
University of British Columbia 
RECORDS SCHEDULE 

Schedule no: AD9125 

Primary Title  

Email Applications  
Office of Primary Responsibility:  
Infrastructure: Communication & Collaboration 
Services, UBC IT/  
Email content: All offices  

This series currently includes UBC Faculty & Staff Email (FASmail) only. FASmail is an enterprise email 
service for serving staff, faculty and student employees of the University of British Columbia. 
Not Used For: Student and alumni email (SAmail), or email on other systems used at the university 
but outside of the FASmail system 
 
Contains secondaries  
Other secondaries may be added to Email Applications retention schedule as retention is defined. 

VITAL PI RETENTION DISPOSITION 

YES YES See secondaries OPR: D 
NON-OPR: D 

Authority:  
Transitory Records Schedule 
 
BC Freedom of Information and Protection of 
Privacy (1996) s. 31 

Date approved: Dec 09, 2020 

AD9125 Secondaries 
 
Secondary No        Secondary 
 
AD9125-01 Policies and Procedures  

 
 

AD9125-05 General  
 

 

AD9125-81 Conversation history (Skype-for-Business instant messaging) 
 Automatically generated and transmitted instant message chat 
logs originating in a messaging application and delivered as 
transcripts to a generic folder called “Conversation History.” 
Note: Retain records documenting decisions in the appropriate 
space centrally (shared drive, or other central system or platform 
used for department recordkeeping). 
  
Retention: 90 days, D. EV=trigger is based on date of message 

 

 

AD9125-82 Deleted Items, Junk E-Mail, RSS Feeds 
This schedule is associated with email stored in Microsoft 
OutLook’s standard generic folders including: Deleted Items, Junk 
Email, and RSS Feeds defined as: 
Drafts: Unsent messages, created by the user, compiled by 
automatic or deliberate capture 
Deleted items: Messages, created or received by the user, which 
are categorized by the user as having no recordkeeping value 

 

https://cac-word-edit.officeapps.live.com/we/wordeditorframe.aspx?ui=en-us&rs=en-us&wopisrc=https%3A%2F%2Fubcca-my.sharepoint.com%2Fpersonal%2Fbarbara_towell_ubc_ca%2F_vti_bin%2Fwopi.ashx%2Ffiles%2F7f7b680ec4a846c3ad94f1ddfb8e7d09&wdenableroaming=1&mscc=1&wdodb=1&hid=-1916&uiembed=1&uih=teams&hhdr=1&dchat=1&sc=%7B%22pmo%22%3A%22https%3A%2F%2Fteams.microsoft.com%22%2C%22pmshare%22%3Atrue%2C%22surl%22%3A%22%22%2C%22curl%22%3A%22%22%2C%22vurl%22%3A%22%22%2C%22eurl%22%3A%22https%3A%2F%2Fteams.microsoft.com%2Ffiles%2Fapps%2Fcom.microsoft.teams.files%2Ffiles%2F2286812442%2Fopen%3Fagent%3Dpostmessage%26objectUrl%3Dhttps%253A%252F%252Fubcca-my.sharepoint.com%252Fpersonal%252Fbarbara_towell_ubc_ca%252FDocuments%252FRecordsSchedules%252FRM_Schedule_Redux_20210211_RevA_BTEdits.docx%26fileId%3D7f7b680e-c4a8-46c3-ad94-f1ddfb8e7d09%26fileType%3Ddocx%26ctx%3Dpersonal%26scenarioId%3D1916%26locale%3Den-us%26theme%3Ddefault%26version%3D20201217029%26setting%3Dring.id%3Ageneral%26setting%3DcreatedTime%3A1613692111075%22%7D&wdorigin=TEAMS-ELECTRON.personal.personal&wdhostclicktime=1613692111020&jsapi=1&jsapiver=v1&newsession=1&corrid=242f1193-6934-4042-b58c-805046af86a4&usid=242f1193-6934-4042-b58c-805046af86a4&sftc=1&sams=1&accloop=1&sdr=6&scnd=1&hbcv=1&htv=1&hodflp=1&instantedit=1&wopicomplete=1&wdredirectionreason=Unified_SingleFlush&rct=Medium&ctp=LeastProtected#_Secondary_[defined_as
https://rmo.sites.olt.ubc.ca/files/2021/02/TransitoryRecords_Schedule_Rev0.pdf


Junk Email: Received messages compiled by automatic or 
deliberate capture that are categorized as having no meaningful 
relationship to the user’s work. May be spam email. 
RSS Feeds: Notifications, received by the user, pertaining to 
subscriptions to serial web content. 
Note: Retain records documenting decisions in the appropriate 
space centrally (shared drive, or other central system or platform 
used for department recordkeeping). 
  
Retention: EV+ 90 days/D EV=trigger is based on date of message 

  
AD9125-83 Inactive FAS mailbox 

Inactive FASmail mailbox means a UBC FASmail mailbox belonging 
to an individual whose employment status has been declared as 
inactive by UBC Human Resources. This does not include the 
FASmail mailboxes belonging to faculty with emeritus status, 
employees on any type of protracted leave, such as sabbatical, 
parental, medical, or any other leave defined by UBC Human 
Resources. 
  
Retention: EV+1Y/D EV=trigger based on date of inactivity 

 

 


