DEPARTMENT OF STATE TREASURER
TREASURER’S OTTICE ‘

Program Records Retention and Disposition Scheduls

The Program Records Refention and Disposition Schedule and retention perfods
governing the records serles fisted herein are hereby approved. In accordance with the
provisions of Chapters 121 and 132 of the General Stafutes of North Garolina, it Is

agreed that the racords of the

TREASURER'S OFFICE

do not and will not have further officlal use or value for administrative, research, or
referance purposes after the respective retention perlads speclfied hereln. The N.C. -
Deparlment of Cullural Resources consents to the desiruction or other disposition of
these records In accordance with the retention and disposition Instructions specifled in
this schedule. However, racords subjest to audit or those legally required for ongoing
officlal proceedings must be retalned untli released flom such audits or officlal
proceedings, nofwlthstanding the instructions of this schedule. Publle records
Including electronic records not ilsted In this schedule or in the General Schedile
for State Agency Records are not authorlzed to he destroyad. The

TREASURER'S OFFICE

agrees o desiroy, transfer or dispose of records in the manner and al the times
specifled herein. This schedule fs to remaln In effect untl superseded,

APPROVAL RECOMMENDED
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anfra Johnson! Chief Records Officer David Brook, Diractor
Department of State Treasurer Diviston of Historloal Resources

APPROVED

ﬂaw/ Cacer. Dot (02
JanetCowsll, Stale Treasurer Lindg/A. Carlisle, Secretary
Depattment of State Treasurer Depariment of Cultural Resources

Aprit 30, 2009 K WHB



PROGRAM RECORDS RETENTION AND DISPOSITION SCHEDULE AMENDMENT

DEPARTMENT OF STATE TREASURER
TREASURER'’S OFFICE

Amend the program records retention and disposition schedule approved Aprit 30, 2009
by adding item 40277 as shown on the included schedule. No other items on this
schedule have been amended, added, or removed.

APPROVAL RECOMMENDED

andra Jolhson, Chief Records Officer Davld Brook, Diractor
Departmeht of State Treasurer Division of Historical Resources
APPROVED
JanstCowell , Stale Treasurer Lifida A. Carlisle, Secretary
ﬁ arliment of Slate Treasurer Department of Cullural Resources

Octoher 8, 2010 WHB
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PROGRAM REGCORDS RETENTION AND DISPOSITION SCHEDL_JLE AMENDMENT

DEPARTMENT OF STATE TREASURER
TREASURER’S OFFICE

Amend the program records retention and disposition schedule épprovad October 5,
2010 by adding item 49911 as shown on the included schedule. No other items on this
schadule have been amended, added, or removed.

APPROVAL RECOMMENDED
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Sgridra Johnson, ¢hief Records Officer David Brook, Director

Department of Stale Treastirer Division of Historical Resources

APPROVED
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Janpl-Cowell | State Treasurer ] "Linda A, Carlisle, Secretary
}6{ artment of Stale Treasurer Dapartment of Cullural Resources

January 13, 2012 . RLL



PROGRAM RECORDS RETENTION AND DISPOSITION SCHEDULE AMENDMENT

DEPARTMENT OF STATE TREASURER
TREASURER'’S OFFICE

Amend the program records retention and disposition schedule approved August 31,
2009 by the changing the description and disposition instructions for the following item
16280 as shown on the included schedule. No other items on this schedule have been
amended, added, or removed.

APPROVAL RECOMMENDED

Sandyd/Johnson, Chief Records Officer David Brook, Director
Department of State Treasurer Division of Historical Resources

APPROVED
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helCowell, State Treasurer Linda A. Carlisle, Secretary
epartment of State Treasurer - Department of Cultural Resources

March 12, 2012 RLL



DEPARTMENT OF STATE TREASURER
TREASURER'S OFFICE

ITEM 16234. DEPARTMENT PERSONNEL FILE.

Personnel records concerning departmental employees. File includes applications, resumes,
and personnef action records. {Comply with applicable provisions of G.S. 126-22, 126-23, and
126-24 regarding confidentiality of personnel records.)

DISPOSITION INSTRUCTIONS: Transfer to the State Records Center 5 years after employee
terminates service. Records will be held for agency 25 additional years and then destroyed.

ITEM 16241, DEPARTMENTAL HISTORY FILE.

