
From: Schuster, Joe  
Sent: Thursday, December 17, 2015 10:37 AM 
To: _All Staff 
Subject: Email & Records Management 
 
Good morning District Team, 
  
Below you will find important information regarding electronic communication (emails) and State-mandated 
records management.  While this email contains many important details, the purpose of this email is to inform 
all email users that: 

 School business related emails are considered Public Records.   
 Depending upon the content of the email (subject matter), the record may need to be retained for a 

specific time period. 
 The email system maintained by the District does not back up user files for the purpose of satisfying 

records management requirements. 
o This means each user is responsible for identifying, printing/archiving and 

destroying/deleting records at their location 
  
To assist you with this task, below you will find the following information: 

 The State definition of a “Record” 
 Email users’ responsibility for retaining records in accordance with State Schedules 
 What types of email records must be retained 
 What types of email records do not need to be retained 
 Where to find record retentions schedules 
 How to manage your email records for record retention purposes 
 Long term storage considerations 
 Q & A’s 

  
The State definition of a “Record” 
An official record is “any document, paper, letter, book, map, photograph, sound or video recording, microfilm, 
magnetic tape, electronic medium or other information recording medium, regardless of physical form or 
characteristic and regardless of whether public access to it is open or restricted under laws of the state, 
created or received by a local government or any of its officers or employees pursuant to law, including an 
ordinance, or in the transaction of public business.”  This includes emails.   
  
Email users’ responsibility for retaining records in accordance with State Schedules 
Because Alief ISD is a local government agency, certain information generated by and for the district belongs 
to the public and is protected by law.  The required retention of records is determined by the category (subject 
matter) of the record.  i.e. academic records, staffing records, counseling records, etc.  Specific records are 
required to be retained for specific time periods and if required, State law requires the email (record) to be 
individually identifiable and retrievable for the entire retention period.  
  
What types of email records must be retained 
While the District has many departments (Instruction Department, Tax Department, Police Department, etc.), 
most records pertaining to our day-to-day business are covered by two State Retention Schedules; GR: 
Records Common to All Local Governments & SD: Records of Public School Districts.  Examples of records to 
be retained include: 

 Correspondence regarding the development of policies 
 Correspondence regarding purchase selections 
 Correspondence to and from parents (specific subject matter) 

  
Additionally, records in any format may not be destroyed/deleted if: 

 an email containing information for which there is pending or anticipated litigation, until final and 
complete resolution 

 there is an open records request pending for disclosure under the Public Information Act 



 there is a pending federal or state audit, or request to inspect and review the record under FERPA – or 
unresolved findings 

  
***It is important to note that many District Records are kept in student files, personnel files, and on district 
computer systems.   Records that are maintained in folders (paper format), and/or in district computer systems, 
(eSchoolPlus & BusinessPlus) may not require retention at the email level.  Copies of records kept 
elsewhere are not official records.  These types of electronic/paper files include attendance, discipline, 
grades, cumulative folders, etc.   
  
What types of email (records) do not need to be retained: 

 Records of temporary usefulness which are: 
 not an integral part of a listed district record retention schedule 
 not regularly filed within the district’s recordkeeping system 
 required only for a limited period of time by a district official or employee or in the preparation of an 

ongoing record.  i.e. drafts 
 Records identified by the State as “AV” – Administratively Valuable.  Records marked AV should only 

be retained as long as currently useful. 
 Transitory information.  In general, messages that are not required to be retained are considered 

transitory Information.  Examples include: 
o routine messages 
o telephone message notifications 
o internal meeting notices 
o routing slips 
o district or departmental invitations to luncheons or other social events 
o unsolicited advertisements 
o memoranda of transmittal that add nothing substantive to enclosures 
o routine information used for communication for any purpose not related to district or school 

business 
  
Where to find record retentions schedules:  
The state divides this information into different categories.  The most commonly used categories by Alief ISD 
are: 

 EL, Series EL3100-3150 
o EL: Records of Elections and Voter Registration 

 GR, Series GR1000-5825  
o GR: Records Common to All Local Governments 

 PS, Series PS4025- 4575, 2575-2600  
o PS: Records of Public Safety Agencies (Police, Fire, EMS, ME, etc.) 

