NEVADA DEPARTMENT OF CORRECTIONS
ADMINISTRATIVE REGULATION
124

EMAIL MANAGEMENT
TEMPORARY

Supersedes: AR 124 (Temporary, 11/04/14)
Effective Date: 8/19/15

AUTHORITY

NRS 239; NRS 378; NRS 209.131

RESPONSIBILITY

The Director is responsible for review and approval of a policy relative to use of the Department’s
electronic mail (email) system, and potential transmittal of public records within the Department’s email
system so as to comply with approved retention schedules, and established Records Management

practices.

All users of the Department’s email system are responsible for compliance with the policy for dealing
with the Department’s email system.

124.01 DEPARTMENTAL EMAIL TRANSMITTAL OF INFORMATION

1. Email in itself is not a public record, but merely a means of transmission of information.

2. The Department does not have the information technology resources to maintain, store, or migrate
email in accordance with the various records retention schedules the Nevada State Library and Archives

(NSLA) assigned to Department records.

3. Department email users will not create or maintain electronic versions of emails as public records.
Department email users will identify public record emails within the parameters of this regulation.

4. The Department’s electronic email retention file will be purged every ninety (90) days.
124.02 DEPARTMENTAL EMAIL TRANSMITTAL OF POTENTIAL PUBLIC RECORDS

1. Department email users will be responsible for identifying emails which potentially constitute or
contain public records.

2. Department email users that determine that an email contains a public record, must determine if they
as the sender/receiver have the official record copy.
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