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RATIONALE 
The Electronic Document Retention Policy of the District governs the retention of text messages, 
voicemail messages, social media posts, and email messages sent or received in the conduct of 
District business. Note that there is a separate policy for Records Management and Retention 
that includes records in all formats (Policy #2145). 
 
TERMS AND DEFINITIONS 

 
PROCEDURE  
Text Messages, Voicemail Messages, and Social Media 
Text messages, voicemail messages, and social media posts not saved to an archive, or a more 
permanent medium are intended to be transitory documents, not preserved or needed to document 
the conduct of business. Accordingly, they do not constitute disclosable public records, as that term 
is defined by Government Code section 7920.530, subdivision (a). Directors and District staff are not 

VERSION REVISION DATE DESCRIPTION OF  
CHANGE/SUPERSEDE 

AUTHOR 

1 8/30/2023 Initial Holli Drobny 

TERM DEFINITION 

Email Message An electronic communication sent and received via web mail or 
email client. 

Social Media Information posted to websites and applications that enable 
users to create and share content or to participate in social 
networking, including Facebook, Twitter, Instagram, Snapchat, 
and LinkedIn. 

Text Message An electronic, written communication sent and received via 
telephone or Internet connection. 

Voicemail Message An electronic, audio communication sent or received via 
telephone or Internet connection. 








