






DEPARTMENT OF HEALTH AND HUMAN SERVICES 
DIVISION OF HEALTH SERVICE REGULATION 
PERSONNEL OFFICE 

ITEM   1713.  INACTIVE PERSONNEL FILE.   
 Records transferred from the Active Personnel File (Item 7498) concerning inactive division  
 employees. File includes applications for employment, personnel action forms, increment or change in  
 basic salary forms, notification of reclassification, and other related records. (Comply with applicable  
 provisions of G.S. 126-22, 126-23, and 126-24 regarding confidentiality of personnel records.)  
 Amended 10-11-02 
 DISPOSITION INSTRUCTIONS: Transfer records to the State Records Center 5 years after employee  
 terminates service. Records will be held for agency in the State Records Center 25 additional years  
 and then destroyed. Destroy records currently held in the State Records Center 30 years from date of  
 record. 

ITEM   7498.  ACTIVE PERSONNEL FILE.   
 Records concerning division employees. File includes applications for employment, personnel action  
 forms, increment or change in basic salary forms, notification of reclassification, leave records, and  
 other related records. (Comply with applicable provisions of G.S. 126-22, 126-23, and 126-24  
 regarding confidentiality of personnel records.) 
 DISPOSITION INSTRUCTIONS: Transfer to Inactive Personnel File (Item 1713) upon termination of  
 employment. 
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