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E. DUPLICATES MAY BE DESTROYED AT ANY TIME

Duplicate E-mail Communications may be destroyed at any time, provided that at least one version of that
E-mail Communication is retained somewhere for the applicable retention period. For instance, where an
E-mail Communication is received by multiple District Personnel, only a single version of the e-mail need
be retained and all other versions may be deleted. Where one has been appointed, the Designated Record
Keeper is responsible to retain the E-mail Communication for the applicable retention period.

F. FUTURE ADDITIONS TO THE DISTRICT’S RECORD RETENTION PROGRAM
This policy only addresses E-mail Communications. A comprehensive record retention policy to

address all records of the District will be developed in the near future. Any future record
retention policy will be coordinated with this policy.



