
Functional Schedule for North Carolina State Agencies (2017) 

* No destruction of records may take place if audits or litigation are pending or reasonably anticipated.
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1 

1. Agency Management
Agency management is the overarching management that occurs in all government agencies.  Agencies document the process of making decisions for the 
agency and overseeing its operations. 

NOTE: For records of governing and advisory bodies, see GOVERNANCE. 

Table of contents: 

1.1 Establishing Organizational Structure 
1.2 Information Management 
1.3 Operations 
1.4 Reporting 
1.5 Strategic Management 

Agency management records document both routine management of agency operations and the more significant decisions that speak to core functions.  
The record types contained in this schedule can benefit from organization by both subject and chronological order.  Records with relatively short-term 
value such as organizational charts (RC No. 112) and tracking materials (RC No. 125) are best organized chronologically.  Records with permanent value 
such as significant reports or policies would benefit from subject-based organization, thereby facilitating quick access.  Agencies should separate records 
documenting the development of final reports, policies, procedures, and plans from the final product in order to allow for earlier destruction of these 
work products. 

Some record types have relatively short-term administrative value.  For example, records created to make arrangements, such as itineraries (RC No. 135), 
should be destroyed in office when their reference value ends.  For the sake of consistency, each agency or office should determine and document the 
period of time that these records hold value.  In other instances, record types with relatively short-term value may be constantly evolving or iterative, such 
as inventories (RC No. 122).  These record types may be destroyed in office when they are superseded or obsolete.  Other records may have long-term 
historical value.  These record types, such as agency histories (RC No. 111), may be identified by the agency and retain in office permanently, while others 
should be transferred to the State Archives of North Carolina as designated by the disposition instructions. 

The State Archives of North Carolina recommends that agencies develop a file plan that documents the custodian of record copies, internal definitions of 
reference value, and record formats (see website for a sample file plan).
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1.1 

1.1 Establishing Organizational Structure 

DEFINED: Activities related to establishing and updating the agency’s organizational structure.  These activities relate to the positions and 
structure, not the individuals in the positions.  

SEE ALSO: Personnel records are under HUMAN RESOURCES.  Records about particular agency events are under PUBLIC RELATIONS. 

RC No. Record Types Description Disposition Instructions Citation 
111.P Agency Histories 

 
 
 
 
 
SEE ALSO: Agency Policies 
 
 

records documenting the history or 
development of an agency or programs within 
the agency that have historical significance; 
includes narratives, summaries, scrapbooks, 
photographs, oral histories, and other related 
records 

PERMANENT (appraisal required) ∞  

111.R routine records documenting the history or 
development of an agency or programs within 
the agency 

RETAIN UNTIL: Reference value ends 
THEN: Destroy 
Agency Policy: ________________ 

 

112.S Organizational Charts records depicting agency structure RETAIN UNTIL: Superseded/Obsolete 
THEN: Destroy 

 

113.P Structure/Restructuring 
Records 

decision-making records documenting the 
creation of a new agency or agency 
mergers/splits 

PERMANENT (appraisal required) ∞  

113.R operational records documenting the creation 
of a new agency or agency mergers/splits 

RETAIN UNTIL: Reference value ends 
THEN: Destroy 
Agency Policy: ________________ 

 

113.A records documenting transitions between 
Governors 

PERMANENT (archival) ∞  
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1.2 

1.2 Information Management 

DEFINED: Activities concerning the management of information that is collected and/or distributed by the agency.  Includes research into an 
area of interest for use in support of the development of specific projects, standards, and guidelines for the agency. 

NOTE: An index or box inventory should accompany any records that transfer to the State Records Center for temporary storage or for eventual 
transfer to the custody of the Archives.  

SEE ALSO: Reports that are produced from aggregated data are under Reporting.  Fixed asset inventories are under ASSET MANAGEMENT, as is the 
documentation of records transfers and destructions maintained by the State Records Center.  Public records requests, speeches, forms, and 
other publicity records are under PUBLIC RELATIONS. 

RC No. Record Types Description Disposition Instructions Citation 
121.S Collected Data information and statistics compiled and 

analyzed for research purposes or to support 
the agency management function 

RETAIN UNTIL: Superseded/Obsolete 
THEN: Destroy 

 

121.A significant statewide inventories of biological, 
natural, and ecological resources, conducted 
by the State Parks; includes quadrangle maps, 
field reports, site descriptions, surveys, and 
other related records 

PERMANENT (archival) ∞  

122.S Indices and Inventories records that are used for tracking the 
existence and location of information within 
the agency 

RETAIN UNTIL: Superseded/Obsolete 
THEN: Destroy 

 

123.P Records Management 
Materials 
 
(continued on following page) 

records documenting the final disposition of 
public records; includes destruction logs and 
transfer forms 

PERMANENT  
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1.2 

RC No. Record Types Description Disposition Instructions Citation 
123.S Records Management 

Materials (cont.) 
 
