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E-mail Retention Policies

(question submitted 2/18/09)

E-mail Retention Policies
Question
[submitted by District of Columbia 2/18/09]

The District of Columbia is looking at different policies for e-mail retention and destruction.  I know many of you (ex. New Mexico) are responsible for archiving as well as the regulations for your states.  Could you please forward me a copy of your e-mail retention and destruction policies and any issues you may face on this front?  Either a link or attachment would work.

Responses (from 6 states and U.S. government)
· Florida [reply submitted 2/19/09]

For Florida, our department e-mail policy is attached.  Below is our statement on e-mail retention from the General Records Schedule GS1-SL for State and Local Government Agencies (http://dlis.dos.state.fl.us/recordsmgmt/gen_records_schedules.cfm). 

ELECTRONIC MAIL

There is no single retention period that applies to all of any agency’s e-mails. Retention periods are determined by the content, nature, and purpose of records, and are set based on their legal, fiscal, administrative, and historical values, regardless of the format in which they reside. Electronic mail, as with records in other formats, can have a variety of purposes and relate to a variety of program functions and activities. The retention of any particular electronic mail message will generally be the same as the retention for records in any other format that document the same program function or activity. For instance, e-mails might fall under a CORRESPONDENCE series, a BUDGET RECORDS series, or one of numerous other series, depending on the content, nature, and purpose of each e-mail. E-mails that are created primarily to communicate information of short-term value, such as e-mails reminding employees about scheduled meetings or appointments, might fall under the "TRANSITORY MESSAGES" series.

· Kentucky [reply submitted 2/18/09]

In the state records retention schedule, the first two pages are applicable to administrative regulations: http://www.kdla.ky.gov/recmanagement/schedules/LRC.pdf  

The Kentucky Department of Libraries and Archives (KDLA) sets the records retention and destruction schedules by reference in the following administrative regulation: http://www.lrc.ky.gov/kar/725/001/030.htm.  The information referenced in that regulation is available through the KDLA Web site: http://www.kdla.ky.gov/recmanagement.htm. 

Here is a link to the specific APA statute that lists the materials the Regulations Compiler has to maintain: http://www.lrc.ky.gov/KRS/013A00/040.PDF (To paraphrase: a file of administrative regulations and other documents required by this chapter; a file of ineffective administrative regulations; and a file of material incorporated by reference, including superseded or ineffective material incorporated by reference.)

Kentucky's electronic records management info from the KDLA Web site: http://www.kdla.ky.gov/recmanagement/tutorial/electronicrecords.htm 

Currently in Kentucky we only have to maintain items in electronic format if those records are to be maintained solely in an electronic format.  The APA statute requires that the original paper copy has to be brought in; therefore, we are almost completely paper bound. (Oh, I really want to change that!) On the rare occasions that we have something important by e-mail, we print it out for the paper file. 

· New Jersey [reply submitted 2/19/09]

Here is a link to the New Jersey Division of Archives and Records Management's Circular Letter 03-10-ST: Managing Electronic Mail: Guidelines & Best Practices: http://www.njarchives.org/links/circular-letter-03-10-st.html.

· New Mexico [reply submitted 2/18/09]

Information on e-mail requirements for New Mexico is found at

http://www.nmcpr.state.nm.us/records/email.htm.

· New York [reply submitted 2/19/09]

I am providing links to pages within the New York State Archives website where you will find guidance regarding e-mail retention/archival procedures for New York:
* Managing Records: (links to the index page that includes a link to Electronic Records): http://www.archives.nysed.gov/a/records/index.shtml

* Managing e-mail effectively: http://www.archives.nysed.gov/a/records/mr_pub62.shtml

* Developing a policy for e-mail retention: http://www.archives.nysed.gov/a/records/mr_pub85_policy_components.shtml

The material contained in these pages should prove to be helpful!

· Texas [reply submitted 2/19/09]

Authority for electronic information is divided between the Department of Information Resources and the Texas State Library and Archives Commission. But I think this is the primary rule concerning email retention for Texas State agencies: http://tinyurl.com/csk7qf

· U.S. Government [reply submitted 2/18/09]

NARA's regulations on records management for email are found in 36 CFR 1234.24.  Here's a link to NARA's guidance pages: http://archives.gov/records-mgmt/initiatives/erm-guidance.html.
Here's a link to a presentation by Jason Baron, Director of Litigation, Office of General Counsel, NARA: http://www.archives.gov/records-mgmt/presentations/raco06-baron.pdf.
