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1. Decision Sequence for Determining Email Retention 
 

 

 
Email is 
received 

 
Is it UofL 
business? 

 
If “No” 

 
Examples: 
• Personal messages 
• Spam 
• Unsolicited mail 

 
 
Delete 

 
If  “Yes” 

 
Determine Record Category 

Informational 
& Reference 

Examples: 
• Listserv 

messages 
• Draft documents 
• Notes to co-

workers 
• General    

announcements 
• Meeting notices 

Temporary 
Record 

Examples: 
• General 

correspondence 
• Activity Reports 

Permanent 
Record 

Examples: 
• Official 

correspondence 
• Meeting minutes 
• Annual Reports 
• Policies & 

procedures 

Delete when no 
longer needed 

File and Delete after 
retention period 
expires (according to 
retention schedules) 

 
Print to hard copy and  

File 
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2. Determining Responsibility for Retaining Email 
 
 
Because email messages can be forwarded and routed to multiple addresses, copies of the 
message may exist in many areas of the university.  In most cases, the author, or 
originator, of the email message is responsible for maintaining the “record” copy.  
However, in cases in which the recipient has altered the message (made changes, added 
attachments, etc.), or when the message is coming from outside the university (and therefore 
not documented anywhere within the university), the recipient is the one responsible for 
retaining the message. 
 
 
The diagram below illustrates the decision making process: 
 

 
 

 
Email 
arrives 

Message  
is from 
inside 
UofL 

Message 
is from 
outside 
UofL 

You did 
not 

change it 

You did 
change it 

 
• Recipient 

can delete 
 
• Sender  is 

responsible 
for filing 

 
Recipient  is 
responsible 

for filing 


