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Effective June 1, 2018, the maximum retention parameters will be applied to email contained 

within the below system level email folders in all Howard County Public School System 

(HCPSS) accounts:  

 

A. Inbox – 1 year 

B. Sent Items – 60 days 

C. Deleted Items – 30 days 

D. Junk Email – 30 days 
 

Emails not deleted prior to the maximum retention parameter will automatically expire, and be 

removed from the email system based on the timeframes listed above. Staff members who wish to 

retain emails they have sent beyond the 60-day window are to follow the steps outlined on the 

Technology Resources Canvas Community. However, users should be aware that all emails in the 

Inbox folder will have a maximum retention period of one year, at which point they will 

automatically be expunged from the system.  

 

Please be aware that all electronic communications are discoverable and must be provided when 

issued a subpoena by the legal system. Additionally, electronic communications are subject to 

the Maryland Public Information Act (MPIA), and may be made public for inspection upon 

request. More information about MPIA can be accessed through the following link.  
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https://hcpss.instructure.com/courses/32959/pages/managing-sent-items
https://staff.hcpss.org/mod/forum/discuss.php?d=28536#p45687

