NM Records Management and Retention (RMR)

STATE

FSA - RMR Office
Request for Disposition of University Records

This form is to be used for disposition of records that have met their retention schedule. Each media type must be
on a separate form. SEE PAGE 2 FOR INSTRUCTIONS. Note: Incomplete forms or incorrectly completed forms
will be REJECTED. If you have any questions, please contact FSA - RMR Office (575) 646-8324 or visit
http://rmr.nmsu.edu/. Send completed forms to FSA - RMR Office, MSC 3FSA, email to rmroffice@nmsu.edu, or

fax a copy to (575) 646-1994.

Contact: |Jane Doe | Department: |Financial Systems Administration | Phone: ‘XXX-XXX-XXXX
Email: |janedoe@nmsu.edu Are Records Confidential? Yes: [H] No: []
Media Type
Paper @] CD/DVD[] Tape[] Microfilm[] Electronic[ ] Other[]
Disposition Log

Line Record Series No. and Title Retention Period Volume Date(s) of

# (http://frmr.nmsu.edu/NMACs.html) (#Boxes) Record(s)

1 1.15.7.101 Personnel Folders 3 yrs after employee terminated or retired 5 boxes Jul 2002-Jun 2006

2 1.20.3.301 Academic Records File 5 yrs after last semester attended by student | 2 boxes Jan 2000-Dec 2004

3 1.20.3.553 Student Employee Files 6 yrs after termination date 3 boxes Jan 1999-Dec 2003

4 1.20.3.304 Completed Examinations File 1 yr after end of term in which created| 2/3 box Aug 2009 - Jul 2010

5 1.20.3.316 Drop or Add Forms File 1 yr after end of term for which completed 1/3 box Aug 2009 - Jul 2010

Subtotal Volume (#Boxes) from continuation sheet 3
Total Volume (#Boxes) 14
Remarks
Department Signatures
Prepared by:
Name (printed) Signature Date
Jane Doe
Approved by Department Owner/Record Custodian: (For Departmental records only)
Name (printed) Signature Date
Diane Madrid
For FSA - RMR Office use ONLY

Work Order#: | SRCA#:

| SRCA Approval Date:

F.A.T.E. Warehouse Delivery

Number of Boxes

Received From

Date

Name (printed)

Signature

Destruction Method

[] Shred | [] Confidential: Cintas Pick Up

[] Recycle | [] Transfer to NMSU Archives

[] Delete Electronic Files

Approved by FSA - RMR Office:

Name (printed) Signature

Date

R:\RMR\Standards\Forms\NMSU Request for Disposition.docx

1/6/2012

NMSU Senior VP for Business, Finance & HR

FSA - RMR Office
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Request for Disposition of University Records
Continuation Sheet

Contact: |Jane Doe | Department:

Financial Systems Administration| Phone: ‘XXX-XXX—XXXX

Email: janedoe@nmsu.edu

Work Order#:

Disposition Log

Line Record Series No. and Title
(http://rmr.nmsu.edu/NMACs.html)

Retention Period

Volume
(#Boxes)

Date(s) of
Record(s)

1.20.3.349 Student Reference File

5 yrs after last enrolled

3 boxes

Aug 2001 - Dec 2005

Subtotal Volume (#Boxes)
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1/6/2012

NMSU Senior VP for Business, Finance & HR

FSA - RMR Office
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