
NMAC Series name Retention and Disposal 
Schedule No.

Computer System Access Request 1.15.3.305
Records retention and disposition schedule 1.15.3.701
Budget work papers 1.15.5.101
Budget Appropriations Request 1.15.5.102
Operating Budget 1.15.5.103
Budget adjustment requests 1.15.5.104
Budget Status request, Monthly 1.15.5.105
Invoices (Agency) 1.15.5.202
Receipts 1.15.5.203
Payment Invoice Files 1.15.5.204.1
Deposit Slips 1.15.5.205.1
Revenue Status Report 1.15.5.206
Cash Reports Daily 1.15.5.207.1
Revenue Contracts and Grants 1.15.5.208
Requisition for Purchase 1.15.5.302.1
Purchase Orders (Purchase Documents) 1.15.5.303.1
Contract/Agreement Files 1.15.5.305
Contract/Agreement Logs 1.15.5.306
Bids/Quotes 1.15.5.307
Request for Proposal 1.15.5.308
Voucher (Payment vouchers) 1.15.5.309.1
Payment Voucher File 1.15.5.310.1
Checks 1.15.5.312.1
Trip ticket File 1.15.5.315.1
Vehicle Maintenance file 1.15.5.315.1
Encumbrance documents 1.15.5.316.1
Time Cards 1.15.5.401.1
Time sheets 1.15.5.402.1
Payroll Register 1.15.5.404.1
Employee year-to-date information 1.15.5.405.1
W-2 forms 1.15.5.409
Journals 1.15.5.501
Ledgers 1.15.5.502
Vouchers (Journal) 1.15.5.505.1
Reconciliation of cash transactions, monthly 1.15.5.506.1
Bank statements    1.15.5.508
Inventory of fixed assets 1.15.5.509
Benefits authorization form 1.15.6.144
Personnel Folders 1.15.7.101
Personnel Evaluations 1.15.7.104
Retirement Records 1.15.7.106.1
Insurance records 1.15.7.107
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Miscellaneous Deduction Records 1.15.7.108
Transcript of official hearings 1.18.954.101
Regulatory orders 1.18.954.102
Inspection documents 1.18.954.103
Applications for licenses 1.18.954.104
Bonds for licenses 1.18.954.105
Insurance for licenses 1.18.954.106
Calibration records or certificates 1.18.954.107
Product registration 1.18.954.108
Product labels 1.18.954.109
Special investigation reports 1.18.954.110
Certifications 1.18.954.111
Special surveys and records 1.18.954.112
Routine lab operations records 1.18.954.113
Specimen report (vds 1.18.954.114
Specimen entry records (vsd), 1.18.954.115
Routine and special laboratory reports and analysis 1.18.954.116
Pesticide sample records 1.18.954.117
Port of entry reports 1.18.954.121
Seminars on u.s. - mexican business 1.18.954.122
International landing rights 1.18.954.123
Good Neighbor Commission 1.18.954.124
Accident Report Files 1.20.3.101
 Work Orders File 1.20.3.115.2
Student Academic File 1.20.3.202
Student Transcripts 1.20.3.203
Instructor's or professor's grade sheets 1.20.3.204
Student social security benefit's file 1.20.3.205
Ferpa student file 1.20.3.206
Veterans' benefits file 1.20.3.207
Immigration and naturalization service student file 1.20.3.208
Historical publication or statistical data records 1.20.3.209
Academic records file 1.20.3.301
Accreditation file 1.20.3.302
Class schedules file 1.20.3.303
Completed examinations file 1.20.3.304
Completed tests file 1.20.3.305
Comprehensive examination results file 1.20.3.306
Comprehensive examinations file 1.20.3.307
Course listings file 1.20.3.308
Course syllabi or outlines file 1.20.3.309
Course title directory file 1.20.3.310
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Credits by examination file 1.20.3.311
Department head's file 1.20.3.313
Departmental history file 1.20.3.314
Departmental programs file 1.20.3.315
Drop or add forms file 1.20.3.316
Enrollment file 1.20.3.317
Extra hour registration file 1.20.3.318
Faculty award and honors file 1.20.3.319
Faculty listings file 1.20.3.320
Faculty publications file 1.20.3.321
Financial aid file 1.20.3.322
Grade distribution file 1.20.3.323
