
RESOLUTION ADOPTING MUNICIPAL RECORDS RETENTION POLICY and EMAIt
RETENTION GUIDETINES

WHEREAS, the Governing Body recognizes that a records information management and

retention pollcy is essential to the proper maintenance, storage, and destruction of all records

used, created, received, maintained or held by the City of Rio Communities; and

WHEREAS, previous schedules prepared by the NM State Records and Archives Division

and utilized by municipalities have been repealed by NM State Records and Archives; requiring
the development of a "New Mexico Municipal Records Retention Schedule" as prepared by the
NM Municipal Clerks and Finance Officers Association; and

WHEREAS, this policy will reduce requirements for storage space, ensure consistency is

disposition and handling, reduce chances of reckless disposal, and ensure compliance with the
State of New Mexico retention requirements.

NOW THEREFORE, BE IT RESOLVED BY THE GOVERNING BODY OF THE CITY OF RIO

COMMUNITIES:

SECTION 1: Municipal records will be held in accordance with the New Mexico
Municipal Records Retention Schedule, as attached hereto. Such schedule may be updated
from time to time by the Municipal Clerk to reflect any federal, state, or local changes in
retention requirements.

SECTION 3: Electronic messages (E-mail) shall be held in accordance with the email
retention gu idelines attached hereto.

PASSED, APPROVED AND ADOPTED THIS 27th DAY OF MAY 2025 BY THE GOVERNING BODY

OF THE CITY OF RIO COMMUNITIES, NEW MEXICO.

STATE OF NEW MEXICO

CIW OF RIO COMMUNITIES

RESOLUTION NUMBER: 2O25-Jk

SECTION 2: Records may be stored in electronic format, as appropriate and otherwise
allowable, in accordance with guidelines established by the Municipal Clerk.

SECTION 4: All previous retention schedules and email policies are hereby rescinded.



New Mexico Records Retenfion Schedule - l0-18-2018

DESCRIPTIO\ Deparlment R[]I'E\TIO\

I tt.0 t.00l Non-record Materials Gcncr,rl None

t8.0t.002 Administrative Files ( M anager/Department Head) Ceneml 5 yeals

18.01.003 Adnrinistrative Policics Gcneml Until superseded by new code

t8.0t.004 Administrative Reference Files (Non-executive levels) Ccncral until no longer needed for reference

Americans with Disabilities (ADA) Accomodations Cencral I vears after file close

llt.0l.006 Americans with Disabilities (ADA) Compliance Files Gcncr.rl
Until superseded or I year after affected grievances

have been resolved closed

1lJ.0t.007 Appraisals - Valuations Ccneral 5 years after file closc

t8.01.008 Calendars and Schedules Ctncml Until no longer needed for reference.

t8.01.009 Code ofConduct Ccneml
Until sup€rceded by new code then review fo. historical
value

Committee Files. Ad Hoc Ccncml

18.01.01I Complaint Files Ccncml I year after close offile

Construction Project Files Cencral

I8 0l 013 Correspondence Files (EIected/Executive Level) Gcneml
2 yean after close offiscal year in which created thvr
review for historical value

I8.01.014 Correspondence Files (Staff l,evel) Ccncl!l

t8.01.0r 5 Denied. Rejected or Withdrawn Records Ccneral 2 yean after file close

Ccncml 3 years after disposition ofequipment

r8.0 r.0r 7 Facility Use Agreements Ccncnil 4 years after termination of agreernent

r 8.0 r.018 Feasibilitv Studies Gencml 5 years after completion or cancellation ofstudy

t8.01.0t9 Incidcnt Filcs Ccnerdl 3 years after file close

18.0t.020 Indexes and Finding Aids Ceneml Until superseded or until related records are destroyed

r 8.0 t.021 Insurance Claims Ccneral
3 years after case closed or until settlement agreement

tenns arc met

t8.01.022 Insurance Policies Gcncral
l0 years after expiration ofpoliry provided no
claimVsuits pending

t8.0t.023 Inventories C!'ncr,ll 3 years after audit repon

t8.0t.024 Joint Powels Agrcements Ccncnl I 0 years aft€r termination of agreernent

18.0r.025 Lcases Ccneral 3 vears after close offile
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t 8.01.005

18.01.010 Until no longer needed for reference.

18.01.012 Permanent

I year after close offiscal year in which created

tE.0l.0l6 Equipment and Supplies



Departmenl RETENTION

18.0t.026 Lists and Directories Ceneral

t8.0t.027 Logs - f-iscal Cener.rl ] vears after audit released

18.0t.028 Logs - General Gcneral Until no longer ne€ded, then review for historical value

Maintenance and Repair Genenl 3 yea.rs after date of last eirtry

t8 01.030 Maps, Drawings and Plans General

l8.0t.0ll Material Safety Data Sheets (MSDS) Geneml
30 years after discontiouance ofsr.tbstance per

29 CFR 19r0.1020(d) (l) (iixB)

18.01.032 Photographs G.'neml
Until no longer needed for reference then review for
historicalvalue

t 8.01.033 Policies and Procedures Geneml Until superseded by new manual ofprocedure

I8.01.014 Press and News Releases Gmeml
Until no longer needed for reference, then review for
historical value

r8.0r.035 Primarv Mission Records General Pcrmancnt

18.0t.036 Project Control File, Non-consmrfiion
I year after close of fiscal year in which project

completed or canceled

I tt.0 t.0l7 Property Assessments General
3 years after close offiscal year in which final action
taken

llt 0t.038 Property Files Cenel.al

Permanent.

