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LEA VE BLANK (NARA use onlv) 
JOB NUMBER 

REQUEST FOR RECORDS DISPOSITION AUTHORITY 

)JJ-3� 7-09-/
Date Received To: NATIONAL ARCHIVES & RECORDS ADMINISTRATION /0{ OJ j-;)..00 8 8601 ADELPHI ROAD, COLLEGE PARK, MD 20740-6001 

I. FROM (AGENCY OR ESTALISHMENT) NOTIFICATION TO AGENCY 
Department of Energy 

In accordance with the provisions of 44 U.S.C 3303a: the disposition 
request, including amendments is approved except for items that may 

2. MAJOR SUBDIVISION 
Southwestern Power Administration be marked "disposition not approved" or "withdrawn" in column 10. 3. MINOR SUBDIVISION 

...Qffiee eJ Eo1 i,01 ete ei,e1 e�ion�, lnfePffiatioc I.ecbcclogif Qi,,isiQA 

�¾ �IVI�TOF THE�STAJS4. NAME OF PERSON WITH WHOM TO CONFER s. TELEPHONEI •17 09 'A,.,._.,,. 1c---,, • ,I •Miya Boyken 918.595.6713 
6. AGENCY CERTIFICATION 

I herby certify that I am authorized to act for this agency in matters pertaining to the disposition of its records and that the records 
proposed for disposal on the attached_ I __page(s) are not needed now for the business of this agency or will not be needed after the 
retention periods specified; and that written concurrence from the General Accounting Office, under the provisions of Title 8 of the 
GAO Manual for Guidance of Federal Agencies 

� is not required D is attached; or D has been requested. 
DATE 

7. ITEM NO. 

SIGNATURE OF AGENCY REPRESENTATIVE 

�":Jul/�i,_ !So?;LC/, 
8. DESflRIPTION OF ITEM AND PROPOSED DISPOSITION 

TITLE 
Information Technology Specialist 
Agency Designated Records Officer 
9. GRS OR SUPERSEDED 10. ACTION TAKEN 
JOB CITATION (NARA USE ONLY) 

(See Attached) 
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Southwestern Power Administration 
SF 115 

Southwestern Power Administration (SWP A) was established in 1943 by the Secretary of the 
Interior as a Federal Agency that today operates within the Department of Energy (DOE) under 
the authority of Section 5 of the Flood Control Act of 1944. 

As one of the four Power Marketing Administrations (PMA) in the United States, SWP A 
markets hydroelectric power in Arkansas, Kansas, Louisiana, Missouri, Oklahoma, and Texas 
from 24 U.S. Army Corps of Engineers multipurpose dams. 

By law, SWPA's power is marketed and delivered primarily to public bodies such as rural 
electric cooperatives and municipal utilities. SWP A has over one hundred such "preference" 
customers, and these entities ultimately serve another seven million end-use customers. 

SWP A operates and maintains 1,380 miles of high-voltage transmission lines, substations, and a 
communications system that includes microwave, VHF radio, and state-of-the-art fiber optics. 
Staff members work from offices located in Gore, Oklahoma; Jonesboro, Arkansas; Springfield. 
Missouri; and Tulsa, Oklahoma. Around-the-clock power scheduling and dispatching are 
conducted from the Springfield Operations Center. 

SWPA's mission is to market and reliably deliver Federal hydroelectric power with preference to 
public bodies and cooperatives. This is accomplished by maximizing the use of Federal assets to 
repay the Federal investment and participating with other water resource users in an effort to 
balance diverse interests with power needs within broad parameters set by the U.S. Army Corps 
of Engineers, and implementing public policy. 

OFFICE OF ADMINISTRATOR 

The Administrator provides executive direction and exercises authority over all Southwestern's 
organizational elements. Information may be recorded on various media including paper, film, 
tape, disk, diskette, or in the electronic document management system. All records in this 
chapter are scheduled in media neutral format. 

Item 1: Administrator's Schedule of Daily Activities (1000) 
The Administrator's daily activity material may include records documenting the 
"high points" of Senior Staff Meetings and Senior Staff Retreats kept on the agency 
intranet. Electronic files may include SWPA's Weekly Report to the Secretary of 
Energy, and the monthly 30-60-90 Day Report. The Internal Tracking System is 
managed by the Administrator's executive assistant to track all requests (via 
telephone, email, or postal mail) addressed to the Administrator requiring a response 
with a due date. The Weekly and 30-60-90 Day Reports are saved electronically on 
the network under \\pegasus\secretary. Highpoints of Senior Staff Meetings and 
Retreats are published to Southwestern's Intranet. 

SWPA SFI I� -FINAL VERSION 
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Also includes items covered by the Department of Energy, Administrative Records 
Schedule 23: Records Common to Most Offices, Item 5 . 1  : 

a. Records of High-Level Officials 
Unique substantive records relating to the activities of high level officials (to 
include scientific and technical staff-Federal or contractor), e.g., Secretarial 
officers, heads of program offices, heads of offices, their deputies and assistants; 
the heads of staff offices, directors of offices, or equivalent; principal field 
officials; and staff assistants to all these aforementioned officials, such as special 
assistants, confidential assistants, and administrative assistants; and career Federal 
employees, political appointees, and officers of the Armed Forces serving in 
equivalent or comparable positions; also includes equivalent contractor officials. 
Examples of these records include, but are not limited to Administrator's 
correspondence, calendars, appointment books, schedules, logs, diaries, and other 
records documenting meetings, appointments, telephone calls, trips, visits, and 
other activities while serving in an official capacity. 

PERMANENT. Cut off at the end of the fiscal year. If the records are paper or 
other hardcopy media, transfer to the NARA in 5 year blocks when 25 years old. 
If the records are electronic, transfer physical custody to NARA for pre­
accessioning five years after cut off. Transfer legal custody of electronic records 
to NARA 25 years after cut off. 

b. EleetroHic eopies shell fellow: 
Department of Energy, Administrative Records Schedule 23: Records Common to 
Most Offices, Item 5. Schedules of Dailv A,ctivities. Calendars, appointment 
books, schedules, logs, diaries, and other records documenting meetings, 
appointments, telephone calls, trips, visits, and other activities by Federal 
employees 1tvhile serving in an official capacity, EXCWDI}J:G materials 
determined to be personal. [GRS 23(5)] 

1) Records containing substantive information relating to official activities, the 
substance of1tvhich has not been incorporated into official files, EXCLUDING 
records relating to the official activities of high Government officials. 

TEMPORARY. Cut off at the end of the fiscal year. Destroy or delete when 
2 years old. 

2) Records documenting routine activities containing no substantive information 
and records containing substantive information, the substance of ·.vhieh has 
been incorporated into organized files. 

TEMPORA .. RY. Cut off at the end of the fiscal year. Destroy or delete v,rhen 
no longer needed for convenience of reference. 

SWPA SFI 15 - FINAL VERSION 
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Item 2: Agency Mission, Vision, Strategic and Objective Plans (1020) 
Material related to SWPA 's mission, vision, strategic, and objectives plans, includes 
long-range plans, 5-year plans, plans are developed in accordance with authority 
delegated to SWPA. (Based on NCl-387-76-1 p. 167) 

PERMANENT. Cut off when superseded or obsolete. Arranged by subject plan. If 
records are paper or other hardcopy media, transfer to offsite storage 4 years after cut 
off, and transfer to NARA 20 years after cut off. If records are electronic, transfer 
physical custody to NARA for pre-accessioning five years after cut off. Transfer legal 
custody of electronic records to NARA 20 years after cut off. 

Item 3: Delegations of Authority (1110) 
Material related to general delegations of authority and responsibilities of officials. 
Includes indefinite and short term assignments. (Based on NCl-387-76-1 p. 166) 

TEMPORARY. Cut off when superseded or obsolete. Destroy 4 years after cut off. 

LEGAL 

Material related to agency legal affairs that provide legal services and legal counsel to all 
programs of Southwestern Power Administration (SWP A). Material relating to interpretation of 
law, litigation, legislation, and related activities. Information may be recorded on various media 
including paper, film, tape, disk, diskette, or in the electronic document management system. All 
records in this chapter are scheduled in media neutral format. Material relating to objectives, 
policy, procedures, and operations of general counsel activities excluding records specifically 
described elsewhere in this schedule and records maintained at agency staff planning levels. 

Item 4: Equel Empleyment Cemplei:nts (1660) [CRS 1(25)) 
Records used by General Counsel but not filed in the official discrimination 
complaint ease file. Filed in Legal Records, File Room #1604. 

a. Background records not filed in the Official Discrimination Complaint Case 
Files-: 

b. Records documenting complaints that do not develop into Official 
Discrimination Complaint Cases. 

TEMPORARY. Cut off at end of fiscal year. Place in inactive file when ease 
resolved. Destroy 2 years after final resolution of ease 

SWP A SFl 15 - FINAL VERSION 
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Item S: FFeedom of lnfeFmetion Aet (FOIA) (1700) 
a. GeneFel. 

Records relating to the general implementation of the FOL'\, including notices, 
memorandums, routine correspondence and related records. Filed in Legal 
Records, File Room #1604 and electronically at N:\Dept_Legal\\VP\1720\. [GRS 
14(15)] 

TEMPORJ...RY. Cut off end offiseal year. Destroy 2 years after out off. 

b. FOIA Reports (1710) 
Recurring reports and one time information requirements relating to the 
implementation of FOIA. EXCLUDING annual reports to the Congress at the 
departmental or agency le>vel. Filed in Legal Records, File Room #1604. [GR8 
14(14)] 

TEMPORARY. Cut off at end of fiscal year. Destroy 2 years after cut off. 

c. FOil·.. Requests (1720) [GRS 14(11)] 

1) eppFO�'ed. Files created in response to requests for information under the 
FOIA, consisting of the original request, a copy of the reply thereto, and all 
related supporting files vA1ieh includes the official file copy of requested 
record or copy thereof. Filed in Legal Records, File Room # 1604. 

TEMPORJ.. RY. Cut off at end of fiscal year. Destroy 2 years after cut off 

2) Denied. Denying aeeess to all or part of the records requested. 

TEMPORA.RY. Cut off at end of fiscal year. Destroy 6 years after cut off. 

d. Copies of Fequested FeeoFds. 

TEMPORARY. Dispose of in accordance v,ith approved agency disposition 
instructions for the related records or \Vith the related FOIA request, whichever is 
later. 

