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Purpose:

This e-mail Policy is intended to help faculty, staff, and students understand when accounts are
created and determine what information sent or received by email should be retained and for how

long.

Scope:

This retention policy/standard applies to:
A. All share drives, electronic mail, and messaging systems provided or funded (in part or in
whole) by the California State University Maritime Academy;
B. All users and account holders of Cal Maritime share drives, electronic mail and
messaging accounts; and
C. All messages sent or received using Cal Maritime electronic mail and messaging systems

and data stored
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2. Deactivation - Student accounts will remain active for
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F. Litigation Holds
When litigation is pending or threatened against the University or its employees, the law
imposes a duty upon the university to preserve all documents and records that pertain to the
issues. A litigation hold directive must be issued by the University Legal Counsel to the legal
custodians of those documents.
A litigation hold directive overrides this standard as well as any record retention schedules that
may have otherwise called for the transfer, disposal or destruction of relevant documents, until
the hold has been cleared. Electronic mail and accounts of separated employees that have been
placed on litigation hold status must be maintained until the hold is released, including messages
archived in electronic and paper form.
No employee who has received a litigation hold directive may alter or delete an electronic
record that falls within the scope of that hold. Those employees are required to provide access to
or copies of any electronic records that they have downloaded and saved, or moved to some
other storage account or device, including archived copies in paper form.
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