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Retentions for COVID-Related Records 

• The existence of a records series on the retention schedule does not require an agency to create 

that record. 

• The retention periods apply to the record copy, whether it’s paper or born digital. 

 

Items found in the Local Health Departments schedule 

https://archives.ncdcr.gov/government/local-government-agencies/local-health-departments-schedule  

• COVID records should be treated like any other communicable disease records. 

 

COVID contact tracing records (aka case interview forms) 

Note: COVID-19 Community Team Outreach (CCTO) tool = proxy for NC EDSS 

 

COVID surveillance reports 

 

 

 

https://archives.ncdcr.gov/government/local-government-agencies/local-health-departments-schedule
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COVID vaccine administrations (also including pre-vax checklists, declination waivers for post-vax 

observation period) 

Note: COVID-19 Vaccine Management System (CVMS) = proxy for NCIR 

 

COVID vaccine consent forms 

 

COVID vaccine inventories 

 

Medical release from physician for vaccination 

 

Patient appointment records 
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Patient clinical records 

 

Transitory records (e.g., a contact tracer didn’t have access to CCTO and took notes on paper that were 

then entered into CCTO) 

 

Reference value 
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Items found in the General Schedule for Local Government Agencies 

https://archives.ncdcr.gov/government/local-government-agencies/general-records-schedule-local-

government-agencies  

 

Building cleaning records 

 

Employee symptom checklists 

 

Purchase orders for PPE or cleaning supplies 

 

Symptom checklists for agency visitors/attendees at agency meetings 

 

 

https://archives.ncdcr.gov/government/local-government-agencies/general-records-schedule-local-government-agencies
https://archives.ncdcr.gov/government/local-government-agencies/general-records-schedule-local-government-agencies
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Waivers for attending agency events 
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General procedures for scanning paper records and retaining them electronically 

Note: This process is not required for procedures laid out in the LHD schedule for entering data into NC 

EDSS 

1. Approve the Local Health Department and Local General schedules 

2. Document your electronic records policy and get it approved by DNCR (sample available at 

https://archives.ncdcr.gov/government/local-government-agencies/erecs-local-government) 

3. Submit a Request for Disposal of Original Records Duplicated by Electronic Means for approval 

at DNCR (form available in sample policy and at https://archives.ncdcr.gov/government/digital-

records/digital-records-policies-and-guidelines/request-disposal-original-records-duplicated-

electronic-means)  
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