
Records Management 

Resource

Does the content of this email 
qualify it as a record list on the 

records retention schedule?

Print it out and 
file it.

Yes

Does the email 
relate to my work?

No

Will I need to refer 
to it again?

Yes

Delete It!

No

Keep it 
temporarily and 
then Delete It! 

(Unless it’s 
under legal 

hold)

Yes

Is the email 
under legal hold?

No

Keep until 
notified by legal 
counsel you can 

delete it.

Yes

Delete it!

No
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