SWP A SF 1 15 - FINAL VERSION 
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Item a: PfiYacy (1800) 
Records relating to general implementation of the Privacy Act including notices, 
memorandums, routine correspondence and related papers. Filed in Legal Records, 
File Room #1604. 

a. Pfh1acy Act Geeefftl Admieistfath1e Files. Records relating to the general 
agency implementation of the Privacy Aet, including notices, memoranda, routine 
correspondence, and related records. [CRS 14(16)] 

TEMPOR1\RY. Cut off at the end of the fiscal year. Destroy 2 years after cut 
eff.. 

b. Pfi¥acy Act Reports (1810) 
Records relating to recurring reports and one time information requirements 
relating to South-v,estern implementation, including biennial reports to the Office 
of Management and Budget (0MB), and the Report on New Systems at all le11els. 
Filed in Legal Records, File Room #1604. [CRS 14(25)] 

TEMPORzt\RY. Cut off at the end of the fiscal year. Destroy 5 years after cut 
eff.. 

c. PfiYaey Act Requests (1820) 
Case files created in response to requests from individuals to gain access to 

their records or to any information in the records pertaining to them, as 
provided for under 5 USC 552a(d)(l ). Files contain original request, copy of 
reply thereto and all related supporting documents. Filed in Legal Records, 
File Room #1604. [CRS 14(21)] 

1) Appf8¥ed 

TEMPORzi\RY. Cut off at the end of the fiscal year. Destroy t\vo years 
after eut off. 

2) Denied 

TEMPORARY. Cut off at the end of the fiscal year. Destroy five years 
after eut off. 

3) Official file cepy ef Fe quested feeefds 

TEMPORzt\RY. Dispose of in accordance with approved agency 
disposition instructions for the related records or vi'ith the related Privac;' 
Act request, :r,vhichever is later. 

SWPA SFl 15 - FINAL VERSION 
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Item 7: Legal Correspondence (2000) 
Correspondence, memorandum and documents regarding legal services and 
procedures related to SWP A 's right to participate in litigation and to take other legal 
action. The official record copy is on one medium, paper, unless otherwise specified. 
Arranged by subject. Annual accumulation is less than 1 linear foot. Filed in Legal 
Records, File Room #1604 and electronically at N:\Dept_Legal\WP\2000\. 

TEMPORARY. Cut off at the close of each fiscal year in which legal opinion 
finalized. Destroy 20 years after cut off. 

Item 8: Legal Opinions (2010) 
Legal opinions concerning agency policies, procedures, Issues, laws, and legislation, 
inquiries, responses, and related documents about laws and legislative matters that 
affect SWP A. Filed by subject. Copies may be filed in appropriate subject file. Filed 
in Legal Records, File Room #1604. 

PERMANENT. Subject files will be placed in inactive file when policy is cancelled, 
superseded, or revoked. Cut off inactive file at the close of each fiscal year. Cut off at 
the end of fiscal year. Transfer to NARA five (5) years after cut off. 

Item 9: Federal Legislation (2020) 
Documents accumulated in preparation, review, comment and legal interpretation of 
proposed or enacted legislation. Documents may include House or Senate bills. 
Arranged by bill number. Annual accumulation is less than 1 linear foot. Filed in 
Legal Records, File Room #1604. 

PERMANENT. Cut off at the end of the fiscal year. Maintain onsite for five (5) 
years after cut off or when volume warrants and then transfer to offsite storage. 
Transfer to NARA 20 years after cut off. 

Item 10: Proposed end Pending Legisletion Cese Files but Not Enneted (lOll) 

ITEM WITHDRAWN - these are filed and maintained with item 9 above 

Case files regarding proposed and enacted State Legislation 1.vhieh documents and 
bills relating to S\l/PA functions and responsibilities, includes cooperath•e efforts 
behveen S\VPA, other agencies, groups, or individuals and the states in obtaining 
particular legislation; related correspondence, copies of legislation, surveys of needed 
lav,zs or amendmen-ts, hearings, and comments. The official record copy is on one 
medium, paper, unless otherwise specific. Arranged by subject. A,�.nual accumulation 
is less than one (1) linear foot. Filed in Legal Records, File Room #1604. 

PERl\4,A,.._,_�ENT. Cut off at the end of the fiscal in •.vhieh related legislation is 
completed. Maintain onsite for 5 years after cut off and then transfer to offsite 

SWP A SF 1 15 - FINAL VERSION 
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Item 11: Litigation Case Files (2040) 
Case files relating to legal action or judicial proceedings pertaining to that action, 
filed against SWP A or by SWP A as a lawsuit in either an administrative agency or a 
court. The official record copy is on one medium, paper, unless otherwise specified. 
Including by not limited to: Judicial litigation includes documentation needed to 
prepare for judicial proceedings before a body that may consist of a judge or judges 
and a jury. Cases arranged by subject and divided into three categories: 1) Cases 
against SWPA; 2) Cases SWPA is a party; and 3) Board of Contract Appeals. Annual 
accumulation varies from less than one linear foot to three linear feet. Filed in Legal 
Records, File Room #1604. 

PERMANENT. Cut off at the close of the fiscal year in which case closes or 
settlement occurs. Transfer to NARA 25 years after close of case. 

Item 12: Claim Case Files (2041) 
Case files relating to legal action or judicial proceedings pertaining to that action, in 
which SWP A is a party or litigation in which SWP A is not a party but has a bearing 
on SWP A. Also includes claims by the U.S. (SWP A, Torts (3rd party) and Employee 
claims. Filed in Legal Records, File Room #1604. 

TEMPORARY. Cut off at the close of the fiscal year in which case closes or 
settlement occurs. Destroy 10 years after cut off. 

Item 13: General Proceedings Regulatory Commissions (2082) 
Cases filed before Federal Energy Regulatory Commission (FERC) and Nuclear 
Regulatory Commission (NRC) and reviewed by FERC in accordance with FERC 
regulations for Federal Power Marketing Administrations, under United States Code 
Title 18 - Conservation of Power and Water Resources, Chapter I- Federal Energy 
Regulatory Commission, Department of Energy, Subchapter L - Regulations for 
Federal Power Marketing Administrations. Arranged by Docket number. Filed in 
Legal Records, File Room #1604. 

PERMANENT. Cut off at the end of the fiscal year in which case closes. Transfer to 
NARA 25 years after close of case. 

SWP A SFI 15 - FINAL VERSION 
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Item 14: MeFit Systems PFoteetioe BoeFd (MSPB) Case Files (2087) [GRS 1(30)) 
Files of eases filed with the MSPB. Filed in Legal Records, File Room #1604. Co'vers 
records relating to grievances, adverse actions end performenee based actions raised 
by agenC)' eHJ.13loyees, except EEO complaints includes statements of witnesses, 
reports of intervie1,.vs and hearings, examiner's findings end recommendations, a eopy 
of the original decision, related correspondence and exhibits, end records relating to a 
reconsideration reEJ:uest. A.lso includes a copy.of the proposed adverse action with 
supporting documents; statements ofv1itnesses; employee's reply; hearing notices, 
reports, end decisions; re1lersal of action; end appeal records, EXCLUDING letteFs 
of FePFimeed whieh &Fe :filed iB the OPF. 

TKMPORIJlY. Cut of at the end of fiscal year in which ease is resoh·ed. Destroy 
no sooner then 4 years but no later then 7 years after cut off. 

Item 15: Equel Employmeet Opportueity Commissioe (EEOC) Cese Files (2088) (GRS 
1(25)(e)] 
Originating agency's file containing complaints with related correspondence, reports, 
exhibits, withdrav,al notices, copies of decisions, records of hearings end meetings, 
and other records as described in 29 CFR 1613.222. Cases resolved ·.vithin the 
agency, by EEJ:ual Employment Opportunity Commission, or by a U.S. Court. 
Arranged by case file. File in Legal Records, File Room #1604. 

TEMPORf,._RY. Cut off end the end of the fiscal year in which ease is resolved. 
Destroy 4 years after cut off. 

Item 16: Monthly Usege of Oeline Legel ReseeFeh Tools (2245) 
Electronic files end hard copy printouts ereated to monitor S)'Stem usage, including, 
but not limited to, log in files, password files, audit trail files, system usage files, end 
eost back files used to assess charges for system use. Used for billing purposes. Cut 
off end of fiscal year. Arranged by system. Filed in Legal Records, File Room #1604. 
(GRS 20(l)(e)] 

TEMPORARY. Cut off at the end of the fiscal year. Delete/destroy v1hen the agency 
determines they are no longer needed for administrative, legal, audit, or other 
operational purposes. 

Item 17: Employee Respoesihility end Coeduet peF the Ethies PFogFem (3735) (GRS 

Includes Employee Financial disclosure· forms (450/278), also documents, reports, 
training rosters of eHJ.13loyees reEJ:uired to complete 450's filed by eHJ.13loyee name. 
Arranged by eHJ.13loyee name. Filed in Legal Records, File Room #1604. 

a. Exeeutiv:e BF&eeh PeFSoenel Puhlie FiBeeeiel DiselosuFe Reports (SF 278) 
eed Feleted FeeoFds. 

SWPA SFl 15 - FINAL VERSION 
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1) SF 278 reparts for individuals filing in aeeordanee 1.vith Section lOl(b) or (e) 
of the Aet, and not subsequently eonfirmed by the U.S. Senate or eleeted. 

TEMPORARY. Cut of at the end of the fiseal year. Destroy 1 year after 
nominee or eandidate eeases to be under eonsideration for the position; 
EXCEPT that doeuments needed in an ongoing investigation vlill be retained 
until no longer needed in the investigation. 

2) All ether SF 278s. 

TEMPOR.t\RY. Cut off at the end of the fiscal year. Destroy v1hen 6 years 
old; EXCEPT that documents needed in an ongoing im·estigation will be 
retained until no longer needed in the investigation. 

b. E*eeuti¥e BrBBeh Canfidentiel Fineneiel Diselasure Reparts (OGE Farm 
4S0) end Canfidentiel Certifieetes af Na New Interests (OGE Optianel Farm 
4S0 A) end releted reeards. 

1) OGE Farm 4S0s for individuals not subsequently confirmed by the U.S. 
Senate. 

TEMPORARY. Cut off at the end of the fiscal year. Destroy 1 year after 
nominee ceases to be under consideration for the position; EXCEPT that 
doeuments needed in an ongoing investigation will be retained until no longer 
needed in the investigation. 

2) i'... 11 ether OGE Farm 4S0s end OGE Optianel Farm 4S0 As. 

TEMPQR,:+._._RY. Cut off at the end of the fiseal year. Destroy 6 year after 
nominee eeases to be under eonsideration for the position; EXCEPT that 
doeuments needed in an ongoing investigation 1Nil1 "be retained lHltil no longer 
needed in the investigation. 

SWPA SFl 15o- FINAL VERSION 
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Item 18: Ceeerel Ethies Pregrem Reeards (3736) (CRS lS(l)]. 

