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THE UNANSWERABLE FAQ

* “How long do | keep emails?”
- \ (V). [

» Best answer so far: “It depends.”

* Depends on the content of each email:

» Is it conducting government business?

* Email is a format — like paper or film — in which records are saved.

* If you printed out the email, how would you file it?



How long do | keep my email?

Is it a government
record?

SIMPLIFIED
FLOWCHART o itmy
FOR responsibility?
MANAGING
EMAIL

Am | the
custodian?

Forward, if
needed, or
delete.

Determine record series and file
accordingly.




EXAMPLES OF POTENTIAL LONG-TERM EMAIL RECORDS

Administrative Correspondence

* 4 years (review for archival value)

Meeting Minutes — Supporting Documentation

e 2 years; archival for state, potentially archival for local

Legislative Appropriation Requests

e AC+ 6 (AC = September 1 of odd-numbered calendar years.); archival




Mark Smith ARIS Staff: [ SLRM Brazos Street: B TBP Staff: Gloria Meraz: Macy Hurwitz = 8/6/2018

TSLAC outreach project v

Dear TBP, ARIS and SLRM colleagues,

Some of you may be aware that we are developing outreach project that will seek to ggomote agency services across the state. Some folks in the agency that are involved with training and outreach have
expressed interest in the program so | am writing to let roj‘ about, our plans to move it forward, and how it might impact your programs.

ou know what thi

fforts are somewhat siloed. We have

ing programs to local governments and
ernment, but we don’t have any
ht have a records management
wltiple services to one area and

Could better coordinate our various training and g
ic, but those efforts are not cog
an impressive array of info

2ful demonstration of the H
Milgiiis  Working on a set
of specs and a
the state in a more coordinated, hicle. | have long thought that a

ect vehicle (pun definitely intendec p rOjECt Ch a rte r- & way to add public value and gain

ibraries are building very creative
vould also like to create a vehicle that could

For some time, Gloria
outreach positions i
libraries, but thoss
way to blend

Developing an
training in a p .
penan®.  outreach project

With this in min
tech-mobile, training-m3
users for our services. And it wouUld De a & for our agency and our services. We are living i
services on the old bookmohbile model. In Texas, Houston Public, New Braunfels Public, and others are
do double duty as disaster-relief for libraries in times of crisis.

So the basic plan is that we are working on specifications for a vehicle. Gloria met a few davg&h representatives of each division who contributed ideas to how they might use such a vehicle. With
those ideas in mind, and using specs borrowed from several other libraries, we hope to have a set of specifications by the end of August. We are also working on a project charter with an intention that will
be done by the end of August as well. With some luck and stars aligning, we'd like to have the vehicle purchased by mid-FY 2019. Meanwhile, we have also put in our LAR an exceptional item for about
$550,000 to hire a driver, a project coordinator, and to pay for other related costs for this project. If we don't get that funding, we will have to be creative about how we staff this project.

We are tentatively calling this Project InfoPower to hi@e giiyorkiae name, thousbdasa In FY 2019, for administrative reasons, this will be largely an LDN-
focused project. But in subsequent years, this will take itsTull a 1

That's as much as | know right now. We will keep you all awa Te ntatlve Iy b ra n d Ed his idea further. And please share with me any questions or
ideas you have as we move forward. .
Project InfoPower.

Thank you,

Mark

Mark Smith, Director and Librarian | Texas State Library and Archives Commission
512 453.5460 | fox 512 443-54346 | memith@tsl taxas zov | https e twitter com/telac | httpe/fwwnw facebook comtslac

i .

LIBRARY

ARCHIVES




TSLAC OUTREACH PROJECT CORRESPONDENCE

* Correspondence — Administrative

« ‘... pertaining to the formulation, planning,
implementation, interpretation,
modification, or redefinition of the
programs, services, or projects of an
agency/local government...”

* |If the bus idea stalls? 4 year minimum
retention (w/ archival review).

* |If the bus is wildly successful? Likely to be
retained permanently.

* How do we do that?!




? HOW DO WE PRESERVE
EMAILS LONG-TERM?




WHAT IS DIGITAL PRESERVATION?

Typical backup

* The point: Secure redundancy

* Involves
* Duplicate copies of records
* Geographically disperse
* Rolling versions

* NOT a R.M. copy



WHAT IS DIGITAL PRESERVATION?

The point: keeps things accessible over time

* Retention/disposition as dictated by the retention
schedule

* Policies in place for keeping files accessible

NORMALIZATION

Involves:
* Typical backups
* Format migration when needed

* Monitoring and actively maintaining accessibility



NORMALIZATION EXAMPLE IN TEXAS DIGITAL ARCHIVE

* Policy: For every text-based static

document that has no dynamic Documents

elements, the long-term format for

access and preservation is PDF.

