
 

 

 Appendix 2 

General guidance for documents NOT included in the retention schedule.  

On-going business use is subjective, but generally refers to documents still required for on-going projects, or documents that may still need to 
be referred to for on-going activities. 
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Is the document an 

internal email? 

 
Is the document required 

for current or ongoing 
business use? 

 
Is the email required for 

ongoing or current 
business? 

 
Confidentially destroy the 

document 

Retain the document securely 
and confidentially until it is 

no longer relevant to 
business 

 
 

Save email in a folder 

 
 

Delete the email 