After propeny is sold, disposed of, or relinquished,
review for historical value-

18.0r.039 Public Records (IPRA) Files Geneml I year afier file close

18.0t.040 Publicity and Promotion Geneml
Until no longer needed for reference, then review for
historical value.

l80t041 Reference Files
Until no longer needed for referencc

Finance filqi: until audit repon rcleased

llt 0 t 042 Repons - General 2 vears after date file closed

I8.01.043 Repons - lnjuries General

I8.01.0.14 Security and Access General 3 years after date file closed

I tt.01.045 Speeches - Elected OfEcials General
Until no longer needed for reference, then review for
historical value.

t8.01.046 Transponation and Trip Permits 3 years after date file closed

t8.01.047 Video Rccordings Geneml
Until informational value ends, then t-ansfer to archives
for review

t8.01.048 Work Order Files Ceneml I year from date file closed

t8.02.001 Legal Case Files Legal

l0 years after case closei ConJidential: l4-2-l NMSA

1978, 324-1-3.8 NMSA 1978. 32A-2-32 NMSA t978.
32A-38-22 NMSA t978. 32A-4-33 NMSA 1978. 32A-5-
8 NMSA 1978. arul 32A-Gl5 NMSA 1978
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DESCRIPTIO:\.J

Until superseded

18.01.029

Pcrmanent

Cencral

Geneml

Geneml

2 years afte. date ofaccident repon

Geneml



RET[:\ I IONDcpartmenl

Legal

l0 years aftsr case closed or until any minor involved

attains age 21, whichever is longe,. Confrdential:

t4-2-t NMSA t978. 32A-l-3.8 NMSA 1978, 32A-2-32

NMSA 1978, J2A.38.22 NMSA 1978,32A-4-33 NMSA

1978. 32A-5-8 NMSA 1978, and 32A-6-15 NMSA 1978

Legal Case Files - Juvenile18.02.002

Legal18.02.001

3 years after audit reportFinanceAccounts Pavable

Finance 3 year after audit repon18.03.002 Accounts Receivable

Finance Pennancnt18.03.003 Audit Repons

t8.03.004 Budget - Opcmting 3 years after audit report

r8.03.005 Collection 3 years after audit report

r8.03.006 Construction Crant Records Finance l0 years after completion of project

r8.03.007 Contract and Agreements Finance
1 year after termination ofcontract, provided audit

repon released

Contmct Tax File (Form 1099) 4 vears after tennination ofcontmct or asrccmenl

t8.03.009 3 years after audit report

Employer's Quarterly Federal Tax Retum File (Form 941) Financc I 0 years after calendar year created

tE.0.l.0l I Fixed Assets Finance 3 years after audit report

t 8.03.0r 2 Garmishments 3 years after termination ofernployee

I E.03.013 General Finance Rccords 3 years after audit rcport

r8.03.0 r4 Grant Administration Files Finance 6 years after termination ofgrant

tE 03.015 HUD Rgrcning File Financc 3 yean after close of fiscal year in which created

l E.01.0 r6 lntemal Audit File Finance 5 years after close offiscal year audited

r8.03.0 r7 Non-Tax Transaction Certifi cates

I year after last ransaction or until audit released

NOTE: new cenificates are issued by Taxation and
Revenue every l0 years, 7-9-43D, NMSA 1978

