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preserved solely for reference or exhibition purposes, extra 
copies of documents preserved only for convenience of reference, 
and stocks of publications and of processed documents are not 
included. (44 USC §3301) 

7. Records maintenance and use means any activity involving 
location of records of a federal agency; storage, retrieval, and 
handling of records kept at office file locations by or for a 
Federal agency; processing of mail by a Federal agency; or 
selection and utilization of equipment and supplies associated 
with records and copying. (44 USC §2901) 

8. Records Management means the planning, controlling, 
directing, organizing, training, promoting, and other managerial 
activities involved with respect to records creation, records 
maintenance and use, and records disposition in order to achieve 
adequate and proper documentation of the policies and 
transactions of the Federal Government and effective and 
economical management of agency operations. (44 USC §2901) 

9. Series means file units or documents arranged according to a 
filing system or kept together because they relate to a 
particular subject or function, result from the same activity, 
document a specific kind of transaction, take a particular 
physical form, or have some other relationship arising out of 
their creation, receipt, or use, such as restrictions on access 
and use. Also called a records series. (36 CFR §1220.14) 

10. Vital records mean essential agency records that are needed 
to meet operational responsibilities under national security 
emergencies or other emergency or disaster conditions (emergency 
operating records) or to protect the legal and financial rights 
of the Government and those affected by Government activities 
(legal and financial rights records). (36 CFR §1220.14) 

11. Vital records program means the policies, plans, and 
procedures developed and implemented and the resources needed to 
identify, use, and protect the essential records needed to meet 
operational responsibilities under national security emergencies 
or other emergency or disaster conditions or to protect the 
Government's rights or those of its citizens. This is a program 
element of an agency's emergency management function. (36 CFR 
§1220.14) 
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