$ie City of Las Cruces

PEOPLE HELPING PEOPLE
Council Action and Executive Summary

Item# 2 Ordinance/Resolution#t 14-068
For Meeting of For Meeting of October 21, 2013
(Ordinance First Reading Date) (Adoption Date)

Please check box that applies to this item:
[_IQUASI JUDICIAL [JLEGISLATIVE [XADMINISTRATIVE

TITLE: A RESOLUTION AUTHORIZING THE DESTRUCTION OF RECORDS THAT HAVE
SATISFIED THEIR LEGAL RETENTION PERIOD.

PURPOSE(S) OF ACTION:

To authorize the destruction of records.

COUNCIL DISTRICT: N/A

Drafter/Staff Contact: Department/Section: Phone:
Esther Martinez-Carrillo Legal/City Clerk; 541-2115

City Manager Signature: @71‘:/:5,«/\

BACKGROUND / KEY ISSUES / CONTRIBUTING FACTORS:

A total of 903.45 cubic feet of records have been identified as having met their retention. All
Department Directors have reviewed the lists to ascertain if there are records that need to be
kept, due to legal requirements.

Exhibits “A”, “B” and “C” list public records from the following departments:

Admin/ACM-ACO; Admin/CM;
Admin/CM/ACM(RG); Admin/CM/Council,

Admin/CM/Mayor: 12.5
Admin/PI10O: 25
C&CS/Admin: 7.9
City Clerk: 13.4
Community Development: 18
CVB: 56
Finance/Admin: 2
Finance/Disbursements: 7
Fire: 2.5
Legal/City Attorney: 4.2
Library: 3.7
Museum/Admin: 13.1

(Continue on additional sheets as required)
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Parks & Rec — Parks: 25
Parks & Rec — Recreation: 10
Public Works: 4
Senior Programs: 1
UT/Admin; UT/Admin Services;

UT/Admin Srvcs: 74
UT/Gas: 3
UT/RES TS: 7
UT/Solid Waste: 3
Records Center (Various Departments): 669
Police/PSU: 17.3
TOTAL: 903.45

This is the equivalent of approximately 150.575 four drawer filing cabinets (602.3 drawers).
Approval of the Las Cruces City Council is required to authorize the destruction. Acceptable
methods of destruction of records are witness incineration, witnessed dump site burial,
witnessed shredding and/or recycling through a bonded recycling company.

After the records have been properly destroyed, a “Certificate of Destruction” will be completed
by the Records Designee in each department and filed with the office of the City Clerk.

SUPPORT INFORMATION:

1. Resolution.
Exhibit “A”, inventory list from City Clerk's database, records stored in various
departments.

3. Exhibit “B”, inventory list from Records Center, records from various departments.

4. Exhibit “C”, inventory list from Police Department/PSU.

(Continue on additional sheets as required)
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SOURCE OF FUNDING:

Page 3

[Is this action already budgeted?
Yes | [ ]| See fund summary below
No | [ ]| If No, then check one below:
N/A Budget [ ]| Expense reallocated from:
Adjustment
Attached | [ ]| Proposed funding is from a new revenue
source (i.e. grant; see details below)
[ ] Proposed funding is from fund balance in
the Fund.
Does this action create any
revenue? Yes | [ ]| Funds will be deposited into this fund:
in the amount of $ for
N/A FY
No 1} There is no new revenue generated by
this action.

BUDGET NARRATIVE

N/A

FUND EXPENDITURE SUMMARY::

Fund Name(s)

Account
Number(s)

Expenditure
Proposed

Available
Budgeted
Funds in
Current FY

Remaining
Funds

Purpose for
Remaining Funds

N/A

N/A N/A

N/A

N/A

N/A

OPTIONS / ALTERNATIVES:

1.

2.

Vote “Yes”; this will approve the destruction of those records that have met their legal

retention period.

Vote “No”; and no further records will be accepted at the Records Center for storage due

to space limitations.

Vote to “Amend”; this could include records that have met retention and have not been
identified or remove records from the destruction list that need to be kept for a longer
period of time due to pending legal matters.
Vote to “Table”; this could create storage problems by keeping the records longer than is

legally required.

REFERENCE INFORMATION:

The resolution(s) and/or ordinance(s) listed below are only for reference and are not included as
attachments or exhibits.

N/A

{Continue on additional sheets as required)

Rev. 02/2012
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RESOLUTION NO. _14-068

A RESOLUTION AUTHORIZING THE DESTRUCTION OF RECORDS THAT HAVE
SATISFIED THEIR LEGAL RETENTION PERIOD.

The City Council is informed that:

WHEREAS, an inventory of records was completed to identify custodial records
which have satisfied the legal retention period, according to the New Mexico State
Records Retention and Disposition Schedules.

NOW, THEREFORE, Be it resolved by the governing body of the City of Las
Cruces:

)

THAT records identified in Exhibit “A”, Exhibit “B” and Exhibit “C” are authorized

to be destroyed by appropriate method as prescribed by the custodian of record.
(i)
THAT City staff is hereby authorized to do all deeds necessary in the

accomplishment of the herein above.

DONE AND APPROVED this dayof , 2013.
APPROVED:
Mayor
ATTEST:
City Clerk

(SEAL)



Moved by:

Seconded by:

APPROVED AS TO FORM:

V.. JOh Loty

City Altorney v

25

VOTE:

Mayor Miyagishima:

Councillor Silva:
Councillor Smith:

Councillor Pedroza:

Councillor Small:
Councillor Sorg:
Councillor Thomas:

