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 Procedures for Capturing E-mail Records
(November 17, 2008) 


Introduction

Until e-mail archiving capability is implemented by NASA, e-mail and calendar records that are permanently valuable and required to be transferred to the national archives must be captured directly from users’ workstations and the e-mail server on which their mail accounts run.

There are a number of senior management positions the e-mail and calendars for which are deemed of permanent retention value (see NASA Records Retention Schedules 1, Item 22).  Center records managers must be alerted to impending management departures from their installation.  These procedures document the process of initiating the steps that must be followed to capture and preserve these managers’ permanent e-mail and calendar records.

Initiation of Request for Record Capture
Upon learning of the impending departure of a manager with permanent records, the Center records manager shall (a) schedule a visit with the manager who will be leaving, and (2) initiate an ODIN service requests (SRs).

The purpose of the meeting between the Center RM and the departing manager is to briefly review with him the difference between records and personal files, and to learn whether the manager maintains personal Outlook or Eudora folders organized into some sort of subject category.  If the user does maintain such folders, get a brief description of the organization (e.g., personal folders organized by subject, or personal folders organized by function, etc.).  

Finally, determine whether the manager maintains a personal folder or folders for only non-NASA or other non-record messages such as communication with family members, personal business items like dialogues with the insurance company, or informational disbursements from vendors.  The title or label of any such non-record personal folder should be noted and provided to the technician who performs the SR.

The SR to be created is a request for a technician to capture the manager’s mail and calendar files on DVD or external drive.  More detail on what is to be captured, in what format, and how it should be labeled is detailed below.  

Service Requests
The initiated SR should request an IT technician to personally visit the manager’s work station and capture his/her e-mail and calendar records.  The SR should provide:

1. the name of the user whose files are to be captured, 

2. manager’s departure date,

3. the platform (personal computer (PC) or Macintosh (Mac) the user employs, 

4. capture instructions (below) for files on both platforms, and

5. titles of any personal folders containing non-record messages with instructions that they not be captured.  

Capture Instructions
PC Records
1. Remove any personal sub-folders that contain all non-NASA messages, e.g. messages from spouse, vendor advertisements, etc.  

2. Export content of the user’s mailbox (Inbox, Sent Items, and Calendar) from the server to a personal folder (.pst).

3. Save .pst contents of all personal folders on a DVD or external hard drive, if necessary.

4. Label media with:

Name of user, 


Position held,

Date range of e-mail records (MM/YYYY – MM/YYYY), 

Date range of calendar records (MM/YYYY – MM/YYYY).

5. Deliver media with captured records to the Center Records Manager.

Mac Records  
1. Remove any personal sub-folders that contain all non-NASA messages, e.g. messages from spouse, vendor advertisements, etc.  

2. Create a folder on the desktop into which to archive the data. 

3. Drag the folders from Entourage into the desktop folder created in step 3.  All the mail that was in that Entourage folder plus any subfolders and their mail will be copied to the .mbox file.  This step needs to be done for each one of the main level folders on the local machine. 

4. Check to make sure the .mbox files were created.

5. Copy the entire contents of the users Main Identity directory ([MacMachine]\Users\[username]\Documents\Microsoft User Data\Office 2004 Identities\Main Identity).

6. Save contents on DVD or external drive.

7. Label media with:

Name of user, 

Position held,

Date range of e-mail records (MM/YYYY – MM/YYYY), 

Date range of calendar records (MM/YYYY – MM/YYYY).

8. Deliver media with captured records to the Center Records Manager.
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