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Emails are public records subject to the Idaho Freedom of Information Act.  Once a Freedom of Information Act request has been filed, emails that even remotely pertain to the request may not be deleted.  Absent a Freedom of Information Request, emails may be deleted on a regular basis by the individual employee.  Emails that are not deleted but stored on a separate device remain subject to retrieval if requested via the Freedom of Information Act.

Employees are strongly encouraged to develop a systematic approach to deleting irrelevant or obsolete emails.  Additionally, when dealing with information of a sensitive nature, the employee should evaluate whether a face to face conversation is more appropriate than sending an email.
Questions concerning this policy should be directed to the Vice President of Administration.