T



26 EXHIBIT “A”
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Department Admin/ACM-ACO

Item # Title of Record Destroy Location
1.15.5.402 Time Sheets 2013 Laserfiche
2011 2011

suElEENBHENBHEIBHSHBHAIBHENBHENBUBSHBHBEIRIBEUBNBUBHRIBIIBNSHENBEIRURNBIRHBUEIIEN

Tuesday, October 01, 2013 Page 1 of 22



27

Department Admin/CM
item # Title of Record Destroy Location

1.15.3.108 Administrative Correspondence Files (Exec Level) 2013 Laserfiche
2010 Outgoing 2010

1.15.3.108 Admin Corresp Exec Level 2013 Laserfiche
2011 Outgoing

1.15.3.108 Administrative Correspondence Files (Exec Level) 2013 Laserfiche
2010 Incoming 2010

1.15.3.108 Admin Corresp. Exec Level 2013 Laserfiche
2011 Incoming

1.15.3.117 Reports 2013 Laserfiche
2010 2010

1.15.3.148 Internal Audit 2013 Laserfiche
2007 2007

1.15.5.101 Budget Work Papers 2013 Laser Fiche
2010 Work papers for budget input - for ACM Previous fil

1.15.5.104 Budget Adjustment Requests 2013 Laserfiche
2009 2009 FY 08-09 & 09-10

1.15.5.105 Budget Status Report 2013 Laserfiche
2009 2009

1.15.5.206 Revenue Status Report, Monthly 2013 Laserfiche
2009 Monthly Revenue Status Report2009 FY 08-09 & 09

1.15.5.304 Invoices (Vendor) 2013 Laserfiche
2009 Request for Payments 2008 FY 07-08 & 08-09

1.15.5.310 Payment Voucher File 2013 Laserfiche
2009 Credit Card Receipts - 2009 FY 08-09 & 09-10

1.15.5.314 Trip Ticket File 2013 Laserfiche
2009 TRAVEL 2008 FY 07-08 & 08-09

1.15.6.402 Time Sheets 2013 Laserfiche
2008 2009

1.15.7.127 Grievance and Complaint Files 2013 Laserfiche
2005 Misc. Personnel 2005

BUHENBHENIBHENRIBHBHENBHENBUBNSHBNBNENBHSNBUENENENBHENBUBENRIEHBIIENBHBIBENBEIBHENIRH
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Department Admin/CM/ACM(RG)
Item # Title of Record Destroy Location
1.15.5.101 Budget Work Papers 2013 Laserfiche
2010 BAR & JE
1.156.5.204 Payment Invoices 2013 Laser Fiche
2010 Req for Payment
1.16.5.314 Trip Ticket 2013 Laserfiche
2010 Travel Requests for staff
1.15.5.401 Time Cards (Payroll} 2013 Laserfiche
2010 hours worked
1.15.5.402 Time Cards (Payroll) 2013 Laser Fiche
2010 Time sheets/report
Department Admin/CM/Council
item # Title of Record Destroy Location

1.15.3.108 Administrative Correspondence Files (Exec Level) 2013 Laserfiche
2010 Outgoing 2010

1.15.3.108 Administrative Correspondence Files (Exec Level) 2013 Laserfiche
2010 Incoming 2010

1.15.5.304 Invoices (Vendor) 2013 Laserfiche
2009 Request for Payments 2008 (FY 07-08 & 08-09)

1.16.56.310 Payment Voucher File 2013 Laserfiche
2009 Credit Card Receipts - 2008 (FY 07-08 & 08-09)

1.15.5.314 Trip Ticket File 2013 Laserfiche
2009 Travel 2008 (FY 07-08 & 08-09)

Department Admin/CM/Mayor

Item # Title of Record Destroy Location

1.15.3.108 Administrative Correspondence Files (Exec Level) 2013 Laserfiche
2010 Outgoing 2010

1.15.3.108 Administrative Correspondence Files (Exec Level) 2013 Laserfiche
2010 Incoming 2010

1.15.5.304 Invoices (Vendor) 2013 Laserfiche
2009 Request for Payments 2008 (FY 07-08 & 08-09)
1.156.5.314 Trip Ticket File 2013 Laserfiche

2009 Travel 2008 (FY 07-08 & 08-09)

ZuENBHRNBUEHBEHSHENIRNBIENBUSEHBHBENBHENBRISNBINSHBIBNBHENBIZIZHENBRHENBRUIERBHEDRBUISNEY

Tuesday, October 01, 2013 Page 3 of 22



29

Department Admin/P10
Item # Title of Record Destroy Location
1.15.5.402 Time Sheets 2013 PIO Office

2009 2006-2009 Time Sheets & Leave Requests

pguBENBHENEIIZUBHENBIENBHEHIBIIENBUIBHEHBIBUENZHRHBURBNRNISIBHBNIBHIBHRHENBNBHEIHEBELHEY
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Department C&CS/Admin
Item # Title of Record Destroy Location

1.15.3.101 Non-Record 2013 CCS Admin
2010 Various outdated material/guides (Bx C13)

1.15.3.102 Subject Files 2013 CCS Admin
2010 Info files, various projects, copies strat plan (Bx A13

1.15.3.108 Administrative Correspondence 2013 CCS Admin
2011 Memos, ltrs, correspondence (Bx C13)

1.15.3.109 General Correspondence 2013 CCS Admin
2012 Memos, ltrs recognition, copies resp/info rqsted (Bx

1.15.3.117 Reports 2013 CCS Admin
2010 Section monthly reports, copies other rpts (Bx A13)

1.15.3.118 Accident Report file 2013 CCS Admin
2011 Copies of notice of accident/incident reports (Bx A1

1.15.3.119 Minutes of Meetings 2013 CCS Admin
2011 Munis related communication/mtgs May2011-Jun20

1.15.3.132 Telephone Logs 2013 CCS Admin
2010 Phone message book (Bx A13)

1.15.3.405 Legal Opinion 2013 CCS Admin
2011 Copies memos, legal opinions (Bx B13)

1.156.3.702 Storage Ticket 2013 CCS Admin
2010 Record inventory forms of records destroyed a/o 20

1.15.5.101 Budget Work Papers 2013 CCS Admin
2010 Budget work papers FY10 (Bx A13)

1.15.5.104 Budget Adjustment Requests : 2013 CCS Admin
2010 Copies BARs Jan2007-Jun2010 (Bx A13)

1.15.56.105 Budget Status Report, Monthly 2013 CCS Admin
2009 Munis YTD report FY10 7/09-12/09 (Bx A13)

1.156.5.303 Purchase Orders 2013 CCS Admin
2010 Purchase expense employ recog 2005-2010 (Bx A1

1.15.5.303 Purchase Orders 2013 CCS Admin
2010 Copies Verizon Bill & other POs Jul2009-Jun2010 (

1.15.5.309 Vouchers (Pymt Vouchers) 2013 CCS Admin
2009 Copies: p-card pkt 3/08-6/09 (Bx A13)

1.15.5.309 Vouchers 2013 CCS Admin

2010 Copies Requests for Pymt (Bx A13)
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1.15.5.309 Vouchers (Pymt Vouchers) 2013 CCS Admin
2010 Copies of P-card packet Jul2009-Jun2010 (Bx A13)

