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671—1.2(8A) Definitions. In addition to the definitions found in Iowa Code chapter 8A, and in particular,
Iowa Code section 8A.602, the following definitions apply:

“Non-record materials” means documents and informational materials that do not meet the statutory
definition of a record in Iowa Code section 8A.602(9) or that are excluded from the definition. Non-record
materials include library and museum material made or acquired and preserved solely for reference or
exhibition purposes, stocks of publications and unprocessed forms, and extra copies of documents made,
acquired, or received only for convenience or reference purposes.

“Office of record” means the agency in which a record is created, produced, executed, or received in
connection with official business of that agency. The office of record is responsible for maintenance and
disposition of records in accordance with approved records series retention and disposition schedules.

“Reference copy” is a copy of a record kept for easy access to the information the record contains. A
reference copy of a record may be distributed to make recipients aware of the content of the record but not
to direct the recipient to take action on a matter.

“Retention” or ‘‘retention period” is the minimum length of scheduled time a record must be kept
(either in the office or in offsite storage) because it is needed for ongoing business, to document an action,
or for statutory reasons.
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