
The UF email reten�on policy has been officially implemented at UF on February 06, 2016. This policy 
automa�cally purges emails on the Inbox/Inbox sub-folders, Sent Items, and Deleted folders. Please look at the 
reten�on rules below. 
 

Folder Retention Period 
Inbox/Inbox Sub-folders 3 Years 
Sent Items 3 Years 
Deleted Items 30 days 

 
 
This policy applies to *all* UF mailboxes. Please think about any project or study mailboxes that you may have. 
 

Keeping a Message Permanently 

The reten�on policy only applies to the Inbox, Sent Items, and Deleted folders. If you need or want to keep a 
message permanently, you can achieve this by moving the message outside the affected folders.  

To do this, right-click where you see your email address (upper le� corner), create a new folder, and move 
messages to your new folder structure. 
 
If you are moving tons of messages at once, it might freeze your Outlook client. Consider working from 
Gatormail.  
 
 
For clarity: 

The folders highlighted below are not affected by the 
reten�on policy. The automa�c reten�on rules do not 

impact folders outside the Inbox, Sent Items,  
or Deleted folders. 

The automa�c reten�on rules impact the Inbox, 
subfolders of the Inbox,  

Sent items and Deleted Items. Messages inside 
these folders will be automa�cally purged. 

 

 

 

https://it.ufl.edu/it-policies/email/electronic-mail/
https://nam10.safelinks.protection.outlook.com/?url=https%3A%2F%2Foutlook.office.com%2Fmail%2F&data=05%7C01%7Ccsabado%40coe.ufl.edu%7C01002e71f32547a00c4708dbc413c612%7C0d4da0f84a314d76ace60a62331e1b84%7C0%7C0%7C638319361481590832%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=mgtQUjaJqc8mlKpLoD%2FBGPiQyycGfocSC%2B%2BJ4MRX2%2BI%3D&reserved=0

