
Following recent requests for clarification of record keeping requirements with regard to 
electronic communication or in particular text messages the following information is 
reflected in the State Records Act 2000 and the Ministerial Code of Conduct. 

Excerpt from the Ministerial Record Keeping Plan Part 7.3.1 
Em ail, voice mail, text messages and social media are considered records if they relate to the 
business of government and/or they support business decision making. These communications, 
their attachments and linked content, such as Word documents, spreadsheet and presentations, 
form part of the government record and should be captured into approved records systems. 
Communication of the facilitative nature is considered ephemeral and destruction of ephemeral 
records may take place routinely during the normal course of business. 

Mobile Text Messages 
Text messages on your mobile phone are only considered records required to be retained under 
the Act if they relate to the business of government and they support business decision making. 
When the subject of the text is captured in another format such as a briefing note or 
correspondence the text is then considered ephemeral and can be deleted. 

ALL other communication via a text message which is conversational and/or 
gives minor instruction is considered ephemeral and should be routinely 
deleted. These are records that have no continuing value and are only needed 
for a few hours or days. 

How do I record Text Messages? 

• Take a screen-shot and email the photo to your Executive Officer to record appropriately. 
• Make an electronic file note, record appropriately and delete the text message. 

• Use software which can download your text messages into a format that can be recorded . 

How do I delete Text Messages? 

• Routinely delete text messages manually. 
• Set your iPhone to delete all text messages every 30 days. However, you must ensure all 

text messages that constitute an official record are captured. 



FAQ 
Q: What If a text message of an ephemeral nature is deleted, but at a future time might be 
considered a record? 

A: As the message was deleted at a time when it was considered ephemeral there is no 
breach of the Act. 

Q: Are all text messages considered official records because they are stored on a 
government issued device? 

A: No. Only text messages that related to the business of government are considered 
official records under the Act. 

Who do I contact if I have a Question? 

Megan Inglis, Manager Ministerial Support Unit 

65525343 

megan .inglis@dpc.wa.gov.au 


