




DEPARTMENT OF REVENUE 
OFFICE OF THE SECRETARY 
HUMAN RESOURCES DIVISION 

ITEM   2856.  PERSONNEL FILE 
Records in paper and electronic formats, including e-mail, concerning former employees of the 
Department of Revenue. File includes applications, position descriptions and other personnel 
transactions regarding the service history of the employee. (Comply with applicable provisions of 
G.S. 126-22, 126-23, and 126-24 regarding confidentiality of personnel records and applicable 
provisions of G.S. 126-22, 126-23, and 126-24 regarding confidentiality of personnel records and 
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: Print electronic records, including e-mail, and interfile with related 
paper records. Transfer to the State Records Center 5 years after employee terminates service. 
Records will be held 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 records. 

ITEM   49472.  APPLICANTS TRACKING DATABASE SYSTEM DATABASE (ELECTRONIC) FILE 
Electronic log used to track qualified candidates who are applying for vacant positions in the 
department. File includes vacancy position numbers, salary grades, closing dates, applicants’ 
contact information, priority identifiers (veteran’s preference, state employee, reduction in force 
candidate), and other related information. (Comply with applicable provisions of G.S. 126-22,126-
23, and 126-24 regarding confidentiality of personnel records and applicable provisions of G.S. 
126-22, 126-23, and 126-24 regarding confidentiality of personnel records and 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 applicant data for candidates 3 years after 
position is filled 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   49473.  UNEMPLOYMENT INSURANCE DATABASE (ELECTRONIC) FILE 
Electronic records concerning employee verifications for the Employment Security Commission 
(ESC) to compare annual ESC invoices. File includes names of employees, full social security 
numbers, dates of employment with the agency, and other related information. (Comply with 
applicable provisions of G.S. 126-22,126-23, and 126-24 regarding confidentiality of personnel 
records and applicable provisions of G.S. 126-22, 126-23, and 126-24 regarding confidentiality of 
personnel records and 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 3 years and annual billing cycles have been 
verified and 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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