁithdƌaǁŶ gƌaŶt pƌoposals
ǁheŶ ƌefeƌeŶĐe ǀalue eŶds.†   

AgeŶĐǇ PoliĐǇ: DestƌoǇ iŶ offiĐe afteƌ ________           __
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µ¶·¸ # 
¹¶ºNDARD ϭ: ADMINI“TRATION AND MANAGEMENT RECORD“ 

»·CORD“ “ERIE“ TITLE DI“PO“ITION IN“TRUCTION“ 

ϯϭ.  GRANTS 
ReĐoƌds ĐoŶĐeƌŶiŶg appƌoǀed fedeƌal, state, aŶd 
pƌiǀate gƌaŶts.  File iŶĐludes appliĐatioŶs, ƌepoƌts, 
ƌeĐoƌds of eƋuipŵeŶt puƌĐhased ǁith gƌaŶt fuŶds, aŶd 
all ƌeleǀaŶt pƌogƌaŵŵatiĐ ƌeĐoƌds. Also iŶĐludes 
doĐuŵeŶtatioŶ aďout gƌaŶts issued ďǇ the ageŶĐǇ 
aloŶg ǁith ƌeseaƌĐh ƌeĐoƌds geŶeƌated as paƌt of a 
gƌaŶt pƌojeĐt. 
 
“ee also GRANTS: FINANCIAL, page Ϯϰ, iteŵ Ϯϳ. 

aͿ DestƌoǇ ƌeĐoƌds suppoƌtiŶg the eǆpeŶdituƌe of fedeƌal 
fuŶds passed thƌough NC DHH“ oŶ a fisĐal Ǉeaƌ ďasis ǁh
the DHH“ OffiĐe of the CoŶtƌolleƌ pƌoǀides ǁƌitteŶ 
guidaŶĐe that ƌeĐoƌds aƌe ƌeleased fƌoŵ all audits aŶd 
otheƌ offiĐial aĐtioŶs. 

ďͿ DestƌoǇ iŶ offiĐe ƌeĐoƌds of state aŶd pƌiǀate gƌaŶts ϱ Ǉe
afteƌ fiŶal fiŶaŶĐial ƌepoƌt is filed.* 

ĐͿ DestƌoǇ iŶ offiĐe ƌeĐoƌds of otheƌ fedeƌal gƌaŶts ϯ Ǉeaƌs
afteƌ fiŶal fiŶaŶĐial ƌepoƌt is filed. 

dͿ DestƌoǇ iŶ offiĐe ƌeĐoƌds Ŷot ƌelatiŶg to a speĐifiĐ gƌaŶt 
afteƌ ϭ Ǉeaƌ. 

ReteŶtioŶ Note: AĐĐoƌdiŶg to Ϯ CFR ϮϬϬ.ϯϯϯ;ĐͿ, ƌeĐoƌds foƌ ƌ
pƌopeƌtǇ aŶd eƋuipŵeŶt aĐƋuiƌed ǁith Fedeƌal fuŶds ŵust ď
ƌetaiŶed foƌ ϯ Ǉeaƌs afteƌ dispositioŶ of the 
pƌopeƌtǇ/eƋuipŵeŶt. 

ϯϮ.  HISTORY RECORDS ;AGENCY AND EMPLOYEESͿ   
ReĐoƌds ĐoŶĐeƌŶiŶg the histoƌǇ of the ageŶĐǇ aŶd its 
eŵploǇees.  IŶĐludes puďlished aŶd uŶpuďlished 
histoƌies, ďiogƌaphiĐal data, photogƌaphs, Ŷeǁspapeƌ 
ĐlippiŶgs, aŶd otheƌ ƌelated ƌeĐoƌds. 

aͿ RetaiŶ iŶ offiĐe ƌeĐoƌds ǁith histoƌiĐal ǀalue peƌŵaŶeŶt

ďͿ DestƌoǇ iŶ offiĐe ƌeŵaiŶiŶg ƌeĐoƌds ǁheŶ ƌefeƌeŶĐe ǀal
eŶds.† 

AgeŶĐǇ PoliĐǇ: DestƌoǇ iŶ offiĐe afteƌ  _______________

ϯϯ.  IMPROPER CONDUCT INVESTIGATIONS 
ReĐoƌds ĐoŶĐeƌŶiŶg iŶǀestigatioŶs tƌiggeƌed ďǇ 
ƋuestioŶs aďout ethiĐs oƌ ĐoŶduĐt ǁithiŶ aŶ ageŶĐǇ, 
suĐh as ǁhistleďloǁeƌ ƌepoƌts oƌ allegatioŶs of fƌaud. 
IŶĐludes ĐoŵplaiŶts, ƌepoƌts, iŶǀestigatioŶs, aŶd otheƌ 
ƌelated ƌeĐoƌds. Also iŶĐludes ƌeĐoƌds fƌoŵ aŶ oŵďuds 
offiĐe. 

DestƌoǇ iŶ offiĐe ϯ Ǉeaƌs afteƌ ƌesolutioŶ. 
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ÈÉÊË # 
ÌÉÍNDARD ϭ: ADMINI“TRATION AND MANAGEMENT RECORD“ 

ÎÊCORD“ “ERIE“ TITLE DI“PO“ITION IN“TRUCTION“ 

ϯϰ.  INDICES 
ListiŶgs of ǁheƌe speĐifiĐ iŶfoƌŵatioŶ ĐaŶ ďe fouŶd. 

DestƌoǇ iŶ offiĐe ǁheŶ supeƌseded oƌ oďsolete. 

ϯϱ.  INTERAGENCY PROGRAMS 
ReĐoƌds of pƌogƌaŵs iŶǀolǀiŶg ŵoƌe thaŶ oŶe 
goǀeƌŶŵeŶt ageŶĐǇ.  IŶĐludes ƌesouƌĐe ŵateƌials, 
pƌogƌaŵ iŶfoƌŵatioŶ, aŶd otheƌ ƌelated ƌeĐoƌds. 

DestƌoǇ iŶ offiĐe ǁheŶ ƌefeƌeŶĐe ǀalue eŶds.†   

AgeŶĐǇ PoliĐǇ: DestƌoǇ iŶ offiĐe afteƌ ________           ____ 

ϯϲ.  INVENTORIES 
IŶǀeŶtoƌies desĐƌiďiŶg the tǇpe of pƌopeƌtǇ ;iŶĐludiŶg 
eƋuipŵeŶt aŶd faĐilities otheƌ aŶd fiǆed assetsͿ, its 
loĐatioŶ, aŶd ƌelated iŶfoƌŵatioŶ. Also iŶĐludes 
iŶǀeŶtoƌǇ ĐoŶtƌol aŶd usage ƌeĐoƌds, suĐh as 
ƌeƋuisitioŶs/dƌaǁ tiĐkets, ŵileage logs, ƌeƋuest foƌŵs, 
aŶd otheƌ ƌelated ƌeĐoƌds. 

aͿ DestƌoǇ iŶ offiĐe lists of pƌopeƌties, faĐilities, fiǆed asset
supplies, aŶd suƌplus pƌopeƌtǇ ǁheŶ supeƌseded oƌ 
oďsolete. 

ďͿ DestƌoǇ iŶ offiĐe iŶǀeŶtoƌǇ ĐoŶtƌol aŶd usage ƌeĐoƌds af
ϯ Ǉeaƌs. 

ϯϳ.  LEGISLATION AND REGULATORY RECORDS  
NotiĐes aŶd Đopies of pƌoposed oƌ adopted state oƌ 
fedeƌal legislatioŶ oƌ ƌegulatioŶs affeĐtiŶg the ageŶĐǇ. 

DestƌoǇ iŶ offiĐe ǁheŶ ƌefeƌeŶĐe ǀalue eŶds.†   

AgeŶĐǇ PoliĐǇ: DestƌoǇ iŶ offiĐe afteƌ ________           ____ 

ϯϴ.  LOGISTICS MATERIALS 
ReĐoƌds ĐoŶĐeƌŶiŶg sĐheduled plaŶs of ageŶĐǇ 
peƌsoŶŶel. IŶĐludes ƌoutiŶe ŶotiĐes, task lists, aŶd 
aƌƌaŶgeŵeŶts. 

DestƌoǇ iŶ offiĐe afteƌ ϭ Ǉeaƌ. 

ϯϵ.  MAIL: UNDELIVERABLE/RETURNED 
OutgoiŶg ageŶĐǇ ŵail ƌetuƌŶed ďǇ the post offiĐe foƌ 
aŶǇ ƌeasoŶ, iŶĐludiŶg iŶsuffiĐieŶt postage, iŶĐoƌƌeĐt 
addƌess, foƌǁaƌdiŶg oƌdeƌ eǆpiƌed, etĐ.  Also iŶĐludes 
outgoiŶg e-ŵail ƌetuƌŶed foƌ aŶǇ ƌeasoŶ. 

DestƌoǇ iŶ offiĐe afteƌ ϯϬ daǇs. 
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Ï Ðo destƌuĐtioŶ of ƌeĐoƌds ŵaǇ take plaĐe if audits oƌ litigatioŶ aƌe peŶdiŶg oƌ ƌeasoŶaďlǇ aŶtiĐipated.  “ee AUDIT“, LITIGATION, AND
ÑÒÓÔ ÕÖ×

† “ee sigŶatuƌe page.  The ageŶĐǇ heƌeďǇ agƌees that it ǁill estaďlish aŶd eŶfoƌĐe iŶteƌŶal poliĐies settiŶg ŵiŶiŵuŵ ƌeteŶtioŶ peƌiods f
Natuƌal aŶd Cultuƌal ResouƌĐes has sĐheduled ǁith the dispositioŶ iŶstƌuĐtioŶ ͞destƌoǇ ǁheŶ ƌefeƌeŶĐe ǀalue eŶds.͟  Please use th

ØÙÚÛ ÜOCAL GOVERNMENT AGENICES GENERAL RECORDS RETENTION AND DISPOSITION SCHEDULE

ÝÞßà # 
áÞâNDARD ϭ: ADMINI“TRATION AND MANAGEMENT RECORD“ 

ãßCORD“ “ERIE“ TITLE DI“PO“ITION IN“TRUCTION“ 

ϰϬ.  MAILING AND DISTRIBUTION RECORDS  
IŶĐludes ŵailiŶg aŶd ŵeetiŶg ŶotifiĐatioŶ lists, e-ŵail 
distƌiďutioŶ lists, “uŶshiŶe Lists, aŶd ƌelated 
doĐuŵeŶtatioŶ of tƌaŶsaĐtioŶs ǁith the U.“. Postal 
“eƌǀiĐe, state Đouƌieƌ, oƌ pƌiǀate Đaƌƌieƌs. 

aͿ DestƌoǇ iŶ offiĐe “uŶshiŶe Lists ǁheŶ supeƌseded oƌ 
oďsolete. 

ďͿ DestƌoǇ iŶ offiĐe ƌeŵaiŶiŶg ƌeĐoƌds ǁheŶ ƌefeƌeŶĐe ǀalu
eŶds.†  

AgeŶĐǇ PoliĐǇ: DestƌoǇ iŶ offiĐe afteƌ  _______________
ϰϭ.  MEMBERSHIP RECORDS  

ReĐoƌds ĐoŶĐeƌŶiŶg assoĐiatioŶs, oƌgaŶizatioŶs, 
gƌoups, etĐ., ǁith ǁhiĐh the ageŶĐǇ is iŶǀolǀed. 
IŶĐludes ƌeĐoƌds ĐoŶĐeƌŶiŶg ŵeŵďeƌships oƌ 
ƌegistƌatioŶs oŶ ďehalf of the ageŶĐǇ oƌ ageŶĐǇ 
peƌsoŶŶel. 

DestƌoǇ iŶ offiĐe ǁheŶ supeƌseded oƌ oďsolete. 
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* No destƌuĐtioŶ of ƌeĐoƌds ŵaǇ take plaĐe if audits oƌ litigatioŶ aƌe peŶdiŶg oƌ ƌeasoŶaďlǇ aŶtiĐipated.  “ee AUDIT“, LITIGATION, AND
äåæç èéê

† “ee sigŶatuƌe page.  The ageŶĐǇ heƌeďǇ agƌees that it ǁill estaďlish aŶd eŶfoƌĐe iŶteƌŶal poliĐies settiŶg ŵiŶiŵuŵ ƌeteŶtioŶ peƌiods f
Natuƌal aŶd Cultuƌal ResouƌĐes has sĐheduled ǁith the dispositioŶ iŶstƌuĐtioŶ ͞destƌoǇ ǁheŶ ƌefeƌeŶĐe ǀalue eŶds.͟  Please use th

ëìíî ïOCAL GOVERNMENT AGENICES GENERAL RECORDS RETENTION AND DISPOSITION SCHEDULE

ðñòó # 
ôñõNDARD ϭ: ADMINI“TRATION AND MANAGEMENT RECORD“ 

öòCORD“ “ERIE“ TITLE DI“PO“ITION IN“TRUCTION“ 

ϰϮ.  MINUTES OF PUBLIC BODIES 
IŶĐludes ŵiŶutes of the goǀeƌŶiŶg ďoaƌd aŶd all 
suďsidiaƌǇ aŶd adǀisoƌǇ ďoaƌds.  “uďsidiaƌǇ ďoaƌds aƌe 
defiŶed as ďoaƌds that eǆeƌĐise oƌ aƌe authoƌized to 
eǆeƌĐise legislatiǀe, poliĐǇ-ŵakiŶg, Ƌuasi-judiĐial, oƌ 
adŵiŶistƌatiǀe fuŶĐtioŶs.  Also iŶĐludes ŵiŶutes of 
suďĐoŵŵittees of the goǀeƌŶiŶg ďoaƌd aŶd its 
suďsidiaƌǇ aŶd adǀisoƌǇ ďoaƌds. 
 
“ee the MICROFILM seĐtioŶ oŶ page ϴϮ foƌ 
÷østƌuĐtioŶs oŶ ŵiĐƌofilŵiŶg. 
 
“ee also AGENDA AND MEETING PACKETS, page ϭ, 
iteŵ ϰ, aŶd AUDIO AND VIDEO RECORDINGS OF 
MEETINGS, page Ϯ, iteŵ ϳ.  If theƌe aƌe otheƌ ďoaƌds 
iŶ the opeƌatioŶal staŶdaƌd;sͿ oƌ if the WoƌkfoƌĐe 
DeǀelopŵeŶt staŶdaƌd is iŶĐluded, add ƌefeƌeŶĐes to 
those ďoaƌds heƌe. 

aͿ RetaiŶ iŶ offiĐe peƌŵaŶeŶtlǇ offiĐial ŵiŶutes of the 
goǀeƌŶiŶg ďoaƌd aŶd its suďsidiaƌǇ ďoaƌds as ǁell as all 
attaĐhŵeŶts ŶeĐessaƌǇ to uŶdeƌstaŶd the ďodǇ’s aĐtioŶ

ďͿ The offiĐial ŵiŶutes of adǀisoƌǇ ďoaƌds ŵaǇ ďe destƌoǇe
oŶlǇ upoŶ appƌoǀal ďǇ the “tate AƌĐhiǀes of Noƌth 
CaƌoliŶa.  The “tate AƌĐhiǀes ƌeseƌǀes the ƌight to 
desigŶate the ŵiŶutes of aŶǇ adǀisoƌǇ ďoaƌd as 
peƌŵaŶeŶt. 

ĐͿ DestƌoǇ iŶ offiĐe ŵiŶutes of Đoŵŵittees oƌ suďĐoŵŵitt
ǁheŶ ƌefeƌeŶĐe ǀalue eŶds, if the ŵiŶutes oƌ aĐtioŶs aŶ
deĐisioŶs of the Đoŵŵittee aƌe eŶteƌed as paƌt of the 
ŵiŶutes of the paƌeŶt ďoaƌd.  If ŵiŶutes oƌ aĐtioŶs aŶd 
deĐisioŶs of the Đoŵŵittee oƌ suďĐoŵŵittee iŶ Ƌuestio
aƌe Ŷot eŶteƌed as paƌt of the ŵiŶutes of the paƌeŶt ďo
the “tate AƌĐhiǀes ƌeseƌǀes the ƌight to desigŶate the 
ŵiŶutes as peƌŵaŶeŶt.† 

AgeŶĐǇ PoliĐǇ: DestƌoǇ iŶ offiĐe afteƌ  ____________ 

ϰϯ.  MINUTES ;STAFF MEETINGSͿ 
MiŶutes of staff ŵeetiŶgs, iŶĐludiŶg all ƌefeƌeŶĐed aŶd 
attaĐhed doĐuŵeŶtatioŶ. 

aͿ RetaiŶ iŶ offiĐe ƌeĐoƌds ǁith histoƌiĐal ǀalue peƌŵaŶeŶt

ďͿ DestƌoǇ iŶ offiĐe ƌeŵaiŶiŶg ƌeĐoƌds afteƌ ϭ Ǉeaƌ. 

ϰϰ.  MISCELLANEOUS ;NON-BUILDINGͿ APPLICATIONS, 
LICENSES, AND PERMITS 
IŶĐludes, ďut Ŷot liŵited to, appliĐatioŶs aŶd peƌŵits 
ƌegaƌdiŶg ďuƌŶiŶg, speĐial eǀeŶts, aŶd laŶdsĐape 
estaďlishŵeŶt. 

aͿ DestƌoǇ iŶ offiĐe ϭ Ǉeaƌ afteƌ eǆpiƌatioŶ of liĐeŶse/peƌŵ

ďͿ DestƌoǇ iŶ offiĐe appliĐatioŶs foƌ ǁhiĐh a liĐeŶse/peƌŵit
ǁas Ŷeǀeƌ issued ǁheŶ ƌefeƌeŶĐe ǀalue eŶds.† 

AgeŶĐǇ PoliĐǇ: DestƌoǇ iŶ offiĐe afteƌ  ____________ 
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† “ee sigŶatuƌe page.  The ageŶĐǇ heƌeďǇ agƌees that it ǁill estaďlish aŶd eŶfoƌĐe iŶteƌŶal poliĐies settiŶg ŵiŶiŵuŵ ƌeteŶtioŶ peƌiods f
Natuƌal aŶd Cultuƌal ResouƌĐes has sĐheduled ǁith the dispositioŶ iŶstƌuĐtioŶ ͞destƌoǇ ǁheŶ ƌefeƌeŶĐe ǀalue eŶds.͟  Please use th

���� �OCAL GOVERNMENT AGENICES GENERAL RECORDS RETENTION AND DISPOSITION SCHEDULE

��	
 # 
���NDARD ϭ: ADMINI“TRATION AND MANAGEMENT RECORD“ 

	CORD“ “ERIE“ TITLE DI“PO“ITION IN“TRUCTION“ 

ϰϱ.  NOTICES OF PUBLIC MEETINGS 
IŶĐludes ŶotiĐes aŶd ƌegulaƌ ŵeetiŶg sĐhedules. 
 
“ee also AFFIDAVITS OF PUBLICATION, page ϰϯ, iteŵ 
ϭ, aŶd PUBLICITY RECORDS, page ϲϵ, iteŵ ϭϮ. 

DestƌoǇ iŶ offiĐe afteƌ ϭ Ǉeaƌ. 

 

ϰϲ.  OFFICE SECURITY RECORDS 
ReĐoƌds ĐoŶĐeƌŶiŶg the seĐuƌitǇ of ageŶĐǇ offiĐes, 
faĐilities, ǀehiĐles, eƋuipŵeŶt, aŶd peƌsoŶŶel.  
IŶĐludes ǀisitoƌs’ ƌegisteƌ; seĐuƌitǇ, eŵploǇee, oƌ 
ĐoŶtƌaĐtoƌ aĐĐess to faĐilities oƌ ƌesouƌĐes; aŶd 
suƌǀeillaŶĐe sǇsteŵ ƌepoƌts aŶd ƌeĐoƌdiŶgs. 

aͿ If the ƌeĐoƌdiŶg ďeĐoŵes eǀideŶĐe iŶ a peƌsoŶŶel 
iŶǀestigatioŶ oƌ laǁsuit, tƌaŶsfeƌ to DISCIPLINARY 
ACTIONS, page ϱϰ, iteŵ ϭϮ, oƌ LITIGATION CASE RECOR
page ϰϳ, iteŵ ϭϳ. 

ďͿ DestƌoǇ iŶ offiĐe ƌeĐoƌdiŶgs Ŷot ƌeƋuiƌed to suppoƌt kŶo
iŶǀestigatioŶs oƌ litigatioŶ afteƌ ϯϬ daǇs. 

ĐͿ DestƌoǇ iŶ offiĐe ƌeŵaiŶiŶg ƌeĐoƌds afteƌ ϭ Ǉeaƌ. 
ϰϳ.  ORDINANCES  

IŶĐludes Đode of oƌdiŶaŶĐes. 
 
“ee the MICROFILM seĐtioŶ oŶ page ϴϮ foƌ 
��stƌuĐtioŶs oŶ ŵiĐƌofilŵiŶg. 

aͿ RetaiŶ iŶ offiĐe offiĐial ĐopǇ peƌŵaŶeŶtlǇ.   

ďͿ DestƌoǇ iŶ offiĐe oƌdiŶaŶĐe deǀelopŵeŶt ƌeĐoƌds ǁheŶ 
oƌdiŶaŶĐe is Ŷo loŶgeƌ iŶ effeĐt. 

ĐͿ DestƌoǇ iŶ offiĐe additioŶal Đopies ;iŶĐludiŶg taďled oƌ 
failed oƌdiŶaŶĐesͿ ǁheŶ ƌefeƌeŶĐe ǀalue eŶds.† 

AgeŶĐǇ PoliĐǇ: DestƌoǇ iŶ offiĐe afteƌ  ____________ 
ϰϴ.  PEST CONTROL 

ReĐoƌds ĐoŶĐeƌŶiŶg pest aďateŵeŶt oƌ eƌadiĐatioŶ 
pƌogƌaŵs oǀeƌseeŶ ďǇ the ageŶĐǇ. 

DestƌoǇ iŶ offiĐe afteƌ ϯ Ǉeaƌs.* 
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* No destƌuĐtioŶ of ƌeĐoƌds ŵaǇ take plaĐe if audits oƌ litigatioŶ aƌe peŶdiŶg oƌ ƌeasoŶaďlǇ aŶtiĐipated.  “ee AUDIT“, LITIGATION, AND
���� ���

† “ee sigŶatuƌe page.  The ageŶĐǇ heƌeďǇ agƌees that it ǁill estaďlish aŶd eŶfoƌĐe iŶteƌŶal poliĐies settiŶg ŵiŶiŵuŵ ƌeteŶtioŶ peƌiods f
Natuƌal aŶd Cultuƌal ResouƌĐes has sĐheduled ǁith the dispositioŶ iŶstƌuĐtioŶ ͞destƌoǇ ǁheŶ ƌefeƌeŶĐe ǀalue eŶds.͟  Please use th

���� �OCAL GOVERNMENT AGENICES GENERAL RECORDS RETENTION AND DISPOSITION SCHEDULE

���� # 
 �!NDARD ϭ: ADMINI“TRATION AND MANAGEMENT RECORD“ 

"�CORD“ “ERIE“ TITLE DI“PO“ITION IN“TRUCTION“ 

ϰϵ.  POLICIES AND PROCEDURES 
ReĐoƌds doĐuŵeŶtiŶg the foƌŵulatioŶ, plaŶŶiŶg, aŶd 
adoptioŶ of poliĐies, pƌoĐeduƌes, aŶd fuŶĐtioŶs of the 
ageŶĐǇ aŶd its depaƌtŵeŶts.  File also iŶĐludes 
oƌgaŶizatioŶal Đhaƌts, ƌeoƌgaŶizatioŶ studies, aŶd 
siŵilaƌ ƌeĐoƌds desĐƌiďiŶg the aƌƌaŶgeŵeŶt aŶd 
adŵiŶistƌatiǀe stƌuĐtuƌe of the ageŶĐǇ. 
 
“ee also CIVIL RIGHTS RECORDS, page ϰϰ, iteŵ ϱ, 
POLICIES AND PROCEDURES ;PERSONNELͿ, page ϲϮ, 
iteŵ ϯϭ, aŶd ELECTRONIC RECORDS POLICIES AND 
PROCEDURES, page ϯϴ, iteŵ ϳ. 

aͿ RetaiŶ iŶ offiĐe ƌeĐoƌds ǁith histoƌiĐal ǀalue peƌŵaŶeŶt

ďͿ DestƌoǇ iŶ offiĐe ƌeŵaiŶiŶg ƌeĐoƌds ǁheŶ supeƌseded o
oďsolete. 

ϱϬ.  POLL LIST/REGISTRATION LIST/ROSTER/ 
AUTHORI)ATION TO VOTE ;ATVͿ 
Lists doĐuŵeŶtiŶg ƌegisteƌed eleĐtoƌs aŶd ǀotes Đast 
pƌioƌ to CouŶtǇ Boaƌd of EleĐtioŶs takiŶg oǀeƌ 
ŵuŶiĐipal eleĐtioŶs.  IŶĐludes eleĐtƌoŶiĐ oƌ papeƌ ATV 
ƌelated ƌeĐoƌds suĐh as ATV ďooks, foƌŵs, uŶused 
stiĐkeƌs, lists, ƌegisteƌs, iŶdeǆes, oƌ siŵilaƌ ƌeĐoƌds 
used to ǀeƌifǇ peƌsoŶs aƌe ƌegisteƌed ǀoteƌs at eaĐh 
polliŶg loĐatioŶ. 

CoŶtaĐt “tate AƌĐhiǀes of Noƌth CaƌoliŶa pƌioƌ to destƌoǇiŶg
poll ďooks aŶd ǀoteƌ ƌegistƌatioŶ ďooks. 

ϱϭ.  PRICE QUOTATIONS DestƌoǇ iŶ offiĐe ǁheŶ ƌefeƌeŶĐe ǀalue eŶds.†  
AgeŶĐǇ PoliĐǇ: DestƌoǇ iŶ offiĐe afteƌ ________           ____. 

ϱϮ.  PROCLAMATIONS AND ORDERS 
PƌoĐlaŵatioŶs aŶd oƌdeƌs issued ďǇ the goǀeƌŶiŶg 
ďoaƌd. 

aͿ RetaiŶ iŶ offiĐe ƌeĐoƌds ǁith histoƌiĐal ǀalue peƌŵaŶeŶt

ďͿ DestƌoǇ iŶ offiĐe ƌeŵaiŶiŶg ƌeĐoƌds ǁheŶ ƌefeƌeŶĐe ǀalu
eŶds.†  

AgeŶĐǇ PoliĐǇ: DestƌoǇ iŶ offiĐe afteƌ  ________           __
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† “ee sigŶatuƌe page.  The ageŶĐǇ heƌeďǇ agƌees that it ǁill estaďlish aŶd eŶfoƌĐe iŶteƌŶal poliĐies settiŶg ŵiŶiŵuŵ ƌeteŶtioŶ peƌiods f
Natuƌal aŶd Cultuƌal ResouƌĐes has sĐheduled ǁith the dispositioŶ iŶstƌuĐtioŶ ͞destƌoǇ ǁheŶ ƌefeƌeŶĐe ǀalue eŶds.͟  Please use th

*+,- .OCAL GOVERNMENT AGENICES GENERAL RECORDS RETENTION AND DISPOSITION SCHEDULE

/012 # 
304NDARD ϭ: ADMINI“TRATION AND MANAGEMENT RECORD“ 

51CORD“ “ERIE“ TITLE DI“PO“ITION IN“TRUCTION“ 

ϱϯ.  PROJECTS  
IŶĐludes pƌojeĐt ĐoƌƌespoŶdeŶĐe ;iŶĐludiŶg e-ŵailͿ, 
feasiďilitǇ studies, fiŶal ƌepoƌts, speĐifiĐatioŶs, 
assessŵeŶts, ŶotiĐes to pƌoĐeed, Đost estiŵates, 
ĐhaŶge oƌdeƌs, stateŵeŶts of ǁoƌk, aŶd siŵilaƌ 
doĐuŵeŶtatioŶ. 
 
“ee also PROJECT DOCUMENTATION, page ϯϵ, iteŵ 
ϭϭ. 

aͿ RetaiŶ iŶ offiĐe ƌeĐoƌds ǁith histoƌiĐal ǀalue peƌŵaŶeŶt

ďͿ DestƌoǇ iŶ offiĐe ƌeŵaiŶiŶg ƌeĐoƌds ϯ Ǉeaƌs afteƌ 
ĐoŵpletioŶ of pƌojeĐt. 

ϱϰ.  PROPERTY MANAGEMENT RECORDS 
IŶĐludes appƌaisals of the fiŶaŶĐial ǀaluatioŶ of 
ageŶĐǇ-oǁŶed pƌopeƌtǇ as ǁell as suƌǀeǇs, plats, aŶd 
ŵaps. 

DestƌoǇ iŶ offiĐe ǁheŶ supeƌseded oƌ oďsolete. 

ϱϱ.  RATE AND FEE SCHEDULES 
ReĐoƌds ƌelatiŶg to ƌates, fees, aŶd ƌegulatioŶs 
ĐoŶĐeƌŶiŶg ageŶĐǇ seƌǀiĐes. 

DestƌoǇ iŶ offiĐe ǁheŶ supeƌseded oƌ oďsolete. 

ϱϲ.  RECORDS MANAGEMENT  
IŶĐludes ĐoƌƌespoŶdeŶĐe ;iŶĐludiŶg e-ŵailͿ ǁith state 
aŶd/oƌ fedeƌal ageŶĐies ǁith ƌegaƌds to ƌeĐoƌds 
ƌeteŶtioŶ.  Also iŶĐludes ƌeĐoƌds dispositioŶ 
doĐuŵeŶtatioŶ, file plaŶs, aŶd Đopies of ƌeĐoƌds 
ƌeteŶtioŶ aŶd dispositioŶ sĐhedules. 

aͿ RetaiŶ iŶ offiĐe doĐuŵeŶtatioŶ ĐoŶĐeƌŶiŶg the fiŶal 
dispositioŶ of ƌeĐoƌds peƌŵaŶeŶtlǇ. 

ďͿ DestƌoǇ iŶ offiĐe ƌeŵaiŶiŶg ƌeĐoƌds ǁheŶ supeƌseded o
oďsolete. 
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BCDE # 
FCGNDARD ϭ: ADMINI“TRATION AND MANAGEMENT RECORD“ 

HDCORD“ “ERIE“ TITLE DI“PO“ITION IN“TRUCTION“ 

ϱϳ.  REFERENCE ;READINGͿ FILE    
“uďjeĐt files ĐoŶtaiŶiŶg iŶfoƌŵatioŶal Đopies of ƌeĐoƌds 
oƌgaŶized ďǇ aƌeas of iŶteƌest.  Also iŶĐludes ŵateƌials 
that haǀe Ŷo ƌegulatoƌǇ authoƌitǇ foƌ the ƌeĐipieŶt aŶd 
aƌe ƌeĐeiǀed fƌoŵ outside the ageŶĐǇ oƌ fƌoŵ otheƌ 
uŶits ǁithiŶ the ageŶĐǇ as ǁell as ƌefeƌeŶĐe Đopies of 
doĐuŵeŶts ǁheƌe aŶotheƌ iŶdiǀidual oƌ ageŶĐǇ is 
ƌespoŶsiďle foƌ ŵaiŶtaiŶiŶg the ƌeĐoƌd ĐopǇ. 

DestƌoǇ iŶ offiĐe ǁheŶ ƌefeƌeŶĐe ǀalue eŶds.†  

AgeŶĐǇ PoliĐǇ: DestƌoǇ iŶ offiĐe afteƌ ________           ____ 

IJK  REPORTS AND STUDIES   
ReĐoƌds ĐoŶĐeƌŶiŶg the peƌfoƌŵaŶĐe of a depaƌtŵeŶt, 
pƌogƌaŵ, oƌ pƌojeĐt, as ǁell as those Đƌeated foƌ 
plaŶŶiŶg puƌposes.  IŶĐludes all aŶŶual, suď-aŶŶual, oƌ 
iƌƌegulaƌlǇ pƌepaƌed ƌeseaƌĐh studies, ƌepoƌts, aŶd 
studies geŶeƌated ďǇ aŶ ageŶĐǇ oƌ pƌepaƌed ďǇ 
ĐoŶsultaŶts hiƌed ďǇ the ageŶĐǇ. Also iŶĐludes ƌepoƌts 
ƌeƋuiƌed to ďe suďŵitted to the ageŶĐǇ. 
 
“ee also CIVIL RIGHTS RECORDS, page ϰϰ, iteŵ ϱ, aŶd 
COMPREHENSIVE PLAN, page ϱ, iteŵ Ϯϭ. 

aͿ RetaiŶ iŶ offiĐe peƌŵaŶeŶtlǇ ϭ ĐopǇ of all aŶŶual aŶd 
ďieŶŶial ƌepoƌts ǁƌitteŶ ďǇ the ageŶĐǇ. 

ďͿ RetaiŶ iŶ offiĐe peƌŵaŶeŶtlǇ ƌepoƌts aŶd studies pƌepaƌ
ďǇ ƌeƋuest of aŶ ageŶĐǇ’s goǀeƌŶiŶg ďodǇ oƌ a Đouƌt. 

ĐͿ DestƌoǇ iŶ offiĐe afteƌ ϯ Ǉeaƌs ƌepoƌts pƌepaƌed ŵoŶthlǇ
ďiŵoŶthlǇ, oƌ seŵi-aŶŶuallǇ. 

dͿ DestƌoǇ iŶ offiĐe afteƌ ϭ Ǉeaƌ aĐtiǀitǇ ƌepoƌts ĐoŶĐeƌŶiŶg
ǁoƌkload ŵeasuƌeŵeŶts, tiŵe studies, Ŷuŵďeƌ of joďs 
Đoŵpleted, etĐ., pƌepaƌed oŶ a dailǇ oƌ otheƌ peƌiodiĐ 
ďasis. 

eͿ DestƌoǇ iŶ offiĐe ǁheŶ supeƌseded oƌ oďsolete ƌepoƌts 
ƌeƋuiƌed to ďe suďŵitted to the ageŶĐǇ. 

fͿ DestƌoǇ iŶ offiĐe ƌeŵaiŶiŶg ƌepoƌts aŶd studies ǁheŶ 
ƌefeƌeŶĐe ǀalue eŶds.† 

AgeŶĐǇ PoliĐǇ: DestƌoǇ iŶ offiĐe afteƌ ______________. 
 
ReteŶtioŶ Note:  Repoƌts aŶd studies listed elseǁheƌe iŶ this 
sĐhedule should ďe ƌetaiŶed the speĐified peƌiod of tiŵe.  
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XYZ[ # 
\Y]NDARD ϭ: ADMINI“TRATION AND MANAGEMENT RECORD“ 

^ZCORD“ “ERIE“ TITLE DI“PO“ITION IN“TRUCTION“ 

ϱϵ.  REQUESTS FOR INFORMATION 
ReƋuests ƌeĐeiǀed aŶd ƌespoŶses issued ďǇ the 
ageŶĐǇ. 
 
“ee also PUBLIC RECORDS REQUESTS, page ϲϵ, iteŵ 
ϭϭ. 

DestƌoǇ iŶ offiĐe afteƌ ϭ Ǉeaƌ afteƌ ƌesolutioŶ. 

ϲϬ.  REQUESTS FOR PROPOSALS ;RFPͿ 
Pƌoposals suďŵitted ďǇ ǀeŶdoƌs iŶ ƌespoŶse to 
ƌeƋuests fƌoŵ ageŶĐǇ. 
 
“ee also BIDS FOR PURCHASE, page ϮϬ, iteŵ ϭϬ, aŶd 
PRICE QUOTATIONS, page ϭϯ, iteŵ ϱϭ. 

DestƌoǇ iŶ offiĐe ǁheŶ ƌefeƌeŶĐe ǀalue eŶds.† 

AgeŶĐǇ PoliĐǇ: DestƌoǇ iŶ offiĐe afteƌ ________           ____ 

ϲϭ.  RESOLUTIONS  
File ĐoŶsists of ƌesolutioŶs iŶdiĐatiŶg date, issues oƌ 
poliĐǇ iŶǀolǀed, aŶd appƌopƌiate sigŶatuƌes.    
 
“ee the MICROFILM seĐtioŶ oŶ page ϴϮ foƌ 
_`stƌuĐtioŶs oŶ ŵiĐƌofilŵiŶg. 

aͿ RetaiŶ iŶ offiĐe peƌŵaŶeŶtlǇ oŶe ĐopǇ of fiŶal ƌesolutio

ďͿ RetaiŶ iŶ offiĐe peƌŵaŶeŶtlǇ ƌesolutioŶ deǀelopŵeŶt 
ƌeĐoƌds ǁith histoƌiĐal ǀalue. 

ĐͿ DestƌoǇ iŶ offiĐe additioŶal Đopies of ƌesolutioŶs ;iŶĐlud
those taďled oƌ failedͿ aloŶg ǁith all ƌeŵaiŶiŶg 
deǀelopŵeŶt ƌeĐoƌds ǁheŶ ƌefeƌeŶĐe ǀalue eŶds.†      

AgeŶĐǇ PoliĐǇ: DestƌoǇ iŶ offiĐe afteƌ   

ϲϮ.  SURPLUS PROPERTY  
IŶǀeŶtoƌies aŶd ƌepoƌts of ageŶĐǇ pƌopeƌtǇ to ďe 
suƌplussed. 

DestƌoǇ iŶ offiĐe ϯ Ǉeaƌs afteƌ dispositioŶ of pƌopeƌtǇ.* 

ϲϯ.  TRACKING MATERIALS 
ReĐoƌds iŶteŶded to ǀeƌifǇ the ƌeĐeipt of iŶfoƌŵatioŶ, 
suĐh as Đeƌtified ŵail ƌeĐeipts. 

DestƌoǇ iŶ offiĐe ǁheŶ ƌefeƌeŶĐe ǀalue eŶds.† 
AgeŶĐǇ PoliĐǇ: DestƌoǇ iŶ offiĐe afteƌ ________           ____ 
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mnop # 
qnrNDARD ϭ: ADMINI“TRATION AND MANAGEMENT RECORD“ 

soCORD“ “ERIE“ TITLE DI“PO“ITION IN“TRUCTION“ 

ϲϰ.  TRAVEL REQUESTS 
ReƋuests aŶd authoƌizatioŶs foƌ tƌaǀel. IŶĐludes foƌŵs 
aŶd itiŶeƌaƌies.  
 
“ee also TRAVEL REIMBURSEMENTS, page Ϯϴ, iteŵ 
ϰϱ, aŶd PRICE QUOTATIONS, page ϭϯ, iteŵ ϱϭ. 

DestƌoǇ iŶ offiĐe afteƌ ϭ Ǉeaƌ.* 

ϲϱ.  VEHICLE REGISTRATION CARDS 
Noƌth CaƌoliŶa ƌegistƌatioŶ Đaƌds foƌ ǀehiĐles iŶ the 
ageŶĐǇ fleet. 
 
“ee also VEHICLE TITLES, page ϰϵ, iteŵ Ϯϯ. 

DestƌoǇ iŶ offiĐe ǁheŶ supeƌseded. 

 

ϲϲ.  WORK ORDERS 
IŶĐludes date aŶd loĐatioŶ of ǁoƌk, Đost of ŵateƌials 
used aŶd laďoƌ, tǇpe of ǁoƌk peƌfoƌŵed, aŶd otheƌ 
ƌelated ƌeĐoƌds ƌegaƌdiŶg the ƌepaiƌs of eƋuipŵeŶt, 
faĐilities, aŶd ǀehiĐles. 
 

aͿ DestƌoǇ iŶ offiĐe ϭ Ǉeaƌ afteƌ ǁoƌk is Đoŵpleted.* 

ďͿ If this is the oŶlǇ ƌeĐoƌd doĐuŵeŶtiŶg Đoŵpleted ǁoƌk, 
folloǁ dispositioŶ iŶstƌuĐtioŶs foƌ FACILITY 
MAINTENANCE, REPAIR, AND INSPECTION RECORDS, p
ϳ, iteŵ Ϯϳ, oƌ  EQUIPMENT AND VEHICLE MAINTENANC
REPAIR, AND INSPECTION RECORDS, page ϲ, iteŵ Ϯϰ.  

 

Attachment Number 1       Page 28 of 106 Item #2



* No destƌuĐtioŶ of ƌeĐoƌds ŵaǇ take plaĐe if audits oƌ litigatioŶ aƌe peŶdiŶg oƌ ƌeasoŶaďlǇ aŶtiĐipated.  “ee AUDIT“, LITIGATION, AND
tuvw xyz

† “ee sigŶatuƌe page.  The ageŶĐǇ heƌeďǇ agƌees that it ǁill estaďlish aŶd eŶfoƌĐe iŶteƌŶal poliĐies settiŶg ŵiŶiŵuŵ ƌeteŶtioŶ peƌiods f
Natuƌal aŶd Cultuƌal ResouƌĐes has sĐheduled ǁith the dispositioŶ iŶstƌuĐtioŶ ͞destƌoǇ ǁheŶ ƌefeƌeŶĐe ǀalue eŶds.͟  Please use th

{|}~ �OCAL GOVERNMENT AGENICES GENERAL RECORDS RETENTION AND DISPOSITION SCHEDULE

STANDARD Ϯ:  BUDGET, FISCAL, AND PAYROLL RECORDS 
ReĐoƌds Đƌeated aŶd aĐĐuŵulated ĐoŶĐeƌŶiŶg the ŵaŶageƌial ĐoŶtƌol, ďudgetiŶg, disďuƌseŵeŶt, ĐolleĐtioŶ, aŶd aĐĐouŶtiŶg of the ag
 
Note: Peƌ Ϯϲ CFR ϭ.ϭϰϴ-ϱ;dͿ;ϲͿ;iiiͿ;EͿ, all ƌeĐoƌds ŶeĐessaƌǇ to suppoƌt the taǆ-eǆeŵpt status of aŶ ageŶĐǇ deďt issue ŵust ďe ƌetaiŶe
plus ϯ Ǉeaƌs. 

 
 

ITEM # 
��ANDARD Ϯ: BUDGET, FI“CAL, AND PAYROLL RECORD“ 

��CORD“ “ERIE“ TITLE DI“PO“ITION IN“TRUCTION“ 

ϭ.  ACCOUNTS PAYABLE   
ReĐoƌds ĐoŶĐeƌŶiŶg the status of aĐĐouŶts iŶ ǁhiĐh 
the ageŶĐǇ oǁes ŵoŶeǇ to fiƌŵs oƌ iŶdiǀiduals. 
IŶĐludes iŶǀoiĐes, ƌeiŵďuƌseŵeŶts, ƌeĐeipts oƌ ďills of 
sale, ĐheĐk ƌegisteƌs, aŶd suďsidiaƌǇ ƌegisteƌs. Also 
iŶĐludes stop paǇŵeŶt ŶotiĐes. 

DestƌoǇ iŶ offiĐe ϯ Ǉeaƌs afteƌ paǇŵeŶt.* 

Ϯ.  ACCOUNTS RECEIVABLE   
ReĐoƌds ĐoŶĐeƌŶiŶg ƌeĐeiǀaďles oǁed aŶd ĐolleĐted. 
IŶĐludes ďilliŶg stateŵeŶts, ƌeĐoƌds of paǇŵeŶt 
ƌeĐeiǀed, ƌeŵittaŶĐes, suďsidiaƌǇ ƌegisteƌs, 
oǀeƌpaǇŵeŶt oƌ ƌefuŶd ƌeĐoƌds, deposits, fiŶes aŶd 
fees assessed, aŶd ĐolleĐtioŶ of past due aĐĐouŶts. 

DestƌoǇ iŶ offiĐe ϯ Ǉeaƌs afteƌ ĐolleĐtioŶ.* 

ϯ.  ACCOUNTS UNCOLLECTABLE  
ReĐoƌds of aĐĐouŶts deeŵed uŶĐolleĐtaďle, iŶĐludiŶg 
ƌetuƌŶed ĐheĐks, ǁƌite-off authoƌizatioŶs, aŶd otheƌ 
ƌelated ƌeĐoƌds. 

DestƌoǇ iŶ offiĐe ϯ Ǉeaƌs afteƌ aĐĐouŶt is deteƌŵiŶed to ďe 
uŶĐolleĐtaďle.* 
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���� # 
��ANDARD Ϯ: BUDGET, FI“CAL, AND PAYROLL RECORD“ 

��CORD“ “ERIE“ TITLE DI“PO“ITION IN“TRUCTION“ 

ϰ.  ANNUAL BUDGET 
AŶŶual ďudget aŶd ďudget ŵessage suďŵitted to 
goǀeƌŶiŶg ďoaƌd foƌ appƌoǀal. 
 
“ee also BUDGET REPORTS, page Ϯϭ, iteŵ ϭϲ.  

aͿ RetaiŶ iŶ offiĐe ƌeĐoƌds ǁith histoƌiĐal ǀalue peƌŵaŶeŶtlǇ. 

ďͿ DestƌoǇ iŶ offiĐe ƌeŵaiŶiŶg ƌeĐoƌds afteƌ ϯ Ǉeaƌs. 

ReteŶtioŶ Note: AŶŶual ďudgets should ďe eŶteƌed iŶto the 
ŵiŶutes of the goǀeƌŶiŶg ďoaƌd. 

ϱ.  ARBITRAGE RECORDS 
ReĐoƌds ĐoŶĐeƌŶiŶg aƌďitƌage ƌeďate ĐalĐulatioŶs aŶd 
fuŶds ƌeďated. 

DestƌoǇ iŶ offiĐe ϯ Ǉeaƌs afteƌ fiŶal ƌedeŵptioŶ date of the 
ďoŶds aŶd afteƌ all ƌelated deďts aŶd oďligatioŶs haǀe ďeeŶ 
satisfied.* 

ϲ.  AUDITS: FINANCIAL 
ReĐoƌds ĐoŶĐeƌŶiŶg iŶteƌŶal aŶd eǆteƌŶal 
audits.  IŶĐludes ƌepoƌts, ǁoƌkiŶg papeƌs, aŶd ƌelated 
ƌeĐoƌds. 
 
“ee also AUDITS: PERFORMANCE, page Ϯ, iteŵ ϴ.  

aͿ RetaiŶ iŶ offiĐe ƌepoƌts peƌŵaŶeŶtlǇ fiŶal ƌepoƌts ƌelated to
iŶteƌŶal ĐoŵpliaŶĐe oƌ opeƌatioŶal audits oƌ those that 
doĐuŵeŶt a sigŶifiĐaŶt ĐhaŶge iŶ ageŶĐǇ pƌaĐtiĐes oƌ haǀe 
sigŶifiĐaŶt adŵiŶistƌatiǀe ǀalue. 

ďͿ DestƌoǇ iŶ offiĐe afteƌ ϭϬ Ǉeaƌs fiŶal ƌepoƌts ƌelated to 
iŶteƌŶal aĐĐouŶtiŶg sǇsteŵs aŶd ĐoŶtƌols aŶd those ǁith 
liŵited adŵiŶistƌatiǀe ǀalue. 

ĐͿ DestƌoǇ iŶ offiĐe ǁoƌkiŶg papeƌs aŶd ƌeŵaiŶiŶg ƌeĐoƌds 
ǁheŶ supeƌseded of oďsolete.* 

 

��  AUTHORI)ATION FORMS 
AuthoƌizatioŶ to puƌĐhase ŵateƌials. 

DestƌoǇ iŶ offiĐe afteƌ ϯ Ǉeaƌs.* 

 

ϴ.  BANK STATEMENTS AND RECONCILIATIONS   
IŶĐludes ďaŶk stateŵeŶts, ĐaŶĐeled ĐheĐks, deposit 
slips, aŶd ƌeĐoŶĐiliatioŶ ƌepoƌts. 

DestƌoǇ iŶ offiĐe afteƌ ϯ Ǉeaƌs.* 
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¤¥¦§ # 
¨¥ANDARD Ϯ: BUDGET, FI“CAL, AND PAYROLL RECORD“ 

©¦CORD“ “ERIE“ TITLE DI“PO“ITION IN“TRUCTION“ 

ϵ.  BIDS FOR DISPOSAL OF PROPERTY  
ReĐoƌds ĐoŶĐeƌŶiŶg the disposal of suƌplus pƌopeƌtǇ.  
IŶĐludes iŶfoƌŵatioŶ aďout ǀaƌious dispositioŶ 
pƌoĐeduƌes used, suĐh as sealed ďids aŶd puďliĐ 
auĐtioŶ. 
 
“ee also ACCOUNTS RECEIVABLE, page ϭϴ, iteŵ Ϯ. 

DestƌoǇ iŶ offiĐe all ƌeĐoƌds afteƌ the dispositioŶ of pƌopeƌtǇ 
has ďeeŶ ƌeĐoƌded iŶ goǀeƌŶiŶg ďoaƌd’s ŵiŶutes.* 

 

ϭϬ.  BIDS FOR PURCHASE 
ReĐoƌds doĐuŵeŶtiŶg Ƌuotes to supplǇ pƌoduĐts aŶd 
seƌǀiĐes.  IŶĐludes adǀeƌtiseŵeŶts, taďulatioŶs, aǁaƌds 
letteƌs, ƌeĐoƌds of ďids, good faith effoƌt 
doĐuŵeŶtatioŶ, aŶd ƌelated ƌeĐoƌds ĐoŶĐeƌŶiŶg 
aĐĐepted aŶd ƌejeĐted ďids.   

aͿ TƌaŶsfeƌ ƌeĐoƌds to CONTRACTS, LEASES, AND 
AGREEMENTS, page ϰϱ, iteŵ ϴ ǁheŶ ďid is appƌoǀed. 

ďͿ DestƌoǇ iŶ offiĐe ďid ƌeĐoƌds Ŷot aǁaƌded oƌ opeŶed afteƌ 
ϭ Ǉeaƌ.*  

ϭϭ.  BOND CLOSING RECORDS 
IŶĐludes appliĐatioŶs, agƌeeŵeŶts, taǆ ƌeĐoƌds, 
ĐoŶtƌaĐts, offiĐial stateŵeŶts, legal opiŶioŶs, ƌatiŶg 
letteƌs, puďliĐ heaƌiŶg ďoŶds, title iŶsuƌaŶĐe, deeds of 
tƌust, aŶd otheƌ ƌelated ƌeĐoƌds ĐoŶĐeƌŶiŶg ďoŶds 
issued ďǇ the ageŶĐǇ. Also iŶĐludes ƌeĐoƌds ĐoŶĐeƌŶiŶg 
eǆpeŶdituƌe aŶd/oƌ iŶǀestŵeŶt of ďoŶd pƌoĐeeds. 

DestƌoǇ iŶ offiĐe ϯ Ǉeaƌs afteƌ eŶtiƌe issuaŶĐe has ďeeŶ 
satisfied.* 

ϭϮ.  BOND REGISTER 
ReĐoƌds of all ďoŶds, Ŷotes, aŶd ĐoupoŶs issued ďǇ the 
ageŶĐǇ detailiŶg the puƌpose of issuaŶĐe, the date of 
issue, seƌial Ŷuŵďeƌs ;if aŶǇͿ, deŶoŵiŶatioŶ, ŵatuƌitǇ 
date, aŶd total pƌiŶĐipal aŵouŶt. 

RetaiŶ iŶ offiĐe peƌŵaŶeŶtlǇ. 

ϭϯ.  BONDS, NOTES, AND COUPONS DestƌoǇ iŶ offiĐe ϭ Ǉeaƌ fƌoŵ date of paǇŵeŶt. 
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º·ANDARD Ϯ: BUDGET, FI“CAL, AND PAYROLL RECORD“ 

»¸CORD“ “ERIE“ TITLE DI“PO“ITION IN“TRUCTION“ 

ϭϰ.  BUDGET ADMINISTRATION RECORDS 
ReĐoƌds of ďudget adŵiŶistƌatioŶ. IŶĐludes ƌeseaƌĐh, 
ĐoƌƌespoŶdeŶĐe, aŶd otheƌ ƌelated ƌeĐoƌds. 

DestƌoǇ iŶ offiĐe afteƌ Ϯ Ǉeaƌs.* 

ϭϱ.  BUDGET EXECUTION RECORDS 
ReĐoƌds of authoƌizatioŶs to ŵoǀe fuŶds ďetǁeeŶ 
ďudget Đodes. 

DestƌoǇ iŶ offiĐe ǁheŶ ƌeleased fƌoŵ audits. 

ϭϲ.  BUDGET REPORTS 
IŶĐludes dailǇ detail ƌepoƌts aŶd ŵoŶthlǇ ďudget 
ƌepoƌts.  Also iŶĐludes ĐoŶtƌaĐt ďudget aŶd 
eǆpeŶdituƌe ƌepoƌts aŶd suŵŵaƌies of taǆ alloĐatioŶs. 
 
“ee also ANNUAL BUDGET, page ϭϵ, iteŵ ϰ. 

aͿ DestƌoǇ iŶ offiĐe dailǇ detail ƌepoƌts afteƌ ϭ Ǉeaƌ.* 

ďͿ DestƌoǇ iŶ offiĐe ƌeŵaiŶiŶg ƌepoƌts afteƌ ϯ Ǉeaƌs.* 

ϭϳ.  BUDGET REQUESTS AND WORKING PAPERS 
IŶĐludes ďudget ƌeƋuests, Đost estiŵates, 
eǆpeŶdituƌes, pƌogƌaŵ ƌeƋuests, salaƌǇ aŶd ǁage lists, 
ĐoƌƌespoŶdeŶĐe ;iŶĐludiŶg e-ŵailͿ, aŶd ƌelated 
ƌeĐoƌds. 

DestƌoǇ iŶ offiĐe afteƌ ϯ Ǉeaƌs.* 

ϭϴ.  BUDGET RESOLUTIONS AND ORDINANCES 
IŶĐludes pƌojeĐt oƌdiŶaŶĐes, ďudget ƌesolutioŶs, aŶd 
aŵeŶdŵeŶts. 
 
“ee also MINUTES OF PUBLIC BODIES, page ϭϭ, iteŵ 
ϰϮ. 

aͿ RetaiŶ offiĐial Đopies iŶ the ŵiŶutes of the goǀeƌŶiŶg 
ďoaƌd. 

ďͿ DestƌoǇ iŶ offiĐe ƌeŵaiŶiŶg Đopies ǁheŶ ƌefeƌeŶĐe ǀalue 
eŶds.†  

AgeŶĐǇ PoliĐǇ: DestƌoǇ iŶ offiĐe afteƌ ________           ____
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ÏÌCORD“ “ERIE“ TITLE DI“PO“ITION IN“TRUCTION“ 

ϭϵ.  COST ALLOCATION PLANS 
AĐĐouŶtiŶg ƌepoƌt that ĐalĐulates aŶd spƌeads ageŶĐǇ-
ǁide iŶdiƌeĐt Đosts to depaƌtŵeŶts aŶd fuŶds that 
ƌeĐeiǀe a seƌǀiĐe fƌoŵ otheƌ depaƌtŵeŶts. 

