Records Retention
Policy

FINAL
Effective Date: March 27, 2024



CHAPTER 1: INTRODUCTION
1.1  PURPOSE OF RECORDS RETENTION POLICIES

Although the New Mexico Public Records Act, NMSA 1978, §§ 14-3-1 - 23 does not
specifically apply to the New Mexico Renewable Energy Transmission Authority (“RETA” or
“Authority”), through this Policy, RETA adopts record retention and disposition schedules so that
it can systematically manage its records and information by specifying how records will be
maintained and what their final disposition will be based on the principles propounded by the New
Mexico Public Records Act. NMSA 1978, § 62-16A-3(I).

The purpose of this Policy is to provide an efficient and effective records management
program that provides records management guidance, identifies who is responsible and
accountable for managing records, and assists with the proper disposition of records.

The New Mexico Renewable Energy Transmission Authority Board (“Authority Board”)
has adopted these policies to guide the Authority’s records retention practices, and the Executive
Director has the authority to adopt administrative procedures to implement these policies. These
policies may be changed, or exceptions may be made to them, by the Authority Board for any
reason at any time to become effective upon Authority Board approval. In the event of the
amendment of any ordinance, rule or law incorporated into these policies, or upon which these
policies rely, these policies shall be deemed amended in conformance with those changes.

1.2  RECORD FORMATS

Records are created in several formats that include, but are not necessarily limited to any
of the following:
o Physical paper in files such as memos, contracts, reports, personnel actions and
correspondence
o E-mail messages and attachments
o Content on a web site, as well as documents that reside on PDAs, flash drives, desktops,
servers, and document management systems

o Information residing in databases



1.3 FUNCTIONAL RETENTION & DISPOSITION SCHEDULES

Records retention and disposition schedules enable RETA to systematically manage its
records and information by specifying how long certain records will be maintained and what their
final disposition will be. The Policy is designed to ensure compliance with applicable federal and
state laws and regulations, to eliminate accidental or innocent destruction of records, and to

facilitate the Authority’s operations by promoting efficiency and freeing up valuable storage space.

CHAPTER 2: DEFINITIONS AND INSTRUCTIONS
2.1  DEFINITIONS

The following terms shall have the respective meanings provided in these policies:

1. “Development Projects” means projects with which RETA has a memorandum of
understanding, agreement to finance, has acquired, or is in another contractual relationship
with a project developer.

2. “Disposition” means final action that puts into effect the results of an appraisal decision
for a series of records (i.e., transfer to archives or destruction).

3. “Executive level” means the Authority’s Executive Director, and management personnel
with decision-making authority delegated by Executive Director.

4. “Historical” means records deemed to have archival value by the Authority.

5. “Non-record” means extra copies of documents kept solely for convenience of reference,
stocks of publications, transitory records, records not usually included within the scope of
the official records of a public body or governmental instrumentality and library material
intended only for reference or exhibition. The following specific types of materials are non-
records: materials neither made nor received in pursuance of statutory requirements nor in
connection with the functional responsibility of the Authority, extra copies of official
records, preliminary drafts, draft agreements, draft negotiation records, draft documents in
any form, blank forms, transmittal letters or forms that do not add information, sample
letters, spam, sales correspondence, and other solicitations, and reading files or
informational files.

6. “Official copy of record” the single record determined to be the official copy for the

purposes of fulfilling retention requirements.



2.2

“Retention” means the period of time during which the official copy of record shall be
maintained by the Authority because they are needed for operational, legal, fiscal, historical
or other purposes.

“Transitory” means records which serve to convey information of temporary importance
in lieu of oral communication. Transitory records are only required for a limited time to
ensure the completion of a routine action or the preparation of a subsequent record.
Transitory records are not required to control, support or to document the operations of
government.

“Trigger event” means the event that begins the retention period.

INSTRUCTIONS

The Authority’s records retention and disposition schedule identifies the types of records

maintained by the Authority and specifies a period of time for which the official copy of record

will be retained. A retention period may be stated in terms of months or years and is contingent

upon the occurrence of a trigger event. Each record classification will be itemized in the format

listed below in a table.

Name — Describes the record classification
Description - describes the function of the record classification
Document Category — Name of the Authority Department where records may be kept

Retention - defines the length of time records must be kept before they are eligible for

destruction or archival preservation

Questions concerning the confidentiality of a record should be referred to the Authority’s

legal counsel.

To the extent necessary or practicable, Authority records should be maintained in their

native format (paper/digital). Records may be digitized provided a digitization plan has been

approved by the Authority’s Executive Director. Such electronically stored documents shall be

deemed to be an original record for all purposes.

Upon storage or disposition, Authority records will be classified according to content and
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retained at a minimum for the length of time specified in the Authority’s records retention and

disposition schedule.

