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ORGANIZE IT

Use standard file naming conventions. Label e-mails with
meaningful subject lines. Move important e-mails to the correct
enterprise system. Tag information with appropriate metadata. Discard

personal and non-business information.

INFORMATION IS AN ASSET
CATEGORIZE IT!
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Questions? Contact Records Management Branch, Archives Division, DAGS
at 808-831-6770 or recordscenter@hawaii.gov ,





