Bite-Sized eMail Management
Easy Stuff First: Records in emalil
format are often buried in heaps of
spam, junk ROT, and convenience
copies. Sorting by subjects,
keywords, and senders will serve

to round up and delete dozens, or
even hundreds of emails at a time.
(Be sure to double delete for permanent removal and don’t
forget to attend to the sent mail folder as well!)

Schedule for Success: By dedicating ten minutes a day;,
staff can work towards a streamlined email account. Establish
folders that reflect record series from the RRS as email subjects
that align with those series are identified. By taking a measured
and scheduled approach to email management, staff will move
towards a managed email account without breaking the time-
resource bank.




Connect 1
Your IT Department: Know and understand
the policies that drive email at your agency.
Auto deletion policy? Policy that no email
(body or attachment) should contain
records? Is there a policy to move all
records off email to a shared drive,
SharePoint or an ECM? Offer to pitch

in on IT policy development as it relates to
electronic records, to avoid conflicting policies.
The Boss: Make sure your boss is aware

that email management is critical in risk mitigation

and the efficient retrieval of records. You will want a

champion to pave the way to agency leadership buy in.

HR: Consider a one-page email management guide for staff
as a part of their orientation materials. Bring up offboarding/
termination policy in relation to email accounts.

Legal/Open Records: Enlist legal as a champion. Point out
reducing emails through proper and systematic disposition

will reduce volume to be reviewed in response to Public
Information Requests and Subpoenas. This will reduce
response risk, including information unfavorable to agency.
Elevator Speech: Prepare a 30 second (give or take) speech
to discuss email records and include specific benefits of
successful email management.

Train

Placeholder: Consider using TSLAC resources and other
available online (free)toolsrelatedto generalemailmanagement,
until agency-specific resources are developed.

Written Resources: Email policies, Procedures to properly
review email and dispose, Archiving, Moving to
ECM/CMS/Shared location.

Less is More: Consider creating short subject videos and one
page at-a-glance style resources to supplement more detailed
information about emalil in larger manuals.

Avoid Records Management Lingo in Training: your
audience may have never heard the term“records management’
before. Be consistent with any lingo you must use and consider
including a short definition for unavoidable lingo.

H

Direct Staff Towards Success
Content: Repeat this message

often: Email itself is a format, not a
record type. The content of the email
will determine if it is an official record.
Records Retention Schedule (RRS):
Make it clear there is a connection to
the RRS for email records, develop
examples. Consider arranging your internal schedule by cost
centers or departments.

Inbound email: Quickly act on every message — and then
move the message to the appropriate folder for retention.
Create folders with AIN/Eligible Disposition/Retention. Use
“rules” in your email application to efficiently route email to
specific folders.

Redundant, Obsolete, Trivial (ROT): Use the simple acronym
to direct staff to sort, filter and eliminate junk.

Sent Mail: Remind staff that their sent mail folder is just as
likely to contain state records as the inbox. Advocate for the
use of smart subject lines, that clearly label content and will
help staff manage their sent mail, and help internal recipients

manage their inbox.
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Advertise: Make it clear where resources are via email,
meetings, common area posters or notices, word of mouth,
Teams/Zoom, Sharepoint, newsletters, agency intranet, etc.
Offer your Assistance: Ensure staff know you are available
to help with one-on-one training and assistance.



