
             

  
   

   
     
 

     
     

 

     
     

 

     
     

 

     
     

 

     
           

    
     
       
   

     
   

 
 

     
   

 
 

   
 
 
 
 

   
 
   

   
 
   

   
 

   
 

   
 
 
 
 
 

   
     
     

 

  
 

   

           

Do I need to retain this e‐mail message? 

NO: 
It contains 

information I 
don’t have to 
act upon. 

Delete when it
no longer has

reference value.

Delete when it 
no longer has 

reference value. 

Delete when it
no longer has

reference value.

Delete when it 
no longer has 

reference value. 

E‐mail message is 
sent or received. The message is an 

official record. 
Identify the retention 
period and where it 
should be filed. 

Delete or move
to a non‐

government
recordkeeping

system.

Delete or move 
to a non‐

government 
recordkeeping 

system. 

Does the 
message 
document 
official 

government 
business? 

Is the 
message 

evidence of 
an activity, 
decision, 

direction or 
guidance? 

Are you 
responsible 
for retaining 
the message? 

YES YES YES 

NO: 
It contains 
personal 

information, 
professional 
development 
information, 
or information 
that is not 

related to my 
job duties. 

NO: 
Someone 
else is 

responsible. 

State of Michigan, Records Management Services 




