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Records and Data Management 
 

Employee Responsibilities 

 

1. Employees will evaluate the content and purpose of each record to determine which retention 

schedule requirement defines the record’s required retention period. 

2. It is recommended that employees retain only the final message in a communication string that 

documents the contents of all previous communications. This is preferable to retaining each 

individual message, containing duplicate content. 

3. Employees shall retain records, e.g., documents or email, that have not fulfilled the legally-mandated 

retention period. 

4. Employees will organize their records so they can be located and used. 

5. Employees will promptly dispose of transitory, non-public record and personal records from the 

network and email system. 

6. Employees are responsible for ensuring that records that are public records are properly archived 

prior to any district system auto clean-up schedules. 
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