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Drafts and Working Files 

These files consist of drafts, working files, and other records that have rmrumal or no 

documentary or evidential value 

Documents include records which document work being done, including such materials as roug 

notes and calculations; drafts produced solely for proof reading; working copies or drafts, on 

the final version is distributed or published (EXCLUDING drafts needed to understand 

alternatives and options, or contain unique Information in substantive annotations and 
comments); readily available reference matenals; origmatmg office copies of letters f 
transmittal that do not add any information to that contained in the transmitted m erial, and 

receiving office copy If filed separately; routine requests for information or pu ication and 

copies of rephes which require no administrative action, no pohcy decision nd no special 
compilation or research for reply; extra copies of outgoing communicati ; quasi-official notices 
including memoranda and other records that do not serve as the basis official action, such as 
notices of holiday or charity and welfare fund appeals, bond camp . ns, and similar records; 
records documenting routine activities containing no substantiv nformation, such as routme 

notifications of meetings, scheduling of work-related tnps an VIsits, and other scheduling 

related activities; suspense and tickler files or "to do" and sk lists that serve as a reminder that 
an action is required or that a reply to action is expecte purely facilitative records (i.e., 
documents pertaining to setting dates and times ofm tings); records related to preliminary, 
Interim, or ancillary actrvities, and other related re ords. 
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