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Pursuant to the Inspection of Public Records Act, Chapter 14, Art. 2, NMSA 1978, as amended 
and supplemented: 
 
EVERY PERSON HAS A RIGHT TO INSPECT THE PUBLIC RECORDS OF THE 
NEW MEXICO EDUCATION TRUST BOARD (the “Board”), EXCEPT: 
 

A. As provided in the Inspection of Public Records Act (the “Act”), Section 14-2-1 
et seq., NMSA 1978, as amended and supplemented from time to time; 

B. As provided in the Confidential Materials Act, Sections 14-3A-1 et seq., NMSA 
1978, as amended and supplemented from time to time; and 

C. As otherwise provided by law. 
_________________________________________________________________ 

 
 
PROCEDURES FOR REQUESTING RECORDS: 
 

1. Any person who wishes to inspect public records (a “requestor”) may submit 
either an oral or a written request to the Board’s Records Custodian (the “Records Custodian”). 
Written requests should be submitted to: 
 

New Mexico Education Trust Board 
Attn: Records Custodian 
1516 Paseo de Peralta 
Santa Fe, NM 87501 
Email: NM.ETB@state.nm.us 
 

Oral requests should be directed to the Records Custodian at: 
 
  Tel.: (505) 982-4099 
 
Please be advised that under the Act, the failure of the Board to respond to an oral request for 
public records shall not subject the Board or the custodian to any penalty under the Act, and 
sending a subsequent email to document an oral request does not convert an oral request into a 
written request. However, an email that contains all the necessary information, as provided in 
paragraph 2 below, will be considered a separate written request under the Act. 

 
2. A written request shall:  

 
(a)  provide the name of the requestor;  
(b)  provide the address of the requestor;  
(c)  provide the telephone number of the requestor; and  
(d) identify the records sought as with reasonable particularity.  



 

 

 
Reasonable particularity means described as accurately as possible, with sufficient detail so that 
the Records Custodian may identify and locate the requested records. 
 

3. The inspection of the public records requested in writing will be permitted 
immediately or a soon as is practicable under the circumstances. The Records Custodian will 
respond to the request to inspect public records in the same manner as the request was 
received—by electronic or paper—or in any other reasonable manner deemed appropriate by the 
Records Custodian. A request made orally will also be permitted immediately or a soon as 
practicable; however, the Records Custodian is not required to adhere to the time limits imposed 
below in responding to an oral request. The Records Custodian will respond to every request and 
permit or the inspection of public records within fifteen (15) days of the receipt of the request. 

 
4. If the request is made to an employee of the Board, but is not made to the Records 

Custodian, the Board’s employee who received the request will:  
 

(a) promptly forward the request to the Records Custodian; and  
(b) notify the requestor of the contact information for the 
Records Custodian.  

 
A request for records made to an employee of the Board, who is not the Records Custodian, will 
not require the employee to produce the requested records, and such employee will not provide 
such records. 

 
5. If the inspection of the public records requested in writing has not been permitted 

within three (3) business days of the Records Custodian’s receipt of the request, the Records 
Custodian will contact the requestor, in the manner indicated in paragraph 3 above, to inform the 
requestor of either:  

 
(a) when the records will be available for inspection; or  
(b) when the Board will respond to the request. 

 
6. If the Records Custodian determines that the request is excessively burdensome or 

board, the Records Custodian will notify the requester in writing, in the manner indicated in 
paragraph 3 above, within fifteen (15) days of receipt of the request that additional time will be 
needed to respond and inform the requestor of a reasonable date when the records will be 
available for inspection. The Records Custodian may also request more specificity regarding the 
request or work with the requestor to tailor or narrow the scope of the request if doing so will 
facilitate the timely production of the records sought. 
 

7. If the Records Custodian determines that the records requested in writing are not 
available for public inspection, then the Records Custodian will notify the requestor in writing, in 
the manner indicated in paragraph 3 above, that the request is being denied. Such denial 
notification will be provided within fifteen (15) days of the receipt of the request and explain the 
denial, including: 

 



 

 

(a) a description of the records sought; and 
(b) the names, titles, or positions of each person responsible for 

the denial. 
 
8. If the requested records include specific records that are stored as part of a 

computer database, including documents, email, and other data, where providing the record does 
not require the manipulation of data resulting in the creation of a record that did not previously 
exist, the information will be provided in accordance with this policy. 
 

9. The Board will redact or remove all confidential or non-public information that is 
exempt form disclosure, as provided by law, prior to making requested records available for 
review or making copies of the requested records for a requestor. 
 

10. A requestor may request copies be made of the requested records. However, the 
Records Custodian may impose a per-page charge upon the requestor at the maximum rate 
permitted by law, which must be paid in advance of making the copies. If the requestor asks for a 
receipt for such payment, the Records Custodian will provide one. 

 
11. After the inspection of the requested records or the provision of copies of the 

requested records, the Records Custodian will notify the requestor in writing, in the manner 
indicated in paragraph 3 above, that the matter regarding the request is considered closed, unless 
the requestor notifies the Records Custodian otherwise in writing within a reasonable period. The 
notification of closure will identify the date and location of the inspection or the date the copies 
were provided. 