Reeords maintained by ethies program offiees relating to the development, review, 
implementation, and interpretation of proposed or established eKeetiti�•e braneh 
standards of ethieal eonduet and other ethies regulations; eonfliet of interest and other 
ethies related statutes and EKeetitive Orders; and any ageney supplemental standards 
of ethical eonduet and other ageney ethies related regulations and direetives. 
Including: records doeumenting the review of proposed or established ethies related 
statutes and regulations hy ethies program offieials, including eopies of proposed 
legislation, comments, and all related reeords; determinations, ineluding adviee and 
eounseling to individual employees, and supporting records; reeords relating to 
requests under ageney supplemental standards of ethical eonduet for prior approval of 
outside employment and aetivities. i\.lso includes ethies log, training rosters, and 
outside employment forms. Filed in Legal Reeords, File Room #1604. 

TEMPORARY. Cut off at the end of the fiseal year. Destroy when 6 years old or 
when superseded or ohsolete, whiehever is later. 

RA TES AND REPAYMENT - GENERAL 

Material relating to rates and repayment documentation and support for Southwestern Power 
Administration's (Southwestern) adherence to regulatory and statutory requirements. These 
records document the implementation of substantive policies and procedures. Retention of these 
materials allows orderly access to information which may be required for reference and 
verification of Southwestern's historical repayment records, repayment studies, policies, and 
adherence to statutory and Federal Energy Regulatory Commission (FERC) requirements. 
Included material is related to periodic analyses for power and transmission rate determinations, 
revenue requirements and for submissions and related matters before the FERC including 
preliminary (pre-initial), initial, supplemental and final rate proceedings. Documentation in the 
form of policies, reports, studies and other historically collected information is used to assure 
rates are adequate for repayment of all costs to operate and maintain the generation and 
transmission facilities and repayment of principal and interest on the Federal investment. 

Arrange subject policy and procedure by fiscal year. 

Item 19: Recurring Reports (6601) 
Reports prepared for state, regional, departmental, federal or other outside entities 
which cover rates and repayment or related data. Reports may include single 
reporting requests by internal and external requestors including Southwest Power 
Pool, Oklahoma Corporation Commission, U.eS. Department of Energy, Energy 
Information Administration or regularly recurring reports. 

TEMPORARY. Cut off at close of odd number Fiscal Year. Transfer to Federal 
Records Center 4 years after cut off. Destroy 20 years after cut off. 
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Item 20: One-Time or General Information (rate related) (6602) 
Includes inquiries by outside entities and responses, notes on general policies and 
copies of general information received or provided to others. Information may 
include information provided to the rates and repayment functional area. Sources of 
inquiries or responses include government entities, customer groups, other utility 
entities and internal entities. 

TEMPORARY. Cut off at close of odd number Fiscal Year. Transfer to Federal 
Records Center 4 years after cut off. Destroy 20 years after cut off. 

Item 21: Rate Related Subject File (6603) 
Copies of faxes and two-way memos sent as responses or received as general rates or 
repayment information. Covers correspondence with government entities, customer 
groups, other utility entities and internal entities. 

TEMPORARY. Cut off at close of odd number Fiscal Year. Transfer to Federal 
Records Center 4 years after cut off. Destroy 20 years after cut off. 

Item 22: Report of Rate Related Telephone Calls (w/particular subject) (6604) 
Record of calls relating to rates and repayment or related information received or 
requested via telephone from all sources. 

TEMPORARY. Cut off at close of odd number Fiscal Year. Transfer to Federal 
Records Center 4 years after cut off. Destroy 20 years after cut off. 

Item 23: Current Rate Filing Status (6605) 
Reports of rate proposals, filing packages and rate schedule status. 

TEMPORARY. Cut off at close of odd number Fiscal Year. Transfer to Federal 
Records Center 4 years after cut off. Destroy 20 years after cut off. 

Item 24: Marketing PMA Primary Statistics (contract related) (6606) 
Information and documentation gathered for general historical documentation. 

TEMPORARY. Cut off at close of odd number Fiscal Year. Transfer to Federal 
Records Center 4 years after cut off. Destroy 20 years after cut off. 

SWP A SFI 15 - FINAL VERSION 
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Item 25: Rate and Repayment Policies and Procedures (6610) 
Documentation for rates and repayment policies and procedures. History of policies 
followed with comments and documentation other than just copies of policy. 

PERMANENT. Cut off at close of odd number Fiscal Year. Transfer to Federal 
Records Center 4 years after cut off. Transfer to National Archives 20 years after 
close of case. 

Item 26: Delegation Orders (6611) 
Includes Department of Energy and other applicable delegations and their history as 
related to rates and repayment areas of authority. Copies of drafts, comments and 
legal opinions are included. (Based on NCl-387-76-1 p. 76 and 1 67) 

PERMANENT. Cut off at close of odd number Fiscal Year. Transfer to Federal 
Records Center 4 years after cut off. Transfer to NARA 20 years after cut off. 

Item 27: DOE Regulations (6612) 
Covered by RA 6120.2, 10 CFR 903. History and comments on regulations and 
related issuances, correspondence etc affecting rates and repayment. 

TEMPORARY. Cut off at close of odd number Fiscal Year. Transfer to Federal 
Records Center 4 years after cut off. Destroy 20 years after cut off. 

Item 28: Rate Adjustment Procedures (6613) 
Covered by DOE FERC. Federal acts and other issuances related to rates and 
repayment and related correspondence covering additional information and 
comments. 

TEMPORARY. Cut off at close of odd number Fiscal Year. Transfer to Federal 
Records Center 4 years after cut off. Destroy 20 years after cut off. 

Item 29: Statutes (6614) 
Documentation of statutes related to Rates and Repayment or Southwestern Power 
Administration in general includes history of comments and other communications 
internally or externally. 

TEMPORARY. Cut off at close of odd number Fiscal Year. Transfer to Federal 
Records Center 4 years after cut off. Destroy 20 years after cut off. 

Item 30: PURPA Co Generation (Public Utilities Regulatory Policies Act) (6614.1) 
Material related to correspondence, inquiries and guidance concerning PURP A) 

TEMPORARY. Cut off at close of odd number Fiscal Year. Transfer to Federal 
Records Center 4 years after cut off. Destroy 20 years after cut off. 
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Item 31: Philosophies (preference, cost basis) (6616) 
Documentation, information and background materials covering preference 
customers, cost based rates and other operating philosophies related to the federal 
hydropower program. 

TEMPORARY. Cut off at close of odd number Fiscal Year. Transfer to Federal 
Records Center 4 years after cut off. Destroy 20 years after cut off. 

Item 32: Environmental (rate related) (6617) 
Issues and documentation as applies to rates for the National Environmental Policy 
Act and other regulations required for Federal power marketing activities. 

TEMPORARY. Cut off at close of odd number Fiscal Year. Transfer to Federal 
Records Center 4 years after cut off. Destroy 20 years after cut off. 

Item 33: Meetings, Conferences, and Committees (6620) (interagency) 
Notes and documentation of interagency meetings covering issues related to rates and 
repayment policy. 

TEMPORARY. Cut off at close of odd number Fiscal Year. Transfer to Federal 
Records Center 4 years after cut off. Destroy 20 years after cut off. 

Item 34: Interagency Task Force on Interest Rates (6621)
Notes of meetings and information sharing between the Power Marketing 
Administrations, the Corps of Engineers and the Bureau of Reclamation. Includes 
other financial and rates and repayment topics also. (Based on NCl-387-76-1 p. 167) 

TEMPORARY. Cut off at close of odd number Fiscal Year. Transfer to Federal 
Records Center 4 years after cut off. Destroy 20 years after cut off. 

Item 35: OMB/Financial Practices Task Group (Operations, Maintenance, and 
Replacements Costs) 
Notes and Information for a study requested by the Office of Management and 
Budget (0MB) of all 4 Power Marketing Administrations to assess financial 
management practices for consistency with other electric utilities". (Based on NCl-
387-76-1 p. 1 67) 

TEMPORARY. Cut off at close of odd number Fiscal Year. Transfer to Federal 
Records Center 4 years after cut off. Destroy 20 years after cut off. 

SWPA SFl 1 5  - FINAL VERSION 
Page 1 3  of 126 



-SFl 15 Southwestern Powe!ministration 
Item 36: OM&R Group (6623) 

Notes, history and information relating to Power Marketing Administrations' 
financial practices and 0MB requests for improvements as retained from the group 
meetings and correspondence. 

TEMPORARY. Cut off at close of odd number Fiscal Year. Transfer to Federal 
Records Center 4 years after cut off. Destroy 20 years after cut off. 

Item 37: Rates Subcommittee (SPRA) (6624) 
Meeting notes and information from this subcommittee. 

TEMPORARY. Cut off at close of odd number Fiscal Year. Transfer to Federal 
Records Center 4 years after cut off. Destroy 20 years after cut off. 

Item 38: Special Studies (rate-related case mes) (6630) 
Documentation and information on studies and requests related to rates and 
repayment or other Southwestern issues. (Based on NCl -387-76- 1 p. 1 53) 

TEMPORARY. Cut off upon completion of study. Transfer to FRC 5 years after cut 
off. Destroy 20 years after cut off. 

Item 39: Special Services/Charges (6631) 
Documentation and information related to power contracts and special service 
charges assessed to customers. (Based on NCl -387-76-1 p. 1 53) 

TEMPORARY. Cut off at the end of the fiscal year when contract is terminated or 
superseded. Transfer to the Federal Records Center 5 years after cut off. Destroy 20 
years after cut off. 

Item 40: Rate Adjustment Threshold (6632) 
Policy, procedures and history documents on the establishment of the rate adjustment 
thresholds for Southwestern including customer comments. (Based on NCl -387-76- 1 
p. 1 53) 

PERMANENT. Cut off when superseded or obsolete. Transfer to FRC 5 years 
after cut off. Transfer to NARA 20 years after cut off. 

Item 41: Area Wholesale Electric Rates (6633) 
Information and correspondence on rates of other entities, including information from 
FERC. 

TEMPORARY. Cut off at close of odd number Fiscal Year. Transfer to Federal 
Records Center 4 years after cut off. Destroy 20 years after cut off. 
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Item 42: Rate/Repayment Reform (6634) 

Proposed changes in legislation, correspondence and responses to information 
requests concerning changes to repayment practices of the power marketing 
administrations. 

TEMPORARY. Cut off at close of odd number Fiscal Year. Transfer to Federal 
Records Center 4 years after cut off. Destroy 20 years after cut off. 

Item 43: Buy-Out Option (Repayment Reform) (6634.1) 
Correspondence and information concerning change in interest rates and repayment at 
BP A and the other power marketing administrations. 

TEMPORARY. Cut off at close of odd number Fiscal Year. Transfer to Federal 
Records Center 4 years after cut off. Destroy 20 years after cut off. 