18.03.018 Payroll Filcs 3 years after audit report

18.03.0 r9 Pa)T oll Register, Year End Repon 55-yean after date created

r8.03.020 Petty Cash Fund Files Financc Until Audit Rcport releascd

Purchasing Finance 3 years afte. audit report

I
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DESCRIPTIOi'i

Legal Opinions Pelmanent

tE.03.00r

Finance

Finance

r8.03.008 Fioancc

Donations Finance

t8.03.010

Finance

Finance

tE.03.02 t



Depsrlmcnt It[]t [_\TIO\DI]SCRIPTION

Finance 3 yean after audit reponRepons - Accounting18.0t.022

I year after close of fiscal year in which no longer

authorized
Finflncet8.03.023

FinanceSurplus and Disposall8 03 024

3 vears after file close1rJ.03.025 Vendor Maintenance Filcs

5 yean after close ofcalendar year for which created18.03.026 W-2 Reports

Background Investigation - Hired
Human

Resources

3 years after employee terminated or retired

Conlidential: l4-2-l D, NMSA 1978
IIt.04.001

lE 01.002 Back$ound Investigations - Not Hired
Human

Resources

3 years after investigation

Conjdential: l4-2-1D. NMSA 1978

3 yearc after superscdedlll 0,1 003 Classitication And Compcnsation Plan
Human

Resources

t8.04.004 Classi6cation Studv Files
Human

Resources
l0 yearc after study is superseded

Human

Resources
3 years after close offiscal year in which created

I8.04.006 Drug and Alcohol Testing
Human

Resources

I year from date ofdetermination
CoaJidential: 14-2-1.A, NMSA 1978

I8 04.007
Human

Resources

3 years from date ofhire or I year Aom date of
separation ofemployment, whichever is later (8 CFR
274A.2\ Conjidential: Portions of this record may be

confidential pursuant. but not limited to, 5 USC,

Section 552a (i.e., social seari\) number).

t8 04.008 Employcc Medical Rccords
Human

Resourc!'s

3 years alier employee terminated
Confidential: 14-2-1.A. NMSA 1978

tE.04.009 Employee Medical Records - Hazardous Materials
Human

Resources
30 years after sepamtion iiom ernployment

Equal Employment Opportunity (EEO) Statistics - Arnual
Printout

Human

Resources
Permanent

lli 04.01I
Equal Employment Opportr.rnity (EEO) and Affirmative
Action - Compliance Files

Human

Resources
5 vears after file closed

Equal Employment Opportunity (EEO) and Affirmative
Action - Chher Records

Human

Resourc€s

2 years after date created

Conlidential: l0-15- l, NMSA 1978.

1u.04.013
Equal Employment Opponunity (EEO) and Affirmative
Action - Plans

Human

Resources

3 years after issued or until no longer necdcd for
rcl'erence

l8 04.0r4
Equal Employment Opportunity (EEO) and Affirmative
Action - Regulations and Policies

Human

Resources

Until obsolete o. superseded, then review for historical
value

18.04.015 Grievancc and Complaint Files, Employee
Human

3 year after file closed

t8.0{.016 Group lnsurance Employee Files
Human

Resources

3 years after ernployee terminated or retired, or
3 years after termination ofefective period.
Conjidential: 14-6- 1, NMSA 1978

In 04.0 t? Hiring and Recruitment
Human

Resources
3 vears after file close

t8.04.018 Human Resources Memoranda
Human

Resources
Pennancnt

I

Signature Authorizations

3 years after audit report

Financc

t8.04.005 Drug and Alcohol Abuse Program Files

Employec Eligibility Verification (FORM I-9) Files

t8.04.010

I E.04.012
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Deprrtmenl RETENTION

Job Description
Human

Resources
Once new description is issued

18.04.020 Municipal Organirational Chans
Hurnan

Resources

Until superseded and until no longer needed for
reference. then tmnsfer to archives

18.04.021
Human

Resources
3 vears after file close

r8.04.022 Personncl Files
Human

Resources
55 years after ernployee terminated or retired

r8.0,1.023 Retirement Records - PERA
Human

Resources
3 years after employee terminated or rehired

18.04.024 Retirement Records -Non-PERA
Human 70 ycars after cmployee's datc ofbirth or 6 years after

dcceased

18.04.025 Suretv Bond - Claims
Human

Resources
I vears after case closed

18.04.026 Surcty Bond - Policy
Human

Resources

l0 years affer expiration ofpolicy, provided no claims
or suits pending.

l8 0.1.027 Training Material
Human

Resources
3 vea6 after course conducted

l8 04.028 Unemployment Compensation Claims - Quarterly Printout
Human l vears after audit released

Volunteers
Human

Resources
I vear after audit relea-sed

1It.04.030 Worker's Compensation Claims
Hurnan

3 years after ord ofcalendar year in which file closed

NOTE: Claim f;les containing heahh inforrfiation are
confidential. (14-61, NMSA 1978)

18.04.031 Labor Relations
Human

Resources
3 year after file closed

I8.05.001 Data Backup
Until replaced by more current backup or until
archives are no longer needed for reference.

rE.05.002 Nctwork Security Audit Files
Intormation

Te.hnology

5 yea$ Aom date offinal report
Conlidentiol: Portions of this record may contain
contidential info.mation prlsuanl, but not limited to 44
U.S.C.3544(a)(l)(A).

18.05.003 Systems and Network
lnlormation
Technology

I year after discontinuance of systsm, provided all
magnetic data files are authorized for disposal or
transferred to new or altemate system

18.05.004 Web Management
lnfonDation

Te.hnology

l8 05.005 Web Management - Content
Information

Technology
I year after site is updared or changed

ru.05.006 Web Management - Transactional Web Sites
lnfonnation
Technology

3 yea$ after site is updated or changed.

t8.06.001 Assessmants/Tanes CIerk
3 years after close offiscal year in which assessment is
paid

t{i.06.002 Business License and Business Rcgistration Clerk 3 years afler closc offiscal year in which license issued

t{3 06 003 Claim ofLien 6 years after lien release
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DESCRIPI'ION

t8.04.019

Personnel Action/ Status Change Request

18.0.r.029

Infomation
Technology

I year after discontinuance ofthe system.

