
IM117 Records
Creating and Managing Email
[bookmark: _GoBack]Review the Do’s and Don’ts 
Do’s
· Regularly file email that is material to business operations and decisions in the office recordkeeping system
· Use separate email threads for different subjects
· Use meaningful and concise subject lines
· Regularly dispose of transitory email and utilize Outlook tools and features to help (e.g., the “clean up conversation” tool)
· Keep personal use of your BCER email account to a minimum
Don’ts
· File transitory emails
· Create unnecessary email and email attachments
· Use your personal email accounts for BCER business
· Rely solely on email and similar technologies when making important decisions, and if you do use email, ensure that the email adequately documents a decision and make sure to file it
· Triple delete emails
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