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	File 

Number
	Title 
	Location
	Retention
	Vital 

Record
	Office of Record

	1
	RECORDS MANAGEMENT RECORDS - 1.15.3

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	Until superseded by new schedule
	
	

	
	
	
	
	
	

	2
	ADMINISTRATIVE RECORDS – 1.15.3

	
	2.1  Administrative Reference Files (Non-Executive Levels): (1.15.3.107)

       2.1.1  NMSBVI Requisition for 

                 Printing 

       2.1.2  Office Supplies

       2.1.3   General Documentation (notebook documentation & software)

      - Multimedia 2000 The 

        American Sign Language

      - Software CD Backups of 

        Software on Servers

      - Sony, Inc. Digital Cameras
      - SurfControl, Inc. SurfControl
      - Repro-Tronics, Inc. Tactile 

        Graphics Designer (TGD) Pro

      - Vorizon Wireless NOKIA – 

        3589i

      - WISCO Grade Book Power

      - Inactive Waiting Disposition

        Blackbaud Information

      - Inactive Waiting Disposition

        Blackbaud Accounting for 

        Non-Profits
      - Inactive Waiting Disposition

        Blackbaud Registrar’s Office
      - Freedom Scientific Magic

      - Freedom Scientific

        Openbook

      - Hyper Tecnologies Deep 

        Freeze Pro
      - Intellitools Classroom Suite
      - Intellitools ClickIt!
      - IP Switch WS-FTP Pro

      - Bilingual Software

      - Instant Spanish
      - JMAC Software Engineering

        Principal’s Aide for Windows 

        (PAW)
      - KnowledgePoint

        Performance Now
      - SUSE LINUX

      - MacroMedia Shockwave

      - MacKichan Software, Inc.

        Scientific Notebook
      - McCarron-Dial Systems

        EPARS

      - Medicaid _ NM ACE$
      - Intellitools Classroom Suite
      - Micromain Corporation

        Micromain XM
      - MicroSoft Software - Old
      - MicroSoft Software -     

        Current
      - North Central Association

        (NCA)

      - School Improvement
      - NetViz

      - Synantec Norton Ghost
      - First Databank Nutritionist   

        Pro

      - Keystone Systems, Inc.

        KLAS

      - PSC, Inc. 

      - Scanners for KLAS
      - Roxio Easy Media Creator

      - ScanSoft, Inc.

       - OmniPage Pro

      - Sunrise River Press

        The School Nurse’s Source

         Book

      - PED NM ACES

      - PED NM ADS

      - PED NM IMoose

      - PED NM ERB

      - PED NM PERA

      - Shopbot Tools, Inc. Shopbot
       - Windsor Mgt. Group Infinite 

         Visions Warehouse

       - Dell – D/Dock Expansion 

        Station Latitude D810 

      - Dell – Notebook Latitude 

        D600

      - Dell – Notebook Inspiron 

        2500

      - Dell – Notebook Inspiron 

        3800
      - Dell – Notebook Inspiron 

        5150

      - Dell – Notebook Inspiron 

        8100

      - Dell – Notebook Latitude 

        D820

       - Windsor Mgt. Group Infinite

        Visions Fixed Assets 

      - Dell – Notebook Latitude 

        D810

      - Dell – Notebook Inspiron

        1100

      - Dell – Notebook Inspiron 

        3500

      - Dell – Notebook Inspiron 

        5000e

      - Dell – Notebook Inspiron 

        8100

      - Dell – Notebook Latitude 

        C840

      - Dell – Notebook XPS M1210

       - Backup – Servers Windows

      - Dell – Notebook Latitude 

        D505

      - Dell – Notebook Inspiron 

        1150

      - Dell – Notebook Inspiron 

        3700

      - Dell – Notebook Inspiron

       5100

      - Dell – Notebook Inspiron 

        8200

      - Dell – Tape Drive 

      - PowerVault  110T DLT VS 

        80

Printers and Scanners

       - Printer Sharp

      - Printer Brother

      - Printer Panasonic

      - Printer HP – Inkjet

      - Printer HP – LaserJet

      - Printer HP – OfficeJet

      - Printer HP – Inkjet

Embossers and Fax Machines

      - FAX Sharp

      - FAX Brother

      - FAX Panasonic Microsoft

        Software – License, Current

      - Microsoft Software – 

        License, Old Medicaid

Software – Healthmaster Software
	Also B.R.

Computer

1

2 (3 & 4), 4

2(3 & 4)

3

4
	Until no longer needed for reference
	
	

	 
	2.2  Policies & Procedures Files (1.15.3.115)
	computer
	Until superseded or obsolete
	
	

	
	2.3  Supplies & Equipment File (operating manuals) (1.15.3.129)
	1(1) & in each office
	See Note 1
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	2.4  Public Relations File (1.15.3.121) (Lee)
	B.R.
	Until no longer needed for reference, then transfer to archives for review
	
	

	
	2.5 Motion Pictures or Video Recordings (1.15.3.122) (Lee)
	B.R.
	(4) Footage or recordings that document routing meetings: 30 days after date created
	
	

	
	2.6 Photographs (1.15.3.124) (Lee)
	B.R.
	Until no longer needed for reference, then transfer to archives for review
	
	

	
	
	
	
	
	

	3
	ELECTRONIC RECORDS – 1.13.4 & 1.20.2

	
	3.1  Operations System Backup (1.15.3.302)
	Cabinet 5

Also WEC Rm 223, cabinet 215
	See Note 2
	
	

	
	3.2  Records Mgt Requirements for Electronic Messaging – (1.13.4)
	computers
	See Note 5
	
	

	
	3.3  Computer System Access Request (1.15.3.305) –C-
	1(1)
	See Note 3
	
	

	
	3.4  Master Tape File – (1.20.2.901) 
	WEC Rm 223 in fireproof cabinet
	Erase or dispose of when data contained has met its retention period, provided approval to destroy data has been received from office or department for which data belongs
	
	

	
	
	
	
	
	

	4
	PUBLIC RELATIONS – 1.15.3

	
	4.1  Website (1.15.3.306)
	
	See Note 4
	
	


As of 2 November 2009

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

                   B.R. –Bert Reeves

                    -C- = confidential

 NOTES:

1.
(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

2.
(1)     Annual system backup:  erase or dispose of when data contained has met its retention period provided approval to destroy data has been received from office or department to which data belongs

             (2)     Quarterly system backup:  after five cycles

             (3)     Monthly system backup:  after four cycles

             (4)     Weekly system backup:  after six cycles

             (5)     Daily system backup:  after eight cycles

             (6)     Incremental system backup:  until completion of next full system backup

3.
(1)     Paper:  until entered and verified into system

             (2)     Data:  three years after no longer employed with the agency.

4
(1)     platform (software): one year after discontinuance of the system.

             (2)     web content:

                              (a)     unique records or information:  see the general or agency program schedule for retention.

                              (b)     replicated information: until superseded or no longer relevant.

             (3)     web site structure:
                              (a)     informational web site:  one year after site is updated or changed.

                              (b)     transactional web site:  three years after site is updated or changed. [Transactional web sites contain or support transactions such as registrations, purchases, etc.]

5.          (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. 
   

