






DEPARTMENT OF JUSTICE 
OFFICE OF THE ATTORNEY GENERAL 
PERSONNEL SECTION 

ITEM   14170.  ACTIVE PERSONNEL FILE.   
 Records concerning each current employee of the Department of Justice. File includes applications,  
 resumes, job descriptions, personnel action forms, and other related records. File also includes  
 background investigative reports for State Bureau of Investigation (SBI) employees. (Comply with  
 applicable provisions of G.S. 126-22, 126-23, and 126-24 regarding confidentiality of personnel  
 records.) 
 DISPOSITION INSTRUCTIONS: Transfer transcribed background investigative reports for State Bureau  
 of Investigation (SBI) employees to State Bureau of Investigation, Administrative Services Division,  
 Administration, Applicants' Background Investigations Reports (Inactive) File (Item 40207) when  
 employee terminates service. Transfer remaining records to Inactive Personnel File (Item 14171) when  
 employee terminates service. 

ITEM   14171.  INACTIVE PERSONNEL FILE.   
 Records concerning each former employee of the Department of Justice. 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 4-7-04] 
 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 held in the State Records Center 30 years from date of record. 

ITEM   14180.  LEGISLATIVE INCREASE WORKING FILE.   
 Records concerning all departmental employees receiving legislative increases in salaries. File  
 includes correspondence, reports, worksheets, and other related records. 
 DISPOSITION INSTRUCTIONS: Destroy in office after 2 years. 
ITEM   36254.  MONTHLY LEAVE (ELECTRONIC) DATABASE FILE.   
 Machine readable records concerning leave taken by departmental employees. Electronic file includes  
 names of employees, dates hired, dates of separation, types of leave taken, leave balances, and other 
  related data. (Electronic database systems are maintained by Division of Criminal Information (DCI).)  
 (Comply with applicable provisions of G.S. 126-22 regarding confidentiality of personnel records.) 

 DISPOSITION INSTRUCTIONS: Erase in office after 5 years if no litigation, cliam, 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. Agency representative will update  
 periodically. 
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