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Division/Unit

Agency . :

County Commissioners of Calvert County, MD Finance & Budget-Purchasing
Item Descripﬁon Retention
No.

“The issuance of a legal hold by the County Attorney’s Office
overrides any portion of this record retention policy or
schedule that otherwise calls for the disposal, transfer, or
destruction of records subject to the hold, until the hold has
been released by the County Attorney’s Office. No record that
is subject to a legal hold may be altered, disposed of,
transferred, or destroyed, even if the scheduled destruction
date has passed. Any person preparing to alter, dispose of,
transfer, or destroy a record must ascertain whether a
litigation hold applies to the record before doing so.”

\/OCCU\‘} - Me_\'gcd w ith related mate Gal. .

Purchase Orders (purchasing department copy)
Fixed Asset Listing

a. Physical Inventories

b. Inventory Disposal Forms

c. Fixed Asset Journal Postings

Retain 7 years, then destroy.

Retain 1 year after audit, then
destroy.

Retain 3 years, then destroy.

Retain 7 years, then destroy.

Schedule Approved by Department, Agency,
or Division Representative.
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Date

Signature
Typed Name Timothy Hayden

Title Director, Finance and Budget

Schedule Authorized by State Archivist
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Agency Division/Unit )
County Commissioners of Calvert County, MD ‘ Finance & Budget-Purchasing
Item Description Retention
No.
4 Email

Correspondence of personnel in the Finance & Budget-Purchasing
Office.

5 Vacant-Series merged with related material

Retain for 1 year and destroy
material that is no longer
needed for current business
with the following exception:
Transfer to the Maryland
State Archives for permanent

retention any material that

served to document the
origin, development, and
accomplishments of the office
and has continuing
administrative, fiscal, legal or
historical value. -
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