1.15.5.314 Trip Ticket File 2011 CCS Admin
2010 Copies of travel orders Aug2008-Jun2010 (Bx A13)

1.15.5.402 Time Sheets 2013 CCS Admin
2010 Time Sheets, Leave Rgst (Bx A13)

1.15.7.101 Personnel Folders 2013 CCS Admin

2010 Various personnel fldrs-document copies, term/retir

gnEnRUSNBENEHRIIBHBHISNIBUEHRHIEBHBUBEIBIZNBIIENBHEIBIISNBHZHBHENZUBNEHENBHENSEHENBIIENERIL
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Department City Clerk
ftem # Title of Record Destroy Location

1.15.3.101 Non-Record Materials 2009 City Clerk Vault
2008 2001-2008 OMA and IPRA Guides - Obsolete copie

1.15.3.107 Administrative Reference Files 2013 City Clerk Vault
2011 2011 Management Team Meeting Agendas and pa

1.15.3.108 Administrative Correspondence Files 2013 City Clerk Vault
2010 2010 City Clerk Correspondence Files

1.15.3.113 Committee or Council Files 2013 City Clerk Vault
2008 Board Mbr appt. ltrs/resignations/rejected applicatio & Computer

1.15.3.119 Minutes of Meetings 2013 City Clerk Vault
2011 2011 Electronic/Paper Copies of Agenda, Notes an

1.15.3.119 Minutes of Meetings 2011 David Aguayo's
2010 2008-2010 Paper copies of Agendas, Packets, Noti Desk

1.15.3.119(3) Minutes of Meetings 2013 City Clerk
2003 10/02-09/03 Audio Records of CC Reg/Spec/WS Mt Vaulri

1.15.3.135 Schedule of Daily Activities 2013 City Clerk Vault
2011 2008-2011 Daily Appointment Books

1.15.3.708 Custodian of Record Files 2013 City Clerk Vauit
2011 2011 Request for Public Records

1.15.5.101 Budget Work Papers 2011 City Clerk Vault
2007 FY2007-2008

1.15.5.101 Budget Work Papers 2010 City Clerk Vault
2006 FY2006-2007

1.15.56.305 Contract/Agreement Files 2011 City Clerk Vault
1999 C 99-111 Chisholm's Ltd - Phase the Landscaping.

1.15.6.305 Contract/Agreement Files 2012 City Clerk Vault
2000 C 99-047 Tee Time Entertainment - Lease and Agr

1.15.56.305 Contract/Agreement Files 2012 City Clerk Vault
1998 C 98-085 Administrative Office of the Courts -lease

1.15.6.305 Contract/Agreement Files 2012 City Clerk Vauilt
2002 C 96-099 Valley Verde Ventures copies of exisiting |

1.15.5.305 Contract/Agreement Files 2011 City Clerk Vault
1995 C 95-087 Local Government Reserve Res. 96-001

1.15.56.305 Contract/Agreement Files 2011 City Clerk Vault

1995 C 95-016 Jerry Wright - Construction of One Half o

BEuEHBENHEIBHENRIENIRIBHBHIZUZHZHBHSUENBHBUHSNBUBHBHBIRHBHIBHBHBUBHIRUIBHZHBIBUENBHEI SN
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1.15.5.305 Contract/Agreement Files 2011 City Clerk Vault
1995 C 95-015 Dan Gerhart/David Dibble - Construction

1.15.5.305 Contract/Agreement Files 2011 City Clerk Vault
1995 C 95-014 Rocky Burke - Construction for One Haif

1.15.5.305 Contract/Agreement Files 2011 City Clerk Vault
2002 C 94-215 Southwest Malls Real Estate

1.15.5.305 Contract/Agreement Files 2011 City Clerk Vault
2004 C 04-110 Morrow Enterprises Inc. - Vista Montana

1.15.5.305 Contract/Agreement Files 2011 City Clerk Vault
2004 C 04-106 Bohannan Huston, Inc. - Study & Report

1.15.5.305 Contract/Agreement Files 2011 City Clerk Vault
2004 C 04-105 NMDT-TPDFSB - Community DWI Progr

1.15.5.305 Contract/Agreement Files 2011 City Clerk Vault
2004 C 04-097 Laura Risinger - Instruct Jazzercise Class )

1.16.5.305 Contract/Agreement Files 2011 City Clerk Vault
2004 C 04-096 Dave Hendrix - DJ Services

1.156.5.305 Contract/Agreement Files 2011 City Clerk Vault
2004 C 04-091 Dorothy Zitzler - Art Instructor

1.15.5.305 Contract/Agreement Files 2011 City Clerk Vault
2004 C 04-090 Angelika Wynes - Art Instructor

1.15.5.305 Contract/Agreement Files 2011 City Clerk Vault
2004 C 04-089 Hollis Train - Art Instructor

1.156.5.305 Contract/Agreement Files 2011 City Clerk Vault
2004 C 04-088 Glenn Schwaiger - Art Instructor

1.15.56.305 Contract/Agreement Files 2011 City Clerk Vault
2004 C 04-087 Paul Schranz - Art Instructor

1.15.5.305 Contract/Agreement Files 2011 City Clerk Vault
2004 C 04-086 Corry McKissack - Art Instructor

1.15.5.305 Contract/Agreement Files 2011 City Clerk Vault
2004 C 04-085 Jessica V. Aman - Art Instructor

1.15.6.305 ContractV/Agreement Files 2012 City Clerk Vault
2005 C 04-080 James Tester - Street Light Project Phase

1.15.56.305 Contract/Agreement Files 2011 City Clerk Vault
2004 C 04-079 Lesley DeNardis - Supervisor Training Pr

1.15.5.305 Contract/Agreement Files 2011 City Clerk Vault

2004 C 04-078 Nadia Rubaii-Barrett - Supervisor Training -

BUHZHBHBNBUZNBUBHBHEIBBEHBUSIIBHRIBHBDRBHEIENEDENENBHENBIBUBHHEHZIIBHBHENBHRIIROIEIIEN
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1.15.5.305 Contract/Agreement Files 2010 City Clerk Vault
2004 C 04-072 RT Electric - Street Lighting Project 03-04

