






DEPARTMENT OF HEALTH AND HUMAN SERVICES 
DIVISION OF PUBLIC HEALTH 
DIVISION OF HUMAN RESOURCES 
PERSONNEL OFFICE 

ITEM   44004.  PERSONNEL (INACTIVE) FILE.   
 Records concerning former employees. File includes applications, resumes, job descriptions,  
 personnel action forms, information concerning termination of service, and other related records.  
 (Comply with applicable provisions of G.S. 126-22, 126-23, and 126-24 regarding confidentiality of  
 personnel records.) Amended 4-11-03 
 DISPOSITION INSTRUCTIONS: Transfer 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 being held for agency in the State Records Center 30 years from 
  date of record. 

ITEM   44009.  REPORTS FILE.   
 State and federal reports concerning personnel within the division. File includes the department's  
 annual plan of work and personnel audit worksheets. 
 DISPOSITION INSTRUCTIONS: Destroy in office when reference value ends. 
ITEM   44014.  VOLUNTARY SHARED LEAVE FILE.   
 Records concerning voluntary leave requested and donated. File includes names of shared leave  
 participants, leave donations made, letters qualifying participants, and other related records. (Comply  
 with applicable provisions of G.S. 126-22 regarding confidentiality of personnel records.) 
 DISPOSITION INSTRUCTIONS: Destroy in office after 5 year(s) if no litigation, claim, audit, or other  
 official action involving the records has been initiated. If official action has been initiated, destroy in  
 office after completion of action and resolution of issues involved. 
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