Is it a Record?
FSA-RMR Office

How to decide if a document is a record.

Is the
document
related to

NMSU or your

responsibilities

at NMSU?

No Non-record

Yes

Are you the
Creator of the
document?

No—p  Recipient

Yes

Do you
need to take an
action?

No

Does it
explain, justify,
or document an
action or
decision?

Non-record No,

Yes

Does it
explain, justify,
or document an
action or
decision?

Yes
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