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Email Decision Tree

You have received or created an email message.

The email was created or received to conduct 
local government business and provides 
evidence of the local government functions, 
decisions or activities.  
It may:
• Document the initiation, authorization or 

completion of a business transaction.
• Contain a final report and/or 

recommendations.
• Contain briefing notes, directives or polices.
• Document work unit activities (e.g. work 

schedules, assignments etc).
• Document a significant action (e.g. approval 

to proceed).

Your email is a record and must be filed                       
(with any attachments) where it can be  

managed. For example, in a shared drive folder   
or document management system.                       

Does the email contain information of short-term 
value? Eg. Is it used for data entry?

Keep the email until it is no longer needed, then 
delete it.  Transitory records have no further 
value beyond an immediate and minor 
transaction.

Transitory communications do not establish 
policies, guidelines, or procedures; certify a 
transaction; become  a receipt, nor perpetuate 
or formalize business activities of the 
organization. Eg., include: routine requests, cc 
copies, & convenient reference materials. 

Has it been circulated for reference purposes only?

No

Yes

No

Is email non-work related? Eg., concerns the 
employee’s private l ife or are records of other 

organizations with which the employee is involved, 
but not part of government business, such as  

community or professional organizations.

No

Yes

 


