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IM Foundations: Records
Managing email
[bookmark: _GoBack]Consider the implications of these two different approaches to managing email. Each scenario below will help you to see how these practices could impact your work or the work of others.
Scenario 1
· Keeps every email just in case they may need it
· Relies on their email folders for keeping records of important decisions
· Always shares information and collaborates on drafting through email attachments
In this scenario the team member is not following best practices in email management. They are keeping transitory emails, and collaborating using email attachments.
Scenario 2
· Deletes transitory email when no longer needed
· Routinely files important email, including evidence of project decisions, on the shared project folder
· Collaborates on drafting documents housed in the shared project folder
This scenario illustrates best practices in email management.
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