Historical data concerning the department. File includes correspondence, monthly activity
reports, transcrlpts of speeches, annual reports, and newspaper clippings. (Comply with
applicable provisions of G.S. 132-1.2 and 132-1.2{2) regarding confidentiality of confidential
communications by legal counsel or discloses trade secrets, social security numbers, or

DISPOSITION INSTRUCTIONS: Print and interfile electronic records with refated paper

records. Destroy in office electronic versions of records when administrative value ends. Transfer original
paper records to the State Records Center after Administration ends. Records will be held for agency in the
State Records Center for 5 additional years and then transferred to the custody of Archives.

ITEM 16267. BOARD MEMBERS FILE.

information listing current memberships of all boards of the Department of State Treasurer.
{Information is utilized for reimbursement of expenses by the state.)

DISPOSITION INSTRUCTIONS: Destroy in office when administrative value ends.

ITEM 16270. FORMS CONTROL FILE.
Reference copies of all forms used by the department.
DISPOSITION INSTRUCTIONS: Destroy in office when administrative value ends.

ITEM 16271. TREASURER'S SUBJECT FILE.

Records concerning individuals, commissions, boards, and committees with which the State
Treasurer is affiliated. File includes correspondence, memoranda, and reports submitted by

Deputy treasurers. (Comply with applicable provisions of G.S. 132-1.2 and 132-1.2(2) regarding
confidentiality of confidential communications by legal counsel or which discloses trade secrets, social

DISPOSITION INSTRUCTIONS: Print electronic records and interfile with related paper
records. Destroy in office electronic versions of records after 5 years, Transfer remaining paper
records to the Stale Records Center after 5 years. Records will be held for agency in the State
Records Center 5 additional years and then {ransferred fo the custody of the Archives.

ITEM 16272, DEPUTY TREASURERS' FILE.

Records concerning the divisienal deputy treasurers. File includes reporis and other
reference materials. {Comply with applicable provisions of G.S. 132-1.2 and 132-1.2(2)
regarding confidentiality of confidential communications by legal counsel or whlch discloses
trade secrets, social security numbers, or account numbers.)

DISPOSITION INSTRUCTIONS: Print electronic records and interfile with related paper
records. Destroy in office electronic versions of records after 5 years. Transfer remaining paper
records to the State Records Center after 5 years. Records wili be held for agency in the Slate
Records Center 5 additional years and then transferred to the custody of the Archives.



DEPARTMENT OF STATE TREASURER
TREASURER'S OFFICE

ITEM 16273. APPOINTMENTS FILE.
Listings of daily appoiniments of the State Treasurer.

DISPOSITION INSTRUCTIONS: Item discontinued. Superseded by the General Schedule for
State Agency Records.

ITEM 48484, CORRESPONDENCE FiLE.

Correspondence in paper and electronic formats sent to and from section directors concerning

section topics of interest, such as legal, communication, human resources, corporate governance,

and legislation. File also contains staff travel information. (Comply with applicable provisions of

G.5. 132-1.2 and 132-1.2(2) regarding confidentiality of confidential communications by legal counsel or
which disclose trade secrets, social security numbers or account numbers.)

DISPOSITION INSTRUCTIONS: Destroy in office paper and electronic records after 5 years if
no litigation, ctaim, audit, or other official action involving the records has been initiated. If
official action has heen initiated, destroy in office upon completion of action and resolution

of issues involved.

ITEM 48495. RULE MAKING FILE.

Records in paper and electronic formats of rule-making proceedings. File includes all written
comments received, transcripts, or recordings of public hearings, and any written explanations
or justifications made by the agency in connection with the rulemaking proceedings.

DISPOSITICN INSTRUCTIONS: Print electronic records and Interfile with related paper
records. Destroy electronic records once they have been printed and interfiled. Transcribe
audio recordings and destroy or recycle after transcriptions have been completed and verified.
Transfer paper records to the State Records Center when administrative value ends. Records
will be held for agency in the State Records Center 5 additional years and then transferred to
the custody of the Archives.

ITEM 46277, INTERNAL AUDIT FILE.

