Quick Help #3


Is It a Non-Record?
You can determine if material qualifies as a non-record by examining:

1.) The reasons for keeping the information and

2.) The uses to which the information is put.

Records require prior written approval for disposal; non-records do not.  Disposal of all non-records is at the discretion of the holder.

Examples of Non-Record Materials Include:
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Information copies of correspondence and other papers on which no documented administrative action is taken


Duplicate copies maintained in the same file


Answers to inquires/requests from the public that are not legally required to be preserved or kept as evidence of a public or private legal right or liability


Transmittal letters that do not add information to the contents of the transmitted material 


Reproduced or published material received from other offices which require no action and are not required for documentary purposes (the originating agency is required to maintain a record copy)


Catalogues, trade journals, and other publications or papers received which require no action and are not part of a case upon which action is being taken or will be taken


Library or museum material collected for information or exhibition purposes


Stock of publications, forms, or other printed documents that become obsolete or outdated due to revision (the originating agency should maintain a record copy)


Working papers, preliminary drafts, or other material summarized in final or other form which have no value once action has been taken
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