2.3 ELECTRONIC MESSAGING

The official copy of an electronic message is an electronic message received from an
outside source, the sender’s copy or the final electronic message of a thread discussion. Electronic
messages determined to be a public record shall be classified, filed, and retained on the basis of
content.

A. Attachments classified as public records shall be categorized under the appropriate
record classification identified in this Policy.

B. An electronic message that contains multiple subjects with different retention periods
shall be retained according to the longest retention period.

C. Non-record electronic messages may be destroyed in accordance with this Policy.

24 ANNUAL AUDIT REQUIREMENTS

Pursuant to NMSA 1978, § 62-16A-4(A)(3) (2007) and this Policy, the Authority will
ensure that all records and accounts of revenues and expenditures as required by the state auditor
are maintained so that the annual financial and legal compliance audit of the accounts of the

Authority can be conducted.

Pursuant to NMSA 1978, § 62-16A-6(B) (2011) and this Policy, the Authority shall ensure
that all accounts and books of the authority, including its receipts, disbursements, contracts, leases,
sinking funds, investments and any other records and papers relating to its financial standing are
maintained for at least six years following any applicable audit period or the closing of the file,

and as set forth in this Policy.

2.5 DOCUMENT DESTRUCTION

The Executive Director is responsible for the ongoing process of identifying records that
have met the required retention period and overseeing their destruction. Destruction of financial
and personnel-related documents, or any other documents with sensitive or confidential

information will be accomplished by shredding.



Document destruction will be suspended immediately, upon any indication of an official
investigation or when a lawsuit is filed or appears imminent. Destruction will be reinstated upon

conclusion of the investigation.

2.6 COMPLIANCE

The Executive Director will periodically review these procedures with legal counsel or the
Authority’s designated budgetary personnel to ensure that they are in compliance with new or

revised regulations.

CHAPTER 3: RETENTION SCHEDULES

Name Description Document Retention
Category
3.1 Non-record Materials See definition above at General None
2.1.5
3.2 Calendars and Schedules | Appointments and General Until no longer needed for
schedules and related reference

records. Recommended
to retain prior history

and redact personal info
when no longer needed.

33 Correspondence — Internal and external General 2 years after close of fiscal
Executive Level communications and year in which created
related records to or then; review for historical
from executive level value

personnel including, but
not limited to, directives
and not identified in
other classifications.

34 Correspondence - Routine correspondence | General 1 year from close of
General and related records of calendar year in which
day-to-day office created.
administration.
3.5 Denied, Rejected, or Records including, but | General 2 years from date file
Withdrawn Records not limited to, public closed

records requests,
applications, complaints
or requests which are
incomplete, have no
merit or have been
denied, rejected or
withdrawn.




Name Description Document Retention
Category
3.6 Distribution, Mailing, Lists of individuals and | General Destroy when superseded,
and Contact Lists organizations for or obsolete
mailing, contact or
distribution.
3.7 Logs Logs used to monitor or | General Retain until no longer
control. needed for reference.
3.8 Reports — Study Authority commissioned Permanent, transfer to
study reports. archives one year from
date file created
3.9 Reports — Annual Annual reports created | General Permanent, transfer to
or commissioned by the archives one year from
Authority including, but date file created
not limited to the
following subject
matter: natural
resources, infrastructure
and statutorily required
reports not identified in
other classifications.
3.10 Publications Authority publications General Permanent, transfer to
intended for distribution state library when
to the public. published
3.11 Disposition Records related to the General 25 years from date file
Authorization disposition of public closed
records.
3.12 Program and Project Records related to General 5 years from date file
Files (not including Authority programs and closed. Certain portions of
Development Projects) projects not identified in these files may be
other classifications. addressed by other
This includes records classifications and
related to environmental retention dates as
reviews and monitoring identified in other items
environmental files. herein, including but not
limited to Contracts,
Agreements, Easements,
Right of Ways.
3.13 Complaints Records related to General 1 year from date file
complaints by the public closed

relating to Authority
policies, procedures or
business practices
including, but not
limited to, filing forms,
recommendations,




Name Description Document Retention
Category
responses and
resolution.

3.14 Press and News Releases | Records related to General Until no longer needed for
official government reference, then review for
press, news releases and historical value
notices. Example: press
releases.

3.15 Publicity and Promotion | Records related to General Until no longer needed for
marketing of the reference, then review for
Authority including, but historical value
not limited to,
advertising and public
relations with the media
including newspapers,
television and
magazines.

3.16 Programs — Authority Records related to General 3 years from date file

and Public Relations Authority programs not closed
identified in other
classifications.
3.17 General Liability - Records related to General 3 years after case closed or
Claims general liability claims. until settlement agreement
terms are met

3.18 Insurance Certificates Records of insurance General 5 years from date file

and Bonds certificates and bonds closed.
provided by contractors,
vendors and other non-
governmental entities.

