
Is it a record? NO 

E‐Mail Message Received 
ORC 149.43 
 

YES 

Delete it! 

i.e. Spam, Personal Messages, 
listserv materials 

File according to one of 
three types of 

correspondence. 

Is it “Transitory”? 
YES 

 
 

 

 
 
 
 
 

 
  NO 
 

 

YES 

 

 
  NO 
 

 

YES 
 

 
 

 
*Based off of the Flowchart Email Management by the Ohio History Connection, State Archives of Ohio 

NO 

Reminder University records include all information, regardless of format (paper, electronic, etc.), 
created or received by a university office that document the functions, policies, procedures, decisions, 

operations, or other activities of the office.   

E‐Mail is not a records series by itself, and needs kept according to the content of the message. Most E‐
Mail messages fall under a “Correspondence” records series.  

 

YES 

 
 

Is it a “Correspondence”? 
Correspondence is 
defined as written 
communication. 

 

Check your retention 
schedule to find what 
series it belongs to and 

file appropriately. 

 
Is it “General”? 

 
Is it “Substantive”? 

Communications which convey 
information of temporary 
importance in lieu of oral 

communication. i.e., drafts, 
meeting notices, user copies etc. 

 Keep until no longer of 
administrative value. 

Email messages that have more 
significant administrative, 

legal and/or fiscal value. Examples 
include requests for information, peer 

communication, routine office 
operations ‐ does not attempt to 

influence policy. 

* Retain for one year; 
destroy. IUC Code 
ADM9900 
 

Correspondence of the President’s Office, 
deans, directors, chairs, and upper-level 

administrators which document 
significant actions or inactions (policies, 

procedures, etc.). 

* Retain three years; file with 
related records if content 
requires longer retention; 
appraise for historical value.  
IUC Code ADM9910 

https://das.ohio.gov/buying-and-selling/state-printing-and-mail-services/records-management/records-management-training

