SANTA FE COUNTY
BOARD OF COUNTY COMMISSIONERS

RESOLUTION NO. 2024 - k '23

A RESOLUTION REPEALING AND REPLACING RESOLUTION NO. 2013-60, AND
ESTABLISHING A RECORDS RETENTION SCHEDULE TAILORED TO THE
RECORDS OF SANTA FE COUNTY

WHEREAS, § 14-3-18, NMSA 1978 provides that recognized counties have a right and
duty to formulate programs for public records maintained in county offices; and

WHEREAS, on June 11, 2013, Santa Fe County passed Resolution No. 2013-60 Adopting
Portions of the State of New Mexico’s Record Retention and Disposition Schedules; and

WHEREAS, the retention schedule established by Resolution No 2013-60 is voluminous
and not tailored to the records and retention needs of Santa Fe County; and

WHEREAS, until its repeal on November 30, 2015, the New Mexico Administrative Code
(NMAC) provided Record Retention and Disposition Schedules for local governments, however
now local governments are required to create their own schedules; and

WHEREAS, Santa Fe County (the County) is working diligently to establish a robust
records management program, and the first step in developing that program is implementation of
an updated records retention schedule; and

WHEREAS, the purpose of a records management program is to ensure that public records
are efficiently maintained for legal, fiscal, and other purposes, and subject to formal destruction
at set durations; and

WHEREAS, the State Records Center and Archives (SRCA) issues Local Government
Record Series File Plans that provide guidance on records classification; and

WHEREAS, the Santa Fe County Records Program Manager utilized SRCA Local
Government Record Series File Plans and other guidance documents, coupled with meetings

with County departments and offices to develop the proposed retention schedule attached hereto
as Exhibit A; and

WHEREAS, the proposed retention schedule is uniquely tailored to the needs of County
Departments and Offices will better serve the record management needs of the County than the
retention schedule set forth in Resolution No. 2013-60; and

WHEREAS, the attached County Records Retention Schedule names each category of
public record created or received by Santa Fe County, defines the period of time that each record
category must be stored, and identifies record categories that may contain confidential
information.
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NOW, THEREFORE, BE IT RESOLVED by the Santa Fe County Board of County
Commissioners that Resolution No. 2013-60 is hereby repealed.

BE IT FURTHER RESOLVED that Santa Fe County hereby adopts the Santa Fe County
Record Retention Schedule attached hereto as Exhibit A.

PASSED, APPROVED, AND ADOPTED ON THIS 9* DAY OF DECEMBER, 2024.

SANTA FE COUNTY
BOARD OF COUNTY COMMISSIONERS

By: 7‘/?«/[’ %mL

Hank Hughes, Chair

ATTESTATION:

Nl Dy

Katharine E. Clark
Santa Fe County Clerk

Approved as to form:

ez

Jeff Young
Santa Fe County Attorney

BCC RESOLUTIONS

COUNTY OF SANTA FE ) PAGES: 48

STATE OF NEW MEXICO ) ss

I Hereby Certify That This Instrument Was Filed for
Record On The 10TH Day Of December, 2024 at 02:16:42 PN
And Uas Duly Recorded as Instrument # 2048554

Of The Records 0f Santa Fe County

Witness My Hand And Seal 0f Office

TRing 6.

% 4 N
":.,ztliiiﬁ-'r"("\“‘.c Katharine E. Clar
et Deputy NANN S County Clerk, Santa Fe, NM
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Santa Fe County Records Retention Schedule

Introduction

This Records Retention Schedule replaces BCC Resolution 2013-60. This schedule corresponds closely with the State
Records Center and Archives’ Local Government Record Series File Plans, which reference NMAC regulations 1.21.2. This
schedule was also built through discussions with County departments and elected officials’ offices in 2023 and 2024,
Staff requesting revisions or updates to this schedule should contact the County Records Program Manager.

Purpose

The purpose of this schedule is to clearly define retention periods for the public records managed within and throughout

Santa Fe County. This retention schedule will be the central document that assists County staff in determining which
records are ready for disposition.

Definitions
Disposition - Refers to the decision to keep records permanently or dispose of them.

File closure - The date or event used to determine a record or file to be closed. This indicates that the required retention

period can begin, as it usually coincides with the office no longer needing to actively or frequently modify or reference
said record.

Non-records - Documents that do not relate to the County’s duties. Specifically, materials neither made nor received in
pursuance of statutory requirements nor in connection with the functional responsibility of the County. If there are not

any outstanding IPRA requests or litigation holds, County offices may take the initiative to dispose of non-records
securely. Non-records include, but are not limited to:

® Blank forms

® Extra copies of official records

¢ Library material intended only for reference or exhibition

e Preliminary drafts (not to include drafts with significant, substantive edits)
e Sample letters

e  Stocks of publication

* Transitory records (information of limited, temporary value)

* Transmittal letters and forms that do not add information

PIl - Personally Identifiable Information, which is any data that can be used to identify a person. Pll can include personal
details such as: name, demographics, social security number, medical records, address, phone number, date of birth, or
passport information. Pl can be sensitive or non-sensitive, depending on how easily it can be used to identify someone.
The last four digits of a Social Security number, known as a truncated SSN, is considered sensitive PII.

Records - Documents that are created, received, and kept for legal reasons, business purposes, or value to the

government. Records can be in any format, including paper, electronic, or video. The value in a record is based on its
content, not its format.

Retention - The length of time that records need to be kept depending on their content, legal regulations, and business
needs.
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Transitory Records - Records that are only needed for a short time and are not required for legal, fiscal, or other
important purposes. These are also known as temporary records. Here are some examples of transitory records:

e Social event notices
e Routine messages like meeting requests or news releases
e Personal messages

Organization

Record types are grouped by their respective departments, divisions, or elected offices. The schedule also includes a
grouping of record types called “General” for use by all County offices. Every record type has a unique record number
made up of three parts: a three-letter code for the office, a three-digit number, and a version number. The three-digit
number is assigned by listing all the record types in alphabetical order for that office and giving them numbers between
001 and 999, spaced evenly apart.

This updated retention schedule is formatted within a spreadsheet, which allows for filtering and sorting of the data to
help find needed record types more quickly. This schedule utilizes the following fields:

Department/Division — Identifies the office responsible for the record

Record Number — A unique identifier assigned to each record

Record Type — A classification givento a specific category of record

Description and Examples — Detailed explanation to clarify each record type
Confidential/Sensitive/Pil — Indicates whether the record contains sensitive data

File Closure — Specifies criteria for when the record is considered closed and no longer active
Retention — Required duration for retaining the record before it can be disposed of

Nk

Instructions

Santa Fe County employees and contractors must retain County records as per the outlined retention periods. When a
record qualifies under multiple categories, classify it by the stricter type. The Records Manager must notify the State
Records Center and Archives (SRCA} 60 days prior to any destruction of public records. This schedule does not authorize
destruction of records that could be deemed relevant to current or pending litigation or investigations. Contact the
Records Manager when records are ready for storage, transfer, or destruction. Improper disposal of records can result in
liability, impede litigation, violate NMSA 1978, Section 30-26-1 (Tampering with Public Records), and lead to disciplinary
action. Direct questions, concerns, or requested retention updates to the County Records Program Manager.
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