Saving Email Over 2 Years
Permanent Storage of Important Records

Excerpt from the, “Email Retention Policy” (OCIO 14-02)

User Responsibility

Users should not use e-mail to store important or official District records. Where official records
are required to satisfy a particular purpose or retention period, users are expected to follow the
applicable records retention policy and procedures and generate a copy or other permanent
unalterable form of recording other than e-mail to preserve the record. The types of documents
include, but are not limited to, internal policies, official correspondence, contracts, real estate
related documents, personnel files, and other District documents which must otherwise be
maintained for greater than six (6) months.

Users are required to recognize the need to protect confidential data and follow all guidelines
and record retention policies to protect District records.

Permanent Storage of Important Email Records

Per the Email Retention Policy, important records received via email that must be maintained for
greater than six (6) months can be saved in a permanent unalterable form of recording other
than e-mail to preserve the record. For instance, Users may right-click on important attachments
and save them to their OneDrive or other permanent storage location. In lE8 Copy
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