1.15.5.305 Contract/Agreement Files 2010 City Clerk Vault
2004 C 04-069 Parsons Brinckerhoff Quade & Douglas -

1.15.5.306 Contract/Agreement Files 2011 City Clerk Vault
2004 C 04-045 James Tester - Electrical Engineering Ser

1.15.5.305 Contract/Agreement Files 2011 City Clerk Vault
2004 C 04-042 Blackham, Roman, Gunaji and Assoc. - In

1.15.5.305 Contract/Agreement Files 2011 City Clerk Vault
2004 C 04-040 Rebeca G. Anderson - Music Instructor

1.15.5.305 Contract/Agreement Files 2011 City Clerk Vault
2004 C 04-027 Randi Gomez - Gymnastic Instructor

1.15.5.305 Contract/Agreement Files 2011 City Clerk Vault
2004 C 04-018 Rapidtext, Inc. - Closed Captioning Servic

1.15.5.305 Contract/Agreerhent Files 2011 City Clerk Vault
2004 C 04-017 Blanchard Engineering - Surveying Servic

1.15.5.305 Contract/Agreement Files 2011 City Clerk Vault
2004 C 04-016 Underwood Engineering, Inc. - Surveying

1.15.5.305 Contract/Agreement Files 2011 City Clerk Vault
2004 C 04-015 Wiison & Company - Surveying Services

1.15.6.305 ContractV/Agreement Files 2011 City Clerk Vault
2004 C 04-012 Mainline Information Systems - Hardware

1.15.6.305 Contract/Agreement Files 2011 City Clerk Vault
2004 C 04-011 Burn Construction Co. - Repl of Picahco

1.15.5.305 Contract/Agreement Files 2011 City Clerk Vault
2004 C 04-007 James Tester, (Electrical Engineering Se

1.15.5.305 Contract/Agreement Files 2011 City Clerk Vault
2003 C 03-372 Brasier Asphalt Inc. (Overlay of Universit

1.15.5.305 Contract/Agreement Files 2010 City Clerk Vault
2003 C 03-368 Memo re: Digital Imaging Proposal - Muni

1.15.5.305 Contract/Agreement Files 2011 City Clerk Vault
2003 C 03-352 DFA - Renovate, Furnish & Equip Historic

1.15.5.305 Contract/Agreement Files 2011 City Clerk Vault
2003 C 03-351 DFA - Furnish & Equip Rio Grande Histori

1.15.5.305 Contract/Agreement Files 2011 City Clerk Vault

2004 C 03-323 CYFD - Home Care Services

BUEHBIIBENBHENBHSNBURHBHBENBUHBEHENBISHBHBUBUZEHBEHBHENBHBEHBURNEBHBIRUBNRUEBNBEUSIIBRIENSH
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1.15.5.305 Contract/Agreement Files 2010 City Clerk Vault
2003 C 03-310 Larry Gregory & Karen Kaufman (Educati

1.15.5.305 Contract/Agreement Files 2011 City Clerk Vault
2003 C 03-254 Smithco Construction Inc. - Vado-Mesquit

1.15.5.305 Contract/Agreement Files 2011 City Clerk Vault
2003 C 03-223 NMSU - Home Buyer Education Agreeme

1.15.5.305 Contract/Agreement Files 2010 City Clerk Vault
2003 C 03-206 REDW LLC - Audit Contract

1.15.5.305 Contract/Agreement Files 2010 City Clerk Vaulit
2003 C 03-185 NMEMNRD (Paso Del Norte Clean Cities)

1.15.5.305 Contract/Agreement Files 2011 City Clerk Vault
2003 C 03-055 Star Paving Company (Telshor/Walton tra

1.15.5.305 Contract/Agreement Files 2009 City Clerk Vault

22003 C 03-051 INRO Consultants (for Software)

1.15.5.305 Contract/Agreement Files | 2011 City Clerk Vault
2003 C 03-004 Smith & Aguirre Const. (2002 Utilities Reh

1.15.5.306 Contract/Agreement Files 2011 City Clerk Vault
2002 C 02-176 Coral Energy Holding, L.P.

1.15.5.305 Contract/Agreement Files 2011 City Clerk Vault
2002 C 02-084 Southwest Service Center (RSVP)

1.15.5.305 Contract/Agreement Files 2012 City Clerk Vault
2002 C 02-073 NMSHTD (Install traffic lights)

1.15.5.305 Contract/Agreement Files 2012 City Clerk Vault
2002 C 02-072 NMSHTD Install Traffic Signals

1.15.56.305 Contract/Agreement Files 2009 City Clerk Vault
2001 C 01-189 Highland Enterprises, Inc. (Lohman/{-25 |

1.15.6.305 Contract/Agreement Files 2011 City Clerk Vault
2001 C 01-172 State of NM Environment Dept.

1.15.56.305 Contract/Agreement Files 2012 City Clerk Vault
2011 C 01-064 SW Area Workforce Development

1.15.5.305 Contract/Agreement Files 2011 City Clerk Vault
2001 C 01-009 US Bureau of Land Management - Renew

1.15.5.305 Contract/Agreement Files 2012 City Clerk Vault
2000 C 00-252 NMSHTD Cooperative Severance Tax Ag

1.15.5.305 Contract/Agreement Files 2011 City Clerk Vault

2000 C 00-244 Pitney Bowes (Inserting Unit for Payroll re

EHHHHEHIIEKl@ﬂ&llﬂ“ﬁlIEHEHBHEHSl&ilﬂilllllﬂilﬂ!!llHﬁllﬁ“ﬁﬂNﬁllﬂllﬁ!lﬂililﬂil%!l&“&llﬂﬂﬂllﬁ!l
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1.15.56.305 Contract/Agreement Files 2011 City Clerk Vault
2000 C 00-219 NMSHTD Coop Severance Tax Agreeme

