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Agenda

• Basic review of public records law and records retention 

policy

• Overview of the record retention policy 

• Best practices on records management

• Difference between permanent, long-term, short-term 

records

• Scenarios (real life examples)



First the basics – What is a public record?

• All documents of any type “regardless of physical form or 

characteristics…made or received in the connection with the 

transaction of public business by any agency of North Carolina. 

(NCGS 132-1(A))

• Note:

– UNC Charlotte is considered a state agency 

– Disposition of records are governed by law: NCGS 121 

(Archives & History) & 132 (Public Records Act)



What if you deny public access?

• Anyone who is denied access to a public record may seek 
a court action to compel the State agency to turn over the 
records (NCGS § 132-9(a))

• Burden is on the State (NCGS § 132-9(b))

• Presumption is that all State records are open to the 
public 



What is Records Management?

• Methods to efficiently, effectively, and economically 

create, use, maintain, preserve, and dispose of official 

records 



What is University Archives?

• Located in Atkins Library

• Collective memory of UNC Charlotte

• Collect, preserve, make available historical records 

• Charged by the Chancellor to guide records management 

activities on campus (see University Policy 605.3)



Definitions 
• Transitory record – records that have little or no documentary or evidential 

value and do not need to be set aside for the future (meeting invites, routing 

slips, transmittal sheets, etc. 

• Reference value – a record held by an office for its own reference and not the 

official record for the University that hold limited value, typically documenting 

routine operations within the office (templates, instruction manuals, 

newsletters, etc.)

• Record series – a group of records that are related (personnel files, student 

files, contracts, business correspondence, financial statements, etc.)

• Retention period – length of time a record should be kept before disposing 

(ex.: transfer to university archivist after 5 years)

• Disposition – what happens to a record when it is no longer needed for 

current University business (3 steps: review, archive, destroy)



Life Cycle of a Record

3 stages: Creation

Use
Disposition



Why do we have Records Management

• To comply with North Carolina law

• Preserve certain history records (ongoing administrative or research 
value)

• Space (disposed of records that no longer have administrative value to 
make room for those of current and continuing value)

•
Improves efficiency and costs savings (limited record storage facilities 
for permanent non-historical records)



Why all the fuss?

• State law requires agencies to retain public records and prohibits 

the destruction EXCEPT in accordance with the guidelines 

established by the North Carolina Department of Cultural 

Resources 

• Rule applies to all UNC Charlotte employees

• Remember: All UNC Charlotte employees are responsible for the 

records they create and maintain



Where do I find the retention schedule?

• Newly revised in January 2018 

– UNC General Records Retention and Disposition Schedule found here: 

https://files.nc.gov/dncr-

archives/documents/files/university_gs_amendments_2019_0.pdf

• Also can be found here: University Policy 605.3, Retention, Disposition, and 

Security of University Records or on Special Collections and University 

Archives’ site

https://files.nc.gov/dncr-archives/documents/files/university_gs_amendments_2019_0.pdf
https://files.nc.gov/dncr-archives/documents/files/university_gs_amendments_2019_0.pdf
https://files.nc.gov/dncr-archives/documents/files/university_gs_amendments_2019_0.pdf


Why do we have a records retention schedule?

• Identifies which records have permanent value and which ones do 

not

• Provides descriptions or records and when to dispose of them

• Identifies confidential or restricted records



So, what does it mean for me?

• Determine who is responsible for archiving and when it should take 

place

• Inventory your records on an annual or bi-annual basis

• Prepare a file plan (establish a plan and follow-it)

– Determine the “reference” value of records

• Follow the transfer of records procedures to the archivist 

• Train all new employees responsible for archiving



Hold or not to hold?

• Litigation holds – issued if a pending or threatened 

litigation

➢Maintain all records until litigation hold released

➢Suspend all normal and routine destruction of records 

regardless of record retention

➢Determine an internal policy for maintaining these records



Permanent or not?

• First look at the Records Retention and Disposition Schedule

• Content determines record series 

➢Permanent (lasting historical value such as creation of policy or 

provide guidance)

➢Long-term (significant value but not permanent in nature)

➢Short-term  (junk mail, unsolicited emails, confirmations) 



What are transitory records?

• Transitory records:  

➢ Little or no long-term value to the University

➢ Can be reviewed and disposed of on an annual basis

➢ When in doubt contact the archives

• Examples:

➢ Routing slips, follow-up requests, FYI messages, 

announcements, drafts and working documents*, forms used to 

update electronic records*

➢*Some exceptions apply, see the schedule for more information



What about electronic records?