Clsrtr



DT]SCRIP'TION Departm€nt RII T]NTION

r8.06.004 Election Adminishation - Ballots Clcrk
45 days after canvass or resolution ofcontest or recount
(t-12-698, NMSA r978)

Clcrk Permanent18.06.005

I8.06.006 Election Administration - Othcr Clerk

2 years after thc election. NOTE: State law retention
when there is no contest, recount orjudicial inquiry is
only 45 days after canvass. (l-12-698,NMSA 1978)

tE.06.007 Clc.k Pcrmancnt

Election Campaign Contribution Reports Clcrk
2 years after election datg or until tsrrnination ofoffice,
whichever is longer

18.06.008

t8.06.009 Election District Files Clork 2 years after superseded by new redistricting

I8.06.010 Franchise Files Clerk 6 years after termination offranchise

tE.06.01I Industrial Revenue Bonds Clcrk
6 years after termination ofagreements beyond the
hond life

Liquor Licenses ( lcrk 3 years after close offiscal year in which license issued

I E.06.013 Meetings - Agendas Clerk
After next meeting date but no longer than 2 years after
meeting date

I E.06.014 Meetings - Minutes CIerk Pelmanent

I E.06.015 Meetings - Minutes ofOther Bodies Clerk 5 years

I E.06.016 Meetings - Rocordings Clerk
After minutes have been ranscriM and accepted at the
next meeting but no longer than 2 years after meeting
date

1E.06.0t7 Municipal Bond Ceni6cates of Destruction Clerk 6 years after date created (6-10-62. NMSA 1978)

1E.06.0t8 Municipal Bond Schedule and Bond Register Clerk
2 years after final pal.rnent

(6-10-62, NMSA 1978)

r8.06.0re
Municipal Bonds, Notes, lnterest Coupons, and Cenificates
oflndebtedness

CIerk
l0 years after date of maturity
(37-l-25, NMSA r978)

18.06.020 Oath of Office CIcrk Permanent

Ordinance Code Clcrk
Until superseded by new compilation then review fo.
historical value

18.06.022 Ordinances Clerk Permancnt

tE.06.021 Permits. Short TeIm ( lerk 3 years after close offiscal year in which permit issucd

r8.06.021 Clcrk I year after close offiscal year in which received

t8.06 0?5 Records Retention and Disposition Schedule Clerk Until superseded by new schedule

tE.06.026 Clerk Permanent

18.07.001 Anncxations
Community

Development
Permanent

I
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Election Administration - Canvass

Election Administration - Special Election

t 8.06.012

18.06.02r

Petitions

Resolutions



DESCRIPTIO\ Departmcnt RETENTIO\

tE.07.002 Annexations - Other Records
Community
Development

I year after propeny annexed

rE 07.003 Appeals, Planning and Zoning Board
Cornmunity

Dcvelopmcnt

18.07.004 Building Code Violation
Comfiunity
Development

I 0 years after date of final resolution

t8.07.005 Building Files
Cornmunity

Developmcnt
Permancnt

t8.07.006 Building Inspection Files
Community
Development

l0 yea$ after date of certificate ofoccupancy or 6nal

resolution

1E.07.007 Building, Mechanical, Ptumbing And Electrical lnspections
Community
Developmmt

I year afler final inspection

t8 07 00li Building Permit Application
Commutlity
Developmcnt

2 years Aom inspection date

t8.07.009 Building Permit Construction Plans - Commercial
Community
Developmcnt

Pemranent

I E.07.0 r0 Building Permit Construction Plans - Residential
Cornmunily
Developrnmt

Cenificate ofOccupancy
Communily
Developmml

l0 vears liom date of issuancc

18.0?.012 Code Enforcemenl Violations Case Files
Community
Development

] vears fiom date the case is closed

Conditional Use Pennits
Cornmunity

D€velopmmt
Pennancnt.

18.07.014 Fence/Shcd Pennits
Community
Development

I year from date ofcompletion

1E.07.015 Flood Plain Management Records
Community
Developmml

Permancnt

18.0?.0 r6 Geographic Information Systerl (GIS) Records
Community
Development

Until no longer needed for reference

1E.07.017
Comrnunity

Developmenl
3 years after business ceases to exist

18.0?.0t 8 Metropolitan Redevelopmenl - Studies and Plans
Cornmunity
Developmcnt

Permanent

l E.07.0 r9 Mefopolitan Redevelopment - Other Records
5 years after completion or cancellation then review for
historical value

18.07.020 Non Conforming Certifi cates
Cornnunity
Dwelopment

Permanent

1E.07.021 Plans
Community
Developmmt

Until no longer ne'cdcd for rcfcrcnce or implementation
then rcvicg, for historical valuc