DestƌoǇ iŶ offiĐe afteƌ ϯ Ǉeaƌs.* 

ϮϬ.  CREDIT/DEBIT/PROCUREMENT CARD RECORDS 
ReĐoƌds of assigŶatioŶ of ageŶĐǇ Đƌedit Đaƌds aŶd 
puƌĐhasiŶg Đaƌds aloŶg ǁith authoƌizatioŶ logs. 

DestƌoǇ iŶ offiĐe ǁheŶ supeƌseded oƌ oďsolete.* 

 

ÐÑÒ  DONATIONS AND SOLICITATIONS 
ReĐoƌds ĐoŶĐeƌŶiŶg ƌeƋuests ŵade to ageŶĐǇ ďǇ 
outside oƌgaŶizatioŶs.  IŶĐludes appliĐatioŶs aŶd otheƌ 
ƌelated ƌeĐoƌds. 
 
“ee also FUND DRIVE AND EVENT RECORDS, page ϲϴ, 
iteŵ ϲ. 

aͿ DestƌoǇ iŶ offiĐe ƌeĐoƌds suppoƌtiŶg appƌoǀed doŶatioŶs ϭ
Ǉeaƌ afteƌ paǇŵeŶt. 

ďͿ DestƌoǇ iŶ offiĐe ƌejeĐted appliĐatioŶs afteƌ ϯϬ daǇs. 

 

ϮϮ.  ELECTRONIC FUNDS TRANSFERS ;EFTͿ  
IŶĐludes foƌŵs authoƌiziŶg eleĐtƌoŶiĐ tƌaŶsfeƌ of 
ŵoŶies ǀia ǁiƌe tƌaŶsfeƌ oƌ autoŵated ĐleaƌiŶg house 
;ACHͿ as ǁell as ACH ďaŶk ƌepoƌts. 

DestƌoǇ iŶ offiĐe ǁheŶ supeƌseded oƌ oďsolete. 

Ϯϯ.  ESCHEATS AND UNCLAIMED PROPERTY  
ReĐoƌds ĐoŶtaiŶiŶg iŶfoƌŵatioŶ ƌeƋuiƌed to ďe 
iŶĐluded iŶ holdeƌ ƌepoƌts suďŵitted to the “tate 
Tƌeasuƌeƌ’s offiĐe. 
 
Foƌ ŵoƌe iŶfoƌŵatioŶ, see the “tate Tƌeasuƌeƌ’s 
ŵeŵo, ͞AŶŶual RepoƌtiŶg of UŶĐlaiŵed PƌopeƌtǇÓÔ

ÕÖ DestƌoǇ iŶ offiĐe afteƌ ϭϬ Ǉeaƌs if ƌepoƌt ǁas filed pƌioƌ to 
JulǇ ϭϲ, ϮϬϭϮ.* 

ďͿ DestƌoǇ iŶ offiĐe afteƌ ϱ Ǉeaƌs if ƌepoƌt ǁas filed oŶ oƌ afteƌ
JulǇ ϭϲ, ϮϬϭϮ.* 
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èåCORD“ “ERIE“ TITLE DI“PO“ITION IN“TRUCTION“ 

Ϯϰ.  FINANCIAL JOURNALS AND LEDGERS 
 

aͿ DestƌoǇ iŶ offiĐe Ǉeaƌ-eŶd suŵŵaƌies of ƌeĐeipts aŶd 
disďuƌseŵeŶts afteƌ ϯ Ǉeaƌs.* 

ďͿ DestƌoǇ iŶ offiĐe dailǇ, ŵoŶthlǇ, oƌ ƋuaƌteƌlǇ tƌaŶsaĐtioŶ 
detail jouƌŶals aŶd ledgeƌs afteƌ ϭ Ǉeaƌ.*  

Ϯϱ.  FINANCIAL REPORTS aͿ DestƌoǇ iŶ offiĐe aŶŶual fiŶaŶĐial ƌepoƌts oƌ otheƌ ƌepoƌts 
geŶeƌated to iŶfoƌŵ deĐisioŶ-ŵakiŶg afteƌ ϯ Ǉeaƌs.* 

ďͿ DestƌoǇ ŵoŶthlǇ oƌ ƋuaƌteƌlǇ ƌepoƌts geŶeƌated foƌ 
opeƌatioŶal puƌposes afteƌ ϭ Ǉeaƌ. 

ĐͿ DestƌoǇ logs aŶd distƌiďutioŶ ƌepots geŶeƌated to tƌaĐk 
tƌaŶsaĐtioŶs ǁheŶ ƌeleased fƌoŵ audits. 

Ϯϲ.  GOVERNMENT EMPLOYEES RETIREMENT SYSTEM 
MONTHLY REPORTS   
Repoƌts pƌoduĐed ďǇ the Noƌth CaƌoliŶa DepaƌtŵeŶt 
of “tate Tƌeasuƌeƌ ƌegaƌdiŶg the TeaĐheƌs’ aŶd “tate 
EŵploǇees’ RetiƌeŵeŶt “Ǉsteŵ ;T“ER“Ϳ aŶd the LoĐal 
GoǀeƌŶŵeŶtal EŵploǇees’ RetiƌeŵeŶt “Ǉsteŵ 
;LGER“Ϳ. 

DestƌoǇ iŶ offiĐe ǁheŶ ƌefeƌeŶĐe ǀalue eŶds.† 

AgeŶĐǇ PoliĐǇ: DestƌoǇ iŶ offiĐe afteƌ ________           ____ 
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Ϯϳ.  GRANTS: FINANCIAL 
ReĐoƌds ĐoŶĐeƌŶiŶg appƌoǀed fedeƌal, state, aŶd 
pƌiǀate gƌaŶts ƌeĐeiǀed oƌ issued ďǇ the ageŶĐǇ.  
IŶĐludes all ƌeleǀaŶt aĐĐouŶtiŶg, puƌĐhasiŶg, paǇƌoll, 
aŶd otheƌ fiŶaŶĐial ƌeĐoƌds.   
 
“ee also GRANTS, page ϴ, iteŵ ϯϭ. 

aͿ DestƌoǇ ƌeĐoƌds suppoƌtiŶg the eǆpeŶdituƌe of fedeƌal 
fuŶds passed thƌough NC DHH“ oŶ a fisĐal Ǉeaƌ ďasis ǁheŶ
the DHH“ OffiĐe of the CoŶtƌolleƌ pƌoǀides ǁƌitteŶ 
guidaŶĐe that ƌeĐoƌds aƌe ƌeleased fƌoŵ all audits aŶd 
otheƌ offiĐial aĐtioŶs. 

ďͿ DestƌoǇ iŶ offiĐe ƌeĐoƌds of state aŶd pƌiǀate gƌaŶts ϱ Ǉeaƌ
afteƌ fiŶal fiŶaŶĐial ƌepoƌt is filed.* 

ĐͿ DestƌoǇ iŶ offiĐe ƌeĐoƌds of otheƌ fedeƌal gƌaŶts ϯ Ǉeaƌs 
afteƌ fiŶal fiŶaŶĐial ƌepoƌt is filed. 

dͿ DestƌoǇ iŶ offiĐe ƌeĐoƌds Ŷot ƌelatiŶg to a speĐifiĐ gƌaŶt oƌ 
to gƌaŶts Ŷot fuŶded afteƌ ϭ Ǉeaƌ. 

ReteŶtioŶ Note: AĐĐoƌdiŶg to Ϯ CFR ϮϬϬ.ϯϯϯ;ĐͿ, ƌeĐoƌds foƌ ƌeal
pƌopeƌtǇ aŶd eƋuipŵeŶt aĐƋuiƌed ǁith Fedeƌal fuŶds ŵust ďe 
ƌetaiŶed foƌ ϯ Ǉeaƌs afteƌ dispositioŶ of the 
pƌopeƌtǇ/eƋuipŵeŶt. 

Ϯϴ.  INVESTMENTS  
IŶĐludes fuŶd iŶfoƌŵatioŶ, poƌtfolio listiŶgs aŶd 
ƌepoƌts, ďalaŶĐe sheets, eǆĐhaŶge oƌ ĐoŶseŶt 
iŶstƌuĐtioŶs, ďƌokeƌ ĐoŶfiƌŵatioŶs, ŶotiĐes, aŶd otheƌ 
doĐuŵeŶtatioŶ ƌelated to ageŶĐǇ iŶǀestŵeŶts. Also 
iŶĐludes tƌaŶsaĐtioŶ sĐhedules foƌ pƌojeĐtiŶg ƌeǀeŶue 
oŶ iŶǀestŵeŶts as ǁell as peƌfoƌŵaŶĐe iŶǀestŵeŶt 
ƌepoƌts issued ďǇ ďƌokeƌ oƌ iŶǀestŵeŶt fiƌŵ. 

aͿ DestƌoǇ iŶ offiĐe tƌaŶsaĐtioŶ sĐhedules afteƌ Ϯ Ǉeaƌs.* 

ďͿ DestƌoǇ iŶ offiĐe peƌfoƌŵaŶĐe iŶǀestŵeŶt ƌepoƌts ǁheŶ 
ƌefeƌeŶĐe ǀalue eŶds. 

ĐͿ DestƌoǇ iŶ offiĐe all ƌeŵaiŶiŶg ƌeĐoƌds afteƌ ϯ Ǉeaƌs.* 
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Ϯϵ.  LOAN RECORDS  
ReĐoƌds ĐoŶĐeƌŶiŶg loaŶs ƌeĐeiǀed ďǇ the ageŶĐǇ. 
IŶĐludes doĐuŵeŶtatioŶ of iŶteŶt to pƌoĐeed, loaŶ 
agƌeeŵeŶts, pƌoŵissoƌǇ Ŷotes, letteƌs of Đƌedit, 
stateŵeŶts, ŶotiĐes of pƌiŶĐipal aŶd iŶteƌest due, aŶd 
otheƌ ƌelated ƌeĐoƌds. 

DestƌoǇ iŶ offiĐe ϱ Ǉeaƌs afteƌ satisfaĐtioŶ oƌ ĐaŶĐellatioŶ of 
loaŶ.* 

ϯϬ.  LOCAL GOVERNMENT COMMISSION FINANCIAL 
STATEMENTS 

DestƌoǇ iŶ offiĐe afteƌ ϯ Ǉeaƌs.* 

ϯϭ.  LONGEVITY PAY DestƌoǇ iŶ offiĐe afteƌ ϯ Ǉeaƌs.* 
ϯϮ.  PAYMENT CARD DATA 

ReĐoƌds Đƌeated iŶ assoĐiatioŶ ǁith paǇŵeŶt Đaƌd 
tƌaŶsaĐtioŶs eŶteƌed ďǇ thiƌd paƌties foƌ the puƌĐhase 
of goods oƌ seƌǀiĐes fƌoŵ the ageŶĐǇ. 

DestƌoǇ iŶ offiĐe afteƌ pƌoĐessed.* 

ϯϯ.  PAYROLL AND EARNINGS RECORDS 
ReĐoƌds ĐoŶtaiŶiŶg iŶfoƌŵatioŶ suĐh as the Ŷaŵe, 
“oĐial “eĐuƌitǇ Ŷuŵďeƌ, Ŷuŵďeƌ of houƌs ǁoƌked, 
ĐoŵpeŶsatioŶ ƌate, deduĐtioŶs, aŶd total ǁages paid 
eaĐh eŵploǇee peƌ paǇƌoll peƌiod.  Also iŶĐludes 
iŶdiǀidual aŶd gƌoup eŵploǇee eaƌŶiŶgs ƌeĐoƌds aŶd 
paǇƌoll ƌegisteƌs shoǁiŶg eaƌŶiŶgs aŶd deduĐtioŶs foƌ 
eaĐh paǇ peƌiod. 
 
“ee also TIME SHEETS, CARDS, AND ATTENDANCE 
RECORDS, page Ϯϴ, iteŵ ϰϰ. 

aͿ DestƌoǇ iŶ offiĐe ϯϬ Ǉeaƌs fƌoŵ date of sepaƌatioŶ ƌeĐoƌds 
ŶeĐessaƌǇ foƌ ƌetiƌeŵeŶt oƌ siŵilaƌ ďeŶefits ǀeƌifiĐatioŶ. 

ďͿ DestƌoǇ iŶ offiĐe ƌeŵaiŶiŶg ƌeĐoƌds afteƌ ϯ Ǉeaƌs.* 
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���  # 
!�ANDARD Ϯ: BUDGET, FI“CAL, AND PAYROLL RECORD“ 

"�CORD“ “ERIE“ TITLE DI“PO“ITION IN“TRUCTION“ 

ϯϰ.  PAYROLL DEDUCTION RECORDS 
ReĐoƌds used to staƌt, ŵodifǇ, oƌ stop all ǀoluŶtaƌǇ oƌ 
ƌeƋuiƌed deduĐtioŶs fƌoŵ paǇƌoll.  IŶĐludes taǆ 
ǁithholdiŶg ;NC-ϰ, W-ϰͿ, saǀiŶgs plaŶs, iŶsuƌaŶĐe, 
assoĐiatioŶ dues, oƌdeƌs of gaƌŶishŵeŶt, etĐ.  Used as 
pƌoof the eŵploǇee appƌoǀed of the deduĐtioŶ;sͿ.  

aͿ DestƌoǇ iŶ offiĐe taǆ ǁithholdiŶg foƌŵs ϰ Ǉeaƌs afteƌ 
teƌŵiŶatioŶ of deduĐtioŶ.* 

ďͿ DestƌoǇ iŶ offiĐe authoƌizatioŶs foƌ deduĐtioŶs foƌ 
ƌetiƌeŵeŶt ĐoŶtƌiďutioŶs, ďaŶk paǇŵeŶts, saǀiŶgs plaŶs, 
iŶsuƌaŶĐe, aŶd dues Ϯ Ǉeaƌs afteƌ teƌŵiŶatioŶ of 
deduĐtioŶ. 

ĐͿ DestƌoǇ iŶ offiĐe ƌeŵaiŶiŶg ƌeĐoƌds ϯ Ǉeaƌs afteƌ 
teƌŵiŶatioŶ of deduĐtioŶ.* 

 

#$%  POWELL BILL RECORDS 
ReĐoƌds iŶĐlude Đeƌtified stateŵeŶts, eǆpeŶdituƌes 
ƌepoƌts, iŶfoƌŵatioŶ sheets, fiŶaŶĐial stateŵeŶts 
suďŵitted to the Noƌth CaƌoliŶa DepaƌtŵeŶt of 
TƌaŶspoƌtatioŶ, aŶd all otheƌ ƌelated ƌeĐoƌds. 

DestƌoǇ iŶ offiĐe afteƌ ϯ Ǉeaƌs. 

ϯϲ.  PURCHASE ORDERS 
ReĐoƌds, foƌŵs, paĐkiŶg slips, aŶd attaĐhed doĐuŵeŶts 
ĐoŶĐeƌŶiŶg puƌĐhased supplies, eƋuipŵeŶt, aŶd 
seƌǀiĐes. 
 
“ee also GRANTS: FINANCIAL, page Ϯϰ, iteŵ Ϯϳ. 

DestƌoǇ iŶ offiĐe afteƌ ϯ Ǉeaƌs.* 

ReteŶtioŶ Note: PaĐkiŶg slips ŵaǇ ďe destƌoǇed upoŶ 
ǀeƌifiĐatioŶ of iteŵs ƌeĐeiǀed if theǇ aƌe Ŷot the oŶlǇ ƌeĐoƌd of 
the puƌĐhase of the iteŵ. 

ϯϳ.  QUALIFIED PRODUCTS LISTS ;QPLͿ  
ReĐoƌds ideŶtifǇiŶg pƌoduĐts appƌoǀed foƌ puƌĐhase ďǇ 
the ageŶĐǇ. 

DestƌoǇ iŶ offiĐe ϯ Ǉeaƌs afteƌ supeƌseded oƌ oďsolete.* 
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2345 # 
63ANDARD Ϯ: BUDGET, FI“CAL, AND PAYROLL RECORD“ 

74CORD“ “ERIE“ TITLE DI“PO“ITION IN“TRUCTION“ 

ϯϴ.  REQUISITIONS  
ReƋuests foƌ paǇŵeŶt oƌ to aĐƋuiƌe goods oƌ seƌǀiĐes. 
 
“ee also INVENTORIES, page ϵ, iteŵ ϯϲ. 

DestƌoǇ iŶ offiĐe afteƌ ϭ Ǉeaƌ.* 

 

ϯϵ.  SCHOLARSHIP RECORDS  
ReĐoƌds ĐoŶĐeƌŶiŶg sĐholaƌships aǁaƌded ďǇ the 
ageŶĐǇ. IŶĐludes appliĐatioŶs, aǁaƌd letteƌs, 
ĐoŶditioŶs aŶd stipulatioŶs, agƌeeŵeŶts aŶd ĐoŶtƌaĐts, 
disďuƌseŵeŶt stateŵeŶts, pƌogƌess ƌepoƌts, aŶd otheƌ 
ƌelated ƌeĐoƌds. 

aͿ DestƌoǇ iŶ offiĐe afteƌ ϯ Ǉeaƌs ƌeĐoƌds doĐuŵeŶtiŶg the 
aǁaƌdiŶg of sĐholaƌships. 

ďͿ DestƌoǇ iŶ offiĐe ϭ Ǉeaƌ afteƌ ŶotifiĐatioŶ of appliĐaŶt 
ƌeĐoƌds ĐoŶĐeƌŶiŶg appliĐatioŶs that aƌe deŶied ďǇ the 
ageŶĐǇ oƌ aǁaƌds that aƌe deĐliŶed ďǇ the ƌeĐipieŶt. 

ϰϬ.  SHIFT PREMIUM PAY 
AuthoƌizatioŶs aŶd otheƌ ƌelated ƌeĐoƌds ĐoŶĐeƌŶiŶg 
eŵploǇees ƌeĐeiǀiŶg shift pƌeŵiuŵ paǇ. 

DestƌoǇ iŶ offiĐe afteƌ ϯ Ǉeaƌs.* 

ϰϭ.  STATEMENTS OF BACK PAY 
Foƌŵs used to deteƌŵiŶe the gƌoss paǇ aŶ eŵploǇee 
ǁould haǀe eaƌŶed duƌiŶg a speĐified peƌiod foƌ ďaĐk 
paǇ iŶ a gƌieǀaŶĐe deĐisioŶ, settleŵeŶt agƌeeŵeŶt, oƌ 
otheƌ oƌdeƌ. 

DestƌoǇ iŶ offiĐe ϯ Ǉeaƌs afteƌ paǇŵeŶt.* 
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† “ee sigŶatuƌe page.  The ageŶĐǇ heƌeďǇ agƌees that it ǁill estaďlish aŶd eŶfoƌĐe iŶteƌŶal poliĐies settiŶg ŵiŶiŵuŵ ƌeteŶtioŶ peƌiods f
Natuƌal aŶd Cultuƌal ResouƌĐes has sĐheduled ǁith the dispositioŶ iŶstƌuĐtioŶ ͞destƌoǇ ǁheŶ ƌefeƌeŶĐe ǀalue eŶds.͟  Please use th

ABCD EOCAL GOVERNMENT AGENICES GENERAL RECORDS RETENTION AND DISPOSITION SCHEDULE

FGHI # 
JGANDARD Ϯ: BUDGET, FI“CAL, AND PAYROLL RECORD“ 

KHCORD“ “ERIE“ TITLE DI“PO“ITION IN“TRUCTION“ 

ϰϮ.  TAX FORMS  
Taǆ iŶfoƌŵatioŶ ƌetuƌŶs geŶeƌated ďǇ the ageŶĐǇ ;e.g., 
ϭϬϵϴ, ϭϬϵϵ, W-Ϯ, W-ϯͿ to ďe ƌepoƌted to the IŶteƌŶal 
ReǀeŶue “eƌǀiĐe aŶd fuƌŶished to the otheƌ paƌtǇ to 
the tƌaŶsaĐtioŶ. 

DestƌoǇ iŶ offiĐe ϰ Ǉeaƌs afteƌ suďŵitted to taǆpaǇeƌ aŶd/oƌ 
IR“.* 

ϰϯ.  TAX RETURNS 
Taǆ ƌetuƌŶs filed ďǇ the ageŶĐǇ. 

DestƌoǇ iŶ offiĐe ϲ Ǉeaƌs afteƌ filed.* 

ϰϰ.  TIME SHEETS, CARDS, AND ATTENDANCE RECORDS 
ReĐoƌds doĐuŵeŶtiŶg the ǁoƌk houƌs aŶd atteŶdaŶĐe 
of eŵploǇees. 
 
“ee also PAYROLL AND EARNINGS RECORDS, page Ϯϱ, 
iteŵ ϯϯ.

DestƌoǇ iŶ offiĐe afteƌ Ϯ Ǉeaƌs.* 

 

LMN  TRAVEL REIMBURSEMENTS  
IŶĐludes ƌeƋuests aŶd authoƌizatioŶs foƌ 
ƌeiŵďuƌseŵeŶt foƌ tƌaǀel aŶd ƌelated eǆpeŶses. 
 
“ee also GRANTS: FINANCIAL, page Ϯϰ, iteŵ Ϯϳ, aŶd 
OPAVEL REQUESTS, page ϭϳ, iteŵ ϲϰ. 

DestƌoǇ iŶ offiĐe afteƌ ϯ Ǉeaƌs.* 
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_`ab # 
c`ANDARD Ϯ: BUDGET, FI“CAL, AND PAYROLL RECORD“ 

daCORD“ “ERIE“ TITLE DI“PO“ITION IN“TRUCTION“ 

ϰϲ.  VENDORS  
Files ŵaiŶtaiŶed oŶ speĐifiĐ ǀeŶdoƌs authoƌized oƌ 
deďaƌƌed fƌoŵ doiŶg ďusiŶess ǁith the ageŶĐǇ.  
IŶĐludes Ŷaŵe aŶd addƌess, ĐoƌƌespoŶdeŶĐe ;iŶĐludiŶg 
e-ŵailͿ, aŶd otheƌ ƌelated ƌeĐoƌds. 

DestƌoǇ iŶ offiĐe ǁheŶ supeƌseded oƌ oďsolete. 
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STANDARD ϯ:  GEOGRAPHIC INFORMATION SYSTEM ;GISͿ RECORDS 
OffiĐial ƌeĐoƌds ƌeĐeiǀed aŶd Đƌeated ďǇ ageŶĐǇ geogƌaphiĐ iŶfoƌŵatioŶ sǇsteŵ pƌogƌaŵs.  “ee G.“. § ϭϯϮ-ϭϬ foƌ iŶfoƌŵatioŶ aďout 
GI“ dataďases. 

 

ITEM # 
qrsNDARD ϯ: GEOGRAPHIC INFORMATION “Y“TEM ;GI“Ϳ RECORD“ 

tuvwtxS SERIES TITLE DISPOSITION INSTRUCTIONS 

ϭ.  GEOGRAPHIC INFORMATION SYSTEM ;GISͿ CORE 
DATA 
Geo-ƌefeƌeŶĐed data aŶd ŵetadata to faĐilitate the 
ŵaŶageŵeŶt, ŵaŶipulatioŶ, aŶalǇsis, ŵodeliŶg, 
ƌepƌeseŶtatioŶ, aŶd spatial aŶalǇsis of Đoŵpleǆ 
pƌoďleŵs ƌegaƌdiŶg plaŶŶiŶg aŶd ŵaŶageŵeŶt of 
ƌesouƌĐes. 

RetaiŶ iŶ offiĐe paƌĐel, ďouŶdaƌǇ, zoŶiŶg, aŶd oƌthoiŵageƌǇ 
laǇeƌs ;ǁith aĐĐoŵpaŶǇiŶg data setsͿ peƌŵaŶeŶtlǇ. 

ReteŶtioŶ Note: Otheƌ datasets should ďe kept aĐĐoƌdiŶg to 
staŶdaƌds aŶd pƌoĐeduƌes set ďǇ the Noƌth CaƌoliŶa GeogƌaphiĐ
IŶfoƌŵatioŶ CooƌdiŶatiŶg CouŶĐil ;http://ǁǁǁ.ŶĐgiĐĐ.Đoŵ/yz 
{hh f|so GEOSPATIAL RECORDS, page ϴϬ. 

}~  GEOGRAPHIC INFORMATION SYSTEM ;GISͿ DATA 
DOCUMENTATION ;METADATAͿ  
ReĐoƌds Đƌeated duƌiŶg deǀelopŵeŶt oƌ ŵodifiĐatioŶ 
of aŶ autoŵated sǇsteŵ ǁhiĐh aƌe ŶeĐessaƌǇ to 
aĐĐess, ƌetƌieǀe, ŵaŶipulate, aŶd iŶteƌpƌet data iŶ that 
sǇsteŵ; aŶd ƌeĐoƌds that eǆplaiŶ the ŵeaŶiŶg, 
puƌpose, stƌuĐtuƌe, loĐal ƌelatioŶships, aŶd oƌigiŶ of 
the data eleŵeŶts.  IŶĐludes data eleŵeŶt 
diĐtioŶaƌies, file laǇout, Đodeďooks aŶd taďles, aŶd 
defiŶitioŶ files. 

DestƌoǇ iŶ offiĐe ǁheŶ the sǇsteŵ is disĐoŶtiŶued oƌ ǁheŶ 
sǇsteŵ data has ďeeŶ tƌaŶsfeƌƌed to a Ŷeǁ opeƌatiŶg 
eŶǀiƌoŶŵeŶt ;platfoƌŵͿ. 

 

 

ϯ.  GEOGRAPHIC INFORMATION SYSTEM ;GISͿ INTERNAL 
STANDARDS AND PROCEDURES 
IŶĐludes ƌeƋuiƌeŵeŶts that aƌe iŶteŶded to ŵake 
haƌdǁaƌe, softǁaƌe, aŶd data Đoŵpatiďle aŶd that 
Đoǀeƌ data Đaptuƌe, aĐĐuƌaĐǇ, souƌĐes, ďase Đategoƌies, 
output, aŶd data eleŵeŶt diĐtioŶaƌies. 

RetaiŶ iŶ offiĐe peƌŵaŶeŶtlǇ. 
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���� # 
���NDARD ϯ: GEOGRAPHIC INFORMATION “Y“TEM ;GI“Ϳ RECORD“ 

������S SERIES TITLE DISPOSITION INSTRUCTIONS 

ϰ.  GEOGRAPHIC INFORMATION SYSTEM ;GISͿ 
MONITORING RECORDS 
IŶĐludes sǇsteŵ seĐuƌitǇ, ƋualitǇ assuƌaŶĐe, 
tƌaŶsaĐtioŶ tƌaĐkiŶg, aŶd otheƌ ƌelated aĐtiǀitǇ 
ŵoŶitoƌiŶg ƌeĐoƌds.  

DestƌoǇ iŶ offiĐe afteƌ ϭ Ǉeaƌ. 

ϱ.  GEOGRAPHIC INFORMATION SYSTEM ;GISͿ 
OPERATIONAL RECORDS 
IŶĐludes useƌ guides, sǇsteŵ floǁĐhaƌts, joď oƌ 
ǁoƌkfloǁ ƌeĐoƌds, sǇsteŵ speĐifiĐatioŶs, aŶd siŵilaƌ 
doĐuŵeŶtatioŶ. 

DestƌoǇ iŶ offiĐe ǁheŶ the sǇsteŵ is disĐoŶtiŶued oƌ ǁheŶ 
sǇsteŵ data has ďeeŶ tƌaŶsfeƌƌed to a Ŷeǁ opeƌatiŶg 
eŶǀiƌoŶŵeŶt ;platfoƌŵͿ. 

 

ϲ.  GEOGRAPHIC INFORMATION SYSTEM ;GISͿ PROJECT 
RECORDS 
 

aͿ RetaiŶ iŶ offiĐe GI“ datasets aŶd aĐĐoŵpaŶǇiŶg 
doĐuŵeŶtatioŶ ;ŵetadataͿ ǁith histoƌiĐal aŶd/oƌ legal 
ǀalue peƌŵaŶeŶtlǇ.  

ďͿ DestƌoǇ iŶ offiĐe ƌeŵaiŶiŶg iteŵs ǁheŶ ƌefeƌeŶĐe ǀalue 
eŶds.†  

        AgeŶĐǇ PoliĐǇ: DestƌoǇ iŶ offiĐe afteƌ _________________
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¢£¤¥ # 
¦£§NDARD ϯ: GEOGRAPHIC INFORMATION “Y“TEM ;GI“Ϳ RECORD“ 

¨©ª«¨¬S SERIES TITLE DISPOSITION INSTRUCTIONS 

ϳ.  LAYERS: ADDRESS POINTS 
 
“ee also GEOSPATIAL RECORDS, page ϴϬ. 

Papeƌ: RetaiŶ iŶ offiĐe peƌŵaŶeŶtlǇ. 

GI“ dataset: Cƌeate a sŶapshot of dataset aŶŶuallǇ.  To 
ŵaiŶtaiŶ peƌŵaŶeŶtlǇ, 

Eitheƌ: TƌaŶsfeƌ sŶapshot to NCOŶeMap aĐĐoƌdiŶg to 
estaďlished pƌoĐeduƌes, ĐoŵplǇiŶg ǁith staŶdaƌds aŶd 
pƌoĐeduƌes adopted ďǇ the Noƌth CaƌoliŶa GeogƌaphiĐ 
IŶfoƌŵatioŶ CooƌdiŶatiŶg CouŶĐil 

®¯° If ƌetaiŶed iŶ offiĐe, Ǉouƌ ageŶĐǇ ŵust ĐoŵplǇ ǁith 
staŶdaƌds ;foƌ ŵetadata, file ŶaŵiŶg, data shaƌiŶg, aŶd
loŶg teƌŵ pƌeseƌǀatioŶͿ aŶd pƌoĐeduƌes adopted ďǇ the
Noƌth CaƌoliŶa GeogƌaphiĐ IŶfoƌŵatioŶ CooƌdiŶatiŶg 
CouŶĐil  

±²  LAYERS: CORPORATE LIMITS 
 
“ee also GEOSPATIAL RECORDS, page ϴϬ. 

Papeƌ: RetaiŶ iŶ offiĐe peƌŵaŶeŶtlǇ. 

GI“ dataset: Cƌeate a sŶapshot of dataset aŶŶuallǇ. To ŵaiŶtaiŶ
peƌŵaŶeŶtlǇ, 

Eitheƌ: TƌaŶsfeƌ sŶapshot to NCOŶeMap aĐĐoƌdiŶg to 
estaďlished pƌoĐeduƌes, ĐoŵplǇiŶg ǁith staŶdaƌds aŶd 
pƌoĐeduƌes adopted ďǇ the Noƌth CaƌoliŶa GeogƌaphiĐ 
IŶfoƌŵatioŶ CooƌdiŶatiŶg CouŶĐil 

®¯° If ƌetaiŶed iŶ offiĐe, Ǉouƌ ageŶĐǇ ŵust ĐoŵplǇ ǁith 
staŶdaƌds ;foƌ ŵetadata, file ŶaŵiŶg, data shaƌiŶg, aŶd
loŶg teƌŵ pƌeseƌǀatioŶͿ aŶd pƌoĐeduƌes adopted ďǇ the
Noƌth CaƌoliŶa GeogƌaphiĐ IŶfoƌŵatioŶ CooƌdiŶatiŶg 
CouŶĐil  
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* No destƌuĐtioŶ of ƌeĐoƌds ŵaǇ take plaĐe if audits oƌ litigatioŶ aƌe peŶdiŶg oƌ ƌeasoŶaďlǇ aŶtiĐipated.  “ee AUDIT“, LITIGATION, AND
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† “ee sigŶatuƌe page.  The ageŶĐǇ heƌeďǇ agƌees that it ǁill estaďlish aŶd eŶfoƌĐe iŶteƌŶal poliĐies settiŶg ŵiŶiŵuŵ ƌeteŶtioŶ peƌiods f
Natuƌal aŶd Cultuƌal ResouƌĐes has sĐheduled ǁith the dispositioŶ iŶstƌuĐtioŶ ͞destƌoǇ ǁheŶ ƌefeƌeŶĐe ǀalue eŶds.͟  Please use th

º»¼½ ¾OCAL GOVERNMENT AGENICES GENERAL RECORDS RETENTION AND DISPOSITION SCHEDULE

¿ÀÁÂ # 
ÃÀÄNDARD ϯ: GEOGRAPHIC INFORMATION “Y“TEM ;GI“Ϳ RECORD“ 

ÅÆÇÈÅÉS SERIES TITLE DISPOSITION INSTRUCTIONS 

ϵ.  LAYERS: EXTRATERRITORIAL JURISDICTIONS  
 
“ee also GEOSPATIAL RECORDS, page ϴϬ. 

Papeƌ: RetaiŶ iŶ offiĐe peƌŵaŶeŶtlǇ. 

GI“ dataset: Cƌeate a sŶapshot of dataset aŶŶuallǇ.  To 
ŵaiŶtaiŶ peƌŵaŶeŶtlǇ, 

Eitheƌ: TƌaŶsfeƌ sŶapshot to NCOŶeMap aĐĐoƌdiŶg to 
estaďlished pƌoĐeduƌes, ĐoŵplǇiŶg ǁith staŶdaƌds aŶd 
pƌoĐeduƌes adopted ďǇ the Noƌth CaƌoliŶa GeogƌaphiĐ 
IŶfoƌŵatioŶ CooƌdiŶatiŶg CouŶĐilÊ 

ËÌÍ If ƌetaiŶed iŶ offiĐe, Ǉouƌ ageŶĐǇ ŵust ĐoŵplǇ ǁith 
staŶdaƌds ;foƌ ŵetadata, file ŶaŵiŶg, data shaƌiŶg, aŶd
loŶg teƌŵ pƌeseƌǀatioŶͿ aŶd pƌoĐeduƌes adopted ďǇ the
Noƌth CaƌoliŶa GeogƌaphiĐ IŶfoƌŵatioŶ CooƌdiŶatiŶg 
CouŶĐilÊ  

ÎÏÐ  LAYERS: ORTHOIMAGERY 
 
“ee also GEOSPATIAL RECORDS, page ϴϬ. 

Cƌeate a sŶapshot of dataset ǁheŶ Đƌeated. To ŵaiŶtaiŶ 
peƌŵaŶeŶtlǇ, 

Eitheƌ: TƌaŶsfeƌ sŶapshot to NCOŶeMap aĐĐoƌdiŶg to 
estaďlished pƌoĐeduƌes, ĐoŵplǇiŶg ǁith staŶdaƌds aŶd 
pƌoĐeduƌes adopted ďǇ the Noƌth CaƌoliŶa GeogƌaphiĐ 
IŶfoƌŵatioŶ CooƌdiŶatiŶg CouŶĐilÊ 

ËÌÍ If ƌetaiŶed iŶ offiĐe, Ǉouƌ ageŶĐǇ ŵust ĐoŵplǇ ǁith 
staŶdaƌds ;foƌ ŵetadata, file ŶaŵiŶg, data shaƌiŶg, aŶd
loŶg teƌŵ pƌeseƌǀatioŶͿ aŶd pƌoĐeduƌes adopted ďǇ the
Noƌth CaƌoliŶa GeogƌaphiĐ IŶfoƌŵatioŶ CooƌdiŶatiŶg 
CouŶĐilÊ  
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* No destƌuĐtioŶ of ƌeĐoƌds ŵaǇ take plaĐe if audits oƌ litigatioŶ aƌe peŶdiŶg oƌ ƌeasoŶaďlǇ aŶtiĐipated.  “ee AUDIT“, LITIGATION, AND
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† “ee sigŶatuƌe page.  The ageŶĐǇ heƌeďǇ agƌees that it ǁill estaďlish aŶd eŶfoƌĐe iŶteƌŶal poliĐies settiŶg ŵiŶiŵuŵ ƌeteŶtioŶ peƌiods f
Natuƌal aŶd Cultuƌal ResouƌĐes has sĐheduled ǁith the dispositioŶ iŶstƌuĐtioŶ ͞destƌoǇ ǁheŶ ƌefeƌeŶĐe ǀalue eŶds.͟  Please use th

ØÙÚÛ ÜOCAL GOVERNMENT AGENICES GENERAL RECORDS RETENTION AND DISPOSITION SCHEDULE

ÝÞßà # 
áÞâNDARD ϯ: GEOGRAPHIC INFORMATION “Y“TEM ;GI“Ϳ RECORD“ 

ãäåæãçS SERIES TITLE DISPOSITION INSTRUCTIONS 

ϭϭ.  LAYERS: STREET CENTERLINE 
 
“ee also GEOSPATIAL RECORDS, page ϴϬ. 

èéêëƌ: RetaiŶ iŶ offiĐe peƌŵaŶeŶtlǇ. 

GI“ dataset: Cƌeate a sŶapshot of dataset aŶŶuallǇ.  To 
ŵaiŶtaiŶ peƌŵaŶeŶtlǇ, 

Eitheƌ: TƌaŶsfeƌ sŶapshot to NCOŶeMap aĐĐoƌdiŶg to 
estaďlished pƌoĐeduƌes, ĐoŵplǇiŶg ǁith staŶdaƌds aŶd 
pƌoĐeduƌes adopted ďǇ the Noƌth CaƌoliŶa GeogƌaphiĐ 
IŶfoƌŵatioŶ CooƌdiŶatiŶg CouŶĐilì 

íîï If ƌetaiŶed iŶ offiĐe, Ǉouƌ ageŶĐǇ ŵust ĐoŵplǇ ǁith 
staŶdaƌds ;foƌ ŵetadata, file ŶaŵiŶg, data shaƌiŶg, aŶd
loŶg teƌŵ pƌeseƌǀatioŶͿ aŶd pƌoĐeduƌes adopted ďǇ the
Noƌth CaƌoliŶa GeogƌaphiĐ IŶfoƌŵatioŶ CooƌdiŶatiŶg 
CouŶĐilì

ðñò  MAPPING PROJECT RECORDS  
IŶĐludes ĐoŶtƌaĐt ŵaps aŶd all deliǀeƌaďle pƌoduĐts foƌ 
aeƌial photogƌaphǇ, oƌthophotogƌaphǇ, ĐaƌtogƌaphiĐ, 
Đadastƌal, aŶd digital ŵappiŶg pƌojeĐts. 
 
“ee also GEOSPATIAL RECORDS, page ϴϬ. 

Papeƌ: RetaiŶ iŶ offiĐe peƌŵaŶeŶtlǇ. 

GI“ dataset: Cƌeate a sŶapshot of dataset aŶŶuallǇ.  To 
ŵaiŶtaiŶ peƌŵaŶeŶtlǇ, 

Eitheƌ: TƌaŶsfeƌ sŶapshot to NCOŶeMap aĐĐoƌdiŶg to 
estaďlished pƌoĐeduƌes, ĐoŵplǇiŶg ǁith staŶdaƌds aŶd 
pƌoĐeduƌes adopted ďǇ the Noƌth CaƌoliŶa GeogƌaphiĐ 
IŶfoƌŵatioŶ CooƌdiŶatiŶg CouŶĐilì 

íîï If ƌetaiŶed iŶ offiĐe, Ǉouƌ ageŶĐǇ ŵust ĐoŵplǇ ǁith 
staŶdaƌds ;foƌ ŵetadata, file ŶaŵiŶg, data shaƌiŶg, aŶd
loŶg teƌŵ pƌeseƌǀatioŶͿ aŶd pƌoĐeduƌes adopted ďǇ the
Noƌth CaƌoliŶa GeogƌaphiĐ IŶfoƌŵatioŶ CooƌdiŶatiŶg 
CouŶĐilì  
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* No destƌuĐtioŶ of ƌeĐoƌds ŵaǇ take plaĐe if audits oƌ litigatioŶ aƌe peŶdiŶg oƌ ƌeasoŶaďlǇ aŶtiĐipated.  “ee AUDIT“, LITIGATION, AND
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† “ee sigŶatuƌe page.  The ageŶĐǇ heƌeďǇ agƌees that it ǁill estaďlish aŶd eŶfoƌĐe iŶteƌŶal poliĐies settiŶg ŵiŶiŵuŵ ƌeteŶtioŶ peƌiods f
Natuƌal aŶd Cultuƌal ResouƌĐes has sĐheduled ǁith the dispositioŶ iŶstƌuĐtioŶ ͞destƌoǇ ǁheŶ ƌefeƌeŶĐe ǀalue eŶds.͟  Please use th

úûüý þOCAL GOVERNMENT AGENICES GENERAL RECORDS RETENTION AND DISPOSITION SCHEDULE

ÿ��� # 
���NDARD ϯ: GEOGRAPHIC INFORMATION “Y“TEM ;GI“Ϳ RECORD“ 

�����	S SERIES TITLE DISPOSITION INSTRUCTIONS 

ϭϯ.  MAPS: PARCEL 
Maps, iŶĐludiŶg Đadastƌal ŵaps, aŶd suƌǀeǇs of 
ďouŶdaƌies aŶd ŵeasuƌeŵeŶts of eaĐh paƌĐel, aŶd 
iŶfoƌŵatioŶ aďout eŶĐƌoaĐhŵeŶts, ƌight-of-ǁaǇs, aŶd 
stƌuĐtuƌes. 
 
“ee also GEOSPATIAL RECORDS, page ϴϬ, aŶd 

�OPERTY MANAGEMENT RECORDS, page ϭϰ, iteŵ 
ϱϰ. 
 

Papeƌ: DestƌoǇ iŶ offiĐe upoŶ “tate AƌĐhiǀes appƌoǀal. 

GI“ dataset: Cƌeate a sŶapshot of dataset ƋuaƌteƌlǇ.  To 
ŵaiŶtaiŶ peƌŵaŶeŶtlǇ, 

Eitheƌ: TƌaŶsfeƌ sŶapshot to NCOŶeMap aĐĐoƌdiŶg to 
estaďlished pƌoĐeduƌes, ĐoŵplǇiŶg ǁith staŶdaƌds aŶd 
pƌoĐeduƌes adopted ďǇ the Noƌth CaƌoliŶa GeogƌaphiĐ 
IŶfoƌŵatioŶ CooƌdiŶatiŶg CouŶĐil�  

�� If ƌetaiŶed iŶ offiĐe, Ǉouƌ ageŶĐǇ ŵust ĐoŵplǇ ǁith 
staŶdaƌds ;foƌ ŵetadata, file ŶaŵiŶg, data shaƌiŶg, aŶd
loŶg teƌŵ pƌeseƌǀatioŶͿ aŶd pƌoĐeduƌes adopted ďǇ the
Noƌth CaƌoliŶa GeogƌaphiĐ IŶfoƌŵatioŶ CooƌdiŶatiŶg 
CouŶĐil�  

���  MAPS: PARKS  
IŶĐludes paƌk ďouŶdaƌies, faĐilities, laŶdsĐapiŶg, 
topogƌaphǇ, aŶd otheƌ peƌtiŶeŶt iŶfoƌŵatioŶ. Also 
iŶĐludes ŵaps aŶd dƌaǁiŶgs stoƌed aŶd geŶeƌated ďǇ 
GeogƌaphiĐ IŶfoƌŵatioŶ “Ǉsteŵ ;GI“Ϳ aŶd Đoŵputeƌ-
aided desigŶ ;CADͿ sǇsteŵs. 
 
“ee also GEOSPATIAL RECORDS, page ϴϬ. 

Papeƌ: RetaiŶ iŶ offiĐe peƌŵaŶeŶtlǇ. 

GI“ dataset: Cƌeate a sŶapshot of dataset aŶŶuallǇ. To ŵaiŶtaiŶ
peƌŵaŶeŶtlǇ, 

Eitheƌ: TƌaŶsfeƌ sŶapshot to NCOŶeMap aĐĐoƌdiŶg to 
estaďlished pƌoĐeduƌes, ĐoŵplǇiŶg ǁith staŶdaƌds aŶd 
pƌoĐeduƌes adopted ďǇ the Noƌth CaƌoliŶa GeogƌaphiĐ 
IŶfoƌŵatioŶ CooƌdiŶatiŶg CouŶĐil�  

�� If ƌetaiŶed iŶ offiĐe peƌŵaŶeŶtlǇ, Ǉouƌ ageŶĐǇ ŵust
ĐoŵplǇ ǁith staŶdaƌds ;foƌ ŵetadata, file ŶaŵiŶg, data
shaƌiŶg, aŶd loŶg teƌŵ pƌeseƌǀatioŶͿ aŶd pƌoĐeduƌes 
adopted ďǇ the Noƌth CaƌoliŶa GeogƌaphiĐ IŶfoƌŵatioŶ
CooƌdiŶatiŶg CouŶĐil�  
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* No destƌuĐtioŶ of ƌeĐoƌds ŵaǇ take plaĐe if audits oƌ litigatioŶ aƌe peŶdiŶg oƌ ƌeasoŶaďlǇ aŶtiĐipated.  “ee AUDIT“, LITIGATION, AND
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† “ee sigŶatuƌe page.  The ageŶĐǇ heƌeďǇ agƌees that it ǁill estaďlish aŶd eŶfoƌĐe iŶteƌŶal poliĐies settiŶg ŵiŶiŵuŵ ƌeteŶtioŶ peƌiods f
Natuƌal aŶd Cultuƌal ResouƌĐes has sĐheduled ǁith the dispositioŶ iŶstƌuĐtioŶ ͞destƌoǇ ǁheŶ ƌefeƌeŶĐe ǀalue eŶds.͟  Please use th

���� �OCAL GOVERNMENT AGENICES GENERAL RECORDS RETENTION AND DISPOSITION SCHEDULE

�� ! # 
"�#NDARD ϯ: GEOGRAPHIC INFORMATION “Y“TEM ;GI“Ϳ RECORD“ 

$%&'$(S SERIES TITLE DISPOSITION INSTRUCTIONS 

ϭϱ.  MAPS: ALL OTHER  
IŶĐludes field ŵaps, soil, topogƌaphiĐ, sales, 
suďdiǀisioŶ plats, ƌight-of-ǁaǇ, seĐtioŶal, highǁaǇ, etĐ. 

aͿ RetaiŶ iŶ offiĐe ŵaps, iŶĐludiŶg GI“ datasets aŶd 
aĐĐoŵpaŶǇiŶg doĐuŵeŶtatioŶ ;ŵetadataͿ, ǁith histoƌiĐal 
aŶd/oƌ legal ǀalue peƌŵaŶeŶtlǇ.  

ďͿ DestƌoǇ iŶ offiĐe ƌeŵaiŶiŶg iteŵs ǁheŶ ƌefeƌeŶĐe ǀalue 
eŶds.†  

AgeŶĐǇ PoliĐǇ: DestƌoǇ iŶ offiĐe afteƌ   
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† “ee sigŶatuƌe page.  The ageŶĐǇ heƌeďǇ agƌees that it ǁill estaďlish aŶd eŶfoƌĐe iŶteƌŶal poliĐies settiŶg ŵiŶiŵuŵ ƌeteŶtioŶ peƌiods f
Natuƌal aŶd Cultuƌal ResouƌĐes has sĐheduled ǁith the dispositioŶ iŶstƌuĐtioŶ ͞destƌoǇ ǁheŶ ƌefeƌeŶĐe ǀalue eŶds.͟  Please use th

2345 6OCAL GOVERNMENT AGENICES GENERAL RECORDS RETENTION AND DISPOSITION SCHEDULE

7TANDARD ϰ: INFORMATION TECHNOLOGY ;ITͿ RECORDS
IŶfoƌŵatioŶ teĐhŶologǇ eŶĐoŵpasses all aĐtiǀities uŶdeƌtakeŶ ďǇ ageŶĐǇ to desigŶ, deǀelop, aŶd opeƌate eleĐtƌoŶiĐ iŶfoƌŵatioŶ sǇs
ƌeĐoƌds foƌ ǁhiĐh IŶfoƌŵatioŶ TeĐhŶologǇ peƌsoŶŶel aƌe ƌespoŶsiďle, iŶĐludiŶg adŵiŶistƌatiǀe ƌeĐoƌds aŶd those used to pƌoĐess da
opeƌatioŶs.  
 
Note: AdŵiŶistƌatioŶ, use, aŶd ƌeteŶtioŶ of ƌeĐoƌds ĐoŶĐeƌŶiŶg Đoŵputeƌ aŶd iŶfoƌŵatioŶ seĐuƌitǇ should ĐoŵplǇ ǁith appliĐaďle pƌo
the ĐoŶfideŶtialitǇ of ƌeĐoƌds ƌegaƌdiŶg ͞haƌdǁaƌe oƌ softǁaƌe seĐuƌitǇ, passǁoƌds, oƌ seĐuƌitǇ staŶdaƌds, pƌoĐeduƌes, pƌoĐesses, ĐoŶ
Đodes.͟ ;G.“. § ϭϯϮ-ϲ.ϭ ;ĐͿͿ 

ITEM # 
8TANDARD ϰ: INFORMATION TECHNOLOGY RECORD“ 

9:CORD“ “ERIE“ TITLE DI“PO“ITION IN“TRUCTION“ 

ϭ.  AUDITS: IT SYSTEMS  
ReĐoƌds doĐuŵeŶtiŶg useƌ aĐtioŶs affeĐtiŶg the 
ĐoŶteŶts of ŵoŶitoƌed sǇsteŵs.  Also iŶĐludes fiǆitǇ 
ĐheĐks aŶd otheƌ peƌiodiĐ tests of data ǀaliditǇ. 

aͿ DestƌoǇ iŶ offiĐe afteƌ ϭ Ǉeaƌ fiǆitǇ ĐheĐk doĐuŵeŶtatioŶ. 

ďͿ DestƌoǇ iŶ offiĐe ƌeŵaiŶiŶg ƌeĐoƌds afteƌ dispositioŶ of 
ƌeĐoƌd.* 

Ϯ.  COMPUTER AND NETWORK USAGE RECORDS 
ReĐoƌds doĐuŵeŶtiŶg usage of eleĐtƌoŶiĐ deǀiĐes aŶd 
Ŷetǁoƌks.  IŶĐludes logiŶ files, sǇsteŵ usage files, 
iŶdiǀidual pƌogƌaŵ usage files, aŶd ƌeĐoƌds of use of 
the IŶteƌŶet ďǇ eŵploǇees. 

DestƌoǇ iŶ offiĐe afteƌ ϭ Ǉeaƌ. 

 

ϯ.  DATA DOCUMENTATION RECORDS 
ReĐoƌds ĐoŶĐeƌŶiŶg data iŶ autoŵated sǇsteŵs. 
IŶĐludes data eleŵeŶt diĐtioŶaƌǇ, file laǇout, Đode 
ďook oƌ taďle, eŶtitǇ ƌelatioŶships taďles, aŶd otheƌ 
ƌeĐoƌds ƌelated to the stƌuĐtuƌe, ŵaŶageŵeŶt, aŶd 
oƌgaŶizatioŶ of data. 

DestƌoǇ iŶ offiĐe ϯ Ǉeaƌs afteƌ sǇsteŵ is disĐoŶtiŶued aŶd/oƌ 
ƌeplaĐed. 
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NKCORD“ “ERIE“ TITLE DI“PO“ITION IN“TRUCTION“ 

ϰ.  DATA MIGRATION RECORDS 
TeĐhŶiĐal ƌeĐoƌds doĐuŵeŶtiŶg data ŵigƌatioŶs. 
 
Note: The data itself is suďjeĐt to the dispositioŶ 
iŶstƌuĐtioŶs iŶdiĐated foƌ its ƌeleǀaŶt ƌeĐoƌds seƌies; 
these aƌe ŵeƌelǇ ƌeĐoƌds aďout ŵigƌatiŶg said data. 

DestƌoǇ iŶ offiĐe ϭ Ǉeaƌ afteƌ ĐoŵpletioŶ of data ŵigƌatioŶ. 

ϱ.  DATA WAREHOUSES 
Fedeƌated data gatheƌed ďǇ the ageŶĐǇ fƌoŵ otheƌ 
souƌĐes foƌ the puƌposes of ĐoŵpaƌisoŶ aŶd 
distƌiďutioŶ. 

DestƌoǇ iŶ offiĐe ǁheŶ supeƌseded oƌ oďsolete. 

ϲ.  DIGITI)ATION AND SCANNING RECORDS 
ReĐoƌds ĐoŶĐeƌŶiŶg data eŶtƌǇ aŶd iŵagiŶg 
opeƌatioŶs.  IŶĐludes ƋualitǇ ĐoŶtƌol ƌeĐoƌds. 
 
“ee ReƋuest foƌ Disposal of OƌigiŶal ReĐoƌds 
DupliĐated ďǇ EleĐtƌoŶiĐ MeaŶs, page ϴϴ. 

DestƌoǇ iŶ offiĐe ϭϬ daǇs afteƌ digitizatioŶ. 

Note: The digital suƌƌogate ďeĐoŵes the ƌeĐoƌd ĐopǇ aŶd ŵust 
ďe ƌetaiŶed aĐĐoƌdiŶg to the dispositioŶ iŶstƌuĐtioŶs foƌ that 
ƌeĐoƌd tǇpe. 

ϳ.  ELECTRONIC RECORDS POLICIES AND PROCEDURES 
IŶĐludes pƌoĐeduƌal ŵaŶuals as ǁell as aŶ EleĐtƌoŶiĐ 
ReĐoƌds aŶd IŵagiŶg PoliĐǇ aŶd a “eĐuƌitǇ BaĐkup 
PoliĐǇ. 

DestƌoǇ iŶ offiĐe ϯ Ǉeaƌs afteƌ supeƌseded oƌ oďsolete. 

ϴ.  INFORMATION TECHNOLOGY ASSISTANCE RECORDS 
ReĐoƌds doĐuŵeŶtiŶg tƌouďleshootiŶg aŶd pƌoďleŵ-
solǀiŶg assistaŶĐe pƌoǀided ďǇ ageŶĐǇ iŶfoƌŵatioŶ 
sǇsteŵs peƌsoŶŶel to useƌs of the sǇsteŵs.  IŶĐludes 
help desk assistaŶĐe ƌeƋuests, ƌesolutioŶ ƌeĐoƌds, aŶd 
ƌelated doĐuŵeŶtatioŶ. 

DestƌoǇ iŶ offiĐe ϭ Ǉeaƌ afteƌ ǁoƌk is Đoŵpleted. 
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aTANDARD ϰ: INFORMATION TECHNOLOGY RECORD“ 

b_CORD“ “ERIE“ TITLE DI“PO“ITION IN“TRUCTION“ 

ϵ.  NETWORK AND SYSTEM SECURITY RECORDS 
ReĐoƌds doĐuŵeŶtiŶg the seĐuƌitǇ of Ŷetǁoƌk aŶd 
sǇsteŵ.  IŶĐludes ƌeĐoƌds ĐoŶĐeƌŶiŶg fiƌeǁalls, aŶti-
ǀiƌus pƌogƌaŵs, aŶd iŶtƌudeƌ sĐaŶŶiŶg logs. 

aͿ DestƌoǇ iŶ offiĐe fiŶalized ĐǇďeƌ iŶĐideŶt ƌepoƌts ϱ Ǉeaƌs 
afteƌ ƌesolutioŶ. 

