State of Michigan
Electronic Mail Retention Guidelines

Is e-mail that is sent

or received a record?

How long should it be
retained?
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Warning! Do not dispose of (or allow the automatic disposal of) any e-mail message, even if

its retention period has expired, that is responsive to a FOIA request or which is likely to be
required in litigation.

Caution! Litigation/discovery and FOIA requests both apply to all e-mail messages, including
metadata associated with messages and any associated data stored on server back-up tapes.



http://www.michigan.gov/documents/GS5_Approved_3_20_01_20751_7.pdf
http://www.michigan.gov/hal/0,1607,7-160-17451_18673_31548---,00.html
http://www.michigan.gov/documents/gs1_20727_7.pdf




Electronic Mail Filing Guidelines

Who is responsible
for filing e-mail
messages?

Senders:
Are generally considered
to be the person of
“record” for any
communication.

Records

Transitory
Records

Nonrecords

Personal

Recipients:

May also file a message to
support their own business
functions, especially if they
do not have access to the
sender’s records.
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Recipients:

May also file a message
until a task or activity is
completed.

Recipients:
Informational copies do
not need to be retained.

QUESTIONS MAY BE DIRECTED TO:
Records Management Services
Department of History, Arts and Libraries
(517) 335-9132

http://www.michigan.qgov/recordsmanagement/



http://www.michigan.gov/recordsmanagement/



