DEPARTMENT OF REVENUE
OFFICE OF THE CHIEF OPERATING OFFICER
PLANNING AND WORKFORCE DEVELOPMENT
PLANNING

Program Becords Retention and Disposition Schedule

The Program Records Retention and Disposition Schedule and ratention pericds governing the records serles listed herein
are hereby approved. In accordance with the provisions of Chapters 121 and 132 of the General Statutes of North Carolina,

it is agreed that the records of the

PLANNING

do not and will not have further official use or value for administrative, research, or reference purposes after the respective
retention periods specified herein. The N.C. Department of Cultural Resources consents to the destruction or other
disposition of these records in accordance with the retention and disposition instructions specified in this schedule. However,
records subject to audit or those legally required for ongoing official proceedings must be retained until released from such
audits or official proceedings, notwithstanding the instructions of this schedute.

The Depariment of Revenue and the Department of Cultural Resources agree that certain records series have minimal
administrative, reference, or historical vaiue. When the custodian of any official State records certifies to the Department of
Cultural Resources that such records have no further use or value for official and administrative business and when the
Department certifies that such records appear to have no further use or value for research or reference, then such records
may be destroyed or othenwise disposed of by the agency having custody of them. As part of its program operations the
Departiment of Revenue agrees to establish and enforce Internal policies. The policy will specify how long those records
must be retained and when they must be destroyed.

E-mail messages sent or received by Execltive Branch agencies shall be retalned for 10 years pursuant to Executive Order
No. 18 (issued July 7, 2009 by Governor Beverly Perdue} and as set forth in G1 of the General Schedule for State Agency
Records. Any E-mail messages requiring retention longer than 10 years, including those with permanent historical value,
shall be designated with specific retention pericds in this program records schedule. Public records including electronic
records not listed in this schedule or in the Genéral Schedule for State Agency Records are not authorized to be

destroyed. The
PLANNING

agrees to destroy, transfer or dispose of records in the manner and at the times specified herein. This schedule is 1o remain
in effect untit superseded.

APPROVAL RECOMMENDED -~

Deborah Morris, Director CInE;D. Maflard )
Planning and Workforce Development Chief Recor ficer and Director

Documents and Payments Processing Division

i ?Opera!lng Officer David Brook, Director

Division of Historical Resources

?; APPROVED
LBavid W. Hoyle, Secrbtary Linda A. Carlisle, Secretary
Department of Revenue Depariment of Cultural Resources

September 27, 2011 WHB



DEPARTMENT OF REVENUE
OFFICE OF THE CHIEF OPERATING OFFICER
PLANNING UNIT

PROGRAM RECORDS RETENTION AND DISPOSITION SCHEDULE

ORGANIZATIONAL NAME CHANGE

An organizational name change to this Program Records Retention and Disposition Schedule is hereby approved. The Program
Records Retention and Disposition Schedule reflects an organizational change from Planning and Workforce Development,
Planning to Planning Unit. No new items have been added, no items have been deleted, and no changes have been made fo
any existing series descriptions or disposition instructions in the most recent schedule dated September 7, 2011. In accordance
with the provisions of Chapters 121 and 132 of the General Statutes of North Caralina, it is agreed that the records of the

PLANNING UNIT

do not and will not have further offictal use or value for adminisirative, research, or reference purposes afier the respective retention
periods specified herein. The N.C. Department of Cultural Resources consents to the destruction or other dispositicn of these
records in accordance with the retention and disposition instructions specified in this schedule. The agency agrees to comply with
07 NCAC 04M. 0510 when deciding on a method of destruction. Confidential records will be desfroyed in such a manner that the
records cannot be practicably read or reconstructed. However, records subject to audif or those legally required for ongoing official
proceedings must be retained until released from such audits or officlal proceedings, notwithstanding the instructions of this
schedule.

The Department of Revenue and the Deparfment of Cultural Resources agree that cerfain records series possess only brief
administrative, fiscal, legal, research, and reference value. These records series have been designated by retention periods which
allow them to be destroyed when “adminisirative/reference value ends.” The Depariment of Revenue hereby agrees that it will
eslablish and enforce internat policies setting minimum retention periods for records with this disposition instruction. Without the
eslablishment of internal policies, the agency is not authorized by the Department of Culiural Resources to destroy these records.