Item 44: Integration of Isolated Projects (6635) 
Notes and related information from a study conducted by SWP A personnel on the 
construction and contractual requirements for integration of nine isolated hydropower 
projects into the integrated system. (Based on NCl-387-76-1 p .  153) 

TEMPORARY. Cut off upon completion of study. Transfer to Federal Records 
Center 5 years after cut off. Destroy 50 years after cut off. 

Item 45: Financial Performance Indicators (6636) 
Data files and information on different performance indicators reported by 
Southwestern. 

TEMPORARY. Cut off at close of odd number Fiscal Year. Transfer to Federal 
Records Center 4 years after cut off. Destroy 20 years after cut off. 

Item 46: Financial/Economic Studies (6637) 
Various studies and related data prepared by rates and repayment area for the agency. 

TEMPORARY. Cut off at close of odd number Fiscal Year. Transfer to Federal 
Records Center 4 years after cut off. Destroy 20 years after cut off. 

Item 47: FERC OFdeF 888&889 (Fete Feleted) (6638) 
Orders and rela-ted information as rela-ted to establishment of Southwestern policies 
and ra-te requirements. 

TEMPORf�Y. Cut off at close of odd fflHH:ber Fiscal Year. Transfer to Federal 
Records Center 4 years after eut off. Destroy 20 years after out off. 
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Item 48: Rate and Repayment Case Files (6640) 

By rate system, then divided into Congressional, DOE (FERC), customer, other and 
proceedings before FERC. filed by year of study. Includes copies of all filing 
documents, motions to intervene by outside entities and notices to customers. 

PERMANENT. Cut off at the end of the fiscal year in which case closed. Transfer 
to FRC 10 years after cut off. Transfer to NARA 25 years after cut off. 

Item 49: Power Repayment Study and Rate Proposal (bound) (6650) 
Bound copies of studies by rate system and by year of study. Based on DOE Order 
RA 6120.2 dated September 20, 1979 and revisions effective October 1, 1983 (Based 
on NCl-387-76-1 p. 153) 

PERMANENT. Cut off upon completion of study. Transfer to FRC 10 years after 
cut off. Transfer to NARA 25 years after cut off. 

Item 50: Rate Proposal Backup Material (6651) 
Rate development process records of public forums, information and comments. 
(Based on NCl-387-76-1 p. 153) 

PERMANENT. Cut off upon completion of repayment study or rate proposal case is 
closed. Transfer to FRC 10 years after cut off. Transfer to NARA 25 years after cut 
off. 

Item 51: Revenue Distribution (6660) 
Records of revenue distribution by FY year. 

TEMPORARY: Cut off at close of odd number fiscal year. Transfer to the Federal 
Records Center 4 years after cut off. Destroy 20 years after cut off. 

Item 52: Cost Allocation (6670) 
Information by year for cost allocations for various projects. Includes 
correspondence and meeting notes. 

TEMPORARY. Cut off at close of odd number Fiscal Year. Transfer to Federal 
 Records Center 4 years after cut off. Destroy 20 years after cut off. 

Item 53: Cost Allocation Case Files (6671) 
Records by projects for related cost allocations. Arranged alphabetically by project. 
(Based on NCl-387-76-1 p. 167) 

TEMPORARY. Cut off at the end of the fiscal year in which Southwestern is no 
longer marketing agent for the project. Transfer to the Federal Records center 5 years 
after cut off. Destroy 10 years after cut off. 
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Item 54: Interagency Committee on Cost Allocation (6672) 

Notes and information related to this committee consisting of members from 
Southwestern, the Corps of Engineers and FERC. 

TEMPORARY. Cut off at close of odd number Fiscal Year. Transfer to Federal 
Records Center 4 years after cut off. Destroy 20 years after cut off. 

Item 55: Rates (6680) 
Rate design and other rate related issues. Includes agency work group notes and 
customer correspondence and other miscellaneous rate information. 

TEMPORARY. Cut off at close of odd number Fiscal Year. Transfer to Federal 
Records Center 4 years after cut off. Destroy 20 years after cut off. 

Item 56: Rate History (6681) 
Historical documents covering rates and work in rates and repayment. 

PERMANENT. Cut off at close of odd number Fiscal Year. Transfer to Federal 
Records Center 4 years after cut off. Transfer to NARA 25 years after cut off. 

Item 57: Rate Schedules (6682) 
Copies of rate schedules used for tracking rate changes over time. (Based on NCl -
387-76-1 p. 167) 

PERMANENT. Cut off at close of odd number Fiscal Year. Transfer to Feder£!l 
Records Center 4 years after cut off. Transfer to NARA 25 years after cut off. 

Item 58: Southwestern Rate Orders (6683) 
Documentation ofSWPA's rate orders with the FERC. (Based on NCl-387-76-1 p. 
153) 

PERMANENT. Cut off at close of odd number Fiscal Year. Transfer to Federal 
Records Center 4 years after cut off. Transfer to NARA 25 years after cut off. 

Item 59: Rate Daeuments (6684) Non-record 
Reference materia-1 and historica-1 documentation of FERG dockets related to PMt\s 

a. Pl\41... Daekets (6684.1) 
Reference information related to PMAs. 

b. Alaska Pa1lieF ,•...dmiBistFBtian (,A.._PA) (6684.11) 
FERC dockets and information specific to APA. 

e. Bonneville PaweF AdmiBistFBtian (BPI...) (6684.12) 
FERG dockets and information specific to BPA. 
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d. Southeastern PoVi·er Administration (8EPA) (6684.13) 
FERG dockets and information specific to SEPA. 

e. \\'estern l ... rea Power Administration (\\'APA) (6684.14) 
FERG dockets and information specific to WA.PA •. 

f. Other l .. geneies (6684.2) 
FERG dockets and information specific to entities other than the PMAs. 

TEMPORARY. Cut off at dose of odd number Fiscal Year. Transfer to Federal 
Records Center 4 years after cut off. Destroy 20 years after cut off. 

Item 60: Repayment (6690) 
Information on Federal investment and changes in balances. (Based on NC 1-3 8 7-76-1 
p. 167) 

TEMPORARY. Cut off at close of odd number Fiscal Year. Transfer to Federal 
Records Center 4 years after cut off. Destroy 20 years after cut off. 

Item 61: Interest Rates and Repayment (6691) 
Record of interest rates for repayment of federal investment. Includes 
correspondence and reports covering interest. (Based on NCl -387-76-1 p. 167) 

TEMPORARY. Cut off at close of odd number Fiscal Year. Transfer to Federal 
Records Center 4 years after cut off. Destroy 20 years after cut off. 

Item 62: Operations and Maintenance (6692) 
Corps of Engineers O&M by year and copies of information requested from the 
Corps of Engineers. (Based on NCl -387-76-1 p. 167) 

TEMPORARY. Cut off at close of odd number Fiscal Year. Transfer to Federal 
Records Center 4 years after cut off. Destroy 20 years after cut off. 

Item 63: Replacements (6693) 
Data used for repayment studies and copies of requests for the data submitted to 
internal sources and to the Corps ofEngineers. (Based on NCl -387-76-1 p. 167) 

TEMPORARY. Cut off at close of odd number Fiscal Year. Transfer to Federal 
Records Center 4 years after cut off. Destroy 20 years after cut off. 

Item 64: Amortization (6694) 
Documentation on amortization of Federal investment and copies of correspondence 
and information requested for the area. (Based on NCl -387-76-1 p. 167) 

TEMPORARY. Cut off at close of odd number Fiscal Year. Transfer to Federal 
Records Center 4 years after cut off. Destroy 20 years after cut off. 
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Item 65: Purchased Power Accounting Mechanism (PPAM) (6695) 
Documentation and correspondence for purchased power program and the related 
accounting for the deferral account. 

TEMPORARY. Cut off at close of odd number Fiscal Year. Transfer to Federal 
Records Center 4 years after cut off. Destroy 20 years after cut off. 

Item 66: Power Accounting Files (6700) 
Material related to marketing all power and energy that is in excess to the Corps of 
Engineers needs at the Corps of Engineers owned and operated hydroelectric power 
projects. Southwestern contracts with its customers for electrical products ( electrical 
capacity and energy) and services (transmission services and associated ancillary
services). All of the capacity and energy Southwestern markets and delivers are 
scheduled by its power customers. Schedules are received into Southwestern's 
Springfield Operations office and resources are arranged to meet such schedules. 

Since all transmission lines are interconnected to some point, each entity must 
account for all the capacity and energy generated and delivered through its system. 
Southwestern's monthly invoices capture the amount of Federal energy scheduled by 
its customers and the amount of Non-Federal capacity and energy flowing over 
Southwestern's transmission lines. 

Southwestern's computer systems capture such activities which start the billing 
process. Billing information is the starting point of multiple Southwestern functions. 
Billing information is used by Southwestern's financial accounting department, rates 
and repayment, resource management, and operations and scheduling. Information 
from the billing system is also reported to various Governmental entities. 

The main function of accounting is to account for all business assets. Power and 
energy are business assets and the function of the accountant is to protect the business 
assets; therefore, every kilowatt and kilowatt hour generated and marketed by 
Southwestern must be protected by being properly accounted for. 

Arrange alphabetically by customer for each fiscal year. 

a. Integrated System Log Sheet (P00l/Midnight Reports) (6701) 
Material relating to logs showing daily, monthly and year to date totals as well as 
On peak and Off-peak totals; generation to projects; firm system loads; non-firm 
system loads; customer loads; transactions consisting of actual and scheduled 
interchange; and inadvertent interchange. 

Data is used in the daily and monthly pre-billing checkout process then 
transferred to the power billing system for invoicing purposes, as well as for 
preparation of yearly reports such as FERC 714 and EIA 411. 

Arrange alphabetically by customer for each fiscal year (daily) 
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TEMPORARY. Cut off at close of calendar year. Transfer to Federal Records Center 10  years after cut off. Destroy 40 years after cut off. 

b. Meter Reading Load Profiles. Meter readings are used to record generation of power from projects and allocation of power to customers. Records verify that operations were in the limitations of the contract. Needed as support and backup for related contract.Billing is based on these records. Arrange alphabetically by customer for each fiscal year (monthly) 
TEMPORARY. Cut off at close of calendar year. Transfer to FRC 3 years after cut off. Destroy 1 0  years after cut off. 

c. Coordinated Bulk Power Supply Program Report (Energy Information 
Administration 411) and Public Utility Commission of Texas Annual 
Reports: (6703) 

Material relating to resources and rates documentation and support for Southwestem's adherence to completing these reports. Form EIA-41a1 collectsinformation about regional electricity supply and demand projections for a five­year advance period and information on the transmission system and supporting facilities. The data collected on this form are used by the U.S. Department of Energy to monitor the current status and trends of the electric power industry and to evaluate the future of the industry. 
Each of the Regional Councils of the North American Electric Reliability Corporation (NERC) is asked to submit Form EIA-41a1 data compiled from data furnished by utilities and other electricity suppliers within their Council areas to NERC. NERC then compiles and coordinates this data and provides them to the Energy Information Administration. 
Arrange by calendar year. Based on Federal Energy Administration Act (Public Law 93-275) and the DOE Organization Act (Public Law 95-91 )  
TEMPORARY. Cut off at the end of the calendar year. Destroy 6 years after cut off. 

