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Email as a record
This Records Advice has been prepared to provide ACT Government agencies with a guide to capturing emails and attachments as records as part of their normal business activities under the requirements of the Territory Records Act 2002.
Email is an integral part of the official business communication of the ACT Government.  Email sent or received that contains information about business activities can function as evidence.  Therefore, email can be an official record of the ACT Government.
There are two main types of email messages, these are:
	Records required for agency business: Transactions that provide evidence of business activities – for example, client records, personnel records, development of policy issues and records of the rights and obligations of the agency.  These records, including any attached documents, must be captured into an agency’s recordkeeping system.
	Material of ephemeral value: Information messages that may have a business context but are not part of a business transaction – for example, notification of a meeting, personal or social messages. This material does not need to be captured into an agency’s recordkeeping system.

In order to maintain their value as evidence, emails cannot be altered or manipulated, for as long as they are retained.  They must also be a complete record, have content, context and structure, and accurately reflect what was communicated, decided or done.  Content is the substance of the message, either in the body of the text or in an attachment to the message.  Context includes all information about the circumstances in which the message is created, transmitted, maintained and used.  Structure refers to the way the parts of the message relate to each other; for example the original message and its reply must appear as a “string” or the system needs to be able to provide both a contextual and structural view.
The use of a corporate template can ensure that email sent by ACT Government agencies are a complete record.  The template can ensure that there is sufficient metadata included in the message to provide content, context and structure. Metadata includes:
·	Details of recipient;
·	Details of author;
·	Details of sender, if different from author;
·	Time and date sent; 
·	Time and date received;
·	Subject or title;
·	Business activity or transaction documented;
·	Details of transmission; and
·	Details of content data format.
The benefits gained by agencies from properly managing their emails include:
·	Rapid and efficient access and retrieval of records for operational and legal requirements;
·	Protection from loss or inadvertent destruction of agency records;
·	The full and accurate documentation of business activities;
·	Efficient management of disk space on networks; and
·	Routine deletion of ephemera.
Agencies should be alert to the business and security risks associated with electronic records.  The unmanaged making, use and storage of emails can result in poor service delivery, accountability failures, loss of corporate memory and, over time, diminished cultural assets.
Who keeps the record?
Where the initiator of an email has access to the agency’s recordkeeping system, the initiator of the email and any attachments is responsible for capturing the  records into the agency’s recordkeeping system.  Wherever possible the initiator should link the email to the attachments and relevant file number to create the link to the agency’s recordkeeping system.  Emails, including any attachments, received from outside of an agency are records of that agency, and must be captured as individual records into the agency’s recordkeeping system by the receiver.
The recipient of the message should make their own decisions as to whether they are involved in the business transaction of the message or whether they are only receiving a copy for interest.
If the message is subsequently forwarded to other recipients, with added content, the message has become a new record and again needs to be captured into an agency’s recordkeeping system.
Before any email is deleted from an agency’s email system a decision on whether or not it is a record needs to be made.  When messages from IT system administrators are received asking for the deletion of emails to provide space on group drives it is the responsibility of individual officers to capture any emails and any attachments that are agency records into the agency recordkeeping system. 
See Records Advice No.4 What is a recordkeeping system? for further information regarding recordkeeping systems.


