Am ] Responsible for Keeping this Email?

Maybe! If you're a government employee, start here

and ask yourself some questions:

Is it a * It's personal email. Delete your copy

Public 8 NO - It's reference or advertising material. when
| no longer useful.

Record? * It's a copy; you were one of many recipients.

l Did you forward it to someone else }
YES —— :::fe)r’\cc)lgr? ——> NO — pecause it was about their job duties, ->
not yours?
You are responsible for File it in a folder that identifies
retaining the email. its subject and Record Series.
Follow the retention instructions
for that Record Series.
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