Faculty recruitment file 1.20.3.324
Grade listings file (grade sheets) 1.20.3.325
Graduate listing file 1.20.3.326
Individual placement test scores file 1.20.3.327
Instructor class rolls and grade sheets file 1.20.3.328
Internships or assistantships file 1.20.3.329
Loan recipients' college enrollment verifications file 1.20.3.330
Master course file 1.20.3.331
Pass or fail forms file 1.20.3.333
Placement tests file 1.20.3.334
Placement test scores listing file 1.20.3.335
Prospective graduates file 1.20.3.336
Raised grades file 1.20.3.337
Repeat course file 1.20.3.338
Research projects file 1.20.3.339
Scholarship awards file 1.20.3.340
Search committee file 1.20.3.342
Self-studies (directed studies) file 1.20.3.343
Student awards and honors file 1.20.3.344
Student loans file 1.20.3.345
Student ranking file 1.20.3.347
Student records changes file 1.20.3.348
Student reference file 1.20.3.349
Student teaching certification file 1.20.3.350
Tenure file 1.20.3.351
Textbook orders file 1.20.3.352
Textbook requests file 1.20.3.353
Transfer admissions file 1.20.3.354
Veterans' benefits file 1.20.3.356
Athletics scholarships file 1.20.3.375
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Drug dispensing records file 1.20.3.377
Injuries file 1.20.3.379
Player recruiting file 1.20.3.380
Recruiting rules and regulations file 1.20.3.381
Bond issue preparation file 1.20.3.501
Bonds, notes, interest coupons, certificates of indebtedness, or securities 1.20.3.502
Bond or note issue and cancellation register 1.20.3.503
Certificate of destruction 1.20.3.504
Affirmative action or equal employment opportunity file 1.20.3.551
Educational retirement board files 1.20.3.552
Student employee files 1.20.3.553
Social security files 1.20.3.554
Federal and state income tax withholding files 1.20.3.555
Insurance policy file 1.20.3.601
Group insurance policy file 1.20.3.602
Liability certificates of coverage file 1.20.3.603
Surety bond file 1.20.3.604
Worker's compensation file 1.20.3.605
Title insurance policy 1.20.3.606
Insurance appraisal or survey file 1.20.3.607
Student financial assistance files 1.20.3.651
Scholarship or fellowship fund files 1.20.3.652
Scholarship or fellowship files 1.20.3.653
Student work-study files 1.20.3.654
Student grant files 1.20.3.655
Student loan files 1.20.3.656
Accession records 1.20.3.701
Catalog of holdings 1.20.3.702
Borrower file 1.20.3.703
Borrowing or loaning records 1.20.3.704
Patron's registration for use of special library materials 1.20.3.705
Selection records 1.20.3.706
Censorship or complaint files 1.20.3.707
Gift donors file 1.20.3.708
Parking Services Cashiers Receipt 1.20.3.759
Traffic Citations file 1.20.3.760
Career planning or placement file 1.20.3.801
Code of conduct (standards or grievance) violations file 1.20.3.851
Off-campus housing file 1.20.3.852
Residence hall housing file 1.20.3.853
Residence hall damages file 1.20.3.854
Student association file 1.20.3.855
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Student government file 1.20.3.856
Student legal services 1.20.3.857
Student legal services case file 1.20.3.858
Student organizations file 1.20.3.859
Student union file 1.20.3.860
Student surveys file 1.20.3.861
Student information file 1.20.3.901
Student disciplinary action file 1.20.3.902
Alumni activity file 1.20.3.926
Foundations file 1.20.3.951
Grant proposals file 1.20.3.952
Grants file 1.20.3.953
Special gifts file 1.20.3.954
Medical records file 1.20.3.976
Accessions file 1.20.3.991
Iconographic catalog file 1.20.3.993
National direct student loan promissory note 1.20.3.996
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