[bookmark: _GoBack]message and document creation and retention policy

Employees should be careful in creating documents and email.  Even when a document or message has been deleted, it may still exist in printed version, be re-created from a back-up system, or have been forwarded to someone else.  Please note that [the Company] may be required to produce both documents and email messages in litigation, even if they were at one time deleted by the User.