 SD, Series SD3200-3650  
o SD: Records of Public School Districts 

 TX, Series  TX2950-4000 
o TX: Records of Property Taxation 

 PW, Series PW5200-5725 Pertains to building permits and occupancy permits 
o PW: Records of Public Works and other Government Services 

  
Complete State retention schedules can be accessed 
at  https://www.tsl.texas.gov/slrm/recordspubs/localretention.html 
  
How to manage your email records for record retention purposes: 
As mentioned above, the email data backup system managed by the District does not catalog email users’ 
folders and information as a method for records management.  It is the responsibility of each user to identify 
emails and files that are required to be kept for records management purposes, and to retain these records for 
the appropriate amount of time. 

 It is recommended that email files be organized into folders by subject matter and by length of 
retention.  Examples:   

o Correspondence with parents or guardians concerning student health matters - 2 years. 



o Requests for informal bid estimates & quotes – 1 year. 
o Correspondence to and from parents or guardians concerning absences and tardiness – AV 

(delete when no longer administratively valuable) 
 It is recommended that these emails be moved into these folders on a regular basis.  
 Delete emails that are a continuation of a previous conversation (reduce duplication). 
 Periodically visit your folders and delete records that are beyond the required retention schedule. 

  
More on transitory information: 

1. Is the email transitory information?  Transitory information includes personal emails with no relevance to 
District business, spam, unsolicited emails, including vendor ads or news articles, and convenience copies. 

•      If yes, delete.  Transitory information may be deleted at any time and is not subject to record 
retention schedules. 

•      If no, the email is a record.  Proceed to Step 2.    
2. Is the content of the email related to your responsibilities as a District employee? 

•      If yes, proceed to Step 3. 
•      If no, use your professional judgment to either delete the email or file it as required. 

3. Are you the owner of the email/record (the one required to retain the original record – remember, copies 
are not records)? 

•      If yes, keep and organize the email.  This email is an official record copy, and you must retain it 
according to the appropriate records retention schedule. 

•      If no, delete your copy. 
  

Long Term Storage Considerations: 
 For those with numerous email records requiring retention, active mailbox size limits may prevent long 

term storage.  For this reason, it is recommended that long term records be printed and filed.   
 To reduce your mailbox size, please remember email files may be removed from your mailbox by 

saving or archiving to a .msg file, .pst file, or .pdf file on storage media such as CD, DVD, USB drive, 
hard drive, or on your H:\ drive. 

 You may contact Technology Services for assistance in setting up archive files or with mailbox size 
limitations.  

             
Q & A’s 
Q.  Am I required to retain an email on which I have been copied?  i.e.  am I the official keeper “custodian” of 
that record? 
A.  Maybe.  If you need to take action based on the content of the email, or if the content is required to 
adequately document an action, you are likely a custodian.  For example, a supervisor who has been copied 
on an email exchange for the purpose of letting the supervisor know that a routine task is being completed is 
likely not a custodian of that particular exchange.  However, if the supervisor was copied on an email exchange 
involving an individual whose last performance evaluation indicated that he or she was failing to complete 
tasks, it is more likely that the supervisor is a custodian.  

             
Q.  If I am not a custodian of record, may I choose to keep an email I have received either directly or as a 
copy? 
A.  You should regularly delete emails for which you are not a custodian, and only keep correspondence in 
accordance with the retention schedules.   
  
Q.  Is there a person at my location responsible for overseeing records management? 
A.  Yes, each campus and department has a trained Records Management Liaison (RML) responsible for 
assisting the campus with records storage, retention, and destruction.  This listing may be found on the district 
webpage – Departments > Finance > Central Distribution > Records Management. 
  
Q.  Are RMLs responsible for managing user emails? 
A.  RMLs may assist with record retention questions, but each email user is responsible for managing their 
emails, and any required storage. 
 
 



Thank you, and please contact me with any questions you may have, 
 
Joe Schuster 
Director, Procurement and Distribution 
Alief Independent School District 
 
 


