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CF/AVNYH/1999-002
11 Angust 1999
English Only

To: Al NYHQ Staff
From: Andre Spatz
Director, ITD
Subject: E-MAIL RETENTION POLICY

UNICEF has become more reliant on e-mail with increasingly large volumes of data being sent and
received daily. Since the e-mail system is designed for processing messages and not for storage,

refaining large quantities of data in the system reduces its speed and reliability thereby making it less
efficient.

As e-mail traffic continues to increase, greater effort must be made to properly manage UNICEF’s
electronic records. ITD has noted consistently that several e-mail post offices have exceeded their
network server capacity.

In discussions on the performance of the e-mail system, the ITD infrastructure group, computer focal
points and some senior management addressed the need for guidelines limiting the message retention
period as a means of improving the system’s efficiency. Based on these discussions, a policy on e-mail
retention has been established and will be put into effect starting September 1999,

Retention period for e-mail messages
Messages in mailbox containers must not remain there beyond the number of days indicated here.

Inbox - 45 User-created folders — 360
Trash - 14 Sentlog— 180
Bulletin board authors will be reminded at 30-day intervals to discard out-dated messages.

A staff member on leave or travelling for long periods should contact ITD to have her/lis messages
forwarded astomatically to the new destination.

Messages that are stored beyond the recommended time periods will be deleted as part of ITD’s
standard maintenance procedure.

Options for Archiving
(1) Local PC Hard Drive: Staff must move important messages from any of the above-mentioned
containers into thetr loca drive. Focal points will assist in training users on archiving,

(2) Personal Archiving Directory on Network S erver: For files that are of historical imp ortance but
do not need to be shared This directory wall have a maximum storage capacity that cannot be

exceeded. Therefore, the user 1s responsible for managing the contents. Requests for this directory
must go through a computer focal point.

(3) Shared Archive Directory on Network Server: For files of historical importance that are shared

with other staff members. Staff can find out if there 1s already a shared directory from their computer
focal point.
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