Preservation =
PDF

This
Word.doc presentation
.ppt

Wordperfect.

wpd



ON TO THE HOLY GRAIL... EMAIL




* Email is a transmission and content standard set by the
Internet Engineering Task Force (IETF).
* Standards that apply include:
* RFC822 (Internet Text Messages)
* RFC2822 (Internet Message Format)

WHAT |S T YOU * Multipurpose Internet Mail Extensions (MIME)

ARE TRYING TO ) BLEC (B

B * RFC5321 (SMTP)
KEEP: - RFC2821 (SMTP)

- RFC3501 (IMAP)
- RFC1939 (POP)

° efc...

* Which means.....it is really all about the content and how it
was sent.


https://tools.ietf.org/html/rfc822
https://tools.ietf.org/html/rfc2822
https://www.mhonarc.org/%7Eehood/MIME/
https://tools.ietf.org/html/rfc821
https://tools.ietf.org/html/rfc5321
https://tools.ietf.org/html/rfc2821
https://tools.ietf.org/html/rfc3501
https://tools.ietf.org/html/rfc1939

& Mozilla Thunderbird

file Edit View Go Message Tools Help

Get Messages ~ [ Write WM Chat 8 Address Book Tag ~
From Catherine Frazier < catherine.frazier@governor.state.tcus>\ / 4 Reply 4 Reply E Followup l b
Subject Press Phone Log / Tom Abrams / KTRK Hou / 281-798-7142
To Andrew Barlow <andrew.barlow@governor.state.tc.us>. 7, Allison Castle <allison.castle@governor.state.tw.us> 7,
Lucy Nashed <lucy.nashed@governor.state.tx.us>. /, Catherine Frazier <catherine.frazier@governor.state.tx.us>' 7,
Katherine Cesinger <kcesinger@governor.state.t.us>. /, Mark Miner <mark.miner@governor.state.tc.us>' /
Date Fri, 26 Sep 2008 13:18:26 -0500

Message ID

Received

Content-Transfer-Encoding
Thread-Topic

Thread-Index

Accept-Language
Content-Language
(-MS-Exchange-Organization-SCL
X-MS-TNEF-Correlator
Content-Type

MIME-Version

<5B62462D5D35EEE48A255351BF26A36AD231025B9@Tioga.oog.governor.state.b.us>

from Tioga.oog.governor.state.tx.us ([130.1.1.9]) by Tioga.oog.governor.state.tx.us ([130.1.1.9]) with mapi; Fri, 26 Sep 2008
13:18:27 -0500

binary

Press Phone Log / Tom Abrams / KTRK Hou / 281-798-7142

AckgBEQrt94pYFemQI6Ywg/Cuc3deA==

o Header
en-US

-1

<5B62462D5DSEEE48A255351BF26A36AD231025B9@Tioga.oog.governor.state.tx.us>
multipart/mixed;boundary="----7Tw23Uvq)Tzyx-VDfeH3nMvgDwZ 1hYsbVwvHeWOwQ5df3IU9)=_33_"

1.0

Forward More ~

9/26/2008 1:18 PM

needs clarification on how non-profs and churches can get ice from FEMA to hand out to people still in need. He can't

get a straight answer from locals or FEMA..