Item 67: Annual Electric Control and Planning Area Report (6740) (FERC 714): Collects information from any public utility or group of public utilities operating as a control area that has a peak load greater than 200 megawatts based on energy for load. The information collected allows FERC to analyze power system operations in the course of its regulatory functions. The purpose of these analyses is to estimate the effect of changes in power system operations that result from the installation of a new generating unit or plant, transmission facilities, and energy transfers between systems and/or new points of interconnections. The analyses also serve to correlate rates and changes; assess reliability and other operating attributes in regulatory proceedings; 
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monitor market trends and behaviors; and determine the competitive impacts of 
proposed mergers, acquisitions, and dispositions. Arrange by calendar year. Based on 
FPA sections 202, 207, 2 10, 2 11, 2 12, and 2 13, as amended, and sections 4, 304,e309, 
and 311 of the same act. 

TEMPORARY. Cut off at the end of the calendar year. Destroy 6 years after cut off. 

Item 68: Competing Uses (6801) 
Miscellaneous, non-project related, material relating to the competing uses of the 
reservoirs or projects which are considered "multi-purpose" meaning they have more 
than one authorized use such as flood control, production of electricity, recreation, 
navigation, fish and wildlife, water supply, etc. A different combination of uses is 
normal for each dam. 

TEMPORARY. Cut off at close of odd number Fiscal Year. Transfer to Federal 
Records Center 4 years after cut off. Destroy 20 years after cut off. 

Item 69: Arkansas-White-Red Basins Interagency Coordinating Committee (A WRBIAC) 
(6804) 
Material relating to annual reports, minutes, and correspondence related the 
Arkansas-White-Red Basins Interagency Coordinating Committee. This is a 
subcommittee of the Water Resources Council. 

TEMPORARY. Cut off at close of odd number Fiscal Year. Transfer to Federal 
Records Center 4 years after cut off. Destroy 20 years after cut off. 

Item 70: Hydroelectric Power Planninge- General (6810) 
Non-project specific planning studies, guidelines, and authorities. 

PERMANENT. Cut off end of fiscal year in which study is completed and approved. 
Transfer to the Federal Records Center 5 years after cut off. Transfer to NARA 10 
years after cut off. 

Item 71: Hydroelectric Power Planninge- Case Files (6811) 
Correspondence and reports related to project-specific hydropower planning studies. 

PERMANENT. Cut off end of fiscal year in which study is completed and approved. 
Transfer to the Federal Records Center 5 years after cut off. Transfer to NARA 10 
years after cut off. 
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Item 72: Hydroelectric Power Operations (6820) 
Miscellaneous documents including information on SPRA Hydro Operations 
Subcommittee, Memorandums of Understanding, Contract Resource Study, Drought 
Contingency Plans, and Outages. 

PERMANENT. Cut off end of fiscal year in which study is completed and approved. 
Transfer to the Federal Records Center 5 years after cut off. Transfer to NARA 10 
years after cut off. 

Item 73: Operational Projectse- Case Files (6821) 
Project specific correspondence, reports, data, etc., related to projects operations. 

PERMANENT. Cut off end of fiscal year in which study is completed and approved. 
Transfer to the Federal Records Center 5 years after cut off. Transfer to NARA 10 
years after cut off. 

Item 74: Monthly Reports (6822) 
Percent of Median Inflows, Power Allocations, Operational Plan Meeting Agendas, 
Minutes, and Backup. 

TEMPORARY. Cut off at close of odd number Fiscal Year. Transfer to Federal 
Records Center 4 years after cut off. Destroy 20 years after cut off. 

Item 75: Weekly Reports (6833) 
Power Allocations, Monday Morning Reports, Denison and Whitney Schedules 

TEMPORARY. Cut off at close of odd number Fiscal Year. Transfer to Federal 
Records Center 4 years after cut off. Destroy 20 years after cut off. 

Item 76: Daily Reports (6834) 
4-Day Inflow Forecasts, Required Operations, Hourly Generation, SWD Afternoon 
Reports, Daily Operations Reports (by project) 

TEMPORARY. Cut off at close of odd number Fiscal Year. Transfer to Federal 
Records Center 4 years after cut off. Destroy 20 years after cut off. 
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INFORMATION TECHNOLOGY 

Material relating to the development and implementation of policy, standards, and procedures for 
information management activities. Includes material relating to system software and hardware, 
computer operations, telecommunications, and office automation. In this Chapter, "IT" means 
information technology. Information may be recorded on various media including paper, film, 
tape, disk, diskette, or in the electronic document management system. All records in this 
chapter are scheduled in media neutral format. 

Item 77: IT PFagFem DiFeetiaB (3701) 
Information that defines a strategic direction for implementation of business process 
atttomation objectives. Records relating to the development of agency IT programs. 
Included are records that doeument agency 1.vide IT goals; specify milestones to be 
achiei,,ed; identify performance measures for the agency's IT portfolio; or summarize 
the underlying principles and approach by which the agency will plan for and manage 
its IT resources. Records may include strategic and tactical plans docUfflenting the 
implementation and maintenance of IT systems in support of the agency mission and 
also may include records supporting formally issued plans, such as records of 
concurrence, comments, clearances, justifications, and other issuance records. 

TEMPORI... RY. Cut off when superseded by a nevi iteration of strategic or mission. 
Destro�delete when 7 years old or when no longer needed, vmichever is later. [CR8 

Item 78: Palieies, 8teBd&Fds, PFaeeduFes, &Bd CuideliBes (3702) 

Material related to IT policies, industry standards, procedures, and guidelines that 
serve to accomplish a consistent aHd uniform approach in establishing and managing 
a technology program thrnughout the business enterprise. Performance measurements 
and benchmarks material that pertains to how 8WPA' s IT Division meets regulations 
such as NIST guidance, CI8 templates, Clinger Cohen, FISMA, E Gov, Privacy Act, 
ere:-

TKMPORARY. Cut offvmen superseded by a nev<' iteration ofguidaHce or policy. 
Destroy/delete •.vhen 5 years old or 1 year after responsible office determines that 
there are no unresolved issues, 1.vhiche1,'er is longer. [CR8 24(1)(e)] 
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Item 79: Enterprise Arehiteeture Reeards (3703) 

Material relating to Southwestern' s Enterprise Arehiteerare plans. Records 
identifying the IT systeffts and networks required to perform the agency's mission and 
the transitional processes required to implefftent comprehensi11e programs to support 
that mission. Records may include technical reference models, diagrams, graphics, 
models, and Harrati11es that deseriae the agency's aaseline arehiteerare, target 
arehiteeture, and related sequencing plans. 

TEMPORARY. Cut off when superseded by a new iteration of the enterprise 
arehiteerare. Destroy/delete vihen 7 years old or Wflen no longer needed, Vlllieh011er is 
later. [GRS 27 (2)] 

Item 80: EffuipmeBt Teeh&alegy &Bd Offiee AutametiaB (3704) 
Material relating to the selection, use, and managefftent of IT hardware and office 
automation equipment, software systeffts, or systefft components. Includes material 
as requirefftefits and specifications, costs and benefits of proposed systeffts, and 
justifications, such as doeumemation for the change managefftent and material 
relating to equipmem types, configurations, uses, and acquisition recofilffl.endations. 

Arranged by system name/hardware maintenance/sofuvare maimenance. 

e. Nat ImplemeBted 

TEl\lPORARY. Cut off end of fiscal year in 1,vhieh decision is made. 
Destroy/delete 1 year after final decision is made [GRS 24(11)] 

h. Implemented 

TEl\lPORARY. Cut off end of fiscal year in vihich systefft is terminated. 
Destroy/delete 5 years after project is terminated. [GRS 24(11)] 

e. InstaHetieB end testing 

TEMPORARY. Cut off end of fiscal year in 1.vhich final decision on acceptance 
is made. Destroy/delete 3 years after final decision on acceptance is made. [GRS 
24(11)] 

Item 81: IT Customer SerYiee Files (3705) 
Material relating to Helpdesk calls, customer service to computer related issues, etc. 

TEl\lPORARY. Cut off end of fiscal year. Destroy/Delete 1 year after record is 
superseded or obsolete. [GRS 24(10)] 
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Item 81: IT Capital Prajeets (3706) 

Requests to seek eapital funding for eomputer related harchvare or software 
applieations. Case files by orga.ni2ation, equipment, or program. 

TEMPORARY. Cut off end of fiseal year in whieh funding deeision is made. 
Destroy/delete when 7 years old or Vlfl:en no longer needed, v;hiehever is later. [CRS 

Item 83: FiBaeeiBg of IT Resaurees aed 8eFViees (3707) 
Material relating to finaneing IT systems, sueh as requirements speeifieations, 
statements of work, and other performance metries required for justifiable approval. 
Case file by orga.ni2ation, equipment, or program. 

TEMPORARY. Cut off end of fiseal year agreement is made or eontrol measures 
and proeedures are approve. Destroy+delete 3 years after agreement is superseded or 
terminated. [CR8 14(9)) 

Item 84: IT Asset aed CaefiguFRtiae Maeagemeet Files (3708) 
Material of IT assets and configuration management including ehange eontrols and 
performance metries, and routine maintenanee. Arranged by system name. 

a. Inventories of IT assets, network circuits, and building or cireuitry diagrams, 
including equipment eontrol systems sueh as databases of bareodes affixed to IT 
physieal assets. 

TRMPORI....RY. Cut ofat the end of the fiseal year. Destroy+delete 1 year after 
eompletion of the next im•entOI)'. [CR8 l4(3)) 

b. Records ereated and retained for asset management, performance and capacity 
management, system management, eonfiguration and ehange management, and 
planning, follo'+Y up, and impaet assessment of operational networks and systems. 
Ineludes, but is not limited to: 

1) Data and detailed reports on implementation of systems, applieations and 
modifieations; application si2ing, resouree and demand management; 
documents identify4ng, requesting, and analy2ing possible ehanges, 
authorizing ehanges, and doeumenting implementation of ehanges; 
doeurnentation of softv.·are distribution and release or ,·ersion management. 

