
From the Guidelines for Managing Email in KY Government located on the KDLA website at:  https://kdla.ky.gov/records/Documents/EmailGuidelines.PDF

Is it 
Agency 

Business?

E-mail
is

Received

“No”, delete immediately.
Record Type:
Non-Business Related Msgs.  (M0050)
Examples:

Personal messages
“Spam”
Unsolicited messages

“Yes”, then

Determine Category of Record

Permanent Record

Examples:
Official Correspondence (M0001)
Meeting Minutes (M0008)
Annual Reports (M0022)

Retain/Delete According to 
Retention Period from Schedule

Temporary Record

Examples:
Routine Correspondence (M0002) – (Retain 2 yrs)
Activity Reports (M0029) – (Retain 2 yrs.)

Retain Record/Preserve for Permanent 
Retention Period

File in Agency Permanent Retention File
Or Print to Hard Copy and File

or