ďͿ DestƌoǇ iŶ offiĐe afteƌ Ϯ Ǉeaƌs ƌeĐoƌds doĐuŵeŶtiŶg 
iŶĐideŶts iŶǀolǀiŶg uŶauthoƌized atteŵpted eŶtƌǇ oƌ 
pƌoďes oŶ data pƌoĐessiŶg sǇsteŵs, IT sǇsteŵs, 
teleĐoŵŵuŶiĐatioŶs Ŷetǁoƌks, aŶd eleĐtƌoŶiĐ seĐuƌitǇ 
sǇsteŵs. 

ĐͿ DestƌoǇ iŶ offiĐe afteƌ ϭ Ǉeaƌ ƌeĐoƌds ĐoŶĐeƌŶiŶg fiƌeǁalls,
aŶti-ǀiƌus pƌogƌaŵs, aŶd otheƌ ƌelated ƌeĐoƌds. 

ϭϬ.  NETWORK DIAGRAMS 
ReĐoƌds doĐuŵeŶtiŶg the logiĐal aŶd phǇsiĐal 
ƌelatioŶships of Ŷetǁoƌk ĐoŵpoŶeŶts foƌ puƌposes of 
oƌgaŶizatioŶ, deploǇŵeŶt, tƌouďleshootiŶg, 
ŵoŶitoƌiŶg of aĐĐess, aŶd ŵaŶageŵeŶt of daǇ-to-daǇ 
opeƌatioŶs.  

DestƌoǇ iŶ offiĐe ǁheŶ supeƌseded oƌ oďsolete. 

ϭϭ. PROJECT DOCUMENTATION  
ReĐoƌds Đƌeated to desigŶ, deǀelop, ĐoŶtƌol, oƌ 
ŵoŶitoƌ a speĐifiĐ pƌojeĐt oƌ gƌoup of IT pƌojeĐts. 
IŶĐludes stateŵeŶts of ǁoƌk, assessŵeŶts, 
ŵaiŶteŶaŶĐe agƌeeŵeŶts, aŶd testiŶg ƌeĐoƌds. 
 
“ee also PROJECTS, page ϭϰ, iteŵ ϱϯ. 

aͿ RetaiŶ iŶ offiĐe peƌŵaŶeŶtlǇ ƌeĐoƌds ǁith histoƌiĐal ǀalue. 

ďͿ DestƌoǇ iŶ offiĐe ƌeŵaiŶiŶg ƌeĐoƌds ϯ Ǉeaƌs afteƌ 
ĐoŵpletioŶ of pƌojeĐt. 

Attachment Number 1       Page 50 of 106 Item #2



c do destƌuĐtioŶ of ƌeĐoƌds ŵaǇ take plaĐe if audits oƌ litigatioŶ aƌe peŶdiŶg oƌ ƌeasoŶaďlǇ aŶtiĐipated.  “ee AUDIT“, LITIGATION, AND
efgh ijk

† “ee sigŶatuƌe page.  The ageŶĐǇ heƌeďǇ agƌees that it ǁill estaďlish aŶd eŶfoƌĐe iŶteƌŶal poliĐies settiŶg ŵiŶiŵuŵ ƌeteŶtioŶ peƌiods f
Natuƌal aŶd Cultuƌal ResouƌĐes has sĐheduled ǁith the dispositioŶ iŶstƌuĐtioŶ ͞destƌoǇ ǁheŶ ƌefeƌeŶĐe ǀalue eŶds.͟  Please use th

lmno pOCAL GOVERNMENT AGENICES GENERAL RECORDS RETENTION AND DISPOSITION SCHEDULE

qrst # 
uTANDARD ϰ: INFORMATION TECHNOLOGY RECORD“ 

vsCORD“ “ERIE“ TITLE DI“PO“ITION IN“TRUCTION“ 

ϭϮ.  SOFTWARE LICENSE AND COPYRIGHT PROVISIONS 
RECORDS 
ReĐoƌds doĐuŵeŶtiŶg ĐoŵpliaŶĐe ǁith ageŶĐǇ 
softǁaƌe liĐeŶse aŶd ĐopǇƌight pƌoǀisioŶs.  IŶĐludes 
softǁaƌe liĐeŶses, ĐoƌƌespoŶdeŶĐe ;iŶĐludiŶg e-ŵailͿ, 
aŶd ƌelated doĐuŵeŶtatioŶ.  

DestƌoǇ iŶ offiĐe ϭ Ǉeaƌ afteƌ softǁaƌe is supeƌseded oƌ 
oďsolete. 

 

wxy  SYSTEM ACCESS RECORDS 
ReĐoƌds doĐuŵeŶtiŶg aĐĐess ƌeƋuests aŶd 
authoƌizatioŶs, sǇsteŵ aĐĐess logs, aŶd otheƌ ƌelated 
ƌeĐoƌds. 

DestƌoǇ iŶ offiĐe ϭ Ǉeaƌ afteƌ supeƌseded oƌ oďsolete. 

ϭϰ.  SYSTEM DOCUMENTATION RECORDS 
ReĐoƌds doĐuŵeŶtiŶg opeƌatiŶg sǇsteŵs, appliĐatioŶ 
pƌogƌaŵs, stƌuĐtuƌe aŶd foƌŵ of datasets, sǇsteŵ 
stƌuĐtuƌe, aŶd sǇsteŵ-to-sǇsteŵ ĐoŵŵuŶiĐatioŶ. 
IŶĐludes sǇsteŵ oǀeƌǀieǁs, dataset iŶǀeŶtoƌies, seƌǀeƌ 
Ŷaŵe, IP addƌess, puƌpose of the sǇsteŵ, ǀeŶdoƌ-
supplied doĐuŵeŶtatioŶ, iŶstalled softǁaƌe, aŶd 
ĐuƌƌeŶt souƌĐe Đode. 

DestƌoǇ iŶ offiĐe ϯ Ǉeaƌs afteƌ supeƌseded oƌ oďsolete. 

 

 

ϭϱ.  SYSTEM MAINTENANCE RECORDS: HARDWARE 
REPAIR OR SERVICE 
ReĐoƌds doĐuŵeŶtiŶg iŶspeĐtioŶs, ŵaiŶteŶaŶĐe, aŶd 
ƌepaiƌs of ageŶĐǇ Đoŵputeƌ sǇsteŵs that aƌe oǁŶed oƌ 
leased.  IŶĐludes Đoŵputeƌ eƋuipŵeŶt iŶǀeŶtoƌies aŶd 
seƌǀiĐe ƌeĐoƌds. 
 
“ee also EQUIPMENT AND VEHICLE MAINTENANCE, 
REPAIR, AND INSPECTION RECORDS, page ϲ, iteŵ Ϯϰ. 

aͿ DestƌoǇ iŶ offiĐe ƌeĐoƌds doĐuŵeŶtiŶg ƌoutiŶe iŶspeĐtioŶs
aŶd ŵaiŶteŶaŶĐe of eƋuipŵeŶt afteƌ ϭ Ǉeaƌ. 

ďͿ DestƌoǇ ƌeĐoƌds doĐuŵeŶtiŶg all otheƌ eƋuipŵeŶt 
ŵaiŶteŶaŶĐe aŶd ƌepaiƌs upoŶ the fiŶal dispositioŶ of the 
eƋuipŵeŶt. 
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ϭϲ.  SYSTEM MAINTENANCE RECORDS: RECORDS 
BACKUPS 
ReĐoƌds doĐuŵeŶtiŶg ƌegulaƌ oƌ esseŶtial sǇsteŵ 
ďaĐkups.  IŶĐludes ďaĐkup tape iŶǀeŶtoƌies, ƌeleǀaŶt 
ĐoƌƌespoŶdeŶĐe ;iŶĐludiŶg e-ŵailͿ, aŶd ƌelated 
doĐuŵeŶtatioŶ. 
 
“ee Also: “eĐuƌitǇ BaĐkup Files as PuďliĐ ReĐoƌds iŶ 
Noƌth CaƌoliŶa: GuideliŶes foƌ the ReĐǇĐliŶg, 
DestƌuĐtioŶ, Eƌasuƌe, aŶd Re-use of “eĐuƌitǇ BaĐkup 
Files� aǀailaďle oŶ the “tate AƌĐhiǀes of Noƌth CaƌoliŶa 
���site. 

DestƌoǇ iŶ offiĐe iŶ aĐĐoƌdaŶĐe ǁith Ǉouƌ offiĐe’s estaďlished, 
ƌegulaƌ ďaĐkup plaŶ aŶd pƌoĐeduƌes.†  

AgeŶĐǇ PoliĐǇ: DestƌoǇ iŶ offiĐe afteƌ ___________________ 

 
 

ϭϳ.  TECHNICAL PROGRAM DOCUMENTATION 
ReĐoƌds ĐoŶĐeƌŶiŶg pƌogƌaŵ Đode, pƌogƌaŵ 
floǁĐhaƌts, pƌogƌaŵ ŵaiŶteŶaŶĐe logs, sǇsteŵs 
ĐhaŶge ŶotiĐes, aŶd otheƌ ƌelated ƌeĐoƌds that 
doĐuŵeŶt ŵodifiĐatioŶs to Đoŵputeƌ pƌogƌaŵs. 

DestƌoǇ iŶ offiĐe ϭ Ǉeaƌ afteƌ supeƌseded oƌ oďsolete. 

ϭϴ.  VOICE OVER INTERNET PROTOCOL ;VoIPͿ RECORDS 
ReĐoƌds ĐoŶĐeƌŶiŶg liŶe ƌegistƌatioŶs, Đalls logs, aŶd 
ǀoiĐeŵail ƌeĐoƌds. 

aͿ DestƌoǇ iŶ offiĐe ƌeĐoƌds ĐoŶĐeƌŶiŶg liŶe ƌegistƌatioŶ ǁheŶ
supeƌseded oƌ oďsolete. 

ďͿ DestƌoǇ iŶ offiĐe Đall logs afteƌ ϭ Ǉeaƌ. 

ĐͿ DestƌoǇ iŶ offiĐe ǀoiĐeŵail ƌeĐoƌds afteƌ ϯϬ daǇs. 

Attachment Number 1       Page 52 of 106 Item #2



* No destƌuĐtioŶ of ƌeĐoƌds ŵaǇ take plaĐe if audits oƌ litigatioŶ aƌe peŶdiŶg oƌ ƌeasoŶaďlǇ aŶtiĐipated.  “ee AUDIT“, LITIGATION, AND
���� ���

† “ee sigŶatuƌe page.  The ageŶĐǇ heƌeďǇ agƌees that it ǁill estaďlish aŶd eŶfoƌĐe iŶteƌŶal poliĐies settiŶg ŵiŶiŵuŵ ƌeteŶtioŶ peƌiods f
Natuƌal aŶd Cultuƌal ResouƌĐes has sĐheduled ǁith the dispositioŶ iŶstƌuĐtioŶ ͞destƌoǇ ǁheŶ ƌefeƌeŶĐe ǀalue eŶds.͟  Please use th

���� �OCAL GOVERNMENT AGENICES GENERAL RECORDS RETENTION AND DISPOSITION SCHEDULE

���� # 
 TANDARD ϰ: INFORMATION TECHNOLOGY RECORD“ 

¡�CORD“ “ERIE“ TITLE DI“PO“ITION IN“TRUCTION“ 

ϭϵ.  WEB MANAGEMENT AND OPERATIONS RECORDS: 
STRUCTURE 
“ite ŵaps that shoǁ the diƌeĐtoƌǇ stƌuĐtuƌe iŶto ǁhiĐh 
ĐoŶteŶt pages aƌe oƌgaŶized, aŶd ĐoŵŵeƌĐial, off-the-
shelf softǁaƌe ĐoŶfiguƌatioŶ oƌ ĐoŶteŶt ŵaŶageŵeŶt 
sǇsteŵ files used to opeƌate the site aŶd estaďlish its 
look aŶd feel.  IŶĐludes seƌǀeƌ eŶǀiƌoŶŵeŶt 
ĐoŶfiguƌatioŶ speĐifiĐatioŶs.  
 
“ee also WEBSITE ;ELECTRONICͿ, page ϳϬ, iteŵ ϭϱ. 

DestƌoǇ iŶ offiĐe ǁheŶ supeƌseded oƌ oďsolete. 
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STANDARD ϱ: LEGAL RECORDS 
OffiĐial doĐuŵeŶtatioŶ Đƌeated oƌ aĐĐuŵulated to suďstaŶtiate the ƌights, oďligatioŶs, oƌ iŶteƌests of the ageŶĐǇ oƌ theiƌ iŶdiǀidual e
Please Ŷote the ĐoŶfideŶtialitǇ that G.“. § ϭϯϮ-ϭ.ϭ;aͿ ĐoŶfeƌs to ĐoŵŵuŶiĐatioŶs ďǇ legal ĐouŶsel eǆpiƌes thƌee Ǉeaƌs afteƌ ƌeĐeipt of

 
 

ITEM # 
®TANDARD ϱ: LEGAL RECORD“ 

¯°CORD“ “ERIE“ TITLE DI“PO“ITION IN“TRUCTION“ 

ϭ.  AFFIDAVITS OF PUBLICATION  
Pƌoof of puďliĐatioŶ pƌoǀided ďǇ Ŷeǁspapeƌs 
ƌegaƌdiŶg puďliĐatioŶ of oƌdiŶaŶĐes, puďliĐ heaƌiŶgs, 
ďid soliĐitatioŶs, paǇŵeŶt of ďills, puďliĐ sales, etĐ. 
 
“ee also NOTICES OF PUBLIC MEETINGS, page ϭϮ, iteŵ 
ϰϱ. 

aͿ RetaiŶ iŶ offiĐe peƌŵaŶeŶtlǇ if ƌeĐoƌd pƌoǀides sole 
eǀideŶĐe of puďliĐatioŶ. 

ďͿ DestƌoǇ iŶ offiĐe ƌeŵaiŶiŶg ƌeĐoƌds afteƌ ϯ Ǉeaƌs.*    

 

Ϯ.  ANNEXATION RECORDS 
ReĐoƌds ĐoŶĐeƌŶiŶg aŶŶeǆatioŶ of pƌopeƌtǇ iŶto the 
ĐitǇ.  IŶĐludes petitioŶs, ƌepoƌts, ĐoƌƌespoŶdeŶĐe, 
iŶĐludiŶg eŵail, ŵaps, oƌdiŶaŶĐes, aŶd puďliĐ 
heaƌiŶgs. 
 

RetaiŶ iŶ offiĐe peƌŵaŶeŶtlǇ. 
 
ReteŶtioŶ Note: AŶŶeǆatioŶ ŵaps aŶd oƌdiŶaŶĐes ŵust ďe filed
ǁith the CouŶtǇ Registeƌ of Deeds offiĐe. G.“. §ϭϲϬA-Ϯϵ,  
 G.“. §ϭϲϬA-ϱϴ.ϲϭ aŶd G.“. §ϭϲϬA-ϱϴ.ϵϬ.  

ϯ.  AUTHENTICATIONS 
CeƌtifiĐates of autheŶtiĐatioŶ issued ďǇ the ageŶĐǇ. 

RetaiŶ iŶ offiĐe peƌŵaŶeŶtlǇ. 
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½¾¿À # 
ÁTANDARD ϱ: LEGAL RECORD“ 

Â¿CORD“ “ERIE“ TITLE DI“PO“ITION IN“TRUCTION“ 

ϰ.  CIVIL RIGHTS CASE RECORDS 
ReĐoƌds ĐoŶĐeƌŶiŶg disĐƌiŵiŶatioŶ ĐoŵplaiŶts ďǇ 
eŵploǇees oƌ foƌŵeƌ eŵploǇees aŶd ƌeƋuests foƌ 
ƌeasoŶaďle aĐĐoŵŵodatioŶ. IŶĐludes eƋual 
oppoƌtuŶitǇ ;EOͿ ĐoŵplaiŶts. 
 
“ee also PERSONNEL RECORDS ;OFFICIAL COPYͿ, page 
ϲϭ, iteŵ Ϯϵ. 

DestƌoǇ iŶ offiĐe ϭ Ǉeaƌ afteƌ fiŶal dispositioŶ of the Đhaƌge oƌ 
the aĐtioŶ.* 

ReteŶtioŶ Note: Ϯϵ CFR ϭϲϬϮ.ϭϰ defiŶes fiŶal dispositioŶ of the 
Đhaƌge oƌ the aĐtioŶ as ͞the date of eǆpiƌatioŶ of the statutoƌǇ 
peƌiod ǁithiŶ ǁhiĐh the aggƌieǀed peƌsoŶ ŵaǇ ďƌiŶg aŶ aĐtioŶ 
iŶ a U.“. DistƌiĐt Couƌt oƌ, ǁheƌe aŶ aĐtioŶ is ďƌought agaiŶst aŶ
eŵploǇeƌ eitheƌ ďǇ the aggƌieǀed peƌsoŶ, the CoŵŵissioŶ, oƌ ďǇ
the AttoƌŶeǇ GeŶeƌal, the date oŶ ǁhiĐh suĐh litigatioŶ is 
teƌŵiŶated.͟ 

ÃÄ  CIVIL RIGHTS RECORDS 
ReĐoƌds ĐoŶĐeƌŶiŶg doĐuŵeŶtatioŶ of peƌsoŶŶel 
poliĐies aŶd pƌoĐeduƌes to ĐoŵplǇ ǁith the Age 
DisĐƌiŵiŶatioŶ iŶ EŵploǇŵeŶt AĐt ;ADEAͿ, the 
AŵeƌiĐaŶs ǁith Disaďilities AĐt ;ADAͿ, the EƋual PaǇ 
AĐt, the GeŶetiĐ IŶfoƌŵatioŶ NoŶdisĐƌiŵiŶatioŶ AĐt 
;GINAͿ, “eĐtioŶ ϱϬϰ of the ϭϵϳϯ RehaďilitatioŶ AĐt, aŶd 
the ϭϵϲϰ Ciǀil Rights AĐt.  IŶĐludes ƌepoƌts ƌeƋuiƌed ďǇ 
the EƋual EŵploǇŵeŶt OppoƌtuŶitǇ ;EEOͿ CoŵŵissioŶ 
aŶd affiƌŵatiǀe aĐtioŶ plaŶss. 
 
“ee also CITI)EN COMMENTS, COMPLAINTS, 
PETITIONS, AND SERVICE REQUESTS, page ϰ, iteŵ ϭϳ, 
CIVIL RIGHTS CASE RECORDS, page ϰϰ, iteŵ ϰ, aŶd 
POLICIES AND PROCEDURES ;PERSONNELͿ, page ϲϮ, 
iteŵ ϯϭ. 

DestƌoǇ iŶ offiĐe ϯ Ǉeaƌs afteƌ supeƌseded oƌ oďsolete. 
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ÑÒÓÔ # 
ÕTANDARD ϱ: LEGAL RECORD“ 

ÖÓCORD“ “ERIE“ TITLE DI“PO“ITION IN“TRUCTION“ 

ϲ.  CONDEMNATION RECORDS 
“ettled aŶd peŶdiŶg ĐoŶdeŵŶatioŶ Đases. 
 
“ee also ACCOUNTS PAYABLE, page ϭϴ, iteŵ ϭ foƌ 
dispositioŶ of fiŶaŶĐial ƌeĐoƌds. 

RetaiŶ iŶ offiĐe peƌŵaŶeŶtlǇ. 

 

ϳ.  CONFLICT OF INTEREST AND CONFLICT OF 
COMMITMENT DISCLOSURE STATEMENTS 
Coŵpleted ďǇ the eleĐted ageŶĐǇ offiĐials as ǁell as 
desigŶated staff ŵeŵďeƌs iŶ oƌdeƌ to disĐlose aŶ 
offiĐial’s status oƌ oǁŶeƌship iŶteƌests. 

DestƌoǇ iŶ offiĐe ϭ Ǉeaƌ afteƌ ĐoŵpletioŶ of teƌŵ oƌ sepaƌatioŶ

 

ϴ.  CONTRACTS, LEASES, AND AGREEMENTS 
CoŶtƌaĐts aŶd agƌeeŵeŶts foƌ ĐoŶstƌuĐtioŶ, 
eƋuipŵeŶt, pƌopeƌtǇ, supplies, speĐial pƌogƌaŵs, aŶd 
pƌojeĐts.  IŶĐludes fƌaŶĐhise agƌeeŵeŶts, hold 
haƌŵless agƌeeŵeŶts, good faith effoƌt 
doĐuŵeŶtatioŶ, ĐoŶtƌaĐtoƌ ĐoŵpliaŶĐe ŵoŶitoƌiŶg, 
leases, aŶd ŵeŵoƌaŶda of uŶdeƌstaŶdiŶg. 
 
“ee also SOFTWARE LICENSE AND COPYRIGHT 
PROVISIONS RECORDS, page ϰϬ, iteŵ ϭϮ. 

aͿ RetaiŶ iŶ offiĐe ĐoŶtƌaĐts aŶd agƌeeŵeŶts ǁith histoƌiĐal 
ǀalue peƌŵaŶeŶtlǇ.  

ďͿ DestƌoǇ iŶ offiĐe sealed ĐoŶtƌaĐt ƌeĐoƌds ϭϬ Ǉeaƌs afteƌ 
eǆpiƌatioŶ of ĐoŶtƌaĐt.* 

ĐͿ DestƌoǇ iŶ offiĐe Đapital iŵpƌoǀeŵeŶt ĐoŶtƌaĐts aŶd 
ďusiŶess assoĐiate agƌeeŵeŶts ϲ Ǉeaƌs afteƌ ĐoŵpletioŶ, 
teƌŵiŶatioŶ, oƌ eǆpiƌatioŶ.* 

dͿ DestƌoǇ iŶ offiĐe ƌeĐoƌds doĐuŵeŶtiŶg ƌestƌiĐtioŶs aŶd 
ĐoŵpliaŶĐe ǁith liĐeŶse aŶd ĐopǇƌight pƌoǀisioŶs foƌ 
pƌoduĐts aŶd seƌǀiĐes puƌĐhased ďǇ the ageŶĐǇ ϭ Ǉeaƌ afte
supeƌseded oƌ oďsolete.* 

eͿ DestƌoǇ iŶ offiĐe all otheƌ ĐoŶtƌaĐts aŶd agƌeeŵeŶts ϯ 
Ǉeaƌs afteƌ ĐoŵpletioŶ, teƌŵiŶatioŶ, oƌ eǆpiƌatioŶ.* 
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åæçè # 
éTANDARD ϱ: LEGAL RECORD“ 

êçCORD“ “ERIE“ TITLE DI“PO“ITION IN“TRUCTION“ 

ϵ.  DECLARATORY RULINGS 
ReĐoƌds ĐoŶĐeƌŶiŶg deĐlaƌatoƌǇ ƌuliŶgs issued ďǇ the 
ageŶĐǇ to iŶteƌpƌet statutes oƌ ƌules as applied to a 
speĐified set of faĐts. 

RetaiŶ iŶ offiĐe peƌŵaŶeŶtlǇ. 

ϭϬ.  DELEGATION OF AUTHORITY RECORDS 
ReĐoƌds doĐuŵeŶtiŶg delegatioŶs of poǁeƌ to 
authoƌize ageŶĐǇ ďusiŶess. IŶĐludes sigŶatuƌe 
authoƌities aŶd poǁeƌs of attoƌŶeǇ. 

DestƌoǇ iŶ offiĐe ϭ Ǉeaƌ afteƌ supeƌseded oƌ oďsolete. 

ϭϭ.  EASEMENTS AND RIGHT-OF-WAY AGREEMENTS 
GƌaŶted to the ageŶĐǇ.  
 
“ee also ACCOUNTS PAYABLE, page ϭϴ, iteŵ ϭ foƌ 
dispositioŶ of fiŶaŶĐial ƌeĐoƌds. 

DestƌoǇ iŶ offiĐe ϭϬ Ǉeaƌs afteƌ eǆpiƌatioŶ of agƌeeŵeŶt. 

 

ϭϮ.  ENCROACHMENTS 
ReĐoƌds ĐoŶĐeƌŶiŶg agƌeeŵeŶts gƌaŶted ďǇ oƌ to the 
ageŶĐǇ. Also iŶĐludes ŵaps oƌ dƌaǁiŶgs detailiŶg 
ĐoŶstƌuĐtioŶ plaŶs attaĐhed to agƌeeŵeŶts. 

aͿ RetaiŶ iŶ offiĐe peƌŵaŶeŶtlǇ ƌeĐoƌds ĐoŶĐeƌŶiŶg 
agƌeeŵeŶts gƌaŶted ďǇ outside eŶtities to the ageŶĐǇ. 

ďͿ DestƌoǇ iŶ offiĐe ǁheŶ supeƌseded oƌ oďsolete ƌeĐoƌds 
ĐoŶĐeƌŶiŶg agƌeeŵeŶts gƌaŶted to utilities, ďusiŶesses, 
aŶd pƌiǀate ĐitizeŶs to eŶĐƌoaĐh upoŶ ageŶĐǇ pƌopeƌtǇ. 

ϭϯ.  LAND OWNERSHIP RECORDS 
IŶĐludes deeds aŶd titles. 

DestƌoǇ iŶ offiĐe ϭ Ǉeaƌ afteƌ ageŶĐǇ ƌeliŶƋuishes oǁŶeƌship of 
laŶd.* 

ϭϰ.  LEGAL CORRESPONDENCE  
CoƌƌespoŶdeŶĐe ;iŶĐludiŶg e-ŵailͿ aŶd ƌelated ƌeĐoƌds 
ĐoŶĐeƌŶiŶg legal ŵatteƌs Ŷot ƌelated to speĐifiĐ legal 
Đases oƌ offiĐial opiŶioŶs.  

DestƌoǇ iŶ offiĐe afteƌ ϱ Ǉeaƌs. 

Foƌ iŶfoƌŵatioŶ oŶ haŶdliŶg e-ŵail, see ELECTRONIC RECORDS
ëìíe ϳϴ.  
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üýþÿ # 
�TANDARD ϱ: LEGAL RECORD“ 

�þCORD“ “ERIE“ TITLE DI“PO“ITION IN“TRUCTION“ 

ϭϱ.  LEGAL OPINIONS 
Foƌŵal legal opiŶioŶs ǁƌitteŶ ďǇ ĐouŶsel iŶ ƌespoŶse 
to ƌeƋuests ĐoŶĐeƌŶiŶg the goǀeƌŶaŶĐe aŶd 
adŵiŶistƌatioŶ of the ageŶĐǇ. 

RetaiŶ iŶ offiĐe peƌŵaŶeŶtlǇ. 

 

ϭϲ.  LEGAL REVIEW RECORDS  
IŶĐludes legal ƌeǀieǁs of ďǇ-laǁs aŶd Đhaƌges to 
ďoaƌds aŶd ĐoŵŵissioŶs, ĐoŶfliĐts of iŶteƌest, aŶd all 
otheƌ ageŶĐǇ ŵatteƌs as ƌeƋuested.  
 
“ee also LEGAL OPINIONS, page ϰϳ, iteŵ ϭϱ. 

aͿ RetaiŶ iŶ offiĐe ƌeĐoƌds ǁith histoƌiĐal ǀalue peƌŵaŶeŶtlǇ

ďͿ DestƌoǇ iŶ offiĐe ƌeŵaiŶiŶg ƌeĐoƌds afteƌ eǆpiƌatioŶ of 
ƌeleǀaŶt statute of liŵitatioŶs. 

ϭϳ.  LITIGATION CASE RECORDS 
Ciǀil suits to ǁhiĐh the ageŶĐǇ is a paƌtǇ.  IŶĐludes 
affidaǀits, agƌeeŵeŶts, appeals, ďills, ďƌiefs, ĐitatioŶs, 
ĐoŵŵitŵeŶts, ĐoŵplaiŶts, disĐhaƌges, ŵotioŶs, 
ŶotiĐes, pleas, ƌeleases, stateŵeŶts, testiŵoŶǇ, 
ǀeƌdiĐts, ǁaiǀeƌs, ǁaƌƌaŶts, aŶd ǁƌits.   
 

aͿ RetaiŶ iŶ offiĐe Đases haǀiŶg pƌeĐedeŶtial oƌ histoƌiĐal 
ǀalue peƌŵaŶeŶtlǇ. 

ďͿ DestƌoǇ iŶ offiĐe adjudiĐated Đases ϲ Ǉeaƌs afteƌ fiŶal 
dispositioŶ. 

ĐͿ DestƌoǇ iŶ offiĐe ŶoŶ-adjudiĐated Đases ;out-of-Đouƌt 
ĐlaiŵsͿ ϲ Ǉeaƌs afteƌ fiŶal dispositioŶ oƌ eǆpiƌatioŶ of 
ƌeleǀaŶt statute of liŵitatioŶs. 

ϭϴ.  OATHS OF OFFICE 
 
“ee also GOVERNING AND ADVISORY BODY MEMBER 
FILES, page ϳ, iteŵ Ϯϵ. 

TƌaŶsfeƌ offiĐial ĐopǇ of oath of offiĐe to the Cleƌk to the Boaƌd

ReteŶtioŶ Note: The Cleƌk to the Boaƌd should pƌeseŶt a ĐopǇ of
the oaths of eleĐted offiĐials to the Cleƌk of “upeƌioƌ Couƌt foƌ 
ƌeĐoƌdiŶg.  The Cleƌk to the Boaƌd ŵaiŶtaiŶs the oƌigiŶal oaths.
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���� # 
�TANDARD ϱ: LEGAL RECORD“ 

��CORD“ “ERIE“ TITLE DI“PO“ITION IN“TRUCTION“ 

ϭϵ.  PERMISSIONS 
ReĐoƌds ĐoŶfeƌƌiŶg legal peƌŵissioŶ. IŶĐludes 
ĐopǇƌight peƌŵissioŶ ƌeƋuests aŶd ƌeƋuests foƌ 
peƌŵissioŶ to puďlish iŶtelleĐtual pƌopeƌtǇ oƌ holdiŶgs 
of the ageŶĐǇ. Also iŶĐludes ĐopǇƌights, pateŶts, aŶd 
tƌadeŵaƌks held ďǇ the ageŶĐǇ. 

aͿ RetaiŶ iŶ offiĐe peƌŵaŶeŶtlǇ ƌeĐoƌds ĐoŶfeƌƌiŶg peƌpetua
legal peƌŵissioŶ as ǁell as ƌeĐoƌds doĐuŵeŶtiŶg 
ĐopǇƌights, pateŶts, aŶd tƌadeŵaƌks held ďǇ the ageŶĐǇ. 

ďͿ DestƌoǇ iŶ offiĐe ϯ Ǉeaƌs afteƌ eǆpiƌatioŶ ƌeĐoƌds 
ĐoŶĐeƌŶiŶg oŶe-tiŵe ĐopǇƌight peƌŵissioŶs gƌaŶted ďǇ 
the ageŶĐǇ. 

ϮϬ.  PRE-TRIAL RELEASE PROGRAM RECORDS 
ReĐoƌds doĐuŵeŶtiŶg supeƌǀisioŶ foƌ defeŶdaŶts ǁho 
do Ŷot pose a ƌisk to the ĐoŵŵuŶitǇ as theǇ aǁait 
tƌial. 

DestƌoǇ iŶ offiĐe ϯ Ǉeaƌs afteƌ tƌial. 

Ϯϭ.  REASONABLE ACCOMMODATIONS 
ReĐoƌds ĐoŶĐeƌŶiŶg ageŶĐǇ effoƌts to pƌoǀide 
ƌeasoŶaďle aĐĐoŵŵodatioŶs to the geŶeƌal puďliĐ 
uŶdeƌ Title II of the AŵeƌiĐaŶs ǁith Disaďilities AĐt, 
HousiŶg aŶd UƌďaŶ DeǀelopŵeŶt AĐt, ϭϵϳϯ 
RehaďilitatioŶ AĐt, aŶd Title VII of the Ciǀil Rights AĐt 
of ϭϵϲϰ. IŶĐludes ĐoŶstitueŶt ƌeƋuests, suƌǀeǇ of 
ageŶĐǇ ďuildiŶgs to deteƌŵiŶe aĐĐessiďilitǇ to the 
phǇsiĐallǇ haŶdiĐapped, pƌoposals foƌ iŵpleŵeŶtatioŶ, 
aŶd ƌesolutioŶs. 
 
“ee also CITI)EN COMMENTS, COMPLAINTS, 
PETITIONS, AND SERVICE REQUESTS, page ϰ, iteŵ ϭϳ, 
aŶd CIVIL RIGHTS CASE RECORDS, page ϰϰ, iteŵ ϰ. 

DestƌoǇ iŶ offiĐe afteƌ Ϯ Ǉeaƌs.* 
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 !"# # 
$TANDARD ϱ: LEGAL RECORD“ 

%"CORD“ “ERIE“ TITLE DI“PO“ITION IN“TRUCTION“ 

ϮϮ.  RELEASE FORMS 
ReĐoƌds doĐuŵeŶtiŶg ĐoŶseŶt aŶd ǁaiǀiŶg the 
iŶdiǀidual’s ƌight to hold the ageŶĐǇ ƌespoŶsiďle foƌ 
iŶjuƌies oƌ daŵages oĐĐuƌƌiŶg ǁhile ǀoluŶtaƌilǇ 
paƌtiĐipatiŶg iŶ eǀeŶts oƌ aĐtiǀities. 

DestƌoǇ iŶ offiĐe ϱ Ǉeaƌs afteƌ teƌŵiŶatioŶ of ƌelease/ǁaiǀeƌ. 

Ϯϯ.  VEHICLE TITLES 
Titles of ageŶĐǇ oǁŶed ǀehiĐles. 

Dispose of iŶ aĐĐoƌdaŶĐe ǁith DiǀisioŶ of Motoƌ VehiĐles 
pƌoĐeduƌes foƌ title tƌaŶsfeƌ upoŶ dispositioŶ of ǀehiĐle. 
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4567DARD ϲ: PERSONNEL RECORDS 
OffiĐial ƌeĐoƌds aŶd ŵateƌials Đƌeated aŶd aĐĐuŵulated iŶĐideŶtal to the eŵploǇŵeŶt, ƋualifiĐatioŶs, tƌaiŶiŶg, aŶd paǇ status of age
ǁith appliĐaďle pƌoǀisioŶs of G.“. § ϭϭϱC AƌtiĐle ϮϭA ;LEAsͿ, G.“. § ϭϮϮC-ϭϱϴ ;aƌea authoƌitiesͿ, G.“. § ϭϯϬA-ϰϱ.ϵ ;puďliĐ health autho
;ĐouŶtǇͿ, G.“. § ϭϲϬA-ϭϲϴ ;ŵuŶiĐipalͿ, G.“. § ϭϲϭE-Ϯϱϳ.Ϯ ;puďliĐ hospitalsͿ, aŶd G.“. § ϭϲϮA-ϲ.ϭ ;ǁateƌ aŶd seǁeƌ authoƌitiesͿ ƌegaƌd
peƌsoŶŶel ƌeĐoƌds. 

ITEM # 
8TANDARD ϲ: PER“ONNEL RECORD“ 

9:CORD“ “ERIE“ TITLE DI“PO“ITION IN“TRUCTION“ 

ϭ.  ABOLISHED POSITIONS  DestƌoǇ iŶ offiĐe afteƌ ϭ Ǉeaƌ. 
Ϯ.  ADMINISTRATIVE INVESTIGATIONS 

ReĐoƌds ĐoŶĐeƌŶiŶg the iŶǀestigatioŶ of ĐoŶduĐt 
pƌoďleŵs aŵoŶg ageŶĐǇ peƌsoŶŶel. 
 
“ee also DISCIPLINARY ACTIONS, page ϱϰ, iteŵ ϭϮ. 

aͿ DestƌoǇ iŶ offiĐe afteƌ ϯ Ǉeaƌs ƌeĐoƌds ĐoŶĐeƌŶiŶg 
ĐoŵplaiŶts agaiŶst ageŶĐǇ peƌsoŶŶel that aƌe ƌesolǀed 
ǁithout aŶ iŶteƌŶal iŶǀestigatioŶ. 

ďͿ DestƌoǇ iŶ offiĐe afteƌ ϱ Ǉeaƌs ƌeĐoƌds ĐoŶĐeƌŶiŶg 
ĐoŵplaiŶts lodged agaiŶst ageŶĐǇ peƌsoŶŶel that aƌe 
eǆoŶeƌated. DestƌoǇ iŶ offiĐe ϱ Ǉeaƌs afteƌ fiŶal dispositioŶ
oƌ eǆpiƌatioŶ of ƌeleǀaŶt statute of liŵitatioŶs ĐoŵplaiŶts 
lodged agaiŶst ageŶĐǇ peƌsoŶŶel that aƌe settled out-of-
Đouƌt. 

ĐͿ TƌaŶsfeƌ iŶǀestigatioŶ ƌepoƌts, disĐipliŶaƌǇ aĐtioŶs, aŶd 
otheƌ ƌelated iŶteƌŶal affaiƌs Đase ƌeĐoƌds to PERSONNEL 
RECORDS ;OFFICIAL COPYͿ, page ϲϭ, iteŵ Ϯϵ. 
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IJKL # 
MTANDARD ϲ: PER“ONNEL RECORD“ 

NKCORD“ “ERIE“ TITLE DI“PO“ITION IN“TRUCTION“ 

ϯ.  APPLICATIONS FOR EMPLOYMENT 
ReĐoƌds suďŵitted ďǇ joď appliĐaŶts foƌ ǀaĐaŶt 
positioŶs oƌ ďǇ ĐuƌƌeŶt eŵploǇees foƌ pƌoŵotioŶ, 
tƌaŶsfeƌ, oƌ tƌaiŶiŶg oppoƌtuŶities.  IŶĐludes 
appliĐatioŶs, tƌaŶsĐƌipts, ƌesuŵes, letteƌs of ƌefeƌeŶĐe, 
aŶd otheƌ ƌelated ƌeĐoƌds. 

aͿ TƌaŶsfeƌ appliĐatioŶs, ƌesuŵes, tƌaŶsĐƌipts, aŶd siŵilaƌ 
ƌeĐoƌds as appliĐaďle to PERSONNEL RECORDS ;OFFICIAL 
COPYͿ, page ϲϭ, iteŵ Ϯϵ. 

ďͿ DestƌoǇ iŶ offiĐe afteƌ Ϯ Ǉeaƌs uŶsoliĐited appliĐatioŶ 
ŵateƌials fƌoŵ iŶdiǀiduals hiƌed.   

ĐͿ DestƌoǇ iŶ offiĐe ƌeĐoƌds ĐoŶĐeƌŶiŶg iŶdiǀiduals Ŷot hiƌed Ϯ
Ǉeaƌs afteƌ date of ƌeĐeipt, if Ŷo Đhaƌge of disĐƌiŵiŶatioŶ 
has ďeeŶ filed.  If Đhaƌge has ďeeŶ filed, destƌoǇ iŶ offiĐe ϭ 
Ǉeaƌ afteƌ ƌesolutioŶ of Đhaƌge.* 

dͿ DestƌoǇ iŶ offiĐe Ϯ Ǉeaƌs afteƌ ƌeĐeipt uŶsoliĐited 
appliĐatioŶs/ƌesuŵes aŶd those ƌeĐeiǀed afteƌ posted 
ĐlosiŶg dates. 

ϰ.  APPRENTICESHIP PROGRAM RECORDS 
ReĐoƌds ĐoŶĐeƌŶiŶg ƌegisteƌed appƌeŶtiĐeship 
pƌogƌaŵs. IŶĐludes appliĐatioŶs aŶd seleĐtioŶ 
ŵateƌials as ǁell as aggƌegated data. Also iŶĐludes 
appƌeŶtiĐeship affiƌŵatiǀe aĐtioŶ plaŶs. 

DestƌoǇ iŶ offiĐe ϱ Ǉeaƌs afteƌ the ŵakiŶg of the ƌeĐoƌd oƌ the 
peƌsoŶŶel aĐtioŶ iŶǀolǀed, ǁhiĐheǀeƌ oĐĐuƌs lateƌ. 
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]^_` # 
aTANDARD ϲ: PER“ONNEL RECORD“ 

b_CORD“ “ERIE“ TITLE DI“PO“ITION IN“TRUCTION“ 

ϱ.  APTITUDE AND SKILLS TESTING RECORDS  
ReĐoƌds ĐoŶĐeƌŶiŶg aptitude aŶd skills tests ƌeƋuiƌed 
of joď appliĐaŶts oƌ of ĐuƌƌeŶt eŵploǇees to ƋualifǇ foƌ 
pƌoŵotioŶ oƌ tƌaŶsfeƌ.  IŶĐludes Điǀil seƌǀiĐe 
eǆaŵiŶatioŶs. 
 
“ee also EMPLOYMENT SELECTION RECORDS, page 
ϱϲ, iteŵ ϭϳ. 

DestƌoǇ iŶ offiĐe afteƌ Ϯ Ǉeaƌs. 

 

cd  ASBESTOS TRAINING  
ReĐoƌds ĐoŶĐeƌŶiŶg tƌaiŶiŶg pƌogƌaŵs aďout the 
pƌopeƌ ŵaŶageŵeŶt of asďestos. 
 
“ee also BLOODBORNE PATHOGEN TRAINING, page 
ϱϯ, iteŵ ϴ, aŶd HA)ARDOUS MATERIALS TRAINING 
RECORDS, page ϱϴ, iteŵ Ϯϭ. 

aͿ DestƌoǇ iŶ offiĐe eŵploǇee-speĐifiĐ ƌeĐoƌds ϭ Ǉeaƌ afteƌ 
sepaƌatioŶ. 

ďͿ DestƌoǇ iŶ offiĐe ƌeŵaiŶiŶg ƌeĐoƌds ǁheŶ supeƌseded oƌ 
oďsolete. 

ϳ.  BENEFITS RECORDS 
ReĐoƌds ĐoŶĐeƌŶiŶg life, health, aĐĐideŶt, aŶd disaďilitǇ 
iŶsuƌaŶĐe plaŶs as ǁell as seŶioƌitǇ aŶd ŵeƌit sǇsteŵs.  
IŶĐludes ƌeĐoƌds ĐoŶĐeƌŶiŶg sǇsteŵs iŶ ǁhiĐh 
eŵploǇees ĐaŶ seleĐt fƌiŶge ďeŶefits fƌoŵ a Đafeteƌia 
plaŶ, iŶĐludiŶg fleǆiďle speŶdiŶg plaŶs. File also 
iŶĐludes ŶotifiĐatioŶs, eleĐtioŶ aŶd Đlaiŵ foƌŵs, 
ƌejeĐtioŶ letteƌs, aŶd otheƌ ƌeĐoƌds ƌelated to COBRA 
;CoŶsolidated OŵŶiďus Budget ReĐoŶĐiliatioŶ AĐtͿ.  

aͿ DestƌoǇ iŶ offiĐe appƌoǀed Đlaiŵs foƌŵs afteƌ Ϯ Ǉeaƌs.* 

ďͿ DestƌoǇ iŶ offiĐe ƌejeĐted ƌeƋuests ϲ ŵoŶths afteƌ deĐisioŶ

ĐͿ DestƌoǇ iŶ offiĐe ŶotifiĐatioŶs to eŵploǇees oƌ depeŶdeŶts
iŶfoƌŵiŶg theŵ of theiƌ ƌights to ĐoŶtiŶue iŶsuƌaŶĐe 
Đoǀeƌage afteƌ teƌŵiŶatioŶ oƌ duƌiŶg disaďilitǇ oƌ faŵilǇ 
leaǀe ϯ Ǉeaƌs afteƌ eŵploǇee ƌetuƌŶs oƌ eligiďilitǇ eǆpiƌes. 

dͿ DestƌoǇ iŶ offiĐe ƌeŵaiŶiŶg ƌeĐoƌds ϭ Ǉeaƌ afteƌ plaŶ is 
teƌŵiŶated. 
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stuv # 
wTANDARD ϲ: PER“ONNEL RECORD“ 

xuCORD“ “ERIE“ TITLE DI“PO“ITION IN“TRUCTION“ 

ϴ.  BLOODBORNE PATHOGEN TRAINING 
IŶĐludes ƌeĐoƌds shoǁiŶg date of tƌaiŶiŶg, sessioŶs, 
ĐoŶteŶts oƌ suŵŵaƌies of sessioŶs, Ŷaŵes of 
eŵploǇees atteŶdiŶg, aŶd Ŷaŵes aŶd ƋualifiĐatioŶs of 
iŶstƌuĐtoƌs. 
 
“ee also ASBESTOS TRAINING, page ϱϮ, iteŵ ϲ, aŶd 
HA)ARDOUS MATERIALS TRAINING RECORDS, page 
ϱϴ, iteŵ Ϯϭ. 

DestƌoǇ iŶ offiĐe afteƌ ϯ Ǉeaƌs. 

 

ϵ.  CERTIFICATION AND QUALIFICATION RECORDS 
ReĐoƌds ĐoŶĐeƌŶiŶg ĐeƌtifiĐatioŶ oƌ ƋualifiĐatioŶ as 
ƌeƋuiƌed foƌ eŵploǇŵeŶt, ĐoŶtiŶued eŵploǇŵeŶt, oƌ 
pƌoŵotioŶ. 
 
“ee also APPLICATIONS FOR EMPLOYMENT, page ϱϭ, 
iteŵ ϯ. 

aͿ DestƌoǇ iŶ offiĐe ĐeƌtifiĐates ϱ Ǉeaƌs afteƌ date of 
sepaƌatioŶ. 

ďͿ DestƌoǇ iŶ offiĐe iŶstƌuĐtioŶal ŵateƌials, assessŵeŶts, aŶd 
otheƌ ƌelated ƌeĐoƌds ǁheŶ supeƌseded oƌ oďsolete. 

 

ϭϬ.  DIRECTORIES, ROSTERS, OR INDICES 
IŶĐludes ƌeĐoƌds listiŶg eŵploǇees, theiƌ joď titles, 
ǁoƌk loĐatioŶs, phoŶe Ŷuŵďeƌs, e-ŵail addƌesses, aŶd 
siŵilaƌ iŶfoƌŵatioŶ. 

DestƌoǇ iŶ offiĐe ǁheŶ supeƌseded oƌ oďsolete. 
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���� # 
�TANDARD ϲ: PER“ONNEL RECORD“ 

��CORD“ “ERIE“ TITLE DI“PO“ITION IN“TRUCTION“ 

ϭϭ.  DISABILITY SALARY CONTINUATION CLAIMS 
Foƌŵs used ďǇ disaďled eŵploǇees to applǇ foƌ salaƌǇ 
ĐoŶtiŶuatioŶ ďeŶefits. Also iŶĐlude shoƌt-teƌŵ 
disaďilitǇ Đlaiŵs foƌŵs aŶd otheƌ ƌelated ƌeĐoƌds. 

aͿ TƌaŶsfeƌ oƌigiŶal foƌŵs to LoĐal GoǀeƌŶŵeŶt EŵploǇees’ 
RetiƌeŵeŶt “Ǉsteŵ ;LGER“Ϳ oƌ TeaĐheƌs’ aŶd “tate 
EŵploǇees’ RetiƌeŵeŶt “Ǉsteŵ ;T“ER“Ϳ foƌ aĐtioŶ ǁheŶ 
ƌeĐeiǀed. 

ďͿ DestƌoǇ iŶ offiĐe ƌeŵaiŶiŶg ƌeĐoƌds afteƌ ϯ Ǉeaƌs. 
ϭϮ.  DISCIPLINARY ACTIONS 

CoƌƌespoŶdeŶĐe ;iŶĐludiŶg e-ŵailͿ aŶd otheƌ ƌeĐoƌds 
ĐoŶĐeƌŶiŶg disĐipliŶaƌǇ aĐtioŶs takeŶ agaiŶst 
eŵploǇees ďǇ peƌsoŶŶel oƌ supeƌǀisoƌǇ staff, iŶĐludiŶg 
ƌeĐoƌds doĐuŵeŶtiŶg teƌŵiŶatioŶs.  IŶĐludes ƌeĐoƌds 
Đƌeated ďǇ Điǀil seƌǀiĐe ďoaƌds ǁheŶ ĐoŶsideƌiŶg, oƌ 
ƌeĐoŶsideƌiŶg oŶ appeal, aŶ adǀeƌse aĐtioŶ agaiŶst aŶ 
eŵploǇee. 

aͿ TƌaŶsfeƌ ƌeĐoƌds as appliĐaďle to PERSONNEL RECORDS 
;OFFICIAL COPYͿ, page ϲϭ, iteŵ Ϯϵ. 

ďͿ DestƌoǇ iŶ offiĐe all ƌeŵaiŶiŶg ƌeĐoƌds Ϯ Ǉeaƌs afteƌ 
ƌesolutioŶ of all aĐtioŶs. 

 

ϭϯ.  DUAL EMPLOYMENT 
ReĐoƌds ĐoŶĐeƌŶiŶg eŵploǇees’ ƌeƋuests aŶd 
authoƌizatioŶs to aĐĐept eŵploǇŵeŶt ǁith aŶotheƌ 
loĐal goǀeƌŶŵeŶt ageŶĐǇ. 

aͿ DestƌoǇ iŶ offiĐe appƌoǀed ƌeƋuests aŶd ƌelated ƌeĐoƌds ϭ 
Ǉeaƌ afteƌ eŵploǇee teƌŵiŶates additioŶal eŵploǇŵeŶt. 

ďͿ DestƌoǇ iŶ offiĐe deŶied ƌeƋuests aŶd ƌelated ƌeĐoƌds afteƌ
ϲ ŵoŶths. 
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���� �OCAL GOVERNMENT AGENICES GENERAL RECORDS RETENTION AND DISPOSITION SCHEDULE

���� # 
�TANDARD ϲ: PER“ONNEL RECORD“ 

��CORD“ “ERIE“ TITLE DI“PO“ITION IN“TRUCTION“ 

ϭϰ.  EDUCATIONAL LEAVE AND REIMBURSEMENT  
IŶĐludes ƌeĐoƌds ƌeƋuestiŶg eduĐatioŶal leaǀe aŶd 
tuitioŶ assistaŶĐe, ƌeiŵďuƌseŵeŶts, aŶd otheƌ ƌelated 
ƌeĐoƌds. 
 
“ee also LEAVE RECORDS, page ϱϴ, iteŵ Ϯϰ. 

aͿ TƌaŶsfeƌ ƌeĐoƌds doĐuŵeŶtiŶg appƌoǀed leaǀe ƌeƋuests to 
PERSONNEL RECORDS ;OFFICIAL COPYͿ, page ϲϭ, iteŵ Ϯϵ.

ďͿ DestƌoǇ iŶ offiĐe ƌeĐoƌds ĐoŶĐeƌŶiŶg deŶied ƌeƋuests ϲ 
ŵoŶths afteƌ deŶial.* DestƌoǇ iŶ offiĐe ƌeĐoƌds ĐoŶĐeƌŶiŶg
appƌoǀed tuitioŶ ƌeiŵďuƌseŵeŶts ϯ Ǉeaƌs afteƌ 
ƌeiŵďuƌseŵeŶt.* 

ϭϱ. ELIGIBILITY RECORDS
IŶĐludes the I-ϵ foƌŵs, eŵploǇŵeŶt authoƌizatioŶ 
doĐuŵeŶts filed ǁith the U.“. DepaƌtŵeŶt of Laďoƌ, 
petitioŶs filed ďǇ the ageŶĐǇ, E-VeƌifǇ doĐuŵeŶtatioŶ, 
aŶd “eleĐtiǀe “eƌǀiĐe RegistƌatioŶ ĐoŵpliaŶĐe foƌŵs. 

aͿ I-ϵ foƌŵs haǀe ŵaŶdatoƌǇ ƌeteŶtioŶ thƌoughout the 
duƌatioŶ of aŶ iŶdiǀidual’s eŵploǇŵeŶt.  Afteƌ sepaƌatioŶ, 
destƌoǇ ƌeĐoƌds iŶ offiĐe ϯ Ǉeaƌs fƌoŵ date of hiƌe oƌ ϭ Ǉea
fƌoŵ sepaƌatioŶ, ǁhiĐheǀeƌ oĐĐuƌs lateƌ. 

ďͿ DestƌoǇ iŶ offiĐe afteƌ ϱ Ǉeaƌs eŵploǇŵeŶt authoƌizatioŶ 
doĐuŵeŶts filed ǁith the U.“. DepaƌtŵeŶt of Laďoƌ. 

ĐͿ DestƌoǇ iŶ offiĐe iŵŵigƌaŶt oƌ ŶoŶiŵŵigƌaŶt petitioŶs filed
ďǇ the ageŶĐǇ ϯ Ǉeaƌs afteƌ eŵploǇee sepaƌatioŶ. 

dͿ DestƌoǇ iŶ offiĐe ƌeŵaiŶiŶg ƌeĐoƌds ϭ Ǉeaƌ afteƌ eŵploǇee 
sepaƌatioŶ. 

ϭϲ.  EMPLOYEE ASSISTANCE PROGRAMS   
ReĐoƌds doĐuŵeŶtiŶg assistaŶĐe aŶd ĐouŶseliŶg 
oppoƌtuŶities. IŶĐludes ƌeƋuests foƌ iŶfoƌŵatioŶ, 
ƌefeƌƌals, foƌŵs, ƌeleases, ĐoƌƌespoŶdeŶĐe, aŶd otheƌ 
ƌelated ƌeĐoƌds.  

DestƌoǇ iŶ offiĐe afteƌ ϯ Ǉeaƌs. 
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† “ee sigŶatuƌe page.  The ageŶĐǇ heƌeďǇ agƌees that it ǁill estaďlish aŶd eŶfoƌĐe iŶteƌŶal poliĐies settiŶg ŵiŶiŵuŵ ƌeteŶtioŶ peƌiods f
Natuƌal aŶd Cultuƌal ResouƌĐes has sĐheduled ǁith the dispositioŶ iŶstƌuĐtioŶ ͞destƌoǇ ǁheŶ ƌefeƌeŶĐe ǀalue eŶds.͟  Please use th

¨©ª« ¬OCAL GOVERNMENT AGENICES GENERAL RECORDS RETENTION AND DISPOSITION SCHEDULE

®¯° # 
±TANDARD ϲ: PER“ONNEL RECORD“ 

²¯CORD“ “ERIE“ TITLE DI“PO“ITION IN“TRUCTION“ 

ϭϳ.  EMPLOYMENT SELECTION RECORDS 
ReĐoƌds ĐoŶĐeƌŶiŶg the seleĐtioŶ of appliĐaŶts foƌ 
ǀaĐaŶt positioŶs oƌ of ĐuƌƌeŶt eŵploǇees foƌ 
pƌoŵotioŶ, tƌaŶsfeƌ, oƌ tƌaiŶiŶg oppoƌtuŶities.  
IŶĐludes iŶteƌǀieǁ doĐuŵeŶtatioŶ, ƌosteƌs, eligiďilitǇ 
lists, test ƌaŶkiŶg sheets, justifiĐatioŶ stateŵeŶts, 
ďaĐkgƌouŶd aŶd ĐƌiŵiŶal histoƌǇ ĐheĐks, aŶd siŵilaƌ 
ƌeĐoƌds. 
 