SEE ALSO: Indices and 
Inventories; Public Records 
Requests 

records documenting the management of 
public records; includes approved retention 
and disposition schedules, file plans, and 
other related records 

RETAIN UNTIL: Superseded/Obsolete 
THEN: Destroy 

 

124.R Reference Files materials that have no regulatory authority 
for the recipient and are received from 
outside the agency or from other units within 
the agency 

RETAIN UNTIL: Reference value ends 
THEN: Destroy 
Agency Policy: ________________ 

 

subject files containing informational copies of 
records organized by areas of interest 

RETAIN UNTIL: Reference value ends 
THEN: Destroy 
Agency Policy: ________________ 

 

reference copies of records where another 
individual or agency is responsible for 
maintaining the record copy 

RETAIN UNTIL: Reference value ends 
THEN: Destroy 
Agency Policy: ________________ 

 

125.R Tracking Materials records intended to verify the receipt of 
information; includes certified mail receipts 

RETAIN UNTIL: Reference value ends 
THEN: Destroy 
Agency Policy: ________________ 
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1.3 

1.3 Operations 

DEFINED: Activities related to the execution of routine administrative tasks. 

NOTE: For heads of agencies who are appointed, the end of term comes when they resign or are replaced; for heads of agencies who are 
elected, the end of term comes when they resign or are re-elected.  The TOMES project of the State Archives of North Carolina has identified 
the positions within State agencies that produce archival correspondence; e-mail accounts will be transferred when individuals separate from 
these positions.  An additional set of positions has been identified for long-term retention of e-mails (10 years or until the individual separates 
from the position).  Other State agency employees whose e-mails will only be retained by the Department of Information Technology for a 
period of 5 years are responsible for identifying and retaining any e-mails that are necessary for audit or other long-term retention purposes. 

SEE ALSO: Maintenance records are under ASSET MANAGEMENT.  Correspondence for educational facilities is under EDUCATION, and correspondence 
for governing and advisory bodies is under GOVERNANCE.  Fiscal records and travel requests are under FINANCIAL MANAGEMENT.  Records for 
governing and advisory bodies are under GOVERNANCE.  Accreditations and directives issued by the agency are under MONITORING AND 

COMPLIANCE.  Publicity records are under PUBLIC RELATIONS. 

RC No. Record Types Description Disposition Instructions Citation 
131.5 Accreditation Records 

 
SEE ALSO: Authorizing and 
Licensing 

records documenting accreditations and 
certifications received by the agency; includes 
applications, final reports, and other related 
records 

RETAIN UNTIL: Superseded/Obsolete 
PLUS: 5 years  
THEN: Destroy 

 

132.A Calendars schedules of the Governor and First Spouse PERMANENT (archival) ∞  
132.< schedules of the agency head/secretary RETAIN UNTIL: End of term 

THEN: Destroy 
 

132.S schedules of agency staff and events RETAIN UNTIL: Superseded/Obsolete 
THEN: Destroy 

 

133.A Correspondence 
 
SEE ALSO: Correspondence for 
Governing and Advising 
 
(continued on following page) 

internal and external communications 
(including e-mail) to and from elected officials, 
appointed officials, and agency staff who are 
involved in decision-making, policy 
development, or other high-level planning for 
the agency 

PERMANENT (archival) ∞  
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1.3 

RC No. Record Types Description Disposition Instructions Citation 
133.10 Correspondence (cont.) 

 
 
 
 
 
SEE ALSO: Institutional 
Correspondence 

internal and external communications 
(including e-mail) to and from agency 
employees whose correspondence has been 
identified for long-term retention for the 
purposes of institutional memory and 
planning 

RETAIN UNTIL: Received/Sent 
PLUS: 10 years 
THEN: Destroy 

 

133.5 internal and external communications 
(including e-mail) to and from all other agency 
employees 

RETAIN UNTIL: Received/Sent 
PLUS: 5 years 
THEN: Destroy* 

Retention 
EO No. 12 (2013) 

133.1 unsolicited correspondence received by the 
agency that requires no response 

RETAIN UNTIL: Received 
PLUS: 1 year 
THEN: Destroy 

 

134.S Information Sharing Materials 
 
SEE ALSO: PUBLIC RELATIONS 

internal records such as memoranda, 
newsletters, and bulletins that circulate 
information within the agency 

RETAIN UNTIL: Superseded/Obsolete 
THEN: Destroy 

 

135.S Logistics Materials 
 
SEE ALSO: Travel Requests 

routine notices, task lists, contact lists, and 
arrangements 

RETAIN UNTIL: Superseded/Obsolete 
THEN: Destroy 

 

136.1  Meeting Materials 
 
SEE ALSO: Minutes 

minutes and attachments for internal 
committees or task forces 

RETAIN UNTIL: Complete 
PLUS: 1 year 
THEN: Destroy 

Confidentiality 
G.S. § 143-318.10 

136.S agendas, meeting packets, visual aids, 
presentations, notes, and audio/visual 
recordings for internal committees or task 
forces 

