
IM Foundations: Access to Information
Conducting a thorough search for records
Maria is doing a records search, some places she should search are:
· Microsoft teams
· File folders
· Post-its
· [bookmark: _GoBack]Cell phone
· Email
Your search needs to include all the places relevant government records might be stored, including electronic recordkeeping systems, paper files, notebooks and email.  Searching your email on a mobile device alone is not enough. You must conduct your email search from the email application on your computer to ensure a thorough search has been completed. For more information contact RIS at FOIIntake@bc-er.ca


image1.wmf

