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The	first	reliable	email	prac4ce	that	we	must	adopt	is	to	immediately	iden4fy	what	is	
and	what	is	not	the	business	evidence	of	the	organisa4on.		You	must	be	able	to	look	at	
an	email	you	receive	or	send	and	instantly	know	whether	it	is	something	that	you	need	
to	capture	into	the	organisa4on's	system	for	recordkeeping	or	not.	
	
Protect	yourself	and	the	organisa3on	you	are	working	for		
-	Consider	whether	:	
•  It	is	something	clearly	of	value	to	the	organisa4on	and	its	business	opera4ons	
•  Poses	an	iden4fied	risk	to	the	organisa4on	
•  Provides	approval	for	an	ac4on	
•  Provides	advice	or	gives	direc4on	
•  Relates	to	something	which	needs	a	decision	of	further	ac4on	
	
However,	you	also	need	to	instantly	know	which	emails	do	not	need	to	be	treated	as	the	
business	evidence	of	the	organisa4on,	examples	below:		
•  For	informa4on	only	and	reference	purposes		
•  Trivial	emails,	like	room	bookings	et	cetera	
•  Copies	of	informa4on	already	captured	in	your	organisa4on’s	system/s	
•  General	no4ces	to	staff,	and		
•  Personal	of	social	messages	
•  So	called	junk/spam	emails	
•  Or	even	something	that	could	be	business	evidence	but	is	of	liSle	or	no	value	to	the	

organisa4on	and	also	will	pose	no	risk	to	you	or	the	organisa4on	if	you	do	not	
capture	it	into	the	required	system/s?	
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Another	email	prac4ce,	relates	to	using	the	func4onality	available	in	email	systems.	
Within	Outlook	you	can	do	the	following:	
•  You	can	sort	and	filter	each	piece	of	metadata/columns	within	outlook,	ie	by	date,	

email	address,	subject,	whether	there	is	aSachment	et	cetera.	
•  You	can	set	up	rules	and	to	have	pre	iden4fied	emails	go	directly	to	a	folder	

automa4cally.		
•  Rules	can	also	be	set	up	at	the	organisa4on	wide	level	using	some	sort	of	standard	

naming	terminology	by	which		to	4tle	folders.	Consider	that	what	I	call	‘Spade’	you	
call	‘Shovel’	and	some	one	else	may	call	‘Digging	Implement’	which	is	the	term	you	
will	use.	

•  Rules	can	also	be	set	up	with	files/folders	which	link	directly	with	a	system	(such	as	
an	EDRMS	or	similar)	,	those	folders	can	be	set	up	at	the	organisa4onal	wide	level	or	
the	individual	level.	Do	not	underes4mate	the	complexi4es	with	se_ng	up	in/
outboxes	to	link	with	systems.		This	can	be	fraught	with	pi`alls	as	well	as	benefits.			

	
Consider	that	your	email	in/outboxes	relate	to	you	as	the	individual	and	when	you	leave	
the	organisa4on,	they	are	only	available	to	very	few	people,	therefore	if	you	have	not	
used	some	sort	of	standard	naming	terminology	or	the	rules	are	not	linked	with	a	
system	then	these	emails	can	be	lost	for	all	4me.			
	
In	addi4on,	some4mes	se_ng	up	conflic4ng	rules	can	result	in	emails	appearing	to	
disappear	and	if	you	cannot	remember	how	you	have	set	up	the	email	rules	then	that	is	
where	the	conflicts	occur.			
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This	next	prac4ce	relates	to	Subject	Lines.	A	subject	line	is	really	an	Aide	to	Memory	if	
used	correctly.		
	
Is	it	an	unimportant	email	only	required	or	useful	for	a	short	period	of	4me	or	is	it	
something	that	you	or	the	organisa4on	may	need	to	look	for	in	the	future?		
	
