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	File 

Number
	Title 
	Location
	Retention
	Vital 

Records
	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	Until superseded by new schedule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
	See Note 8
	
	

	
	
	
	
	
	

	3
	ADMINISTRATIVE RECORDS – 1.15.3

	
	3.1  Non-Record Materials (1.15.3.101)

       3.1.1 Blank Forms
	 Rm 118 11(2-4)

Rm 132 1(1-2)
	None
	
	

	
	3.2  Subject Files (1.15.3.102)
  3.2.1  Advertising 

  3.2.2  Interview Questions

  3.2.3  Benefits

3.2.4 Retirement
3.2.5 Counseling Center Qtrly Stats
 
	Rm 118 8(2) 


	Until superseded or until information no longer needed for reference
	
	

	
	3.3  Governing Board File: (Personnel Report) (1.15.3.112)
	Bookshelf

1st & 2nd shelf on the left
	5 yrs then transfer to archives for appraisal and final disposition
	
	

	
	3.4  Committees or Councils Files: (Loss Control) (1.15.3.113) (claims list)
	Rm 118 8(3) 
	5 yrs after close of fiscal year in which created
	
	

	
	3.5  Manual of Procedures: Staff Handbook (1.15.3.114(1))
	Rm 118 8(3)
	Until superseded by new manual of procedure
	
	

	
	3.6 Legislation, Agency Files: (1.15.3.116)

      3.6.1  Benefits

      3.6.2  Education

      3.6.3  Retirement

      3.6.4  Risk Management  
	Rm 118 8(2)
	(1) Enacted legislation:  four years, then transfer to archives for review and final disposal (2)Failed or vetoed legislation:  four years after close of fiscal year in which created
	
	

	
	3.7 Supplies and Equipment File (1.15.3.129)
	Rm 118 8(3)
	See Note 2
	
	

	
	3.8 Calendar of Events File: (School Calendar) (1.15.3.134)
	Desk 2nd drawer
	Until superseded or obsolete
	
	

	
	3.9 Alcohol and Drug Abuse Program File: (1.15.3.141)
	Rm 118 12(2)
	3 yrs after close of fiscal yr in which created
	
	

	
	3.10 Search Committee File: (1.15.3.144)
	
	See Note 4
	
	

	
	3.11 Joint Powers Agreements: Personal Preparation Plan (PPP) (1.15.3.145)
	Rm 118 8(3)
	10 yrs after termination of agreement, then transfer to archives for review and final disposition (archive)
	V
	

	
	
	
	
	
	

	4
	RISK MANAGEMENT RECORDS
	
	
	

	
	4.1 Group Insurance Policy File: (1.15.3.202) –C-
	Rm 118 8(2-4)
	See Note 5
	
	

	
	4.2  Worker’s Compensation File: (end of yr. surveys/reports) (1.15.3.205) -C-
	Rm 118 8(4)
	See Note 6
	  
	

	

	5
	LEGAL OFFICE RECORDS
	
	

	
	 5.1  Legal Case File: (1.15.3.401) –C-

 5.1.1 EEOC Compliant

 5.1.2 Human Rights Division
 5.1.3 Other
	Rm 118 12(2)
	See Note 7
	
	

	
	 5.2  Legal Opinions and Requests for Opinion File: (1.15.3.405(2))
	Rm 118 12(2)
	Until no longer needed for reference
	
	

	
	
	
	
	
	

	6
	BUDGET WORK PAPERS – 1.15.5
	
	
	

	
	6.1  Operating Budget (1.15.5.103)
	
	three years after close of fiscal year in which created 
	
	

	

	7
	PERSONNEL FILES – 1.15.7

	
	7.1  Personnel Folders: (1.15.7.101(2)) 
	Rm 118 9, 10, 11(1-2)
	55 yrs after employee terminated or retires
	
	

	
	    Accident Report File: (On the Job Injuries Notice of Accident) (1.15.3.118)
	
	See Note 1
	V
	

	
	    Job Description Questionnaire: (Interview Questions) (1.15.7.125)
	
	10 yrs after replaced
	
	

	
	   Background Investigation Record (1.15.7.103)
	
	(1)Hired employees: 3 yrs. after employee terminated o rehired

(2)Individual not hired: 3 yrs. after investigation
	
	

	
	   Leave Records (1.15.7.105)
	
	Until audit report released for year in which records created
	
	

	
	  Retirement Records (1.15.7.106(1))
	
	3 yrs after employee terminated or rehired
	
	

	
	  Insurance Records (1.15.7.107)
	