3.19 Insurance Policies Records related to General 10 years after expiration
insurance of Authority of policy provided no
owned and operated claims/suits pending
property and assets and
insurance policies
issued to the Authority.

3.20 Waivers and Releases — | Waivers and releases of | General 2 years from date file

Risk Management liability and related closed
records.
3.21 Accidents and Property | Records related to General 3 years from date file

Damage

reporting damage to
Authority owned and
operated property

closed




Name Description Document Retention
Category
including, but not
limited to, claims.

3.22 Maintenance and Repairs | Records related to General 3 years from the close of
maintenance and repair the fiscal year in which
of buildings and created
equipment.

3.23 Leases (not including Leases and related General 6 six years from date file

leases related to records. closed
Development Projects)
3.24 Equipment and Supplies | Records related to General 3 three years from date of
Files equipment history, logs, disposition of equipment
manuals and operating or supplies
procedures; and not
identified in other
classifications.

3.25 Appraisals - Valuations | Records related to General 5 years from date file
appraisals for valuation closed
of Authority real
property, does not
include tax valuations.

3.26 Photographs Photographic data files | General Until no longer needed for
of Authority activities. reference then review for
shall be limited to historical value
authorized personnel
only.

3.27 Policies and Procedures | Policies and procedures | General Until 2 years after
including, but not superseded manual,
limited to, code of policy, or procedure no
conduct, records longer applies to Authority
retention, and personnel personnel or Authority
policies. decisions.

3.28 Public (IPRA) Records Records related to General 4 years from date request

Requests requests for information fulfilled.  (For  denied
under the Inspection of requests, refer to 3.5.)
Public Records Act
including, but not
limited to, tracking and
responses.

3.29 Meetings Records related to General Permanent, to archives 5
Authority Board years from date closed.

meetings including, but
not limited to, legal
notices, agendas,
minutes, resolutions,

Once minutes are approved,
written drafts, and audio
recordings become non-




Name

Description

Document

Retention

Category

and meeting records not
1dentified in other
classifications.

record material and can be
immediately deleted.

3.30

ADA Accommodations

Records related to
accommodations for
disabilities under the
Americans with
Disabilities Act.

General

3 years from date file
closed

3.31

Contracts

Records related to
Authority contracts,
including, but not
limited to, memoranda
of understanding to
which RETA is a party,
except for
Intergovernmental
Cooperative
Agreements (which are
specifically addressed in
this Policy).

General

6 years from date file
closed

3.32

Intergovernmental
Cooperative Agreements

Intergovernmental
cooperative agreements
including, but not
limited to, memoranda
of understanding
between RETA and
other governmental
agencies.

General

Permanent, transfer to
archives five years from
date file closed

3.33

Goods and Services

Records related to
contracting of goods and
services.

General

6 years from date file
closed

3.34

Land, Easements and
Right of Ways (not
related to Development
Projects)

Records related to the
Authority’s property
rights, rights of way
owned or transferred to
the Authority,
exchanges, sale or
acquisition of land
including, but not
limited to, easements.

General;

Permanent, transfer to
archives five years from
date file closed.

3.35

Legal Opinions

Records requesting
Authority attorneys to
render or issue an
opinion. File may

Legal

Permanent, transfer to
archives five years from
the date file closed.




Name Description Document Retention
Category
contain request, opinion,
relating documentation,
correspondence,
memoranda, etc.

3.36 Legal Case Files Records may contain Legal 10 years after case closed.
complaints, court NOTE: Case files
orders, motions, involving real property
pleadings, notes, briefs, where the Authority has
releases, investigative an interest shall be
reports, investigative retained for 10 years after
activity logs, transcripts, case closed or until the
closing sheets, Authority no longer has an
correspondence, interest, whichever is
memoranda, records longer.
proper, etc.

3.37 Settlements Records related to Legal 14 years from date file
settlements of contract closed
or agreement disputes.

3.38 Accounts Payable Records relating to Finance 6 years from date audit
accounts payable report released
including, but not
limited to, purchasing
and reimbursements.

3.39 Accounts Receivable Records related to Finance 6 years from date audit
accounts receivable report released
including, but not
limited to, invoicing.

3.40 Account Transfers Records relating to Finance 3 years from date audit
transferring of funds. report released

341 Funds Management Records related to the Finance 6 years from date audit
management of funds report released
including, but not
limited to, sinking
funds.

3.42 Journal Entries Journal entries. Finance 3 years from date audit

report released

3.43 Ledgers Records relating to Finance 3 years from date audit
ledger management. report released

3.44 Procurement Files Records relating to Finance 6 years from date of

procurements, including
bids, quotes and

procurement
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Name Description Document Retention
Category
proposals and related
records.