You	need	to	consider	the	risks	of	the	email	not	being	available	to	you	or	the	organisa4on	
in	the	future.	However,	consider	that	many	emails	do	not	fall	into	that	category	and	also	
establishing	a	good	subject	line	will	help	you	discern	that.	
	
Please	see	Handout	2	which	is	a	table	showing	emails	received	by	me	in	2010	and	then	
those	received	in	2022.		I	will	talk	through	that	table	and	highlight	the	problems.		
	
Another	point	to	consider,	removing	Re	or	FW	when	saving	any	email	to	a	system.		
Leaving	the	Re	and	FW	in	at	the	subject	line	restricts	any	sor4ng	and	filtering	you	are	
able	to	do	in	a	system,	all	you	get	is	a	long	list	all	star4ng	with	Re	or	FW.			
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Create	a	brand-new	email	with	a	brand-new	subject	line	when	changing	the	subject/
topic	of	an	email.			
	
You	can	then	make	reference	in	the	body	of	the	email	that	you	are	changing	the	topic	
and	why.		The	subject	line	is	rarely	big	enough	to	put	both	topics	within	it.	
	
This	makes	it	easier	for	you	to	correctly	save	the	email	now	and	find	it	in	the	future,	but	
more	importantly	it	helps	to	inform	everyone	that	you	are	changing	the	subject	and	
why.		Yes,	you	may	receive	two	emails	rela4ng	to	two	different	threads	now,	but	you	
will	be	able	to	clearly	discover	the	subject	of	each	email.	
	
At	what	point	do	you	save	an	email	thread?			
	
You	try	to	save	it	at	the	end	of	the	thread,	when	a	conclusion	has	been	arrived	or	a	
decision	made,	or	the	item	has	ceased	to	be	topical.			
	
This	is	linked	with	the	previous	slide	about	protec4ng	you	and	the	organisa4on	and	is	
very	much	a	judgement	call	you	will	need	to	make.	
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The	prac4ce	is,	that	if	you	are	the	ini4ator	of	the	email	then	you	should	be	the	one	who	
saves	it,	that	is	whether	it	is	being	sent	internally	or	externally	to	the	organisa4on.		
	
If	an	external	email	is	being	received	by	mul4ple	addressees	within	an	organisa4on,	and	
it	is	not	immediately	clear	who	should	be	capturing	it	into	the	recordkeeping	system,	
then	you	will	need	to	nego4ate	that	between	the	various	addressees	(probably	via	an	
email).			
	
Capturing	emails,	emails	with	aSachments	and	aSachments	only.		Some4mes:		

•  emails	with	no	aSachment	may	be	the	business	evidence	of	the	organisa4on.	

•  an	email	may	only	be	a	carrier	of	the	aSachment	and	if	that	is	the	case	then	it	is	the	
aSached	leSer/correspondence	that	is	the	business	evidence,	not	the	email	carrier.	

•  the	email	and	the	aSachment	may	both	cons4tute	business	evidence	as	per	what	we	
discussed	previously.	In	which	case	both	must	be	captured.	

	
Remember	that	if	you	reply	to	an	email,	the	aSachment	is	automa4cally	removed.		So	
seeing	Re	in	the	subject	line	poten4ally	means	that	you	have	lost	the	aSachment.		If	you	
forward	an	email	the	aSachment	remains.	
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Many	of	you	may	not	know	the	basic	informa4on	and	records	management	rules	of	your	
organisa4on.	
•  You	may	be	unaware	of	what	cons4tutes	the	business	evidence	of	the	organisa4on	
•  You	may	be	unaware	of	what	your	obliga4ons	are	to	capture	that	informa4on	and	

where	to	capture	it	
•  You	may	be	unaware	that	any	rules	actually	exist	and	where	to	find	them.	
	
Informa4on	and	Records	are	an	asset	of	the	organisa4on	and	we	all	need	to	be	as	
familiar	with	the	rules	around	managing	our	records	as	we	are	for	Finance	and	HR.		
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