essage




EXAMPLES OF DIFFERENT FORMATS

PLAIN TEXT FILE MSG FILE

<& JEdit - Press PheneLlog Tom Abrams KTRKHou 281-79 - 8.37.34.msg - [m} X
Q{ File Edit Search Markers Faolding View Utilities Macros Plugins Help
Gi\electronicRecords\research\email_tests\withoutPdf\preservica_preservation2_Ink\Press Phone Log Tom Abrams KTRK Hou 281-78 - 9.37.34\Press Phone Log  Tom Abra..  — m] X . . - _ . N
File Edit Search View Encoding Language Settings Tools Macro Run  Plugins Window 2 X I:‘ = @ @ = C‘J @ s’i B E @ @ E @\‘\g HH' @
sHHRER Gl stmhde|lay|lax BRI @ Aa® EEMB =)L B |0 Press Phone Log Tom Abrams KTRK Hou 281-79 - 9.37.34 msg (G \electronicRecordsires earchiemail_testswithoutPdfpresenica_presenvation1_Ink\Pr.__ |
[ Ben Wear Peny an innovator in action.’ Libsitar - 9.37.46.eml £ [ Press Phone Log Tom Abrams  KTRK Hou 281-75 - .37.34.eml ml w | 2|pIDai:04>0pF
1 Received: from Tioga.gQgg.governor.state.gs.us ([130.1.1.3]) by - e
Tioga.ggg.governor.state.fg.us ([130.1.1.9]) with magi; Fri, 26 Sgp 2008 ¢ | a|0000DSOODDODOONISO U#S%sT () 4+, -/ D12BYHSETII y y
13:18:27 -0500 g 3|OAF@RO"=3EDOAG_ properties_versionl.O0OF¥¥gyey N¥¥y.phl"eiEOp-0"etE]  substgl.0_OE04001E
Content-Transfer-Encoding: binary @ 5|0
From: Catherine Frazier <gathezins.frazisr@governor.state.gx.us> |E| e|omoomsoooooooomnsn tngsts (13, /01 20FFEASETIT CRECERE R AR ) Y
To: Andrew Barlow <apdrew.harlew@governor.state.gx.us>, Allison Castle 7|ap-O“e$E0p-O etE0_ recip_versionl.0_$00000003:0 F{Up-O"e$EO0p-O"e$E0  recip persionl.0_$00000004:00 OIp-O"e$E0p-O"e3El
<allizon.castle@governor.state.fx.us>, Lucy Nashed 8| ¥¥¥9V0__substgl.0_001R001EAOOF¥¥Y#¥Y#¥¥#¥U0_ substgl.0_0037001EAOOMIFF{TS_ substgl.0_003BOL02*O0FF{#6F#IR"_ subatgl.0 0
8 <lusy-nashsd@governor.state.gx.us>, Catherine Frazier sl 800R00LE*TI25§F§F
s “gashering-frazisr@governor.state.gx.us>, Ratherine Cosingsr 003DO0LE*DFF¥¥ __substgl.0_100
e “kegaipgsrgovernor. state. fy.us”, Mark Miner 12|39 7RI OO FFR DY FEb I IbY VR FR I TP TP TF TR I TTPTFibyTEIbyyipy P yFvIbTITRITT PITTPTFT#PYIFEbYIY’ () 44, -. /012343
11 <mark.miner@governor.state. gx.us> va| ropa125* 200 ce xR pannooD-
12 Date: Fri, 26 Sgp 2008 13:18:26 -0500 aleommE  cen
13 subject: Press Phone Log / Tom Zbrams / KTRE How / 281-798-7142 N .- - L . s e S N =
14 Thread-Topic: Press Phone Log / Tom Abrams / KTRK Hou / 281-798-7142 | e —— I?Em%m"SD?DID[D?DI *#UD200SMBMA cB0 TH36IE0; n azdd c0t0
15 Thread-Index: AckgBEQrt94pYFemQI&Ywg/Cucldeh== 1s|aatJil Otholanil -pl°B pd}0"hOpl 0*0al g3 » o
16 Message-ID: <5B62462D5SDSEEE48A255351BF26A3EAD231025B5@Tioga. gog.governor . state . fx.us> 1ela= OR FAEMA toDp b{O"0@"'peclP!D:sOL0 OEOO. JH!D!1'D@!rada®rOpghs ‘Ewliw!o0DOall D+"BAK'SS
17 Accept-Language: en-US fe
18 Content-Language: en-US 18[€} ("c=us;a= ;p=0ffice of the Go;l=TIOGA-080926121826Z-10720304en-USInternalTioga.00g.governor. state. tx. us000000040TIOGR/ o
15 X-MS-Exchange-Organization-SCL: -1 15| Tioga.cog.governor.state.tx.us ([130.1.1.9]) with mapi; Fri, 26 Sep 2008
20 X-MS-TNEF-Cprrelator: <5SBE62462DSDSEEE482255351BF26A36AD231025B%8@Tioga.gog.governor.state. tx.us> 20| 13:18:27 -0500
21 Content-Type: muliipari/mixed;boundary="----Tw23UvqdTzyx-VDfeH3nMvgDwZlhYsbVwvHeWOwQ5df3IUSI= 33 " a1|Content-Type: application/ms-tnef; name="winmail.dat™
22 MIME-Version: 1.0 - 2z|Content-Transfer-Encoding: binary
2 2z|From: Catherine Frazier <catherine.frazier@governcr.state.tx.us>
24 24[To: Andrew Barlow <andrew.barlow@governor.state.tx.us>, Allison Castle
25 This is a multipart message in MIME format. as| <allison.castle@governor.state.tx.us>, Lucy Nashed
26 2] <lucy.nashed@governor.state.tx.us>, Catherine Frazier I
= 27| <catherine.frazier@governor.state.tx.us>, Katherine Cesinger
28 —————- Tw23UvgdTzyx-VDEeH3nMvgDwalhysbVwyHeWOWQSdf3TUST=_33 - ckcesingerfigovernor.state.tx.us>, Mark Miner
29 Content-Transfer—Encoding: bass&4 - <mark.miner@governor.state.tx.us>
30 Content-Type: text/plain;charsst="wifi-9" ao|Date: Fri, 26 Sep 2003 13:18:2¢ -0500
ff a1|Subject: Press Phone Log / Tom Rbrams / KIRK Hou / 231-798-7142
32 . N
bmv1zZHMgY2xhemlmaWNhdGlvkiBvbiBob3cgbmOuLXByb2Z2zIGFuZCBjaHvyY2hleyBi¥YW4ga2vo az|Thread-Topic: Press Phone Log I(Tnm Ebrams / KTRK Hou / 281-798-7142
34 TG132SBmem9tTEZFTUEGAGSgaGFusChvdXQgdGEgaGyveGx] THNDaNxsTGluTG51 ZRQuTER] TGNA 23| Thread-Index: AckgBEQresdpYFendleivg/Cucsick .
25 bid0IGALACBATHNOCmFEZ2h0IGFuc3dleiEmemgt IGxvY2FscyBreiBERULES00m 24|Message-ID: <5B62462DSDSEEE4EA255351BF26A36AD231025B90Tioga. oog.governor. state. tr. us>
16 as|Accept-Language: en-US
27 v 2¢|Content-Language: en-US
Normal test file length: 1,682 lines :39 n:26 Col:1 Sel:0[0 Windows (CRLF)  UTF-8 NS i L =
< Il I [»]
29,7-10 (13270/38889) (text,none,Cp1252) 1m0 MG IEN/SEME  4:08 F‘ﬂ




