






DEPARTMENT OF REVENUE 
BUSINESS SYSTEMS 
BUSINESS OPERATIONS DIVISION 

ITEM   48433.  EXPRESS CARRIER FORMS FILE 
Forms used to track shipping/receiving of materials from express carriers. Form includes names of 
carriers, dates shipped/received, number of parcels, and other related information. (Comply with 
applicable provisions of G.S. 105-241; G.S. 105-259; G.S. 105-262; NCAC T17-C1-S1C.0503; 
G.S. 105-129; G.S. 105-228.5; G.S. 132-1.1; IRS 1075, Exhibit 3; and Internal Revenue Code, 
Section 6103 concerning confidentiality of taxpayer records.) 
DISPOSITION INSTRUCTIONS: Destroy in office 30 days after delivery is confirmed and/or 
received and tracking information has been entered into the Express Carriers Tracking Database 
(Electronic) File (Item 48434). 

ITEM   48434.  EXPRESS CARRIERS TRACKING DATABASE (ELECTRONIC) FILE 
Electronic records concerning shipping and receiving of parcels from express carriers. File includes 
shipping date, tracking number, name of sender and receiver, division name, pickup date, and 
other related data. (Information entered into this database from the Express Carrier Forms File 
(Item 48433). (Comply with applicable provisions of G.S. 105-241; G.S. 105-259; G.S. 105-262; 
NCAC T17-C1-S1C.0503; G.S. 105-129; G.S. 105-228.5; G.S. 132-1.1; IRS 1075, Exhibit 3; and 
Internal Revenue Code, Section 6103 concerning confidentiality of taxpayer records.) 
DISPOSITION INSTRUCTIONS: Update in office routinely. Destroy in office after 2 closed fiscal 
years 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. 

ITEM   49553.  STOCK INVENTORY TRACKING DATABASE (ELECTRONIC) FILE 
Database used to track items received into and distributed throughout the department. File includes 
descriptions of items, quantities ordered, dates ordered and received, purchase prices, names of 
division contacts, and other related information. (Comply with applicable provisions of G.S. 105-
241; G.S. 105-259; G.S. 105-262; NCAC T17-C1-S1C.0503; G.S. 105-129; G.S. 105-228.5; G.S. 
132-1.1; IRS 1075, Exhibit 3; and Internal Revenue Code, Section 6103 concerning confidentiality 
of taxpayer records.) 
DISPOSITION INSTRUCTIONS: Destroy in office after 5 years if no litigation, claims, audits or 
other official actions has been initiated. If official action has been initiated, destroy in office after 
completion of action and resolution of issues involved. 

ITEM   49554.  SPECIFICATIONS FILE 
Records concerning specifications for specialized equipment purchased and/or modified to 
accommodate the needs of the department. File includes equipment specifications, architectural 
plans, contracts, and other related records. (Comply with applicable provisions of G.S. 105-241; 
G.S. 105-259; G.S. 105-262; NCAC T17-C1-S1C.0503; G.S. 105-129; G.S. 105-228.5; G.S. 132-
1.1; IRS 1075, Exhibit 3; and Internal Revenue Code, Section 6103 concerning confidentiality of 
taxpayer records.) 
DISPOSITION INSTRUCTIONS: Destroy in office when superseded or obsolete, if no litigation, 
claims, audits or other official actions has been initiated. If official action has been initiated, destroy 
in office after completion of action and resolution of issues involved. 

ITEM   49555.  BUSINESS CARDS ORDERES DATABASE (ELECTRONIC) FILE 
Database used to track the processing of all business cards for departmental employees. File 
includes names of persons approving the order, names on business cards, dates of orders, dates 
the orders are printed, and other related information. (Comply with applicable provisions of G.S. 
105-241; G.S. 105-259; G.S. 105-262; NCAC T17-C1-S1C.0503; G.S. 105-129; G.S. 105-228.5; 
G.S. 132-1.1; IRS 1075, Exhibit 3; and Internal Revenue Code, Section 6103 concerning 
confidentiality of taxpayer records.) 
DISPOSITION INSTRUCTIONS: Destroy in office when reference value ends. 
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DEPARTMENT OF REVENUE 
BUSINESS SYSTEMS 
BUSINESS OPERATIONS DIVISION 
ITEM   50346.  TELECOMMUNICATIONS (ELECTRONIC) FILE 

Electronic data records concerning all pagers and cell phones carried by Department of Revenue 
employees. File includes name of person with the telecommunication device, the phone number, 
and type of plan. Amended 5-8-2014. 
DISPOSITION INSTRUCTIONS: Destroy in office after 5 fiscal years 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. 

2 


