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Item # Record Series Title Record Series Description Retention Period Approval Date 

GS1 Non-record Materials Non-record materials are recorded information that are in the possession of an 

agency, but are not needed to document the performance of an official function. An 

agency's disposition practices needs to include managing non-record materials, 

because their volume may exceed that of records that do document official 

functions. 

Examples of non-records may include: 

--Draft documents that are replaced by new or final versions. Drafts that are not 

needed to document the development of the final record. Drafts that are not 

required to be retained by an agency-specific schedule. 

--Duplicate copies of a document that are retained for convenience of reference. 

--Information that does not document official activities. 

--Letters of transmittal (including routing slips) that do not add any information to 

the transmitted material. 

--Notes and recordings that have been transcribed into another format for record 

retention. 

--Publications that are received from outside sources that are retained for reference 

purposes, such as newsletters, brochures, catalogs, books, professional development 

materials, etc. 

--Mass mailings, notices, flyers, etc. that are received for informational purposes. 

--Advertisements, spam and junk mail. 

--Tracking documents or tools that are used to ensure that all steps in a business 

process take place, but are not the official documentation of the action or activity. 

--Research and reference materials that are collected from outside sources, but are 

not needed to document how the final decision is made. 
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