18.07.023 Project Files And Studies
Community
Dcv"-lopmcnt

5 years after complaion or cancellation then review for
historical value

18.07.022 Sign Permits - Exceptions
Community
Development

I year afier business ceases or when new
company/subdivision changcs sign completely

18.07.024 Sign Permits - Commercial
Communily
Developmmt

Pennancnt

1E.07.025
Community
Development

18.07.026 Special Evcnt Permits
Community
Development

2-years after event occurs

18.07.027 Special Event Registration Records
Community
Developmcnl

I year after expiration

Street Excavation Permit
Cornrnunity

Developmcnt
4 years after close offiscal year in which permit issued

Page 7

Pemuncnt

I yea$ liom date of certificate of occupancy

18.0?.01I

r8.07.0r3

Home Occupation Permits

Community
Developmenl

Sign Permits - Temporary I year after event or election occurs

18.0?.028



Department RETE:{TIONDESCRIPTIO\

Permancnt
Corrununity

D€velopmentSubdivision Plats

Community
l)cvelopment

l0 vears :rfter tllc closeSubdivisionsr6.07.030

Community
Development

5 years after file close18.07.0I Subdivisions - Property Owner Notificatron

Communily
Developmcnt

Permanent1E.07.032 Variance

r8.07.033 Zone Map Amendments
Cornrnunity

Development
Permaocnt

Community
Developmenl

3 yea$ after close offiscal year in which case closedI8.07.034

18.07.035 Zoning I nterpretations
Community
Developmml

Permanent

18.07.016 Zoning Pcrmit Files
Community
Development

3 years afte. date offinal inspection

I8.07.017 Zoning Violation Files
Community
Developmmt

3 years afier date of 6nal resolution

I E.08.001 3 years after date ofcall

t8.08.002 House Check Records 2 years after date ofcall

18.08.003 Law Enforcement Telecornmunications System I year

1E.08.00,1 Master Street Addressing Guide (MSAG) Until superseded or until no longer needed for reference

1E.09.001
Alarm Repon Fire & EMS Pemanent

18.09.001
Btrilding Emergency Evacuation File Fire & EMS Until superseded by new plan/information

rE.09.003
Building lnspection Files (Fire and Rescue) 3 years after inspection date (uFC 103.3.4)

18.09.00.1
Building Layout Files Fire & EMS

Until superseded by new business or public use of
building or building razed

18.09.005
Fire & EMS Until superseded by new plan or infbnnation

18.09.006
Emergency Equipment Checklist I year after close ofcalendar year in which created

t8.09.007 Emergency Equipment Checklist - SCBA I year after disposal ofequipment

r8.09.008 Emergency Management Basic PIan Firc & EMS

Pemanent
Note: Tsclical inJormation is conJidential per
r4-2-lA(7), NMSA 1978

t8.09.009 Ernergency Medical Scrvices F'ilcs (EMS) Fire & EMS l0 years after date created

tE.09.010 Emergency Medical Services (EMS) Files - Billing Fire & EMS

3 years after close offscal year in which final payment

received or 3-years after close offiscal year in which
file closed

t8.09.01I Fire Drills fire & EMS 6 months after close ofcalendar year in which created

I

I
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18.07.029

Zoning Case Files

Emergency Dispatch Records

Fire & EMS

Disa-ster Recoverv File

Fire & EMS

Firc & EMS



Departnrent RETf\TION

l{t.09.012 Firc Hyd6nt Maintcnance Firc & EMS Pcmlanent

18.09.013 Fire Investigation Case Files 5 years after date investigation closed

1ti.09.014 Hazardous Wastc lnspections And Violations Records Firc & EMS Pennanent

18.09.015 Inspections Firc & EMS Pennanent

18.09.016 Prctire Plans Firc & EMS Pennanent

18.09.0r7 Volunteer First Responder Files 5 years afler termination oflast service

18.10.001 Animal Control Files

l tt.10.002 Arrest Reports - Adult Police
5 years after date ofincident or until investigation
closed, whichever is longer

l E. r0.001 Arrest Reports - Juvenile Policr

5 years after date ofincident or at age 19, whichever is

less, providing investigation closed.