1.15.5.305 Contract/Agreement Files 2011 City Clerk Vault
2000 C 00-205 Manny's Minnows Bait Shop

1.16.5.305 Contract/Agreement Files 2011 City Clerk Vault
2002 C 00-164 NMSU Physical Sciene Laboratory - Airpo

1.15.5.305 Contract/Agreement Files 2011 City Clerk Vault
2000 C 00-133 Norman O. Peck - Airport Lease

1.15.5.310 Payment Voucher Files 2013 City Clerk Vault
2009 2007-2010 RFPs for Las Cruces Bulletin- Legal Noti

1.15.5.310 Payment Voucher Files 2013 City Clerk Vault
2008 2001-2009 Election Poll Workers, HMC, NMML, LC

1.15.56.310 Payment Voucher Files 2013 City Clerk Vault
2009 2000-2010 RFPs for Las Cruces Sun News - Legal

1.15.5.314 Trip Ticket File 2013 City Clerk Vault
2010 City Clerk staff Travel Orders from 3/1999 to 4/2010

1.15.56.402 Timesheets 2013 City Clerk Vault
2009 CC/RC Timesheets Calendar 2009

1.15.5.509 Inventory of Fixed Assets 2013 City Clerk Vault
2003 Fixed Asset Tagged Equipment Summary for FY 20

1.15.7.102 Rejected Application 2010 City Clerk Vault
2006 8/2006 Records Clerk position & memos to H.R.

1.15.7.102 Rejected Application 2010 City Clerk Vauit
2007 6/2007 Deputy City Clerk position & memos to H.R.

1.15.7.102 Rejected Application 2010 City Clerk Vauit
2007 2/2007 Records Specialist position & memos to H.R

1.15.7.102 Rejected Application 201 City Clerk Vault
2007 10/2007 Office Assistant Senior position. & memos

1.15.7.121 Position Change Request 2008 City Clerk Vault
2004 1997-2004 Desk Audits

1.15.7.127 Grievance and Complaint Files 2013 City Clerk Vault
2006 J. Padilla; K. Sweetser; P. Acosta; T. England & David/Esther

1.19.8.114 Petition Files 2013 City Clerk Vault
2011 "One Stop VA Clinic" Petition submitted by Leo Mira

1.19.8.114(2) Petition Files 2013 City Clerk Vault

2011 Band Noise from Las Cruces High School - Nuisanc

BHRHBHBEHBUNUBHBENRUBENBUENBHBUBHBEUBHENBHENBHEIBHENIBHEURHANSUSHBHENIZHENBHENRUBENEN
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1.19.8.153 Election Files 2012 City Clerk Vault
2009 2009 Files - Election Roster, ABS Roster, Applicatio
Department Community Development
ltem # Title of Record Destroy Location
1.19.8.201 zoning case files 2013 American
2003 planning and zoning records ESSEL‘EM
Department CVvB
Item # Title of Record Destroy Location
1.15.3.109 General Correspondence 2013 CvB
2007 Questionnaire submission for RiskMgt
1.15.3.136 List & Directories 2013 CvB
2012 Driver's license logs
1.15.5.302 Requisition for Purchase 2013 CVB Storage
2010 Requisitions Jul2009 - Jun2010 Area
1.15.5.303 Purchase Orders 2013 CVB Storage
2010 Purchase Orders Jul2009 - Jun2010 Area
1.15.5.303 Purchase Orders 2013 CVB
2008 Purchase Orders and backup documentation
1.15.5.304 Invoices 2013 CVB Storage
2010 Invoices (Vendors) Jul2009 - Jun2010 Area
1.15.5.305 Contract/Agreement Files 2013 Holiday Storage
2007 Contracts, Agreements Jul2006 - Jun2007
1.15.5.314 Trip Ticket File 2013 CVB Storage
2010 Travel Orders, backup info Jun2009 - Jul2010 Area
1.15.5.402 Time Sheets 2013 CVvB
2008 Timesheets
1.15.7.101 Personnel File 2013 CVvB
2009 PANS, related memos & misc. personnel file docs f
Department Finance/Admin
item # Title of Record Destroy Location
1.15.3.108 Administrative Correspondence Files 2012 Finance Admin
2010 Corresp various MVEDA PandemicPlcy, Box C12
1.15.5.101 Budget Work Papers 2013 Finance Admin

2010 FY10 stmt related info rpts chart summary Bx A13

BUBHRHENBEHENBENANBUBHBIENBHBIBUZUBNBEHBIENZUBHBHEERHEIBHEIBHIEHBHBEHBUENBHIEHBRIIEN®RI
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Department Finance/Disbursements
Item # Title of Record Destroy Location
1.15.5.304 Vendor Invoices 2013 Laserfiche
2007 Original cks documentation 1-1140
1.15.5.304 Vendor Invoices 2013 Laserfice
2007 Original ck documentation 1-18335
1.15.56.304 Vendor Invoices 2013 Laserfiche
2007 Original chks documentation 1-616
1.15.5.304 Vendor Invoices 2013 Laserfiche
2007 Original checks documentation 1-290
1.15.6.312 Checks 2013 Disbursements
2007 Voided Checks Rio Grande
1.15.5.502 Ledgers 2013 Municipal Ct
2007 Greenbar print-outs 12/06- 3/17/07 basement
Department Fire
Item # Title of Record Destroy Location
1.156.7.128 Education and Training Files 2009 Fire
2005 Training records, from January 1998 thru Dec 2005, Headquarters
1.156.7.128 Education and Training Files 2011 Fire
2008 Observer Program student files (Excel Program par Headquarters
1.15.7.128 Education and Training Files 2010 Fire
2006 Fire Dept Academy 24 training records, January thr Headquarters
Department Legal/City Attorney
ltem # Title of Record Destroy Location
1.16.3.107 Administrative Reference Files Non Executive Leve 2013 City Attorney's
1996 5 Utilities files from previous administrations. No lon Office
1.15.3.132 Telephone Logs 2013 City Attorney's
2008 4 pads; 8/2008 - 4/2010; Office
1.15.3.401 Legal Case Files 2013 Ops Analyst
2003 Prosecuted Cases-RMJ; Office
1.15.5.203 Receipts 2013 City Attorney's
2009 FY2008/2009 Vehicle seizure hearing fees Office
1.15.56.302 Requests for payment 2013 City Attorney's
2009 City Attorney's office payments-FY09 Office
1.15.5.402 Time Sheets 2013 City Attorney's
2010 2010 Payroll Time Sheets Office

