MAY BE OK TO TAKE:
Non-record materids
Non-record copies of documents provided that removal won't:

WHAT S OK?
Copies of your own persona actions, performance

e
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« Diminish the officia record of the agency

« Violate confidentidity required by nationa security,
privacy, or other interests provided by law

* Exceed norma administrative business economies

standards, travel vouchers and similar documents

Materials for your activities as a member of aunion or
professiona association or Tribal government
Ajournd of daily events maintained for your persond
usetht is separate from the cdendar of daily activities
you usefor your job

Notes taken for your personal use at atraining course

Notes taken for your personal use at a meeting that
are not circulated to other staff, and not used in
the transaction of government business

WHAT S NOT OK?

Calendars, appointment books, schedules of activities,
etc., that record your activities as a government employee

Drafts, background materials, notes (other than
those cited in the example of personal papers) and
other documents prepared in the course of your
assigned duties even though they are not made part
of the “officid file”

Speeches given or articles written in your capacity
as an agency employee or government officia

Notes used to give a briefing to agency staff

I'F YOU HAVE ANY QUESTI ONS OR NEED HELP

TO DETERM NE THE STATUS OF SPECIFI C
DOCUMENTS CONTACT THE RELATED

BUREAU/ OFFI CE REPRESENTATI VE LI STED ON

THE BACK PAGE OF THI S BROCHURE.
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WHAT S YOURS? WHAT S NOT YOURS?
WHAT CAN YOU TAKE? WHAT CAN T YOU
TAKE?

It doesn't matter if you're leaving government service
completely; going from ajob in one government agency to a
job in another government agency; or just moving from one
job to another job in the same government agency.

It doesn't matter if you' re a Senior Executive Service office
director around for the duration of a presdentia term; along
time career mid-level branch manager; or an introductory level
employee new to the government. The same rules apply to
you. You just can't arbitrarily take materids with you when
you move from job to job or leave public service. Asamatter
of fact, crimind pendties can be placed againgt you for the
unlawful remova of Federd records.

The Records Disposa Act specifies that records of the
U.S. Government may not be removed or destroyed except as
provided under the Act. None of its provisions permit employ-
eesto remove records. In addition, the Act requires agenciesto
establish safeguards againgt the removal or loss of records—
and initiate action to recover unlawfully removed records.

— Private papers brought into, created, or received in the
office: family and persond correspondence; materials docu-
menting professiond activities, outside business, or politica
pursuits, manuscripts, drafts for books and articles; volun-
teer and community service records

— Work—related papers: diaries, journds, notes, persond
caendars and gppointment schedules even though they
may contain work related information if used as reminders
or persona observations on work related topics and not for
the transaction of government business

HOW SHOULD | HANDLE PERSONAL PAPERS?
According to government record keeping practices you
should file them separately from agency records and clearly label
them as persond papers. This appliesto eectronic documents

aswdl.

| HAVE A CALENDAR | USE TO RECORD BOTH
MY WORK AND PERSONAL ACTIVITIES. ..
HOW DO | CLASSIFY | T?

Caendars, appointment books, and journas are difficult to
classfy because they often contain both persond and work-
related information. You must review this Stuation
very carefully.

If your calendar was distributed to others for an officia pur-

record satusif they each serve a separate adminigtrative pur-
pose and are controlled under different filing sysems. Ask
before you take.

HOW ABOUT WORKI NG PAPERS AND
NON- RECORD MATERI ALS. .. MAY | TAKE
THEM W TH ME?

You may, with the appropriate bureau/office records offi-
cer’'s gpproval, take non-record copies of documents—espe-
cidly materials you drafted, received, or otherwise acted upon.
You should, however, begin retaining extra copies of such doc-
uments at the onset of your job. Even if you haven't done so,
you may make arrangements to make sdlected copies prior to
your departure.

In addition, you may take other types of materidsthat are
not records because they do not meet the definition of records:
— Preiminary drafts not circulated for comment
— Sometypes of working papers
— Notes
— Other Smilar items that you would normally dispose of

when they are superseded or no longer needed

poseit very well may bearecord. Or, if the caendar was placed
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WHAT IS A RECORD?

Records are documentary materias thet you create or
receive while you do your job that (1) provide evidence of the
agency’s organization, functions, policies, decisons, proce-
dures, and operations, or (2) contain information of vaue.
Records may bein paper, film, tape, disk, or other physica
form. They may be generated manualy, electronicdly, or by
other means.

WHAT IS NOT A RECORD?

Materias such aslibrary or museum materias used soldy
for reference and exhibit purposes, extra copies of records kept
for convenience of reference, and stocks of publications and
processed documents are not records—they, however, do
belong to and are controlled by the government.

WHAT ARE PERSONAL PAPERS?

Persond papers are documentary materials that are not used
to conduct agency business. They include the following cate-
gories of materid:

— Papers created before entering the government service:
previous work files; politicd meterids; referencefiles

in an agency file, it islikely to be an agency record. To avoid
thiskind of issue, keep two caendars—one for your persona
activities and another to document work activities.

| HAVE COPI ES OF GOVERNMENT RECORDS
THAT | USE FOR RESEARCH... CAN | KEEP
THEM?

You may keep extra copies of records for convenience of
reference in your office or on your personal computer. You
must, however, obtain permission from the appropriate
bureaw/office records officer before you remove any of these
meaterids for persond use.

I AM RETI RING NEXT MONTH... WHAT
SHOULD | DO W TH MY FI LES BEFORE |
LEAVE?

You are free to take records of apurey persond neture
with you. You must, however, incorporate dl other materids
into your office's record keeping system o that they may be
accessbleto dl gaff who may need them.

WHAT ABOUT COPI ES OF AN ORI Gl NAL
DOCUMENT. ..  MNAY | KEEP THEM?
Determining whether a particular document is arecord
does not necessarily depend on whether it isan origind or a
copy. Multiple copies of the same document may each have

I RECEI VED A LETTER FROM A GOVERNMENT
OFFI CI AL THAT | NCLUDES | NFORMATI ON {

ABOUT A GOVERNMENT PROJECT WE ARE
COLLABORATI NG ON AND | NFORMATI ON
ABOUT A CHARI TY EVENT WE ARE BOTH

I N\VOLVED I N OQUTSI DE THE OFFI CE... HOW
SHOULD | FILE I T?

When you have a document that contains both officia and
persona information, you must copy or extract the information
relating to government business and incorporate it into your
agency files. You can then file the document with your person-
d papers.

ARE THERE | NSTANCES WHEN MY PERSON
AL PAPERS CAN LATER BE DETERM NED TO
BE AGENCY RECORDS?

Yes. Depending on the circumstances surrounding their
cregtion, maintenance and use, and disposition, persona papers
may, when deciding Freedom on Information (FOIA) cases, be
determined to be agency records. “Agency records’ for the
purposes of FOIA has abroader definition than found in 44
USC 3301




