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. NO Delete it!
Is it a record? e
E-Mail Message Received - —
ORC 149.011G

i.e. Spam, Personal Messages

YES

E-Mail is not a records series by itself and needs kept according to the
content of the message. Most E-Mail messages may fall under a
“Correspondence” records series.

Check your retention
File according to one of YES — - NO salbealile e el wie
three sub-series of +——— | sit"Correspondence” : E—— series it belongs to and
correspondence. file appropriately.
[ ———-—
I Communications which convey I
information of temporary |
YES * Keep until no longer of I -
Is it “Transitory”? I importance in lieu of oral I
! rory” s —_— administrative value. communication. ie. drafts, |
I .i.e. A
| meeting notices etc. |
NO I |
[ -
I Requests for information I
ertaining to interpretations
YES P P ) thg . |F|) |
Is it “General”? —_— * Retain for two years. | @ndothermiscelianeous
I inquiries; informative - does not I
| attempt to influence policy. |
[ ———
Correspondence of the head
* Retain five years; file with : and the executive staff of an
YES .
related records if content ; ith sionifi
Is it “Substantive”? . . I agency dealing Wlt.h 's,|gn|fj|cant I
requires longer retention; I aspects of the administration of |
appraise for historical value. I the office. Includes information |
| about policies, procedures, etc. |

* Based on suggested retention periods. Your individual retention period may vary.