BHEHBHBHBUHEIBUHBISHENBHENBHBENBHEIIBHSENBHRHBUZNIBHGNENZURANENBHEBHIBHEHBUENBUBEIIBIIENERI
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Department Library
item # Title of Record Destroy Location
1.15.3.109 General Correspondence Files 2013 Admin Assist
2011 Correspondence & supporting documents 10/10 - 1 Office
1.156.3.132 Telephone Logs 2013 Admin Assist
2008 Record of long distance calls - business/fax phone Office
1.15.56.202 Invoices 2013 Admin Asst
2008 Invoices Office
1.15.5.203 Receipts 2013 Admin Asst
2008 Receipts Office
1.15.5.204 Payment Invoice Files 2013 Admin Assist
2007 Payments, receipts, RFPs, invoices, & supporting d Office
1.15.5.204 Payment Invoice Files 2013 Admin Assist
2010 Payments, receipts, RFPs, invoices & supporting do Office
1.15.5.204 Payment Invoice Files 2013 Admin Asst
2008 Payments, receipts, etc. Office
1.156.5.309 Vouchers (Pymt Vouchers) 2013 Admin Asst
2010 Pcard receipts w/supporting documents Office
1.15.5.314 Trip Ticket File 2013 Admin Asst
2006 Travel orders and supporting documents Office
1.15.5.401 Time Cards 2013 Library
2009 Timesheets/Leave Requests Jan2009-Dec2009 Workroom
BUBNBHEIZUBEUBEIBHSNBNNBSENBHBEHBEHBHBURDEHENBHBEHBHEISIIEIIBIBIBHEIRIBEHBUBHBHBOET
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Department Museum/Admin
Item # Title of Record Destroy Location

1.15.3.109 General Correspondence Files 2013 Museum Office
2011 Memos, letters, forms, etc.

1.15.3.118 Accident Reporting Files 2013 Museum Office
2011 Accident report forms

1.15.3.119 Minutes of Meeting Files 2013 Museum Office
2011 Staff meeting minutes

1.15.3.131 Telephone Billing File 2012 Museum Office
2007 Verizon-Qwest Invoices

1.15.3.131 Telephone Billing Files 2013 Museum Office
2011 Qwest/Verizon phone statements

1.156.5.101 Budget Work Papers 2013 Museum Office
2010 Budget forms, spreadsheets, credit card application

1.15.5.104 Budget Adjustment Request 2013 Museum Office
2010 Copies of Budget Adjustment forms (all museums)

1.15.5.104 Budget Adjustment Requests 2013 Museum Office
2007 Budget Adjustment Forms

1.15.6.204 Payment Invoice Files 2013 Museum Office
2010 Regquest for payment forms, invoices, credit card st

1.15.5.204 Payment Invoice Files 2013 Museum Office
2007 copies of credit card statements, RFPs

1.15.56.314 Trip Ticket Files 2013 Museum Office
2010 Travel Order copies (all museums)

1.15.5.402 Time Sheets 2013 Museum Office
2010 Time sheets, leave slips

1.15.7.101 Personnel Folders 2013 Museum Office
2007 Copies of Personnel Action Notices, Corresponden

1.15.7.104 Personnel Evaluations 2013 Museum Office
2010 Personnel Evaluations

1.15.7.104 Personnel Evaluations 2013 Museum Office
2007 Copies of Personnel Evaluation forms

1.18.505.110 Volunteer Files 2013 Museum Office
2010 Sign in sheets, monthly hour logs, applications

1.18.505.110 Volunteer Files 2013 Museum Office

2011 Sign in sheets, mnthly hour logs, applications

sHENBHENZUENBIANBIENEHBEHBNZHBUSHIBHUSHBHEIIENGHBNENBIIENRUISURITENEHIERBHENRIIGNBHIEHEY
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Department Parks & Rec - Parks

Item # Title of Record Destroy Location
1.15.3.117(2) UTILITY REPORTS 2010 PARKS LOFT
UTILITY REPORTS 1994-2002
1.15.3.117© EMPLOYEE DAILY REPORTS 2010 PARKS LOFT
DAILY REPORTS 12/2001 TO 1/2007
1.15.5.310 Payment Vouchers 2009 PARKS LOFT
REQUEST FOR PAYMENT FY 2000 TO FY 2006
Department Parks & Rec - Recreation
Item # Title of Record Destroy Location
1.15.5.310 TIMESHEETS /PAYROLL 2010 COC Basement
1998-2000
1.15.5.310 Timesheets/payroll 2010 PARK'S LOFT
1998-2000
Department Public Works
item # Title of Record Destroy Location
1.19.8.109 Capital Projects 2013 Room 2137
2003 2013-006 (042-06-09) Crack Seal, telshor/Lohman/
1.19.8.109 Capital Projects 2013 Room 2137
2003 2013-005 (013-06-09) Spitz St, Shalem Colonly Tr
1.19.8.109 Capital Projects 2013 Room 2137
2003 2013-004 (002-09-09) CDBG 2004; Amador/17th &
1.19.8.109 Capital Projects 2013 Room 2137
2003 2013-001 (Box 73) 2002 Utilities Rehab, Cortez Dr.
Department Senior Programs
Item # Title of Record Destroy Location
1.15.3.101 Non-Record Materials 2013 Munson Center
2013 Extra copies of correspondence and reference docu
Department UT/Admin
ltem # Title of Record Destroy Location
1.15.3.101 Non-Records Materials 2008 Absolute
2007 2007 Gas Inspections Copies-City/DAC/State Storage, 305 N.
EUENBHBNRHENSHSNBHZEHBEUENBHZENBHENBIIBNBHBIBHEHRNENBHEUBIIEHEHENBHEBNBRHENBHEIEIIREBH
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Department UT/Admin Services
item # Title of Record Destroy Location
1.15.5.310 pyament voucher file 2013 storage unit
2009 fy 09; req for payment; 7/08 - 6/09
1.15.5.314 trip ticket file 2013 storage unit

2009 fy 09 travel, 7/08 - 6/09

BUBNBHEHBUBNBHBSHBENBHBENBHENBUZUEENBUEIIENENRUISDBIENBIIENBHEREHENIBIENRIBNROEHEN
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Department UT/Admin Srvcs
item # Title of Record Destroy Location

