
IM Foundations: Records
Scenario – cleaning up email before going on vacation
[bookmark: _GoBack]Drew is going on vacation for three weeks and has been working on several time-sensitive projects and keeping their work in personal drives and email. Feeling overwhelmed, Drew reaches out to Maria, who has excellent records management habits.
What advice would Drew get from Maria? 
Select the best option.
· To leave the records as they are or send anything important to Maria as an email attachment just in case.
· To review their project email and files, to delete duplicate information and to identify final email and email chains that contain the complete record and to save them in the team’s shared project file, including any substantive notes and drafts or final documents
The correct option is B) To review their project email and files, to delete duplicate information and to identify final email and email chains that contain the complete record and to save them in the team’s shared project file, including any substantive notes and drafts or final documents
Response: Option B demonstrates best practices, supporting information sharing and business operations. For information that is neither clearly transitory nor official, Drew could also confer with colleagues, review the RIS guide for transitory records and seek advice from RIS.

Drew: Thanks Maria, I’ll get to work on ensuring I’ve captured the key information on file before I go and delete any transitory information while I’m at it so you can find the important material easily.
Maria: That would be great.  I know something will come up while you’re gone.  It’ll give me some peace of mind knowing we can find the complete story when we need it.
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