“ee also APPLICATIONS FOR EMPLOYMENT, page ϱϭ, 
iteŵ ϯ, aŶd APTITUDE AND SKILLS TESTING RECORDS, 
page ϱϮ, iteŵ ϱ. 

aͿ DestƌoǇ iŶ offiĐe ďaĐkgƌouŶd aŶd ĐƌiŵiŶal histoƌǇ ĐheĐks 
afteƌ ϱ Ǉeaƌs. 

ďͿ DestƌoǇ iŶ offiĐe ƌeŵaiŶiŶg ƌeĐoƌds Ϯ Ǉeaƌs afteƌ hiƌiŶg 
deĐisioŶ.*   

 

ϭϴ.  EXIT INTERVIEW RECORDS 
IŶĐludes feedďaĐk fƌoŵ eŵploǇees plaŶŶiŶg to 
sepaƌate fƌoŵ the ageŶĐǇ.  

DestƌoǇ iŶ offiĐe afteƌ ϭ Ǉeaƌ.  
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¼½¾¿ ÀOCAL GOVERNMENT AGENICES GENERAL RECORDS RETENTION AND DISPOSITION SCHEDULE

ÁÂÃÄ # 
ÅTANDARD ϲ: PER“ONNEL RECORD“ 

ÆÃCORD“ “ERIE“ TITLE DI“PO“ITION IN“TRUCTION“ 

ϭϵ.  FAMILY MEDICAL LEAVE ACT ;FMLAͿ RECORDS 
ReĐoƌds ĐoŶĐeƌŶiŶg leaǀe takeŶ, pƌeŵiuŵ paǇŵeŶts, 
eŵploǇeƌ ŶotiĐe, ŵediĐal eǆaŵiŶatioŶs ĐoŶsideƌed iŶ 
ĐoŶŶeĐtioŶ ǁith peƌsoŶŶel aĐtioŶ, disputes ǁith 
eŵploǇees oǀeƌ FMLA, aŶd otheƌ ƌelated ƌeĐoƌds.  
 
“ee also LEAVE RECORDS, page ϱϴ, iteŵ Ϯϰ. 

DestƌoǇ iŶ offiĐe ϯ Ǉeaƌs afteƌ leaǀe eŶds.* 

 

ÇÈÉ GRIEVANCES 
IŶĐludes iŶitial ĐoŵplaiŶt ďǇ eŵploǇee, iŶǀestigatioŶ, 
aĐtioŶ, suŵŵaƌǇ, aŶd dispositioŶ.   
 
“ee also DISCIPLINARY ACTIONS, page ϱϰ, iteŵ ϭϮ, 
aŶd PERSONNEL RECORDS ;OFFICIAL COPYͿ, page ϲϭ, 
iteŵ Ϯϵ. 

DestƌoǇ iŶ offiĐe afteƌ Ϯ Ǉeaƌs.*   
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† “ee sigŶatuƌe page.  The ageŶĐǇ heƌeďǇ agƌees that it ǁill estaďlish aŶd eŶfoƌĐe iŶteƌŶal poliĐies settiŶg ŵiŶiŵuŵ ƌeteŶtioŶ peƌiods f
Natuƌal aŶd Cultuƌal ResouƌĐes has sĐheduled ǁith the dispositioŶ iŶstƌuĐtioŶ ͞destƌoǇ ǁheŶ ƌefeƌeŶĐe ǀalue eŶds.͟  Please use th

ÓÔÕÖ ×OCAL GOVERNMENT AGENICES GENERAL RECORDS RETENTION AND DISPOSITION SCHEDULE

ØÙÚÛ # 
ÜTANDARD ϲ: PER“ONNEL RECORD“ 

ÝÚCORD“ “ERIE“ TITLE DI“PO“ITION IN“TRUCTION“ 

Ϯϭ.  HA)ARDOUS MATERIALS TRAINING RECORDS 
IŶĐludes ƌeĐoƌds shoǁiŶg date of tƌaiŶiŶg, sessioŶs, 
ĐoŶteŶts oƌ suŵŵaƌies of sessioŶs, Ŷaŵes of 
eŵploǇees atteŶdiŶg, aŶd Ŷaŵes aŶd ƋualifiĐatioŶs of 
iŶstƌuĐtoƌs. 
 
“ee also ASBESTOS TRAINING, page ϱϮ, iteŵ ϲ, aŶd 
BLOODBORNE PATHOGEN TRAINING, page ϱϯ, iteŵ ϴ. 

DestƌoǇ iŶ offiĐe afteƌ ϱ Ǉeaƌs. 

 

ϮϮ. INTERNSHIP PROGRAM
ReĐoƌds ĐoŶĐeƌŶiŶg iŶteƌŶs aŶd studeŶts ǁho ǁoƌk foƌ 
the ageŶĐǇ. 

DestƌoǇ iŶ offiĐe afteƌ Ϯ Ǉeaƌs.

Ϯϯ.  LAW ENFORCEMENT TRAINING 
ReĐoƌds ĐoŶĐeƌŶiŶg iŶteƌŶal tƌaiŶiŶg foƌ laǁ 
eŶfoƌĐeŵeŶt peƌsoŶŶel. 

RetaiŶ iŶ offiĐe peƌŵaŶeŶtlǇ. 

Ϯϰ.  LEAVE RECORDS 
ReĐoƌds ĐoŶĐeƌŶiŶg eŵploǇee leaǀe, iŶĐludiŶg 
ƌeƋuests foƌ aŶd appƌoǀal of siĐk, ǀaĐatioŶ, oǀeƌtiŵe, 
ďuǇ-ďaĐk, shaƌed, doŶated, etĐ.  Also iŶĐludes ƌeĐoƌds 
doĐuŵeŶtiŶg leaǀe ǁithout paǇ. 

“ee also EDUCATIONAL LEAVE AND 
REIMBURSEMENT, page ϱϱ, iteŵ ϭϰ, FAMILY 
MEDICAL LEAVE ACT ;FMLAͿ RECORDS, page ϱϳ, iteŵ 
ϭϵ, aŶd MILITARY LEAVE, page ϱϵ, iteŵ Ϯϲ. 

aͿ DestƌoǇ iŶ offiĐe deŶied ƌeƋuests afteƌ ϲ ŵoŶths. 

ďͿ DestƌoǇ iŶ offiĐe appƌoǀed ƌeƋuests ϯ Ǉeaƌs afteƌ ƌetuƌŶ of
eŵploǇee oƌ teƌŵiŶatioŶ of eŵploǇŵeŶt.* 
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† “ee sigŶatuƌe page.  The ageŶĐǇ heƌeďǇ agƌees that it ǁill estaďlish aŶd eŶfoƌĐe iŶteƌŶal poliĐies settiŶg ŵiŶiŵuŵ ƌeteŶtioŶ peƌiods f
Natuƌal aŶd Cultuƌal ResouƌĐes has sĐheduled ǁith the dispositioŶ iŶstƌuĐtioŶ ͞destƌoǇ ǁheŶ ƌefeƌeŶĐe ǀalue eŶds.͟  Please use th

çèéê ëOCAL GOVERNMENT AGENICES GENERAL RECORDS RETENTION AND DISPOSITION SCHEDULE

ìíîï # 
ðTANDARD ϲ: PER“ONNEL RECORD“ 

ñîCORD“ “ERIE“ TITLE DI“PO“ITION IN“TRUCTION“ 

Ϯϱ.  MEDICAL RECORDS 
ReĐoƌds ĐoŶĐeƌŶiŶg asďestos, toǆiĐ suďstaŶĐes, aŶd 
ďloodďoƌŶe pathogeŶ eǆposuƌe; ŵediĐal eǆaŵiŶatioŶs 
ƌeƋuiƌed ďǇ state oƌ fedeƌal laǁ; aŶd ƌeĐoƌds of iŶjuƌǇ 
oƌ illŶess.  ;Does Ŷot iŶĐlude ǁoƌkeƌ’s ĐoŵpeŶsatioŶ oƌ 
health iŶsuƌaŶĐe Đlaiŵ ƌeĐoƌds.Ϳ 

aͿ DestƌoǇ iŶ offiĐe eǆposuƌe ƌeĐoƌds ϯϬ Ǉeaƌs afteƌ date of 
eǆposuƌe.* 

ďͿ DestƌoǇ iŶ offiĐe ƌeĐoƌds peƌtaiŶiŶg to fiƌst-aid joď-ƌelated 
illŶess aŶd iŶjuƌǇ afteƌ ϱ Ǉeaƌs. 

ĐͿ Pƌoǀide ŵediĐal ƌeĐoƌds to eŵploǇees ǁho haǀe ǁoƌked 
foƌ less thaŶ ϭ Ǉeaƌ at tiŵe of sepaƌatioŶ.  

dͿ DestƌoǇ iŶ offiĐe afteƌ ϭ Ǉeaƌ ƌeĐoƌds ĐoŶĐeƌŶiŶg phǇsiĐal 
eǆaŵiŶatioŶs oƌ health ĐeƌtifiĐates. 

eͿ DestƌoǇ iŶ offiĐe ƌeŵaiŶiŶg ƌeĐoƌds ϯϬ Ǉeaƌs afteƌ 
eŵploǇee sepaƌatioŶ. 

ReteŶtioŶ Note: ReĐoƌds ŵust ďe ŵaiŶtaiŶed sepaƌatelǇ fƌoŵ 
aŶ eŵploǇee’s peƌsoŶŶel jaĐket.  If paƌt of a ǁoƌkeƌ’s 
ĐoŵpeŶsatioŶ Đlaiŵ, folloǁ dispositioŶ foƌ WORKER“’ 
COMPEN“ATION PROGRAM CLAIM“, page ϲϲ, iteŵ ϱϬ. 

Ϯϲ.  MILITARY LEAVE 
ReĐoƌds ĐoŶĐeƌŶiŶg ŵilitaƌǇ leaǀe, as estaďlished ďǇ 
the UŶifoƌŵed “eƌǀiĐes EŵploǇŵeŶt aŶd 
ReeŵploǇŵeŶt Rights AĐt ;U“ERRAͿ. 
 
“ee also LEAVE RECORDS, page ϱϴ, iteŵ Ϯϰ. 

DestƌoǇ iŶ offiĐe ϯ Ǉeaƌs afteƌ leaǀe eŶds oƌ eŵploǇee 
sepaƌates fƌoŵ ageŶĐǇ.* 
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���� # 
�TANDARD ϲ: PER“ONNEL RECORD“ 

��CORD“ “ERIE“ TITLE DI“PO“ITION IN“TRUCTION“ 

Ϯϳ.  PERFORMANCE REVIEWS  
IŶfoƌŵatioŶ used to estaďlish eŵploǇees’ goals aŶd 
pƌiŵaƌǇ tasks.  ReĐoƌds used to eǀaluate eaĐh 
eŵploǇee’s ǁoƌk peƌfoƌŵaŶĐe. 
 
“ee also PERSONNEL RECORDS ;OFFICIAL COPYͿ, page 
ϲϭ, iteŵ Ϯϵ. 

DestƌoǇ iŶ offiĐe afteƌ ϯ Ǉeaƌs. 

Ϯϴ.  PERSONNEL ACTION NOTICES 
ReĐoƌds used to Đƌeate oƌ ĐhaŶge iŶfoƌŵatioŶ iŶ the 
peƌsoŶŶel ƌeĐoƌds of iŶdiǀidual eŵploǇees ĐoŶĐeƌŶiŶg 
suĐh issues as hiƌiŶg, teƌŵiŶatioŶ, tƌaŶsfeƌ, paǇ gƌade, 
aŶd positioŶ oƌ joď title. 

TƌaŶsfeƌ ƌeĐoƌds to PERSONNEL RECORDS ;OFFICIAL COPYͿ, 
page ϲϭ, iteŵ Ϯϵ. 

 

Attachment Number 1       Page 71 of 106 Item #2



� �o destƌuĐtioŶ of ƌeĐoƌds ŵaǇ take plaĐe if audits oƌ litigatioŶ aƌe peŶdiŶg oƌ ƌeasoŶaďlǇ aŶtiĐipated.  “ee AUDIT“, LITIGATION, AND
�	
� ��

† “ee sigŶatuƌe page.  The ageŶĐǇ heƌeďǇ agƌees that it ǁill estaďlish aŶd eŶfoƌĐe iŶteƌŶal poliĐies settiŶg ŵiŶiŵuŵ ƌeteŶtioŶ peƌiods f
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���� �OCAL GOVERNMENT AGENICES GENERAL RECORDS RETENTION AND DISPOSITION SCHEDULE

���� # 
�TANDARD ϲ: PER“ONNEL RECORD“ 

��CORD“ “ERIE“ TITLE DI“PO“ITION IN“TRUCTION“ 

Ϯϵ.  PERSONNEL RECORDS ;OFFICIAL COPYͿ 
OffiĐial ĐopǇ of peƌsoŶŶel file ŵaiŶtaiŶed oŶ eaĐh 
peƌŵaŶeŶt aŶd teŵpoƌaƌǇ ageŶĐǇ eŵploǇee.  IŶĐludes 
ďasiĐ eŵploǇee iŶfoƌŵatioŶ aŶd ƌeĐoƌds aŶd foƌŵs 
ƌelatiŶg to the seleĐtioŶ oƌ ŶoŶ-seleĐtioŶ, pƌoŵotioŶ, 
tƌaŶsfeƌ, leaǀe, salaƌǇ, suspeŶsioŶ, aŶd teƌŵiŶatioŶ of 
eŵploǇŵeŶt. 
 
Note: Foƌ ageŶĐies ƌespoŶsiďle foƌ ŵaiŶtaiŶiŶg 
peƌsoŶŶel files foƌ ĐƌiŵiŶal justiĐe offiĐeƌs, please 
ĐoŶsult ϭϮ NCAC ϬϵC .ϬϯϬϳ foƌ the ŵaŶdatoƌǇ ƌeĐoƌds 
of ĐeƌtifiĐatioŶ that ŵust ďe housed iŶ the peƌsoŶŶel 
file. 
 
“ee also MEDICAL RECORDS, page ϱϵ, iteŵ Ϯϱ. 
 

aͿ DestƌoǇ iŶ offiĐe afteƌ ϯϬ Ǉeaƌs fƌoŵ date of sepaƌatioŶ 
iŶfoƌŵatioŶ Ŷeeded to doĐuŵeŶt: date aŶd aŵouŶt of 
eaĐh iŶĐƌease oƌ deĐƌease iŶ salaƌǇ ǁith that ageŶĐǇ; date 
aŶd tǇpe of eaĐh pƌoŵotioŶ, deŵotioŶ, tƌaŶsfeƌ, 
suspeŶsioŶ, sepaƌatioŶ, oƌ otheƌ ĐhaŶge iŶ positioŶ 
ĐlassifiĐatioŶ ǁith that ageŶĐǇ; date aŶd geŶeƌal 
desĐƌiptioŶ of the ƌeasoŶs foƌ eaĐh pƌoŵotioŶ ǁith that 
ageŶĐǇ; date aŶd tǇpe of eaĐh disŵissal, suspeŶsioŶ, oƌ 
deŵotioŶ foƌ disĐipliŶaƌǇ ƌeasoŶs takeŶ ďǇ the ageŶĐǇ; 
aŶd, if the disĐipliŶaƌǇ aĐtioŶ ǁas a disŵissal, a ĐopǇ of the
ǁƌitteŶ ŶotiĐe of the fiŶal deĐisioŶ of the ageŶĐǇ settiŶg 
foƌth the speĐifiĐ aĐts oƌ oŵissioŶs that aƌe the ďasis of the
disŵissal. 

ďͿ DestƌoǇ iŶ offiĐe iŶfoƌŵatioŶ ŶeĐessaƌǇ to ǀeƌifǇ ďeŶefits 
ϯϬ Ǉeaƌs afteƌ date of sepaƌatioŶ. 

ĐͿ DestƌoǇ iŶ offiĐe ƌeŵaiŶiŶg ƌeĐoƌds ǁheŶ iŶdiǀidual 
ƌeteŶtioŶ peƌiods aƌe ƌeaĐhed as Ŷoted iŶ iŶdiǀidual iteŵs 
iŶ the ReĐoƌds ReteŶtioŶ aŶd DispositioŶ “Đhedule. 

ϯϬ.  PERSONNEL RECORDS ;SUPERVISOR COPYͿ 
PeƌsoŶŶel jaĐket that is ofteŶ ŵaiŶtaiŶed ďǇ 
supeƌǀisoƌs. 
 

aͿ TƌaŶsfeƌ ƌeĐoƌds as appliĐaďle to PERSONNEL RECORDS 
;OFFICIAL COPYͿ, page ϲϭ, iteŵ Ϯϵ. 

ďͿ DestƌoǇ iŶ offiĐe ƌeŵaiŶiŶg ƌeĐoƌds ǁheŶ ƌefeƌeŶĐe ǀalue 
eŶds.† 

AgeŶĐǇ PoliĐǇ: DestƌoǇ iŶ offiĐe afteƌ _________________
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,TANDARD ϲ: PER“ONNEL RECORD“ 

-*CORD“ “ERIE“ TITLE DI“PO“ITION IN“TRUCTION“ 

ϯϭ.  POLICIES AND PROCEDURES ;PERSONNELͿ aͿ RetaiŶ iŶ offiĐe iŶteƌŶal ageŶĐǇ peƌsoŶŶel poliĐies aŶd 
pƌoĐeduƌes peƌŵaŶeŶtlǇ. 

ďͿ DestƌoǇ iŶ offiĐe ƌeŵaiŶiŶg ƌeĐoƌds ǁheŶ supeƌseded oƌ 
oďsolete. 

ϯϮ.  POLYGRAPH RECORDS 
IŶĐludes stateŵeŶts iŶfoƌŵiŶg eŵploǇee of the tiŵe, 
plaĐe, aŶd ƌeasoŶs foƌ the test; ĐopǇ of ŶotiĐe seŶt to 
eǆaŵiŶeƌ ideŶtifǇiŶg eŵploǇee to ďe tested; aŶd 
Đopies of opiŶioŶs, ƌepoƌts, oƌ siŵilaƌ ƌeĐoƌds 
geŶeƌated ďǇ the eǆaŵiŶeƌ aŶd pƌoǀided to the 
ageŶĐǇ.    

DestƌoǇ iŶ offiĐe ϯ Ǉeaƌs fƌoŵ the date the test ǁas giǀeŶ, oƌ 
fƌoŵ the date the test ǁas ƌeƋuested if Ŷo eǆaŵiŶatioŶ ǁas 
giǀeŶ. 

 

ϯϯ.  POSITION CLASSIFICATION, CONTROL, AND HISTORY 
ReĐoƌds ĐoŶĐeƌŶiŶg peƌsoŶŶel aĐtioŶs aŶd positioŶ 
ĐoŶtƌol, status of eaĐh estaďlished peƌŵaŶeŶt, 
teŵpoƌaƌǇ full-tiŵe, oƌ paƌt-tiŵe positioŶ, aŶd otheƌ 
ƌelated topiĐs.  Also iŶĐludes listiŶgs pƌoǀidiŶg 
ĐlassifiĐatioŶ, titles, aŶd positioŶ Ŷuŵďeƌs. 
 
“ee also POSITION DESCRIPTIONS, page ϲϮ, iteŵ ϯϰ. 

aͿ RetaiŶ iŶ offiĐe ƌeĐoƌds ǁith histoƌiĐal ǀalue peƌŵaŶeŶtlǇ. 

ďͿ DestƌoǇ iŶ offiĐe ƌeŵaiŶiŶg ƌeĐoƌds ǁheŶ supeƌseded oƌ 
oďsolete. 

ϯϰ.  POSITION DESCRIPTIONS  
IŶĐludes iŶfoƌŵatioŶ oŶ joď title, gƌade, duties, ageŶĐǇ 
assigŶed, aŶd ƌespoŶsiďilities. 

DestƌoǇ iŶ offiĐe Ϯ Ǉeaƌs afteƌ supeƌseded. 
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<=>? # 
@TANDARD ϲ: PER“ONNEL RECORD“ 

A>CORD“ “ERIE“ TITLE DI“PO“ITION IN“TRUCTION“ 

ϯϱ.  POSITION EVALUATIONS  
Foƌŵs used to eǀaluate the pƌiŵaƌǇ puƌpose of a 
positioŶ. 

DestƌoǇ iŶ offiĐe afteƌ ϭ Ǉeaƌ. 

ϯϲ.  RECRUITMENT RECORDS 
IŶĐludes ads aŶd ŶotiĐes of oǀeƌtiŵe, pƌoŵotioŶ, aŶd 
tƌaiŶiŶg.  Also iŶĐludes eŵploǇŵeŶt listiŶgs. 

DestƌoǇ iŶ offiĐe ϭ Ǉeaƌ fƌoŵ date of ƌeĐoƌd. 

 

BCD  RETIREMENT RECORDS 
IŶĐludes plaŶs aŶd ƌelated ƌeĐoƌds outliŶiŶg the teƌŵs 
of eŵploǇee peŶsioŶ aŶd otheƌ defeƌƌed 
ĐoŵpeŶsatioŶ plaŶs. 

aͿ DestƌoǇ iŶ offiĐe ƌeĐoƌds doĐuŵeŶtiŶg defeƌƌed 
ĐoŵpeŶsatioŶ ϯ Ǉeaƌs afteƌ paǇŵeŶt.* 

ďͿ DestƌoǇ iŶ offiĐe desĐƌiptiǀe iŶfoƌŵatioŶ aďout ƌetiƌeŵeŶts
plaŶs ϭ Ǉeaƌ afteƌ plaŶ is teƌŵiŶated. 

ĐͿ DestƌoǇ iŶ offiĐe ƌeĐoƌds ĐoŶĐeƌŶiŶg eŵploǇeƌ-spoŶsoƌed 
ƌetiƌeŵeŶt plaŶs ϳ Ǉeaƌs afteƌ paǇŵeŶt.* 

dͿ TƌaŶsfeƌ LoĐal GoǀeƌŶŵeŶtal EŵploǇees’ RetiƌeŵeŶt 
“Ǉsteŵ ;LGER“Ϳ foƌŵs to DepaƌtŵeŶt of “tate Tƌeasuƌeƌ. 

eͿ TƌaŶsfeƌ appliĐaďle ƌeĐoƌds to PERSONNEL RECORDS 
;OFFICIAL COPYͿ, page ϲϭ, iteŵ Ϯϵ. 

ϯϴ.  SEASONAL AND CONTRACT WORKER RECORDS 
ReĐoƌds ĐoŶĐeƌŶiŶg seasoŶal oƌ ĐoŶtƌaĐtual 
eŵploǇees ǁho aƌe Ŷot pƌoǀided ǁith oƌ eligiďle foƌ 
ďeŶefits. 

DestƌoǇ iŶ offiĐe ϱ Ǉeaƌs afteƌ date of sepaƌatioŶ. 
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UTANDARD ϲ: PER“ONNEL RECORD“ 

VSCORD“ “ERIE“ TITLE DI“PO“ITION IN“TRUCTION“ 

ϯϵ.  SECONDARY EMPLOYMENT 
ReĐoƌds ĐoŶĐeƌŶiŶg eŵploǇees’ ƌeƋuests aŶd 
authoƌizatioŶs to aĐĐept eŵploǇŵeŶt ǁith a pƌiǀate 
eŶtitǇ. 

aͿ DestƌoǇ iŶ offiĐe appƌoǀed ƌeƋuests aŶd ƌelated ƌeĐoƌds ϭ 
Ǉeaƌ afteƌ eŵploǇee teƌŵiŶates outside eŵploǇŵeŶt. 

ďͿ DestƌoǇ iŶ offiĐe deŶied ƌeƋuests aŶd ƌelated ƌeĐoƌds afteƌ
ϲ ŵoŶths. 

ϰϬ.  SERVICE AWARDS AND COMMENDATIONS 
IŶĐludes aǁaƌd aŶd seleĐtioŶ Đoŵŵittee ƌepoƌts, 
ŶoŵiŶatioŶs, seleĐtioŶ Đƌiteƌia, aŶd siŵilaƌ 
adŵiŶistƌatiǀe ƌeĐoƌds ƌelatiŶg to eŵploǇee 
ƌeĐogŶitioŶ oƌ iŶĐeŶtiǀe pƌogƌaŵs.  
 
“ee also PERSONNEL RECORDS ;OFFICIAL COPYͿ, page 
ϲϭ, iteŵ Ϯϵ. 

DestƌoǇ iŶ offiĐe Ϯ Ǉeaƌs fƌoŵ date of ƌeĐoƌd ĐƌeatioŶ oƌ the 
peƌsoŶŶel aĐtioŶ iŶǀolǀed.  

 

WXY  SUGGESTIONS AND SURVEYS  
ReĐoŵŵeŶdatioŶs aŶd feedďaĐk suďŵitted ďǇ ageŶĐǇ 
eŵploǇees. 

DestƌoǇ iŶ offiĐe afteƌ ϭ Ǉeaƌ. 

ϰϮ.  TRAINING AND EDUCATIONAL RECORDS 
IŶĐludes eŵploǇee-speĐifiĐ ƌeĐoƌds ;ĐeƌtifiĐates, 
tƌaŶsĐƌipts, test sĐoƌes, etĐ.Ϳ ƌelatiŶg to the tƌaiŶiŶg, 
testiŶg, oƌ ĐoŶtiŶuiŶg eduĐatioŶ of eŵploǇees. 
 
“ee also CONFERENCES AND WORKSHOPS, page ϲϴ, 
iteŵ ϰ, aŶd EDUCATIONAL LEAVE AND 
REIMBURSEMENT, page ϱϱ, iteŵ ϭϰ.  Otheƌ ƌeƋuiƌed 
tƌaiŶiŶgs aƌe haŶdled iŶ ASBESTOS TRAINING, page 
ϱϮ, iteŵ ϲ, BLOODBORNE PATHOGEN TRAINING, page 
ϱϯ, iteŵ ϴ, aŶd HA)ARDOUS MATERIALS TRAINING 
RECORDS, page ϱϴ, iteŵ Ϯϭ. 

aͿ TƌaŶsfeƌ ƌeĐoƌds as appliĐaďle to PERSONNEL RECORDS 
;OFFICIAL COPYͿ, page ϲϭ, iteŵ Ϯϵ, if suĐh tƌaiŶiŶg aŶd 
testiŶg is ƌeƋuiƌed foƌ the positioŶ held oƌ Đould affeĐt 
Đaƌeeƌ adǀaŶĐeŵeŶt.   

ďͿ DestƌoǇ iŶ offiĐe ƌeŵaiŶiŶg ƌeĐoƌds afteƌ ϭ Ǉeaƌ. 
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lTANDARD ϲ: PER“ONNEL RECORD“ 

mjCORD“ “ERIE“ TITLE DI“PO“ITION IN“TRUCTION“ 

ϰϯ.  UNEMPLOYMENT COMPENSATION CLAIMS 
Claiŵ foƌŵs aŶd otheƌ ƌelated ƌeĐoƌds ĐoŶĐeƌŶiŶg 
uŶeŵploǇŵeŶt ĐoŵpeŶsatioŶ Đases. 

DestƌoǇ iŶ offiĐe afteƌ ϯ Ǉeaƌs.* 

 

ϰϰ. UNEMPLOYMENT COMPENSATION REPORTS
QuaƌteƌlǇ ƌepoƌts shoǁiŶg ŵoŶth-to-date ǁages, 
ŵoŶth-to-date ĐoŵpeŶsatioŶ, Ǉeaƌ-to-date ǁages, 
aŶd Ǉeaƌ-to-date ĐoŵpeŶsatioŶ foƌ eaĐh eŵploǇee.  
MaǇ ďe filed ǁith NC DiǀisioŶ of EŵploǇŵeŶt “eĐuƌitǇ. 

DestƌoǇ iŶ offiĐe afteƌ ϯ Ǉeaƌs.*

 

nop  UNEMPLOYMENT INSURANCE  
Foƌŵs suďŵitted to the DepaƌtŵeŶt of CoŵŵeƌĐe to 
ƌepoƌt ǁage ƌeĐoƌds of teƌŵiŶated eŵploǇees. 

TƌaŶsfeƌ to the N.C. DepaƌtŵeŶt of CoŵŵeƌĐe, DiǀisioŶ of 
EŵploǇŵeŶt “eĐuƌitǇ.   

ϰϲ.  VERIFICATION OF EMPLOYMENT RECORDS 
IŶƋuiƌies aŶd ƌespoŶses ĐoŶĐeƌŶiŶg ǀeƌifiĐatioŶ of aŶ 
eŵploǇee’s pƌioƌ oƌ ĐuƌƌeŶt eŵploǇŵeŶt ǁith the 
ageŶĐǇ. 

DestƌoǇ iŶ offiĐe afteƌ ϭ Ǉeaƌ. 

ϰϳ.  VOLUNTEER RECORDS 
ReĐoƌds ĐoŶĐeƌŶiŶg iŶdiǀiduals ǁho ǀoluŶteeƌ to assist 
ǁith ǀaƌious ageŶĐǇ aĐtiǀities. 

DestƌoǇ iŶ offiĐe Ϯ Ǉeaƌs afteƌ ĐoŵpletioŶ of assigŶŵeŶt. 

 

nqp  WORK SCHEDULES AND ASSIGNMENTS  
ReĐoƌds ĐoŶĐeƌŶiŶg ǁoƌk, dutǇ, shift, Đƌeǁ, oƌ Đase 
sĐhedules, ƌosteƌs, oƌ assigŶŵeŶts. 

DestƌoǇ iŶ offiĐe afteƌ ϭ Ǉeaƌ. 
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�TANDARD ϲ: PER“ONNEL RECORD“ 

��CORD“ “ERIE“ TITLE DI“PO“ITION IN“TRUCTION“ 

ϰϵ.  WORKERS’ COMPENSATION PROGRAM 
ADMINISTRATION  
IŶĐludes pƌogƌaŵ poliĐies, guideliŶes, aŶd ƌelated 
adŵiŶistƌatiǀe doĐuŵeŶtatioŶ. 

aͿ RetaiŶ iŶ offiĐe ƌeĐoƌds ǁith histoƌiĐal ǀalue peƌŵaŶeŶtlǇ. 

ďͿ DestƌoǇ iŶ offiĐe ƌeŵaiŶiŶg ƌeĐoƌds ǁheŶ supeƌseded oƌ 
oďsolete. 

ϱϬ.  WORKERS’ COMPENSATION PROGRAM CLAIMS  
ReĐoƌds ĐoŶĐeƌŶiŶg ǁoƌkeƌs’ ĐoŵpeŶsatioŶ Đlaiŵs 
filed ďǇ eŵploǇees’ supeƌǀisoƌs ĐoŶĐeƌŶiŶg aĐĐideŶtal 
iŶjuƌies oƌ illŶesses suffeƌed oŶ the joď.  IŶĐludes 
EŵploǇeƌ’s Repoƌt of IŶjuƌǇ to EŵploǇee ;Foƌŵ ϭϵͿ, 
aĐĐideŶt iŶǀestigatioŶ ƌepoƌts, ŵediĐal ƌepoƌts, Đlaiŵ 
Đost ƌepoƌts, ƌefeƌeŶĐe Đopies of ŵediĐal iŶǀoiĐes, aŶd 
otheƌ ƌelated ƌeĐoƌds.   
Note: All offiĐial Đopies of Đlaiŵs ƌeĐoƌds should ďe 
tƌaŶsfeƌƌed to the Noƌth CaƌoliŶa IŶdustƌial 
CoŵŵissioŶ iŶ ĐoŵpliaŶĐe ǁith G.“. § ϵϳ-ϵϮ;aͿ. 

DestƌoǇ iŶ offiĐe ageŶĐǇ’s ǁoƌkiŶg file foƌ ǁoƌkeƌs’ 
ĐoŵpeŶsatioŶ Đlaiŵs ďǇ its eŵploǇees ϱ Ǉeaƌs afteƌ eŵploǇee 
ƌetuƌŶs to ǁoƌk oƌ sepaƌates fƌoŵ ageŶĐǇ. 
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STANDARD ϳ: PUBLIC RELATIONS RECORDS 
OffiĐial ƌeĐoƌds aŶd ŵateƌials Đƌeated aŶd aĐĐuŵulated ďǇ iŶteƌŶal puďliĐ ƌelatioŶs pƌogƌaŵs opeƌated ďǇ the ageŶĐǇ. 

 

ITEM # 
���NDARD ϳ: PUBLIC RELATION“ RECORD“ 

��CORD“ “ERIE“ TITLE DI“PO“ITION IN“TRUCTION“ 

ϭ.  AGENCY PUBLICATIONS 
PuďliĐatioŶs Đƌeated at ageŶĐǇ eǆpeŶse. Also iŶĐludes 
ĐoƌƌespoŶdeŶĐe aŶd otheƌ ƌelated ƌeĐoƌds ƌegaƌdiŶg 
the desigŶ aŶd ĐƌeatioŶ of ageŶĐǇ puďliĐatioŶs. 

aͿ RetaiŶ iŶ offiĐe ƌeĐoƌds ǁith histoƌiĐal ǀalue peƌŵaŶeŶtlǇ. 

ďͿ DestƌoǇ puďliĐatioŶs ŵaŶageŵeŶt ƌeĐoƌds afteƌ ϱ Ǉeaƌs. 

ĐͿ DestƌoǇ iŶ offiĐe ƌeŵaiŶiŶg ƌeĐoƌds ǁheŶ ƌefeƌeŶĐe ǀalue 
eŶds.†   

AgeŶĐǇ PoliĐǇ: DestƌoǇ iŶ offiĐe afteƌ _________________
Ϯ.  AUDIO-VISUAL RECORDINGS 

ReĐoƌdiŶgs ;iŶĐludiŶg digitalͿ aŶd filŵs pƌoduĐed ďǇ 
the ageŶĐǇ.  This does Ŷot iŶĐlude ƌeĐoƌdiŶgs of puďliĐ 
ŵeetiŶgs oƌ seĐuƌitǇ ǀideos. 
 
“ee also AUDIO AND VIDEO RECORDINGS OF 
MEETINGS, page Ϯ, iteŵ ϳ, aŶd OFFICE SECURITY 
RECORDS, page ϭϮ, iteŵ ϰϲ. 

aͿ RetaiŶ iŶ offiĐe ƌeĐoƌds ǁith histoƌiĐal ǀalue peƌŵaŶeŶtlǇ. 

ďͿ DestƌoǇ iŶ offiĐe ƌeŵaiŶiŶg ƌeĐoƌds ǁheŶ ƌefeƌeŶĐe ǀalue 
eŶds.† 

AgeŶĐǇ PoliĐǇ: DestƌoǇ iŶ offiĐe afteƌ _________________

ϯ.  COMMUNITY AWARDS 
ReĐoƌds ĐoŶĐeƌŶiŶg aǁaƌds ďǇ the ageŶĐǇ ƌeĐogŶiziŶg 
ĐoŵŵuŶitǇ ĐoŶtƌiďutioŶs. 

aͿ RetaiŶ iŶ offiĐe ƌeĐoƌds ǁith histoƌiĐal ǀalue peƌŵaŶeŶtlǇ. 

ďͿ DestƌoǇ iŶ offiĐe ƌeŵaiŶiŶg ƌeĐoƌds ǁheŶ ƌefeƌeŶĐe ǀalue 
eŶds.† 

AgeŶĐǇ PoliĐǇ: DestƌoǇ iŶ offiĐe afteƌ _________________
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£¤¥¦ # 
§¤¨NDARD ϳ: PUBLIC RELATION“ RECORD“ 

©¥CORD“ “ERIE“ TITLE DI“PO“ITION IN“TRUCTION“ 

ϰ.  CONFERENCES AND WORKSHOPS  
ReĐoƌds ĐoŶĐeƌŶiŶg ĐoŶfeƌeŶĐes aŶd ǁoƌkshops 
ĐoŶduĐted ďǇ ageŶĐǇ eŵploǇees.  IŶĐludes slides, 
Đhaƌts, tƌaŶspaƌeŶĐies, haŶdouts, aŶd otheƌ ƌelated 
ƌeĐoƌds used iŶ pƌeseŶtatioŶs. 
 
“ee also TRAINING AND EDUCATIONAL RECORDS, 
page ϲϰ, iteŵ ϰϮ. 

aͿ RetaiŶ iŶ offiĐe ƌeĐoƌds ǁith histoƌiĐal ǀalue peƌŵaŶeŶtlǇ. 

ďͿ DestƌoǇ iŶ offiĐe ƌeŵaiŶiŶg ƌeĐoƌds ǁheŶ supeƌseded oƌ 
oďsolete.  

ϱ.  EDUCATIONAL MATERIALS 
Mateƌials pƌoduĐed foƌ usage ďǇ teaĐheƌs oƌ touƌ 
gƌoups. IŶĐludes lessoŶ plaŶs, aĐtiǀities, aŶd otheƌ 
ƌelated ƌeĐoƌds. 

DestƌoǇ iŶ offiĐe ǁheŶ supeƌseded oƌ oďsolete. 

ϲ.  FUND DRIVE AND EVENT RECORDS  
ReĐoƌds doĐuŵeŶtiŶg the pƌoŵotioŶ aŶd oƌgaŶizatioŶ 
of fuŶd dƌiǀes aŶd otheƌ speĐial eǀeŶts iŶ ǁhiĐh the 
ageŶĐǇ paƌtiĐipated.  IŶĐludes ƌeĐoƌds ĐoŶĐeƌŶiŶg 
soliĐitatioŶs ƌeƋuestiŶg aŶd doŶatioŶs pƌoǀidiŶg 
ŵoŶeǇ oƌ iŶ-kiŶd doŶatioŶs foƌ ageŶĐǇ pƌogƌaŵs. Also 
iŶĐludes iŶǀitatioŶs, ƌegistƌatioŶ ŵateƌials, ageŶdas, 
haŶdouts, pƌeseŶtatioŶs, aŶd pƌogƌaŵs. 
 
“ee also DONATIONS AND SOLICITATIONS, page ϮϮ, 
iteŵ Ϯϭ. 

aͿ RetaiŶ iŶ offiĐe ƌeĐoƌds ǁith histoƌiĐal ǀalue peƌŵaŶeŶtlǇ. 

ďͿ DestƌoǇ iŶ offiĐe ƌeŵaiŶiŶg ƌeĐoƌds ǁheŶ supeƌseded oƌ 
oďsolete. 

ϳ.  INVITATIONS 
IŶǀitatioŶs seŶt aŶd ƌeĐeiǀed ĐoŶĐeƌŶiŶg ageŶĐǇ aŶd 
eǆteƌŶal fuŶĐtioŶs. 

DestƌoǇ iŶ offiĐe afteƌ eǀeŶt oĐĐuƌs. 
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¶·¸¹ # 
º·»NDARD ϳ: PUBLIC RELATION“ RECORD“ 

¼¸CORD“ “ERIE“ TITLE DI“PO“ITION IN“TRUCTION“ 

ϴ.  MEDIA FILE 
RefeƌeŶĐe Đopies of Ŷeǁspapeƌ, ŵagaziŶe, aŶd otheƌ 
ŵedia ĐlippiŶgs ĐoŶĐeƌŶiŶg the ageŶĐǇ, ageŶĐǇ 
offiĐials, aŶd otheƌ topiĐs of iŶteƌest. 

DestƌoǇ iŶ offiĐe ǁheŶ ƌefeƌeŶĐe ǀalue eŶds.† 

AgeŶĐǇ PoliĐǇ: DestƌoǇ iŶ offiĐe afteƌ _________________ 

ϵ.  POPULAR ANNUAL FINANCE REPORT 
CoŵpƌeheŶsiǀe aŶŶual fiŶaŶĐial ƌepoƌt ;CAFRͿ 

aͿ RetaiŶ ƌeĐoƌds ǁith histoƌiĐal ǀalue peƌŵaŶeŶtlǇ. 

ďͿ DestƌoǇ iŶ offiĐe ƌeŵaiŶiŶg ƌeĐoƌds ǁheŶ supeƌseded oƌ 
oďsolete. 

ϭϬ.  PUBLIC HEARINGS  
IŶĐludes ageŶdas, ŵiŶutes, ŶotiĐes, speakeƌ sigŶ-up 
sheets, aŶd siŵilaƌ doĐuŵeŶtatioŶ. 

aͿ RetaiŶ iŶ offiĐe ŵiŶutes peƌŵaŶeŶtlǇ. 

ďͿ DestƌoǇ iŶ offiĐe ƌeŵaiŶiŶg ƌeĐoƌds afteƌ ϭ Ǉeaƌ. 

ϭϭ.  PUBLIC RECORDS REQUESTS 
Foƌŵal ƌeƋuests suďŵitted ďǇ peƌsoŶs seekiŶg aĐĐess 
to ageŶĐǇ ƌeĐoƌds aloŶg ǁith doĐuŵeŶtatioŶ of 
ageŶĐǇ ƌespoŶse. 

DestƌoǇ iŶ offiĐe Ϯ Ǉeaƌs afteƌ ƌesolutioŶ.* 
 
Note: These dispositioŶ iŶstƌuĐtioŶs applǇ oŶlǇ to the ƌeƋuest, 
iŶteƌŶal ageŶĐǇ ƌeĐoƌds ƌelated to seaƌĐhiŶg foƌ aŶd pƌepaƌiŶg 
ƌespoŶsiǀe ƌeĐoƌds, aŶd ĐoŵŵuŶiĐatioŶ of ƌespoŶse; the 
doĐuŵeŶts that aƌe ƌespoŶsiǀe to puďliĐ ƌeĐoƌds ƌeƋuests 
should ďe haŶdled aĐĐoƌdiŶg to theiƌ ƌespeĐtiǀe dispositioŶ 
iŶstƌuĐtioŶs.  Hoǁeǀeƌ, if the ageŶĐǇ also ƌetaiŶs sepaƌate 
Đopies of the doĐuŵeŶts that aƌe ƌespoŶsiǀe to puďliĐ ƌeĐoƌds 
ƌeƋuests, theǇ ŵaǇ also ďe destƌoǇed Ϯ Ǉeaƌs afteƌ ĐoŵpletioŶ 
of the ƌeƋuest. 

ϭϮ.  PUBLICITY RECORDS 
ReĐoƌds ĐoŶĐeƌŶiŶg oǀeƌall puďliĐ ƌelatioŶs of ageŶĐǇ. 
IŶĐludes adǀeƌtiseŵeŶts, aŶŶouŶĐeŵeŶts, 
ĐoƌƌespoŶdeŶĐe ;iŶĐludiŶg e-ŵailͿ, photogƌaphiĐ 
ŵateƌials, Ŷeǁs aŶd pƌess ƌeleases, aŶd otheƌ ƌelated 
ƌeĐoƌds. 

aͿ RetaiŶ iŶ offiĐe ƌeĐoƌds ǁith histoƌiĐal ǀalue peƌŵaŶeŶtlǇ. 

ďͿ DestƌoǇ iŶ offiĐe ƌeŵaiŶiŶg ƌeĐoƌds ǁheŶ supeƌseded oƌ 
oďsolete.* 
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ÉÊËÌ # 
ÍÊÎNDARD ϳ: PUBLIC RELATION“ RECORD“ 

ÏËCORD“ “ERIE“ TITLE DI“PO“ITION IN“TRUCTION“ 

ϭϯ.  SOCIAL MEDIA “ee APPENDIX ;page ϳϵͿ foƌ guidaŶĐe iŶ haŶdliŶg soĐial ŵedia.
ÐÑÒ  SPEECHES  

“peeĐhes ŵade ďǇ ageŶĐǇ offiĐials. 
aͿ RetaiŶ iŶ offiĐe ƌeĐoƌds ǁith histoƌiĐal ǀalue peƌŵaŶeŶtlǇ. 

ďͿ DestƌoǇ iŶ offiĐe ƌeŵaiŶiŶg ƌeĐoƌds ǁheŶ ƌefeƌeŶĐe ǀalue 
eŶds.† 

AgeŶĐǇ PoliĐǇ: DestƌoǇ iŶ offiĐe afteƌ _________________
ϭϱ.  WEBSITE ;ELECTRONICͿ  

ReĐoƌds Đƌeated aŶd ŵaiŶtaiŶed iŶ papeƌ aŶd 
eleĐtƌoŶiĐ foƌŵats ĐoŶĐeƌŶiŶg the ĐƌeatioŶ aŶd 
ŵaiŶteŶaŶĐe of the ageŶĐǇ’s pƌeseŶĐe oŶ the Woƌld 
Wide Weď.  IŶĐludes ĐoƌƌespoŶdeŶĐe ;iŶĐludiŶg e-
ŵailͿ, pƌoĐeduƌes, iŶstƌuĐtioŶs, ǁeďsite desigŶs, 
HTML/XHTML, oƌ otheƌ ǁeď-ďased file foƌŵats, aŶd 
otheƌ ƌelated ƌeĐoƌds.  
 
“ee also WEB MANAGEMENT AND OPERATIONS 
RECORDS: STRUCTURE, page ϰϮ, iteŵ ϭϵ.  

aͿ Captuƌe ǁeďsite aŶŶuallǇ oƌ ǁheŶeǀeƌ a ŵajoƌ ƌeǀisioŶ iŶ 
desigŶ aŶd/oƌ ĐoŶteŶt has takeŶ plaĐe, ǁhiĐheǀeƌ oĐĐuƌs 
fiƌst.  RetaiŶ Đaptuƌed ĐoŶteŶt iŶ offiĐe peƌŵaŶeŶtlǇ.  CaŶ 
ďe ŵaiŶtaiŶed as ǁeďsite sŶapshots oƌ ǀia Weď Đƌaǁleƌ. 

ďͿ DestƌoǇ iŶ offiĐe ƌeŵaiŶiŶg ƌeĐoƌds ǁheŶ supeƌseded oƌ 
oďsolete. 
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STANDARD ϴ: RISK MANAGEMENT RECORDS 
OffiĐial ƌeĐoƌds Đƌeated aŶd aĐĐuŵulated to ŵaŶage ƌisks iŶ the ageŶĐǇ. 

 
 

ITEM # 
ßàANDARD ϴ: RI“K MANAGEMENT RECORD“ 

áâCORD“ “ERIE“ TITLE DI“PO“ITION IN“TRUCTION“ 

ϭ.  ACCIDENT/INCIDENT REPORTS ;CUSTOMER AND 
EMPLOYEEͿ  
 
“ee also WORKERS’ COMPENSATION PROGRAM 
CLAIMS, page ϲϲ, iteŵ ϱϬ.  
 
 

aͿ TƌaŶsfeƌ ƌeĐoƌds ƌesultiŶg iŶ ǁoƌkeƌs' ĐoŵpeŶsatioŶ to 
WORKERS’ COMPENSATION PROGRAM CLAIMS, page ϲϲ,
iteŵ ϱϬ. 

ďͿ DestƌoǇ iŶ offiĐe ƌeŵaiŶiŶg eŵploǇee Đlaiŵs ϯ Ǉeaƌs afteƌ 
settleŵeŶt oƌ deŶial of Đlaiŵ.* 

ĐͿ DestƌoǇ iŶ offiĐe adult ŶoŶ-eŵploǇee ƌepoƌts ϯ Ǉeaƌs afteƌ
settleŵeŶt oƌ deŶial of Đlaiŵ.* 

dͿ DestƌoǇ iŶ offiĐe ƌepoƌts that do Ŷot ƌesult iŶ Đlaiŵs oƌ 
offiĐial aĐtioŶ afteƌ ϯ Ǉeaƌs. 

eͿ DestƌoǇ iŶ offiĐe ƌepoƌts of ŵiŶoƌs afteƌ ŵiŶoƌ has ƌeaĐhed
age of Ϯϭ. 

Ϯ.  ASBESTOS MANAGEMENT PLAN aͿ DestƌoǇ iŶ offiĐe ϭ Ǉeaƌ afteƌ ďuildiŶg is deŵolished. 

ďͿ If ďuildiŶg is sold, tƌaŶsfeƌ ƌeĐoƌds to Ŷeǁ oǁŶeƌ. 

ϯ.  DECLARATIONS AND TERMINATIONS OF STATES OF 
EMERGENCY 

RetaiŶ iŶ offiĐe peƌŵaŶeŶtlǇ. 
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ñòóô # 
õòANDARD ϴ: RI“K MANAGEMENT RECORD“ 

öóCORD“ “ERIE“ TITLE DI“PO“ITION IN“TRUCTION“ 

ϰ.  DISASTER AND EMERGENCY MANAGEMENT PLANS  
ReĐoƌds ĐoŶĐeƌŶiŶg pƌepaƌedŶess, eǀaĐuatioŶs, aŶd 
opeƌatioŶs iŶ the eǀeŶt of a disasteƌ ;Ŷatuƌal, 
aĐĐideŶtal, oƌ ŵaliĐiousͿ.  IŶĐludes ďaĐkgƌouŶd 
suƌǀeǇs, studies, ƌepoƌts, aŶd ƌeĐoƌds ĐoŶĐeƌŶiŶg the 
pƌoĐess of ŶotifǇiŶg peƌsoŶŶel iŶ the eǀeŶt of aŶ 
eŵeƌgeŶĐǇ. Also iŶĐludes CoŶtiŶuitǇ of OpeƌatioŶs 
PlaŶs ;COOPͿ aŶd BusiŶess CoŶtiŶuitǇ PlaŶs ;BCPͿ. 

DestƌoǇ iŶ offiĐe ǁheŶ supeƌseded oƌ oďsolete. 

ϱ. DISASTER RECOVERY
AdŵiŶistƌatiǀe ƌeĐoƌds doĐuŵeŶtiŶg ƌeĐoǀeƌǇ effoƌts. 

aͿ RetaiŶ iŶ offiĐe peƌŵaŶeŶtlǇ ƌeĐoƌds doĐuŵeŶtiŶg ŵajoƌ 
ageŶĐǇ disasteƌ ƌeĐoǀeƌǇ effoƌts 

ďͿ DestƌoǇ iŶ offiĐe afteƌ ϯ Ǉeaƌs ƌeĐoƌds ĐoŶĐeƌŶiŶg ŵiŶoƌ oƌ
ƌoutiŶe ageŶĐǇ ƌeĐoǀeƌǇ opeƌatioŶs that aƌe ŵaŶaged ǁith
ŵiŶiŵal disƌuptioŶ to Ŷoƌŵal opeƌatioŶs. 

ϲ.  EMERGENCY DRILLS AND EQUIPMENT RECORDS  
IŶĐludes test ƌeĐoƌds foƌ fiƌe suppƌessioŶ, defiďƌillatoƌ, 
ƌespiƌatoƌ fit, aŶd otheƌ eŵeƌgeŶĐǇ eƋuipŵeŶt. Also 
iŶĐludes ƌeĐoƌds ĐoŶĐeƌŶiŶg ageŶĐǇ eŵeƌgeŶĐǇ aŶd 
fiƌe dƌills. 

DestƌoǇ iŶ offiĐe ǁheŶ supeƌseded oƌ oďsolete. 

 

ϳ.  EMPLOYEE SECURITY RECORDS 
ReĐoƌds ĐoŶĐeƌŶiŶg the issuaŶĐe of keǇs, ideŶtifiĐatioŶ 
Đaƌds, paƌkiŶg assigŶŵeŶts, passes, etĐ., to eŵploǇees. 

DestƌoǇ iŶ offiĐe ǁheŶ supeƌseded oƌ oďsolete. 

ϴ.  FIRE, HEALTH, AND SAFETY RECORDS 
ReĐoƌds ĐoŶĐeƌŶiŶg ageŶĐǇ safetǇ ŵeasuƌes.  IŶĐludes 
ƌepoƌts, logs, aŶd otheƌ ƌelated ƌeĐoƌds doĐuŵeŶtiŶg 
iŶspeĐtioŶs of ageŶĐǇ faĐilities. 

DestƌoǇ iŶ offiĐe ǁheŶ supeƌseded oƌ oďsolete. 
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��ANDARD ϴ: RI“K MANAGEMENT RECORD“ 

��CORD“ “ERIE“ TITLE DI“PO“ITION IN“TRUCTION“ 

ϵ.  FUEL OIL STORAGE TANK RECORDS DestƌoǇ iŶ offiĐe Đlosuƌe ƌeĐoƌds ϯ Ǉeaƌs afteƌ ĐoŵpletioŶ of 
peƌŵaŶeŶt Đlosuƌe. 

 

ϭϬ.  HA)ARDOUS MATERIALS MANAGEMENT  
ReĐoƌds ƌelated to hazaƌdous ŵateƌials aŶd hazaƌd 
ŵitigatioŶ plaŶs. 

aͿ DestƌoǇ iŶ offiĐe afteƌ ϯϬ Ǉeaƌs ƌeĐoƌds ƌelated to 
hazaƌdous ŵateƌials, iŶĐludiŶg ďioǁaste. 

ďͿ DestƌoǇ iŶ offiĐe afteƌ ϱ Ǉeaƌs ƌeĐoƌds ĐoŶĐeƌŶiŶg the 
ƌeĐeipt, ŵaiŶteŶaŶĐe, aŶd disposal of ƌadioaĐtiǀe 
ŵateƌials. 

ĐͿ DestƌoǇ iŶ offiĐe ϯ Ǉeaƌs afteƌ supeƌseded oƌ oďsolete 
ƌeĐoƌds ĐoŶĐeƌŶiŶg hazaƌd ŵitigatioŶ plaŶs. 

ϭϭ.  INSURANCE POLICIES 
ReĐoƌds ĐoŶĐeƌŶiŶg autoŵoďile, theft, fiƌe, aŶd all 
otheƌ iŶsuƌaŶĐe poliĐies puƌĐhased ďǇ ageŶĐǇ.  Also 
iŶĐludes iŶsuƌaŶĐe audits, Đlaiŵs ƌepoƌts, suƌǀeǇs, 
eŶdoƌseŵeŶts, ĐeƌtifiĐates of iŶsuƌaŶĐe, aŶd ǁaiǀeƌs. 

aͿ DestƌoǇ iŶ offiĐe ƌeĐoƌds ĐoŶĐeƌŶiŶg autoŵoďile aŶd otheƌ 
liaďilitǇ iŶsuƌaŶĐe poliĐies ϭϬ Ǉeaƌs afteƌ supeƌseded oƌ 
oďsolete.* 

ďͿ DestƌoǇ iŶ offiĐe ĐeƌtifiĐates of iŶsuƌaŶĐe afteƌ ϭ Ǉeaƌ. 