• Follow the same rules for retention and destruction

• File according to record series

• Contact University Archives to discuss transferring electronic records



What about my emails?

• EMAILS are PUBLIC RECORDS

• Remember: CONTENT 

• Public records are ANY documents regardless of physical form or 

characteristics, made or received in connection with the transaction of public 

business by any agency of North Carolina…”



Tips for record keeping
• Organize files by the series listed in the retention schedule

• Records and non-records should not be filed together

• Do not mix record series in the same file

• Confidential files should be kept separate and secure

• Organize by function (record series) and then alphabetically or chronologically

• Consider filing by event date

➢Separate active and inactive files

➢Use the triggering event as a reference point (ex: file personnel files by 

separation date)

➢Separate record series by color-coded labels for easy visual ID

• Review files annually



Best practices for managing records

• When in doubt, treat it as an original record

• If there are conflicting retention guidelines, use the longest retention period

• If a file contains multiple types of records with varying retention guidelines, use 
the longest retention period

• Just because a record is listed on the schedule doesn’t mean you have to 
have it

• Do not keep records “just in case”

• Destroy all records, regardless of format, at the same time when they have 
met retention requirements. This includes electronic copies.

• Become a records liaison

• Contact University Archives with questions!



Preparing records for transfer or destruction

• Survey the records in your office

➢What do you have and where is it?

• Find the relevant record series on the retention schedule

• Records that have met the retention listed in the schedule and are not 

involved in any actions, pending actions, or holds can be prepared for 

destruction

• Records that must be sent to the archives can be prepared for transfer



Transferring records to University Archives

• Make sure all personally identifying information and FERPA-

protected student records are removed from the files to be 

transferred

• Make sure you are not sending over records that need to be 

destroyed



Destroying records

• The most common method is to shred them, though there are alternatives

• To be destroyed, electronic records must be overwritten, deleted, and 

unlinked so the data and metadata may not be reconstructed



Transferring records to University Archives

I am ready to 
transfer materials 

to University 
Archives…











Transferring records to University Archives

Are we being nitpicky?

We need to be able to:

• Make the best use of our space

• Make the best use of our time

• Lift and move the boxes

• Locate your records if/when you ask for it



Searching within Records Retention Schedule

• CTL + F  is your friend!

• Go to: https://legal.uncc.edu/policies/up-605.3

• Link to the UNC System Schedule:

• https://files.nc.gov/dncr-

archives/documents/files/university_gs_amendments_201

9_0.pdf

https://legal.uncc.edu/policies/up-605.3
https://legal.uncc.edu/policies/up-605.3
https://legal.uncc.edu/policies/up-605.3
https://files.nc.gov/dncr-archives/documents/files/university_gs_amendments_2019_0.pdf
https://files.nc.gov/dncr-archives/documents/files/university_gs_amendments_2019_0.pdf
https://files.nc.gov/dncr-archives/documents/files/university_gs_amendments_2019_0.pdf
https://files.nc.gov/dncr-archives/documents/files/university_gs_amendments_2019_0.pdf
https://files.nc.gov/dncr-archives/documents/files/university_gs_amendments_2019_0.pdf


CTL +F

Search “Travel”







REAL LIFE EXAMPLES

• Let the fun begin!



Example #1

• Procurement card authorization logs:
– 5.16 “procurement card authorization logs” (5 year retention)

– 5.18 “requisitions” – records documenting requests to acquire goods and 
services (1 year retention – close of fiscal year)

➢ Note: consider an internal policy defining retention period (“destroy in 
office after 1 closed fiscal year)

 

➢ Justification to consider: annual audits of P-card authorizations are 
conducted and do not have a business need for the application and 

change from records beyond that period. 



Example #2 – 

• Drafts and working papers (including notes)
– All are subject to public records law (N.C.G.S. 132)

– Many have minimal value after final version has been approved
• If no longer necessary then you can destroy

• Routing slips and transmittal sheets 
– Minimal value after the information transmitted

– Destroy after receipt of the information has been confirmed

➢Other examples: Memory aids, follow-up memos, voicemails, 
calendar invites

















Questions?

T.Dadio@uncc.edu

Katie.Howell@uncc.edu

pmason6@uncc.edu

records-management@uncc.edu

mailto:T.Dadio@uncc.edu
mailto:Katie.Howell@uncc.edu
mailto:pmason6@uncc.edu
mailto:records-management@uncc.edu
mailto:records-management@uncc.edu
mailto:records-management@uncc.edu
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