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PURPOSE:

The purpose of this policy is to document the Department of Disabilities and Special Needs

P.O. Box 239 Midlands Center - Phone: 803/935-7500
Clinton, SC 29325-5328
Phone: (864) 938-3497

(DDSN) Email Retention Policy.
POLICY STATEMENT:

All email contained in the DDSN email system is considered DDSN property. All email sent
and/or received using a DDSN email account is not considered personal and private. Therefore,
DDSN has access rights to all emails contained within the system.

Employees are responsible for determining which emails are necessary to retain for the
performance of their job duties and for determining how long those emails will be retained.

Employees are expected to seek clarification about expectations and determinations on which
emails should be retained from their manager if they are unsure about them. Managers are
responsible for providing their employees with clear guidance and direction about which emails
to retain.

When notified of a legal hold by DDSN General Counsel, each employee is responsible for
identifying and retaining all email subject to the legal hold until notified that the legal hold has
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