THINGS TO CONSIDER WHEN MAKING POLICIES...

ATTACHMENTS EMBEDDED CONTENT

)08 3:55 PM

nor Rick Perry Press Office

d.|— H-'IE{:I.ppt . . . . . .
. - rry: Continued Investment Will Lead to Life Changing Discoveries
.ppt File
This one?

OFFICE OF THE GOVERNOR
Rick Perry

liate Distribution Governor’s Press Office: 512-463-1826




=

Maintain in Interfile based

A SU M MARY O F current email on record type

system
OPTIONS
A
=
Convertto a Convertto a
non-email plain-text
format, such as readable email
PDF format such as

.EML or .MBOX



OPTION 1: KEEP IN CURRENT EMAIL SYSTEM

Pro
* No additional time investment

* Email automatically moves to newest
format

Con
* Maintaining large email inboxes
* Need to maintain email system long-term

* Reliant on 3rd party to maintain their
records management functionality

All Unread

4 Today

Gloria Meraz
[Angelina] Begin Your Records Inv...
Angelina has posted a new item,

By Date v

4:44 PM

!

Zhang, Bin
Moving AS to another server?
| am trying to find out the steps

Craig Kelso; Nanette Pfiest...
HB 8 call on recommendations at 3
My day was free all day tomorrow

Nanette Pfiester; Meredith...
Notes from DSS Status Meeting
Here is a link to HB 2305 from 85th

Steven Kantner
Senate tapes example
Were you still doing a senate tapes

Naomi Frantes
TDA type and format subject terms
Brian, | had a chance to look at

Halley Grogan; Laura Saeg...
ARCHIVES * RECORDS 2018 Record...
This didn't work for me. When I'm

Donna Osborne
meet up today?
I'm back in my office now, so stop by

Rebecca Romanchuk
Briscoe exporter tool
From: Olivia S Solis

Laura Saegert
PAP
Brian, | am working on your PAP

4 Yesterday

4:15PM

4:06 PM

3:119PM

221PM

1:49 PM

11:30 AM

8:26 AM

7:35 AM

e Reply IEERey £)

Wed 9/12/2018 4:30 PM
ZB @ archivesspace_users_group-bounces@lyr

[Archivesspace_Users_Group] Moving AS to another
server?

To Archivesspace Group
@ You forwarded this message on 9/12/2018 4:30 PM.

S ATTO0001.txt
= 798 bytes

1 am trying to find out the steps needed to move an AS instance from one
server to another. Both servers are running the same OS (ubuntu 16.04
LTS) and will be pointing to the same mysql server. | tried just copy the
whole archivesspace directory over. | changed hostnames in the config.rb
file. Is there anything else | need to do before starting AS? When | started
archivesspace.sh, and went to the site url, | got this in the browser:

Internal Server Error o

Request Method: GET

Request URL: ~ http://hostname.domain:8080/
load error: psych -- java.lang.RuntimeException: BUG: we can
not copy embedded jar to temp directory from
org/jruby/RubyKernel.java:961:in “require’ from
uri:classloader:/META-
INF/jruby_home/lib/ruby/stdlib/psych_jars.rb:2:in “<main>' from
org/jruby/RubyKernel java:961:in “require' from
uri:classloader:/META-
INF/jruby_home/lib/ruby/stdlib/psych.rb:1:in “<main>' from
org/jruby/RubyKernel java:961:in “require’ from
uri:classloader:/META-
INF/jruby_home/lib/ruby/stdlib/psych.rb:5:in “<main>' from
org/jruby/RubyKernel java:961:in “require' from
uri:classloader:/META-
INF/jruby._home/lib/ruby/stdlib/yaml.rb:1:in “<main>' from




FUNCTIONS FOR A OFFICE 365 SHOP

Automatic retention policies

Right-click on a folder and select properties

Go to the Policy tab and select from available
options

May be possible to set custom retention
schedules

Auto-Archiving

Right-click on a folder tab and select properties

Go to AutoArchive tab and select best option.

