
Email as a Record 

When are e-mail messages records? 

You should treat e-mail messages the same way you treat  paper correspondence. An 
e-mail message is a record if it documents the agency’s mission or provides evidence 
of an agency’s business transaction and if you or anyone else would need to retrieve 
the message to find out what had been done or to use it in other official actions.  

Related to agency business 
or your responsibilities at 

the agency? 

Are you the Sender or 
Creator? 

Does it explain, justify or 
document an action or 

decision? 

Are you the Recipient? 

Do you need to take an 
action? 

Does it explain, justify or 
document an action or 

decision? 
It’s a record!  

File in recordkeeping 
system 

It’s a record!  
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system 
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