3.45 Grant Administration Records related to grant | Finance 3 years from the date file
administration. closed, or as required by

grant, whichever is longer

3.46 Reports - Accounting Records related to Finance 1 year from date audit
accounting processes report released.
and controls.

3.47 Fixed Assets Records related to the Finance 3 years from date audit
control of fixed assets. report released.

3.48 Surplus and Disposal Records related to the Finance 3 years from date audit
disposal of surplus report released
equipment.

3.49 Bank Relationship Records relating to the Finance 3 years from the close of
establishment, the fiscal year in which
maintenance, and file closed
termination of Authority
bank accounts.

3.50 Statements and Reports — | Records related to bank | Finance 3 years from date audit

Bank Administration account and credit card report released.
statements and
reconciliations.

3.51 Annual Budget Records related to the Finance Permanent, transfer to
request, archives when no longer
recommendation and needed for reference
approved annual budget.

3.52 Financial Standing - Records related to Finance 6 years from date audit
Reconciliations and Authority financial report released
Balancing standing, including but

not limited to,
reconciliations and
balancing for financial
reports and statements.

3.53 Investments Records related to Finance 6 years from date file
investments including, closed
but not limited to,
bonds, debt issuance
and certificates of
deposit.

3.54 Exemptions Records related to Finance Permanent. transfer to

exemptions from
taxation.

archives five years after
exemption no longer
applies.
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Name Description Document Retention
Category

3.55 Reports - Tax Tax reports and/or Finance 10 years from close of
records to include CRS calendar year in which file
filing, 1099s,, W-9s, etc. closed.

3.56 Audits Records related to Finance 3 years from the close of
financial audits of the fiscal year in which file
agencies and programs. created.

3.57 General — Audits and Records related to Finance 5 years from date file

Compliance general compliance and closed.
audits of agencies and
programs.
3.58 Receipts and Records related to Finance 6 years from date file
Disbursements Authority receipts and closed.
disbursements.

3.59 Employment Screening | Records related to pre- | Human 5 years from date file
employment screening. | Resources created.

3.60 Deductions and Records related to Human 3 years from the close of

Garnishments deduction and Resources the fiscal year in which
garnishments from created.
employee paychecks.
3.61 Reports - Payroll Reports for payroll. Human 3 years from the close of
Resources the fiscal year in which
created.

3.62 Taxes - Payroll Records related to Human 10 years from close of
payroll taxes for Resources calendar year in which
employees including, created.
but not limited to,
withholding,
remittances, filings and
returns.

3.63 Adverse Action and Records related to Human 7 years from date file

Reduction in Force adverse action and Resources closed.
reduction in force.
3.64 Employee Medical Records related to Human 3 years from date of
Records employee medical Resources separation from
records excluding cases employment.
of hazardous material
exposure.

3.65 Employment Disclosure | Records related to the Human 1 year from close of
disclosure of secondary | Resources calendar year in which
employment. created.
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Name Description Document Retention
Category
3.66 Employment Eligibility | Records related to Human 3 years from date of
Verification (I-9) employment eligibility | Resources separation from
verification form I-9. employment.

3.67 Evaluations Performance | Performance evaluations | Human 3 years from date of
and related records. Resources separation from

employment.

3.68 Complaint and Records related to filing | Human 3 years from date of

Investigations of complaints and Resources separation from
investigations related to employment.
employees.

3.69 Leave Records Employee leave records | Human 3 years from close of
and related records. Resources fiscal year in which

created.

3.70 Time and Attendance Records related to Human 1 year from the close of
reporting and approving | Resources the fiscal year in which
employee attendance. file closed.

3.71 Recruitment Records related to Human 3 years from date file
recruitment of Resources closed.
employees.

3.72 Positions and Records related to job Human 3 years from date file

Classifications descriptions and Resources closed.
position classifications.

3.73 Personnel Files Records related to an Human 3 years from file closed.
Authority Employee Resources
who does not contribute
to a retirement plan,
does not include
medical files.

3.74 Claims — Workers’ Records related to Human 3 years from date file

Compensation and workers’ compensation | Resources closed.
Unemployment and unemployment
claims.

3.75 Employee Account Files | Records related to Human 4 years from close of
employer accounts of Resources calendar year in which file
workers’ compensation closed.
and unemployment.

3.76 Reports —Injuries Records related of Human 4 years from date file
reports of injuries Resources created.
resulting in no action or
claim

3.77 Planning and Records related to Project Permanent, transfer to

Development — planning and Development | archives five years from

Development Projects

development of
Development Projects

date of file closed and
after legal review for
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Name Description Document Retention
Category
confidentiality
determination.
3.78 Planning and Records related to Project 5 years from close of file.
Development —Proposed | planning and Development
or Inactive Projects development of Projects
that have not reached
the Memorandum of
Understanding stage.
6961300
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