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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	Until superseded by new schedule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 1
	
	

	
	
	
	
	
	

	3
	ADMINISTRATIVE RECORDS – 1.15.3

	
	3.1  Administrative Reference Files (non-executive levels):  (1.15.3.107)
	Rm

1(1)
	until no longer needed for reference
	
	

	
	       3.1.1  Packing Slips and Request Forms (Filed by town/agency)
	Rm

1(1)
	
	
	

	
	       3.1.2  List of Loaned Items (Filed by town/agency)
	Rm

1(2)
	
	
	

	
	       3.1.3 Patrons Registration for use of Special Library Materials (Supplemental Registration (SR)) (Filed by town/agency) 
	Rm

3(1)
	
	
	

	
	       3.1.3 Purchase Orders 
	Rm
	
	
	

	
	3.2  Manuals of Procedures (1.15.3.114)
	Rm  , 

website 

Rm   , desk drawer
	Until superseded by new manual of procedure
	
	

	
	3.3  Policies and Procedures Files (1.15.3.115)

   - FERPA

   - HIPPA

   - Child Abuse & Neglect
	Rm,

Computer

Rm    , Inter Rm 2, 1(2)
	Until superseded or obsolete
	
	Student Svcs, Counseling, Admin

	
	3.4  Supplies and Equipment File (1.15.3.129)
	Rm   , 2(2)
	Equipment records, including operating manuals: until disposition of equipment
	
	

	
	3.5  Building Emergency Evacuation File (1.15.3.147)
	Rm   , bulletin board
	Until superseded by new plan or information
	
	

	
	
	
	
	
	

	4
	LIBRARY RECORDS - 1.15.3
	
	
	

	
	4.1 Requests for Reproduction of Copyrighted Works (1.15.3.609) –C-
	Rm   

in bookcase
	3 yrs after the calendar yr in which crated per U.S. Copyright Office Circular 21 
	
	

	
	
	
	
	
	

	5
	SCHOOL F/T BLIND & VISUALLY IMPAIRED – 1.18.926

	
	5.1  Federal Quota Funds (1.18.926.14)
	Rm

On KLAS & top shelf in plastic containers
	6 yrs after close of fiscal yr in which created date created
	
	

	
	   5.1.1. New Mexico Repository (NMR)

(APH accts 139 private, 136 residential, 138 public)
	
	
	

	
	   5.1.2 NMSBVI property – EDU
	
	
	

	
	
	
	
	
	

	6
	LIBRARY RECORDS -1.20.2

	
	6.1  Catalog of Holdings (1.20.2.302)
	Rm    - KLAS;

 Rm    - computer
	(1) Manuscript or printed catalog: permanent

(2) continuously updated catalog: until superseded by new catalog
	
	

	
	6.2  Selection Records (1.20.2.306)
	Rm

bookcase
	1 yr after date created
	
	


As of:  8 January 2008

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

                                   -C- = confidential
1.  
(1) E-mail 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-mail records with established retention value: refer to retention periods set for those records in the records retention and disposition schedule for the agency including the general records retention and disposition schedules (administrative, personnel, financial and education). These schedules have already been developed and filed by the SRCA. 

E. Methodology for e-mail disposition: 

(1) E-mail with transitory informational value: E-mail considered to have transitory informational value may be disposed of when information communicated no longer has any informational value. When informational value ends, e-mail user (sender, recipient) may transfer these communications along with their attachments to a destroy bin and to be destroyed per 1.13.3 NMAC Management of Electronic Records and 1.13.30 NMAC Destruction of Public Records. 


(2) E-mail records with established finite retention value: E-mail communiqués (messages) considered to have informational value because they pertain to or are of records with established retention value including permanent, may be printed and filed off to the appropriate paper file or may be filed off to electronic folders (removed from inbox) and disposed of when they have met their established legal retention per Destruction of Public Records 1.13.30 NMAC. [The] information system administrator with the assistance and guidance of e-mail users shall create these folders outside the e-mail system based on a filing system that reflects the records retention and disposition schedule for the agency including the general schedules (administrative, personnel, financial and education). When the legal retention value for these records [electronic folders] has been met, the assigned records liaison officer for the agency with the assistance of the e-mail user (sender, recipient) may transfer these communications along with their attachments to a destroy bin to be destroyed per 1.13.3 NMAC Management of Electronic Records and 1.13.30 NMAC Destruction of Public Records. 


(3) E-mail records with permanent retention value: permanent-archival records on electronic media shall be maintained by the custodial agency or transferred to the NM archives per Section 13 of 1.13.3 NMAC Management of Electronic Records. 


(4) Purging the e-mail system: The information systems administrator shall purge the e-mail system of all active (inbox) communiqués that are older than 30 days per 1.15.3.303 electronic mail, 1.13.3 NMAC Management of Electronic Records, and 1.13.30 NMAC Destruction of Public Records. 
   