	(1)deduction authorization, request for change, waiver: 3 yrs. after employee terminated or rehired or 3 yrs after termination of agreement
(2)copies of claims, correspondence, etc.: until purpose is served
	
	

	
	  Miscellaneous Deduction Records: (1.15.7.108)
	
	3 yrs after final deduction
	
	

	
	  Promotional & Transfer Opportunity Notes (Internal): Personnel Action Request (PAR) (Internal) (1.15.7.111)
	
	3 yrs after issued
	
	

	
	 Grievance & Compliant Files: (1.15.7.127)
	
	1 yr after closed
	
	

	
	Education & Training Files: (Standardized Testing Log) (teachers) (1.15.7.128) 
-Braille
	Rm 118 9, 10, 11(1-2)
	5 calendar yrs (see 6.10.7.9C(4))
	
	

	
	-MANDT Tests
	
	
	
	

	
	  Education & Training Files: (employees) (1.15.7.128)

-Braille
	J.H. Rm 132

2(1)
	3 yrs after course conducted  
	
	

	
	-MANDT Tests
	
	
	
	

	
	7.2  Volunteer Files (1.15.7.101)
	Where?
	3 yrs after employee terminated or retired
	
	

	
	7.3  Rejected Applications (1.15.7.102)
	Rm 132 
7(1-3)
	3 yrs after rejected
	
	

	
	7.4  Personnel Evaluations (1.15.7.104)
	
	3 yrs after issued
	
	

	
	7.5 Request for Certificate of Eligibles: (1.15.7.109)
	*
	3 yrs after issued
	
	

	
	7.6 Certificate of Eligibles: (1.15.7.110)
	*
	3 yrs after issued
	
	

	
	7.7 Employee Number Logs: (Position Inventory) (1.15.7.112)
	computer
	Until purpose is served
	
	

	
	7.8  Employee Listing (Personnel Roster): Master Staff Listing (1.15.7.113(2))
	computer
	(a)Bi-weekly: until new listing is issued
(b)Quarterly: 5 yrs. after issued
	
	

	
	7.9 Control Logs: Personnel Action Request (PAR) (1.15.7.114)
	computer
	Until all actions are completed
	
	

	
	7.10 Action Reminder Listing, Monthly Printout: (1.15.7.115)
	computer
	Until new listing is issued
	
	

	
	7.11  Job Specification: (Job Description) (1.15.7.116(2))
	Rm 118 Computer & credenza
	10 yrs after job specification is replaced
	
	

	
	7.12  Table of Organizational Listing (TOOL’S)                Monthly Printout: (1.15.7.118(2))
	Rm 118 8(3)
	(1)Monthly: until new listing is issued

(2) Quarterly: permanent
	
	

	
	7.13 Classification Study Files: (1.15.7.119(2))
	Rm 118 8(2-3)
	10 yrs after study is superseded
	
	

	
	7.14 List of Approved Class Specifications (Classification and Compensation Plan): Salary/Full Time Employees (FTE) Listing (1.15.7.122(2))
	Computer & credenza drawer
	10 years after replaced
	
	

	
	7.15  Personnel Office  

            Memorandums: (1.15.7.124(2))

	Rm 118 8(2) 


	permanent
	
	

	
	7.16  Equal Employment Opportunity Affirmative Action Plans, Annual: (1.15.7.125)
	Rm 118 8(1)
	3 yrs after issued
(*check state & federal retention)
	
	

	
	7.17 Agency EEO Statistics, Annual Printouts: (1.15.7.126(2))
	computer
	Permanent 
	
	

	
	
	
	
	 

	8
	SPECIAL EDUCATION RECORDS – 1.20.2
	
	

	
	8.1  Student Files (1.20.2.102)
	Rm 153 J.H.
	after completion of special services to the child but not sooner than five yrs after completion of the activities funded under grant award
	
	


As of 4 March 2013
NOTE:  *If it falls under federal statue check federal retention for destruction.



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

                  J.H. = Jack Hall

   
           -C- = confidential
1.  In personnel file:  (1) File resulting in no action/claim/litigation:  two years after date of accident

     

     (2) Files resulting in action/claim/litigation: until incorporated into workers’ compensation file

2.  (1) Warrants:  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 if filed
      (3) Unsolicited applications:  transfer to personnel office when received

5.  (1) Group insurance policy:  10 years after expiration of policy, provided no claims 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 file:  until informational value ends

6.  (1) Policy: 10 yrs after expiration of policy, provided no claims or suits pending

     (2) Claim files: 3 yrs after case closed
7.  (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

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.

