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1. Purpose. Record retention procedures are designed to accommodate the timely storage, retrieval and 
disposition of records created, utilized and maintained by the various departments at Eastern New Mexico 
University-Roswell (ENMU-Roswell). 

2. Time Period for Retention. The period of time that documents or related items are maintained is 
based on the minimum requirements set forth in various state and federal retention schedules. The 
retention period of given documents could vary from the listed schedules, but any exceptions should be 
clarified through the State Records Center before being put into effect. 

3. Transferring Records to Archives. 

A. Notify the Property Supervisor that documents need to be stored. 

B. Documents to be stored must be boxed and labeled correctly. 

C. A storage label must be completed for each box sent to Archives. 

4. Storage Labels. 

A. Items numbered 1 through 12 on the storage label should be completed by the person or persons 
responsible for sending documents to Archives. The storage label should be filled out as follows: 

1. Number of boxes starting from 1. If 10 boxes are to be sent for storage, the first storage label will be 
labeled "1 of 10"; the second storage label will be labeled "2 of 10", etc. If you are unsure of the number 
of boxes to be sent for storage, box the entire shipment before assigning box numbers. 

2. Enter the date on the storage label. Use the same date for the entire shipment even though completion 
might take place over several days. 

3. List the department name. 

4. Authorized person's name. (Please print legibly.) Each storage label must have a printed authorization 
name. 

5. Department responsible for the transfer of the records. 

6. Enter the title of the person from the department authorizing the shipment for storage. 

7. Telephone number of the department responsible for the transfer of records. 

8. Authorized person's signature. Each storage label must have an authorization signature. 

9. Describe the documents to be stored according to the type of document, title of document, type of item, 
etc. The first and last documents should be listed. You can list the documents either alphabetically, 



numerically, by date or in some other filing system that is easy to use and understand. Retrieval of 
documents is greatly facilitated if documents have been properly prepared and filed. 

10. The inclusive date is the time period covered by the filed documents. If the date were for the fiscal 
year, it could be listed in the following manner: "2009-2010," 2009-10-fy," etc. The proper dates must be 
listed to ensure correct retention and purging of documents when legally permissible. 

11. The schedule item number is obtained by referring to the Records Retention and Disposition 
Schedule that contains information relating to various documents used by different agencies. The Office 
of Human Resources supplies schedules to authorized personnel upon request. 

12. Destruction date refers to the length of time that a document must be kept. The state and federal 
committees that developed guidelines to meet particular requirements have determined this retention 
period. The destruction date can be determined by referring to the required Records Retention and 
Disposition Schedule. All documents contained in a particular box must have the same destruction date. 

B. The Property Supervisor will assign a permanent box number to each box. 

1. The Property Supervisor will assign a permanent box number to every box or item stored in Archives. 
This number is used only once. 

2. The Property Supervisor gives a location code to each box or item stored. When items are to be 
retrieved, the requesting department will be asked for the proper identification code. 

3. The signature of the Property Supervisor will also be required. 

C. When the storage label has been properly completed, paste the "Label Copy" on the end of the box 
below the grip. Forward the remaining label copies to Property and retain the boxes. The Property staff 
will pick up the box (es) and leave the department a copy of the storage label for filing. The department 
copy contains the required information to be used when making a request for retrieval of stored 
documents. 

5. Retrieval of Records from Storage. 

A. To retrieve an item from storage the requesting department must provide the following data: 

1. Department name 

2. Authorized person requesting stored item. 

3. Job title of person requesting stored item. 

4. Department phone number. 

5. Indicate whether record withdrawal is permanent or temporary. 

6. Purging of Records. 

A. When records have met the legal retention period, a Request for Pick-up and Destruction form will be 
sent to the originating department personnel. This form must be reviewed and signed by the appropriate 
department personnel before any record will be destroyed. After the Request for Pick-up and Destruction 
form has been signed and returned to Property, the Records Analyst at the State Records Center will 



review the request. When the documents designated for destruction receive final approval, they will be 
purged. 

B. Some records that can be legally destroyed may be considered sensitive or confidential. If the 
originating department prefers that the documents be shredded, that will be done upon request. 

 