Conldennal: 32A-2-32, NMSA 1978

18.10.004 Arrest Warants Police 5 years after prosecution completed

18. r0.005 Citations Police
3 years after date citation issued
(30-t-8H, NMSA t978)

18.10.006 Complaints And Grievances 3 years

I {t.10.007 Confidential Source (lnformant) Files Polioc
3 yoas after case closed. Until no longer needed for
refeence Confidential: l4-2-ll, NMSA 1978

18.10.008 Police 5 ve6rs after event date

t,t I0 009 Criminal History Records (Rap Sheet) - Adult Policc Permanent

18.10.010 Criminal History Records (Rap Sheet)- Juvenile Police
2 years after date ofincident or at age 19, whichever is

longer Confidenrial: 32A-2-32, NMSA 1978

18.10.01l Criminal Investigation Case Files - Adult Police
5 years after investigation closes

Confidential: 32A-2-32, NMSA 1978

r 8. r0.012 Criminal Investigation Case Files - Juvenile Police

5 years after iovestigation closed o. untiljuvenile
reaches age l9 whichever is less

conldential: 32A-2-32, NMSA 1978

l8.l0.0ll Police

Until no longer needed for reference

Note: Tactical information is confidential per
t 4-2-l A(7), NMSA 1978

18.10.014 Emergency Management Reports and Records Police 5 years after close offederal fiscal year in which created

1lt.10.015 Extraditions Policc 3 years after close offiscal year in which created

18.10.016 Cang Activiry File Police
Until informational value ends

Confidential: 32A-2-32 NMSA 1978

I {t. t0.0 t 7 Incidcnt Repons (Oftincc/lncident Reports) - Adult Police
5 years after date ofincident o. until investigation
closed, whichever is longer

I
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DESCRIPTION

Firc & EMS

Firc & EMS

Policr I vear after file closed

Police

Crime Prevention Files

Emergency Action Books



DT]SCRIPTION Departm€nt ITEl'ENTION

r 8.10.018 Incident Reports (Offence/lncident Reports) - Juvenile Policc

5 years after date ofincident or untiljuvenile reaches

age 19, whichever is less, provided investigation closed

Conjidential: 32A-2-32, NMSA 1978

18. t0.019 Intemal Affairs Case Filc Police

3 years aftq termination ofofficer
Conjidential: l4-2-lA NMSA 1978 unless appealed
through an administrative open meeting process

18.10.020 Internal Affairs Case Filc - Dismisscd Policc

3 years after complaint dismissql or cleared

Cohldehtial: l4-2-lA, NMSA 1978 unless appealed
through an adminislralive open meeting process

18.10.021 NCIC Records Policc
Until cleared, canceled or purged due to expiration (in
accordance with the NCIC operating rules)

18.10.022 Pawn Shop Tickets Policc 5 years after date created

l8 t0.023 Pawnbroker Files Police I month after entered into computer system

18. t0.024 Property and Evidence Policc
I year afier date ofdispositioo ofall property and

evidence for each case

t8.t0.025
Radio Frequency/Telephone Audio Recordings
(91 I Recorded Calls)

Policc 3 vear after date ofcall

t8. t0.026 Restraining Orders Police Until expires

t8.t0.027 Seizure or Forleiture Files Policc
6 years after close of fiscal year in which property

tmnsferred to municipality

1Ii. t0.028 Uniform Accident Report Policc 5 years after date ofaccident (30-l-8D NMSA 1978)

18.t0.029 Uniform Accident Report - Fatal Police
25 yeam after date of accident ConJidential:
66-7-213, 66-7-215 arul l4-6-1, NMSA 1978

tE.t0.030 Video Recording - Case File Police
I year after date ofincident or 60 days after date of
coun disposition, whichever is less

I8. t0.031 Video Recordings - Officer Lapel cam or Body Cam R)lice

tlt t0 012 Policc 90 davs after date created

t8. .001 Controlled Suibstance & Drug lssuance Files Detenti()n
3 years after fiscal year close
(30-3 r-r6D, NMSA r978)

r8 I1.002 Facility Incident Files - Adult Dct('nlion 2 years afier fiscal year close

tE.l 1.003 Facility Incident Files - Juvenile Dctcntion
5 years after date ofincident or until investigation
closed, whichever is longer

t8 I L004 Facilitv Metlical Files Detention

5 years after date ofincident or untiljuvenile reaches

age 19, whichever is less, provided investigation closed.

Conlidential: 324-2-32, NMSA 1978

l8.l r.005 Federal Retainer Requcsts
l0 years after date oftrcatment
Confidential: 14-6-l NMSA 1978

l8 I t.006 Inmate (Prisoner) Case Files Detention
3 years after date custody ofresident is transferred to
federal law enforcement entity

18.12 001 Bond Book/Cash Bond Record MunicipalCoun 3 years after close offiscal year in which created

I

I

120 days after date created (29-l -18A3, NMSA 1978)
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RE'I'E\ TIONDcpartmenlDESCRIPTION

Municipal Coun 3 years after close offiscal year in which createdCheck RegistertE.12.002

Municipal Coun I vears after casc closed18.12.001 Court Docket

Court Docket Book Municipal Coun 3 years from date oflast entryl8 12.004

Municipal Court Permancnl18.12.00s Criminal Case File. Dwl

Municipal Coud 3 years after case closed18.12.006 Crimina! Case File, Non-DWl

18.t2.007 Master Computer Record Municipal Court l0 years after case closed

r8. r 3.001 Discharge of Effluent Permits Public works I 0 yeals after destruction of facility

t8.13.002 Flow Charts, Wastewater l0 years

rE. r3.003
lntastructure Project Files (lnfrastructure Development
Plans)