The Department of Revenue and the Department of Cultural Resources concur that the long-term and/or permanent pressrvation of
electronic records require additional commitment and aclive management by the agency. The Department of Revenue agrees to
comply with all policies, standards, and best praclices published by the Dapartment of Cultural Resources regarding the creation
and management of electronic records.

E-mail messages sent or received by Executive Branch agencies shall be retained for § years pursuant to Executive Order No. 12
{issued May 21, 2013 by Governor Pat McCrory). Any e-mail messages requiring retention longer than & years, including those with
permanent historical value, shall be designated with specific retention periods in this program records schedule. Public records

including electronic records not listed in this schedule or in the Generaf Schedule for State Agency Records are not authorized 1o be
destroyed.

The Department of Revenue agrees to destroy, transfer or dispose of records in the manner and the times specified herein. This
schedule is to remain in effect untit superseded.

APPROVAL RECOMMENDED

L
Cindy Mallard, szef Recv‘s Officer

Department of Revenue -

Jeff Epsteim;Chlef Operating Officer Sarah E. Koonts, Director
Department of Revenue Division of Archives and Records
4 A APPROVED
M
Lyons Gfdy, Secretary Susan W. Kiuttz, Secretary
Department of Revenue Department of Cuitural Resources

March 12, 2014 MAH
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ITEM

ITEM

ITEM

ITEM

48484. PROJECTS FILE

Records concerning projects managed by Planning Director. File includes action items and
decisions, agendas, workshop materials, 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: Transfer records to State Records Center after 5 years. Records
will be held for agency in the State Records Center 5 additional years and then transferred to the
custody of the Archives.

48485. STRATEGIC PLANNING FILE

Records concerning strategic planning of department initiatives. File includes correspondence,
reports, objectives, organizational charts, strategic maps, 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: Transfer records to State Records Center after 5 years. Records
will be held for agency in the State Records Center 5 additional years and then transferred to the
custody of the Archives.

48487. TRAINING AND SPEECHES FILE

Records concerning presentations conducted by officials of the department. File includes handout
materials, transcripts of speeches, 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: Transfer records to State Records Center after 5 years. Records
will be held for agency in the State Records Center 5 additional years and then transferred to the
custody of the Archives.

49720. PROJECTS DATABASE (ELECTRONIC) FILE

Electronic records, including e-mail, concerning projects managed by Planning Director. File
includes action items and decisions, agendas, workshop materials, 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: Retain e-mail in office permanently. Comply with standards and
policies issued by N.C. Department of Cultural Resources regarding the preservation of permanent
electronic records. Print and interfile electronic records, other than e-mail, with related paper
records. Paper records will be transferred to Projects File (Item 48484). Backup tapes will be
retained in accordance with Executive Order No. 18 issued July 7, 2009 by Governor Beverly
Perdue.
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ITEM

ITEM

49721. STRATEGIC PLANNING DATABASE (ELECTRONIC) FILE

Electronic records, including e-mail, concerning strategic planning of department initiatives. File
includes correspondence, reports, objectives, organizational charts, strategic maps, 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: Retain e-mail in office permanently. Comply with standards and
policies issued by N.C. Department of Cultural Resources regarding the preservation of permanent
electronic records. Print and interfile electronic records, other than e-mail, with related paper
records. Paper records will be transferred to Strategic Planning File (Item 48485). Backup tapes
will be retained in accordance with Executive Order No. 18 issued July 7, 2009 by Governor
Beverly Perdue.

49722. TRAINING AND SPEECHES DATABASE (ELECTRONIC) FILE

Electronic records concerning presentations conducted by officials of the department. File includes
handout materials, transcripts of speeches, 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: Retain e-mail in office permanently. Comply with standards and
policies issued by N.C. Department of Cultural Resources regarding the preservation of permanent
electronic records. Print and interfile electronic records, other than e-mail, with related paper
records. Paper records will be transferred to Training and Speeches File (Item 48487). Backup
tapes will be retained in accordance with Executive Order No. 18 issued July 7, 2009 by Governor
Beverly Perdue.



