Cliff Kicklighter

Email Archiving Policies

Polk County, FL 
http://www.polk-fl.net/staff/technology/helpdesk/emailarchivefaq.htm
How long are items kept in my Outlook/Webmail mailbox (on the Exchange email servers)?

You will be able to see 60 days worth of email messages in your Outlook mailbox. However, not every mailbox item will be subject to the 60 day policy. Retention Policies will run nightly as a part of the normal mailbox maintenance process. Messages will be kept as follows:

· Calendar: once an item reaches 120 days old, it will only be accessible through the Mimosa Archive folder,

· Contacts, Journal, Tasks, and Notes: items will remain indefinitely, 

· Inbox, Deleted Items, Sent Items and other user created folders within the mailbox: once an item reaches 60 days old, it will only be accessible through the Mimosa Archive folder,

· Drafts: once an item reaches 60 days old, it will be permanently deleted. They will NOT be archived,
· Junk Mail: once an item reaches 5 days old, it will be permanently deleted. They will NOT be archived.
How long is email kept on the Mimosa NearPoint Archive servers?

5 years from the sent/received date. You will be able to access 5 years worth of data via your Mimosa Archive folder. The Mimosa Archive folder is available via Outlook and WebMail.

How often does the archive “capture” my mailbox?

Data, in the form of Log Files, is constantly gathered on the Exchange email servers. This data is then uploaded to the archive servers every four hours.  You will be able to see your data in your Mimosa Archive folder the next day to three days. Individual archive folders are refreshed every night but we have so many accounts that it can take 3 days to process all of them.  

Cobb County, GA http://www.cobbk12.org/centraloffice/adminrules/E_Rules/Rule%20EHB.htm
 E-Mail:
        Based upon its content, the State Retention Schedules categorizes E-Mail as 
        “Transitory” or “Temporary” (see the Schedules for length of retention for each 
        category). Guidelines: 
        a. Transitory E-mail should be deleted as soon as it is no longer useful. 
        b. Temporary E-mail, whether short-term or long-term, is subject to the following District guidelines:
            (1) Retention of E-mail originating within the District is the responsibility of the originator. 
            (2) Retention of E-mail originating outside the District is the responsibility of the recipient unless someone other than the recipient is designated to respond to it, in which case the responder is responsible for retaining both the original 
message and the response.
            (3) Temporary E-Mail, as defined above, should be printed and retained in hard copy. The hard copy must include the originator of the document, the owner
of the document, and the date the document was created or modified. The electronic copy should then be deleted.
        c. E-mail containing student specific information may become part of the student’s permanent record if the E-mail is printed and placed with the permanent record. In this event, the electronic copy is not retained.

Fulton County, GA

http://www.boarddocs.com/ga/fcss/Board.nsf/PolicyBooks?OpenFrameset
It is the responsibility of every FCS employee to maintain his/her own email. The responsibility for retaining email is that of the CREATOR, not the RECEIVER. The RECEIVER may keep the email for whatever useful period of time desired, but is not required to retain it according to law. 

Before deleting emails sent or received by Fulton County School District personnel, the content of the emails shall be identified. The emails shall only be deleted if the applicable retention schedules have been met. FCS employees shall retain email in Outlook on its email servers. These emails may be transferred to other electronic media as long as they are accessible and retrievable according to law and in accordance with its approved retention schedule. Although email messages may be printed, this is not the preferred method for maintaining email messages. 

FCS employees shall trash all junk mail and empty their trash folder on a regular basis. Business-related email shall be sorted and the emails that document business processes, such as messages documenting the formulation and adoption of policies and procedures or the management of programs or functions, as well as messages of a facilitative nature created or received in the course of administering programs shall be saved and retained based on the applicable retention schedule. Emails that document important transactions and decisions or emails that may have future legal relevance shall also be saved and retained based on the applicable retention schedule. Emails that do not need to be retained include messages of short-term interest with no documentary value, which is also known as transitory. The approved retention schedules for FCS shall be applied to the content of the email to determine the length of time each record must be retained.
