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Archives and Records Management Services

Email Management Decision Tree

INBOX

Decision: Is it university-related (work) | or private (non-record)?

University Related -

Decision: Determine the action necessary.

Delete

Reply Retain Delete

Decision: Retain previous message in reply. Decision: Determine the action necessary following retention policies.

Outgoing Email

For Current Use Delete Archive

Decision: Determine the action necessary following retention policies.

Retain

Delete

UW-Madison Archives and Records Management Services (ARMS)
For more information: http://archives.library.wisc.edu