ĐͿ DestƌoǇ iŶ offiĐe self-iŶsuƌeƌ ĐeƌtifiĐatioŶs ϲ Ǉeaƌs fƌoŵ 
date of teƌŵiŶatioŶ of poliĐǇ oƌ settleŵeŶt of all Đlaiŵs. 

dͿ DestƌoǇ iŶ offiĐe ƌeŵaiŶiŶg ƌeĐoƌds afteƌ ϭ Ǉeaƌ afteƌ 
supeƌseded oƌ oďsolete. 

ϭϮ.  LOSS CONTROL INSPECTION REPORTS  
“elf-iŶspeĐtioŶs to ideŶtifǇ poteŶtial liaďilities oƌ 
hazaƌds that ŵaǇ eǆist iŶ ageŶĐǇ oǁŶed ďuildiŶgs oƌ 
pƌopeƌtǇ. 

DestƌoǇ iŶ offiĐe ǁheŶ supeƌseded oƌ oďsolete. 
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ϭϯ.  LOST, STOLEN, OR DAMAGED PROPERTY REPORTS  
IŶĐludes ĐitizeŶ ƌepoƌts of pƌopeƌtǇ lost oƌ stoleŶ at 
ageŶĐǇ.  Also iŶĐludes ƌepoƌts aŶd eŵploǇee 
Ŷaƌƌatiǀes of ǀaŶdalisŵ to ageŶĐǇ pƌopeƌtǇ.  

DestƌoǇ iŶ offiĐe afteƌ Ϯ Ǉeaƌs.* 

 

ϭϰ.  OCCUPATIONAL SAFETY AND HEALTH 
ADMINISTRATION ;OSHAͿ  
ReĐoƌds ĐoŶĐeƌŶiŶg iŶjuƌǇ oƌ illŶess, eǆteŶt aŶd 
outĐoŵes, suŵŵaƌǇ totals foƌ ĐaleŶdaƌ Ǉeaƌ, aŶd 
O“HA foƌŵs.  IŶĐludes eƌgoŶoŵiĐ assessŵeŶts foƌ 
eŵploǇees. 

DestƌoǇ iŶ offiĐe afteƌ ϱ Ǉeaƌs. 

 

���  SAFETY DATA SHEETS 
Foƌŵs supplied to ageŶĐies fƌoŵ ŵaŶufaĐtuƌeƌs aŶd 
distƌiďutoƌs of hazaƌdous ŵateƌials foƌ ŵateƌials held 
ďǇ the ageŶĐǇ. 
 

DestƌoǇ iŶ offiĐe ϯϬ Ǉeaƌs afteƌ ŵateƌials haǀe ďeeŶ disposed o
aĐĐoƌdiŶg to ŵaŶufaĐtuƌeƌ’s iŶstƌuĐtioŶs. 

ReteŶtioŶ Note: A data sheet foƌ a ŵiǆtuƌe ŵaǇ ďe disĐaƌded if 
the Ŷeǁ data sheet iŶĐludes the saŵe hazaƌdous ĐheŵiĐals as 
the oƌigiŶal foƌŵulatioŶ.  If the foƌŵulatioŶ is diffeƌeŶt, ďoth 
data sheets ŵust ďe ƌetaiŶed foƌ ϯϬ Ǉeaƌs.  Data sheets ŵaǇ 
also ďe disĐaƌded if soŵe otheƌ ƌeĐoƌd ideŶtifǇiŶg the 
suďstaŶĐes used, ǁheƌe theǇ ǁeƌe used, aŶd ǁheŶ theǇ ǁeƌe 
used is ƌetaiŶed the ƌeƋuiƌed ϯϬ-Ǉeaƌ peƌiod.  
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STANDARD ϵ:  WORKFORCE DEVELOPMENT RECORDS 
OffiĐial ƌeĐoƌds Đƌeated aŶd aĐĐuŵulated ďǇ the ageŶĐǇ to ŵaŶage ǁoƌkfoƌĐe deǀelopŵeŶt pƌogƌaŵs.  ReleǀaŶt legislatioŶ iŶĐludes
EŵploǇŵeŶt aŶd TƌaiŶiŶg AĐt, the Joď TƌaiŶiŶg aŶd PaƌtŶeƌship AĐt, the WoƌkfoƌĐe IŶǀestŵeŶt AĐt, aŶd the WoƌkfoƌĐe IŶŶoǀatioŶ a

 
 

ITEM # 
*TANDARD ϵ: WORKFORCE DEVELOPMENT RECORD“ 

+,CORD“ “ERIE“ TITLE DI“PO“ITION IN“TRUCTION“ 

ϭ.  AUDIT/AUDIT RESOLUTIONS 
ReĐoƌds ĐoŶĐeƌŶiŶg ƌepoƌts fƌoŵ fiŶaŶĐial aŶd 
ĐoŵpliaŶĐe audits ĐoŶduĐted oŶ WIA pƌogƌaŵs iŶ 
aĐĐoƌdaŶĐe ǁith OMB CiƌĐulaƌ A-ϭϯϯ.  IŶĐludes audit 
ƌepoƌts aŶd ĐoƌƌespoŶdeŶĐe ĐoŶĐeƌŶiŶg audits aŶd 
audit ƌesolutioŶs foƌ the loĐal aƌea.  Also iŶĐludes 
fedeƌal aŶd state audits.  

DestƌoǇ iŶ offiĐe afteƌ ϯ Ǉeaƌs. 

 

Ϯ.  LOCAL AREA JOB TRAINING PLAN RECORDS 
ReĐoƌds ĐoŶĐeƌŶiŶg the loĐal ďoaƌd’s ďid pƌoĐess foƌ 
ĐoŶtƌaĐtiŶg ǁoƌkfoƌĐe deǀelopŵeŶt pƌogƌaŵs.  

DestƌoǇ iŶ offiĐe ǁheŶ supeƌseded oƌ oďsolete. 

ϯ.  PARTICIPANT RECORDS 
ReĐoƌds ĐoŶĐeƌŶiŶg appliĐaŶts, ƌegistƌaŶts, eligiďle 
appliĐaŶts/ƌegistƌaŶts, paƌtiĐipaŶts, teƌŵiŶees, aŶd 
eŵploǇees ǁho suďŵit ƌeƋuests foƌ seƌǀiĐes of the 
DisloĐated Woƌkeƌs Pƌogƌaŵ aŶd WoƌkfoƌĐe 
IŶǀestŵeŶt AĐt pƌogƌaŵs.  IŶĐludes appliĐatioŶs, ĐlieŶt 
histoƌǇ, EŵploǇaďilitǇ DeǀelopŵeŶt PlaŶs, pƌogƌaŵ 
ƌefeƌƌal, ŵoŶitoƌiŶg Ŷotes, paǇ authoƌizatioŶs, ƌelease 
foƌŵs, aŶd WIA folloǁ-up ƋuestioŶŶaiƌes.  

DestƌoǇ iŶ offiĐe ϯ Ǉeaƌs afteƌ Đlose of audit/fiŶal Ǉeaƌ 
eǆpeŶdituƌe.* 
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DESTRUCTION OF PUBLIC RECORDS 
 

Q. WheŶ ĐaŶ I  destƌoǇ ƌeĐoƌds? 

A. EaĐh ƌeĐoƌds seƌies listed oŶ this sĐhedule has speĐifiĐ dispositioŶ iŶstƌuĐtioŶs that iŶdiĐate hoǁ loŶg the 
seƌies ŵust ďe kept iŶ Ǉouƌ offiĐe.  IŶ soŵe Đases, the dispositioŶ iŶstƌuĐtioŶs aƌe ͞RetaiŶ iŶ offiĐe 
peƌŵaŶeŶtlǇ,͟ ǁhiĐh ŵeaŶs that those ƌeĐoƌds ŵust ďe kept iŶ Ǉouƌ offiĐes foƌeǀeƌ. 

Q. Hoǁ do I  destƌoǇ ƌeĐoƌds? 

A. Afteƌ Ǉouƌ ageŶĐǇ has appƌoǀed this ƌeĐoƌds ƌeteŶtioŶ aŶd dispositioŶ sĐhedule, ƌeĐoƌds should ďe 
destƌoǇed iŶ oŶe of the folloǁiŶg ǁaǇs: 

ϭͿ ďuƌŶed, uŶless pƌohiďited ďǇ loĐal oƌdiŶaŶĐe; 
ϮͿ shƌedded, oƌ toƌŶ so as to destƌoǇ the ƌeĐoƌd ĐoŶteŶt of the doĐuŵeŶts oƌ ŵateƌial ĐoŶĐeƌŶed; 
ϯͿ plaĐed iŶ aĐid ǀats so as to ƌeduĐe the papeƌ to pulp aŶd to teƌŵiŶate the eǆisteŶĐe of the doĐuŵeŶts 

oƌ ŵateƌials ĐoŶĐeƌŶed; 
ϰͿ sold as ǁaste papeƌ, pƌoǀided that the puƌĐhaseƌ agƌees iŶ ǁƌitiŶg that the doĐuŵeŶts oƌ ŵateƌials 

ĐoŶĐeƌŶed ǁill Ŷot ďe ƌesold ǁithout pulǀeƌiziŶg oƌ shƌeddiŶg the doĐuŵeŶts so that the iŶfoƌŵatioŶ 
ĐoŶtaiŶed ǁithiŶ ĐaŶŶot ďe pƌaĐtiĐaďlǇ ƌead oƌ ƌeĐoŶstƌuĐted. 
 
The pƌoǀisioŶ that eleĐtƌoŶiĐ ƌeĐoƌds aƌe to ďe destƌoǇed ŵeaŶs that the data, ŵetadata, aŶd 
phǇsiĐal ŵedia aƌe to ďe oǀeƌǁƌitteŶ, deleted, aŶd uŶliŶked so that the data aŶd ŵetadata ŵaǇ Ŷot 
ďe pƌaĐtiĐaďlǇ ƌeĐoŶstƌuĐted. 
 
The data, ŵetadata, aŶd phǇsiĐal ŵedia ĐoŶtaiŶiŶg ĐoŶfideŶtial ƌeĐoƌds of aŶǇ foƌŵat aƌe to ďe 
destƌoǇed iŶ suĐh a ŵaŶŶeƌ that the iŶfoƌŵatioŶ ĐaŶŶot ďe ƌead oƌ ƌeĐoŶstƌuĐted uŶdeƌ aŶǇ ŵeaŶs. 
 
— N.C. AdŵiŶistƌatiǀe Code, Title ϳ, Chapteƌ ϰ, “uďĐhapteƌ M, “eĐtioŶ .ϬϱϭϬ 

Without Ǉouƌ ageŶĐǇ’s appƌoǀal of this ƌeĐoƌds sĐhedule, Ŷo ƌeĐoƌds ŵaǇ legallǇ ďe destƌoǇed. 

Q. Hoǁ ĐaŶ I  destƌoǇ ƌeĐoƌds if  theǇ aƌe Ŷot l isted oŶ this sĐhedule? 

A. CoŶtaĐt a ReĐoƌds MaŶageŵeŶt AŶalǇst.  AŶ aŶalǇst ǁill disĐuss the Ŷatuƌe of the ƌeĐoƌds ǁith Ǉou to 
deteƌŵiŶe if the ƌeĐoƌds haǀe histoƌiĐal ǀalue.  If the ƌeĐoƌds do haǀe histoƌiĐal ǀalue, ǁe ǁill disĐuss the 
possiďilitǇ of tƌaŶsfeƌƌiŶg the ƌeĐoƌds to the “tate AƌĐhiǀes of Noƌth CaƌoliŶa to ďe pƌeseƌǀed 
peƌŵaŶeŶtlǇ. 

If the ƌeĐoƌds do Ŷot haǀe histoƌiĐal ǀalue, ǁe ǁill ask Ǉou to Đoŵplete a ReƋuest foƌ Disposal of 
UŶsĐheduled ReĐoƌds ;page ϴϳͿ if the ƌeĐoƌds aƌe Ŷo loŶgeƌ ďeiŶg Đƌeated.  If the ƌeĐoƌds aƌe aŶ aĐtiǀe 
ƌeĐoƌds seƌies, aŶ aŶalǇst ǁill help Ǉou deǀelop aŶ aŵeŶdŵeŶt to this sĐhedule so that Ǉou ĐaŶ destƌoǇ 
the ƌeĐoƌds appƌopƌiatelǇ fƌoŵ this poiŶt foƌǁaƌd. 

Q. Aŵ I ƌeƋuiƌed to tell  aŶǇoŶe aďout the destƌuĐtioŶs? 

A. We ƌeĐoŵŵeŶd that Ǉou ƌepoƌt oŶ Ǉouƌ ƌeĐoƌds ƌeteŶtioŶ aĐtiǀities to Ǉouƌ goǀeƌŶiŶg ďoaƌd oŶ aŶ aŶŶual 
ďasis.  This ƌepoƌt does Ŷot Ŷeed to ďe detailed, ďut it is iŵpoƌtaŶt that sigŶifiĐaŶt destƌuĐtioŶs ďe eŶteƌed 
iŶto the ŵiŶutes of the Boaƌd.  “ee a saŵple destƌuĐtioŶs log that folloǁs ;aŶd is aǀailaďle oŶliŶe at the “tate 
AƌĐhiǀes of Noƌth CaƌoliŶa ǁeďsite, https://aƌĐhiǀes.ŶĐdĐƌ.goǀ/goǀeƌŶŵeŶt/foƌŵs-goǀeƌŶŵeŶt-.
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ELECTRONIC RECORDS: 
E-MAIL, BORN-DIGITAL RECORDS, AND DIGITAL IMAGING 

 
Q. WheŶ ĐaŶ I  delete ŵǇ e-ŵail? 

A. E-ŵail is a puďliĐ ƌeĐoƌd as defiŶed ďǇ G.“. § ϭϮϭ-ϱ aŶd G.“. § ϭϯϮ.  EleĐtƌoŶiĐ ŵail is as ŵuĐh a ƌeĐoƌd as 
aŶǇ papeƌ ƌeĐoƌd aŶd ŵust ďe tƌeated iŶ the saŵe ŵaŶŶeƌ.  It is the ĐoŶteŶt of eaĐh ŵessage that is 
iŵpoƌtaŶt.  If a paƌtiĐulaƌ ŵessage ǁould haǀe ďeeŶ filed as a papeƌ ŵeŵo, it should still ďe filed ;eitheƌ 
iŶ Ǉouƌ e-ŵail pƌogƌaŵ oƌ iŶ Ǉouƌ ƌegulaƌ diƌeĐtoƌǇ stƌuĐtuƌeͿ, aŶd it should ďe ƌetaiŶed the saŵe leŶgth 
of tiŵe as its papeƌ ĐouŶteƌpaƌts.  It is iŶappƌopƌiate to destƌoǇ e-ŵail siŵplǇ ďeĐause stoƌage liŵits 
haǀe ďeeŶ ƌeaĐhed.  “oŵe eǆaŵples of e-ŵail ŵessages that aƌe puďliĐ ƌeĐoƌds aŶd theƌefoƌe Đoǀeƌed ďǇ 
this poliĐǇ iŶĐlude: 

 PoliĐies oƌ diƌeĐtiǀes; 
 FiŶal dƌafts of ƌepoƌts aŶd ƌeĐoŵŵeŶdatioŶs; 
 CoƌƌespoŶdeŶĐe aŶd ŵeŵoƌaŶda ƌelated to offiĐial ďusiŶess; 
 Woƌk sĐhedules aŶd assigŶŵeŶts; 
 MeetiŶg ageŶdas oƌ ŵiŶutes 
 AŶǇ doĐuŵeŶt oƌ ŵessage that iŶitiates, faĐilitates, authoƌizes, oƌ Đoŵpletes a ďusiŶess tƌaŶsaĐtioŶ; 

aŶd 
 Messages that Đƌeate a pƌeĐedeŶt, suĐh as issuiŶg iŶstƌuĐtioŶs aŶd adǀiĐe. 

Fƌoŵ the DepaƌtŵeŶt of Cultuƌal ResouƌĐes E-Mail PoliĐǇ ;Reǀised JulǇ ϮϬϬϵͿ, 
aǀailaďle at the “tate AƌĐhiǀes of Noƌth CaƌoliŶa ǁeďsite 

Otheƌ puďliĐatioŶs ;aǀailaďle oŶliŶe at the “tate AƌĐhiǀes of Noƌth CaƌoliŶa ǁeďsite^ _`a_ bill ďe 
cad_eĐulaƌlǇ helpful iŶ ŵaŶagiŶg Ǉouƌ e-ŵail iŶĐlude tutoƌials oŶ ŵaŶagiŶg e-ŵail as a puďliĐ ƌeĐoƌd aŶd oŶ 
usiŶg MiĐƌosoft EǆĐhaŶge.  

Q. MaǇ I pƌiŶt ŵǇ e-ŵail  to fi le it? 

A. We do Ŷot ƌeĐoŵŵeŶd pƌiŶtiŶg e-ŵail foƌ pƌeseƌǀatioŶ puƌposes. IŵpoƌtaŶt ŵetadata aƌe lost ǁheŶ e-
ŵail is pƌiŶted.  

Q. I  use ŵǇ peƌsoŶal e-ŵail  aĐĐouŶt foƌ ǁoƌk.  No oŶe ĐaŶ see ŵǇ peƌsoŶal e-
ŵail,  ƌight? 

A. The ďest pƌaĐtiĐe is to aǀoid usiŶg peƌsoŶal ƌesouƌĐes, iŶĐludiŶg pƌiǀate e-ŵail aĐĐouŶts, foƌ puďliĐ 
ďusiŶess.  G.“. § ϭϯϮ-ϭ states that ƌeĐoƌds ͞ŵade oƌ ƌeĐeiǀed puƌsuaŶt to laǁ oƌ oƌdiŶaŶĐe iŶ ĐoŶŶeĐtioŶ 
ǁith the tƌaŶsaĐtioŶ of puďliĐ ďusiŶess ďǇ aŶǇ ageŶĐǇ of Noƌth CaƌoliŶa goǀeƌŶŵeŶt oƌ its suďdiǀisioŶs͟ 
aƌe puďliĐ ƌeĐoƌds ;eŵphasis addedͿ.  The faĐt that puďliĐ ƌeĐoƌds ƌeside iŶ a peƌsoŶal e-ŵail aĐĐouŶt is 
iƌƌeleǀaŶt. 

Q. We haǀe aŶ iŵagiŶg sǇsteŵ.  Aƌe ǁe ƌeƋuiƌed to keep the papeƌ? 

A. You ŵaǇ sĐaŶ aŶǇ ƌeĐoƌd, ďut Ǉou ǁill Ŷeed to ƌeĐeiǀe appƌoǀal fƌoŵ the GoǀeƌŶŵeŶt ReĐoƌds “eĐtioŶ iŶ 
oƌdeƌ to destƌoǇ papeƌ oƌigiŶals that haǀe ďeeŶ digitized.  Youƌ ageŶĐǇ ŵust deǀelop aŶ eleĐtƌoŶiĐ ƌeĐoƌds 
poliĐǇ aŶd theŶ suďŵit a ReƋuest foƌ Disposal of OƌigiŶal ReĐoƌds DupliĐated ďǇ EleĐtƌoŶiĐ MeaŶs.  You 
ĐaŶ fiŶd these teŵplates iŶ the Digital IŵagiŶg seĐtioŶ of the “tate AƌĐhiǀes of Noƌth CaƌoliŶa ǁeďsite 
;https://aƌĐhiǀes.ŶĐdĐƌ.goǀ/goǀeƌŶŵeŶt/digital-ƌeĐoƌds/digital-ƌeĐoƌds-poliĐies-aŶd-guideliŶes#digital-
iŵagiŶg^.  CoŶtaĐt a ReĐoƌds MaŶageŵeŶt AŶalǇst foƌ fuƌtheƌ iŶstƌuĐtioŶs oŶ hoǁ to deǀelop a ĐoŵpliaŶt 
fgfh_ƌoŶiĐ ƌeĐoƌds poliĐǇ. 

PeƌŵaŶeŶt ƌeĐoƌds ŵust haǀe a seĐuƌitǇ pƌeseƌǀatioŶ ĐopǇ as defiŶed ďǇ “tate AƌĐhiǀes of Noƌth 
CaƌoliŶa’s HuŵaŶ-Readaďle PƌeseƌǀatioŶ DupliĐate PoliĐǇ ;G.“. § ϭϯϮ-ϴ.ϮͿ:  
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PƌeseƌǀatioŶ dupliĐates shall ďe duƌaďle, aĐĐuƌate, Đoŵplete aŶd Đleaƌ, aŶd suĐh dupliĐates 
ŵade ďǇ a photogƌaphiĐ, photo statiĐ, ŵiĐƌofilŵ, ŵiĐƌo Đaƌd, ŵiŶiatuƌe photogƌaphiĐ, oƌ 
otheƌ pƌoĐess ǁhiĐh aĐĐuƌatelǇ ƌepƌoduĐes aŶd foƌŵs a duƌaďle ŵediuŵ foƌ so ƌepƌoduĐiŶg 
the oƌigiŶal shall haǀe the saŵe foƌĐe aŶd effeĐt foƌ all puƌposes as the oƌigiŶal ƌeĐoƌd 
ǁhetheƌ the oƌigiŶal ƌeĐoƌd is iŶ eǆisteŶĐe oƌ Ŷot.  ...  “uĐh pƌeseƌǀatioŶ dupliĐates shall ďe 
pƌeseƌǀed iŶ the plaĐe aŶd ŵaŶŶeƌ of safekeepiŶg pƌesĐƌiďed ďǇ the DepaƌtŵeŶt of Natuƌal 
aŶd Cultuƌal ResouƌĐes. 
 

The pƌeseƌǀatioŶ dupliĐate of peƌŵaŶeŶt ƌeĐoƌds ŵust ďe eitheƌ oŶ papeƌ oƌ ŵiĐƌofilŵ. 
 

NoŶ-peƌŵaŶeŶt ƌeĐoƌds ŵaǇ ďe ƌetaiŶed iŶ aŶǇ foƌŵat.  You ǁill Ŷeed to take pƌeĐautioŶs ǁith eleĐtƌoŶiĐ 
ƌeĐoƌds that Ǉou ŵust keep ŵoƌe thaŶ aďout ϱ Ǉeaƌs.  Coŵputeƌ sǇsteŵs do Ŷot haǀe loŶg life ĐǇĐles.  
EaĐh tiŵe Ǉou ĐhaŶge Đoŵputeƌ sǇsteŵs, Ǉou ŵust ĐoŶǀeƌt all ƌeĐoƌds to the Ŷeǁ sǇsteŵ so that Ǉou ĐaŶ 
assuƌe theiƌ pƌeseƌǀatioŶ aŶd pƌoǀide aĐĐess.   

Q. Coŵputeƌ stoƌage is Đheap.  CaŶ I  just keep ŵǇ Đoŵputeƌ ƌeĐoƌds 
peƌŵaŶeŶtlǇ? 

A. The ďest pƌaĐtiĐe is to destƌoǇ all ƌeĐoƌds that haǀe ŵet theiƌ ƌeteŶtioŶ ƌeƋuiƌeŵeŶts, ƌegaƌdless of 
foƌŵat. 

Q. What aƌe the guideliŶes ƌegaƌdiŶg the ĐƌeatioŶ aŶd haŶdliŶg of eleĐtƌoŶiĐ 
puďliĐ ƌeĐoƌds? 

A. Theƌe aƌe Ŷuŵeƌous doĐuŵeŶts aǀailaďle oŶ the “tate AƌĐhiǀes of Noƌth CaƌoliŶa ǁeďsite 
;https://aƌĐhiǀes.ŶĐdĐƌ.goǀ/goǀeƌŶŵeŶt/digital-ƌeĐoƌds/digital-ƌeĐoƌds-poliĐies-aŶd-guideliŶesi.   TopiĐs 
joǀeƌed iŶĐlude shaƌed stoƌage, Đloud ĐoŵputiŶg, e-disĐoǀeƌǇ, tƌustǁoƌthǇ digital puďliĐ ƌeĐoƌds, digital 
sigŶatuƌes, e-ŵail, soĐial ŵedia, teǆt ŵessages, ǁeďsites, digital iŵagiŶg, ŵetadata, file foƌŵats, dataďase 
iŶdeǆiŶg, aŶd seĐuƌitǇ ďaĐkups.   

Note that e-ŵail, teǆt ŵessages, aŶd soĐial ŵedia should ďe haŶdled aĐĐoƌdiŶg to theiƌ ĐoŶteŶt.  
Theƌefoƌe, this sĐhedule does Ŷot iŶĐlude a ƌeĐoƌds seƌies that iŶstƌuĐts Ǉou oŶ hoǁ to haŶdle oŶe of 
these ďoƌŶ-digital ƌeĐoƌds ďǇ foƌŵat; iŶstead of foĐusiŶg oŶ hoǁ the iŶfoƌŵatioŶ is disseŵiŶated, 
ĐoŶsideƌ ǁhat ĐoŶteŶt is ĐoŶtaiŶed iŶ the e-ŵail, teǆt ŵessage, oƌ soĐial ŵedia post.  Foƌ iŶstaŶĐe, aŶ e-
ŵail ƌeƋuestiŶg leaǀe that is seŶt to a supeƌǀisoƌ should ďe kept foƌ ϭ Ǉeaƌ ;see LEAVE RECORDS, page ϱϴ, 
iteŵ ϮϰͿ. 
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GEOSPATIAL RECORDS 
 

Q. WhǇ should geogƌaphiĐ iŶfoƌŵatioŶ sǇsteŵ ;GI“Ϳ datasets ďe ƌetaiŶed aŶd 
pƌeseƌǀed? 

A. Geospatial ƌeĐoƌds aƌe puďliĐ ƌeĐoƌds aŶd Ŷeed to ďe ƌetaiŶed aŶd pƌeseƌǀed ďased oŶ theiƌ legal, fisĐal, 
eǀideŶtial aŶd/oƌ histoƌiĐal ǀalue aĐĐoƌdiŶg to aŶ estaďlished ƌeteŶtioŶ sĐhedule.  LoĐal ageŶĐies iŶǀolǀed 
iŶ GI“ opeƌatioŶs should ǁoƌk ǁith the “tate AƌĐhiǀes of Noƌth CaƌoliŶa iŶ oƌdeƌ to appƌaise, iŶǀeŶtoƌǇ, 
aŶd pƌeseƌǀe theiƌ geospatial ƌeĐoƌds aĐĐoƌdiŶg to estaďlished ďest pƌaĐtiĐes aŶd staŶdaƌds to iŶsuƌe ďoth 
theiƌ shoƌt- aŶd loŶg-teƌŵ aĐĐessiďilitǇ.   

Due to the ĐoŵpleǆitǇ aŶd tƌaŶsitoƌǇ Ŷatuƌe of these ƌeĐoƌds, geospatial ƌeĐoƌds ƌeteŶtioŶ aŶd loŶg-teƌŵ 
pƌeseƌǀatioŶ is a ĐoŵŵuŶitǇ-ǁide ĐhalleŶge.  GI“ files haǀe ďeĐoŵe esseŶtial to the fuŶĐtioŶ of ŵaŶǇ 
loĐal ageŶĐies aŶd ǁill ĐoŶtiŶue to fƌeƋueŶtlǇ ďe utilized iŶ ageŶĐǇ deĐisioŶ-ŵakiŶg pƌoĐesses iŶ the Ŷeaƌ 
aŶd faƌ futuƌe.  AĐĐessiďilitǇ of GI“ ƌeĐoƌds oǀeƌ tiŵe has legal, fisĐal, pƌaĐtiĐal, aŶd histoƌiĐal iŵpliĐatioŶs.  
The aǀailaďilitǇ of GI“ ƌeĐoƌds ĐaŶ help safeguaƌd the loĐal goǀeƌŶŵeŶt’s legal aŶd fisĐal aĐĐouŶtaďilitǇ 
aŶd aid ageŶĐies iŶ ĐoŶduĐtiŶg ƌetƌospeĐtiǀe aŶd pƌospeĐtiǀe studies.  These studies aƌe oŶlǇ possiďle 
ǁheŶ esseŶtial data fƌoŵ the past aƌe still aǀailaďle. 

 

Q. What GI“ datasets should ďe pƌeseƌǀed ďǇ loĐal goǀeƌŶŵeŶts?  

A. The folloǁiŶg tǇpes of geospatial ƌeĐoƌds haǀe ďeeŶ desigŶated as haǀiŶg aƌĐhiǀal ǀalue: 

 PaƌĐel data 
 “tƌeet ĐeŶteƌliŶe data 
 Coƌpoƌate liŵits data 
 Eǆtƌateƌƌitoƌial juƌisdiĐtioŶ data 
 )oŶiŶg data, addƌess poiŶts 
 OƌthophotogƌaphǇ ;iŵageƌǇͿ 
 Utilities 
 EŵeƌgeŶĐǇ/E-ϵϭϭ theŵes 

 
Q. Hoǁ ofteŶ should ǁe Đaptuƌe the datasets ƌetaiŶed foƌ theiƌ legal,  f isĐal,  

eǀideŶtial oƌ histoƌiĐal ǀalue? 

A. CoŶsult the ƌeteŶtioŶ sĐhedule foƌ fƌeƋueŶĐǇ of Đaptuƌe.  The fƌeƋueŶĐǇ of Đaptuƌe is ďased oŶ the 
sigŶifiĐaŶĐe of the ƌeĐoƌd as ǁell as its alteƌaďilitǇ. 

Q. What data foƌŵats, ĐoŵpƌessioŶ foƌŵats, aŶd ŵedia should ďe used to 
pƌeseƌǀe the data?

A. AƌĐhiǀiŶg pƌaĐtiĐes should ďe ĐoŶsisteŶt ǁith Noƌth CaƌoliŶa GeogƌaphiĐ IŶfoƌŵatioŶ CooƌdiŶatiŶg 
CouŶĐil ;GICCͿ appƌoǀed staŶdaƌds aŶd ƌeĐoŵŵeŶdatioŶs. ;Eǆaŵples: CoŶteŶt “taŶdaƌds foƌ Metadata; 
Data “haƌiŶg ReĐoŵŵeŶdatioŶsͿ.  CoŶsult the GICC ǁeďsite at http://ǁǁǁ.ŶĐgiĐĐ.Đoŵ/ 

You should also ĐoŵplǇ ǁith guideliŶes aŶd staŶdaƌds issued ďǇ the “tate AƌĐhiǀes of Noƌth CaƌoliŶa, 
ǁhiĐh aƌe aǀailaďle oŶ its ǁeďsite.  
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Q. Who should ďe ƌespoŶsiďle foƌ ĐƌeatioŶ aŶd loŶg-teƌŵ stoƌage of  
 aƌĐhiǀed data? 

A. The ĐƌeatiŶg ageŶĐǇ, NCOŶeMap, aŶd the “tate AƌĐhiǀes of Noƌth CaƌoliŶa ŵaǇ all haǀe ƌespoŶsiďilitǇ foƌ 
aƌĐhiǀiŶg data.  If Ǉou Đhoose to upload Ǉouƌ data to NCOŶeMap, ĐoŶsult ǁith Ǉouƌ ĐouŶtǇ’s GI“ 
depaƌtŵeŶt to deteƌŵiŶe ǁhetheƌ data ǁill ďe uploaded ďǇ Ǉouƌ ageŶĐǇ oƌ ďǇ the ǁhole ĐouŶtǇ.  If Ǉou 
Đhoose Ŷot to upload Ǉouƌ data to NCOŶeMap, Ǉouƌ ageŶĐǇ ŵust ĐoŵplǇ ǁith staŶdaƌds ;foƌ ŵetadata, 
file ŶaŵiŶg, data shaƌiŶg, aŶd loŶg teƌŵ pƌeseƌǀatioŶͿ aŶd pƌoĐeduƌes adopted ďǇ the Noƌth CaƌoliŶa 
GeogƌaphiĐ IŶfoƌŵatioŶ CooƌdiŶatiŶg CouŶĐil.  
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MICROFILM 
Q. WhǇ do Ǉou sti l l  use ŵiĐƌofilŵ? 

A. MiĐƌofilŵ is a legallǇ aĐĐeptaďle ƌeplaĐeŵeŶt foƌ oƌigiŶal ƌeĐoƌds, as outliŶed iŶ G.“. § ϴ-ϰϱ.ϭ aŶd 
§ ϭϱϯA-ϰϯϲ.  MiĐƌofilŵ ĐaŶ ďe ƌead ǁith ŶothiŶg ŵoƌe sophistiĐated thaŶ a ŵagŶifǇiŶg glass, aŶd theƌe is 
Ŷo softǁaƌe to keep ĐuƌƌeŶt.  UsuallǇ, deteƌioƌatioŶ iŶ the filŵ itself ĐaŶ ďe deteĐted ďǇ ǀisual iŶspeĐtioŶ.  
The “tate AƌĐhiǀes of Noƌth CaƌoliŶa pƌoǀides a puďliĐatioŶ, MiĐƌogƌaphiĐs: TeĐhŶiĐal aŶd Legal 
PƌoĐeduƌes, oŶ ouƌ ǁeďsite.  It eǆplaiŶs the fouƌ gƌoups of ŶatioŶal staŶdaƌds foƌ the pƌoduĐtioŶ of 
aƌĐhiǀal ƋualitǇ ŵiĐƌofilŵ: 

 ŵaŶufaĐtuƌe of ƌaǁ filŵ 
 filŵiŶg ŵethods 
 pƌoĐessiŶg ;deǀelopiŶgͿ filŵ 
 stoƌage ŵethods 

That puďliĐatioŶ also pƌoǀides saŵple foƌŵs, taƌgets, aŶd pƌoĐeduƌes that Ǉou oƌ Ǉouƌ ǀeŶdoƌ ĐaŶ use iŶ 
pƌoduĐiŶg filŵ of Ǉouƌ ƌeĐoƌds. 

Q. What fi lŵ seƌǀiĐes do Ǉou pƌoǀide? 

A. The DepaƌtŵeŶt of Natuƌal aŶd Cultuƌal ResouƌĐes pƌoǀides ŵiĐƌofilŵiŶg seƌǀiĐes foƌ ŵiŶutes of ŵajoƌ 
deĐisioŶ-ŵakiŶg ďoaƌds aŶd ĐoŵŵissioŶs.  We ǁill also filŵ ƌeĐoƌds of adoptioŶs foƌ “oĐial “eƌǀiĐes 
ageŶĐies.  OŶĐe those ƌeĐoƌds aƌe filŵed, ǁe ǁill stoƌe the silǀeƌ Ŷegatiǀe ;oƌigiŶalͿ iŶ ouƌ seĐuƌitǇ ǀault.  
CoŶtaĐt the ReĐoƌds MaŶageŵeŶt AŶalǇst iŶ Đhaƌge of ŵiĐƌofilŵ ĐooƌdiŶatioŶ foƌ the ŵost ĐuƌƌeŶt 
iŶfoƌŵatioŶ. 

Q. Hoǁ do I  get ŵǇ ŵiŶutes fi lŵed? 

A. We haǀe tǁo pƌoĐesses to filŵ ŵiŶutes.  Fiƌst, Ǉou ĐaŶ seŶd photoĐopies of Ǉouƌ appƌoǀed ŵiŶutes to us 
iŶ the ŵail.  “iŵplǇ iŶĐlude a ĐopǇ of the CeƌtifiĐatioŶ of the PƌepaƌatioŶ of MiŶutes foƌ MiĐƌofilŵiŶg 
foƌŵ ;aǀailaďle oŶliŶe at the “tate AƌĐhiǀes of Noƌth CaƌoliŶa ǁeďsitek lith eaĐh shipŵeŶt.  Foƌ ŵoƌe 
mntailed iŶstƌuĐtioŶs, ĐoŶtaĐt a ReĐoƌds MaŶageŵeŶt AŶalǇst. 

AlteƌŶatelǇ, Ǉou ĐaŶ ďƌiŶg us Ǉouƌ oƌigiŶal ďooks.  We ǁill filŵ theŵ aŶd ƌetuƌŶ theŵ to Ǉou.  This pƌoĐess 
is ŵost useful ǁheŶ Ǉou haǀe ŵoƌe ŵiŶutes to filŵ thaŶ Ǉou aƌe ǁilliŶg to photoĐopǇ.  It is iŵpoƌtaŶt to 
ƌeŵeŵďeƌ that a ƌepƌeseŶtatiǀe of Ǉouƌ offiĐe oƌ ouƌs ŵust tƌaŶspoƌt the oƌigiŶal ďooks iŶ peƌsoŶ so that 
the ĐustodǇ of the ƌeĐoƌds is ŵaiŶtaiŶed.  You should Ŷot ŵail oƌ ship Ǉouƌ oƌigiŶal ŵiŶutes.  Call a 
ReĐoƌds MaŶageŵeŶt AŶalǇst to ŵake aƌƌaŶgeŵeŶts foƌ aŶ appoiŶtŵeŶt foƌ Ǉouƌ ďooks to ďe filŵed.  We 
ǁill ŵake eǀeƌǇ effoƌt to eǆpedite the filŵiŶg so that Ǉouƌ ďooks ǁill ďe ƌetuƌŶed to Ǉou as ƋuiĐklǇ as 
possiďle. 

Q. What if  I  Ŷeed ŵǇ ďooks ǁhile theǇ aƌe ďeiŶg fi lŵed? 

A. Call the Raleigh OffiĐe at ;ϵϭϵͿ ϴϭϰ-ϲϵϬϬ, aŶd ask foƌ the ReĐoƌds MaŶageŵeŶt AŶalǇst iŶ Đhaƌge of 
ŵiĐƌofilŵ ĐooƌdiŶatioŶ.  

Q. CaŶ I  seŶd Ǉou ŵǇ ŵiŶutes eleĐtƌoŶiĐallǇ? 

A. We aƌe ǁoƌkiŶg oŶ staŶdaƌds aŶd pƌoĐeduƌes foƌ aŶ eleĐtƌoŶiĐ tƌaŶsfeƌ sǇsteŵ foƌ ŵiŶutes.  Please 
ĐoŶtaĐt the ReĐoƌds MaŶageŵeŶt AŶalǇst iŶ Đhaƌge of ŵiĐƌofilŵ ĐooƌdiŶatioŶ foƌ ŵoƌe iŶfoƌŵatioŶ. 

Q. I  haǀe soŵe old ŵiŶutes that aƌe Ŷot sigŶed.  CaŶ theǇ sti l l  ďe fi lŵed? 

A. If the oŶlǇ ĐopǇ Ǉou haǀe aǀailaďle is uŶsigŶed, aŶd Ǉou use it as the offiĐial ĐopǇ, ǁe ǁill filŵ it. 
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Q. What if  ŵǇ ďooks aƌe destƌoǇed afteƌ theǇ haǀe ďeeŶ fi lŵed? 

A. Call a ReĐoƌds MaŶageŵeŶt AŶalǇst ǁho ǁill help Ǉou ŵake aƌƌaŶgeŵeŶts to puƌĐhase Đopies of the 
ŵiĐƌofilŵ fƌoŵ ouƌ offiĐe.  You ĐaŶ theŶ seŶd those ƌeels to a ǀeŶdoƌ ǁho ĐaŶ eitheƌ ŵake Ŷeǁ pƌiŶted 
ďooks oƌ sĐaŶ the filŵ to Đƌeate a digital ĐopǇ. 
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DISASTER ASSISTANCE 
 

Q. What should I  do iŶ Đase of f iƌe oƌ flood? 

A. “eĐuƌe the aƌea, aŶd keep eǀeƌǇoŶe out uŶtil fiƌe oƌ otheƌ safetǇ pƌofessioŶals alloǁ eŶtƌǇ.  TheŶ, Đall ouƌ 
Raleigh offiĐe at ;ϵϭϵͿ ϴϭϰ-ϲϵϬϯ foƌ the Head of the GoǀeƌŶŵeŶt ReĐoƌds “eĐtioŶ oƌ ;ϵϭϵͿ ϴϭϰ-ϲϴϰϵ foƌ 
the Head of the ColleĐtioŶs MaŶageŵeŶt BƌaŶĐh.  If Ǉou’ƌe iŶ the ǁesteƌŶ paƌt of the state, Đall ouƌ 
Asheǀille OffiĐe at ;ϴϮϴͿ Ϯϵϲ-ϳϮϯϬ eǆteŶsioŶ ϮϮϰ.  OŶ Ŷights aŶd ǁeekeŶds, Đall Ǉouƌ loĐal eŵeƌgeŶĐǇ 
ŵaŶageŵeŶt offiĐe. 

DO NOT ATTEMPT TO MOVE OR CLEAN ANY RECORD“.   

Daŵaged ƌeĐoƌds aƌe eǆtƌeŵelǇ fƌagile aŶd ƌeƋuiƌe Đaƌeful haŶdliŶg.  Ouƌ staff aƌe tƌaiŶed iŶ pƌeliŵiŶaƌǇ 
ƌeĐoǀeƌǇ teĐhŶiƋues, doĐuŵeŶtiŶg daŵage to Ǉouƌ ƌeĐoƌds, aŶd authoƌiziŶg destƌuĐtioŶ of daŵaged 
ƌeĐoƌds.  PƌofessioŶal ǀeŶdoƌs ĐaŶ haŶdle laƌgeƌ disasteƌs. 

Q. What help do Ǉou giǀe iŶ Đase of aŶ eŵeƌgeŶĐǇ? 

A. We ǁill do eǀeƌǇthiŶg ǁe ĐaŶ to ǀisit Ǉou at the eaƌliest oppoƌtuŶitǇ iŶ oƌdeƌ to pƌoǀide haŶds-oŶ 
assistaŶĐe.  We ĐaŶ assist Ǉou iŶ appƌaisiŶg the ƌeĐoƌds that haǀe ďeeŶ daŵaged so that pƌeĐious 
ƌesouƌĐes ;aŶd espeĐiallǇ tiŵeͿ aƌe Ŷot speŶt oŶ ƌeĐoƌds ǁith lesseƌ ǀalue.  We ĐaŶ pƌoǀide lists of 
pƌofessioŶal ƌeĐoǀeƌǇ ǀeŶdoƌs that Ǉou ĐaŶ ĐoŶtaĐt to pƌeseƌǀe Ǉouƌ esseŶtial aŶd peƌŵaŶeŶt ƌeĐoƌds. 

Q. What ĐaŶ I  do to pƌepaƌe foƌ aŶ eŵeƌgeŶĐǇ? 

A. We pƌoǀide tƌaiŶiŶg oŶ disasteƌ pƌepaƌatioŶ that iŶĐludes a disĐussioŶ of the ƌoles of pƌopeƌ iŶǀeŶtoƌies, 
staff tƌaiŶiŶg, aŶd adǀaŶĐe ĐoŶtƌaĐts ǁith ƌeĐoǀeƌǇ ǀeŶdoƌs.  If Ǉou ǁould like to haǀe this ǁoƌkshop 
pƌeseŶted, Đall a ReĐoƌds MaŶageŵeŶt AŶalǇst. 

Q. What aƌe esseŶtial ƌeĐoƌds? 

A. EsseŶtial ƌeĐoƌds aƌe ƌeĐoƌds that aƌe ŶeĐessaƌǇ foƌ ĐoŶtiŶuitǇ of opeƌatioŶs iŶ the eǀeŶt of a disasteƌ.  
Theƌe aƌe tǁo ĐoŵŵoŶ Đategoƌies of ƌeĐoƌds that aƌe ĐoŶsideƌed esseŶtial: 

 EŵeƌgeŶĐǇ opeƌatiŶg ƌeĐoƌds – iŶĐludiŶg eŵeƌgeŶĐǇ plaŶs aŶd diƌeĐtiǀes, oƌdeƌs of 
suĐĐessioŶ, delegatioŶs of authoƌitǇ, staffiŶg assigŶŵeŶts, seleĐted pƌogƌaŵ 
ƌeĐoƌds Ŷeeded to ĐoŶtiŶue the ŵost ĐƌitiĐal ageŶĐǇ opeƌatioŶs, as ǁell as ƌelated 
poliĐǇ oƌ pƌoĐeduƌal ƌeĐoƌds. 

 Legal aŶd fiŶaŶĐial ƌights ƌeĐoƌds – these pƌoteĐt the legal aŶd fiŶaŶĐial ƌights of 
the GoǀeƌŶŵeŶt aŶd of the iŶdiǀiduals diƌeĐtlǇ affeĐted ďǇ its aĐtiǀities.  Eǆaŵples 
iŶĐlude aĐĐouŶts ƌeĐeiǀaďle ƌeĐoƌds, “oĐial “eĐuƌitǇ ƌeĐoƌds, paǇƌoll ƌeĐoƌds, 
ƌetiƌeŵeŶt ƌeĐoƌds, aŶd iŶsuƌaŶĐe ƌeĐoƌds.  These ƌeĐoƌds ǁeƌe foƌŵeƌlǇ defiŶed as 
͞ƌights-aŶd-iŶteƌests͟ ƌeĐoƌds. 

 
EsseŶtial ƌeĐoƌds should ďe stoƌed iŶ safe, seĐuƌe loĐatioŶs as ǁell as dupliĐated aŶd 
stoƌed off-site, if possiďle. 
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STAFF TRAINING 
 

Q. What tǇpes of ǁoƌkshops oƌ tƌaiŶiŶg do Ǉou offeƌ? 

A. We haǀe a gƌoup of pƌepaƌed ǁoƌkshops that ǁe ĐaŶ offeƌ at aŶǇ tiŵe at ǀaƌious loĐatioŶs thƌoughout the 
state.  CoŶtaĐt a ReĐoƌds MaŶageŵeŶt AŶalǇst if Ǉou aƌe iŶteƌested iŶ haǀiŶg oŶe of the ǁoƌkshops 
pƌeseŶted to Ǉouƌ ageŶĐǇ.  We ǁill ǁoƌk ǁith Ǉou diƌeĐtlǇ to deǀelop tƌaiŶiŶg suited to Ǉouƌ speĐifiĐ 
Ŷeeds.  Ouƌ ďasiĐ ǁoƌkshops aƌe: 

 MaŶagiŶg puďliĐ ƌeĐoƌds iŶ Noƌth CaƌoliŶa  
 “ĐaŶŶiŶg/digital iŵagiŶg 
 Disasteƌ pƌepaƌedŶess aŶd ƌeĐoǀeƌǇ  
 CoŶfideŶtialitǇ  
 OƌgaŶiziŶg papeƌ aŶd digital files 
 E-ŵail  
 Digital ĐoŵŵuŶiĐatioŶs 

 
Q. Will Ǉou desigŶ a ǁoƌkshop espeĐiallǇ foƌ ouƌ offiĐe? 

A. Yes, ǁe ǁill.  Let a ReĐoƌds MaŶageŵeŶt AŶalǇst kŶoǁ ǁhat tǇpe of tƌaiŶiŶg Ǉou Ŷeed. 

Q. Aƌe ǁoƌkshops offeƌed oŶlǇ iŶ Raleigh? 

A. No, ǁe ǁill Đoŵe to Ǉouƌ offiĐes to pƌeseŶt the ǁoƌkshops Ǉou Ŷeed.  We haǀe Ŷo ŵiŶiŵuŵ audieŶĐe 
ƌeƋuiƌeŵeŶt.  We ǁill also do pƌeseŶtatioŶs foƌ pƌofessioŶal assoĐiatioŶs, ƌegioŶal ĐoŶsoƌtiuŵs, aŶd the 
puďliĐ. 

Q. Is theƌe a fee foƌ ǁoƌkshops? 

A. Not at this tiŵe. 

Q. Aƌe the ǁoƌkshops aǀailaďle iŶ aŶ oŶliŶe foƌŵat? 

A. Not at this tiŵe.  Hoǁeǀeƌ, theƌe aƌe seǀeƌal oŶliŶe tutoƌials aǀailaďle oŶ the “tate AƌĐhiǀes of Noƌth 
CaƌoliŶa ǁeďsite, iŶĐludiŶg ŵaŶagiŶg puďliĐ ƌeĐoƌds, eleĐtƌoŶiĐ ƌeĐoƌds, aŶd sĐaŶŶiŶg. 
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opchives.ncdcr.gov  4615 Mail Service Center, Raleigh NC 27699-4165  919-814-6900 

qrstuNMENT RECORDS SECTION 
STATE RECORDS CENTER 

Request for Change in Local Government Records Schedule  
Use this form to request a change in the records retention and disposition schedule governing the records of 
your agency.  Submit the signed original and keep a copy for your file. A proposed amendment will be prepared 
and submitted to the appropriate state and local officials for their approval and signature. Copies of the signed 
amendment will be sent to you for insertion in your copy of the schedule. 

 
vwENCY INFORMATION 

 

Requestor name 
 
Location and Agency [e.g., County/Municipality + Department of Social Services] 
 
Phone and email 
 
Mailing Address 

 
 
xHANGE REQUESTED 

Specify title and edition of records retention schedule being used: _______________________________ 

yzz a new item 
 Delete an existing item Standard Number       Page      Item Number  

  
 Change a retention period Standard Number       Page      Item Number  

  
 
Title of Records Series in Schedule or Proposed Title: 
 
 
Inclusive Dates of Records: Proposed Retention Period: 
   
 
Description of Records: 
 
 
 
 
 
Justification for Change: 

 
 
 
 
Requested by: 

    
  

Signature Title Date 
 
Approved by:   

 
  

Signature Requestor’s Supervisor  Date 
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{|chives.ncdcr.gov  4615 Mail Service Center, Raleigh NC 27699-4165  919-814-6900 

}~���NMENT RECORDS SECTION 
STATE RECORDS CENTER 

Request for Disposal of Unscheduled Records 
 

��ENCY INFORMATION 
 

Requestor name 
 
Location and Agency [e.g., County/Municipality + Department of Social Services] 
 
Phone and email 
 
Mailing Address 

 
In accordance with the provisions of G.S. § 121 and § 132, approval is requested for the destruction of records 
listed below. These records have no further use or value for official administrative, fiscal, historical, or legal 
purposes. 

�ECORDS TITLE 
��D DESCRIPTION 

�NCLUSIVE 
�ATES 

�UANTITY �ELEVANT 
�TATUTORY 
�EGULATIONS 

�ROPOSED
�ETENTION 
�ERIOD 

                        

      
 

                        

      
 

                        

      
 

                        

      
 

                        

      
 

                        

      
 

                        

                              

 
Requested by: 

    
  

Signature Title Date 
 
Approved by:   

 
  

Signature Requestor’s Supervisor  Date 

 
Concurred by:    

Signature Assistant Records Administrator  
State Archives of North Carolina 

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

�����NMENT RECORDS SECTION 
STATE RECORDS CENTER 

Request for Disposal of Original Records Duplicated by Electronic Means  
 

If you have questions, call (919) 814-6900 and ask for a Records Management Analyst. 
 

This form is used to request approval from the Department of Natural and Cultural Resources to dispose of non-permanent 
paper records that have been scanned, entered into databases, or otherwise duplicated through digital imaging or other 
conversion to a digital environment. This form does not apply to records that have been microfilmed or photocopied or to 
records with a permanent retention. 
 
