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	File 

Number
	Title 
	Location
	Retention
	Vital 

Record
	Office of Record  

	1
	RECORDS MANAGEMENT RECORDS – 1.15.3

	
	1.1  Records Retention & Disposition Schedule (1.15.3.701)
	website
	Until superseded by new schedule
	
	

	
	
	
	
	
	

	2
	RECORDS MGT REQUIREMENTS FOR ELECTRONIC MESAGING – 1.13.4
	computer
	See Note 8
	
	

	
	2.1  Superintendent Files 
	
	
	
	

	
	2.2  Student Files 
	
	
	
	

	
	2.3  E-Mail 
	
	
	
	

	
	
	
	

	3
	ADMINISTRATIVE RECORDS – 1.15.3

	
	3.1  Primary Mission Records (1.15.3.103)

       3.1.1  History

       3.1.2  Strategic Files
	Rm 115

1 (1-2)
	permanent
	
	

	
	3.2  Agency Organizational Charts (1.15.3.104)
	Rm 115

Credenza - binder
	until superseded and until no longer needed for reference, then transfer to archives
	
	HR

	
	3.3  Administrative Reference Files (executive levels) (1.15.3.106)

       3.3.1 Strategic Plan
	Rm 115 1(1-2)
	After five years transfer to archives for appraisal and final disposal (per SRCA)
	
	

	
	3.4  Administrative Reference Files (non-executive levels) (1.15.3.107)

       3.4.1  City

       3.4.2  State

       3.4.3  Federal
	Rm 115

1(1-2)

2(2)
	Until no longer needed for reference
	
	

	
	3.5  Administrative Correspondence Files (Executive Levels) (1.15.3.108)
	
	2 yrs after close of fiscal yr in which created, then transfer to archives for appraisal and final disposal
	
	

	
	3.6  Reports (1.15.3.117)

         3.6.1  State Agencies
	
	See Note 1
	
	

	
	3.7  Governing Board File (Regent Files) (1.15.3.112)

        3.7.1  Correspondence In/Out

          3.7.2  History

          3.7.3   Regent Files
	Rm 115

1(4),

computer
	5 yrs then transfer to archives for appraisal and final disposition
	
	

	
	3.8  Committees or Councils Files (1.15.3.113)
	Rm 115

2(2) 
	5 yrs after close of fiscal yr in which created
	
	

	
	3.9  Manuals of Procedures (1.15.3.114)
	Rm 115

Computer, 

Credenza - binger
	Until superseded by new manual of procedure
	
	

	
	3.10  Policies and Procedures Files (1.15.3.115)
	Rm 115

computer
	Until superseded or obsolete
	
	

	
	3.11  Legislation, Agency Files (1.15.3.116) (Legislative Files) 
	Rm 115

1(2)
	1. Enacted legislation:  4 yrs, then transfer to archives for review and final disposal

2. Failed or vetoed legislation: 4 yrs after close of fiscal in which created
	
	

	
	3.12  Minutes of Meetings (1.15.3.119)
	Rm 115

computer
	See Note 2
	
	

	
	3.13  Public Relations File (1.15.3.121)

(NOTE:  administration retains 3.13 & 3.14 in the same file folder)
	Rm 115

1(1)
	Until no longer needed for reference, then transfer to archives for appraisal and final disposal
	
	

	
	3.14  Supplies and Equipment File (1.15.3.129)
	Rm 115

Desk drwr
	See Note 3
	
	

	
	3.15  Calendar of Events File  (1.15.3.134)

         3.15.1  Board of Regents

         3.15.2  Grading Schedule
	Rm 115

computer
	Until superseded or obsolete
	
	

	
	3.16  Schedules of Daily Activities (1.15.3.135) 
	Rm 115

Credenza – binder (by calendar yr)

Computer -GroupWise
	Until no longer needed for reference but no longer than one yr after close of calendar yr in which created
	
	

	
	3.17  Lists or Directories (1.15.3.136)
	Rm 115

computer
	Until superseded
	
	

	
	3.18  Conferences or Workshops Attended File (1.15.3.138)
	Rm 115

1(3)
	Until no longer needed for reference
	
	

	
	3.19  Conferences or Workshops Conducted File (1.15.3.139)
	
	After 5 yrs, transfer to archives for appraisal and disposal
	
	

	
	3.20  Search Committee File (1.15.3.144)
	Rm 115

2(1)
	See Note 4
	
	HR

	
	3.21. Insurance Appraisal or Survey File: (1.15.3.207)
	Rm 115
	Until informational value ends
	
	

	
	3.21 Legal Case File (1.15.3.401) –C-

         3.21.1  DOJ
	Rm 115

2(1),

Bookcase 1st shelf, Cabinet 3rd shelf
	See Note 5
	
	

	
	3.22 Offense or Incident Reports (students) (1.15.3.501) –C-

           3.22.1  Protection From Harm
	Rm 115

Database, PAWS

Credenza-binder
	5 yrs after date of occurrence
	
	

	
	3.23 Key Accountability Records (1.15.3.512)
	Rm 115

Computer, database 
	(1) For security areas: 3 yrs after keys turned in

(2) All other areas: 6 months after keys turned in
	
	

	
	

	4
	REGISTRARS OFFICE – 1.20.2

	
	4.1  Student Cumulative Education Record File (1.20.2.101)-C-
	Rm 115

PAWS
	See Note 6
	
	

	
	       Special Education Records (1.20.2.102)  -C-
	Rm 115

PAWS
	After completion of special services to the child but not sooner than five years after completion of the activities funded under grant award 
	
	