TEMPORARY. Cut of at the end of the fiseal year. Destroy+delete 1 year 
after termination of system. [CR8 l4(3)l 

2) Records of routine IT maintenance on the network infrastrueture documenting 
preventative, eorroeti¥e, adaptive and perfeetive (enhaneement) maintenanee 
aetions, including requests for service, work orders, serviee histories, and 
related records. 
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TEMPORzi\RY. Cut of at the end of the fiscal year. Destroy,ldelete when 3 
years old or I year after termination of system, v,hichever is sooner. [GRS 

Item 8S: IT Operations ReeeFds (3709) 
Material relating to routine operational procedures, problem reports, and decision 
making plans for systems. Arranged by system name. 

a. 'Nork.load schedules, run reports, and schedules ofmaintenanoe and support 
acti11ities. 

TEMPORzutY. Cut of at the end of the fiscal year. Destroy,ldelete when I year 
old. [GRS .24(8)] 

b. Problem reports and related decision docmnents relating to the software 
infrastructure of the network or system. 

TEMPORARY. Cut of at the end of fiscal year in •.vhich problem is resolved. 
Destroy/delete I year after problem is resoh'ed. 

c. Reports on operations, including measures of benchmarks, performance 
indicators, and critical success factors, error and exception reporting, self 
assessments, performance monitoring; and management reports. 

TEMPORzt\RY. Cut off at the end of the fiscal year in which report completed 
and approved. Destroyvdelete when 3 years old. [GRS .24(3)] 

Item 86: Year 2000 (Y2K) (3709.1) 
Material relating to the Year 2000, common to all departments. Based on: DOE 
SFl 15 Nl-434-00-02 last updated on 1/22/01. Y2K Policy and Planning Records. 
Records created or approved by the heads of program offices and staff offices, 
including assistant secretaries, site managers, directors of offices, and their assistants, 
that provide documentation on system selection criteria; technical analyses of 
software systems; prioritization report ofY2K systems; Y2K risk assessments; 
project plans, including system requirements. These records have site-wide or 
Department-wide applicability. Dates cover 1996 through project completion. 
Estimated volume is 10 cubic feet. Arrangement by site and system name. 

a. Record keeping copy transferred to the DOE/HQ Y2K Project Office. 

TEMPORARY Cut off or retention period starts 1/1/2000. Destroy 10 years 
after cut off. 

b. Site Y2K Project Office copy maintained for administrative purposes. 

TEMPORARY Cut off or retention period starts 1/1/2000. Destroy 10 years 
after cut off. 
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c. All other policy and planning files. 

TEMPORARY Cut off or retention period starts 1/1/2000. Destroy I O  years 
after cut off or when no longer needed; whichever is sooner. 

Item 87: System Baekups Media (3710) (CRS 24 (4)(a)] 
Back up media maintained for potential system restoration in the e¥ent of a system 
failure or other unintentional loss of data. t\.rmnged by date .. 

a. Inerementel haelfUf) tapes. 

TEMPORARY. Delete/destroy ineremental backup tapes ·.vhen superseded by a 
full backup, or when no longer needed for system restoration, v1hiehe1t·er is later. 

b. Full Baekup Tapes 

TEMPORz ..... RY. Deleteldestroy full backup tapes when second subsequent 
backup is 1t·erified as successful or when no longer needed for system restoration, 
whiche¥er is later. 

Item 88: Files Related to MaiBtaiBiBg the Seeurity of Systems and Date (3711) (CRS l4 
(SH 
System Security Plans end Disaster Recovery Plans and documents identifying IT 
risks end analyzing their impact, certification end acereditation, risk measurements 
and assessments, actions to mitigate risks, implementation of risk action plan, service 
test plans, test files and data. Arranged by system nEHHe. Cut off after system is 
superseded or obsolete. 

a. System Seeurity Plans and Disaster Reeo:o;ery Plens. 

TEMPORzt\RY. Cut off after system is superseded or obsolete Destroy,ldelete 1 
year after system is superseded 

b. Documents identifying IT risks and analyzing their impact, risk measurements and 
assessments, actions to mitigate risks, implementation of risk action plan, service 
test plans, test files and data. 

TEMPORzi\RY. Cut off after system is superseded or obsolete Destroy/delete 1 
year after system is superseded 

Item 89: Computer Seeurity Ineident Handling, Reporting and Follow up Reeords. (CRS 
24 (7)] 
Material related to cyber security incidents, points of contacts, communication 
records. Arranged by system nEHHe. 

TEMPORzi\RY. Get of at the end of the fiscal year in 1+vhieh all follow up actions 
ha·re been completed. Destroyldelete 3 years after out off. 
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Item 90: Files/ReeaFds Reletiftg ta the CFeetian, Use, end Meifttenenee af CamputeF 
Systems, Applieetians, aF EleetFanie ReeaFds. (CRS 20(1) 

User Access Request Forms may contain Rules of Behavior (may include laptop and 
PKI standards) Arranged hy employee's office location and alpha-beti2ed by last name 
of employee. 

a. Electronic files or records created solely to test system performance, as 1.veH as 
hard copy printouts and related documentation for the electronic files/records. 

TEMPORJ.. RY. Cut off at fue end offue fiscal year. Delete/destroy vmen the 
agency determines that they are no longer needed for administrative, legal, audit, 
or other operational purposes. 

b. Electromc files or records used to create or update a master file, including, but not 
limited to, 'Nork files, valid transaction files, and intermediate input/output 
records. 

TEMPOR}·.. RY. Delete after information has been transferred to the master file 
and verified. 

c. Electromc files and hard copy printouts created to monitor system usage, 
including, but not limited to, log in files, password files, audit trail files, system 
usage files, and cost back files used to assess charges for system use. 

TEMPQRzA..RY. Cut off at fue end of fue fiscal year. Delete/destroy v,rhen the 
agency determines that they are no longer needed for admimstrative, legal, audit, 
or oilier operational purposes. 

Item 91: ReeaFds Menegement (3714) (CRS 16(2)) 

Material relating to creation, maintenance, use, and disposition of records. Includes 
inventory reports, records schedules, documents supporting transfers and requests for 
use of records materials. Arranged by functional area and type of record 
(active/inactiYe). 

a. Basic documentation of records description and disposition programs, including 
SF 115, Request for Records Disposition Authority; SF 135, Records Transmittal 
and Receipt; SF 258, Agreement to Transfer Records to National Archives of the 
United States; and related documentation. 

1) SF 115s that have been appro•red by NARA. 

TEMPORJ.. RY. Cut off when superseded by a new iteration of guidance or 
policy. Destroy 2 years after cut off. 
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2) Other records. 

TEMPORARY. Cut off vmen superseded by a new iteration of guidance or 
policy Destroy 6 years after the related records are destroyed or after the 
related records are transferred to NARA of the United States, ·.vhiehe11er is 
applicable. 

b. Routine correspondence and memoranda. 

TEMPORARY. Cut off when superseded by a ne1,v iteration of guidance or 
policy. Destroy 2 years after out off. 

Item 92: Vital ReeeFds PFegFam [CRS 16(7)]. 
Material relatiHg to those records essential to continue an organization's function 
during and after an emergency and records essential to protect the rights and interests 
of indi11iduals and the go11ernment. Arranged by functional area and type of record 
(acti11e/inaetive). Correspondence, reports, authorizatioHs, and other records that 
relate to the managemeHt of ageHcy records, including such matters as forms, 
correspondeHce, reports, mail, and files management; the use ofmieroforms, ADP 
systems, and word processing; records management sur¥eys; vital records programs; 
and all other aspects of records management not co•,·ered else·.vhere iH this schedule. 

TEMPORARY. Cut off wheH superseded by a nevl iteratioH of guidance or policy. 
Destroy 6 years after out off. 

FINANCIAL MANAGEMENT 

Material relating to the accounting and control of assets, capital acquisition, investment, 
alternative financing and management of these subjects, including audits and reviews. Records 
will include fnancial information and financial services such as payroll project costing, 
collections, disbursements, and receivables. Information may be recorded on various media 
including paper, film, tape, disk, diskette, or in the electronic document management system. All 
records in this chapter are scheduled in media neutral format. 

Item 93: OFaele De7;elapment, Implementation, and UpgFade (2110) 
Material relatiHg to development, implementation, and upgrade of S'NPA' s Financial 
System. A.rranged by Oracle 11ersion. lHeludes: 

• General Ledger 
• Projects
• Assets 
• PurehasiHg 
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• Inventory
• 1\ccounts Payaale 
• Accounts Reeeivaale 

The bulleted items are modules of the Oracle Financial Gf)plieation eaeb. module 
will contain material relating to its development and implementation v,rith direct 
regard to b.ov1 each module was upgraded. Maintained for future upgrade reference 
material. CRS l4(1l)(e) 

TEl\lPOR}... RY. Cut off when system is superseded or obsolete. Destroy/delete 3 
years after final decision on aceeptanee is made. 

Item 94: OHele Teehnieel l-... ssistenee Rettaests (TARS) (.2111) 
Material relating to Technical Assistance Requests. Arranged by Oracle version. 

• General Ledger 
• Pro:jeets 
• Assets 
• Purchasing 
• Inventory 
• Accounts Payaale 
• Aeeounts Reeeivaale 

The bulleted items are modules of the Oracle Financial application each module 
will contain material relating to its de1+·elopment and implementation with direct 
regard to how each module v1as upgraded. Maintained for future upgrade reference 
material. CRS l4(11)(e) 

TEl\lPORARY. Cut offvihen system is superseded or obsolete. Destroy/delete 3 
years after final decision on acceptance is made. 

Item 95: Oreele Chenge Control (llll) 
Material relating to requests for Oracle changes, nevi' chart field values, system 
de,,relopment, and system enhancements. Arranged by Oracle version. [CRS 
l4(3)(b)(l) end (l)I 

• General Ledger 
• Projects 
• Assets 
• Purchasing 
• Inventory 
• Accounts Payaale 
• Aeeounts Receivaale 

a. Records created and retained for asset management, performance and eapaeity 
management, system management, configuration and eb.ange management, and 
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planniBg, follow 1:lf), and impaet assessmeBt of operatioBal Betworks and systems. 
lBcludes, bm is Bot limited to: Data aBd detailed reports OB implemeBtatioB of 
systems, applieatioBs aBd modifieatioBs; applieatioB siziBg, resolifee aH:d demaBd 
managemeBt; doeurneBts ideBtifyiBg, requestiBg, and analyziBg possible ehaBges, 
authoriziBg ehaH:ges, and doeliffieBtiBg implemeBtatioB of ehanges; doeliffieBtatioB 
of software distributioB aH:d release or versioB managemeBt. 

