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	To:
	All of Enron North America
	
	

	From:
	Mark A. Frevert                                                 Mark E. Haedicke
	Department:
	OOC

	Subject:
	Email Retention Policy
	Date:
	October 30, 2000

	
	
	
	



As most of you know, several years ago, ENA instituted a policy for the retention of electronic mail, including Lotus Notes mail, Internet email, and cc:mail.  This policy is as follows:

Message Location					Maximum Retention

Inbox							30 Days
Message Log/Sent Mail				30 Days
Trash								Rollover from Inbox for 15 days
Bulletin Boards/Bulletin Board			
Exchange Database					30 Days
Folders/Archives					Emails place in Folders or Archives – one year

Emails older than the maximum retention will be purged automatically.

There are no exceptions to this policy.  If you have any questions regarding this policy, please contact Richard Sanders at extension 3-5587.
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