Public Works

Line Locations Public Works
3 years after close offiscal year in which work order
issued

t8.13.005 Meter Readings Public Works 3 years after close offiscal year in which created

Sludge Disposal Files Public Works 5 years after date created (40 CFR 122.41)

Street Maintenance Public Works 5 vears after date created

r8. r3.008 Traffic Signals Intersection Files Public Works 5 years after date created

Utility Customer Service Files Public Works
3 year afler close offiscal year in which canceled or
deposit refunded to customer

r 8.13.010 Utility Facility Files Public Work Permanent

tE.l3.0l I Utility Maintenance Files - Annual Summary Public Works l0 years after close offiscal year in which created

t8.13.0 r 2 Utility Maintenance Files - Other Records Public Works 5 years after close offiscal year in which created

tE.13.01l Utility Service Files Public Works 3 vears afler audit release

t8.13.014 Public Works 3 years after audit repon release

t813.015 Vehicle Files Public Works 3 years afto disposition ofvehicle

r8.13.016
3 years after close offiscal year in which created

t8.14.00r Concession Records
Parls &

Recreation
3 years after close offiscal year in which created

t8 ,4 002 Group Organization Records
Paris &

Recreation
3 years after date created

t8. t4.003
Parls &

Recr€ation
2 years afler date created

I I

Permanent

t8.13.00,1

t8.13.006

t8.13.007

t8.13.009

Utility TumoffNotice and Delinquent Report

Vehicle (Fleet) Maintenance Files

Herbicidc and Pesticide File
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DESCRIPTIO\ Department

Itt l,+.00,1 Park And Facility Usage Files
Parls &

Recreation
Until change occurs in equipment

lli 14.005 Recreation Program Files
Parls &

Recreation
I year after close offiscal year in which created

t8. t4.006 Recreational Leagues
Parls &

Recreation
I year after league dissolution

CensoNhip or Complaint Files
Ltonrry ano

Museum 5 years after date of last entry

18.15.002 Collection Management - Library
Library and

Mus€um

Services

Until no longer needed for reference Note: many iterns

are conJidential per 18-9-4, NMSA 1978

Collection Managemmt - Museum Museum Peamanent

1E.t 5.004 Borrowing/Loaning Records
Library and

Museum

Services

5 years after date creatd, NOTE: Conply with
applicable provisions of legol agreement regarding
confdentiality of records conceming each gifi.

18.t5.005 Gift Donors File
Ltomry ano

Museum
Until obsolete

Confidentiol: I8-9-4, NMSA 1978

l8 t5.006 Paron Management
5 years after date materials used.

Conlidential: l8-9-4, NMSA 1978

Requests for Reproduction of Copyrighted Works
Library and

Museum

Servic€s

3 years after the calendar year in which created per

United States Cop,,right Office Circular 21, p. 19

ConJidential: l8-9-4, NMSA 1978

Statistical Reports
Ltotary ano

Museum 20 years

ItJ.l6.00t Cemetery Files Cemetery Permanent

t8.17.00t Airpon ard Aviation Regulations
Transit and

Airpon
5 years after superceded or repealed

r8.17.002 Airport Conditions and Inspections
Transit and

Airpon
6 months alier date submitted to FAA

t8.17.003 Airpon Crash Rescue Operation Files
Tmnsit and

Airpon
5 years alicr date ofincidcnt

Airport Safety Oliicers Files
Tmnsit and

Airpon
5 yeals after date created

t8 I7.005 Screening Activities Report
Tmnsit and

Airpon
6 months altcr date submitted to FAA

Transit Operations Files
Transit and

Airporl
3 years after fiscal year close

13 18.001 until disposition of animal

Animal Transaction Files
7-N) 

^ndAcquarium
3 years after fiscal year close

t8.18.001 Breeding Loan Files
Zoo and I year aftcr tcnninatt)n of loan

Rtit t:\TIo\

It.l5.00 t

18.15.003

Library and

Museum

Services

t8.15.007

t8. t5.008

t8. r7.004

t8. t7.006

Animal Files
Zno and

Acquarium

r6.18.002
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DISCRIPl'IoN Dcpartncn( R[]'I[:NI IO\

r8.19.001 Housing Authority Tenant Application Files
Housing

Authority
3 yean after fiscal year close

t 8.19.002 Housing Discrimination Complaint file
Housing

Authority
3 vears after file close

t8.19.003 Tenant File (Housing Authority)
Housing
Authority

6 years after termination oflease

r 8.20.001 Commercial Drivers Cenilicatioo N{VD 3 years tom date ofissuance.

tE.20.002 Driver's Licenscs MVD 3 years from date ofissuance
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E-mail Retention Guidelines

1. What are the retention requirements for E-Mail?

E-mail communications relating to municipal business are part of the Municipalitry's records and shall be

retained depending upon the nature of the document, consistent with the retention requirements for
that type of document. E-mail may include public records or transitory information. Only those e-mail
classified as public records in the Public Records Act, or the Municipality's adopted records retention
schedules, must be retained based on established retention periods published therein. The content of
e-mail may vary considerablyi therefore, each e-mail shall be evaluated to determine if it meets the
definition of a public record.