NOTE: Emails are moved into a Microsoft PST
file...

Potort o peinion

v Coondur

' Peogie

1 Month Delete
Alter the messege o reserved
N dopn

After the retentsom penod
Oddete Remporerdy receveratiel

Fiffi




OPTION 2: INTERFILING IN NATIVE FORMAT

Pro

Q‘a?..i“.on [[BDetails pane | &= ¢ 5= Content s ;;'f ze all columns to fit  [¥] Hidden items ter S
* Maintenance based on retention schedule
- v 4 <« emails > 3_Office Files > General_Counsel PIR > ingested_PIR2008 > Dolcefino 395-08 > 395-08 > Email boxes > allison.castle > Inbox > PRODUCE v O Search PRODUCE P
o Ermail bokes 75 S S T —— "‘t' M CaRNaRe— R .
5 on o 5 o o (] DSHS Update on Hurricane lke - 9.37.34.msg -] ETF Announcements at the HTC Showcase on ...
* May be able to view the email in original email v 11 soncote B P T s 85 il
b Inbox (] FW 9-26-08 Update from OneStar - 9.37.33.msg 4 FW contracting - 9.37.48.msg
PRODUCE -] Fw GDF Suez Hurricane lke Relief Efforts - Texa... 4 FW Gov. Perry Letter - 9.37.54.msg
p rog ra m PROTECT 4 FW Letter from Georgia Gov. Sonny Perdue - 9... 2 FW letters - 9.37.59.msg
REDACT 1 FW NOBLE THINGS - W PRESS KIT - 9.37.42.msg = FW Press Phone Log David Hendrix SAEN 2...
= FW Press Phone Log Ryan O'Donnell news 4... 2 FW Return to Bolivar Peninsula with Form - 9....
° Al Q b 8 I b I v amberorand [ FW State Rolls Out Shorter Application for Dis... 4 Fw Thank You - 9.37.48.msg
te r n ate VI ewe r p rog ra m S m ay e ava I a e e tnbox 4 Fw Two More Houston Food Stamp Offices to ... - Gov. Perry Continued Investment Will Lead to ...
PRODUCE 1 Governor Photo - 9.37.54.msg 4 Gulf Coast officials come to Hill asking for mo...
A E I . f . / d PROTECT 4 H-120.ppt - 9.37.53.msg L HC Ike was tragic, but experts hail recovery eff...
Xa m p e . reeVl eWe r- O rg m Sg a n Sent Items < Hurricane update TDI 9-22-08 - 9.38.5.msg A It's official, PolitickerTX.com is live - 9.37.32.m...

freeviewer.org/pst

Con

* If email program changes records can become
inaccessible

* Proprietary encoding (MS Outlook?)

andrew.barlow-CTB
ann-marie.price
avargas

bguthrie
bnovosad
brian.newby - CTB
brian.owens
catherine.frazier
cbrown
david.payne
denny.morgan
dkeith

erobertson
gdavidson

gregory.stein

(- Krista called... - 9.37.34.msg

4 No Subject - 9.37.59.msg

2 OK to review schedule this afternoon - 9.38.8....

- Press Phone Log Danny Robbins AP 972-677...

- Press Phone Log Michael Lindenberger DM...

1] Press Phone Log Tom Abrams KTRKHou 28...

< Re Another thank you - 9.37.48.msg

-4 Re Draft press release for 930 event for First L -...

4 RE Gov. Perry Letter - 9.37.52.msg

=1 Re Governor Photo - 9.37.46.msg

4 Re heads up - 9.37.37.msg

4 RE Incoming letter from Governor Perdue - 9.3...

L RE letters - 9.38.0.msg

- Re Press Phone Log Jeff Dixon Integrated El ...

- RE Texas Radiation Advisory Board 9-3 - 9.37.4...

14 Sep. 22 Ike News Update from Texas Parks & W...
| TEA update - 9.37.38.msg

- Media request - 9.37.31.msg
4 OAG Consumer and Safe Shelter Hotline - 9.38....
= power update from Public Utility Commission ...
- Press Phone Log Jim McKinley NY Times - ..
(4 Press Phone Log Ryan O'Donnell news 4; san...
4 PUC outage update - 9.38.4.msg
-1 Re Draft news release - fed funding for jobs - 9...
4 RE election - 9.37.39.msg
< RE Gov. Perry Letter - 9.37.55.msg
- RE Gov's PSA on Hurricane lke - 9.38.1.msg
= RE helicopters - presidio - 9.38.7.msg
L RE Letter from Georgia Gov. Sonny Perdue - 9....
L4 RE PIR - 9.37.52.msg
4 RE PUC outage update - 11 30 am update fro...
i Schedule Query - 9.38.9.msg
=] TDI Hurricane update 9-19-08 - 9.38.8.msg

| Thursday 925 10 a.m. power outage update fro.




NATIVE FORMAT EXAMPLE

IN OUTLOOK

Governor Photo - Message (HTML)

[SSPAN Help  AdobePDF  Q Tell me what you want to do

B rgE ¥ P22 AQ

Arch Reply Reply F d (%l .)mOneNute Cat Fall Translat: Read  Z¢
unk - rchive  Reply Reply Forwar ove ategorize Follow Translate ea oom
Al rE' - [FPActions~ = Up- o 3" | Aloud
Delete Respond Move Tags 1M Editing Speech  Zoom -
Wed 9/24/200 PM
DD  Dick Davis <dick@tpwf.org>
Governor Photo
To Josh Havens; © Allison Castle
Cc Sara Keleher
) vou replied to this message on 9/25/2008 4:08 PM. ~

We are finalizing our PP illustrations of live auction items . _ . do you have an “outdoorsy” photo of the Governor we could use?

Also, the talking points for his remarks that | wrote are ready to send to you, I'm just waiting on those provided by TPWD ED Carter
Smith. Hope to have them today, tomorrow at the latest. After that, will send the night's agenda and proposed timeline

Dick

IN TEXT EDITOR

L‘;{ Gi\electronicRecords\emails\3_Office_Files\General_Counsel_PIR\ingested_PIR 2008\Dolcefine 395-084395-08\Email boxes\allison.castlelInboxiPRODUCE\Governor Photo - 9.... - a x

File Edit Search View Encoding Language Settings Tools Macro Run Plugins Window ?
o & Y= | |8 bg| % x| O E
' Goveror Photo - 9.37.54msg B3 \

Y Y Y Yy Yy Y Y Yy Y Yy Y Y Yy Y Y Y Y Y Y Y Y Y Yy Y Y Y Y Y Y Y Y Yy Y Yy Y Y Y Y Y Y Y Y Y Y Y Y Y Y Y Y Y Y P Y Y Y Y Y Y Y V¥ Y PV Y Y Y Y YT Y YT Y
YYYYYYYYYYYYYYYYYYYYYYYYYYYYYYYYYYYYYYYYYYYYYYYYYYYYYYYYYYYYYYYYYYYYYYYYYYYYYYYYYYYYYYYYYYYYYYYYYYYYYYYYYYYYYYYY

Yy Yy Yy Y Y Y Y Y Y Y Y Yy Y Y Y Y Y Y Y Y Y Yy Y Y Y Y Y Y Y Y Y Y Y Y Y Y Y Y Y Y Y Y Y Y Y Y Y Y Y Y Y Y Y Y Y Y Y Y Y Y Y VY Y Y VY Y Y Y Y VY Y Y Y Y Y Y Y Y Y Y Y VY Y YV VI Y VY VY
YYYYYYYYYYYYYYYYYYYYYYYYYYYYYYYYYYYYYYYYYYYYYYYYYYYYYYYYYYYYYYYYYYYYYYYYYYYYYYYYYYYYYYYYYYYYYYYYYYYYYYYYYYYYYYYY
NUL] UL

INUT
[ mmmmmmm m mnmammum mr;m (SRR SR Fa (S = e mmmnmmm m‘mm
Normal text file length: 26,112 lines: 71 Ln:1 Col:1 Sel:0|0 Unix (LF) ANS| INS




OPTION 3: INTERFILING IN NON-EMAIL FORMAT

Pro dow Help
Create ~ | = @ @ = | O I I 7 Customize ~ ;,,‘
* Filing based on retention schedule No|o®=LB Tools | Fil &Sign | Comment
* Formats consistent with other decisions
(e.g. normalization) iy Ao i Ao st
Cc: Sara Keleher
[S){:t)i?m :Ioe\;er:le’:;ajostzptember 24, 2008 2:02:23 PM

* Example: Convert all emails to PDF format

We are finalizing our PP illustrations of live auction items . . . do you have an “outdoorsy” photo of the
Governor we could use?

CO n Also, the talking points for his remarks that | wrote are ready to send to you, I'm just waiting on those
provided by TPWD ED Carter Smith. Hope to have them today, tomorrow at the latest. After that, will
send the night's agenda and proposed timeline.

* Loss of header information? Dick

* Loss of other functionality?




NON-EMAIL FORMAT EXAMPLES:

PDF

H Govemor Photo.pdf - Adobe Acrobat Pro - o x
Eile Edit View Window Help *
o [ Beewer | RPEH| e0ozLBEE cotonze < | [
1 O | = @ \ B Tools | Fill &Sign | Comment i 2
[~ | b ers/bthomas/Documents/Governor Photo.htm
o i
. W ot
ey TSIAC Digitiztion)
From: Dick Davis <dick@tpwf.org>
Sent: Wednesday, September 24, 2008 2:05 PM
From: Dick pavis To: Josh Havens; Allison Castle
To: Josh Havens; Allison Castle - 3
Co: Sara Keleher Ce: Sara Keleher
Subject: Governor Photo Subject: Governor Photo
Date: Wednesday, September 24, 2008 2:02:23 PM
We are finalizing our PP illustrations of live auction items _ . _ do you have an “autdoorsy” photo of the Governor we could use?
We are finalizing our PP illustrations of live auction items . ... do you have an “outdoorsy” photo of the Also, the talking points for his remarks that | wrote are ready to send to you, I'm just waiting on those provided by TPWD ED Carter Smith. Hope to have them today, tomorrow at the latest. After

Governor we could use? that, will send the night's agenda and proposed timeline.

Also, the talking points for his remarks that | wrote are ready to send to you, I'm just waiting on those Dick
provided by TPWD ED Carter Smith. Hope to have them today, tomorrow at the latest. After that, will
send the night's agenda and proposed timeline

Dick




OPTION 4: INTERFILING IN OTHER EMAIL FORMATS

Pro

* Filing based on retention schedule

le Edit View Go Message Tools Help

* Shows email records as they were intended GeMessages ~ B Wite WM Chat 8 AderssBook | % Tog - =

rom Jason Knutson <Jason.Knutson@co.travis.tx.us> © Reply 4 Reply K} Followup |~ = Forward = More
sject Retention of Electronic State Records 11/7/2011 3:11 PI

* Formats consistent with other decisions (e.g.
normalization)

To Justin Gordon <justin.gordon@governor.state.tx.us>

Ar. Gordon,

hank you for speaking with me today regarding the records retention policy of the Governor’s office. | need to find out if the Governor’s Office’s Electronic

[ J P I a | n teXt r‘e a d a b I e /ail System is the same system that was used by the Governor’s office in January of 2007. Additionally, has there been any significant changes in your
ecords retention policy since that date? Thank you for your assistance in this matter.

ason Knutson

* Example: Convert all long-term files to EML  ssantostict aomey

pecial Prosecutions

f t ravis County District Attorney’s Office
O rm a »12-854-9530
112-854-4810 (fax)

Con

* May need to forward migrate in the future




ATTACHMENTS?

IN A PDF SEPARATED FROM EMAIL

1 A completely innocuous email.pdf - Adobe Acrobat Pro - o X
Ee B0 ey Uiy USR X + | _CAGUKVKZBSNcYofEoaMHK1 BNyw1ZggeMF2pkVTyulO=28X4frA@mail.gmail.com_ - u} X
Open | T} create - @8 22 Layout Files Search &~  Fill&sign ome | Share  View - @
T T f u & cut x 1 I New item ~ Open - HYselectan
=l Copy path ¢ 4] Easy access ~ Edit Select none
PintoQuick Copy Paste _ ove Copy Delete Rename = New Properties
e [7] Paste shorteut ¢ o > folder > @ History  HT Invert selection
Clipboard Organize Hew Open Select
<« v A | « HDC Information on Amendments to CSHE 10... > _CAGUKVK2BSNcVofEooMHEK1BNyw1ZggeMF2pkVTyu)O=28X4frA@mail. gmail.com_ v © | Search_CAGUKVK2BS.. O
A Neme Date modified Type Size
# Quick access
T 23RsCs-1.pdf 018 1:57PM  Adobe Acrobat D...
[ Desktop #+
& Downloads < | 00111 Lewis - o x
Documents Home | Share  View ~ @
] Pictures % cut X =l T New item - G open~ Hseectan
B8 Copy path * B eemse Eat Select none
omp ocuo pd pe testing Copy Paste Move Copy  Delete Rename  New Properties
e otct o e S G istory  imert setection
2006_QList ipboar rganize jew en ele
L] | Attachments EE . Cipboara org N op Setect
forms. €« A > ThisPC > Documents > mail > 001-11 Lewis » ~v ® | Search001-11Lewis @
I:P Open (@ Save oy Add HCR 1PIU A Neme . Date modified Type
From: Een Thooies s Quickaccess
MName Description To —_— PRODUCE Attach 10/11/2017 424PM _ File folder
Subject: A completaly innocuous emal I Desktop »
(&) imaget01.pn Datex Moniday, Segteniver 17, 2018 8:4%:47 AM & FOI request for names being considered for Denton....em! 10/11/2017445PM _ Thunderbir
ST Attachments: Estenion of Flectionic Site Becords el & OneDrive & Downloads *
==
¥ Retention_of Electronic_State R. imisge00 190G Documents .
£z BUT with attachments... I This PC 5 Pictures »
B Deskiop testing *
Brian Thomes 2006 0Lt
Electronic Records Specialist Documents
Texas State Library and Archives Commission 3 Downloads forms,
1201 Brazos Street HCR1TPIU
Austin, TX 78701 D Music PRODUCE
PH: (512) 4753374
emeil: bthomas Bt fexas gov = pictures £ Onebrive
slieas goy B videos = spe
l@ﬂ i Local Disk (C2) B Deskiop
nany = aris (tslacdavricky) (F) Documents
‘ = My Book (G:) ceche
Custom Office Templates
= public (tslacdavricky) (P:) eRecords forum-materils
= TempSpace [\tslacdavricky) (T:) ei-picture
== bthomas§ (\\tslacdavricky) (U:) Govemnor Photo files
= CT5 (\tslacdavets) () mail
001-11 Lewis
= My Book (G:) Attach
Iitems 002-11 Khan
< > v 004-11 Riley
005-11 Alexander
00511 Cupp M N
2items 1 item selected 116KB l =




A LITTLE IT HUMOR

» Mozilla Thunderbird u

le Edit View Go Message Tools Help

GetMessages ~ [ Write @B Chat & AddressBook | % Tag ~ =
From Jason Knutson <Jason.Knutson@co.travis.tx.us> 6 Reply 4 Reply K} Followup |~ = Forward ~More
Subject Retention of Electronic State Records 11/7/2011 3:11 PI

To Justin Gordon <justin.gordon@governor.state.tx.us>:

Date
Message ID
X-SDB

X-Converted-By Emailchemy .
MIME-Version 1.0 E CrEEtEd b}lll SDE‘q'
Content-Type multipart/mixed; boundary="----=_Part_22168_1912170312.1489532009278"

Received from smtp.governor.state.tx.us (130.1.1.14) by Tioga.oog.governor.state.tx.us (130.1.1.9) with Microsoft SMTP Server (TLS) id 8.1.240.5; Mon, 7 Nov 2011 15:11:20 -0600

Authentication-Results smtp.g state.beus; dkir 1 ge not signed) header.i=none

Received-SPF None identity=pra; client-ip=198.214.208.24; receiver=smtp.governor.state.tx.us; lope-from="Jason.Ki o.travis.bx.us”; der="Jason.K o.travis.tbe.us”; x-conformance=sidf_compatible

Received-SPF Pass identity=mailfrom; client-ip=198.214.208.24; receiver=smtp.governor.state.tx.us; envelope-from="Jason.Knutson@co.travis.tx.us"; x-sender="Jason.Knutson@co.travis.tx.us";
x-conformance=sidf_compatible; x-record-type="v=spf1"

Received-SPF Pass identity=helo; client-ip=198.214.208.24; receiver=smtp.governor.state.tc.us; lope-from="Jason.K o.travis.b.us"; der="postmaster@jimmyritz.co.travis.tx.us";
x-conformance=sidf_compatible; x-record-type="v=spf1"

ronPort-Anti-Spam-Filtered true
IronPort-Anti-Spam-Result AsYBACOIUE7G1tAYmWdsb2JhbABAA4INpQ2CGSIBAQEBAQgLCwcUHgeBdAUtJQEAQweOhwmAQQboBKgGwKGEoIOYwSZP4xO
X-lronPort-AV E=Sophos;i="4.69,472,1315198800"; d="scan'208,217";a="4780803"
Received from jimmyritz.co.travis.tc.us ([198.214.208.24]) by smtp.governor.state.tc.us with ESMTP/TLS/RC4-SHA; 07 Nov 2011 15:11:20 -0600
X-lronPort-AV E=McAfee;i="5400,1158,6523"; a="26790398"

Cutiook.internal.co.travis.t.us (I

from OPTIMUSPRIME travis.local ([fe80::d7e:131:2¢

Receive

‘travis.local) ([10.251.152.1

Feceved from QPTIMUSPRIME travis.local ([fe80nd7e:131:2c%%17a5])

3
Thread-Topic

% AcydkbHk+HZUNdRKQ/iQXeFwtP3yYg==

Thread-In,

Accept-Language en-US
Content-Language en-US
x-originating-ip [10.1.23.105] boundary="_000_29BA6267414705448EABE932F3755F83569E030ptimusprimetravi_"

Return-Path Jason.Knutson@co.travis.tw.us

Ar. Gordon,




THANK YOU

Bonnie Zuber — Government Information Analyst
Contact SLRM to find your analyst:
512-463-7610 or sirminfo@tsl.texas.gov

Brian Thomas — Electronic Records Specialist

Contact: 512-475-3744 or bthomas@tsl.texas.gov



mailto:slrminfo@tsl.texas.gov
mailto:bthomas@tsl.texas.gov
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