1.15.3.101 Non-Record Materials 2007 Absolute

2006 Utility Services Applications-Carbon Copy “Snt’(\)*roalge, 305 N.
1.15.3.101 Non-Record Materials 2010 Absolute

2009 Utility Service Applications-carbon copy Stgrige, 305 N.
1.15.3.101 Non-Record Materials 2008 Absolute

2007 Utility Service Applications-Carbon Copy '\Sntgrige, 305 N.
1.15.3.101 Non-Records Materials 2013 Absolute

2012 Sub-division plats-copies Storage, 305 N.
1.15.3.101 Non-Record Materials 2012 Absolute

2011 State Inspections 2011 Storage, 305 N.
1.15.3.101 Non-Record Materials 2011 Absolute

2010 Jan-Dec. 2010 Storage, 305 N,
1.15.3.101 Non-Records Materials 2010 Absolute

2009 Jan.-Dec. 2009 Utility Service Applications-Carbon “Sntffjge' 305 N.
1.15.3.101 Non-Record Materials 2012 Absolute

2011 Jan. - Dec. 2011 I\S/It£>+rjllge, 305 N.
1.15.3.101 Non-Record Materials 2009 Absolute

2008 Jan. - Dec. 2008 Storage, 305 N.
1.15.3.101 Non-Record Materials 2013 Absolute

2012 2012 Gas Inspections Copies-City/DAC/State “Snt’?{ige, 305 N.
1.15.3.101 Non-Record Materials 2013 Absolute

2012 2012 Equipment Transfer/Disposal Form-Copies “Sntgrige, 305 N.
1.15.3.101 Non-Record Materials 2012 . Absolute

2011 2011 Payroll Uniform Taxable Forms-Copies Storage, 305 N,
1.15.3.101 Non-Record Materials 2012 Absolute

2011 2011 Meter Cards-Duplicate Attachment Storage, 305 N.
1.15.3.101 Non-Record Materials 2011 Absolute

2010 2010 Meter Cards-Duplicate Attachments “Sﬂtrc‘):;za'ge, 305 N.
1.15.3.101 Non-Record Materials 2011 Absolute

2010 2010 Gas Inspections Copies-City/DAC/State Storage, 305 N,
1.15.3.101 Non-Record Materials 2011 Absolute

2010 2010 Duplicate Copies-Meter Stat Report/Meter Sh Storage, 305 N.
1.15.3.101 Non-Record Materials 2010 Absolute

BUEBNBHENBUBHBHENBUHEIBUBISISNBHEIBENZNBIZNIBHSENBIIBHIRIBHBUISHBHBIBHENBHIBIIBHEBNRBRIBEBNEH

2009

2009 Meter Cards-Duplicate Attachment
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1.15.3.101
2009

.15.3.101
2008

.16.3.109
2009

.156.3.109
2008

.15.3.109
2007

.15.5.206
2009
.15.5.306
2006
.156.5.306
2005
.15.5.306
2004
.15.56.306
2003
1.15.5.505
2009
.19.8.555
2008
.19.8.555
2007
1.19.8.555
2009
1.19.8.555
2009

1.19.8.555
2009

1.19.8.555
2008

1.19.8.555
2008

—

—_

-

—_—

—_

—_

-

—

—_

—_

-—
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Non-Record Materials
2009 Gas Inspections Copies-City/DAC/State
Non-Record Materials
2008 Gas Inspections Copies-City/DAC/State
General Correspondence Files(Non-Executive Lev
Fiscal 2009(copies)interdepartmental Memoranda
General Correspondence Files(Non-Executive Lev
Fiscal 2008-Copies(Interdepartmental memoranda)
General Correspondence Files(Non-Executive Lev
Fiscal 2007-Copies-Interdepartmental Memoranda
Revenue Status Report, Monthly
2009 Monthly Report for New Connections
Contract/Agreement Logs
2006 RGNGA Contracts, Main Line Reimbursement
Contract/Agreement Logs
2005 RGNA Contracts, Main Line Reimbursement
Contract/Agreement Logs
2004 RGNGA Contracts, Main Line Reimbursement
Contract/Agreement Logs
2003 RGNGA Contracts, Main Line Reimbursement
Vouchers(Journal)
Fiscal 2009, Copies-Accounts Receivable Adjustme
Public Utility Service File
FY 2008 Water Meter Relocates
Public Utility Service File
FY 2007 Water Meter Relocates
Public Utility Service File
2009 Work Orders-Meter Shop
Public Utility Service File
2009 Work Orders for Gas
Public Utility Service File
2009 Estimates-Pending
Public Utility Service File
2008 Work Orders-Meter Shop
Public Utility Service File
2008 Estimates-Pending

Tuesday, October 01, 2013

2010

2009

2010

2009

2008

2013

2013

2012

2011

2010

2012

2012

2011

2013

2013

2013

2012

2012

Absolute
Storage, 305 N.
ANAtal

Absolute
Storage, 305 N.
AMAtasl

Absolute
Storage, 305 N.
MAtal

Absolute
Storage, 305 N.
AMAtal

Absolute
Storage, 305 N.
NA~tal

Absolute
Storage, 305 N.
AAtal

Absolute
Storage, 305 N.
AAtal

Absolute
Storage, 305 N.
MNAtal

Absolute
Storage, 305 N.
RAtal

Absolute
Storage, 305 N.
AAtal DhA
Absolute
Storage, 305 N.

RAtal

Absolute
Storage, 305 N.
Rntal

Absolute
Storage, 305 N.
AMMAtal

Absolute
Storage, 305 N.
AM~tal

Absolute
Storage, 305 N.
Nntal

Absolute
Storage, 305 N.
AMAtal

Absolute
Storage, 305 N.
M Atal

Absolute
Storage, 305 N.

Rntal
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—

.19.8.655
2007

.19.8.555
2006

.19.8.555
2006

.19.8.555
2006

.19.8.555
2005

.19.8.565
2005

.19.8.555
2005

.19.8.555
2004

.19.8.6565
2004

.19.8.555
2004

1.19.8.555
2003

1.19.8.555
2003

1.19.8.655
2003

1.19.8.56556
2003

1.19.8.5655
2002

1.19.8.5655
2002

1.19.8.555
2002

1.19.8.555
2002

—

N

—

-

—_

—_

a3

-

—
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Public Utility Service File
2007 Estimates-Pending
Public Utility Service File
2006 Variance-Requests

Public Utility Service File
2006 Estimates-Pending

Public Utility Service File
2006 Estimates-Main Line Extension on Pancho Pla
Public Utility Service File
2005 Estimates-Pending
Public Utility Service File
2005 Estimates-Main Line Extension On Flower Rd.
Public Utility Service File
2005 Estimates-Main Line Extension on Cristo Rey
Public Utility Service File
2004 Estimates-Pending
Public Utility Service File
2004 Estimates-Main Line Extension
Public Utility Service File
2004 Cut & Cap-Abandon Svc Line
Public Utility Service File
2003 Estimates-Pending
Public Utility Service File
2003 Estimates-Main Line Extension on Memory La
Public Utility Service File
2003 Estimates-Main Line Extension ARCO PI
Public Utility Service File
2003 Estimates-Main Line Ext.-Firehouse
Public Utility Service File
2002 Orfice Test Sheets-Meter Shop
Public Utility Service File
2002 Estimates-Pending
Public Utility Service File
2002 Estimates-Main Line Extension on Tarin Road

Public Utility Service File
2002 Estimates-Main Line Extension on Rodeo, Su

Tuesday, October 01, 2013

2011

2010

2010

2010

2009

2009

2009

2008

2008

2008

2007

2007

2007

2007

2006

2006

2006

2006

Absolute
Storage, 305 N.

MMntal

Absolute
Storage, 305 N.

AMnital

Absolute
Storage, 305 N.
Antal

Absolute
Storage, 305 N.
A~tal

Absolute
Storage, 305 N.
AMAtal

Absolute
Storage, 305 N.
Antal

Absolute
Storage, 305 N.
AMMAtal

Absolute
Storage, 305 N.
RAntal

Absolute
Storage, 305 N.
RAtmsl

Absolute
Storage, 305 N.

AAtal

Absolute
Storage, 305 N.
MNAtal

Absolute
Storage, 305 N.
MAtal

Absolute
Storage, 305 N.
AA~tal

Absolute
Storage, 305 N.
NAtal

Absolute
Storage, 305 N.
RAAtal

Absolute
Storage, 305 N.
AMAtal

Absolute
Storage, 305 N.
MMAtal

Absolute
Storage, 305 N.

MMAtal
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—_

.19.8.555
2002

.19.8.555
2001

.19.8.555
2001

.19.8.555
2001

.19.8.555
2001

1.19.8.555
2001

1.19.8.555
1998

1.19.8.555
1998

1.19.8.555
1994

1.19.8.555
1989

1.19.8.556
2009

1.19.8.556
2009

1.19.8.556
2010

1.19.8.556
2009

1.19.8.556
2009

1.19.8.556
2010

1.19.8.556
2006

1.19.8.556
1997

—_

-

—

—

46

Public Utility Service File
2002 Estimates-Main Line Extension on Estancia, B
Public Utility Service File
2001 Estimates-Pending
Public Utility Service File
2001 Estimates-Main Line Extension-Valle Escondi
Public Utility Service File
2001 Estimates-Main Line Extension on Swartz Roa
Public Utility Service File
2001 Estimates-Main Line Extension on Segovia La
Public Utility Service File
2001 Estimates-Casa Banderas
Public Utility Service File
1998 Instrument P & T Data Sheets-Meter Shop
Public Utility Service File
1998 Estimates-Main Line Extension on Swartz Roa
Public Utility Service File
1994 Orfice Test Sheets-Meter Shop
Public Utility Service File
1989 Gas Utility Charts-Meter Shop
Meter Reading Files
January-December 2009
Meter Reading Files
Jan. - Dec. 2009 CLC Gas Meter Change Outs
Meter Reading Files
August-December 2010
Meter Reading Files
August-December 2009, Water Meter Change-Outs
Meter Reading Files
August-December 2009
Meter Reading Files
April - June 2010
Meter Reading Files
2006 Test Sheets-Meter Shop

Meter Reading Files
1997 Prover Readings-Meter Shop

2006

2005

2005

2005

2005

2005

2003

2002

1998

1993

2013

2013

2013

2013

2013

2013

2010

2001

Absolute
Storage, 305 N.
NAntal ]
Absolute
Storage, 305 N.
AMAtal

Absolute
Storage, 305 N.
AAtal

Absolute
Storage, 305 N.
MAtal

Absolute
Storage, 305 N.
RMAtal

Absolute
Storage, 305 N.
Nntat

Absolute
Storage, 305 N.
AAtal

Absolute
Storage, 305 N.
Mntal

Absolute
Storage, 305 N.
AA~tal

Absolute
Storage, 305 N.
MAtal

Absolue Storage,
305 N. Motel

Absolute
Storage, 305 N.

MAtad

Absolute
Storage, 305 N.

RAtal

Absolute
Storage, 305 N.

AMntal

Absolute
Storage, 305 N.

Mntal

Absolute
Storage, 305 N.

Mntal

Absolute
Storage, 305 N.

MAtat

Absolute
Storage, 305 N.

AAtal
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Department UT/Gas
Item # Title of Record Destroy Location
1.15.5.303 Purchars Orders (Purchase Documents) 2013 Absolute

2009 From 1/2006 to 12/2009

Storage, 305 N.

AAntal

1.15.5.309 Vouchers payment 2013 storage unit on
2009 mis requ for payment; 7/06 - 12/09 motel
1.15.7.101 Personnel Folders 2013 Absolute
2009 From 7/2004 to 12/2009 Storage, 305 N.
MAatal RhA
Department UT/RES TS
Item # Title of Record Destroy Location
1.15.3.109 General Correspondence Files(Non-Executive Lev 2011 Absolute
2010 FY 10 Memorandums/letters from RES .\RneTt?Ei ‘,1'425 N.
1.15.3.109 gneral correspondence files 2010 absolute rentals
2009 fy 09 memo ltrs from res
1.15.5.314 Trip Ticket File 2013 Absolute
2010 FY 10 Travel Orders Rentals, 425 N.
AMAtal DhA
1.15.5.314 trip ticket file 2012 absolute rentals
2009 8/08 - 4/09
1.15.5.315 vehicle maint file 2013 absolute rental
2009 blazer 22484; 21207; 31028; 22318; 22345; 22460;
1.15.5.402 Timesheets 2013 Utilities Blg,
2010 FY 10, timesheets, timecards, overtime & leave req Room 216
1.15.5.402 timesheets 2010 absolute rentals
2009 7/08 - 6/09
Department UT/Solid Waste
item # Title of Record Destroy Location
1.15.3.132 telephone logs 2013 m 112
2010 7/09 -6/10
1.156.5.303 purchase orders/docs 2013 rm 112
2010 7/09-6/10
1.15.5.315 vehicle maintenance file 2013 m 112

2009 1/09-12/09

BUENHBHEHBUIBINUBHEIBENBHBHBHENIRUIENBHEHRUSENBUENBUHSHBUEHBIEBENBHNBIBUHENSUBDRIIBHBUENIRY
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