
Ok or NOT Ok – Text Messages 
 

Below is a list of examples that show when texting can be a good tool to use and when it is not.  

Please contact your records officer if you have additional questions. 

 

 

 

 

 

 

 

 

OK via a text message NOT OK via a text message 
Why - Transitory – does not relate to the 

transaction of agency’s public business and can 

be deleted.   

Why - Keep this – it relates to the 

transaction of agency’s public business.  

These should be handled via either an 

email (be sure to manage retention as 

appropriate) or face to face discussions.  
 

I’ll be late to the meeting. I’ll be late, but I think we should appoint 

Tom to the “XYZ” board 

 

Could you please call me? We need a decision on this “____” service to 

the public.  What do you think? 

 

I just sent you an email. Use the following language in the press 

release “Announcing....” 

Are you in the office? What do you think the elected/appointed 

official’s position on this issue is? 

 

Nice to see you last week. When we met on Thursday you said “_____” 

 

The Mayor is trying to get in touch with you. Specific Mayor’s Name wants to know your 

thoughts on city council proposal for the 

homeless. 

 

We’re out of paper clips. Office Depot has a best price on paper clips.  

I’ll send you the link so you can buy some 

for us. 

 

Can you pull the elected/appointed official out of 

this meeting? 

We need to schedule a closed door meeting 

with So and So Official and the other board 

members for later today. 

.   

Can you cover me in today’s meeting? We need to meet with all the stake holders 

about this issue. 

 

I emailed you a draft, please review. ...” ___”  Use this language for the letter. 

 



 