Records in paper and efectronic formats, including e-mail, concerning internal audit reports.
File includes audit reports, correspondence, miscellaneous reports, supporting documentation
and other related records. Retention of internal audit records is regulated by Section 4.4.2 of
the North Carolina Audit Manual, which requires that records be maintained for a minimum of
10 years. (Comply with applicable provisions of G.5. 132-1.2, and 132-1.2 (2) regarding
confidentiality of communications by legal counsei or discloses trade secrets, social security
numbers or account numbers and G.S. 132-1.4 regarding confidentiality of criminal
investigations and criminal intelligence information.)

DISPOSITION INSTRUCTIONS: Retention of e-mail records in this series is governed by G1
of the General Schedule for State Agency Records, which requires that e-mail be refained for
10 years pursuant to Executive Order No. 18 issusad July 7, 2009 by Governor Beverly Perdue.
Destroy in office paper and electronic records after 10 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.



DEPARTMENT OF STATE TREASURER
TREASURER'S OFFICE

ITEM

ITEM

49911. LEGISLATIVE LIAISON FILE.

Records in paper and efectronic formats, including e-mail, generated by departmental
liaisons. File includes correspondence, memoranda, reports, and other reference materials.
(Comply with applicable provisions of G.S. 132-1.2, and 132-1.2 (2) regarding confidentiality
of communications by legal counsel or disclosing frade secrets or social security numbers.)
Amended 01-13-2012

'DISPOSITION INSTRUCTIONS: Retention of e-mail records in this series is governed by G1

of the General Schedule for State Agency Records, which requires that e-mail be retained for
10 years pursuant to Executive Order No. 18 issued July 7, 2009 by Governor Beverly Perdue.
Destroy in office paper and electronic records after 5 years if no litigation, cfaim, 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.

16280. LITIGATION FILE.

Records in electronic and paper formats concerning potential or actual litigation and legal
action. {Comply with applicable provisions of G.S. 132-1.1 regarding attorney-client
communications, G.S. 132-1.9 regarding trial preparation materials, and G.S. 132-1.2 (2)
regarding confidentiality of social security numbers.}) Amended 03-12-2012

DISPOSITION INSTRUCTIONS: Destroy in office after 5 year(s) 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 the litigation or other official action and
resolution of all issues involved.



DEPARTMENT OF STATE TREASURER
TREASURER'S OFFICE
TAX REVIEW BOARD

ITEM

ITEM

ITEM

ITEM

ITEM

3534. REGULAR CASE FILE.

Case files concerning appeals made by taxpayers regarding tax liability decisions as made by
the Secretary of Revenue and the Commissioner of Insurance. File includes memorandums,
briefs, testimony materials, administrative decisions, correspondence, petitions, tax refurns,
and other refated documents.

DISPOSITION INSTRUCTIONS: Transfer to the State Records Center after 3 years, if case is
closed and no further appeals are pending. Records will be held for agency in the State
Records Center 10 additionai years and then destroyed.

3535. AUGMENTED CASES FILE.

Case files concerning corporate taxpayers' requests for use of alternative allocations formulas.
File includes correspondence, tax returns, excerpts from minutes of meetings, and other
related documents.

DISPOSITION INSTRUCTIONS: Transfer to the State Records Center after 3 years, if case is
closed and no further appeals are pending. Records will be held for agency in the State
Records Center 10 additional years and then destroyed.

16338. TAX REVIEW BOARD MINUTES FILE.

Officiat minutes of the Tax Review Board. File includes minutes of regular and augmented
cases, docket of taxpayers cases, announcement notices sent to members of the Tax Review
Board, and other supporting documents.

DISPOSITION INSTRUCTIONS: Transfer minutes immediately to the State Records Center to
be microfilimed for permanent storage in the security vauit. Microfilmed paper records will be
returned fo agency. Transfer returned paper records to the State Records Center when
reference value ends. Records will be held for agency in the State Records Center 5
additional years and then transferred to the custody of the Archives. Transfer a duplicate copy
of subsequent minutes to the State Records Center for security storage. Destroy in office
remalning records when administrative value ends.

16340. PENDING CASES FILE.
Petitions concerning regular and augmented cases. File includes correspondence and other
related documents.

DISPOSITION INSTRUCTIONS: Transfer to Regufar Case File or Augmented Cases File as
appropriate when case is closed.

16341. TAX REVIEW BOARD CORRESPONDENCE FILE,

Correspondence requesting review of case file or information concerning allocations.

DISPOSITION INSTRUCTIONS: Transfer to Reguiar Case File or Augmented Cases File as
appropriate when case is closed.