TEMPORARY. Cut off wheB system termiBated or Sl:lf)erseded. Destroy)delete 1 
year after termiBatioB of system. 

b. Records ofroutiBe IT maiBteBaH:ee OB the Behvork infrastruerure documeBtiBg 
preveBtative, eorreetive, adaptive and perfective (enhancemeBt) maiBteBaBce 
actioBs, ineludiBg requests for serviee, work orders, serviee histories, and related 
records. 

TEMPORARY. Cut off wheB system termiBated or Sl:lf)erseded. Destroy/delete 
viheB 3 years old after termiBatioB of system. 

[Nate: If any maiBteBance aetivities have a major impact OB a system or lead to a sigBificaH:t 
ehange, those reeords should be maiBtaiBed as part of the item 94(a)] 

Item 96: Oreele Test Seri:pts (2113) 
Material relatiBg to test scripts for the developmeBt, implemeBtatioB, aH:d 1:lf)grade of 
8\VPA' s FiBancial System. Arranged by Grode versioB. Records of iBdividual 
prajeets desigBed to provide and Sl:lf)port Bew ageBcy IT infrastruetlife (see ·Note), 
systems, and services. lBcludes records docwneBtiBg (1) requiremeBts for aH:d 
implemeBtatioB of functioBs sueh as maiBtainiBg Betwork servers, desktop eompmers, 
aH:d other hardv;are, iBstaHiBg and 1:lf)gradiBg Betwork operatiBg systems and shared 
applicatioBs, aBd providiBg data telecommlinicatioBs; (2) infrastruerure developmeBt 
aBd maiBteBance sueh as acceptanee/aecreditatioB of iBfrastrucrure compoBeBts, 
aH:alysis of compoBeBt optioBs, feasibility, costs aBd beBefits, and work associated 
with implemeBtatioB, modificatioB, and troooleshootiBg; (3) models, diagrams, 
sehematies, and teehnieal documeBtatioB; and (4)quality asslifance reviews aH:d test 
plans, data, and results. (GRS 24(1 l)(e)] 

• GeBeral Ledger 

• Projects 

• Assets 
• PtifehasiBg 
• InveBtory 

• Accoliflts Payable 

• AceouBts ReceiYable 

TEMPOR.z1+-,.RY. Cut off when system is Sl:lf)erseded or obsolete. Destroy/delete 3 
years after fiBal decisioB OB acceptaBce is made. 
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Item 97: i·.. etiYity Based Casting (2130) [GRS 8 (6)]. 

Material Felating to Activity Based Costing (A.BC) codes and definitions. 
Infonnation is FefeFenced on the Imsanet and Finance maintains an ABC notebook. 

a. Cast Aeeaunt:iB:g RepaFts. Copies in units Feceiviag Feports. 
TEl\fPORARY. Cut off at the end of the fiscal yeaF ia which Feport rnceived. 
Destroy when 3 yeaFs old. 

b. Copies ia Feportiag units and Felated v10Fk papeFs. 

TEMPORARY. Cut off at the end of the fiscal yeaF ia vm.ieh Feport CFeated and 
approved. Destroy 1.vhea 3 yeaFs old. 

Item 98: Financial Management Reports (Internal Reports) (2180) 
Material relating to Financial Management's Internal Reports. Including AIMS Goals, 
Travel Cost containment SCAN and Cost per KW /H SCAN. Arranged by report 
name and fiscal year. 

TEMPORARY. Cut off at the end of the fiscal year in which report approved. Retain 
onsite for 10 years after cut off then transfer to the Federal Records Center. Destroy 
30 years after cut off. 

Item 99: Federal Agencies Financials Reports (External Reports) (2190) 
Material relating to Financial Management's External Reports. Reports are filed by 
report name and fiscal year. Including but not limited to: 

• Statement of Transactions (SF-224) 
• Report on Public Receivables (SF-2209) 
• Statement of Budgetary Resources (SF-133) (FACTS II) 
• Appropriation Certification (SF-2108) 
• FACTS I -Statement of Financing, Statement of Net Cost, Statement ofNet 

Position, Custodial Statement, and Balance Sheet 
• SWP A'S Financial Statements (Balance Sheet, Income Statement, Statement of 

Cash Flow, Trial Balance) 
• EIAe-412 Energy Information Agency 
• Report on Estimated Foreign Currency Collections and Expenditures 
• Report on Waivers of Erroneous Payments of Pay Allowances 
• Report on Federal Aid to State & Local Government 
• Report on Unfunded Foreign Currency Reservation 

PERMANENT. Cut of at the end of the fiscal year in which report is received and 
approved. If records are paper or other hardcopy media, transfer to the Federal 
Records Center 15 years after cut off, and transfer to NARA 30 years after cut off. If 
records are electronic, transfer physical custody to NARA for pre-accessioning five 
years after cut off. Transfer legal custody of electronic records to NARA 30 years 
after cut off. 
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Item 100: Accounts Receivable (Customer Invoices) (2201) 

Material relating to customer invoices. Filed by invoice type and fiscal year. 
• Customer Invoices 
• Net Billed 
• Non-Federal 
• Federal Reimbursable 
• NETL 
• Power Invoice 

TEMPORARY. Cut off at the end of the fiscal year in which invoice is received. 
Destroy 25 years after cut off 

Item 101: Credit Management (2202) 
Material relating to SWP A's debt management and collection activities. Filed by 
debtor. Includes: 

• Collection documents : Treasury Cross Servicing - Fed Debt Documentation 
o File for general Fed Debt Documentation. 
o File for Fed Debt setups and user responsibilities. 

• Other related documents : Debtors referred to Fed Debt & Financial Activity 
Report 

TEMPORARY. Cut off at the end of the fiscal year in which debt is closed/received. 
Destroy 10 years after cut off. 

Item 102: Alternative Financing (2203) 
Material related to the funding mechanism that authorizes Southwestern to use power 
receipts and/or bill crediting to fund a transmission or generation related program 
cost. 

TEMPORARY. Cut off when funding mechanism authorization changes. Store 
onsite for 10 years after cut off then transfer to the Federal Records Center. Destroy 
50 years after cut off. 

Item 103: General Ledgers (2204) 
Material related to the reconciliation and validation of SWP A's general ledger. Filed 
by activity (i.e. separate filee# per activity) and by fiscal year. Includes: 

• Standard General Ledger (SGL) Reconciliations 

o Assets SGL Series 100000 
o Liabilities & Equity SGL Series 200000 & 3000000 
o Revenues SGL Series 500000 
o Expenses SGL Series 600000 

• Payroll Reconciliation 
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• Fiscal Year End SGL Roll Forward Documentation 

TEMPORARY. Cut off at the end of the fiscal year in which the ledger is closed. 
Destroy 50 years after cut off. 

Item 104: Journal Vouchers (2205) 
Individual journal vouchers and supporting documentation for financial transactions 
and adjustments recorded in general ledger. Journal vouchers are arranged by month 
and filed by fiscal year. 

TEMPORARY. Cut of at the end of the fiscal year in which voucher is paid. 
Transfer to the Federal Records Center 10 years after cut off. Destroy 25 years after 
cut off. 

Item 105: Banking & Purchased Power Deferral Account Activity (2206) 
Material relating to banking (i.e. banking of power) and purchase power deferral 
account activity. Banking & Purchase Power Deferral activity worksheets and 
supporting documentation are maintained by month and filed by fiscal year. 

TEMPORARY. Cut of at the end of the fiscal year. Transfer to the Federal Records 
Center 10 years after cut off. Destroy 25 years after cut off. 

Item 106: Accruals (2207) 
Material relating to month end and year end accruals recorded in general ledger. 
Accrual documents are arranged by month and filed by fiscal year. 

TEMPORARY. Cut of at the end of the fiscal year. Transfer to the Federal Records 
Center 10 years after cut off. Destroy 25 years after cut off. 

Item 107: Time & Cast (Poyrell Reports) (2208) 
Material relating to the payrnll program and payrnll reports. 
Payt"oll reports are arranged by pay period and filed by fiscal year. 

TEMPORARY. Destroy vihen related actions are completed or vihen no longer 
needed. [GRS 2, item 22) 

Item 108: Cost Journals (Pre-approved Batches) (2209) 
Individual cost journals (P ABs) and supporting documentation for financial 
transactions and adjustments recorded in projects and imported and recorded in 
general ledger. Arranged by monthe/ fiscal year. 

TEMPORARY. Cut of at the end of the fiscal. Transfer to the Federal Records 
Center 10 years after cut off. Destroy 25 years after cut off. 
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Item 109: Plant Accounting (2210) 

Material relating to matters on asset accounting, and financial details supporting the 
plant accounting activity. Included are data on capital investment, physical plant, and 
costs of specific locations within the transmission system. Filed by activity (i.e. 
separate filee# per activity) and by fiscal year. 

• Asset Transfers (In/Out) 
• Construction Work In Progress 
• Asset Roll Forward 
• Plant, Property, and Equipment Schedule 
• Interest During Construction 
• Summary of Investment 
• FERC Activity 

TEMPORARY. Cut off at the end of the fiscal year in which asset is replaced or 
investment devised. Transfer to Federal Records Center 4 years after cut off. Destroy 
20 years after cut off. 

Item 110: Work Orders (Projects) Closed (2211) 
Details of costs collected in work orders (projects) and supplemental / supporting 
documentation. Filed by project type, individual project (i.e. separate filee# per 
project type) and by fiscal year. 

• A =  Construction 
Le=• Land 

• P = Planning 
• M = Maintenance 
• R = Retirements 
• BN = Non-Federal Reimbursable 
• BFe= Federal Reimbursable 

TEMPORARY. Cut off at the end of the fiscal year in which work order is 
completed. Destroy 25 years after cut off. 

Item 111: Cost Analyses (2212) 
Material relating to the allocation and distribution of Southwestern's overheads and 
cost pools and to the rates associated with the overheads and cost pools. File 
documents by fiscal year. 

Filed by project type, individual project (i.e. separate filee# per project type) and by 
fiscal year. 

TEMPORARY. Cut off at the end of the fiscal year in which cost analyses is 
completed and approved. Destroy 25 years after cut off. 
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Item 112: Cash Management Reports (2213) 
Material related to Cash Managements internal & external reports. Filed by activity 
(i.e. separate filee# per activity) and by fiscal year. 

• Late Interest Report 
• Metrics Report 
• First Class Travel Report 
• Permanent Change In Station (PCS) Report 
• Non-Cash Fringe Benefits Report 
• Transportation Schedules Report 

TEMPORARY. Cut off at the end of the fiscal year in which reports are completed. 
Transfer to Federal Records Center 10 years after cut off. Destroy 25 years after cut 
off. 

Item 113: Tax Reporting (2214) 
Material related to Tax reporting. Includes: 

a. 1099: Material relating to SWP A's function to providing IRS Form 1099 to 
SWP A's vendors pursuant to IRS Code 6041, and subsequent electronic filing 
with the IRS. 

