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File Structure
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Sample Filing Structure for E-mail

NON-BUSINESS RELATED CORRESPONDENCE (M0050 – Delete immediately) 
Personal Messages

“Spam”/ Unsolicited e-mail

INFORMATIONAL AND REFERENCE MATERIAL – (M0018) Delete when no longer useful.
Drafts – Publications, Reports, Memos
Listserv Messages

_________________________________________________________________________________

TEMPORARY MESSAGES – Delete per Retention Schedule
Routine Correspondence  (M0002 – delete after 2 years)

Project 1 
Project 2
Person A (Supervisor)
Person B  (Co-worker)

Activity Reports (M0029 – delete after 3 years)
Year #

Jan, Feb, etc.
PERMANENT MESSAGES – (As defined by retention schedules*  Check with agency records officer 

for appropriate filing procedures.)
Official Correspondence (M0001 – usually from agency or division head)

Project A
Project B

Annual or Summary Reports (M0022)
Policies and Procedures (M0003)
Meeting Minutes (M0008)



Microsoft Outlook
 AutoArchiving
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Microsoft Outlook
 Setting Rules
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Other Tips
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Tips
• Empty your Delete folder at end of the day
• Make Records Management a Daily activity
• Limit Messages to one topic 
• Subject Line should follow the subject
• Limit attachments, send hyperlinks when available
• Don’t mix personal correspondence with business 

correspondence on same record
• Follow your retention schedule and get rid of record 

when retention period expires



27

E-mail Resources
• KDLA website: www.kdla.ky.gov
• Understanding E-mail page:

– http://www.kdla.ky.gov/recmanagement/tutorial/email. 
htm

– Guideline for Managing E-mail in KY Government
– Internet and E-mail Acceptable Use Policy (CIO-060)
– Model Policy and Procedure for the Management of 

Electronic Mail in Kentucky Agencies
– Storage of E-mail Messages using Outlook

Phone:  502-564-8300
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