Agency Contact Name:       Date (MM-DD-YYYY): 

      

Phone (area code):       Email:       
County/Municipality:      Office:      

Mailing address:       

 
 

Records Series Title  
A group of records as listed 

in records retention 
schedule 

Description of Records 
Specific records as referred 

to in-office 

Inclusive 
Dates 

(1987-1989; 
2005-present)  

Approx. Volume 
of Records  
(e.g. “1 file 

cabinet,” “5 boxes”) 

Retention 
Period  

As listed in records 
retention schedule 

     

     

     

     

     

 
 
Requested by: 

    
  

Signature Title Date 
 
Approved by:   

 
  

Signature Requestor’s Supervisor  Date 

 
Concurred by:    

Signature Assistant Records Administrator  
State Archives of North Carolina 

Date 
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��chives.ncdcr.gov                                                         4615 Mail Service Center, Raleigh NC 27699-4165    

�ile Plan  
Agency  
Division  Section  Branch  

 

������� Series ������� Creator 
������� Owner 
��� � ¡ord copy is 

¢��£¤�erred within the 
�¥ £cy) 

¦�dia 
�§�¨ �©

ª« ¡¢�onic, 
¬¡�££ed) 

��®¯red 
��°ention ±��a

² ³ ´
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INDEX 

1 
ϭϬϵϵ FORM“. “EE TAX FORM“ 

A 
ABOLI“HED PO“ITION“, ϱϬ 
AB“TRACT“ OF MUNICIPAL ELECTION“, ϭ 
ACCIDENT/INCIDENT REPORT“ ;CU“TOMER AND 

EMPLOYEEͿ, ϳϭ 
ACCOUNT“ PAYABLE, ϭϴ 
ACCOUNT“ RECEIVABLE, ϭϴ 
ACCOUNT“ UNCOLLECTABLE, ϭϴ 
ACCREDITATION RECORD“, ϭ 
ADDRE““ POINT“, ϯϮ 
ADMINI“TRATION AND MANAGEMENT RECORD“, ϭ 
ADMINI“TRATIVE DIRECTIVE“, REGULATION“, AND 

RULE“, ϭ 
ADMINI“TRATIVE INVE“TIGATION“, ϱϬ 
AFFIDAVIT“ OF PUBLICATION, ϰϯ 
AGENCY PUBLICATION“, ϲϳ 
AGENDA AND MEETING PACKET“, ϭ 
AMBULANCE “ERVICE BILL“ AND RECORD“ FOR 

EMERGENCY MEDICAL “ERVICE. “EE ACCOUNT“ 
PAYABLE 

ANNEXATION FILE, ϰϯ 
ANNUAL BUDGET, ϭϵ 
APPLICATION“ FOR APPOINTMENT, Ϯ 
APPLICATION“ FOR EMPLOYMENT, ϱϭ 
APPOINTMENT REPORT“, Ϯ 
APPRENTICE“HIP PROGRAM RECORD“, ϱϭ 
APTITUDE AND “KILL“ TE“TING RECORD“, ϱϮ 
ARBITRAGE RECORD“, ϭϵ 
A“BE“TO“ MANAGEMENT PLAN, ϳϭ 
A“BE“TO“ TRAINING, ϱϮ 
AUDIO AND VIDEO RECORDING“ OF MEETING“, Ϯ 
AUDIO-VI“UAL RECORDING“, ϲϳ 
AUDIT“ 

FINANCIAL, ϭϵ 
IT “Y“TEM“, ϯϳ 
PERFORMANCE, Ϯ 

AUTHENTICATION“, ϰϯ 
AUTHORI)ATION FORM“, ϭϵ 

B 
BANK “TATEMENT“, ϭϵ 
BANK “TATEMENT“ AND RECONCILIATION“, ϭϵ 
BENEFIT“ RECORD“, ϱϮ 
BENEFIT“ REIMBUR“EMENT PLAN. “EE  

BID“ FOR DI“PO“AL OF PROPERTY, ϮϬ 
BID“ FOR PURCHA“E, ϮϬ 
BIOGRAPHICAL DATA. “EE HI“TORY RECORD“ 
BLOODBORNE PATHOGEN TRAINING, ϱϯ 
BLUEPRINT“ AND “PECIFICATION“, ϯ 
BOND CLO“ING RECORD“, ϮϬ 
BOND REGI“TER, ϮϬ 
BOND“, ϯ 
BOND“, NOTE“, AND COUPON“, ϮϬ 
BUDGET ADMINI“TRATION RECORD“, Ϯϭ 
BUDGET EXECUTION RECORD“, Ϯϭ 
BUDGET REPORT“, Ϯϭ 
BUDGET REQUE“T“ AND WORKING PAPER“, Ϯϭ 
BUDGET RE“OLUTION“ AND ORDINANCE“, Ϯϭ 
BUDGET, FI“CAL, AND PAYROLL RECORD“, ϭϴ 
BULLETIN“, ϯ 
BU“INE““ CERTIFICATION RECORD“, ϯ 
BU“INE““ DEVELOPMENT “UBJECT FILE, ϯ 

C 
CALENDAR“ OF EVENT“ AND APPOINTMENT“, ϯ 
CALL CENTER RECORDING“. “EE CU“TOMER CALL 

CENTER RECORDING“ 
CANCELED CHECK“. “EE BANK “TATEMENT“ AND 

RECONCILIATION“ 
CA“H REPORT“. “EE ACCOUNT“ RECEIVABLE 
CEN“U“ PROJECT RECORD“, ϰ 
CERTIFICATION AND QUALIFICATION RECORD“, 

EMPLOYEE, ϱϯ 
CHARTER RECORD“, ϰ 
CHECK REGI“TER“. “EE BANK “TATEMENT“ AND 

RECONCILIATION“ 
CHECK “TUB“. “EE BANK “TATEMENT“ AND 

RECONCILIATION“ 
CITI)EN COMMENT“, COMPLAINT“, PETITION“, AND 

“ERVICE REQUE“T“, ϰ 
CITI)EN “URVEY“, ϱ 
CIVIL RIGHT“ CA“E RECORD“, ϰϰ 
CIVIL RIGHT“ RECORD“, ϰϰ 
COLLECTED DATA, ϱ 
COMMUNITY AWARD“, ϲϳ 
COMPLAINT“ ;CITI)ENͿ. “EE CITI)EN COMMENT“, 

COMPLAINT“, PETITION“, AND “ERVICE 
REQUE“T“ 

COMPREHEN“IVE PLAN, ϱ 
COMPUTER AND NETWORK U“AGE RECORD“, ϯϳ 
CONDEMNATION RECORD“, ϰϱ 
CONFERENCE“ AND WORK“HOP“, ϲϴ 
CONFLICT“ OF COMMITMENT, ϰϱ 
CONFLICT“ OF INTERE“T, ϰϱ 
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ϵϭ 

CONTRACT BUDGET REPORT“, Ϯϭ 
CONTRACT WORKER RECORD“, ϲϯ 
CONTRACT“, LEA“E“, AND AGREEMENT“, ϰϱ 
CORE DATA ;GI“ RECORD“Ϳ. “EE GEOGRAPHIC 

INFORMATION “Y“TEM ;GI“Ϳ CORE DATA 
CORPORATE LIMIT“, ϯϮ 
CORRE“PONDENCE ;LEGALͿ, ϰϲ 
CORRE“PONDENCE AND MEMORANDA, ϱ 
CO“T ALLOCATION PLAN“, ϮϮ 
CREDIT/DEBIT/PROCUREMENT CARD RECORD“, ϮϮ 
CU“TOMER CALL CENTER RECORDING“, ϲ 

D 
DAILY DETAIL REPORT“. “EE BUDGET REPORT“ 
DATA DOCUMENTATION ;METADATAͿ ;GI“ 

RECORD“Ϳ. “EE GEOGRAPHIC INFORMATION 
“Y“TEM ;GI“Ϳ DATA DOCUMENTATION 
;METADATAͿ 

DATA DOCUMENTATION RECORD“, ϯϳ 
DATA MIGRATION RECORD“, ϯϴ 
DATA WAREHOU“E“, ϯϴ 
DEBIT CARD PAYMENT“. “EE PAYMENT CARD DATA 
DEBT FINANCING. “EE LOAN RECORD“ 
DECLARATORY RULING“, ϰϲ 
DELEGATION OF AUTHORITY RECORD“, ϰϲ 
DEPO“IT“. “EE ACCOUNT“ RECEIVABLE 
DE“TRUCTION“ LOG, ϳϳ 
DETAIL REPORT. “EE FINANCIAL REPORT“ 
DIGITI)ATION AND “CANNING RECORD“, ϯϴ 
DIRECT DEPO“IT FORM“. “EE ELECTRONIC FUND“ 

TRAN“FER“ 
DIRECTORIE“, RO“TER“, OR INDICE“, EMPLOYEE, ϱϯ 
DI“ABILITY “ALARY CONTINUATION CLAIM“, ϱϰ 
DI“A“TER AND EMERGENCY MANAGEMENT PLAN“, 

ϳϮ 
DI“A“TER RECOVERY, ϳϮ 
DI“CIPLINARY ACTION“, ϱϰ 
DONATION“ AND “OLICITATION“, ϮϮ 
DRUG AND ALCOHOL PROGRAM“ FILE. “EE 

EMPLOYEE A““I“TANCE PROGRAM“ 
DUAL EMPLOYMENT, ϱϰ 

E 
EA“EMENT“ AND RIGHT-OF-WAY AGREEMENT“, ϰϲ 
EDUCATIONAL A““I“TANCE, EMPLOYEE, ϱϱ 
EDUCATIONAL LEAVE AND REIMBUR“EMENT, ϱϱ 
EDUCATIONAL MATERIAL“, ϲϴ 
EDUCATIONAL RECORD“, EMPLOYEE, ϲϰ 
ELECTRONIC FUND“ TRAN“FER“, ϮϮ 
ELECTRONIC RECORD“ POLICIE“ AND PROCEDURE“, 

ϯϴ 

ELIGIBILITY RECORD“, EMPLOYEE, ϱϱ 
EMERGENCY DRILL“ AND EQUPIMENT RECORD“, ϳϮ 
EMPLOYEE A““I“TANCE PROGRAM“, ϱϱ 
EMPLOYMENT “ELECTION RECORD“, ϱϲ 
ENCROACHMENT“, ϰϲ 
EQUIPMENT AND VEHICLE MAINTENANCE, REPAIR, 

AND IN“PECTION RECORD“, ϲ 
EQUIPMENT INVENTORIE“, ϵ 
EQUIPMENT REFERENCE RECORD“, ϲ 
EQUIPMENT U“AGE RECORD“, ϲ 
E“CHEAT“ AND UNCLAIMED PROPERTY, ϮϮ 
EXIT INTERVIEW RECORD“, EMPLOYEE, ϱϲ 
EXPENDITURE REPORT“. “EE BUDGET REPORT“ 
EXTRATERRITORIAL JURI“DICTION“, ϯϯ 

F 
FACILITY ACCE““IBILITY FILE. “EE  
FACILITY MAINTENANCE, REPAIR AND IN“PECTION 

RECORD“, ϳ 
FACILITY “ERVICE AND MAINTENANCE 

AGREEMENT“. “EE CONTRACT“, LEA“E“, AND 
AGREEMENT“ 

FACILITY U“AGE RECORD“, ϲ 
FAMILY MEDICAL LEAVE ACT ;FMLAͿ RECORD“, ϱϳ 
FEE “CHEDULE“, ϭϰ 
FILE PLAN, ϴϵ 
FINANCIAL JOURNAL“ AND LEDGER“, Ϯϯ 
FINANCIAL REPORT“, Ϯϯ 
FIRE EXTINGUI“HER RECORD“. “EE EMERGENCY 

DRILL“ AND EQUIPMENT RECORD“ 
FIRE, HEALTH, AND “AFTEY RECORD“, ϳϮ 
FIXED A““ET“. “EE INVENTORIE“ 
FORM“ AND TEMPLATE“, ϳ 
FUEL OIL “TORAGE TANK RECORD“, ϳϯ 
FUND DRIVE AND EVENT RECORD“, ϲϴ 

G 
GEOGRAPHIC INFORMATION “Y“TEM ;GI“Ϳ CORE 

DATA, ϯϬ 
GEOGRAPHIC INFORMATION “Y“TEM ;GI“Ϳ DATA 

DOCUMENTATION ;METADATAͿ, ϯϬ 
GEOGRAPHIC INFORMATION “Y“TEM ;GI“Ϳ 

INTERNAL “TANDARD“ AND PROCEDURE“, ϯϬ 
GEOGRAPHIC INFORMATION “Y“TEM ;GI“Ϳ 

MONITORING RECORD“, ϯϭ 
GEOGRAPHIC INFORMATION “Y“TEM ;GI“Ϳ 

OPERATIONAL RECORD“, ϯϭ 
GEOGRAPHIC INFORMATION “Y“TEM ;GI“Ϳ PROJECT 

RECORD“, ϯϭ 
GEOGRAPHIC INFORMATION “Y“TEM ;GI“Ϳ 

RECORD“, ϯϬ 
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GOVERNING AND ADVI“ORY BODY MEMBER FILE“, ϳ 
GOVERNMENT EMPLOYEE“ RETIREMENT “Y“TEM 

MONTHLY REPORT“, Ϯϯ 
GRANT PROPO“AL“, ϳ 
GRANT“, ϴ 

FINANCIAL, Ϯϰ 
GRIEVANCE“, ϱϳ 

H 
HA)ARDOU“ MATERIAL“ MANAGEMENT, ϳϯ 
HA)ARDOU“ MATERIAL“ TRAINING RECORD“, ϱϴ 
HEALTH CERTIFICATE“, EMPLOYEE. “EE MEDICAL 

RECORD“ 
HI“TORY RECORD“ ;AGENCY AND EMPLOYEE“, ϴ 

I 
I-ϵ FORM“. “EE ELIGIBILITY RECORD“ 
IMAGING RECORD“, ϯϴ 
IMPROPER CONDUCT INVE“TIGATION“, ϴ 
INDICE“, ϵ 
INFORMATION TECHNOLOGY ;ITͿ RECORD“, ϯϳ 
INFORMATION TECHNOLOGY A““I“TANCE RECORD“, 

ϯϴ 
IN“PECTION RECORD“. “EE EQUIPMENT AND 

VEHICLE MAINTENANCE, REPAIR, AND 
IN“PECTION RECORD“ 

IN“PECTION RECORD“, FACILITY, ϳ 
IN“URANCE POLICIE“, ϳϯ 
INTERAGENCY PROGRAM“, ϵ 
INTERNAL “TANDARD“ AND PROCEDURE“ ;GI“ 

RECORD“Ϳ \T, ϯϬ 
INTERN“HIP PROGRAM, ϱϴ 
INVENTORIE“, ϵ 
INVE“TMENT“, Ϯϰ 
INVITATION“, ϲϴ 
INVOICE“. “EE ACCOUNT“ PAYABLE 
IT DI“A“TER PREPAREDNE““ AND RECOVERY PLAN“. 

“EE DI“A“TER AND EMERGENCY MANAGEMENT 
PLAN“ 

L 
LAND OWNER“HIP RECORD“, ϰϲ 
LEAVE RECORD“, ϱϴ 
LEGAL OPINION“, ϰϳ 
LEGAL RECORD“, ϰϯ 
LEGAL REVIEW RECORD“, ϰϳ 
LEGI“LATION AND REGULATORY RECORD“, ϵ 
LGER“ MONTHLY REPORT“. “EE GOVERNMENT 

EMPLOYEE“ RETIREMENT “Y“TEM MONTHLY 
REPORT“ 

LITIGATION CA“E RECORD“, ϰϳ 
LOAN RECORD“, Ϯϱ 
LOCAL GOVERNMENT COMMI““ION FINANCIAL 

“TATEMENT“, Ϯϱ 
LOGI“TIC“ MATERIAL“, ϵ 
LONGEVITY PAY, Ϯϱ 
LO““ CONTROL IN“PECTION REPORT“, ϳϯ 
LO“T, “TOLEN, OR DAMAGED PROPERTY REPORT“, 

ϳϰ 

M 
MAIL, UNDELIVERABLE/RETURNED, ϵ 
MAILING AND DI“TRIBUTION RECORD“, ϭϬ 
MAINTENANCE RECORD“. “EE EQUIPMENT AND 

VEHICLE MAINTENANCE, REPAIR, AND 
IN“PECTION RECORD“ 

MAINTENANCE RECORD“, FACILITY, ϳ 
MANAGEMENT “TUDIE“. “EE REPORT“ AND “TUDIE“ 
MAPPING PROJECT RECORD“, ϯϰ 
MAP“ 

\ALL OTHER, ϯϲ 
\PARCEL, ϯϱ 
\PARK“, ϯϱ 

MEDIA FILE, ϲϵ 
MEDICAL RECORD“, EMPLOYEE, ϱϵ 
MEMBER“HIP RECORD“, ϭϬ 
METADATA ;GI“ RECORD“Ϳ. “EE GEOGRAPHIC 

INFORMATION “Y“TEM ;GI“Ϳ DATA 
DOCUMENTATION ;METADATAͿ 

MILITARY LEAVE, ϱϵ 
MINUTE“ ;“TAFF MEETING“Ϳ, ϭϭ 
MINUTE“ OF PUBLIC BODIE“, ϭϭ 
MI“CELLANEOU“ ;NON-BUILDINGͿ APPLICATION“, 

LICEN“E“, AND PERMIT“, ϭϭ 
MONITORING RECORD“ ;GI“ RECORD“Ϳ. “EE 

GEOGRAPHIC INFORMATION “Y“TEM ;GI“Ϳ 
MONITORING RECORD“ 

N 
NETWORK AND “Y“TEM “ECURITY RECORD“, ϯϵ 
NETWORK DIAGRAM“, ϯϵ 
NEW“PAPER CLIPPING“. “EE HI“TORY RECORD“ 
NOTICE“ OF PUBLIC MEETING“, ϭϮ 

O 
OATH“ OF OFFICE, ϰϳ 
OCCUPATIONAL “AFETY AND HEALTH 

ADMINI“TRATION ;O“HAͿ, ϳϰ 
OFFICE “ECURITY RECORD“, ϭϮ 
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ϵϯ 

OPERATIONAL RECORD“ ;GI“ RECORD“Ϳ. “EE 
GEOGRAPHIC INFORMATION “Y“TEM ;GI“Ϳ 
OPERATIONAL RECORD“ 

ORDINANCE DEVELOPMENT RECORD“, ϭϮ 
ORDINANCE“, ϭϮ 
ORTHOIMAGERY, ϯϯ 
O“HA, ϳϰ 

P 
PARKING. “EE “ECURITY RECORD“, EMPLOYEE 
PAYMENT CARD DATA, Ϯϱ 
PAYROLL AND EARNING“ RECORD“, Ϯϱ 
PAYROLL DEDUCTION RECORD“, Ϯϲ 
PEN“ION PLAN ENROLLMENT FORM“, EMPLOYEE. 

“EE RETIREMENT RECORD“ 
PERFORMANCE REVIEW“, EMPLOYEE, ϲϬ 
PERMI““ION“, ϰϴ 
PER“ONNEL ACTION NOTICE“, ϲϬ 
PER“ONNEL RECORD“, ϱϬ 
PER“ONNEL RECORD“ ;OFFICIAL COPYͿ, ϲϭ 
PER“ONNEL RECORD“ ;“UPERVI“OR COPYͿ, ϲϭ 
PE“T CONTROL, ϭϮ 
PETITION“ ;CITI)ENͿ. “EE CITI)EN COMMENT“, 

COMPLAINT“, PETITION“, AND “ERVICE 
REQUE“T“ 

PETTY CA“H. “EE ACCOUNT“ RECEIVABLE 
POLICIE“ AND PROCEDURE“, ϭϯ 
POLICIE“ AND PROCEDURE“ ;PER“ONNELͿ, ϲϮ 
POLYGRAPH RECORD“, EMPLOYEE, ϲϮ 
POPULAR ANNUAL FINANCE REPORT, ϲϵ 
PO“ITION CLA““IFICATION, ϲϮ 
PO“ITION CONTROL, ϲϮ 
PO“ITION DE“CRIPTION“, ϲϮ 
PO“ITION EVALUATION“, ϲϯ 
PO“ITION HI“TORY, ϲϮ 
PO“ITION REQUI“ITION AND ANALY“I“ RECORD“. 

“EE PO“ITION CLA“IFICATION, CONTROL, AND 
HI“TORY 

POWELL BILL RECORD“, Ϯϲ 
PRE-TRIAL RELEA“E PROGRAM RECORD“, ϰϴ 
PRICE QUOTATION“, ϭϯ 
PROCEDURE“ ;GI“ RECORD“Ϳ. “EE GEOGRAPHIC 

INFORMATION “Y“TEM ;GI“Ϳ INTERNAL 
“TANDARD“ AND PROCEDURE“ 

PROCLAMATION“ AND ORDER“, ϭϯ 
PROJECT DOCUMENTATION ;INFORMATION 

TECHNOLOGYͿ, ϯϵ 
PROJECT RECORD“ ;GI“ RECORD“Ϳ. “EE GEOGRAPHIC 

INFORMATION “Y“TEM ;GI“Ϳ PROJECT RECORD“ 
PROJECT“, ϭϰ 
PROPERTY INVENTORIE“, ϵ 
PROPERTY MANAGEMENT RECORD“, ϭϰ 

PUBLIC HEARING“, ϲϵ 
PUBLIC RECORD“ REQUE“T“, ϲϵ 
PUBLIC RELATION“ RECORD“, ϲϳ 
PUBLICATION“ RECEIVED. “EE REFERENCE ;READINGͿ 

FILE 
PUBLICITY RECORD“, ϲϵ 
PURCHA“E ORDER“, Ϯϲ 

Q 
QUALIFIED PRODUCT“ LI“T“, Ϯϲ 

R 
RATE “CHEDULE“, ϭϰ 
REA“ONABLE ACCOMMODATION“, ϰϴ 
REBATE ;CITI)ENͿ PROGRAM RECORD“, ϰ 
RECONCILIATION“ ;FINANCIALͿ, ϭϵ 
RECORD“ BACKUP“, “Y“TEM MAINTENANCE 

RECORD“, ϰϭ 
RECORD“ MANAGEMENT, ϭϰ 
RECRUITMENT RECORD“, ϲϯ 
REFERENCE ;READINGͿ FILE, ϭϱ 
REFUND REPORT“. “EE FINANCIAL REPORT“ 
REGULATORY RECORD“ ;EXTERNALͿ. “EE 

LEGI“LATION AND REGULATORY RECORD“ 
RELEA“E FORM“, ϰϵ 
REPAIR RECORD“. “EE EQUIPMENT AND VEHICLE 

MAINTENANCE, REPAIR, AND IN“PECTION 
RECORD“ 

REPAIR RECORD“, FACILITY, ϳ 
REPORT“ AND “TUDIE“, ϭϱ 
REQUE“T FOR CHANGE IN LOCAL GOVERNMENT 

RECORD“ “CHEDULE, ϴϲ 
REQUE“T FOR DI“PO“AL OF ORIGINAL RECORD“ 

DUPLICATED BY ELECTRONIC MEAN“, ϴϴ 
REQUE“T FOR DI“PO“AL OF UN“CHEDULED 

RECORD“, ϴϳ 
REQUE“T“ FOR INFORMATION, ϭϲ 
REQUE“T“ FOR PROPO“AL“, ϭϲ 
REQUI“ITION“, Ϯϳ 
RE“OLUTION DEVELOPMENT RECORD“, ϭϲ 
RE“OLUTION“, ϭϲ 
RE“PIRATOR PROGRAM RECORD“. “EE EMERGENCY 

DRILL“ AND EQUIPMENT RECORD“ 
RETIREMENT RECORD“, EMPLOYEE, ϲϯ 
RETURNED CHECK“. “EE ACCOUNT“ UNCOLLECTABLE 
RI“K MANAGMENT RECORD“, ϳϭ 

S 
“AFETY DATA “HEET“, ϳϰ 
“ALE“ AND U“E TAX REPORT“. “EE TAX RETURN“  
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“ALE“ INFORMATION. “EE ACCOUNT“ RECEIVABLE 
“CANNING RECORD“. “EE DIGITI)ATION AND 

“CANNING RECORD“ 
“CHOLAR“HIP RECORD“, Ϯϳ 
“EA“ONAL WORKER RECORD“, ϲϯ 
“ECONDARY EMPLOYMENT, ϲϰ 
“ECURITY RECORD“, EMPLOYEE, ϳϮ 
“ECURITY VIDEO RECORDING“. “EE OFFICE “ECURITY 

RECORD“ 
“ELF-IN“URER CERTICATION“. “EE IN“URANCE 

POLICIE“ 
“ERVICE AWARD“ AND COMMENDATION“, ϲϰ 
“ERVICE REQUE“T“ ;CITI)ENͿ. “EE CITI)EN 

COMMENT“, COMPLAINT“, PETITION“, AND 
“ERVICE REQUE“T“ 

“HIFT PREMIUM PAY, Ϯϳ 
“OCIAL MEDIA, ϳϬ, ϳϵ 
“OFTWARE LICEN“E AND COPYRIGHT PROVI“ION“ 

RECORD“, ϰϬ 
“PACE NEED “TUDIE“. “EE REPORT“ AND “TUDIE“ 
“PECIAL EVENT RECORD“. “EE FUND DRIVE AND 

EVENT RECORD“ 
“PEECHE“, ϳϬ 
“TANDARD“ ;GI“ RECORD“Ϳ, ϯϬ 
“TATE AND OTHER COUNTY PROGRAM“. “EE 

REFERENCE ;READINGͿ FILE 
“TATE OF EMERGENCY, ϳϭ 
“TATEMENT“ OF BACK PAY, Ϯϳ 
“TOLEN PROPERTY REPORT“, ϳϰ 
“TRATEGIC PLAN. “EE COMPREHEN“IVE PLAN 
“TREET CENTERLINE, ϯϰ 
“UGGE“TION“, EMPLOYEE, ϲϰ 
“URPLU“ PROPERTY, ϭϲ 
“URVEY“, EMPLOYEE, ϲϰ 
“Y“TEM ACCE““ RECORD“ ;INFORMATION 

TECHNOLOGYͿ, ϰϬ 
“Y“TEM DOCUMENTATION RECORD“, ϰϬ 
“Y“TEM MAINTENANCE RECORD“: HARDWARE 

REPAIR OR “ERVICE, ϰϬ 
“Y“TEM MAINTENANCE RECORD“: RECORD“ 

BACKUP“, ϰϭ 

T 
TAX FORM“, Ϯϴ 
TAX RETURN“, Ϯϴ 
TECHNICAL PROGRAM DOCUMENTATION, ϰϭ 
TELEPHONE LOG“. “EE ACCOUNT“ PAYABLE 
TEMPORARY EMPLOYEE RECORD“. “EE PER“ONNEL 

RECORD“ ;OFFICIAL COPYͿ 
TEXT ME““AGE“, ϳϵ 
TIME “HEET“, CARD“, AND ATTENDANCE RECORD“, 

Ϯϴ 

TRACKING MATERIAL“, ϭϲ 
TRAINING RECORD“, EMPLOYEE, ϲϰ 
TRAVEL REIMBUR“EMENT“, Ϯϴ 
TRAVEL REQUE“T“, ϭϳ 
T“ER“ MONTHLY REPORT“. “EE GOVERNMENT 

EMPLOYEE“ RETIREMENT “Y“TEM MONTHLY 
REPORT“ 

U 
UNEMPLOYMENT COMPEN“ATION CLAIM“, ϲϱ 
UNEMPLOYMENT COMPEN“ATION REPORT“, ϲϱ 
UNEMPLOYMENT IN“URANCE, ϲϱ 
UTILITY U“AGE LOG. “EE EQUIPMENT, FACILITY, AND 

VEHICLE U“AGE RECORD“ 
UTILITY U“AGE LOG“ AND BILL“. “EE ACCOUNT“ 

PAYABLE 

V 
VEHICLE MAINTENANCE, REPAIR, AND IN“PECTION 

RECORD“. “EE EQUIPMENT AND VEHICLE 
MAINTENANCE, REPAIR, AND IN“PECTION 
RECORD“ 

VEHICLE MILEAGE LOG. “EE EQUIPMENT, FACILITY, 
AND VEHICLE U“AGE RECORD“ 

VEHICLE REFERENCE RECORD“, ϲ 
VEHICLE REGI“TRATION CARD“, ϭϳ 
VEHICLE TITLE“, ϰϵ 
VEHICLE U“AGE RECORD“, ϲ 
VENDOR“, Ϯϵ 
VERIFICATION OF EMPLOYMENT RECORD“, ϲϱ 
VETERAN“ COMMI““ION QUARTERLY REPORT“. “EE 

REPORT“ AND “TUDIE“ 
VOIP RECORD“, ϰϭ 
VOLUNTEER RECORD“, ϲϱ 
VOUCHER“. “EE ACCOUNT“ RECEIVABLE 

W 
W-Ϯ FORM“. “EE TAX FORM“ 
W-ϰ FORM“. “EE TAX FORM“ 
WARRANTIE“. “EE EQUIPMENT AND VEHICLE 

MAINTENANCE, REPAIR, AND IN“PECTION 
RECORD“ 

WEB MANAGEMENT AND OPERATION“ RECORD“: 
“TRUCTURE, ϰϮ 

WEB“ITE ;ELECTRONICͿ, ϳϬ 
WORK ORDER“, ϭϳ 
WORK “CHEDULE“ AND A““IGNMENT RECORD“, 

EMPLOYEE, ϲϱ 
WORKER“' COMPEN“ATION PROGRAM 

ADMINI“TRATION, ϲϲ 
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WORKER“' COMPEN“ATON PROGRAM CLAIM“, ϲϲ 
WORKFORCE DEVELOPMENT 

LOCAL AREA JOB TRAINING PLAN RECORD“, ϳϱ 
WORKFORCE DEVELOPMENT 

AUDIT/AUDIT RE“OLUTION“, ϳϱ 

WORKFORCE DEVELOPMENT 
PARTICIPANT RECORD“, ϳϱ 

WORKFORCE DEVELOPMENT RECORD“, ϳϱ 
WORK“HOP“, ϲϴ 

 

Attachment Number 1       Page 106 of 106 Item #2



 

City of Greenville,  
North Carolina  

 

Meeting Date: 5/11/2020 
Time: 6:00 PM

Title of Item: Resolution Designating the City's Agents for FEMA Funds for COVID-19  

 

Explanation: Abstract:  In order to file for reimbursement through the Federal Emergency 
Management Agency (FEMA) for COVID-19 related expenses, the City must 
designate agents to apply for funds.  A resolution is attached naming those agents.
 
Explanation:  On March 13, 2020, the President of the United States made Public 
Assistance Disaster Declaration regarding COVID-19 for multiple counties in North 
Carolina, including Pitt County.  This action opened the door for federal disaster aid 
to the City through the U.S. Department of Homeland Security, Federal Emergency 
Management Agency (FEMA), to be made available to supplement state and local 
efforts in the affected area.  These funds can be used to assist with the emergency 
work related to preparing for and responding to the event. 
 
To apply for these funds the City of Greenville must designate a Primary and 
Secondary Applicant’s Agent. FEMA and the North Carolina Department of 
Emergency Management have requested that the individuals be able to respond 
directly to questions and gather all necessary paperwork for successful application 
process. 
  

 

Fiscal Note:  At this time, it is uncertain the dollar amount the City plans to submit to FEMA for 
COVID-19.  

 

Recommendation: City Council approve the attached resolution designating Ann E. Wall (City 
Manager) as Primary Agent and Byron Hayes (Financial Services Director) as 
Secondary Agent to facilitate this application for FEMA Funds.  

 

 

Item #3



ATTACHMENTS:

Resolution for Designation of Applicant Agents

Application

Item #3
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North Carolina Department of Public Safety 

Division of Emergency Management 
 

Reviewed 10/23/2012 Page 1 of 7 Rev. 06/02 
 

APPLICANT: ___City of Greenville_______DISASTER:  COVID-19 

 FEMA- 4487-DR-NC 
 

PUBLIC ASSISTANCE CFDA# 97.036 
 

STATE – APPLICANT DISASTER ASSISTANCE AGREEMENT 
 
This Agreement made by and between the State of North Carolina, Dept. of Public Safety, 
Division of Emergency Management (“the State”) and _City of Greenville______ (“the 
Applicant”) shall be effective on the date signed by the State and the Applicant.  It shall apply to 
all disaster assistance funds provided by or through the State to the Applicant as a result of the 
disaster called COVID-19, and pursuant to the Disaster Declaration made by the President of 
the United States numbered FEMA - 4487 - DR-NC. 
 
The designated representative of the Applicant (Applicant’s Agent) certifies that: 
 
1. He/She has legal authority to apply for assistance on behalf of the Applicant pursuant to a 

resolution duly adopted or passed by the Applicant’s governing body. 
 
2. The Applicant shall provide all necessary financial and managerial resources to meet the 

terms and conditions of receiving Federal and State disaster grant assistance. 
 
3. The applicant shall use disaster assistance funds solely for the purpose for which these funds 

are provided and as approved by the Governor’s Authorized Representative (GAR). 
 
4. The Applicant is aware of and shall comply with cost-sharing requirements of Federal and 

State disaster assistance: specifically that Federal assistance is limited to 75% of eligible 
expenditures, and that State assistance is limited to 25% of the eligible costs.  Alternate 
projects selected by the Applicant may be eligible for only 75% of the approved Federal share 
of estimated eligible costs. 

 
5. The Applicant shall provide the following completed documentation to the State: 
 

 Designation of Applicant’s Agent; 
 State-Applicant Disaster Assistance Agreement 
 Private Non-Profit Organization Certification (if required); 
 Summary of Documentation Form itemizing actual costs expended for large 

project payment requests; 
 Monthly Progress Reports; 
 Copies of Single Audit Reports as applicable. 
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If the Applicant fails to provide any of the above documentation, the State will be under 
no obligation to reimburse the Applicant for eligible expenses. 

 
6. The Applicant shall establish and maintain a proper accounting system to record expenditures 

of disaster assistance funds in accordance with generally accepted accounting principals or as 
directed by the Governor’s Authorized Representative.  If applicable, the Applicant shall 
conduct audit(s) pursuant to the Single Audit Act of 1984, 31 U.S.C. 7501 et. seq., 44 
C.F.R. Part 14, OMB Circular A-133, “Audits of States, Local Governments and Non-profit 
Organizations,” and applicable North Carolina laws, rules and regulations. 

 
7. The Applicant shall provide to the State monthly Progress Reports for all open large projects 

funded by State and Federal disaster assistance grants.  The first Progress Report will be due 
on the 10th day of the first month following initiation of the project and subsequent Progress 
Reports will be due on the 10th day of each and every month thereafter until project 
completion.  Forms and reporting requirements will be provided by the Governor’s 
Authorized Representative. 

 
8. The Applicant, its employees and agents, including consultants, contractors and 

subcontractors to be paid with funds provided under this Agreement, shall give State and 
Federal agencies designated by the Governor’s Authorized Representative, full access to and 
the right to examine all records and documents related to the use of disaster assistance funds. 

 
9. The Applicant shall return to the State, within thirty (30) days of a request by the Governor’s 

Authorized Representative, any funds advanced to the Applicant that are not supported by 
audit or other Federal or State review of documentation maintained by the Applicant. 

 
10. The Applicant shall comply with all applicable codes and standards in the completion of 

eligible work to repair or replace damaged public facilities. 
 
11. The Applicant shall comply with all applicable provisions of Federal and State statutes, rules 

and regulations regarding the procurement of goods and services and regarding contracts for 
the repair and restoration of public facilities. 

 
12. The Applicant shall begin and complete all items of work within the time limits established 

by the Governor’s Authorized Representative and in accordance with applicable Federal and 
State statues, rules and regulations. 

 
13. The Applicant shall request a final inspection within ninety (90) days after completion of 

each and every large project funded under this Agreement, or within ninety (90) days after 
the expiration of the time limit established for each project under Paragraph 12 above, 
whichever occurs first.  Applicant shall present all supporting documentation to State and/or 
Federal inspectors at the time of final inspection.  The State, as Grantee, reserves the right 
to conduct a final inspection of any large project after expiration of the ninety- (90) day 
period and to reimburse Applicant only for costs documented at the time of final 
inspection. 
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14. The Applicant shall comply with all applicable Federal and State statutes, rules and 
regulations for publicly financed or assisted contracts including, but not limited to, non-
discrimination, labor standard, and access by the physically handicapped. 

 
15. The Applicant’s Designated Agent shall execute and comply with the Lobbying Prohibition 

document incorporated herein as Attachment A. 
 
16. The Applicant’s Designated Agent shall execute and comply with the Statement of 

Assurances (SF 424D) document incorporated herein as Attachment B. 
 
17. The Applicant shall not enter into cost-plus-percentage-of-cost contracts for debris removal, 

emergency protective measures, or completion of disaster restoration or repair work. 
 
18. The Applicant shall not enter into contracts for which payment is contingent upon receipt of 

State or Federal funds. 
 
19. The Applicant shall not enter into any contract with any entity that is debarred or suspended 

from participation in Federal Assistance.  The State and/or FEMA will not be under any 
obligation to reimburse Applicant for payments made to a debarred or suspended contractor.  
Applicant may search for debarred or suspended contractors on the “Excluded Parties List 
System” (EPLS) at the following website:  www.sam.gov.  

 
20. The Applicant shall comply with the provisions of 42 U.S.C. 5155 (Section 312 of the 

Stafford Act) which prohibits duplication of benefits.  Applicant shall notify State 
immediately if any other source of funds is available to offset disaster assistance provided 
pursuant to this Agreement.  Applicant agrees that eligible costs under this Agreement will 
be reduced by duplicate benefits received from any other source. 

 
21. The Applicant shall comply with all uniform grant administration requirements required by 

State and Federal statutes, rules and regulations, including but not limited to, the Robert T. 
Stafford Disaster Relief and Emergency assistance Act, Public Law 93-288, as amended, 
Title 44 of the Code of Federal Regulations, applicable OMB Circulars, and policy guidance 
issued by the Federal Emergency Management Agency (FEMA). 

 
22. If the Applicant pays contractors, subcontractors or consultants with funds provided through 

this Agreement then the Applicant shall include language in all contracts that binds the 
contractor, subcontractor or consultant to the terms and conditions of this Agreement with the 
State.  Contractual arrangements with contractors, subcontractors or consultants shall in no 
way relieve the Applicant of its responsibilities to ensure that all funds provided through this 
Agreement are administered in accordance with all State and Federal requirements. 

 

Attachment Number 2       Page 3 of 7 Item #3



Reviewed 10/23/2012 Page 4 of 7 Rev. 06/02 
 

 
 FOR THE APPLICANT: 
 

_______________  BY: _______________________ 

Date  Signature 
 

_____________  _Ann Wall___________ 

Applicant’s Federal Tax I.D.  Typed Name 
Number (required) 

  _City Manager________ 
  Title 
 
 
 
 
 FOR THE STATE: 
 

______________ BY: _______________________ 

Date  Signature 
 

  _____________________ 

  Typed Name 
 

  _____________________ 
  Title 
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ATTACHMENT A 
 

LOBBYING PROHIBITION 
 
 
The undersigned certifies, to the best of his or her knowledge and belief, that: 
 

(a) No Federal appropriated funds have been paid or will be paid, by or on behalf of the 
undersigned, to any person for influencing or attempting to influence either directly 
or indirectly an officer or employee of any State or Federal agency, a member of the 
N.C. Legislature, a Member of Congress, an officer or employee of Congress, or an 
employee of a Member of Congress in connection with the awarding of any Federal 
contract, the making of any Federal grant, the making of any Federal loan, the 
entering into of any cooperative agreement, and the extension, continuation, renewal, 
amendment, or modification of any Federal contract, grant, loan, or cooperative 
agreement. 

 
(b) If any funds other than Federal appropriated funds have been paid or will be paid to 

any person for influencing or attempting to influence an officer or employee of any 
agency, a Member of Congress, an officer or employee of Congress, or an employee 
of a Member of Congress in connection with this Federal contract, grant, loan or 
cooperative agreement, the undersigned shall complete and submit Standard Form-L. 
“Disclosure Form to Report Lobbying,” in accordance with its instructions. 

 
(c) The undersigned shall require that the language of this certification be included in the 

award documents for all sub-awards at all tiers (including subcontracts, sub-grants, 
and contracts under grants, loans, and cooperative agreements) and that all recipients 
of funds under this Agreement shall certify and disclose accordingly. 

 
This certification is a material representation of fact upon which reliance was placed when 

this transaction was made or entered into.  Submission of this certification is a prerequisite for 
making or entering into this transaction imposed by section 1352, title 31, U.S. Code.  Any person 
who fails to file the required certification shall be subject to a civil penalty of not less than 
$10,000 and not more than $100,000 for each failure. 
 
 
City of Greenville 
______________________________________ 
Name of Applicant 
 
 
 
BY: __________________________________ 
 Signature of Applicant’s Designated Agent 
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ATTACHMENT B-1 
OMB Approval No. 0348-0042 

ASSURANCES-CONSTRUCTION PROGRAMS 
 

Public reporting burden for this collection of information is estimated to average 15 minutes per response, including time for reviewing instructions, 
searching existing data sources, gathering and maintaining the data needed, and completing and reviewing the collection of information.  Send 
comments regarding the burden estimate or any other aspect of this collection of information, including suggestions for reducing this burden, to the 
Office of Management and Budget, Paperwork Reduction Project (0348-0042), Washington DC 20503 
 
PLEASE DO NOT RETURN YOUR COMPLETED FORM TO THE OFFICE OF MANAGEMENT AND BUDGET.  SEND IT TO THE ADDRESS 
PROVIDED BY THE SPONSORING AGENCY 
 
NOTE: Certain of these assurances may not be applicable to your project or program.  If you have questions, please contact the 

Awarding Agency.  Further, certain Federal assistance awarding agencies may require applicants to certify to additional 
assurances.  If such is the case, you will be notified. 

 
As the duly authorized representative of the applicant, I certify that the applicant:

 
1. Has the legal authority to apply for Federal assistance, 

and the institutional, managerial and financial capability 
(including funds sufficient to pay the non-Federal share 
of the project costs) to ensure proper planning, 
management and completion of the project described in 
this application 

 
2. Will give the awarding agency, the Comptroller General 

of the United States and, if appropriate, the State, 
through any authorized representative, access to and the 
right to examine all records, books, papers, or 
documents related to the assistance; and will establish a 
proper accounting system in accordance with generally 
accepted accounting standards or agency directives. 

 
3. Will not dispose of, modify the use of, or change the 

terms of the real property title, or other interest in the site 
and facilities without permission and instructions from the 
awarding agency. Will record the Federal interest in the 
title of real property in accordance with awarding agency 
directives and will include a covenant in the title of real 
property acquired in whole or in part with Federal 
assistance funds to assure non-discrimination during the 
useful life of the project. 

 
4. Will comply by the requirements of the assistance 

awarding agency with regard to the drafting, review and 
approval of construction plans and specifications. 

 
5. Will provide and maintain competent and adequate 

engineering supervision at the construction site to ensure 
that the complete work conforms with the approved plans 
and specifications and will furnish progress reports and 
such other information as may be required by the 
assistance awarding agency or State. 

 
6. Will initiate and complete the work within the applicable 

time frame after receipt of approval of the awarding 
agency. 

 
7. Will establish safeguards to prohibit employees from 

using their positions for a purpose that constitutes or 
presents the appearance of personal or organizational 
conflict of interest, or personal gain. 

 
8. Will comply with the Intergovernmental Personnel Act of 

1970 (42 U.S.C. 4728-2763) relating to prescribed 
standards for merit systems for programs funded under 
one of the 19 statutes or regulations specified in 
Appendix A of OPM’s Standards for a Merit System of 
Personnel Administration (5 C.F.R. 900, Subpart F). 

 
9. Will comply with the Lead-Based Paint Poisoning 

Prevention Act (42 U.S.C. 4801 et seq.) which prohibits 
the use of lead-based paint in construction or 
rehabilitation of residence structures. 

 
10. Will comply with all Federal statures relating to non-

discrimination.  These include but are not limited to: (a) 
Title VI of the Civil Rights Act of 1964 (P.L. 88-352) 
which prohibits discrimination on the basis of race, color 
or national origin; (b) Title IX of the Education 
Amendments of 1972, as amended (20 U.S.C. 1681 
1683, and 1685-1686), which prohibits discrimination on 
the basis of sex; (c) Section 504 of the Rehabilitation Act 
of 1973, as amended (29 U.S.C.  794), which prohibits 
discrimination on the basis of handicaps; (d) the Age 
Discrimination Act of 1975, as amended (42 U.S.C.  
6101-6107), which prohibits discrimination on the basis 
of age; (e) the Drug Abuse Office and Treatment Act of 
1972 (P.L. 92-255), as amended, relating to 
nondiscrimination on the basis of drug abuse; (f) the 
Comprehensive Alcohol Abuse and Alcoholism 
Prevention, Treatment and Rehabilitation Act of 1970 
(P.L. 91-616), as amended relating to  nondiscrimination 
on the basis of alcohol abuse or alcoholism; (g) 523 
and 527 of the Public Health Service Act of 1912 (42 
U.S.C. 290 dd-3 and 290 ee 3), as amended relating to 
confidentiality of alcohol and drug abuse patient records; 
(h) Title VIII of the Civil Rights Act of 1968 (42 U.S.C. 

3601 et seq.), as amended relating to 
nondiscrimination in the sale, rental, or financing of 
housing ; (I) any other nondiscrimination provisions in the 
specific statute(s) under which application for Federal 
assistance is being made; and, (j) the requirements of 
any other nondiscrimination statute(s) which may apply 
to the application. 
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ATTACHMENT B-2 
 

 
11. Will comply, or has already complied, with the 

requirements of Titles II and III of the Uniform Relocation 
Assistance and Real Property Acquisition Policies Act of 
1970 (P.L. 91-646) which provide for fair and equitable 
treatment of persons displaced or whose property is 
acquired as a result of Federal and federally-assisted 
programs.  These requirements apply to all interests in 
real property acquired for project purposes regardless of 
Federal participation in purchases. 

 
12. Will comply with the provisions of the Hatch Act (5 U.S.C. 

1501-1508 and 7324-7328) which limit the political 
activities of employees whose principal employment 
activities are funded in whole or in part with Federal funds. 

 
13. Will comply, as applicable, with the provisions of the 

Davis-Bacon Act (40 U.S. C. 276a to 276a-7), the 
Copeland Act (40 U.S.C. 276c and 18 U.S.C. 874), and 
the Contract Work Hours and Safety Standards Act (40 
U.S.C. 327-333) regarding labor standards for federally-
assisted construction subagreements. 

 
14. Will comply with flood insurance purchase requirements of 

Section 102(a) of the Flood Disaster Protection Act of 
1973 (P.L.93-234) which requires recipients in a special 
flood hazard area to participate in the program and to 
purchase flood insurance if the total cost of insurable 
construction and acquisition is $10,000 or more. 

 
15. Will comply with environmental standards which may be 

prescribed pursuant to the following: (a) institution of 
environmental quality control measures under the National 
Environmental Policy Act of 1969 (P.L. 91-190) and 
Executive Order (EO) 11514: (b) notification of violating 
facilities pursuant to EO 11738; (c) protection of wetlands 
pursuant to EO 11990; (d) evaluation of flood hazards in 

floodplains in accordance with EO 11988; (e) assurance 
of project consistency with the approved State 
management program developed under the Coastal Zone 
Management Act of 1972 (16 U.S.C. 1451 et seq.); (f) 
conformity of Federal actions to State (Clean Air) 
Implementation Plans under Section 176(c) of the Clean 
Air Act of 1955, as amended (42 U.S.C. 7401 et seq.); 
(g) protection of under ground sources of drinking water 
under the Safe Drinking Water Act of 1974, as amended 
(P.L. 93-523); and, (h) protection of endangered species 
under the Endangered Species Act of 1973, as amended 
(P.L. 93-205). 

 
16. Will comply with the Wild and Scenic Rivers Act of 1968 

(16 U.S.C. 1271 et seq.) related to protecting 
components or potential components of the national wild 
and scenic rivers system. 

 
17. Will assist the awarding agency in assuring compliance 

with Section 106  of the National Historic Preservation Act 
of 1966, as amended (16 U.S.C. 470), EO 11593 
(identification and protection of historic properties), and 
the Archaeological and Historic Preservation Act of 1974 
(16 U.S.C. 469a-1 et seq.). 

 
18. Will cause to be performed the required financial and 

compliance audits in accordance with the Single Audit Act 
Amendments of 1996 and OMB Circular No. A-133, 
“Audits of States, Local Governments, and Non-Profit 
Organizations.” 

 
19. Will comply with all applicable requirements of all other 

Federal laws, executive orders, regulations, and policies 
governing this program. 

 
 
SIGNATURE OF AUTHORIZED CERTIFYING OFFICIAL TITLE 

City Manager 

APPLICANT ORGANIZATION 
City of Greenville 

DATE SUBMITTED 
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City of Greenville,  
North Carolina  

 

Meeting Date: 5/11/2020 
Time: 6:00 PM

Title of Item: Resolution accepting dedication of rights-of-way and easements for Greenbrier Place 
- Section 1, Phase 2 & Revision of Lots 34, 35 & 37 Bedford West, Phase 1; Colony 
Woods South; Sagewood, Phase 2 and 3; Davenport Farms at Emerald Park Phase 3 
Section 2 - Cluster; and Davenport Farms at Emerald Park Phase 3, Section 1 & Lot 
297 Revised  

 

Explanation: In accordance with the City's Subdivision regulations, rights-of-way and easements 
have been dedicated for  Greenbrier Place - Section 1, Phase 2 & Revision of Lots 34, 
35 & 37 Bedford West, Phase 1 (Map Book 85 at Page 89); Colony Woods South 
(Map Book 84 at Page 60); Sagewood, Phase 2 and 3 (Map Book 84 at Page 175 ); 
Davenport Farms at Emerald Park Phase 3 Section 2 - Cluster (Map Book 84 at Page 
87); and Davenport Farms at Emerald Park Phase 3, Section 1 & Lot 297 Revised 
(Map Book 84 at Page 5).  A resolution accepting the dedication of the 
aforementioned rights-of-way and easements is attached for City Council 
consideration.  The final plats showing the rights-of-way and easements are also 
attached.  

 

Fiscal Note:  Funds for the maintenance of these rights-of-way and easements are included within 
the FY 2019-2020 budget.  

 

Recommendation: City Council adopt the attached resolution accepting dedication of rights-of-way and 
easements for Greenbrier Place - Section 1, Phase 2 & Revision of Lots 34, 35 & 37 
Bedford West, Phase 1; Colony Woods South; Sagewood, Phase 2 and 3; Davenport 
Farms at Emerald Park Phase 3 Section 2 - Cluster; and Davenport Farms at Emerald 
Park Phase 3, Section 1 & Lot 297 Revised. 

 

 

ATTACHMENTS:

Item #4



April_2020_Dedication_of_Rights_of_Way_Resolution_1127646

Greenbrier Plat

Colony Woods

Sagewood

Davenport Farms Cluster

Davenport Farm Lot 297

Item #4
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FILE: CITY OF GREENVILLE 

 

RESOLUTION NO.  

A RESOLUTION ACCEPTING DEDICATION TO THE PUBLIC OF 

RIGHTS-OF-WAY AND EASEMENTS ON SUBDIVISION PLATS 

 
 

WHEREAS, G.S. 160A-374 authorizes any City Council to accept by resolution any dedication made to 

the public of land or facilities for streets, parks, public utility lines, or other public purposes, when the lands or 

facilities are located within its subdivision-regulation jurisdiction; and 

 
WHEREAS, the Subdivision Review Board of the City of Greenville has acted to approve the final plats 

named in this resolution, or the plats or maps that predate the Subdivision Review Process; and 

 
WHEREAS, the final plats named in this resolution contain dedication to the public of lands or facilities 

for streets, parks, public utility lines, or other public purposes; and 

 
WHEREAS, the Greenville City Council finds that it is in the best interest of the public health, safety, 

and general welfare of the citizens of the City of Greenville to accept the offered dedication on the plats named 

in this resolution. 

 

NOW, THEREFORE, BE IT RESOLVED by the City Council of the City of Greenville, North 

Carolina: 

 
Section 1.  The City of Greenville accepts the dedication made to the public of lands or facilities for 

streets, parks, public utility lines, or other public purposes offered by, shown on, or implied in the following 

approved subdivision plats:        

   

Greenbrier Place - Section 1, Phase 2  

 & Revision of Lots 34, 35 & 37 Bedford West. Phase 1   Map Book 85  Page 89 

Colony Woods South    Map Book 84 Page 60 

Sagewood, Phase 2 and 3    Map Book 84 Page 175 

Davenport Farms at Emerald Park Phase 3 Section 2 – Cluster   Map Book 84 Page 87 

Davenport Farms at Emerald Park Phase 3, Section 1 and Lot 297 Revised  Map Book 84 Page 5 

   

Section 2.  Acceptance of dedication of lands or facilities shall not place on the City any duty to open, 

operate, repair, or maintain any street, utility line, or other land or facility except as provided by the ordinances, 

regulations or specific acts of the City, or as provided by the laws of the State of North Carolina. 

 

Section 3.  Acceptance of the dedications named in this resolution shall be effective upon adoption of 

this resolution. 

 

Adopted the 11th day of May, 2020. 

 

 

               

         P. J. Connelly, Mayor 
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ATTEST: 

 

 

_______________________________________ 

Valerie Shiuwegar, City Clerk 

 

 

 

 

NORTH CAROLINA 

PITT COUNTY 

 

 I,______________________________, Notary Public for said County and State, certify that Valerie 

Shiuwegar personally came before me this day and acknowledged that she is the City Clerk of the City of 

Greenville, a municipality, and that by authority duly given and as the act of the municipality, the foregoing 

instrument was signed in its name by its Mayor, sealed with the corporate seal, and attested by herself as its City 

Clerk. 

 

 WITNESS my hand and official seal this the 11th day of May, 2020. 

 

 

 

 

              

       Notary Public 

 

 
 

My Commission Expires:    
 

 

 

 

 
1127646 
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City of Greenville,  
North Carolina  

 

Meeting Date: 5/11/2020 
Time: 6:00 PM

Title of Item: Renewal of Municipal Agreements with the North Carolina Department of 
Transportation for Traffic Signal Maintenance
  

 

Explanation: Abstract:  Attached for consideration are municipal agreements with the North 
Carolina Department of Transportation (NCDOT) for the next renewal period for 
Traffic Signal Maintenance, which has been ongoing since 2005. The total 
reimbursable amount to the City of Greenville by NCDOT is $178,898.85 annually 
for performance of maintenance on NCDOT signals within the City limits.
 
Explanation:  Attached for City Council’s consideration are the municipal 
agreements with NCDOT for the period defining the next Traffic Signal Maintenance 
Agreement.  The City of Greenville’s Traffic Division has provided maintenance for 
all City-owned traffic signals since their installation.  Likewise, the Traffic Division 
has been providing similar maintenance services for NCDOT traffic signals within 
the City limits since 2005.  These services have continually been provided via 
municipal agreements since that time.
 
The Schedule C agreement allows for reimbursement of maintenance on signals 
owned and operated by NCDOT within the City limits. 
 
The Schedule D agreement allows for reimbursement of maintenance and operation 
costs of signal equipment.
 
The Engineering Department has been in negotiations with NCDOT to craft the 
attached Schedule C and Schedule D agreements to commence July 1, 2020.  These 
agreements are on an annual basis and will automatically renew for five years.
  

 

Fiscal Note:  The attached agreements are provided in two separate schedules with the following 
annual reimbursements for each to be billed quarterly. 

 

Item #5



Schedule “C”:              $99,727.35
Schedule “D”:              $79,171.50
Total:                          $178,898.85 (per year) 

  

 

Recommendation: City Council approve the agreements to facilitate signal maintenance by the City and 
related compensation by NCDOT for the life of the agreement. 
 

 

 

ATTACHMENTS:

Schedule C Municipal Agreement

Schedule D Municipal Agreement

Item #5
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NORTH CAROLINA

PITT COUNTY

MUNICIPAL OPERATIONS - TRAFFIC CONTROL 
DEVICES

TRAFFIC SIGNALS AGREEMENT

SCHEDULE C

DATE: 4/6/2020 

NORTH CAROLINA DEPARTMENT OF 
TRANSPORTATION

AND WBS Elements: 2.1074SM

CITY OF GREENVILLE

THIS AGREEMENT is made and entered into on the last date executed below, by and between the North 

Carolina Department of Transportation, an agency of the State of North Carolina, hereinafter referred to 

as the “Department” and the City of Greenville, hereinafter referred to as the “Municipality.”

W I T N E S S E T H:

WHEREAS, the provisions of the North Carolina General Statutes (NCGS) §136-66.1 and §136-18 

authorize the Municipality to contract with the Department for the installation, repair, operations, and 

maintenance of highway signs and markings, electric traffic signals and other traffic control devices on 

State Highway System streets within the Municipality; and,

WHEREAS, the Department and the Municipality have a mutual interest in the efficient and effective 

operation of traffic signals within the Municipality; and,

WHEREAS, the Department and the Municipality recognize that each party to this Agreement has an 

obligation and responsibility to provide for the safe, orderly, and efficient flow of traffic on their respective 

street systems; and,

WHEREAS, the Municipality finds that it is in the best public interest to operate traffic signals at certain 

intersections that are on the State’s Highway System within or near the Municipality; and,

WHEREAS, the Department finds it desirable and advantageous to reimburse the Municipality for costs 

incurred when the Municipality operates traffic signals at certain intersections that are on the State 

Highway System within or near the Municipality;

NOW, THEREFORE, the Department and the Municipality do hereby agree as follows:
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1. GENERAL PROVISIONS

COMPLIANCE WITH STATE/FEDERAL POLICY

The Municipality and/or its agent, including all contractors, subcontractors, or sub-recipients, shall 

comply with all applicable Federal and State policies and procedures, stated both in this Agreement 

and in the Department’s guidelines and procedures.

FAILURE TO COMPLY - CONSEQUENCES

Failure on the part of the Municipality to comply with any of the provisions of this Agreement will be 

grounds for the Department to terminate participation in the costs of the Project and, if applicable, 

seek repayment of any reimbursed funds.

2. SCOPE OF THE PROJECT

The Municipality shall operate the traffic signals as defined in the Appendices and as indicated 

hereinafter:

A. The operation of intersections on the State Highway System, both at the hardware and software 

levels, will be subject to the approval of the Department and will reflect the needs of traffic on 

both the State Highway System and the Municipal System.

B. In the event the Department and the Municipality cannot agree on issues affecting the operation 

of these intersections, the decision of the Department will be final.

C. The Municipality agrees to an annual audit of the performance of intersection equipment and 

systems.  The audit is to be performed by the Department and the Municipality.

