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(e) shall be signed by the records custodian for destruction approval.

(3) Agencies not required to submit a request for destruction to the NM state records center
shall maintain a certificate of record destruction, which meets the requirements of the Public Records Act.
This certificate shall inclu

(a) a statement that the records for destruction have been placed on COM,;
(b) thatthe COM has been mastered in accordance to NM microphotography

(c)
(d)
(e)
0. Labeling of all master microfilm roll containers shall include the following information:
(1) name and address
(2) date created;
(3) identification of the fir§t and last document on the C@
(4) records series names 2 tention and disposition schedule
item number;
(5) disposition trigger dates (he. date file closed, date contract terminated, etc.);
(6) name and address of the eNtity producing th
(7) envelope number.
P. The agency shall maintain an index for the purpose of tracking all microphotography
records. The index shall identify individual records
(1) Indexing requirements will vary fre
type by document type. An indexing schema shall takg
information laws. Indexing requirements include:
(a) Data elements required fg
submitting agency for each record series. Acces
considered.

standards;

into consideration compliance with freedom of

seargh and retrieval shall be defined by each
requirergents of current and future end-users shall be

(b) Objective coding elefhents are those identifiers that do not require subjective
assessment. Examples of objective coding’elements include ddgument date, document type, author,
recipient, etc.

(2) Indexing retrieval softivare. Where an automated\ndex is selected, the software used to
search the index and to display indexfecords found shall address usey interface issues where
microphotography images are storgd on COM.
[11-16-82, 12-20-88, 1-19-89, 3-
12-29-00]

-Rn, 1 NMAC 3.2.60.1.10 & A,

1.14.2.13 COM SYSTEM PLAN. The COM system plan shall address e\aph of the elements in this
section. g

tem specifications.
D. Name of records to be microphotographed as identified in the records retention and
disposition schedule.
E. Schema for indexing.
F. Method for disposition of records microfilmed.
G. Disposition plan for COM (masters and working copies) when legal retention has been met.
H. Off-site storage location of COM masters.
. System implementation date.
J. Systems expected life span.
[1.14.2.13 NMAC - N, 12-29-00]

1.14.2.14 STANDARD FOR IMAGING. This section is limited in scope to the conversion of

documents to digitized images suitable for storage on optical disk. The standards listed in this section are
intended to maintain the integrity of the original record and to ensure that the image produced is an
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