INFORMATION MANAGEMENT TIP SHEET

uOttawa

EMAIL CLEAN UP

Is your Mailbox a

mess?

LET’S CLEAN
IT UP!

STEP 1: Use the Outlook cleaning tool

What does it do? e removes redundant emails,
e moves redundant messages to deleted folder for review before
permanently deleting,
e cleans out email boxes quickly.

How do | use it?
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STEP 2: Know what to keep (and delete what we don’t need)

e Read the email and discover its content. What is the email about?
e We only need to keep emails that have OPERATIONAL AND STRATEGIC VALUE
e Emails that contain TRANSITORY information can be deleted.

It’s what’s on
the INSIDE that
counts!
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Need help deciding on what to

Is it information that you created,
collected, sent, or received that
reflects decision-making in your unit?

DELETE!

Transitory
information

keep?

Does it have only immediate or
short-term value?

Is the information published
material created by someone
else?

YES

15 it a duplicate?

Does another unit have the
original?

Is another unit the information
owner?

YES

Is the information subject to a legal
proceeding, FIPPA request, or
invastigation?

Does the information support business
activities?

Does it demonstrate decisions or
evidence of accountability?

Does it have future business, legal, or
archival value?

KEEP!

Information of
strategic and
operational value

STEP 3: Delete your deleted!
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MORE INFORMATION?

QUESTIONS?
Contact the Information and Archives Management Team.
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