Type of email

Routine Correspondence

Direct Correspondence (most employees)
State/Local Fund Financial

Academic Advising (undergraduate)
Sponsored Programs

Historical Reports/Records

Right click message or folder
Select Assign P0||Cy http://recordsmanagement.virginia.edu/retention-schedules
Choose retention length

Assighed policy

60 days

2 closed years
3 closed years
5 closed years
10 closed years
Permanent

Reference Value

View Items Expiring Soon

Retention Schedule Database



