
Long-Term Email Folder Request

Your agency records officer will transmit the signed form to the Office of Records Management, 
mailstop 0525.  Following approval, the requested folder(s) will be visible to the user in 
Enterprise Vault.

Access agency records retention schedules and general administrative records retention 
schedules at archives.state.ak.us/records_management/records_management.html

I hereby request the following long-term email folder:

25-Year

50-Year

Permanent

name Job title date

I certify that I am the creator of these long-term documents or am required to administer them as per 
the above referenced schedule.

Departmental Approval

Director name date

Agency Records OFficer name date

Office of Records Management

This user has been added to appropriate group and document filed.

Filed By date

records retention schedule # item # records series title


