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Agency 
Hagerstown 

Division/Unit 
Purchasing 

Item No Description Retention 

1 I Insurance policies 
-contains but not limited to: various insurance policies 
covering vehicle, equipment, police department, fire, steam 
boilers 

Material safety data sheets, technical data, correspondence 

Bids, quotes, proposals 
-contains but not limited to: bid packages, insurance 
requirements, name and address, list of vendors receiving bid 
packages, tabulation sheet, brochures, correspondence 

Purchase orders 
-contains but not limited to: P.O.'s, sales order form, 
requisition, picking slip, packing slip 

Insurance - open/closed claims 
-contains but not limited to: open claims against the city, 
correspondence, check request, handwritten notes, court 
memorandum and order to dismiss 

Insurance claims against individuals 
-contains but not limited to: correspondence, repair worksheet, 
repair invoice, judgement in default entered, certificate of 
service, proof of claim, notice of order of recusal 

Retain for life of policy, plus 
three (3) years, then destroy 

Retain until updated or 
superseded, then destroy 

Retain for five (5) years and 
until all audit requirements have 
been fulfilled, then destroy. 

Retain for five (5) years and 
until all audit requirements have 
been fulfilled, then destroy. 

Retain for two (2) years after 
settlement of claim, then 
destroy. 

Retain for two (2) years after 
settlement of claim, then 
destroy. 

Approved by Department, Agency or Division Representative 

Date _ 

Signature 

T y p e N a l i f GeorgiAnn N. Breichner 

Title 
City Clerk 

Schedule Authorized by State Archivist 

Date D E C 3 1999 

Signature 
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7 Insurance Policies - dealing with Environmental issues have a 
permanent liability clause. This is per Dept. of the 
Environment. 

Permanent, transfer periodically 
to the Maryland State Archives. 







Retain for \ years and until all audit requirements 
have been fulfilled, then destroy. 



Retain for^years and until all audit requirements 
have been fulfilled, then destroy. 






