DEPARTMENT OF REVENUE
BUSINESS SYSTEMS
HUMAN RESOURCES DIVISION

Program Records Retention and Disposition Schedule

The Program Records Retention and Disposition Schedule and retention periods governing the records series 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

HUMAN RESOURCES DIVISION

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

Tho Department of Revenue and the Depariment of Cultural Resources agree that certain records series have minimal
administrative, reference, or historical value. 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 otherwise disposed of by the agency having custody of them. As pait of its program operations the
Department of Revenue agrees to establish and enforce internal policies. The policy wili specify how long those records
must be refained and when they must be destroyed.

E-mail messages sent or received by Executive Branch agencies shall be retained 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 periods in this program records schedule. Public records including electronic
records not fisted In this schedule or in the General Schedule for State Agency Records are not authorized to be
destroyed. The

HUMAN RESOURCES DIVISION

agrees to destroy, transfer or dispese of records in the manner and at the times specified herein. This schedule is to remain
in effect until superseded.
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DEPARTMENT OF REVENUE
OFFICE OF THE SECRETARY
HUMAN RESOURCES DIVISION

PROGRAM RECORDS RETENTION AND DISPOSITION SCHEDULE

ORGANIZATIONAL NAME CHANGE

An organizational name change fo this Program Records Retention and Disposition Schedule is hereby approved. The Program
Records Retention and Disposition Schadule reflects an organizational change from Business Systems, Human Resources
Division to Office of the Secretary, Human Resources Division. No new iterns have been added, no items have been deleted,
and no changes have been made to any existing series descriptions or disposition instructions in the most recent schedule dated
August 8, 2011, In accordance with the provisions of Chaplers 121 and 132 of the General Stafutes of North Carolina, it is agreed
that the records of the

HUMAN RESOURCES DIVISION

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 fo the destruction or other disposition 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 destroyed in such a manner that the
records cannet be practicably read or reconstructed. 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
schedule.

The Depariment of Revenue and the Department of Cultural Resources agree that certain records serles 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 “administrative/reference value ends.” The Department of Revenue hereby agrees that it will
establish and enforce internal policies setting minimum retention periods for records with this disposition instruction. Without the
establishment of infernal policies, the agency is not authorized by the Depariment of Cultural Resources to destroy these records.

The Department of Revenue and the Departmant of Gultural Resources concur that the long-term and/or permanent preservation of
electronic records require additional commitment and active management by the agency. The Department of Revenue agrees to
comply with all policies, standards, and best practices published by the Depariment 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 5§ years pursuant to Executive Order No. 12
{issued May 21, 2013 by Governor Pat McCrory). Any e-mail messages requiring retention longer than 5 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 General Schedule for State Agency Records are not authorized to be
destroyed.

The Depariment of Revenue agrees to destroy, transfer or dispose of records in the manner and the times specifled herein. This
schedule is {0 remain in effect until superseded.
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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.



