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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	Until superseded by new schedule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 Information Files (1.15.3.102)

3.1.1 Activity Requests

3.1.2 Purchase Orders

3.1.3  Operating Permits

3.1.4  Vendor Information

3.1.5  Leave Forms

3.1.6  Maintenance Logs
	2nd drawer in credenza


	Until superseded or until information no longer needed for reference
	
	Finance

	
	3.2 
	Shelf above desk
	
	
	

	
	3.3 
	Desk drwr, bottom rt
	
	
	

	
	3.4 Policies and Procedures Files (1.15.3.115)
	In closet
	Until superseded or obsolete
	
	

	
	3.3  Building Drawings, Plans, & Blueprints (1.15.3.126)
	In closet
	(1) Property control copy:  permanent. After no longer needed for reference, files may be transferred to archives

(2) Agency information copy: until no longer needed for reference then transfer to archives for appraisal and final disposal
	 
	

	
	3.4 Supplies and Equipment File (1.15.3.129)

3.4.1 Tools Inventory (Randy’s Office)
	Fire proof cabinets

Bottom desk drwr
	(1) Warranties: 6 yrs after termination of warranty

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

	
	3.5  Work Orders File (1.15.3.133)
	Top desk drawer & computer
	Maintenance office/physical plant copy:  one year after work completed
	
	

	

	
	PERSONNEL FILES (1.15.7.101(1))
	
	
	

	4
	Personnel Folders
	Left desk drawer
	3 yrs after employee terminated or retried
	
	HR

	
	
	
	
	
	

	5
	EXPENDITURE RECORDS (1.15.5.315 (3))
	
	

	
	Drivers Daily Log Report (ECP) (NMSBVI Preschool & Outreach Mileage Log)
	
	3 yrs after close of fiscal yr in which created
	
	ECP

	

	6
	MISCELLANEOUS SCHOOL DISTRICT RECORDS (1.20.2.930)
	

	
	Maintenance Service File 
	Computer & 1(1)
	3 yrs after date of last entry
	
	

	
	Maintenance Service File (CD – electronic Fleet Mgt)
	CD in archives in Rm 223
	Until superseded or until information no longer needed for reference
	
	


As of 26 Jul 10
Example:  1(5) means “cabinet 1, drawer 5”

Note:

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. 
   

