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	File 

Number
	Title 
	Location
	Retention
	Vital 

Records
	Office of Record

	1
	REFERENCE MATERIAL: Administration – General Management

	
	FRRDS 
	website
	Destroy when no longer needed for reference
	
	RM

	
	
	
	
	
	

	2
	REFERENCE MATERIAL: Administration – General Management

	
	2.1 Calendars and Schedules: (School Calendar) (1.21.2.102)
	Rm 118 Desk 2nd drawer
	Destroy one year from close of calendar year in which created
	
	HR

	
	2.2  Correspondence – General: (Personnel Office   Memorandums) (1.21.2.105)
	Rm 118 8(2) 
	destroy one year from close of calendar year in which created
	
	HR

	
	2.3  Denied, Rejected or Withdrawn Records: (Rejected Applications) (1.21.2.107)
	Rm 132
    7(1-3)
	Destroy 2 years from date file closed
	
	Benefits

	
	2.4 Reports - Statistical: (Legislation, Agency) (1.21.2.118)

       2.4.1 Benefits
       2.4.2 Education

       2.4.3 Retirement

       2.4.4 Risk Management  
	Rm 118 8(2)
	Destroy 5 years from date file created
	
	HR

	
	2.5  Reports - Statistical: (Equal Employment Opportunity Affirmative Action Plans - Annual) (1.21.2.118)
	Rm 118 8(1)
	Destroy 5 years from date file created
	
	HR

	
	2.6 Reports – Statistical: (Agency EEO Statistics, Annual Printouts) (1.21.2.118)
	Rm 118

computer
	Destroy 5 years from date file created
	
	HR

	
	2.7 Reference Copies: 
	Rm 118, 11(2-4); Rm 132 1(1-2)
	Destroy when no
longer needed for reference
	
	HR & Benefits

	
	2.8 Reports - General: 
    2.8.1 Advertising 
     2.8.2 Interview Questions

     2.8.3 Benefits

     2.8.4 Retirement
     2.8.5 Counseling Center     

              Quarterly Stats                        
	Rm 118 8(2)


	Destroy 2 years from date file created
	
	HR

	
	
	computer


	Destroy when no
longer needed for reference
	
	HR

	
	2.9 Manual of Procedures - Staff Handbook (1.21.2.115)
	Rm 118 8(3)
computer
	Destroy when no longer needed for reference
	
	HR

	
	2.10 Logs: (Employee Number Logs - Position Inventory) (1.21.2.110)
	Rm 118

computer
	Retain until no longer needed for reference
	
	HR

	
	2.11  Logs: (Personnel Roster): Master Staff Listing (1.21.2.110)
	
	Retain until no longer needed for reference
	
	HR

	
	2.12 Logs: Action Reminder Listing, Monthly Printout: (1.21.2.110)
	Rm 118
	Retain until no longer needed for reference
	
	HR

	
	2.13  Logs: (Table of Organizational Listing (TOOL’S) Monthly Printout: (1.21.2.110)
	Rm 118 8(3)
	Retain until no longer needed for reference
	
	HR

	
	2.14 Surveys:
	
	Destroy five years from date file created.
	
	HR

	

	3
	RECORDS MANAGEMENT REQUIREMENTS FOR ELECTRONIC MESSAGING: 1.13.4 NMAC

	

	4
	GOVERNANCE AND COMPLIANCE – Governance
	

	
	4.1  Meetings: (Governing Board - Personnel Report) (1.21.2.452)
	Bookshelf

1st & 2nd shelf on the left
	Permanent, transfer to archives 5 years from date file closed
	
	Admin

	
	4.2  Meetings: (Committees or Councils - Loss Control) (1.21.2.452) (claims list)
	Rm 118 8(3) 
	
	
	HR

	
	4.3 Recruitment: (Search Committee) (1.21.1.246)
	Rm 118
	Destroy 3 years from date file closed
	
	HR

	

	5
	LEGAL AND JUDICIARY – Contract Management 1.21.2.603

	
	Cooperative Agreements: (JPA/MOU)  - Personal Preparation Program (PPP) (1.21.2.603)
	Rm 118 8(3)
	Permanent, transfer to archives 5 years from date file closed
	V
	HR