	
	       Student Disciplinary Records (1.20.2.103) –C-
	Rm 115

PAWS & Incidents/ Offences 
	5 yrs after date of last entry or two years after date of students last attendance, whichever is shorter
	
	

	
	4.2  School Census Records (1.20.2.108)
	Rm 115

PAWS
	1 yr after end of school yr
	
	

	
	4.3  Students Attendance Record (1.20.2.109)
	Rm 115

PAWS
	1 yr after end of school yr
	
	

	
	4.4  Students Attendance Exemption Record (1.20.2.110)
	Rm 115

PAWS


	Until student attains age 21
	
	

	
	4.5  Students Absence Record (1.20.2.111)
	Rm 115

PAWS


	1 yr after end of school yr
	
	

	
	4.6  Students Accidents and Illnesses (1.20.2.113)-C-
	Rm 115

Database & credenza in binder
	1 yr after end of school yr
	
	

	
	  

	5
	INSTRUCTION RECORDS – 1.20.2

	
	5.1  Teachers Class Rolls and Grade Sheets File (1.20.2.203)-C-
	Rm 115

PAWS
	1 yr after end of term for which created
	
	

	
	
	

	6
	RISK MANAGEMENT RECORDS – 1.20.2

	
	6.1  Group Insurance Policy File (1.20.2.802)
	 
	See Note 7


	
	

	
	6.2  Liability Certificates of Coverage File (1.20.2.803) –C-
	
	(1) Certificate (Policy): 10 yrs. after expiration of policy, provided no claims or suits pending 

(2) Claim files: 3 years after case closed 
	
	

	
	6.3  Surety Bond File (1.20.2.804)
	
	See 6.2
	
	

	7
	MISCELLANEOUS SCHOOL DISTRICT RECORDS – 1.20.2
	
	

	
	7 Accreditation File (1.20.2.922)
	Rm 115
	10 yrs after accreditation date
	
	


As of 22 Aug 11
NOTE: 

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

                 -C- = confidential 

1.        (1)     Annual, biennial, or other periodic reports required by Article V, Section 9, N.M. Constitution, or by specific statute:  permanent

(2) Routine, interim, or progress reports:  two years after close of fiscal year in which created

(3) Ad hoc reports:  none

2.         (1)     Minutes of meetings of boards, commissions, and/or other policy-making bodies, as defined in open meetings Act (10-15-1, NMSA 1978):  permanent

(2) Minutes of meetings of all other bodies:  five years, then transfer to archives for appraisal and final disposal

(3) Tapes or recordings of meetings:  after minutes have been transcribed and accepted at next meeting but no longer than two years after meeting date

(4) All other documentation including agenda, agenda package, etc:  after next meeting date but no longer than two years after meeting date

3.        (1)    Warranties:  six years after termination of warranty

(2) Equipment records, including operating manuals:  until disposition of equipment

(3) Supply records:  three years after audit report released

4.        (1)
Applications and records for individuals hired: transfer to personnel office when individual accepts position

(2) Applications and records for individuals not hired: transfer to personnel office when position is filled

(3) Unsolicited applications: transfer to personnel office when received

5.        (1)   Legal case files:  10 years after case closed

(2) Legal case files involving minors:  10 years after case closed or until any minor involved attains age 21, whichever is longer

(3) Legal case files involving real property:  10 years after case closed or until state no longer has an interest, whichever is longer

6.        (1)     Transcript.  Cumulative achievement record equivalent for elementary and secondary     
    school including information on school entry, withdrawal, graduation, subjects 
  taken, grades received, high school proficiency exam score etc.:  90 years after date                    of high school graduation or 90 years after student concerned would normally have graduated from high school, whichever applies
(2) Student health records.  Record includes but is not limited to health history, immunization record, results and recommendations from examinations, screening, treatment, parent or guardian referral record, teachers comments, etc.:  10 years after date of last entry or until individual attains age 19, whichever is longer (Item 1.15.8.101, NMAC)
(3) Federal program records.  Records concerning the participation in programs in which federal grant or subgrant funds were used.:  five years after submission of final expenditure report by NM department of education
(4) Other student records, including but not limited to registration record, screening evaluation reports, program participation records, remedial program participation record, counselor notes, teacher notes correspondence, transfer ot discharge notice, no-show student records, etc.:  two years after students last attendance
      7.   (1) Group insurance policy: 10 years after expiration of policy, provided no claim or suits pending 

            (2) Individual employee policy holders records (waiver and enrollment forms applicable to group insurance in effect): three years after employee terminated or retired, or three years after termination of effective period 

            (3) Claim files (copies): until information value ends 

      8.  (1) E-messages with transitory informational value: Transitory messages mean e-messages which serve to convey information of temporary importance in lieu of oral communication. Transitory messages are only required for a limited time to ensure the completion of a routine action or the preparation of a subsequent record. Transitory e-messages are not required to control, support or to document the operations of government.
      

(2) E-messages with established retention value: E-messages and attachments identified as public records shall be retained and stored for as long as required under the appropriate retention period. E-messages scheduled as permanent shall be transferred to the state archives. E-messages that are public records include but are not limited to:

(1) policies and directives;

(2) correspondence or memoranda that contain final directives, determinations, instructions or

guidance regarding public business;

(3) minutes of governing boards, advisory groups, ad-hoc committees or work groups developing

programs;

(4) messages that authorize, establish or complete a business transaction; or

(5) final reports or recommendations such as to legislative committees or produced by task forces or

study groups. 
For more information see 1.13.3 NMAC Management of Electronic Records and 1.13.30 NMAC Destruction of Public Records and Non-Records.