RETAIN UNTIL: Superseded/Obsolete 
THEN: Destroy 

137.S Membership Records 
 
SEE ALSO: Accounts Payable 

records concerning memberships or 
registrations on behalf of the agency or 
agency personnel 

RETAIN UNTIL: Superseded/Obsolete 
THEN: Destroy* 

 

138.S Procedures documentation of procedures employed 
within the agency 

RETAIN UNTIL: Superseded/Obsolete 
THEN: Destroy 
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1.3 

RC No. Record Types Description Disposition Instructions Citation 
139.3 Project Documentation 

 
SEE ALSO: Construction 
Management 

records documenting the design, planning, 
development, control, or monitoring of a 
specific project or group of projects; includes 
proposals, schematics, forecasts, feasibility 
studies, statements of work, assessments, and 
other related records 

RETAIN UNTIL: Complete 
PLUS: 3 years 
THEN: Destroy 

 

139.P records documenting special projects that 
establish new programs or services for the 
agency that become ongoing functions and 
priorities 

PERMANENT  
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1.4 

1.4 Reporting 

DEFINED: Activities related to formal responses to situations or requests, including internal, external, and mandatory requests. 

NOTE: While the work product that goes into the creation of a report is public record, these drafts and other transitory materials may be 
destroyed once the report is finalized.  The reports listed here include any prepared on behalf of the agency by hired consultants.  Agencies 
must abide by the North Carolina Administrative Code or other regulations that require received reports to be posted to a website (e.g., 10A 
NCAC 13B .2102). 

For Reports Written by the Agency, the archival requirement is met by sending the required copies of the reports to the State Documents 
Clearinghouse.  

SEE ALSO: Budget reports and other fiscal reporting records are under FINANCIAL MANAGEMENT.  Patient medical reports are under HEALTHCARE. 

RC No. Record Types Description Disposition Instructions Citation 
141.A Reports Received by the 

Agency 
reports required to be submitted to the 
General Assembly 

PERMANENT (archival) ∞  

141.A reports of unmarked human burial and 
human skeletal remains submitted to the 
Department of Natural and Cultural 
Resources 

Confidentiality 
G.S. § 70-18 

141.S other reports required to be submitted to an 
agency 

RETAIN UNTIL: Superseded/Obsolete 
THEN: Destroy 

 

142.A Reports Written by the Agency 
 
 
 
 
 
(continued on following page) 

annual and biennial reports PERMANENT (archival) ∞ 
-OR- 
Transfer 10 or more printed 
copies of 1 electronic copy of each 
publication to the State 
Documents Clearinghouse, State 
Library of North Carolina 

Authority 
G.S. § 125-11.8(b) 
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1.4 

RC No. Record Types Description Disposition Instructions Citation 
142.A Reports Written by the Agency 

(cont.) 
reports prepared at the request of an 
agency’s governing body or a court 

PERMANENT (archival) ∞ 
-OR- 
Transfer 10 or more printed 
copies of 1 electronic copy of each 
publication to the State 
Documents Clearinghouse, State 
Library of North Carolina 

Authority 
G.S. § 125-11.8(b) 

142.3 monthly, bimonthly, quarterly, or semi-
annual reports 

RETAIN UNTIL: Complete 
PLUS: 3 years 
THEN: Destroy 

 

142.1 daily or periodic activity reports concerning 
workload measurements, time studies, 
productivity, services rendered, or other 
similar records 

RETAIN UNTIL: Complete 
PLUS: 1 year 
THEN: Destroy 

 

142.A prison labor reports from the Department of 
Transportation 

PERMANENT (archival) ∞ 
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1.5 

1.5 Strategic Management 

DEFINED: Activities related to systematic planning for the agency. 

SEE ALSO: Records for governing and advisory bodies are under GOVERNANCE.  HIPAA policies are under HEALTHCARE.  Affirmative action plans are 
under HUMAN RESOURCES.  Records concerning disaster and emergency management plans are under RISK MANAGEMENT.   

RC No. Record Types Description Disposition Instructions Citation 
151.P Agency Policies 

 
SEE ALSO: HIPAA Policies 

agency policies that have state-wide 
significance 

PERMANENT (appraisal required) ∞  

policies that are agency-specific; includes 
personnel policies 

PERMANENT  

152.2 Business Plans plans for managing the agency’s units, 
projects, workforce, etc.; includes timelines, 
benchmarks, responsibilities, and routine 
work instructions 

RETAIN UNTIL: Execution of plan 
PLUS: 2 years 
THEN: Destroy 

 

153.S Goals and Mission Statements high level definitions of priorities for the 
agency 

RETAIN UNTIL: Superseded/Obsolete 
THEN: Destroy 

 

154.A Strategic Plans long-term plans intended to carry out the 
agency’s core functions 

PERMANENT (archival) ∞ 
 

 

155.5 records concerning the development of 
strategic plans 

RETAIN UNTIL: Adoption of plan 
PLUS: 5 years 
THEN: Destroy 

 