	
	Agreements-Others: Professional Services Contracts(1.21.2.601)
	
	destroy six years from date file closed
	
	

	
	

	6
	EMPLOYEE SERVICES – Benefits Management

	
	6.1 Claims – Benefits Management: (1.21.2.201)
	Rm 118
	Destroy 3 years from date file closed
	
	HR

	
	6.2 Enrollment – Benefits: (Insurance Records) (1.21.2.202)
	Rm 118
	destroy 5 years from termination of coverage
	
	HR

	
	6.3 Plans: (Benefit plans and statements) (1.21.2.203)
	Rm 118
	Destroy 10 years from date file closed
	
	HR

	
	

	7
	EMPLOYEE SERVICES – Workers’ Compensation and Unemployment – 1.21.2.261 & 263

	
	7.1 Claims - Workers’ Compensation and Unemployment:  -C-
	Rm 118 8(4)
	Destroy 3 years from date file closed
	  
	HR

	
	7.2 Reports – Injuries: (On the Job Injuries Notice of Accident) 
	Rm 118 9, 10, 11(1-3)
	Destroy 2 years from date file created
	
	HR

	
	
	
	
	
	

	8
	EMPLOYEE SERVICES – Staffing and Recruiting

	
	Recruitment: (Background Investigation) (1.21.2.246)
	Rm 118
	destroy 3 years from date file closed
	
	HR

	
	8.1 Recruitment: (Promotional & Transfer Opportunity Notes –Internal - Personnel Action Request (PAR) (Internal) 
	Rm 118
	destroy three years from date file closed
	
	HR

	
	8.2 Recruitment: (Request for Certificate of Eligibility)
	
	
	
	

	
	8.3 Positions and Classifications: (Interview Questions) (1.21.2.247)
	Rm 118 9, 10, 11(1-3)
	destroy 3 years from date file closed
	
	HR

	
	8.4 Positions and Classifications: (Job Specification/Description) 
	Rm 118 Computer/ credenza I Rm 124 desk drawer
	destroy 3 years from date file closed
	
	Budget/HR

	
	8.5 Positions and Classifications: (Study Files) 
	Rm 118 
8(2-3)
	destroy 3 years from date file closed
	
	HR

	
	8.6 Positions and Classifications: (Approved Class Specifications and Compensation Plan -  Salary/Full Time Employees (FTE) Listing) 
	Rm 118

Computer & credenza drawer
	destroy 3 years from date file closed
	
	HR

	

	9
	LEGAL AND JUDICIARY – Legal Matter Management

	
	Advice and Opinions: (1.1.21.2.627)
	Rm 118 12(2)
	Permanent, transfer to archives from date file closed
	
	HR

	
	9.1 Legal Case Files: (1.21.1.636) 
9.2 EEOC Compliant

9.3 Human Rights Division

9.4 Other –C-
	Rm 118 12(2)
	destroy 10 years from date file closed
	
	

	

	10
	EMPLOYEE SERVICES – Employer and Labor Services – 1.21.2.208

	
	Programs – Employer and Labor Services: (Alcohol and Drug Abuse Program)
	Rm 118 12(2)
	Destroy 5 years from date file closed
	
	HR

	
	

	11
	FINANCIAL AND ACCOUNTING – Budget Management: - 1.21.2.326

	
	Annual Budget:
	Rm 118
	Permanent, transfer to archives when no longer needed for reference.
	
	HR

	
	Annual Budget: Operating
	Rm 118
	
	
	Finance

	
	Annual Budget: Audit
	Rm 123, 2-3
	
	
	Payroll

	

	12
	CONTRIBUTING: Employee Services – Personnel Management

	
	Personnel Files - Contributing: (W-4 Employee’s Withholding Exemption Certificate) (1.21.2.233)
	Rm 118; 9, 10, 11(1-3)
	Destroy 50 years from date file created
	V
	HR

	
	12.1 Certifications: (1.21.2.223)
	Rm 118
	Destroy 3 years from date file closed
	
	HR

	
	12.2 Drug and Alcohol Testing: (1.21.2.224)
	Rm 118
	Destroy 5 years from date file closed
	
	HR

	
	12.3 Employment Disclosure: (secondary employment) (1.21.2.227)
	Rm 118
	Destroy one year from close of calendar year in which created
	