2. Which E-mail constitute public records?

E-mail and attachments identified as public records shall be retained and stored for as long as required

under the appropriate retention period provided in the Municipality's adopted records retention

schedules. E-mail that are public records include but are not limited to:

A. Policies and directives;

B. Correspondence or memoranda that contain final directives, determinations, instructions or
gu idance regarding public business;

C. Minutes of the Governing Body or Boards and Commissions, advisory groups, ad-hoc

committees or work groups developing programs;

D. Messages that authorize, establish or complete a business transaction; or
E. Final reports or recommendations such as to the Governing Body or Boards and Commissions or

produced by task forces or study groups.

3. Which E-mail are NOT public records?

Non-record and transitory e-mail do not set policy, provide directives, establish guidelines or procedures

nor do they certify transactions; they may be destroyed at the discretion of the user. Non-record and

transitory e-mail include but are not limited to:

A. Duplicate copies of messages sent to multiple people;

B. Personal messages and announcements not related to official City business;

C. Preliminary drafts of letters, reports and memoranda;

D. Messages considered brainstorming or preliminary thought processes in nature, reflecting the
exchange of ideas preliminary to the development of a final decision or position of the City;

E. Transmittal e-mailthat do not add substantive information to the attachment(s) being

transmitted;
F. Copies of documents distributed for convenience or reference;

G. Announcements of social events, such as retirement parties;

H. Spam (unsolicited, commercial E-mail); and

l. Messages to or from E-mail distributions lists (listserv) not directly related to City business.

4. OtherConsiderations

A. E-mail should be filed in a manner that enhances accessibility and assists in records

management and retention.
B. The attachment an e-mail contains falls under records management, not the e-mail which

transmits it unless the body of the email adds substantive information to the attachment.



Records Destruction Guidelines

A municipality must have the authority to destroy records before an actual destruction can take place.
The authority is granted by the adoption of the "Uniform Municipal Records Retention Schedule" by
the goveming body.

Steps to Conducting a Records Destruction:

l. Notifu all departments that a destruction will take place. Request a list ofall records eligible for
destmction by a cut-offdatc. A common cut-offdate is June 30s, the end of a fiscal year.

2. Make arrangements for the eligible records to be delivered to your records holding area

3. Review each department's list to insure that all records being recommended are eligible for
destruction. Compile a master list ofall eligible records,

4. Submit your master list to your city attomey for review, to ensure that records needed for any
legal matters are not being recommended for destruction.

5. Review your master list for any potential historical records. Ifyou have established a municipal
archives, the list may be reviewed by the director/manager ofthat archives.

6. Once the list has been reviewed by legal and historical, you may submit the remaining entries
to the goveming body. Place an action item on a meetilg agenda: Annual Records Destn:ction

- permission to destroy records. This action requires only a simple motion to be adopted.

7. Once the goveming body has given their approval to destroy the records, schedule the actual
destruction.

Legal destmction methods in New Mexico include:
Witnessed burial (at a landfill)
Shredding
Destmction by a certified,/bonded recycler

Which method you select will depend on the quantity of records to be destroyed, stafftime
available and/or funding available. Unless the quantity ofrecords to be destroyed is quite small,
it is rarely cost or time-effective to do the shredding in-house. Most office shredders are not
robust enough to handle a larger volume ofrecords.

Ifyou are considering destruction by a certified/bonded recycler, to get an estimate, you will
need to provide the total number ofboxes (cubic foot boxes) and whether you must have the
destruction done on-site, or ifyou will allow the company to simply pick the records up. You
may have to remove any three-ring binders - but check with your vendor. There may also be a
"deadhead" charge to get the truck to your location. To help reduce costs, contact your local
bank and find out who does their records destruction and when their pickup is scheduled.
Contact that company and see ifyou can piggy-back on the bank's records destruction, and
perhaps save a little money (at least the deadhead costs).



8. Once the destruction has been completed, prepare a Certificate of Destruction with an attached
list of the records that were destroyed and the date ofthe destruction. File this certificate as a
permanent record in the minute book.

9. Report back to the goveming body with the total number of boxes (cubic feet) of records
destroyed. It's olten easier to convert the number ofcubic leet to "four-drawer filing cabinets"
to provide a visual as to the amount of space that has been saved./recouped. It is also good to
recognize the departments that participated in your records destruction.

Remember: the destruction ofrecords without the approval of the goveming body may be considered
"tampering with public record", and is a fourth degree felony ($ 30-26-1).



APPROVED:

los msela

H ard, Municipal Clerk-Treasurer

ATTEST:


