











Attachment |

Attachment

Instructions for using the dedicated Cobell and tribal mailboxes
for retaining e-mails and voice-mails

Cobell materials retention procedures

To retain e-mails:

1. Send a “cc” (not a “bee”) of all e-mails (including attachments) that you initiate, that relate in
any way to Individual Indian Money or Individual Indian Money accounts, to the dedicated e-mailbox at
the following mailbox address: cobeli@do.treas. gov or just Cobell.

2. Forward any e-mail that you receive, or have previously received and not already forwarded,
(including attachments and retaining forwarding history) that relate in any way to Individual Indian
Money or individual Indian Money accounts, to the dedicated e-mailbox at the following mailbox
address: cobelligido.treas.gov or just Cobell, unless you can tell from the message that the e-mail has
already been sent to the dedicated e-mailbox.

Tribal trust materials retention procedures

To retain e-mails:

1. Senda “c¢” (not a “bee”) of all e-mails (including attachments) that you initiate, that relate in
any way to (a} tribal funds or tribal fund accounts or (b) any check ficat afforded to any invested
government account, to the dedicated e-mailbox at the following mailbox address: tribal@do.treas. gov
or just tribal. Please ensure that the tribe’s name, if any, ts included in the subject heading.

2. Forward any c-mail that you receive, or have previously received and not already forwarded,
(including attachments and retaining forwarding history) that relate in any way to (a) tribal funds or tribal
fund accounts or (b} any check float afforded to any invested government account, to the dedicated e-
matlbox at the following mailbox address: ribal{@do.treas. gov or just tribal, unless you can tell from the
message that the e-mail has already been sent to the dedicated e-mailbox.

To retain voice-mails:

Forward all applicable voice messages that relate in any way to (a) tribal funds or tribal fund
accounts or (b) any check float afforded to any invested government account, to the dedicated voice-
mailbox in accordance with the following instructions:

* press 1 after (or while listening to) a new or saved message;
* press 2 to forward with comment;
* voice a comment and identify the relevant tribe, if any {e.g., “Message for tribal mailbox-Jicarilla

Tribe"}), then press #;

s enter extension 91313, then press #;

+ press #, then press # again to send (forward).
At the request of the Department of Justice, please review the header of each voice message being
forwarded and, when voicing a comment include the identity of the caller, the time and date of the
message, the duration of the message, and the extension of the caller.

Please note that the Cobell and tribal e-mailboxes have been copied on the e-mail message conveying this
memorandum.