	HR

	
	12.4 Employment Eligibility Verification (I-9): (1.21.2.228)
	Rm 118
	Destroy 3 years from date of separation from employment
	
	HR

	
	12.5 Evaluations – Performance: (Personnel Evaluations) (1.21.2.229)
	Rm 118
	destroy 3 years from date of separation from employment
	
	HR

	
	12.6 Grievances & Investigations: (1.21.2.230)
	Rm 118
	destroy 3 years from date of separation from employment
	
	HR

	
	12.7 Leave Records (1.21.2.231)
	Rm 123
	destroy one year from close of fiscal year in which created
	
	Payroll

	
	12.8 Time and Attendance: (1.21.2.235)
  -Time Cards     

  -Time Sheets 
	Rm 123, 2-3 credenza
	Destroy one year from the close of the fiscal year in which file closed
	
	Payroll

 

	
	12.9  Personnel Files – Non-Contributing: (Volunteer Files) (1.21.2.234)
	Rm 124, Top drawer, right
	destroy 3 years from the date file closed
	
	Budget/HR

	
	12.10 Volunteer Files:
	Rm 118
	Destroy 3 years from date file closed
	
	HR

	
	

	13
	EMPLOYEE SERVICES – Training Management (1.21.2.252)

	
	Course Management: (Education & Training Files -  Standardized Testing Log-employees 
	Rm 118; 9, 10, 11(1-2)
 
	Destroy 3 years from date file closed


	
	HR

	
	13.1 Braille
	Rm 118; 9, 10, 11(1-2) 
	
	
	HR

	
	13.2 MANDT Training Certificates
	Rm 118; 9, 10, 11(1-2) 
	
	
	HR

	

	14
	EMPLOYEE SERVICES – Payroll Management 

	
	Deductions and Garnishments: (Miscellaneous Records) (1.21.2.211)
	Rm 123, desk drawer
	destroy 3 years from the close of the fiscal year in which created
	
	Payroll

	
	14.1 Payroll Registers: Audits (1.21.2.212)
	Rm 123, computer
	Destroy 50 years from date file created
	
	Payroll

	
	14.2 Contributions: (retirement and pension funds) (1.21.2.241)
	Rm 123, 
	Destroy 65 years from date file created
	
	Payroll

	
	14.3 Reports – Payroll: (Employee Year-To-Date Information) (1.21.2.213)
	Rm 123, desk drawer
	Destroy 3 years from the close of the fiscal year in which created
	
	Payroll

	
	14.4  Taxes – Payroll: (W-2,  W-3 & 1095C Forms) (1.21.2.214)
	Rm 123, 2(1)
	Destroy 10 years from close of calendar year in which created
	
	Payroll

	

	15
	FINANCIAL AND ACCOUNTING – Accounting Management

	
	 Accounts Payable: (Vouchers – Payroll) (Direct Deposit) (1.21.2.301)
	Rm 123, in desk drawer
	Destroy 6 years from date audit report released
	
	Payroll


	
	15.1 Accounts Payable:  (Payroll Warrant Register)
	Rm 123, 2-3 & computer
	Destroy 6 years from date audit report released
	
	Payroll


	
	15.2 P Card Profile
	computer
	Destroy 3 years from date audit report released
	
	Payroll

	
	15.3 Journal Entries: Student Trusts (1.21.2.308)
	Rm 123, 1(1)
	Destroy 3 years from date audit report released
	
	Payroll

	
	

	16
	FINANCIAL AND ACCOUNTING – Bank Administration – 1.21.2.322

	
	Statements and Reports–Bank Administration: 
	Rm 123, 
	Destroy 3 years from date audit report released
	
	Payroll

	
	

	17
	ADMINISTRATION - Equipment and Vehicle Management – 1.21.2.151

	
	Equipment Files: (Supplies and Equipment) 
	Rm 118 8(3)
	Destroy 3 years from date of disposition of equipment
	
	HR


As of 11 April 2022
NOTE:  *If it falls under federal statue check federal retention for destruction.

Example:  1(5) means “cabinet 1, drawer 5”


      -C- = confidential
Ronnie – Rm 106; Darlene – Rm 108; Danette – Rm 110; Laura – Rm 109 

