/ -

FORM RM-1
‘KEV. 2/75

DEPARTMENT OF GENERAL SERVICES

Records Munagement Division

RECORDS RETENTIOH AHD DISPOSAL §§

HEDULE

SCHEDULE
NO.

690-3

PAGE
KO. .

1l of 3

DEPARTMENT OF PERSOMNEL

Salary Administration & Position Classification

AGENCY

DIVISION

liem

No.

S

Description

‘Retention

Salary Plans

The salary plan is an alphabetlcal listing of all
classifications under the salary jurisdiction of the
Secretary of Personnel, together with the off1c1a1

| salary for such cla331flcatlons.

Contracts

The Department of Personnel has the legal responsi-
bility to review certain State Highway Administration
contracts for services. All approved and disapproved
contracts are retained.

Boarﬁ of Public Ubrks Forms

Requests a supporting documentatlon for submission
to the Board of Public Works to establish new classi-~
fications or to adgust the salarles of ex1st1n° cla331~
flcablonso

Standard Salary Board Materiali

Official Minuvtes and documentation of the Standard
Salary Board, Board no longer exists.

Annual Salary Review Material

Agenéy requests and documentation for Annual Salary
Review presentation. All requests are reviewed and
reconmeﬂdatlono are made by the Department of Personnel.

Svecial Studies

This file contains copies of cérrespondence’which
pertains to statements of policy for special problems

|when they become inactlve.

Retain permanently; offer to
the Archives Division of the
Hall of Records Comnalssion
when they become inactive.

Retain in office for three
(3) years, then destroy.

Retain in office for three
(3) years, then destroy.

Retain permanently; offer to
the Archives Division of the
Hall of Records Commission’

Retain in office for three i
(3) years, then destroy.

Retain in office for three
(3) years; offer to the
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] fication survey performed by this division.

or which are out-of~channel commnications., Correspon-
dence includes policy responses prepared for the
Governor's signature, communications with elected
officlals, statements of official posture on grievance
matters, and communications with other States.

Study File

' This file contains forms }5-20, BB-LO, and DBFP-40A.
from various agencies requesting initial classification
of new positions or reclassifications of existing posi-
tions. Included are memoranda and correspondence
related to the study of each individual position.

Position Description File

This file contains copies of the Position Description'
(Form ¥MS5~22) which have been resuwbmitted by various
agencles in conjunction with reclassification reguests,

Specification Books

This file contains the most recently adopted or re-
vised official job specifications. Specifications list
the minimum qualifilcations required, examples of work,
essential reguirements, nature of work, and special
information on cxamlnatlons and appointments.

Classification Surveys

This file contains original copies of position classi-~
Surveys
cover occupatlonal and uepartmental areas or unlts within
departments.

Class Hlstory File

This file contains the hlstory of th° class since it
was established. FEach folder containg a list of the
specification adoptions, reviSIOns and tltle and code
changes. :

Archives Division of the Hall
of Records Commission.

Retain most recent study on a
position, destroy any prior
study more than five (5) '
years old.,

Retain most recent Position
Description, destroy any -
prior Position Description
more than five (5) years old.

Retain permanently; remove
specifications as they are
revised and forward to Class
History File. -

Retain in office until resurvey
but at least three (3) years,
then destroy.

Retain all officially signed
and published specifications
and any material relating to
current and immediate pre-
ceeding specifications.
Destroy any other material
more than ten (10) years old.
Class histories for abelished
classes should be offered to
the Archives Division of the
Hall of Records Commission.
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This file contains correspondence dealibg with the
approval or disapproval of certain individual acting .
capaclty requests submitted by various State agencies.

Personnel Policy File

Folders are maintained for Persomnel P01101es #2, 3,
7, 8, 12, and 19, Folders include pertinent correspon-
dcnce, policy directives; and memoranda.

Salary Rule .3A

Correspondence relative to the application of Salary
Rule «3A. Salary Rule (3A concerns the filling of a
vacancy above the minimum salary rate applicable to the
specific job 013331ficat10n.
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12 | Acting Capacity File

Retain in office for three
years, then destroy.

Retain in office for ten (10)

years, then destroy.

Retain in office for five (5)

years, then destroy.

(3)

PS ~ ud;&J