D. The Municipality shall not install any traffic control devices, nor make any traffic signal phasing 

changes, on any State Highway System street without the prior approval of the Department, 

pursuant to NCGS §20-169.

E. The Municipality shall operate the traffic signals in accordance with North Carolina General 

Statutes, the Department’s current policies and guidelines as included in the Appendices, and all 

local codes and ordinances.  If, in the opinion of the Department, the Municipality does not 

operate the traffic signals in accordance with the specified criteria, the Department shall have the 

right to cancel this Agreement.
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F. The Department shall review and concur with any contract entered into by the Municipality for the 

operation of any traffic signal(s).

Any contract entered into with another party to perform work associated with the 

requirements of this Agreement shall contain appropriate provisions regarding the 

utilization of Minority Business Enterprise/Women Business Enterprise (MBE/WBE), or as 

required and defined in NCGS 143-128.2 – 143-128.4 and the North Carolina 

Administrative Code.  These provisions are incorporated into this Agreement by 

reference https://connect.ncdot.gov/municipalities/Pages/Bid-Proposals-for-LGA.aspx.

The Municipality shall not advertise nor enter into a contract for services performed as 

part of this Agreement, unless the Department provides written approval of the 

advertisement or the contents of the contract.

If the Municipality fails to comply with these requirements, the Department will withhold 

funding until these requirements are met.

3. TIME FRAME

This agreement shall be for the current state fiscal year, beginning July 1, 2020 and ending June 30, 

2021.  At the end of the fiscal year, the provision of services and quality of results may be reviewed 

by the Department and Municipality.  The Agreement may be extended for additional fiscal years, 

contingent upon the increase of NCDOT maintenance funds by the General Assembly.  Extensions 

may be made in one (1) year increments, incorporating any mutually agreed upon adjustments, with 

the end of the final fiscal year of service being June 30, 2026.  On behalf of the Municipality, 

extensions may be authorized and executed by the Town/City Manager and/or Mayor without further 

resolution of the Town/City Council.  The agreement may be terminated by either party upon a thirty 

(30) day written notice.

4. FUNDING

The eligible costs of this Project will be reimbursed from State funding.

5. REIMBURSEMENT 

The Department shall reimburse the Municipality quarterly, based on an annual amount, for the 

operation of the traffic signals, as included below:
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A. Said reimbursement shall be limited to operational costs, which would include tasks associated 

with insuring the continuous, safe and efficient operation of traffic signals, traffic signal systems, 

and control facilities.  Examples include, but are not limited to, operational performance reviews, 

emergency repairs to system components, periodic evaluation and adjustment to operational 

timing parameters, computer system and software upgrades, operational upgrades to maintain or 

improve safety or efficiency, etc.

B. The Department will not reimburse operational costs for activities that do not have a direct and 

immediate effect on the continuous, safe and efficient operation of traffic signals, traffic signal 

systems, and control facilities including, but not limited to, painting of poles and signal cabinets, 

vegetation control adjacent to facilities, interior and exterior care of traffic control centers and 

parking areas, furniture for traffic control centers, etc.

C. The Municipality agrees that it shall bear all costs for which it is unable to substantiate actual 

costs.

D. Any costs incurred by the Municipality prior to written notification by the Department to proceed 

with the work may not be eligible for reimbursement.

E. Equipment secured as a non-participating item by the Department (100% Municipality costs) will 

continue as non-participating items with respect to operations.  The Department’s Division 

Engineer will provide the necessary forms for documentation.

PROCESS

F. The Municipality shall submit a quarterly itemized invoice to the Department for said costs no 

later than three (3) months after the scheduled quarterly invoicing date. This invoice will include 

the appropriate documentation and reflect the amount due for services performed by the 

Municipality during the quarter.  The Department will reimburse the Municipality each quarter for 

work performed up to a total annual approved amount (or) amount not to exceed $150,000 unless 

additional reimbursements are approved by the Department.  All final invoices must be submitted 

within one (1) year after the work is performed or said work will be considered non-billable and 

will not be paid for by the Department.  The Department, at its option, may elect to increase the 

reimbursement rates shown in the Appendices of this Agreement up to three percent (3%) each 

year in consideration of inflation rates and cost increases, subject to the availability of funds and 

the performance of the Municipality.

G. The Department shall reimburse the Municipality upon approval by the Department’s Division 

Engineer and the Fiscal Management Section.
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6. FORCE ACCOUNT

GENERAL

Work performed by the Municipality’s own forces is considered Force Account work.  Force account 

work that is not a part of the operational work included under this Agreement is only allowed when 

there is a finding of cost effectiveness for the work to be performed by some method other than 

contract awarded by competitive bidding process.  Written approval from the Department’s Division 

Engineer is required prior to the use of force account by the Municipality.  Said invoices for force 

account work shall show a summary of labor, labor additives, equipment, materials and other 

qualifying costs in conformance with the standards for allowable costs set forth in Office of 

Management and Budget (OMB) Circular A-87 (www.whitehouse.gov/omb/circulars/index.htmlBC  

Reimbursement shall be based on the Appendices as included herein.

EMERGENCY WORK

Under current Department policy, if force account work is necessary and performed by the 

Municipality during emergency occurrences or occurrences that endanger public safety, additional 

information shall be submitted, with each quarterly invoice, to document the emergency situation, 

actions taken during the occurrence and the resolution.  Approval must be obtained from the 

Department’s Division Engineer before reimbursement will be made.

7. RECORDS AND REPORTS

A. In accordance with NCGS §159-34, the Municipality shall arrange for an annual independent 

financial and compliance audit of its fiscal operations.  The Municipality shall furnish the 

Department with a copy of the annual independent audit report within thirty (30) days of 

completion of the report, but not later than nine (9) months after the Municipality’s fiscal year 

ends.

B. The Municipality shall keep and maintain all books, documents, papers, accounting records, other 

such cost records and supporting documentation and evidence as may be appropriate to 

substantiate costs incurred under this Agreement.  Further, the Municipality shall make such 

materials available at its office at all reasonable times during the Agreement period, and for three 

(3) years from the date of the final payment made under this agreement, for inspection and audit 

by the Department’s Division Engineer and Financial Management Division.
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8. ADDITIONAL PROVISIONS

A. This Agreement does not transfer legal control of, or responsibility, or legal liability for the State 

Highway System roads described herein to the Municipality, nor does it prohibit the Department 

from taking any action or undertaking any responsibilities with regard to such roads.  This 

Agreement is solely for the benefit of the Municipality and the Department and not for the benefit 

of any other persons, including but not limited to, members of the public or users of the State 

Highway System roads, and no third party rights are created, or intended to be created, by this 

Agreement.

B. The Municipality shall comply with Title VI of the Civil Rights Act of 1964, (Title 49 CFR, Subtitle 

A, Part 21).  Title VI prohibits discrimination on the basis of race, color, national origin, disability, 

gender, and age in all programs or activities of any recipient of Federal assistance.

C. It is the policy of the Department not to enter into any agreement with another party that has been 

debarred by any government agency (Federal or State).  The Municipality certifies, by signature 

of this agreement, that neither it nor its agents or contractors are presently debarred, suspended, 

proposed for debarment, declared ineligible or voluntarily excluded from participation in this 

transaction by any Federal or State Department or Agency.

D. The Municipality shall certify to the Department compliance with all applicable Federal and State 

laws and regulations and ordinances and shall indemnify the Department against any fines, 

assessments or other penalties resulting from noncompliance by any entity performing work 

under contract with the Municipality.

E. The Municipality is solely responsible for all agreements, contracts, and work orders entered into 

or issued by the Municipality for this work.  The Department shall not be held liable by the 

Municipality for any expenses or obligations incurred for the work except those specifically eligible 

for the funds and obligations as approved by the Department under the terms of this Agreement.  

The Department shall not reimburse the Municipality any costs that exceed the total approved 

funding at any time.

F. The Municipality will indemnify and hold harmless the Department, FHWA, and the State of North 

Carolina, their respective officers, directors, principals, employees, agents, successors, and 

assigns from and against any and all claims for damage and/or liability in connection with the 

work performed pursuant to this Agreement.  The Department shall not be responsible for any 

damages or claims for damages, which may be initiated by third parties.

Attachment Number 1       Page 6 of 21 Item #5



QRSTTUTVW XY Z [\[] Page 7 of 21

G. The Department must approve any assignment or transfer of the responsibilities of the 

Municipality set forth in this Agreement to other parties or entities.

H. This Agreement contains the entire agreement between the parties and there are no 

understandings or agreements, verbal or otherwise, regarding this Agreement except as 

expressly set forth herein.

I. The parties hereby acknowledge that the individual executing the Agreement on their behalf is 

authorized to execute this Agreement on their behalf and to bind the respective entities to the 

terms contained herein and that he has read this Agreement, conferred with his attorney, and fully 

understands its contents.

J. A copy or facsimile copy of the signature of any party shall be deemed an original with each fully 

executed copy of the Agreement as binding as an original, and the parties agree that this 

Agreement can be executed in counterparts, as duplicate originals, with facsimile signatures 

sufficient to evidence an agreement to be bound by the terms of the Agreement.

K. By Executive Order 24, issued by Governor Perdue, and NCGS §133-32, it is unlawful for any 

vendor or contractor ( i.e. architect, bidder, contractor, construction manager, design professional, 

engineer, landlord, offeror, seller, subcontractor, supplier, or vendor), to make gifts or to give 

favors to any State employee of the Governor’s Cabinet Agencies (i.e., Administration, 

Commerce, Environmental Quality, Health and Human Services, Information Technology, Military 

and Veterans Affairs, Natural and Cultural Resources, Public Safety, Revenue, Transportation, 

and the Office of the Governor).
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IN WITNESS WHEREOF, this Agreement has been executed, in duplicate, the day and year heretofore 

set out on the part of the Department and the Municipality by authority duly given.

ATTEST: CITY OF GREENVILLE

BY: ______________________________ BY: _____________________________________

TITLE: _____________________________ TITLE: ___________________________________

DATE: _____________________________ DATE: ___________________________________

NCGS  §133-32 and Executive Order 24 prohibit the offer to, or acceptance by, any State Employee of 
any gift from anyone with a contract with the State, or from any person seeking to do business with the 
State.  By execution of any response in this procurement, you attest, for your entire organization and its 
employees or agents, that you are not aware that any such gift has been offered, accepted, or promised 
by any employees of your organization.

This Agreement has been pre-audited in the manner 

required by the Local Government Budget and Fiscal 

Control Act.

BY: _____________________________________
(SEAL) (FINANCE OFFICER)

Remittance Address:

CITY OF GREENVILLE

_________________________________________

_________________________________________

DEPARTMENT OF TRANSPORTATION

BY:  _____________________________________
(CHIEF ENGINEER)

DATE: ___________________________________

PRESENTED TO BOARD OF TRANSPORTATION ITEM O: ________________________________
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APPENDIX I
Rev. 2/2016

MUNICIPAL OPERATIONS AGREEMENT – SCHEDULE C

Traffic Signal Operations Program CITY OF GREENVILLE

NOTE: The Department requires the Municipality to maintain a Level of Service “C”, or 

“good”, in order to provide reimbursement.  If the operation falls below a Level of 

Service “C”, or “good”, then the Department may withhold reimbursement under this 

Agreement.  The Department will not reimburse the Municipality for any associated 

additional costs if the Municipality elects to operate the signals at a higher level of 

service.

Key Components of a “Good” Level of Service:

xy Maximum Emergency Response Times

� Trouble calls – 4 hours

� Repair Knockdowns – 8 hours

� Absence of a signal indication – Next working day

� Repair/replace inoperative loops – 15 calendar days

2. Operational Performance Reviews

� Perform the required minimum tasks at 6-month, 12-month and two-year 
intervals

� Replace LED modules after 5 years of service

3. System Component Repairs

� Repair equipment in a timely manner to support emergency and operational 
needs

� Upgrade equipment firmware as appropriate to address items affecting 
operational efficiency and safety

� Certify the proper operation of conflict monitors/malfunction management units 
on an annual basis

Attachment Number 1       Page 9 of 21 Item #5



z{|}}~}�� �� � ���� Page 10 of 21

APPENDIX I
Rev. 2/2016

MUNCIPAL OPERATIONS AGREEMENT – SCHEDULE C

Operational Performance Review (OPR) Checklist – Traffic Signals

CITY OF GREENVILLE
Interval

6 MO 12 MO 2 YEARS

�����}� ���|����} ���{}� ��� ���� �

Replace Filters x   

��}�� ���| ����}� �

Check Anchor Bolts / Extension Bolts x   

��}�� ��| ���}| �}}��{}� dust accumulation; reseal base if 
needed

�

Check Grounding Resistance and Bonding Connections and 
Conductors

x   

��}�� ��| ��||}�� ��|��{ ���}~������ ��{��� ������ ���

Maintenance Records
�

Check condition and operation of fan and thermostat x   

��}�� {|���� ����� |}�}�����} ��� ����|} no control 
equipment plugged into receptacle

�

Measure service voltage x   

��}�� ���}|��| ��~��� |}����} �� |}���|}� �

Check physical condition of meter / service disconnect x   

��}�� ��� �����~ �����}� �

Visually check Line Filter and surge arrester x   

����}�� ���������� ��� exterior for damage, vandalism, and 
the presence and condition of signal inventory number

�

Test police panel switches  x  

 
����} ���}�� ��� �| rodent poison in cabinet if infestation is 
present

�

�������� ¡�����| ¢}|��£ �������� ~�����| �}|���������� ���} �� ������ ¤� ~����� �

Perform field check of operation. Remove load switch to 
create red fail and observe response of monitor. Ensure stop 
timing is implemented.

x  

���� ������}�  

Flashers
��}�� ���� ������}� ��� �����}|� for tight and secure fit into 
the socket

�

Check operation of all indicator lights x   

z������|£ ��{�� ��}�� ��| ��}|����� as per signal plans �
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APPENDIX I
Rev. 2/2016

MUNCIPAL OPERATIONS AGREEMENT – SCHEDULE C

Operational Performance Review Checklist – Traffic Signals

Interval

6 MO 12 MO 2 YEARS

²¨³´µ¶
·¸¶¹´³³µ ¸ª¶º¨»« »¼ª½¸«¸¼ª ¼¾ all relays and replace if 
necessary

¿

À¨§©¸ª´³

Connections
ÁÂ¨»Ã ¾¼§ ½¸¶»¼³¼§´«¸¼ª and corrosion ¿

Tighten all terminal connections x  

ÁÂ¨»Ã ³´Ä¨³¶ ´ª½ §¨º³´»¨ as needed ¿

Check programming of red monitor jumpers if present x  

ÁÂ¨»Ã »¼ª½¸«¸¼ª ¼¾ ´³³ ³¼´½¸ª¦ §¨¶¸¶«¼§¶ ¿

Á¼ª«§¼³³¨§¶ ·¨§¸¾µ ½´«¨ ´ª½ «¸©¨Å »¼§§¨»« ´ªµ ½¸¶»§¨º´ª»¸¨¶ Æ¸¾ applicable) ¿

Verify programming parameters x  

·¨§¸¾µ º§¼º¨§ ¶¼¾«Ç´§¨ È¨§¶¸¼ª ¿

Verify operation per signal plan (phasing operation, timings, 
signal head display, pavement markings, etc.)

x  

ÁÂ¨»Ã ´³³ Â´§ª¨¶¶¨¶ ´ª½ »¼ªª¨»«¸¼ª¶ ¿

Verify proper operation of any preemption circuits x  

ÁÂ¨»Ã ¼º¨§´«¸¼ª ¼¾ ½¸¶º³´µ ´ª½ Ä´»Ã³¸¦Â« ¿

Check time clock settings x  

ÁÂ¨»Ã «Â´« É¼¶«¨½ Speed Limit matches signal plan ¿

¨«¨»«¸¼ª

Sensors
¬ª¶º¨»« »¼ª½¸«¸¼ª ¼¾ ´³³ ¸ª½¹»«¸È¨ loops and lead ins; 
Repair/replace as needed

¿

Verify proper operation of detection sensors, meg; replace or 
repair as needed

x  

·¨§¸¾µ ³¼¼º ³¨´½ ¸ª »´Ä³¨ ¸¶ «Ç¸¶«¨½ ¸ª cabinet ¿

Check loop lead-ins for correct labeling and phase 
assignments

x  

ÁÂ¨»Ã ´³¸¦ª©¨ª« ´ª½ º§¼º¨§ ¼º¨§´«¸¼ª ¼¾ ´³³ ¼¹« ¼¾ ¶«§¨¨«

detection
¿

¨«¨»«¼§ Êª¸«¶ ÁÂ¨»Ã ½¨«¨»«¼§ ¾¼§ proper operation and sensitivity ¿

Verify stretch and delay programming and operation x  
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APPENDIX I
Rev. 2/2016

MUNCIPAL OPERATIONS AGREEMENT – SCHEDULE C

Operational Performance Review Checklist – Traffic Signals

Interval

6 MO 12 MO 2 YEARS

ØÎÙÎÚÑÍÛÜÐ ØÝÚÞ

Buttons

ßÞÎàá ÜÐÙ ÜàÑÝÜÑÎ âÝÚÞ ãÝÑÑäÐÚ äÐ Üåå ÜââÍäÜàÞÎÚ äæ

actuated crosswalks and visually verify pedestrian signal 
operation (Verify operation of all push buttons)

ç

Check push button lamp (if applicable) for operation x  

ßÞÎàá âÝÚÞ ãÝÑÑäÐ ÜåÛÌÐÏÎÐÑ ÜÐÙ ÜààÎÚÚÛãÛåÛÑè ç

Check audio operation and direction x  

ßÞÎàá âÝÚÞ ãÝÑÑäÐ ÚÛÌÐÚé àåÎÜÐ äÍ ÍÎâåÜàÎ Ûæ ÐÎàÎÚÚÜÍè ç

ØÎÙÎÚÑÍÛÜÐ

Heads
êÎëåÜÏâ ÛÐàÜÐÙÎÚàÎÐÑ ãÝåãÚ äÍ ÍÎâåÜàÎ ìíÓÚ Ûæ ÐÎÎÙÎÙ ç

Check condition, alignment and operation x   

ßåÎÜÐ åÎÐÚÎÚ ÜÐÙ ÍÎæåÎàÑäÍÚ ç

 

îÛÌÐÜå ïÎÜÙÚ

and Blank Out 
Signs

ßÞÎàá æäÍ âÍäâÎÍ ÜåÛÌÐÏÎÐÑð äâÎÍÜÑÛäÐð ÜÐÙ àäÐÙÛÑÛäÐ ç

Check condition of back plates (if used) x   

ßÞÎàá æäÍ âÍäâÎÍ ÞÎÛÌÞÑ ç

Clean lenses, signs and LED modules; replace as needed  x

ßÞÎàá æäÍ ñÎÜÍ äÐ ÑÞÎ span wire and signal mounting 
hardware

ç

òÎÑÜå ØäåÎÚ ÜÐÙ

Mast Arms
ÒÐÚâÎàÑ æäÍ ÍÝÚÑ ÜÐÙ ÚâäÑ âÜÛÐÑ ÜÚ ÍÎóÝÛÍÎÙ ç

Inspect joints for rust and cracks at arm/upright location and 
at base plate 

x  

ôÛÚÝÜååè ÛÐÚâÎàÑ ÜÐàÞäÍ bolts and mast arm bolts for condition 
and tightness

ç

Check pole grounding and connections x  

ÒÐÚâÎàÑ æäÍ ÙÜÏÜÌÎé ÙäàÝÏÎÐÑ ÜÐÙ ÍÎâäÍÑ ÜÐè ÙÜÏÜÌÎ æäÝÐÙõ ç

Check and secure pole caps and hand hole covers  x  

ÒÐÚâÎàÑ Üåå ñÛÍÛÐÌ ÜÐÙ àäÐÙÝÛÑ ÛÐ âäåÎ ç

Visually inspect condition of foundation  x  
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APPENDIX I
Rev. 2/2016

MUNCIPAL OPERATIONS AGREEMENT – SCHEDULE C

Operational Performance Review Checklist – Traffic Signals

Interval

6 MO 12 MO 2 YEARS

W��� ���ù� �û�

Span Wire
C�ù	
 ���ù ��ø ���üüû÷ x

 Check pole below grade for rot x   

C�ù	
 	��ú�� �û� ��� ��ø���øù x

Check guy wire, anchors, and guards; repair if needed x   

Vùø�� ��� ���û� �øù ��û�ù� to pole ground x

Check pole grounding and connections x   

�P�� ��xù�
C�ù	
 ü�ù ÷ø�Pû� ø��� clamp connection, and bonding of 
conduits if applicable

x

Check all cables in pull box for pinching by lid, including level 
of pull box

x  

C�ù	
 ��ø ��û�øú�� �ú�Pûü �� ��üùø� �ùø�� �ø��ùø �ø�û�÷ù x

Check lid for abnormal condition and fit  x  

S��üùú�

Equipment
Eû�Pøù ü�ù 	�ûüø���ùø ��ùø�üù� in mode selected by master x

Check any special equipment (transceivers, etc.) for proper 
operation

x  

þ�	�ûûù	ü 	�ûüø���ùø �ø�ú ú��üùø �û� 	�ù	
 ��ø �øùù �ø

backup operation
x

C�û�Pü V�P���� û��ù	ü ��� conduits; repair as needed x

���ùúùûü

Markings
Vùø�� ü��ü ���ùúùûü markings match intersection plans x

Inspect condition of pavement markings x   
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MUNICIPAL OPERATIONS AGREEMENT – SCHEDULE C

Traffic Signals Reimbursement Schedule CITY OF GREENVILLE

The Department will reimburse the Municipality for operation of traffic signals on the following schedule.  Place a check beside the 
Municipality agrees to perform under any line item if all f"�#�$%�& '�� �%� &�(�#��)* +('#� ' check beside the value under “Total” if t
functions for any line item.

I, -.. ,/0123405 w366 b7 5767127s8 p67957 1c71: c7h7;<<<<<<

Emergency
Response

Operational
Performance

Reviews
Item
A. Vehicular Signal Section (average of 10 head/int. or 30 section/int.) $1.26 $10.22

B. Pedestrian Signal Head (Average of 4 heads/int.) $3.15 $20.99

C. Fiber-Optic or LED Blank-out Sign $12.60 $12.60

D. Pretimed Electronic Controller/Cabinet $75.58 $138.56

E. 2-8 Assigned Phase Actuated Controller/Cabinet $75.58 $503.84

F. 2-8 Assigned Phase Actuated Controller/Cabinet with Machine-vision Detection $75.58 $503.84

G. Flashing Beacon Controller/Cabinet $12.60 $125.96

H. Travel Costs for Operational Performance Reviews at Signalized Intersection (no Flashers) $62.98

Item Lump Sum Payment

CA. Replace loop (includes labor, materials, and other cost for sawcutting and sealing)1 $7.58 per  foot of sawcut

CB. Furnish and install Lead-in Cable $2.02 per foot installed

CC. Furnish and install Conduit $7.03 per foot installed

CD. Furnish and install 3/8-inch messenger cable and incidental hardware $3.19 per foot installed

CE. Furnish and install 4 or 7-conductor signal cable $3.07 per foot installed
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Item NOQR TOQ UXYQZ[\

CF. Furnish and install Standard size Junction Box $369.32

CG. Furnish and install cover for Standard size Junction Box $59.95

CH. Furnish and install Oversized Junction Box $515.00

CI. Furnish and install cover for Oversized Junction Box $133.90

CJ. Furnish and install Riser $544.87

CK. Furnish and install 40-foot Class 3 Wood Pole2 $962.02

CL. Remove and dispose of Wood Pole. $201.00

CM. Furnish and install Guy/Anchor Assembly $353.29

CN. Furnish and install Grounding System $245.25

CO. Furnish 12-inch 3-Section Vehicular Signal Head2 $149.50

CP. Furnish 12-inch 4-Section Vehicular Signal Head2 $199.50

CQ. Furnish 12-inch 5-Section Vehicular Signal Head2 $339.50

CR. Furnish 8-inch 3-Section Vehicular Signal Head2 $102.20

CS. Furnish Pedestrian Signal Head2 $104.04

CT. Furnish LED indication – 12-inch RED ball2 $18.50

CU. Furnish LED indication – 12-inch YELLOW ball2 $19.00

CV. Furnish LED indication – 12-inch GREEN ball2 $19.00

CW. Furnish LED indication – 12-inch RED Arrow2 $21.00
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Item noqr toq uvyqz{|

CX. Furnish LED indication – 12-inch YELLOW Arrow2 $22.50

CY. Furnish LED indication – 12-inch GREEN Arrow2 $22.00

CZ. Furnish LED indication – 8-inch RED ball2 $18.10

DA. Furnish LED indication – 8-inch YELLOW ball2 $18.10

DB. Furnish LED indication – 8-inch GREEN ball2 $18.10

DC. Furnish LED Indication – 12-inch Hand $46.25

DD. Furnish LED indication – 12-inch Man $85.00

DE. Furnish LED indication – 12-inch Hand/Man Overlay $70.00

DF. Furnish LED indication – 16-inch Hand/Man Overlay with Countdown Module $74.00

DG. Furnish Pretimed/Actuated Controller2 $1,215.00

DH. Furnish Pole-Mounted Cabinet2 $3,920.00

DI. Furnish Base-Mounted Cabinet with auxiliary file2 $4,597.00

DJ. Furnish Base-Mounted Cabinet without auxiliary file2 $4,375.00

DK. Furnish LED Blank-Out Sign2 $2,188.00

DL. Furnish NEMA TS-2 Malfunction Management Unit2 $649.80

DM. Furnish Type 2010 or Type 2018 Conflict Monitor with Absence of Red Monitoring2 $510.00

DN. Furnish Type 2018 Conflict Monitor with Absence of Red Monitoring and Internet 
Protocol Communication2 $645.00

DO. Furnish Detection Camera/Sensor with Enclosure2 $1,590.00
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Item ���� ��� �������

DP. Furnish Single Channel NEMA TS-1 Loop Detector Unit2 $90.00

DQ. Furnish Two-Channel NEMA TS-1 Loop Detector Unit2 $160.00

DR. Furnish Two-Channel NEMA TS-2 Loop Detector Unit2 $75.00

DS. Furnish Two-Channel TYPE 222 Loop Detector Unit2 $45.75

DT. Furnish and replace Audible Pedestrian Signal2 $436.00

DU. Perform Annual Inspection on Railroad-Interconnected Intersections $197.30

1 Replacement of defective loop with loop of identical or upgraded design requires no prior approval.
   Upgrading of functional rectangular loops to Quadrupole design requires prior approval from 
   Division Traffic Engineer.

2 Requires prior approval from Division Traffic Engineer for reimbursement of non-emergency 
  replacements. If item is covered under warranty, Municipality will not be reimbursed without prior 
  approval of Division Traffic Engineer.

�mergency Response:  This function includes all labor and incidental items to bring the operation of the intersection into reaso
existing plan of record.  Reimbursements for items CA through DT will be given for items utilized in the completion of this work.  
must be purchased at the expense of the maintaining agency to insure all intersections are continuously operating according to t

Operational Performance Reviews:  This function includes the labor and materials as outlined in the attached Operational Per
Reimbursements for items CA through DT will be given for items utilized in the completion of this work only upon prior approval b
Engineer.  Where specialty equipment is not addressed specifically in the attached schedule, manufacturer’s recommendations 
continued optimum operation.  Sufficient spare equipment must be purchased at the expense of the maintaining agency to allow

System Component Repairs:  This function includes labor, parts and materials to repair electronic traffic signal control compon
involves in-house repair of electronic assemblies by troubleshooting and replacing specific integrated circuit chips, repairing dam
and making circuit modifications.  This work includes making hardware, firmware and software upgrades to equipment to insure 
must be completed in a timely manner to support the emergency response and operational performance review functions. 
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MUNICIPAL OPERATIONS AGREEMENT – SCHEDULE C
TRAFFIC CONTROL DEVICES – LEVEL C

Items included on this schedule may be added or deleted to those checked above by a request in letter form signed by the Mayor, 
should be sent in quadruplicate to the Division Engineer accompanied by four (4) copies of the SCHEDULE with all appropriate item
Engineer approves the new SCHEDULE he should sign, as approved, all four (4) copies of the Municipality’s letter of request.  The
forwards one copy of the letter and SCHEDULE to the DOT Controller and Local Programs Management Office, returns a copy of e
retains a copy for his file.  The new SCHEDULE will then become effective at the beginning of the next quarter for reimbursement.

The Department reserves the right of verification that all selected functions are being properly performed.  If it is determined that an
being performed, then the reimbursement will be reduced accordingly.

_________________________________

CITY OR TOWN

______________________________________ _________________________________

CLERK DATE MAYOR OR MANAGER

DEPARTMENT OF TRANSPORTATION

_________________________________

DIVISION ENGINEER
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APPENDIX III

MUNICIPAL OPERATIONS AGREEMENT – SCHEDULE C

SIGNALS LIST - CITY OF GREENVILLE

SIGNAL LOCATION °±²±³ ´µ

Pitt St/Reade Circle @ Dickinson Ave 02-0010

5th St @ Albemarle Ave 02-0023

10th St @ Charles Blvd 02-0017

10th St @ Charles St 02-0018

10th St @ Evans St 02-0016

Charles Blvd @ Fire Tower Rd 02-0354

Arlington Blvd @ Fire Tower Rd 02-0493

Greenville Blvd @ Charles Blvd 02-0001

Greenville Blvd @ Arlington Blvd 02-0034

Greenville Blvd @ Elm St 02-0054

Greenville Blvd @ Greenville Mall 02-0142

Charles Blvd @ Red Banks Rd 02-0334

Arlington Blvd @ Evans St 02-0322

Greenville Blvd @ Red Banks Rd 02-0400

Memorial Dr @ Greenville Blvd 02-0002

Greenville Blvd @ Evans St 02-0027

Greenville Blvd @ Hooker Rd 02-0061

Memorial Dr @ Club Pines Dr 02-0333

Memorial Dr @ Country Club Dr 02-0424

Memorial Dr @ Mall Dr 02-0497

Greenville Blvd @ Landmark St 02-0531

Greenville Blvd @ Bismarck St 02-0554

Memorial Dr @ Westhaven Rd 02-0557

Evans St @ Red Banks Rd 02-0768

Memorial Dr @ Thomas Langston Rd 02-0677

Greenville Blvd @ Mall Dr 02-0777

Arlington Blvd @ Dickinson Ave 02-0634

Memorial Dr @ Arlington Blvd 02-0368

Memorial Dr @ Dickinson Ave 02-0003

Memorial Dr @ 3rd St 02-0049

Memorial Dr @ Stantonsburg Rd 02-0053

Memorial Dr @ 5th St 02-0090

Stantonsburg Rd @ Moye Blvd 02-0318

Memorial Dr @ Moye Blvd 02-0432

Stantonsburg Rd @ Moye Blvd 02-0500

Stantonsburg Rd @ W.H. Smith Blvd 02-0503
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Stantonsburg Rd @ Arlington Blvd 02-0635

Hooker Rd/Moye Blvd @ Dickinson Ave 02-0004

Stantonsburg Rd @ Wellness Dr 02-0874

NC 11-Memorial Dr @ Reedy Branch Rd 02-0600

NC 11-Winterville Pkwy @ Fire Tower Rd 02-0426

NC 11-Winterville Pkwy @ Davenport Farm Rd 02-0541

NC 11-Winterville Pkwy @ Forlines Rd 02-0669

NC 11-Winterville Pkwy @ NC 903/Main St 02-0536

Stantonsburg Rd @ B’s BBQ Rd 02-0496

US264A-Greenville Blvd @ 14th St 02-0037

14th St @ Elm St 02-0026

10th St @ Ormond Wy 02-0678

10th St @ College Hill Dr 02-0021

10th St @ Elm St 02-0022

US264A-Greenville Blvd @ Eastbrook Dr 02-0782

US264A-Greenville Blvd @ Moseley Dr 02-0576

US264A-Greenville Blvd @ 10th St 02-0039

10th St @ 5th St 02-0052

10th St @ Portertown Rd 02-0077

Evans St @ Fire Tower Rd 02-0422

Corey Rd @ Fire Tower Rd 02-0717

14th St @ York Rd 02-0668

14th St @ Red Banks Rd 02-0425

14th St @ Fire Tower Rd 02-0604

14th St @ Charles Blvd 02-0019

14th St @ Evans St 02-0020

14th St @ Dickinson Ave 02-0006

Dickinson Ave at Grande Ave 02-0007

5th St @ 14th St @ Tyson St 02-0024

5th St @ Moye Blvd 02-0319

10th St @ Oxford Rd 02-0579

Memorial Dr @ Airport Rd 02-0051

Memorial Dr @ Belvoir Rd 02-0033

Greene St @ Airport Rd 02-0025

Greene St @ Belvoir Rd 02-0048

Memorial Dr @ Greene St 02-0417

Memorial Dr @ Staton Rd 02-0399

Memorial Dr @ Staton House Rd 02-0499

Memorial Dr @ US 264 EB Ramp 02-0605

Memorial Dr @ US 264 WB Ramp 02-0606

Memorial Dr @ NC 903/Stokes Hwy 02-0335

Greenville Blvd @ US 264 02-0271

MLK Jr. Hwy @ Old Creek Rd 02-0594

MLK Jr. Hwy @ Grady White Rd 02-0566
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MLK Jr Hwy @ Staton Rd 02-0740

MLK Jr. Hwy @ SR 1590 (DSM) 02-0609

Evans St @ Martinsborough Rd 02-0846

NC 11-Winterville Pkwy @ Central Park Dr/Beacon 
Dr

02-0863

10th St @ Oakdowne Way 02-0878

Arlington Blvd @ NC 43 02-0867

Fire Tower Rd @ Pine Branches Cl 02-0870

Fire Tower Rd @ Bayswater Rd 02-0871

Fire Tower Rd @ Ashcroft Dr/Bayswater Rd 02-0869

Evans St @ South Hall Cl 02-0877

Memorial Dr @ Tice Rd/Whitley Dr 02-0881

Evans St @ Regency Blvd 02-0884

10th St @ Parkside Dr 02-0895

Fire Tower Rd @ Whitley Dr 02-0898

10th St @ Silver Maple Ln 02-0909

NC 43 (Charles Blvd) @ Signature Dr 02-0908

10th St at 14th Street 02-0893

10th St at Line Ave / Bancroft Ave 02-0892

Greenville Blvd @ Williams Rd 02-0910

          

          

          

          

          

TOTAL NUMBER OF SIGNALS 99
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NORTH CAROLINA

PITT COUNTY

MUNICIPAL OPERATIONS – COMPUTER, 
COMMUNICATIONS, EQUIPMENT, AND SYSTEM 
OPERATIONS FOR COMPUTERIZED TRAFFIC SIGNAL 
SYSTEM AGREEMENT

SCHEDULE D

DATE:  4/22/2020

NORTH CAROLINA DEPARTMENT OF 
TRANSPORTATION

AND WBS Element: 2.1074SM

CITY OF GREENVILLE

THIS AGREEMENT is made and entered into on the last date executed below, by and between the 

North Carolina Department of Transportation, an agency of the State of North Carolina, hereinafter 

referred to as the “Department” and the City of Greenville hereinafter referred to as the “Municipality.”

W I T N E S S E T H:

WHEREAS, the provisions of the North Carolina General Statute (NCGS) §136-18 and §136-66.1 

authorize the Municipality to contract with the Department for the installation, repair, operations and 

maintenance of highway signs and markings, electric traffic signals, and other traffic control devices 

on State Highway System streets within the Municipality; and,

WHEREAS, the Department and the Municipality have a mutual interest in the efficient and effective 

operation of traffic signals within the Municipality; and,

WHEREAS, the Department and the Municipality recognize that each party to this Agreement has an 

obligation and responsibility to provide for the safe, orderly, and efficient flow of traffic on their 

respective street systems; and,

WHEREAS, the Municipality finds that it is in the best public interest to enter into an Agreement with 

the Department to operate the computerized traffic signal system; and,

WHEREAS, the Department finds it desirable and advantageous to reimburse the Municipality for 

costs incurred, when the Municipality operates that portion of the computerized traffic signal system 

that is on the State Highway System within or near the Municipality;

NOW, THEREFORE, the Department and the Municipality do hereby agree as follows:

1. GENERAL PROVISIONS

 

Attachment Number 2       Page 1 of 29 Item #5



�������� �� � ���� Page 2 of 29

COMPLIANCE WITH STATE/FEDERAL POLICY 

The Municipality and/or its agent, including all contractors, subcontractors, or sub-recipients shall 

comply with all applicable Federal and State policies and procedures, stated both in this 

Agreement and in the Department’s guidelines and procedures. 

FAILURE TO COMPLY - CONSEQUENCES

Failure on the part of the Municipality to comply with any of the provisions of this Agreement will 

be grounds for the Department to terminate participation in the costs of the Project and, if 

applicable, seek repayment of any reimbursed funds.

2. SCOPE OF THE PROJECT 

The Municipality shall operate the computerized traffic signal system as defined in the 

Appendices and as indicated hereinafter.

TIMING PLANS

A. The Municipality shall be responsible for the evaluation and preparation of timing plans at all 

intersections in the traffic signal system.  All traffic data needed for the evaluation and 

development of timing plans will be obtained by the Municipality whenever possible.  The 

Municipality will notify the Department of any additional data that is required to evaluate and 

prepare the necessary timing plans.  The Department shall, upon request, make available to 

the Municipality all current traffic count data for the existing signals.

B. The timing plans affecting intersections on the State Highway System, utilized in system 

operation, will be subject to the approval of the Department and will reflect the needs of traffic 

on both the State Highway System and the Municipality’s System.  In the event the 

Department and the Municipality cannot agree on the selection of a given timing plan, the 

decision of the Department will be final.

ONGOING OPERATION OF THE SIGNAL SYSTEM

C. The Municipality shall not install any traffic control devices, nor make any traffic signal 

phasing changes, on any State Highway System street without the prior approval of the 

Department, pursuant to NCGS §20-169.

D. The Municipality shall operate the signal system in accordance with North Carolina General 

Statutes, the Department’s current policies and guidelines as included in the Appendices, and 

all local codes and ordinances.  If, in the opinion of the Department, the Municipality does not 

Attachment Number 2       Page 2 of 29 Item #5



������� ! "# $ %&'( Page 3 of 29

operate the signal system in accordance with the specified criteria, the Department shall have 

the right to enter into a separate operational agreement with a private contractor and deduct 

these costs from the Department’s pro-rata share under this Agreement, or from the funds 

allocated under NCGS §136-41.1.

E. The Department shall review and concur with any contract entered into by the Municipality for 

the operation of any item(s).

Any contract entered into with another party to perform work associated with the 

requirements of this Agreement shall contain appropriate provisions regarding the 

utilization of Minority Business Enterprises/Women Business Enterprises 

(MBE/WBE), or as required and defined in NCGS 143-128.2 – 128-4 and the North 

Carolina Administrative Code.  These provisions are incorporated into this Agreement 

by reference https://connect.ncdot.gov/municipalities/Pages/Bid-Proposals-for-

LGA.aspx. 

The Municipality shall not advertise nor enter into a contract for services performed as 

part of this Agreement, unless the Department provides written approval of the 

advertisement or the contents of the contract.

If the Municipality fails to comply with these requirements, the Department will withhold 

funding until these requirements are met.

F. The Municipality agrees to an annual audit of the performance of intersection equipment and 

systems.  The audit is to be performed by the Department and the Municipality.

3. TIME FRAME 

This agreement shall be for the current state fiscal year, beginning 7/1/2020 and ending 

6/30/2021. At the end of the state fiscal year, the provision of services and quality of results may 

be reviewed by the Department and Municipality.  The Agreement may be extended for additional 

fiscal years, contingent upon the availability of NCDOT maintenance funds by the General 

Assembly.  Extensions may be made in one (1) year increments, incorporating any mutually 

agreed upon adjustments, up to a total of five (5) years with the end of the final fiscal year of 

service being 6/30/2026.  On behalf of the Municipality, extensions may be authorized and 

executed by the Town/City Manager and/or Mayor without further resolution of the Town/City 

Council.  The agreement may be terminated by either party upon a thirty (30) day written notice.

A. Upon termination of each year of service, and in connection with each extension of this 

Agreement, the Municipality may request an adjustment of the annual rates based on actual 

Attachment Number 2       Page 3 of 29 Item #5



)*+,,-,/0 12 3 4567 Page 4 of 29

cost records for the prior years.  This request must indicate the new rate for each Schedule D 

item.  Each rate must be verifiable by time sheets, salary rates, materials, equipment, and 

other qualifying costs in conformance with the standards of allowable of costs set forth in the 

Office of Management and Budget (OMB) Circular A-87.  This shall be actual cost incurred 

with the exception of equipment owned by the Municipality.  Reimbursement for the rates of 

equipment owned by the Municipality cannot exceed the Department’s rates in effect for the 

time period in which the work is performed.

B. The cost records may be audited by the Department to determine any adjustments or 

revisions in the new rates.

4. FUNDING

The eligible costs of this Project will be reimbursed from State funding.

5. REIMBURSEMENT

The Department shall reimburse the Municipality quarterly, based on an annual amount, for the 

operation of the computerized traffic signal system as included below:

ELIGIBLE COSTS

A. The reimbursement rates in this Agreement represent the Department’s pro-rata share of the 

operational cost, which is based on the ratio of the number of State System intersections to 

the total number of intersections in the computerized traffic signal system.  The Municipality 

shall maintain a current inventory list of all traffic signals within the system, and classify as 

city- or state-owned.  The current inventory list, as included in the Appendices of this 

Agreement, will be used to determine the Department’s pro-rata share.

B. The Department shall reimburse the Municipality based on the annual operational amount of 

the computerized traffic signal system as included in the Appendices of this Agreement.  This 

total amount includes the Department’s pro-rata share of cost, as included in Provision 5A, 

for the salary, payroll additives of a System Operations Manager(s), Systems Operations 

E/*8/,,+9:; <+=>>8? Signals System Specialist(s), or equivalent.  These positions, at a 

minimum, shall exhibit the qualifications and perform the duties as included in the 

Appendices.  The cost of the System Operations Manager(s), Systems Operations 

Engineer(s) Traffic Signals System Specialist(s), or equivalent, shall be based on the pro-rata 

share of time dedicated to the operation of the system.
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C. The Department shall reimburse the Municipality for operation of the Central Computer and 

Associated Hardware, CCTV Camera System, Communications Infrastructure, system 

detectors and other associated central and system field equipment.  The Municipality shall be 

responsible for providing all needed replacement parts and equipment.  Under this 

Agreement, the Department will reimburse the Municipality for its pro-rata share of the 

replacement or repair costs necessary for maintaining operability and any equipment 

included herein.

D. The Municipality will not receive an annual reimbursement for fiber optic communications 

cable and CCTV cameras.  The Department will reimburse the Municipality its pro-rata share 

of the actual costs for the emergency restoration of fiber optic communications and CCTV 

cameras. This cost shall include: fiber optic cable, interconnect centers, splice trays, fusion 

splicing, transceivers, Ethernet switches, labor, etc.

E. Said reimbursement shall be limited to operational costs, which would include tasks 

associated with insuring the continuous, safe and efficient operation of traffic signals, traffic 

signal systems, and control facilities.  Examples include, but are not limited to, emergency 

repairs to system components, periodic evaluation and adjustment to operational timing 

parameters, computer system and software upgrades, operational upgrades to maintain or 

improve safety or efficiency, etc.

F. The Department will not reimburse operational costs for activities that do not have a direct 

and immediate effect on the continuous, safe and efficient operation of traffic signals, traffic 

signal systems, and control facilities including, but not limited to, painting of poles and signal 

cabinets, vegetation control adjacent to facilities, interior and exterior care of traffic control 

centers and parking areas, furniture for traffic control centers, etc.

G. The Municipality agrees that it shall bear all costs for which it is unable to substantiate actual 

costs.

H. Any costs incurred by the Municipality prior to written notification by the Department to 

proceed with the work shall not be eligible for reimbursement. 

I. The Department will reimburse the Municipality for its pro-rata share, as specified in the 

Appendices, for any Signal Systems operational contract in which it concurs.  The 

Department shall have access to the contractor’s records and documentation for audit, which 

pertains to any rates billed to the Municipality for the operation of those items for a period of 

five (5) years from the date of the final payment made under this agreement.
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J. Equipment secured as a non-participating item by the Department (100% Municipality costs) 

will continue as non-participating items with respect to operations.  The Department’s Division 

Engineer will provide the necessary documentation for non-participating items.

PROCESS

K. The Municipality shall submit a quarterly itemized invoice including the certified status report 

to the Department for said costs no later than three (3) months after the scheduled quarterly 

invoicing date.  This invoice will reflect the balance between the quarterly payments issued by 

the Department and the total amount not to exceed $90,000, unless additional 

reimbursements are approved by the Department.  All final invoices must be submitted within 

one (1) year after the work is performed or said work will be considered non-billable and will 

not be paid for by the Department.  The Department, at its option, may elect to increase the 

reimbursement rates up to three percent (3%) each year in consideration of inflation rates 

and cost increases, subject to the availability of funds and the performance of the 

Municipality.

L. The Department shall reimburse the Municipality upon approval by the Department’s Division 

Engineer and the Fiscal Management Section.

6. FORCE ACCOUNT

Work performed by the Municipality’s own forces is considered force account work.  Force 

account work is only allowed when 1) there is a finding of cost effectiveness for the work to be 

performed by some method other than contract awarded by competitive bidding process, and 2) 

the force account work is in compliance with NC General Statute 143-135, found at 

www.ncleg.net/gascripts/Statutes/Statutes.asp^  Written approval from the Division Engineer is 

required prior to the use of force account by the Municipality.  Said invoices for force account 

work shall show a summary of labor, labor additives, equipment, materials and other qualifying 

costs in conformance with the standards for allowable costs set forth in Office of Management 

and Budget (OMB) Circular A-87 (http://www.whitehouse.gov/omb/circulars_a087_2004/_^  

Reimbursement shall be based on actual cost incurred with the exception of equipment owned by 

the Municipality or its Project partners.  Reimbursement rates for equipment owned by the 

Municipality or its Project partners cannot exceed the Department's rates in effect for the time 

period in which the work is performed, nor the maximum amount included in Appendix VI.

EMERGENCY WORK

Under current Department policy, if force account work is necessary and performed by the 

Municipality during emergency occurrences or occurrences that endanger public safety, 
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additional information shall be submitted to document the emergency situation, actions taken 

during the occurrence and the resolution with each quarterly invoice.  Approval must be obtained 

from the Department Division Engineer before reimbursement is made.

7. RECORDS AND REPORTS 

A. The Municipality shall furnish the Department’s Division Engineer a certified quarterly status 

report that details the operation of the signal system.  The status report shall be certified in 

writing by the Systems Operations Engineer and shall indicate intersection failures, local and 

system detector failures, the percentage of time the computer system was off-line, the repairs 

that were made and the dates of said repairs/replacements.  The quarterly report shall also 

identify any new/deleted intersections in the traffic signal system and all traffic signal timing 

optimization performed.  The Department’s Division Engineer will provide detailed guidance 

and reporting forms for the Municipality.

B. In accordance with NCGS §159-34, the Municipality shall arrange for an independent 

financial and compliance audit of its fiscal operations.  The Municipality shall furnish the 

Department with a copy of the independent audit report within thirty (30) days of completion 

of the report, but not later than nine (9) months after the Municipality fiscal year ends.

C. The Municipality shall keep and maintain all books, documents, papers, accounting records, 

other such cost records and supporting documentation and evidence as may be appropriate 

to substantiate costs incurred under this Agreement.  Further, the Municipality shall make 

such materials available at its office at all reasonable times during the Agreement period, and 

for three (3) years from the date of the final payment made under this agreement, for 

inspection and audit by the Department’s Division Engineer and Financial Management 

Division and FHWA.

8. ADDITIONAL PROVISIONS

A. This Agreement does not transfer legal control of, or responsibility, or legal liability for the 

State Highway System roads described herein to the Municipality, nor does it prohibit the 

Department from taking any action or undertaking any responsibilities with regard to such 

roads.  This Agreement is solely for the benefit of the Municipality and the Department and 

not for the benefit of any other persons including, but not limited to, members of the public or 

users of the State Highway System roads, and no third party rights are created, or intended 

to be created, by this Agreement.
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B. The Municipality shall comply with Title VI of the Civil Rights Act of 1964, (Title 49 CFR, 

Subtitle A, Part 21).  Title VI prohibits discrimination on the basis of race, color, national 

origin, disability, gender, and age in all programs or activities of any recipient of Federal 

assistance.

C. It is the policy of the Department not to enter into any agreement with another party that has 

been debarred by any government agency (Federal or State).  The Municipality certifies, by 

signature of this agreement, that neither it nor its agents or contractors are presently 

debarred, suspended, proposed for debarment, declared ineligible or voluntarily excluded 

from participation in this transaction by any Federal or State Department or Agency.

D. The Municipality shall certify to the Department compliance with all applicable Federal and 

State laws and regulations and ordinances and shall indemnify the Department against any 

fines, assessments or other penalties resulting from noncompliance by any entity performing 

work under contract with the Municipality.

E. The Municipality is solely responsible for all agreements, contracts, and work orders entered 

into or issued by the Municipality for this Project.  The Department shall not be held liable by 

the Municipality for any expenses or obligations incurred for the Project except those 

specifically eligible for the funds and obligations as approved by the Department under the 

terms of this Agreement.  The Department shall not reimburse the Municipality any costs that 

exceed the total funding at any time.

F. The Municipality will indemnify and hold harmless the Department, FHWA, and the State of 

North Carolina, their respective officers, directors, principals, employees, agents, successors, 

and assigns from and against any and all claims for damage and/or liability in connection with 

the project activities performed pursuant to this Agreement including construction of the 

Project.  The Department shall not be responsible for any damages or claims for damages, 

which may be initiated by third parties.

G. The Department must approve any assignment or transfer of the responsibilities of the 

Municipality set forth in this Agreement to other parties or entities.

H. This Agreement contains the entire agreement between the parties and there are no 

understandings or agreements, verbal or otherwise, regarding this Agreement except as 

expressly set forth herein.

I. The parties hereby acknowledge that the individual executing the Agreement on their behalf 

is authorized to execute this Agreement on their behalf and to bind the respective entities to 
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the terms contained herein and that he has read this Agreement, conferred with his attorney, 

and fully understands its contents.

J. A copy or facsimile copy of the signature of any party shall be deemed an original with each 

fully executed copy of the Agreement as binding as an original, and the parties agree that this 

Agreement can be executed in counterparts, as duplicate originals, with facsimile signatures 

sufficient to evidence an agreement to be bound by the terms of the Agreement.

K. By Executive Order 24, issued by Governor Perdue, and N.C. G.S.§133-32, it is unlawful for 

any vendor or contractor ( i.e. architect, bidder, contractor, construction manager, design 

professional, engineer, landlord, offeror, seller, subcontractor, supplier, or vendor), to make 

gifts or to give favors to any State employee of the Governor’s Cabinet Agencies (i.e., 

Administration, Commerce, Environmental Quality, Health and Human Services, Information 

Technology, Military and Veterans Affairs, Natural and Cultural Resources, Public Safety, 

Revenue, Transportation, and the Office of the Governor).
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IN WITNESS WHEREOF, this Agreement has been executed, in duplicate, the day and year 

heretofore set out on the part of the Department and the Municipality by authority duly given.

ATTEST: CITY OF GREENVILLE

BY: ______________________________ BY: _____________________________________

TITLE: _____________________________ TITLE: ___________________________________

DATE: _____________________________ DATE: ___________________________________

N.C.G.S. § 133-32 and Executive Order 24 prohibit the offer to, or acceptance by, any State 

Employee of any gift from anyone with a contract with the State, or from any person seeking to do 

business with the State.  By execution of any response in this procurement, you attest, for your entire 

organization and its employees or agents, that you are not aware that any such gift has been offered, 

accepted, or promised by any employees of your organization.

This Agreement has been pre-audited in the manner 

required by the Local Government Budget and 

Fiscal Control Act.

BY:  _____________________________________
(SEAL) (FINANCE OFFICER)

Remittance Address:

City of Greenville

_________________________________________

_________________________________________

DEPARTMENT OF TRANSPORTATION

BY:  _____________________________________
(CHIEF ENGINEER)

DATE: ___________________________________

PRESENTED TO BOARD OF TRANSPORTATION ITEM O: ________________________________
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APPENDIX I

MUNICIPAL OPERATIONS AGREEMENT – SCHEDULE DCITY OF GREENVILLE

Traffic Signal System Operations

NOTE: The Department requires the Municipality to maintain a Level of Service “C”, or “good”, in 

order to provide reimbursement.  If the operation falls below a Level of Service “C”, or “good”, then 

the Department may withhold reimbursement under this Agreement.  If the Municipality operates at a 

higher level of service, the Department will not reimburse these costs.

Levels of Service

¦§¨§©ª«¬ª§®¨¯°§ ±²³

1. All of the signalized intersections in the Municipality’s jurisdiction are monitored by the 

system.  All of the signalized intersections are actively controlled for at least some periods of 

the day (e.g. timing plans are developed and implemented).

2. All timing plans and day plans are evaluated on intervals of no greater than six months.  On 

corridors with a significant annual growth in traffic volume (> 5.0%), new timing plans are 

identified annually.  Required new plans are developed and implemented within three 

months of identification.

3. The Municipality has an active traffic data collection program that includes turning movement 

counts at all signalized intersections; the collection of average daily traffic counts; and 

performs travel-time/delay studies on all subsystems at a minimum of every two years.  

This data is used to evaluate system operations and performance.

4. Timing plans for newly installed intersections are implemented in conjunction with the 

installation of the traffic signal.

5. The Municipality has an active, on-going operational performance program for operation of 

the traffic signal system in which system communication components and central site 

hardware is tested and evaluated on intervals of no less than two times per year.

6. A minimum of 90% of all system detectors are operational at any given time.  The maximum 

time to repair failed detection devices is 30 calendar days.

7. The control center is staffed by qualified personnel during the AM & PM peak hours, and 

during other times of high traffic volumes (e.g. special events).

8. The Municipality uses traffic responsive timing plans where appropriate and continually 

monitors and updates the thresholds.
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APPENDIX I

MUNICIPAL OPERATIONS AGREEMENT – SCHEDULE D

Traffic Signal System Operations

Level-of-service “B” 

1. Essentially all (+90%) of the signalized intersections in the Municipality’s jurisdiction are 

monitored by the system.  Practically all (+95%) of the monitored signalized intersections are 

actively controlled. 

2. All timing plans and day plans are evaluated on intervals of no greater than 12 months.  On 

corridors with a significant annual growth in traffic volume (> 5.0%), new timing plans are 

identified annually.  Required new plans are developed and implemented within three 

months of identification.

3. The Municipality has an active traffic data collection program that includes turning movement 

counts at all signalized intersections; the collection of average daily traffic counts; and 

performs travel-time/delay studies on all subsystems at a minimum of every two years.  

