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a AM-119-1
m Electronic Message Retention

SCOPE

This policy defines the retention schedule for electronic mail (e-mail) messages maintained and
stored electronically on enterprise messaging systems, maintained by the Mayor’s Office of
Information Technology. Storage limitations are required in order to provide a cost effective and
high level of service and availability for these systems.

DEFINITIONS

Electronic mail or e-mail is an information transfer system which uses computers to send,
receive and temporarily store messages.

Retention is the maximum lifetime of an electronic message that the recipient has not deleted
from the email system.

SCHEDULE

Messages stored on enterprise servers will be retained for 90 days. Any message aged greater
than 90 days will be purged on a daily basis by the system administrator. Full system backups
used to maintain system integrity in the event of a malfunction or to retrieve accidentally deleted
messages will be maintained for 10 calendar days.

Records of Official City Business

All agencies are required to maintain records of all proceedings, financial transactions and
official acts of the City of Baltimore, under AM-502-1, Records Management. If electronic
messages or attached documents contained within e-mails are in these broad categories, a printed
version must be maintained by the agency and stored in the City Archives and Records
Management Center according to the agency’s approved retention schedule. These electronic
messages and attached documents will be automatically deleted from the server after 90 days.

RELATED POLICIES
AM-118-1 Electronic Communication Policy

AM-502-1 Records Management
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