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11—4.18 (8A) Agency records.
4.18(1) Each agency shall maintain a file of personnel records on each employee and each applicant

for employment as specified by the department in rule or policy. All employee and applicant records are
under the jurisdiction of the department.

4.18(2) The appointing authority shall give each employee copies of all materials placed in the
employee’s file unless determined otherwise by the department. The appointing authority shall provide
copies of records to the department as requested.

4.18(3) When an employee is transferred, promoted or demoted from one agency to another
agency, the employee’s personnel records shall be sent to the receiving appointing authority by the
former appointing authority.

4.18(4) The director shall prescribe the forms to be used for collecting and recording information
on employees and applicants for employment, as well as the procedures for the completion, processing,
and release of those forms and records, as well as the information contained on them.
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