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distributions lists to ensure identifica-
tion of the sender and addressee(s) of 
messages that are records. 

(4) Some e-mail systems provide cal-
endars and task lists for users. These 
may meet the definition of Federal 
record. Calendars that meet the defini-
tion of Federal records are to be man-
aged in accordance with the provisions 
of GRS 23, Item 5. 

(5) Draft documents that are cir-
culated on electronic mail systems 
may be records if they meet the cri-
teria specified in 36 CFR 1222.10(b) of 
this subchapter. 

(b) Agencies that allow employees to 
send and receive official electronic 
mail messages using a system not oper-
ated by the agency must ensure that 
Federal records sent or received on 
such systems are preserved in the ap-
propriate agency recordkeeping sys-
tem. 

(c) Agencies may elect to manage 
electronic mail records with very 
short-term NARA-approved retention 
periods (transitory records with a very 
short-term retention period of 180 days 
or less as provided by GRS 23, Item 7, 
or by a NARA-approved agency records 
schedule) on the electronic mail sys-
tem itself, without the need to copy 
the record to a paper or electronic rec-
ordkeeping system, provided that: 

(1) Users do not delete the messages 
before the expiration of the NARA-ap-
proved retention period, and 

(2) The system’s automatic deletion 
rules ensure preservation of the records 
until the expiration of the NARA-ap-
proved retention period. 

(d) Except for those electronic mail 
records within the scope of paragraph 
(c) of this section: 

(1) Agencies must not use an elec-
tronic mail system to store the record-
keeping copy of electronic mail mes-
sages identified as Federal records un-
less that system has all of the features 
specified in § 1236.20(b) of this part. 

(2) If the electronic mail system is 
not designed to be a recordkeeping sys-
tem, agencies must instruct staff on 
how to copy Federal records from the 
electronic mail system to a record-
keeping system. 

(e) Agencies that retain permanent 
electronic mail records scheduled for 
transfer to the National Archives must 

either store them in a format and on a 
medium that conforms to the require-
ments concerning transfer at 36 CFR 
part 1235 or maintain the ability to 
convert the records to the required for-
mat and medium at the time transfer 
is scheduled. 

(f) Agencies that maintain paper rec-
ordkeeping systems must print and file 
their electronic mail records with the 
related transmission and receipt data 
specified by the agency’s electronic 
mail instructions. 

§ 1236.24 What are the additional re-
quirements for managing 
unstructured electronic records? 

(a) Agencies that manage 
unstructured electronic records elec-
tronically must ensure that the records 
are filed in a recordkeeping system 
that meets the requirements in 
§ 1236.10, except that transitory e-mail 
may be managed in accordance with 
§ 1236.22(c). 

(b) Agencies that maintain paper 
files as their recordkeeping systems 
must establish policies and issue in-
structions to staff to ensure that 
unstructured records are printed out 
for filing in a way that captures any 
pertinent hidden text (such as com-
ment fields) or structural relationships 
(e.g., among worksheets in spread-
sheets or other complex documents) re-
quired to meet agency business needs. 

§ 1236.26 What actions must agencies 
take to maintain electronic infor-
mation systems? 

(a) Agencies must maintain inven-
tories of electronic information sys-
tems and review the systems periodi-
cally for conformance to established 
agency procedures, standards, and poli-
cies as part of the periodic reviews re-
quired by 44 U.S.C. 3506. The review 
should determine if the records have 
been properly identified and described, 
and if the schedule descriptions and re-
tention periods reflect the current in-
formational content and use. If not, 
agencies must submit an SF 115, Re-
quest for Records Disposition Author-
ity, to NARA. 

(b) Agencies must maintain up-to- 
date documentation about electronic 
information systems that is adequate 
to: 
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