This data is used to evaluate system operations and performance.

4. Timing plans for newly installed intersections are implemented in conjunction with the 

installation of the traffic signal.

5. The Municipality has an active, on-going operational performance program for operation of 

the traffic signal system in which system communication components and central site 

hardware is tested and evaluated on intervals of no less than two times per year.

6. A minimum of 85% of all system detectors is operational at any given time.  The maximum 

time to repair failed detection devices is 30 calendar days.

7. The control center is staffed by qualified personnel during the AM & PM peak hours.  The 

operations staff is on-call during other times of expected high traffic volume.

8. The Municipality uses traffic responsive timing plans where appropriate.  Threshold values 

are evaluated annually.
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APPENDIX I

MUNICIPAL OPERATIONS AGREEMENT – SCHEDULE D

Traffic Signal System Operations

Level-of-service “C” 

1. The vast majority (+80%) of the signalized intersections in the Municipality’s jurisdiction are 

monitored by the system.  The only traffic signals not monitored are those whose lack of 

proximity does not lend them to cost-effective communication.  The vast majority (+80%) of 

monitored signals are actively controlled by the system.

2. All timing plans and day plans are evaluated on intervals of no greater than 18 months.  On 

corridors with a significant annual growth in traffic volume (> 5.0%), new timing plans are 

identified annually.  On average, required new plans are developed and implemented within 

six months of identification.

3. The Municipality obtains the data that is used to evaluate system operations and 

performance.

4. Timing plans for newly installed intersections are implemented within 30 calendar days of 

the installation of the traffic signal.

5. The Municipality has an active, on-going operational performance program for operation of 

the traffic signal system in which system communication components and central site 

hardware is tested and evaluated on intervals of no less than two times per year.

6. A minimum of 80% of all system detectors are operational at any given time.  The maximum 

time to repair failed detection devices is 60 calendar days.

7. The control center is staffed by qualified personnel during the AM & PM peak hours.  The 

operations staff is on-call during other times of expected high traffic volume.

8. The Municipality uses traffic responsive timing plans where appropriate.  Threshold values 

are evaluated annually.
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APPENDIX I

MUNICIPAL OPERATIONS AGREEMENT – SCHEDULE D

Traffic Signal System Operations

Level-of-service “D”

1. Most (+60%) of the signalized intersections in the Municipality’s jurisdiction are monitored by 

the system.  Signalized intersections that are in close proximity to other signalized 

intersections (<0.5 mile) are in operation but are not monitored by the system.  Most (+60%) 

of the monitored signals are actively controlled by the system.

2. All timing plans and day plans are evaluated on intervals of no greater than 24 months.  On 

corridors with a significant annual growth in traffic volume (> 5.0%), new timing plans are 

identified on intervals of no greater than two years.  New plans are developed and 

implemented within 12 months of identification.

3. The Municipality obtains the data is used to evaluate system operations and performance.

4. Timing plans for newly installed intersections are implemented within 60 calendar days of 

the installation of the traffic signal.

5. The Municipality has an active, on-going operational performance program for operation of 

the traffic signal system in which system communication components and central site 

hardware is tested and evaluated on intervals of no less than one time per year.

6. A minimum of 60% of all system detectors are operational at any given time.  The maximum 

time to repair failed detection devices is 90 calendar days.

7. The control center is staffed during either the AM or PM peak hour; whichever is the highest 

volume period.

8. The Municipality has not evaluated the use of traffic responsive timing plans.
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APPENDIX I

MUNICIPAL OPERATIONS AGREEMENT – SCHEDULE D

Traffic Signal System Operations

Level-of-service “F” 

1. Less than half (<50%) of the signalized intersections in the Municipalities’ jurisdiction are 

monitored by the system.  Signalized intersections that are in close proximity to other 

signalized intersections (<0.5 mile), are in operation but are not monitored by the system.  

Most (+60%) of the monitored signals are actively controlled by the system.

2. All timing plans and day plans are evaluated on intervals greater than 30 months.  On 

corridors with a significant annual growth in traffic volume (> 5.0%), new timing plans are 

identified on intervals of no greater than two years.  On average, new plans are developed 

and implemented on intervals not to exceed 18 months after identification.

3. The Municipality does not collect data to evaluate system performance and retime signals.  

All data used is provided by others.

4. Timing plans for newly installed intersections are implemented more than 90 calendar days 

after installation of the traffic signal.

5. The Municipality does not have an active, on-going operational performance program for 

operation of the traffic signal system in which system communication components and central 

site hardware is tested and evaluated. The Municipality provides emergency restoration only 

for system communication and hardware components.

6. A minimum of 50% of all system detectors are operational at any given time.  The maximum 

time to repair failed detection devices is 120 calendar days.

7. The control center is staffed during either the AM or PM peak hour; whichever is the highest 

volume period.

8. The Municipality has not evaluated the use of traffic responsive timing plans.
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APPENDIX II

MUNICIPAL OPERATIONS AGREEMENT – SCHEDULE D

SIGNALS LIST - CITY OF GREENVILLE 

úûüýþÿ ÿS�þ�ûSý CITY ID STATE ID

Reade St @ 3rd St 1      

Cotanche St @ 3rd St 2      

Washington St @ 3rd St 3      

Washington St @ 4th St 4      

5th St @ Reade Circle 7      

5th St @ Cotanche St 8      

5th St @ Evans St 9      

5th St @ Washington St 10      

Reade St @ Cotanche St 11      

Reade St @ Evans St 12      

Pitt St/Reade Circle @ Dickinson Ave      02-0010

5th St @ Greene St         14      

Pitt St @ 3rd St                   15      

Greene St @ 3rd St                16      

Pitt St @ 1st St                      17      

Greene St @ 1st St                18      

5th St @ Albemarle Ave      02-0023

5th St @ Pitt St               20      

10th St @ Charles Blvd      02-0017

10th St @ Charles St      02-0018

10th St @ Evans St      02-0016

Charles Blvd @ Fire Tower Rd      02-0354

Arlington Blvd @ Fire Tower Rd      02-0493

Arlington Blvd @ Red Banks Rd 26      

Greenville Blvd @ Charles Blvd      02-0001

Greenville Blvd @ Arlington Blvd      02-0034

Greenville Blvd @ Elm St      02-0054

Greenville Blvd @ Greenville Mall      02-0142

Charles Blvd @ Red Banks Rd      02-0334

Arlington Blvd @ Evans St      02-0322

Greenville Blvd @ Red Banks Rd      02-0400

Memorial Dr @ Greenville Blvd      02-0002

Greenville Blvd @ Evans St      02-0027

Greenville Blvd @ Hooker Rd      02-0061

Memorial Dr @ Club Pines Dr      02-0333

Memorial Dr @ Country Club Dr      02-0424

Memorial Dr @ Mall Dr      02-0497
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Greenville Blvd @ Landmark St      02-0531

Greenville Blvd @ Bismarck St      02-0554

Memorial Dr @ Westhaven Rd      02-0557

Evans St @ Red Banks Rd      02-0768

Memorial Dr @ Thomas Langston Rd      02-0677

Greenville Blvd @ Mall Dr      02-0777

Hooker Rd @ Pendleton St 46      

Arlington Blvd @ Hooker Rd 47      

Arlington Blvd @ Dickinson Ave      02-0634

Memorial Dr @ Arlington Blvd      02-0368

Moye Blvd @ Farm Dr 50      

Memorial Dr @ Dickinson Ave      02-0003

Memorial Dr @ 3rd St      02-0049

Memorial Dr @ Stantonsburg Rd      02-0053

Memorial Dr @ 5th St      02-0090

Stantonsburg Rd @ Moye Blvd      02-0318

Memorial Dr @ Moye Blvd      02-0432

Stantonsburg Rd @ Allen Rd      02-0500

Stantonsburg Rd @ W.H. Smith Blvd      02-0503

Stantonsburg Rd @ Arlington Blvd      02-0635

Hooker Rd/Moye Blvd @ Dickinson Ave      02-0004

Stantonsburg Rd @ Wellness Dr      02-0874

Memorial Dr @ Reedy Branch Rd      02-0600

NC 11 Winterville Pkwy @ Fire Tower Rd      02-0426

NC 11 Winterville Pkwy @ Davenport Farm Rd      02-0541

NC 11 Winterville Pkwy @ Forlines Rd      02-0669

NC 11 Winterville Pkwy @ NC 903/Main St      02-0536

Stantonsburg Rd @ B's BBQ Rd      02-0496

Greenville Blvd @ 14th St      02-0037

14th St @ Elm St      02-0026

10th St @ Ormond Way      02-0678

10th St @ College Hill Dr      02-0021

10th St @ Elm St      02-0022

5th St @ Elm St 73      

4th St @ Elm St 74      

1st St @ Elm St 75      

Greenville Blvd @ Eastbrook Dr      02-0782

Greenville Blvd @ Moseley Dr      02-0576

Greenville Blvd @ 10th St      02-0039

10th St @ 5th St      02-0052

10th St (NC 33) @ Portertown Rd      02-0077

Evans St @ Fire Tower Rd      02-0422

Corey Rd @ Fire Tower Rd      02-0717

14th St @ York Rd      02-0668

14th St @ Red Banks Rd      02-0425

14th St @ Fire Tower Rd      02-0604

14th St @ Charles Blvd      02-0019
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14th St @ Evans St      02-0020

14th St @ Dickinson Ave      02-0006

Dickinson Ave @ Grande Ave      02-0007

10th St @ 14th St      02-0893

10th St @ Line Ave/Bancroft Ave      02-0892

5th St @ 14th St @ Tyson St      02-0024

5th St @ Moye Blvd      02-0319

14th St @ Fleming St @ Tyson St 94      

14th St @ Chestnut St 95      

3rd St @ Tyson St 96      

5th St @ Founders Dr 97      

4th St @ Hickory St 98      

10th St (NC 33) @ Oxford Rd      02-0579

Memorial Dr @ Airport Rd      02-0051

Memorial Dr @ Belvoir Rd      02-0033

Greene St @ Airport Rd      02-0025

Greene St @ Belvoir Rd      02-0048

Memorial Dr @ Greene St      02-0417

Memorial Dr @ Staton Rd      02-0399

Memorial Dr @ Staton House Rd      02-0499

Memorial Dr @ US 264 EB Ramp      02-0605

Memorial Dr @ US 264 WB Ramp      02-0606

Memorial Dr @ NC 903/Stokes Highway/Briley Rd      02-0335

Greenville Blvd @ US 264      02-0271

MLK, Jr. Highway @ Old Creek Rd      02-0594

MLK, Jr. Highway @ Grady White Rd      02-0566

MLK, Jr. Highway @ Staton Rd      02-0740

MLK, Jr. Highway @ SR 1590 (DSM)      02-0609

Evans St @ Martinsborough Rd      02-0846

NC 11 Winterville Pkwy @ Beacon Dr/Sam's Club      02-0863

10th St @ Oakdowne Way      02-0878

Arlington Blvd @ Heart Dr (previously 02-0866) 120      

Arlington Blvd @ NC 43/5th St      02-0867

Fire Tower Rd @ Pine Branches      02-0870

Fire Tower Rd @ Bayswater Rd      02-0871

Fire Tower Rd @ Evans Dr/Ashcroft Dr      02-0869

Evans St @ South Hall Cl      02-0877

Memorial Dr @ Tice/Whitley Dr 02-0881

Evans St @ Regency Blvd      02-0884

10th St @ Parkside Dr      02-0895

Fire Tower Rd @ Whitley Dr      02-0898

Charles Blvd @ Signature Dr      02-0908

10th St @ Silver Maple Ln      02-0909

Greenville Blvd @ Williams Rd      02-0910
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TOTAL NUMBER OF CITY SIGNALS 29

T+T,- ./0123 +4 STATE SIGNALS 99

TOTAL NUMBER OF ALL SIGNALS 128

PRO-RATA SHARE 

56789:;8 9

DIVIDE NUMBER OF STATE SIGNALS BY THE 

TOTAL NUMBER OF ALL SIGNALS 77%
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APPENDIX III

MUNICIPAL OPERATIONS AGREEMENT – SCHEDULE D

CCTV CAMERA LIST - CITY OF GREENVILLE

CCTV LOCATION KKLM NO P

5th St. at Evans St. 1

Arlington Blvd. at Evans St. 2

Greenville Blvd. at Evans St. 3

Greenville Blvd. at Charles St. 4

10th St. at Evans St. 5

Memorial Dr. at Stantonsburg Rd. 6

Arlington Blvd. at Stantonsburg Rd. 7

Memorial Dr. at Fire Tower Rd. 8

10th St. at Greenville Blvd. 9

US264 at Memorial Dr. 10

Dickinson Ave. at Hooker Rd. 11

Fire Tower Rd. at Evans St. 12

          

          

          

          

          

          

          

          

          

          

          

TOTAL NUMBER OF CCTV CAMERAS: 12
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APPENDIX IV

MUNICIPAL OPERATIONS AGREEMENT – SCHEDULE D

DETECTOR LIST - CITY OF GREENVILLE 

abcbdcef gedhciej DET. ID #

Vacant 1

Vacant 2

Memorial at Reedy Branch (NB Memorial center) 3

Memorial at Thomas Langston (SB Memorial center) 4

Greenville at Memorial (SB Memorial center) 5

 Greenville at Memorial (EB Greenville inside) 6

Vacant 7

Greenville at Elm (WB Greenville outside) 8

Greenville at Mall Entrance (EB Greenville outside) 9

Greenville at Mall Entrance (WB Greenville outside) 10

Greenville at Hooker (WB Greenville inside) 11

Greenville at Evans (EB Greenville inside) 12

Greenville at Evans (WB Greenville outside) 13

Greenville at Red Banks (WB Greenville outside) 14

Greenville at Arlington (EB Greenville outside) 15

Greenville at Charles (SB Charles inside) 16

Greenville at Charles (EB Greenville outside) 17

Greenville at Arlington (WB Greenville outside) 18

Greenville at Charles (EB Greenville inside) 19

Charles at Red Banks (NB Charles outside) 20

Arlington at Red Banks (EB Red Banks outside) 21

Arlington at Red Banks ( WB Red Banks outside) 22

Arlington at Red Banks (NB Arlington outside) 23

Arlington at Evans (SB Evans inside) 24

Arlington at Evans (EB Arlington inside) 25

Greenville at Charles (SB Charles inside) 26

Arlington at Evans (SB Evans outside) 27

Arlington at Evans (EB Arlington outside) 28

Vacant 29

Charles at Red Banks (NB Charles inside) 30

Arlington at Red Banks (WB Red Banks inside) 31

Arlington at Red Banks (EB Red Banks Inside) 32

Arlington at Red Banks (NB Arlington inside) 33

Greenville at Evans (EB Greenville inside) 34

Greenville at Evans (WB Greenville outside) 35

Greenville at Memorial (EB Greenville outside) 36

Greenville at Memorial (SB Memorial inside) 37
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Greenville at Memorial (SB Memorial outside) 38

Greenville at Mall Dr (EB Grenville inside) 39

Memorial at Thomas Langston (SN Memorial inside) 40

Memorial at Thomas Langston (SB Memorial outside) 41

Memorial at Thomas Langston (NB Memorial inside) 42

Memorial at Thomas Langston (NB Memorial middle) 43

Memorial at Thomas Langston (NB Memorial outside) 44

Vacant 45

Vacant 46

Vacant 47

Vacant 48

Vacant 49

Vacant 50

Vacant 51

Vacant 52

Vacant 53

Vacant 54

Vacant 55

Memorial at NC903 (NB Memorial inside) 56

Memorial at NC903 (MB Memorial outside) 57

Greenville at Arlington (WB Greenville inside) 58

Greenville at Arlington (WB Greenville outside) 59

Memorial at Tice/Whitley (SB Memorial inside) 60

Memorial at Tice/Whitley (SB Memorial center) 61

Memorial at Tice/Whitley (SB Memorial outside) 62

Memorial at Tice/Whitley (NB Memorial inside) 63

Memorial at Tice/Whitley (NB Memorial center) 64

Memorial at Tice/Whitley (NB Memorial outside) 65

10th at Oakdown (WB 10th inside) 66

10th at Oakdown (WB 10th outside) 67

10th at Oakdown (EB 10th Inside) 68

10th at Oakdown (EB 10th outside) 69

Stantonsburg at Moye (EB Stantonsburg inside) 70

Stantonsburg at Moye (EB Canonsburg outside) 71

Stantonsburg at Moye (WB Stantonsburg outside) 72

Stantonsburg at Moye (WB Stantonsburg outside) 73

TOTAL NUMBER OF DETECTORS: 58
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APPENDIX V

MUNICIPAL OPERATIONS AGREEMENT – SCHEDULE D

POSITION QUALIFICATIONS CITY OF GREENVILLE

TRAFFIC SIGNAL SYSTEMS OPERATIONS MANAGER, OR EQUIVALENT

EDUCATION AND EXPERIENCE

Graduation from a four-year college or university with a major in Civil Engineering or 

equivalent or a minimum of 6 years of progressive transportation engineering experience; 

or an equivalent combination of training and directly related experience in traffic signal 

operations.

Operations experience and knowledge of ITS concepts, data communications, and 

computerized traffic signal systems equipment.

Excellent planning and organizational skills.  Excellent oral and written communications 

skills including the ability to make public presentations.

Working knowledge of the principles and practices of traffic signal timing and 

microcomputer applications of traffic signal optimization software (e.g., Synchro 3.2, 

PASSER-II, PASSER IV, TRANSYT 7F, NETSIM).

Working knowledge of AUTOCAD or MICROSTATION and PC-BASED programs 

including: MS Office (Word, Excel, Access, PowerPoint), GIS, and various software 

programs for traffic optimization and traffic analysis.

Regular NC driver's license required.

ESSENTIAL DUTIES

Oversees the activities of the computerized traffic signal system operation to ensure that 

all required functions, activities and tasks are performed in an effective, efficient and 

timely manner.  

Directly manages employees in a Transportation Management Center. Is responsible for 

the overall direction, coordination, and evaluation of the unit. 
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 APPENDIX V

MUNICIPAL OPERATIONS AGREEMENT – SCHEDULE D

POSITION QUALIFICATIONS

TRAFFIC SIGNAL SYSTEMS OPERATIONS MANAGER, OR EQUIVALENT

ESSENTIAL DUTIES (CONT’D)

Supervises staff in accordance with the organization's policies and applicable laws. 

Responsibilities include interviewing, hiring, and training employees; planning, assigning, 

and directing work; appraising performance; rewarding and disciplining employees; 

addressing complaints and resolving problems.

Works with supervisor to manage staffing and work assignments.  Supervises traffic 

signal staff by assigning tasks and reviewing work on a routine basis and provides 

ongoing guidance and feedback.

Provides oversight for field investigations, collection and analysis of traffic data and 

Measures of Effectiveness (MOEs), computes traffic parameters to refine signal timing 

programs for optimum systems timing efficiency and develops time-space diagrams.  

Ensures new signal timing plans created by changes in traffic flow patterns, land-use and 

population are implemented.

Responds to the complaints and concerns of the community regarding traffic signal 

design and intersection safety and efficiency. 

Reviews traffic signal designs for impact on general traffic flow and provides 

recommendations.
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APPENDIX V

MUNICIPAL OPERATIONS AGREEMENT – SCHEDULE D

POSITION QUALIFICATIONS

TRAFFIC SIGNAL SYSTEMS OPERATIONS ENGINEER, OR EQUIVALENT

EDUCATION AND EXPERIENCE

Graduation from a four-year college or university with a major in Civil Engineering and a 

minimum of 3 years of progressive transportation engineering experience; or an 

equivalent combination of training and directly related experience in traffic signal 

operations.

Operations experience and knowledge of ITS concepts, data communications, and 

computerized traffic signal systems equipment.

Outstanding planning and organizational skills.  Excellent oral and written 

communications skills including the ability to make public presentations.

Working knowledge of the principles and practices of traffic signal timing and 

microcomputer applications of traffic signal optimization software (e.g., Synchro 3.2, 

PASSER-II, PASSER IV, TRANSYT 7F, NETSIM).

Working knowledge of AUTOCAD or MICROSTATION and PC-BASED programs 

including: MS Office (Word, Excel, Access, PowerPoint), GIS, and various software 

programs for traffic optimization and traffic analysis.

Regular NC driver's license required.

ESSENTIAL DUTIES

Plans, organizes, and directs the activities of the computerized traffic signal system 

operation to ensure that all required functions, activities and tasks are performed in an 

effective, efficient and timely manner.

Performs field investigations, collects and analyzes traffic data and Measures of 

Effectiveness (MOEs), computes traffic parameters to refine signal timing programs for 

optimum systems timing efficiency and develops time-space diagrams.  Develops and 

implements new signal timing plans created by changes in traffic flow patterns, land-use 

and population.
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APPENDIX V

MUNICIPAL OPERATIONS AGREEMENT – SCHEDULE D

POSITION QUALIFICATIONS

TRAFFIC SIGNAL SYSTEMS OPERATIONS ENGINEER, OR EQUIVALENT

ESSENTIAL DUTIES (CONT’D)

Prepares and installs timing plans (traffic responsive and time-of-day/day-of-week) for all 

corridors; prepares and implements special event timing plans; and prepares temporary 

timing plans for failed detector locations.

Maintains system databases and modifies as necessary to allow for expansion; reviews 

and evaluates all signalized intersections for phasing optimization; provides system data 

for and assists with various traffic studies and analysis projects regarding the 

computerized traffic signal system.

Provides assistance to the transportation operations staff in diagnostic and operational 

activities.

Interacts with and uses the features of the signal system control software to develop and 

modify timing plans using PC-based timing plan software.

Manages the traffic signal system operational functions including: operation of the 

graphics monitoring databases; performing periodic schedule data backup; assures the 

periodic image and graphic backups are accomplished and safely stored.

Coordinates with the Department on roadway construction projects, which affect the 

traffic operations in the computerized traffic signal system.  Develops and implements 

temporary timing plan strategies for construction work zones, alternate routes, and 

incident diversion routes.

Maintains daily control logs, event logs, timing plan ledgers and daily summary reports.
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 APPENDIX V

MUNICIPAL OPERATIONS AGREEMENT – SCHEDULE D

POSITION QUALIFICATIONS

TRAFFIC SIGNAL SYSTEMS SPECIALIST, OR EQUIVALENT

EDUCATION AND EXPERIENCE:

Graduation from a two-year college or university and a minimum of 1 year of experience 

in traffic signal operations; or an equivalent combination of education and experience 

directly related to traffic signal operations.

Knowledge of traffic signal system operations, Intelligent Transportation Systems (ITS) 

devices, data communications and computerized traffic signal systems equipment.

Working knowledge of the principles and practices of traffic signal timing and 

microcomputer applications of traffic signal optimization software (e.g., MIST software 

system).

Thorough knowledge of; ability to pay attention to detail and respond to changes in 

conditions; ability to coordinate work with others.

Excellent planning and organizational skills. Excellent oral and written communications 

skills. Ability to maintain records.

Working knowledge of AUTOCAD or MICROSTATION and PC-BASED programs 

including MS Office (Word, Excel, Access, Powerpoint); GIS and various software 

programs for traffic optimization and traffic analysis. 

Regular NC driver's license required.

 ESSENTIAL DUTIES:

Monitors the operations of the computerized traffic signal system operation on a daily 

basis to ensure that all required functions are performed in an effective, efficient and 

timely manner.
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APPENDIX V

MUNICIPAL OPERATIONS AGREEMENT – SCHEDULE D

POSITION QUALIFICATIONS

TRAFFIC SIGNAL SYSTEMS SPECIALIST, OR EQUIVALENT

ESSENTIAL DUTIES (CONT’D)

Installs new or revised timing plans (traffic responsive and time-of-day/day-of-week) for 

corridors; implements special event timing plans and prepares temporary timing plans for 

failed detector locations through the use of Traffic System software.

Monitors real time traffic operations through video sources to report incidents and special 

event information to the appropriate agencies (NCDOT, NC State Highway Patrol, 

Emergency Management, etc.) and the local Police and Fire departments.

Performs traffic signal system operational functions including: maintaining the graphics 

monitoring databases; performing periodic schedule data backup; assures the periodic 

image and graphic backups are accomplished and safely stored.  Coordinates signal 

repair work with operations staff.

Coordinates with local TV stations and webmasters assuring periodic image and graphic 

are displayed and provided.

Maintains daily control logs, event logs, timing plan ledgers and daily summary reports. 
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APPENDIX VI

MUNICIPAL OPERATIONS AGREEMENT – SCHEDULE D
LEVEL OF SERVICE “C”

GREENVILLE COMPUTERIZED TRAFFIC SIGNAL CONTROL SYSTEM

Note: Items included on this Schedule may be added or deleted to those above by written request, signed by a Municipal 

Representative. The letter should be sent in quadruplicate to the Division Engineer accompanied by four copies of the revised 

Schedule. If the Division Engineer approves the new schedule, he will sign all copies as APPROVED; then forwards one copy of 

the letter and Schedule to the DOT Controller, the LPMO Contract Officer, the Municipality, and retains one for Division file. The 

new Schedule will then become effective at the beginning of the next cycle for reimbursement. The Department of Transportation 

reserves the right to verify that all listed operations functions are being properly performed. If it is determined that any 

authorized operations function is not being performed, the reimbursement will be reduced accordingly.

_____________________________________________________________________________________________________________

ATTEST CITY OF GREENVILLE 

           _________________________ ÛÛÛÛÛÛÛÛÛÛÛÛÛÛÛÛÛÛÛÛÛÛÛÛÛÛÛÛÛÛÛÛÛÛÛÛÛÛÛ     

CLERK                                           MUNICIPAL REPRESENTATIVE

                ___________________________________________

                         DEPARTMENT OF TRANSPORTATION  

                  DIVISION ENGINEER

ITEM UNIT
ANNUAL 

RATE
PERCENT (%) 
UTILIZATION

QUANTITY
PRO-RATA PERCENT 

(Appendix II)
PRO-RATED COST

FIXED ANNUAL COSTS REIMBURSEMENT SCHEDULE

System Operations 
Engineer (Salary + 
Additives)

Lump 
Sum

$101,024.81 1 77% $77,789.10

Data Lines Each $240.00 3 77% $554.40

CCTV Internet Line Each $828.00 1 100% $828.00

PER ITEM REIMBURSEMENT SCHEDULE

$ $

$ $

$ $

$ $

$ $

$ $

TOTAL ANNUAL COST $79,171.50

PER INCIDENT REIMBURSEMENT SCHEDULE

Per Incident Reimbursements shall consist of all costs associated with repairs and/or replacement of any equipment, 

software and supplies used to maintain operation of GREENVILLE Üomputerized Traffic Signal System at a pro rata share 

of 77%.  This includes equipment or software such as, but not limited to:  Central Computer Hardware & Software (KVM 

switch, servers, workstations, laptops, printers, UPSs, traffic management and communication software, etc.); Maintenance 

Equipment (test equipment, display boards and monitors, laptop, etc.), Communications cable and equipment (core switch, 

routing switches, media converters, GPS clock sync equipment, fiber modems, phone lines, dialup modems, serial 

multiport equipment,  fiber interconnect centers, fiber patch panels, hub cabinets, ethernet cables, fiber materials and 

equipment, network management software, etc.); CCTV Equipment (camera assemblies and cabinets, encoders, decoders, 

master distribution amplifier, matrix bays, multiplexor, CCTV intelligent keyboards,  DVR, switches, monitors, etc.); Office 

supplies (fax machine, printer repair and supplies, paper, pens, pencils and miscellaneous supplies).

$ TBD As Needed
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City of Greenville,  
North Carolina  

 

Meeting Date: 5/11/2020 
Time: 6:00 PM

Title of Item: Approval to purchase replacements for the Munis, Sharepoint, and other end-of-life 
servers in order to facilitate software upgrades for new versions of software  

 

Explanation: Abstract:  The Information Technology Department is requesting to purchase 
hardware replacements for the Munis ERP, Microsoft Sharepoint, and other end-of-
life servers utilizing current fiscal year capital funding.
Explanation:  The Munis ERP system must be upgraded to a newer version of 
software within the next year to remain compliant.  To facilitate this upgrade, aging 
end-of-life server infrastructure will need to be replaced with modern server 
infrastructure.  The new software version is required to be in place to print W2s for 
year 2021, or the City will be out of compliance.  Therefore, the hardware upgrades 
must take place in advance to ensure on-time completion of the Munis upgrade 
project.
 
In addition to supporting the Munis ERP requirements, this hardware will also 
support the City’s internal software development platform, Microsoft SharePoint.  
The production version of this software platform (SharePoint 2010) will not be 
supported after October 13, 2020, thus requiring it and the internally developed 
applications to be upgraded as well.
 
The pricing for this replacement hardware is from North Carolina’s 204x 
Infrastructure Solutions Contract.  This contract provides competitive priced 
solutions for State agencies and local municipalities.  Data Network Solutions is the 
selected vendor from this contract.
  

 

Fiscal Note:  Funding for this purchase will come from the IT Capital Projects Fund allocated in 
this fiscal year for the amount of $209,167.19 and includes 3 years of maintenance.  

 

Item #6



Recommendation: City Council approve the purchase of the new hardware utilizing available funding. 
 

 

 

ATTACHMENTS:

DNS-CityofGreenville-04232020-Lenovo-StarterPrismPro-001
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City of Greenville,  
North Carolina  

 

Meeting Date: 5/11/2020 
Time: 6:00 PM

Title of Item: Approval to purchase replacements for the EMC VNX 5400 Storage Area Networks 
(Server Data Storage) located at City Hall and the Emergency Operations Center for 
the City’s infrastructure 
  

 

Explanation: Abstract: The Information Technology Department is requesting to purchase 
replacements for the current storage infrastructure using available capital funding.
Explanation:  The production storage infrastructure for the City’s servers, email, 
databases and critical files (EMC VNX 5400) went into service in October of 2013. 
In order to reduce recurring costs and to maintain this system past the manufacturer's 
warranty, which ended in 2017, the system was placed on third-party maintenance.  
Third-party maintenance only supports hardware repairs, not firmware and/or 
software.  Each additional year the support cost continues to increase.  Over the last 
year, due to software issues within the storage environment, the City has experienced 
four critical outages, which affected all of the City's production servers. Software 
upgrades/patches are not available post-warranty; therefore, this presents great risk to 
the integrity and stability of the City's critical infrastructure.  When consulted after 
the ransomware incident, EMC advised that a software upgrade was not available.  
Non-supported equipment poses a risk from both hardware outages and 
vulnerabilities ranging from software instability to increased security risks. The 
proposed replacement storage infrastructure is vital to the City’s future technological 
progress, stability, and security. 
 
The pricing for this replacement hardware is from North Carolina’s 204x 
Infrastructure Solutions Contract.  This contract provides competitive priced 
solutions for State agencies and local municipalities.  Data Network Solutions is the 
selected vendor from this contract.
  

 

Fiscal Note:  Funding for this purchase will come from the IT Capital Projects Fund allocated in 
this fiscal year for the amount $457,217.60 and include 5 years of maintenance.  

Item #7



 

Recommendation: City Council approve the purchase of the new hardware utilizing available funding. 

 

 

ATTACHMENTS:

DNS-CityofGreenville-04202020-NetApp-FAS8200-001
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City of Greenville,  
North Carolina  

 

Meeting Date: 5/11/2020 
Time: 6:00 PM

Title of Item: Various tax refunds greater than $100  

 

Explanation: Abstract:  Pursuant to North Carolina General Statute 105-381, refunds are being 
reported to City Council.  These are refunds created by a change or release of value 
for City of Greenville taxes by the Pitt County Tax Assessor.  Pitt County 
Commissioners have previously approved these refunds; they are before City Council 
for their approval as well.  These refunds will be reported as they occur when they 
exceed $100.
                                                                                                                                      
Explanation:  The Director of Financial Services reports refunds of the following 
taxes:  
 

Payee
 

Adjustment Refunds
 

Amount

Aimee Rodriguez Registered Motor Vehicle 131.09

Ashby Jordan
 

Registered Motor Vehicle 121.76
 

Calvin King Registered Motor Vehicle 117.56

Daisy Burris Registered Motor Vehicle 131.34

Douglas Utter Registered Motor Vehicle 143.29

Garfield Thomas Registered Motor Vehicle 247.48

Jacob Isenhour Registered Motor Vehicle 234.56

JBR Properties of Greenville Registered Motor Vehicle 195.54

Item #8



Larry Smart
 

Registered Motor Vehicle 168.26

Melvin Albritton
 

Individual Property Taxes 105.84

Silvestre Aguilar
 

Individual Property Taxes 50.00

Veronica Vizuet
 

Registered Motor Vehicle 110.91

 REFUND TOTAL: 1,757.63
 

 
  

 

Fiscal Note:  The total refunded is $1,757.63  

 

Recommendation: Approval of taxes refunded by City Council 

 

 

Item #8



 

City of Greenville,  
North Carolina  

 

Meeting Date: 5/11/2020 
Time: 6:00 PM

Title of Item: Presentation of the City's proposed Fiscal Year 2020-2021 operating budget  

 

Explanation: Abstract:  City staff will present the proposed Fiscal Year 2020-2021 operating 
budget.
 
Explanation:  As provided in the approved budget schedule, staff will present the 
City's proposed Fiscal Year 2020-2021 operating budget during the May 11, 2020, 
City Council meeting.
 
During the May 14, 2020, City Council meeting, representatives from the Pitt-
Greenville Convention and Visitors Authority, Sheppard Memorial Library, and 
Greenville Utilities Commission will present their proposed Fiscal Year 2020-2021 
budgets.
 
In compliance with Section 160A-148(5) of the North Carolina General Statutes, the 
City Council will hold a public hearing on Monday, June 8, and consider adopting the 
annual budget ordinance on Thursday, June 11.
  

 

Fiscal Note:  The final amount for the City's budget will be determined by City Council action at 
the June 11, 2020, City Council meeting.  

 

Recommendation: Receive the presentation on the proposed Fiscal Year 2020-2021 operating budget 
and provide feedback and direction. 
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City of Greenville,  
North Carolina  

 

Meeting Date: 5/11/2020 
Time: 6:00 PM

Title of Item: Ordinance Approving 2019-2020 Capital Reserve Fund Designations

  

 

Explanation: Abstract: An update on the Capital Reserve Fund will be provided, and Council is 
asked to consider an ordinance approving 2019-2020 Capital Reserve Fund 
designations based on Budget Ordinance Amendment #10, which will also be 
considered at the May 11, 2020 City Council meeting.
 
Explanation: Attached for Council consideration is an ordinance approving the 2019
-2020 Capital Reserve Fund designations as included in Budget Ordinance 
Amendment #10. Budget Ordinance Amendment #10 includes an adjustment within 
the Capital Reserve designations of $605,587 which is earmarked for the Dickinson 
Avenue Streetscape.
 
The following documents are attached:
 
1. Capital Reserve Fund - Detail of Designations
 

This report shows the Capital Reserve Fund balance that was approved by City 
Council on February 10, 2020, changes to those designations, and the proposed 
designations as of the May 11, 2020 City Council meeting.

•

 
2. Ordinance Amending the Fund
 

This document reflects the proposed projects that have been included in the 
Capital Reserve Fund at this time. The Local Budget and Fiscal Control Act 
requires that a transfer to the Capital Reserve Fund state (i) the approximate 
periods of time during which the monies are to be accumulated for each 
purpose, (ii) the approximate amounts to be accumulated for each purpose, and 
(iii) the sources from which monies for each purpose will be derived.

•
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Fiscal Note:  The Capital Reserve Fund balance stands at approximately $4,298,024 and reflects 
the capital project priorities of the City Council as included in Budget Ordinance 
Amendment #10.    

 

Recommendation: Approve 2019-2020 Capital Reserve Fund designations and adopt the Capital 
Reserve Fund ordinance.   

 

 

ATTACHMENTS:

Capital_Reserve_Ordinance_1123148

Capital_Reserve_Designations_1121187
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 ORDINANCE NO. 20- 
AN ORDINANCE AMENDING THE CAPITAL RESERVE FUND 

 FOR THE CITY OF GREENVILLE 
 
 

THE CITY COUNCIL OF THE CITY OF GREENVILLE, NORTH CAROLINA, DOES 
ORDAIN: 
 

Section I.  The Capital Reserve Fund is amended as follows: 
 

Amount 
Sources of 

Monies Purpose 
Accumulation 

Period 

1,187,273 General Fund Dickinson Avenue Streetscape  5 years 

93,869 General Fund NCDOT Projects 5 years 

2,016,882 General Fund BUILD Grant 5 years 

1,000,000 General Fund Industrial Site 5 years 

$  4,298,024    

                    
Section  II.  All ordinances and clauses of ordinances in conflict with this ordinance are 

hereby repealed. 
 

Section III.  This ordinance will become effective upon its adoption. 
 

Adopted this 11th day of May, 2020. 
 
 
              

       P. J. Connelly, Mayor 
 
 
ATTEST: 
 
 
 
      
Valerie Shiuwegar, City Clerk 
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Approved Proposed 

Designations Designations

February 10, 2020 Inc/(Dec) May 11, 2020

Dickinson Avenue Streetscape 1,792,860               A (605,587)       1,187,273               

Transportation 

DOT Project - Firetower NC43 to 14th Street -                          -                -                         

DOT Project - Firetower 14th Street to NC33 93,869                    -                93,869                    

DOT Project - Evans Street Widening -                          -                -                         

DOT Project - 14th Street Widening -                          -                -                         

Street Signal Conversion -                          -                -                         

BUILD Grant 2,016,882               -                2,016,882               

     Subtotal Transportation 2,110,751               -                2,110,751               

Industrial Site 1,000,000               -                1,000,000               

Total 4,903,611$             (605,587)$     4,298,024$             

A To allocate capital reserve funding to fund capital asset purchases for Police, Recreation & Parks,

and Public Works in the Vehicle Replacement fund.

City of Greenville

Capital Reserve Fund - Detail of Designations - May, 2020

Purpose
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City of Greenville,  
North Carolina  

 

Meeting Date: 5/11/2020 
Time: 6:00 PM

Title of Item: Budget ordinance amendment #10 to the 2019-2020 City of Greenville budget 
(Ordinance #19-031), the Capital Projects Funds (Ordinance #17-024), and the 
FEMA-Hurricane Project Fund (Ordinance #17-002)
  

 

Explanation: Abstract:  This budget amendment is for City Council to review and approve 
proposed changes to the adopted 2019-2020 budget and other funds as identified. 
 
Explanation:  Attached for consideration at the May 11, 2020 City Council meeting 
is an ordinance amending the 2019-2020 City of Greenville budget (Ordinance #19-
031), the Capital Projects Funds (Ordinance #17-024), and the FEMA-Hurricane 
Project Fund (Ordinance #17-002).
 
For ease of reference, a footnote has been added to each line item of the budget 
ordinance amendment, which corresponds to the explanation below: 
 

  Funds Net

Item Justification Amended Adjustment

A
Increase occupancy tax within the Public Works 
Capital Projects fund and move to General Fund.

General
PW Capital 
Projects 

4,610

B
Allocate NCDOT funding received for the 
Pedestrian Crossing project as reimbursement for 
the project completed with General Fund revenue.

General
PW Capital 
Projects

216,973

C
To reallocate capital reserve funding to fund capital 
asset purchases for Police, Recreation & Parks, and 
Public Works in the Vehicle Replacement Fund.

Capital 
Reserve
General
VRF

605,587

D
To appropriate fund balance within the Stormwater 
Utility Fund and move to the Enterprise Capital 
Projects Fund for Town Creek Culvert Project.

Stormwater
Enterprise 
Capital

942,325
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E
Move funds from FEMA-Hurricane Project fund to 
IT Capital Projects fund for equipment replacement.
 

FEMA
IT Capital

62,000

F

To move remaining Contingency funds to Mayor / 
City Council budget to cover additional contracted 
services expenses for the current fiscal year.
 

General -

  

 

Fiscal Note:  The budget ordinance amendment affects the following funds:  
 

 2019-20  2019-20

 Original  Budget per

Fund Balance Budget Amendment #10 Amendment #10

General $  87,933,726 $   610,197 $  88,543,923

Debt Service 5,559,881  -  5,559,881

Public Transportation (Transit) 3,355,374  -  3,355,374

Fleet Maintenance 4,635,802  -  4,635,802

Sanitation 8,031,481 - 8,031,481

Stormwater 9,820,127 942,325  9,820,127

Housing 1,733,500  -  1,733,500

Health Insurance 14,003,384  -  14,003,384

Vehicle Replacement 4,759,009  -  4,759,009

Facilities Improvement 4,057,862  -  4,057,862

Capital Reserve 947,369  605,587 1,552,956

Convention & Visitors Authority 1,645,047  -  1,645,047

Sheppard Memorial Library 2,515,964  -  2,515,964

Public Works Capital Projects 52,704,670  10,822 52,715,492

Rec & Parks Capital Projects 10,015,052  -  10,015,052

Fire/Rescue Capital Projects 7,080,000  -  7,080,000

Donations 280,687  - 280,687

Greenways Capital Projects 6,565,846  -  6,565,846

Street Improvement Bond 16,852,567  -  16,852,567

Red Light Camera Program 1,400,000  -  1,400,000

FEMA-Hurricane Project 1,212,100  - 1,212,100

Community Development Capital 18,804,227  -  18,804,227

Special Revenue Grant 8,777,377  -  8,777,377

IT Capital Projects 3,208,991  62,000 3,270,991

Engineering Capital Projects 24,000,000  -  24,000,000
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Police Capital Projects 6,701,490  -  6,701,490

Enterprise Capital Projects 42,839,245 942,325 43,781,570

 
  

 

Recommendation: Approve budget ordinance amendment #10 to the 2019-2020 City of Greenville 
budget (Ordinance #19-031), the Capital Projects Funds (Ordinance #17-024), and 
the FEMA-Hurricane Project Fund (Ordinance #17-002). 

 

 

ATTACHMENTS:

Budget_Amend__10_1128577
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THE CITY COUNCIL OF THE CITY OF GREENVILLE, NORTH CAROLINA DOES ORDAIN:

Section I:  Estimated Revenues and Appropriations.  General Fund, of Ordinance #19-031 is hereby amended by increasing

estimated revenues and appropriations in the amount indicated:

Budget Amendment #10

2019-20 2019-20

Revised Total Budget per

Budget A. B. C. F. Amend #10 Amend #10

ESTIMATED REVENUES

Property Tax 34,306,950$    -$               -$               -$               -$               -$               34,306,950$               

Sales Tax 20,404,423      -                 -                 -                 -                 -                 20,404,423                 

Video Prog. & Telecom. Service Tax 869,544            -                 -                 -                 -                 -                 869,544                       

Rental Vehicle Gross Receipts 165,181            -                 -                 -                 -                 -                 165,181                       

Utilities Franchise Tax 7,100,000         -                 -                 -                 -                 -                 7,100,000                   

Motor Vehicle Tax 1,568,863         -                 -                 -                 -                 -                 1,568,863                   

Other Unrestricted Intergov't 895,982            -                 -                 -                 -                 -                 895,982                       

Powell Bill 2,182,000         -                 -                 -                 -                 -                 2,182,000                   

Restricted Intergov't Revenues 834,656            -                 -                 -                 -                 -                 834,656                       

Licenses, Permits and Fees 4,433,229         -                 -                 -                 -                 -                 4,433,229                   

Rescue Service Transport 3,205,109         -                 -                 -                 -                 -                 3,205,109                   

Parking Violation Penalties, Leases, 247,302            -                 -                 -                 -                 -                 247,302                       

Other Sales & Services 389,868            -                 -                 -                 -                 -                 389,868                       

Other Revenues 1,052,581         -                 -                 -                 -                 -                 1,052,581                   

Interest on Investments 850,000            -                 -                 -                 -                 -                 850,000                       

Transfer from Other Funds 284,000            4,610             216,973        605,587        827,170        1,111,170                   

Transfers In GUC 6,639,369         -                 -                 -                 -                 -                 6,639,369                   

Appropriated Fund Balance 2,504,669         -                 (216,973)       -                 -                 (216,973)       2,287,696                   

Total Revenues 87,933,726$    4,610$           -$               605,587$      -$               610,197$      88,543,923$               

APPROPRIATIONS

Mayor/City Council 530,273$          -$               -$               -$               28,000$        28,000$        558,273$                     

City Manager 2,497,630         -                 -                 -                 -                 -                 2,497,630                   

City Clerk 285,386            -                 -                 -                 -                 -                 285,386                       

City Attorney 531,965            -                 -                 -                 -                 -                 531,965                       

Human Resources 2,887,004         -                 -                 -                 -                 -                 2,887,004                   

Information Technology 3,302,329         -                 -                 -                 -                 -                 3,302,329                   

Engineering 5,228,222         -                 -                 -                 -                 -                 5,228,222                   

Fire/Rescue 15,908,008      -                 -                 -                 -                 -                 15,908,008                 

Financial Services 2,603,807         4,610             -                 -                 -                 4,610             2,608,417                   

Recreation & Parks 7,599,535         -                 -                 -                 -                 -                 7,599,535                   

Police 26,234,326      -                 -                 -                 -                 -                 26,234,326                 

Public Works 5,890,724         -                 -                 -                 -                 -                 5,890,724                   

Planning & Development 3,095,657         -                 -                 -                 -                 -                 3,095,657                   

OPEB 700,000            -                 -                 -                 -                 -                 700,000                       

Contingency 28,000              -                 -                 -                 (28,000)         (28,000)         -                               

Indirect Cost Reimbursement (1,950,887)       -                 -                 -                 -                 -                 (1,950,887)                  

Capital Improvements -                    -                 -                 -                 -                 -                 -                               

Total Appropriations 75,371,979$    4,610$           -$               -$               -$               4,610$           75,376,589$               

 

OTHER FINANCING SOURCES

Transfers to Other Funds 12,561,747$    -$               -$               605,587$      -$               605,587$      13,167,334$               

Total  Other Financing Sources 12,561,747$    -$               -$               605,587$      -$               605,587$      13,167,334$               

Total Approp & Other Fin Sources 87,933,726$    4,610$           -$               605,587$      -$               610,197$      88,543,923$               

ORDINANCE NO. 20-

CITY OF GREENVILLE, NORTH CAROLINA

Ordinance (#10) Amending the 2019-20 Budget (Ordinance #19-031),

the Capital Projects Funds (Ordinance #17-024), and the FEMA-Hurricane Project Fund (Ordinance #17-002)
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Section II:  Estimated Revenues and Appropriations. Public Works Capital Projects Fund, of Ordinance #17-024 is hereby 

amended by increasing estimated revenues and appropriations in the amount indicated:

2019-20 2019-20

Revised Total Budget per

Budget A. B. Amend #10 Amend #10

ESTIMATED REVENUES

Occupancy Tax 368,000$          4,610$                -$                4,610$                372,610$           

Transfers from Other Funds 18,437,703      -                      -                  -                      18,437,703        

Other Income 2,731,245         -                      -                  -                      2,731,245          

Spec Fed/State/Loc Grant 23,748,499      -                      6,212              6,212                  23,754,711        

Spec Fed/State/Loc Grant 944,223            -                      -                  -                      944,223              

Bond Proceeds 6,200,000         -                      -                  -                      6,200,000          

Appropriated Fund Balance 275,000            -                      -                  -                      275,000              

Total Revenues 52,704,670$    4,610$                6,212$            10,822$              52,715,492$      

APPROPRIATIONS

Stantonsburg Rd./10th St Con Project 6,194,950$      -$                    -$                -$                    6,194,950$        

Computerized Traffic Signal System 8,883,151         -                      -                  -                      8,883,151          

Sidewalk Development Project 1,616,301         -                      (210,761)        (210,761)            1,405,540          

GTAC Project 9,336,917         -                      -                  -                      9,336,917          

Energy Efficiency Project 777,600            -                      -                  -                      777,600              

King George Bridge Project 1,341,089         -                      -                  -                      1,341,089          

Energy Savings Equipment Project 2,591,373         -                      -                  -                      2,591,373          

Convention Center Expansion Project 4,718,000         -                      -                  -                      4,718,000          

Pedestrian Improvement Project 210,761            -                      -                  -                      210,761              

Street Lights & Cameras 1,276,225         -                      -                  -                      1,276,225          

F/R Station 3 Parking Lot 139,551            -                      -                  -                      139,551              

F/R Station 2 Bay Expansion 244,655            -                      -                  -                      244,655              

Parking Lot Enhancements 81,903              -                      -                  -                      81,903                

Street Improvements Project 11,782,805      -                      -                  -                      11,782,805        

Safe Routes to School 1,409,463         -                      -                  -                      1,409,463          

Imperial Demolition 229,178            -                      -                  -                      229,178              

Transfer to General Fund 338,181            4,610                  216,973          221,583              559,764              

Transfer to Street Improvement 1,002,567         -                      -                  -                      1,002,567          

Transfer to Recreation & Parks Capital 30,000              -                      -                  -                      30,000                

Transfer to Facilities Improvement 250,000            -                      -                  -                      250,000              

Transfer to IT Capital Projects Fund 250,000            -                      -                  -                      250,000              

Transfer to Enterprise Capital Projects -                    -                      -                  -                      -                          

Total Appropriations 52,704,670$    4,610$                6,212$            10,822$              52,715,492$      
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Section III:  Estimated Revenues and Appropriations.   IT Capital Projects Fund, of Ordinance #17-024 is 

hereby amended by increasing estimated revenues and appropriations in the amount indicated:

2019-20 2019-20

Revised Total Budget per

Budget E. Amend #10 Amend #10

ESTIMATED REVENUES

Transfers from Other Funds 3,208,991$        62,000$              62,000$              3,270,991$        

Total Revenues 3,208,991$        62,000$              62,000$              3,270,991$        

APPROPRIATIONS

Transfer to Other Funds 2,500,000$        -$                    -$                    2,500,000$        

IT Hardware Upgrade 708,991              62,000                62,000                770,991              

Total Appropriations 3,208,991$        62,000$              62,000$              3,270,991$        

Section IV:  Estimated Revenues and Appropriations.  Enterprise Capital Projects Fund, of Ordinance #17-024 is hereby 

amended by increasing estimated revenues and appropriations in the amount indicated:

2019-20 2019-20

Revised Total Budget per

Budget D. Amend #10 Amend #10

ESTIMATED REVENUES

Spec Fed/State/Local Grants 195,490$           -$                    -$                    195,490$           

State Revolving Loans 16,340,571        -                      -                      16,340,571        

Bond Proceeds/Town Creek Culvert 14,199,712        -                      -                      14,199,712        

Transfer from Other Funds 12,103,472        942,325              942,325              13,045,797        

Total Revenues 42,839,245$      942,325$           942,325$           43,781,570$      

APPROPRIATIONS

Stormwater Drain Maint Improvement 1,281,000$        -$                    -$                    1,281,000$        

Town Creek Culvert Project 34,292,975        942,325              942,325              35,235,300        

Watershed Masterplan Project 7,265,270          -                      -                      7,265,270          

Total Appropriations 42,839,245$      942,325$           942,325$           43,781,570$      

Section V:  Estimated Revenues and Appropriations. Vehicle Replacement Fund, of Ordinance #19-031 is hereby

amended by increasing estimated revenues and appropriations in the amount indicated:

2019-20 2019-20

Original Total Budget per

Budget C. Amend #10 Amend #10

ESTIMATED REVENUES

Sale of Property 227,460$           -$                    -$                    227,460$           

Other Revenues 51,000                -                      -                      51,000                

Transfer from City Departments 4,171,719          (605,587)            (605,587)            3,566,132          

Transfer from Sanitation Fund 250,000              -                      -                      250,000              

Transfer from General Fund -                          605,587              605,587              605,587              

Appropriated Fund Balance 58,830                -                      -                      58,830                

Total Revenues 4,759,009$        -$                    -$                    4,759,009$        

APPROPRIATIONS

Capital Equipment 4,759,009$        -$                    -$                    4,759,009$        

Total Appropriations 4,759,009$        -$                    -$                    4,759,009$        
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Section VI:  Estimated Revenues and Appropriations.  FEMA-Hurricane Project Fund, of Ordinance #17-002 is hereby 

amended by increasing estimated revenues and appropriations in the amount indicated:

2019-20 2019-20

Revised Total Budget per

Budget E. Amend #10 Amend #10

ESTIMATED REVENUES

North Carolina Division of Emergency Management 2,211,500$          -$                    -$                    2,211,500$        

Transfer from General Fund 600 -                      -                      600

Total Revenues 2,212,100$          -$                    -$                    2,212,100$        

APPROPRIATIONS

City Property 473,248$             -$                    -$                    473,248$           

Debris Removal 1,442,334            (62,000)              (62,000)              1,380,334          

Transfer to Other Funds 296,518               62,000                62,000                358,518              

Total Appropriations 2,212,100$          -$                    -$                    2,212,100$        

Section VII:  Estimated Revenues and Appropriations.  Stormwater Management Utility Fund, of Ordinance #19-031 is 

hereby amended by increasing estimated revenues and appropriations in the amount indicated:

2019-20 2019-20

Original Total Budget per

Budget D. Amend #10 Amend #10

ESTIMATED REVENUES

Stormwater Utility Fee 5,941,000$          -$                    -$                    5,941,000$        

Appropriated Fund Balance 3,879,127            942,325              942,325              4,821,452          

Total Revenues 9,820,127$          942,325$           942,325$           10,762,452$      

APPROPRIATIONS

Public Works 2,148,056$          -$                    -$                    2,148,056$        

Engineering 3,362,262            -                      -                      3,362,262          

Capital Projects 2,513,544            -                      -                      2,513,544          

Transfer Out 1,296,265            942,325              942,325              2,238,590          

Preventative Maintenance 500,000               -                      -                      500,000              

Total Appropriations 9,820,127$          942,325$           942,325$           10,762,452$      

Section VIII:  Estimated Revenues and Appropriations. Capital Reserve Fund, of Ordinance #19-031 is hereby 

amended by increasing estimated revenues and appropriations in the amount indicated:

2019-20 2019-20

Revised Total Budget per

Budget C. Amend #10 Amend #10

ESTIMATED REVENUES

Transfers from General Fund 806,882$             -$                    -$                    806,882$           

Appropriated Fund Balance 140,487               605,587              605,587              746,074              

Total Revenues 947,369$             605,587$           605,587$           1,552,956$        

APPROPRIATIONS

Increase in Reserve 806,882$             -$                    -$                    806,882$           

Transfer to Facilities Improvement 140,487               -                          -                          140,487              

Transfer to General Fund -                            605,587              605,587              605,587              

Total Appropriations 947,369$             605,587$           605,587$           1,552,956$        
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 Section IX:  All ordinances and clauses of ordinances in conflict with this ordinance are hereby repealed: 

                                  Adopted this 11th day of May, 2020

_______________________________________

P. J. Connelly, Mayor

 ATTEST: 

__________________________________________

Valerie P. Shiuwegar, City Clerk
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