State of Michigan
Records Management Services
Electronic Mail Retention Guidelines
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Warning! Do not dispose of (or allow the automatic disposal of) any relevant 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 relevant e-mail messages,

including metadata associated with messages and any associated data stored on server back-
up tapes.