TEMPORARY. Cut off at the end of the fiscal year form completed. Destroy 6 
years and 3 months after cut off. 

b. Permanent Change in Station (PCS) Tax: Material relating to PCS tax for 
employee relocations. 

TEMPORARY. Cut off at the end of the fiscal year form completed. Destroy 6 
years and 3 months after cut off. 

c. IRS Tax Exemption Number: Material relating to SWP A's tax identification 
number. 

TEMPORARY. Cut off when number is changed or tax exemption expires. 
Destroy 6 years and 3 months after cut off. 

d. Tax Exemption Log: Material relating to SWP A's tax exemption notifications 
issued to vendors. 

TEMPORARY. Cut off at the end of the fiscal year form completed. Destroy 6 
years and 3 months after cut off. 
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Item 114: Banking E-Systems (2215) 
Material relating to SWP A's banking programs: File by activity (i.e. separate filee# 
per activity) and by fiscal year. 

• Automated Clearing Account (ACH) 
• Electronic Check Processing (ECP) 
• TGANet (Treasury General Account Deposit Reporting Network) 
• Remittance Express (REX) 
• Wire Transfers 
• Lockboxes 

TEMPORARY. Cut of at the end of the fiscal year in project is terminated. Destroy 
5 years after cut off. 

Item 115: Designations / Point of Contacts (2216) 
Material relating to the establishment of responsibilities for automated financial 
processing systems. File by activity (i.e. separate filee# per activity) and by fiscal 
year. 

• Authorized Certifying Officials Signatures: Material relating to Southwestern's 
Authorized Certifying Officials Signatures for payment processing. 

• Delegations of Authority: Material relating to Southwestern's delegations of 
authority for certifying payments, collections, travel, etc. 

• Cash Link: Material related to the US Treasurye- Collection System. 
• Security Payment System: Material related to the US Treasury - Payment System. 
• Electronic Check Processing (ECP): Material related to the US Treasury -

Collection Mechanism. 
• IP AC: Material related to the US Treasury - Intra-Governmental Payment and 

Collection System. 
• Central Contractor Registration: Material related to the Department of Defense -

Business Contractor System 
• STARS (Standard Accounting and Reporting System): Material related to DOE's 

- Oracle Financial System 
• Government Wide Accounting (GWA): Material related to the US Treasury -

Government wide Accounting System. 
• Fed Debt: Material related to the US Treasury - Debt Collection Program. 

TEMPORARY. Cut off at the end of the fiscal year in which account is terminated. 
Destroy/delete inactive file 6 years after user account is terminated or password is 
altered, or when no longer needed for investigative or security purposes, whichever is 
later. 
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Item 116: Intrae-Governmental Payment & Collection System (IPAC)e- Transaction 

Backup (2217) 
Material related to the US Treasury - Intra-Governmental Payment and Collection 
System i.e. Transaction backup. Files are arranged by month and filed by fiscal year. 

TEMPORARY. Cut of at the end of the fiscal year. Destroy 7 years after cut off. 

Item 117: Trtwel (2218) [GRS 9 (1)) 
Ma-terial rela-tiHg to 8outhv,estem's travel program. lHcludes: 

a. Reloeation Vouehers: Ma-terials rela-tiHg to service agreemeH:ts, coH1tersa-tioH 
records, disputed relocatioH: •toucher items, and correspoHdeH:ce (i.e. reloca-tioH 
items Hot file with payrneH:t vouchers). A,rraHged by employee H:Elffie,lfR¼1:'H-ber. 

TEMPORARY. Cut off at the eH:d of the fiscal year iH which all reloca-tioH 
activity is completed. Destroy 6 years after cut off. 

b. Travel l· .. uthomations: Blanket Travel Authorizations created outside of Gov 
Trip. ArraHged by employee H:ame/m.tmber, blanket authorizatioH m.1mber and by 
fiscal year. 

TEMPORARY. Cut off at the eH:d of the fiscal year wheH: blank authorizatioH is 
resceHded. Destroy 6 years after cut off. 

c. Travel Polieies: Travel policies established by DOE and 8\VPA. [Note: All 
regular travel authorizatioHs and vouchers are stored withiH the Govtrip system.] 

TEMPORI.. RY. Cut off at the eHd of the fiscal year iH which policy is 
superseded. Destroy 6 years after cut off. 

d. Commereial Freight and Passenger Transportation Files. [CRS 9 (l)] 

1) OrigiHal 1,•ouchers and support docurneH:ts coveriHg commercial freight and 
passeH:ger transportatioH charges of settled fiscal accouH:ts, iHeludiHg registers 
and other coH:trol doeumeH:ts, but EXCLUDING those covered by item lb of 
this schedule. 

TEMPOR}.. RY. Cut ofat the eH:d of the fiscal year iH vrhich travel 
completed. Destroy 6 years after cut off. 

2) Records coveriHg paymeH:t for commercial freight and passeH:ger 
traHsportatioH charges for services for vrhich 1) H:otice of overcharge has beeH: 
or is e*peeted to be issued, or if a rail freight overpaymeH:t is iHvolved, 2) 
deductioH or collectioH actioH has beeH: takeH:, 3) the voucher coH:taiH:s iH:bouH:d 
transit shipmeH:t(s), 4) pareHt voucher has prim of paid supplemeH:tal bill 
associa-ted, 5) the •toucher has become iHvolved iH litigatioH, or 6) any other 
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coHdition that prevents the settling of the account, requiriHg the voucher to be 
retaiHed beyoHd the 6 year retention period, as sueh as detection of 
overeharge. 

TEMPORARY. Cut ofat the end of the fiscal year in vihieh payment 
recovered. Destroy 10 years after cut off. 

3) IssuiHg office copies of GovemmeHt or commercial bills ofladiHg, 
commercial passenger transportatioH .,,ouehers (SF 1 1 13A) and transportatioH 
requests (SF 1 1 69), travel authori2;ati0Hs, and supportiHg docwnents. 

TEMPORARY. Cut ofat the end of the fiscal year. Destroy 6 years after cut 
e#; 

4) Obligation copy of commercial passenger transportation vouehers. 

TEMPORARY. Destroy vihen fun:ds are obligated. 

5) UH.used ticket redemptioH forms, such as SF 1170. 

TEMPOR,AJlY. Cut of at the end of the fiscal year in vihieh transaction is 
completed. Destroy 3 years cut off. 

Item 118: Foreign Travel (2218.F) 
Material regarding foreign travel for SWPA Federal employees. General foreign 
travel information filed by fiscal year. Based on DOE Administrative Records 
Schedules 9: Travel and Transportation Records Item 1.1: 

a. Foreign Travel Authorizations. (Nl-434-98-12, item 1.1). Forms, reports, 
briefing statements, correspondence, and other records created for travel to 
foreign countries for programmatic, national security, or personal reasons. 
Records related to travel to foreign countries for programmatic reasons. 

TEMPORARY. Cut off at end of fiscal year in which travel is completed. 
Destroy 7 years after cut off. 

b. Records related to travel to foreign countries for personal reasons. 

TEMPORARY. Cut off at end of fiscal year in which travel is completed. 
Destroy 7 years after cut off. 
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Item 119: TF11?.i1el Infermetian System (Ca71trip) (2219) 

Material felated to the implementation and maintenance of the current travel 
infoFmation system Go'ltrip, mandated by the E Go11ernment Act of 2002. 

a. Gov Trip: Materials rnlating to implementing and maintaining Gov Trip. 

TEMPOR.f... RY. Destroy,ldelete 5 yeaFs aftef prnject is teFminated. [GRS 24 
(ll)(b)] 

b. TFavel ManageF CenteF: A.gFeements and statements ofv,iofk made 1.vith SA.TO. 

TEMPORARY. Destroy,ldelete 5 yeaFs aftef project is teFminated. [GRS 24 
(1 1 )(b)] 

Item 120: Credit Card Program (2220) 
Material relating to the credit card program implementation and contract requirements 
and guidance. Including purchase cards, fleet cards, Agency travel cards, Central 
Billed Account (CBA) and Credit Card Program training materials. File by activity 
(i.e. separate filei# per activity) and by fiscal year. 

TEMPORARY. Cut of at the end of the fiscal year. Destroy 7 years after cut off. 

Item 121: Disbursements af Funds (2225) 
Material felating to the authorization of expenditw=es. Recofds showing payn,ent 
authorized by S'.VPA to be issued by the US Trnasury. File by batch, vendo_f name & 
numbeF, invoice numbeF. Includes DisbUFsement Schedules (Files aFe currently being 
scanned) and SupplieF Recofds (1.vas prnviously named Vendof In;•oices and theFe aFe 
multiple scanned subcategories that aFe eurrently setup.) 

a. Original maintained by the accountable officeF fof site audit by GAO auditofs, 
consisting of statements of transactions, statements of accountability, collection 
schedules, collection voucheFs, disbufsement schedules, disbUFsement voucheFs, 
and all otheF schedules and 1,•ouchefs Of documents used as schedules Of voucheFs, 
exclusive of commeFcial passengef transportation and freight rncofds and p8:)'i'oll 
fecofds, EXCLUDING accounts and supporting documents pertaining to 
American Indians. If an agency is opeFating undeF an integFated accounting 
system apprnved by GAO, certain rnquifed documents supporting ;•ouchefs and+of 
schedules aFe included in the site audit rncofds. These rncoros docwnent only the 
basic financial transaction, money feceived and money paid out Of deposited in 
the couFSe of opeFating the agency. All copies except the certified payment Of 
collection copy; usually the original Of ribbon cop)', and all additional Of 
supporting documentation not im•olved in an integFated system aFe coveFed by 
succeeding items in this schedule. [CR8 6[1)] 
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TEMPORARY. Cut offa-t the end of the fiscal year in which disbursement is 
made Destroy 7 years after cut off. 

b. All other copies. 

TEl\{POR}·,.RY. Cut off at the end of the fiscal year in which disbursement is 
made. Destroy 1 year after cut off. 

Item 122: Aeeounts Reeei71ahle (},.eeoUBts CuFFent) (2230) [GRS 6(1)1 
Material relating to the collection of receipts, refunds, advances, debt owed to S\1/PA,
and other funds deposited end reported to Treasury. Includes: 

• Accounts Current: Files are currently being scanned. 
• Summary of Collections (SUf)plemental Cop;0: Original doCUil'l.ent is currently 

being scanned ·.vith Accounts Current. 
• Daily Abstract of Remittances (Supplemental Copy): Original doCUil'l.ent is 

currently being scanned ;.vith Accounts Current. 

File by activity (i.e. separate file # per activit;0 end by fiscal year. 

a. Original maintained by the accountable officer for site audit by GAO auditors, 
consisting of statements of transactions, statements of accountability, collection 
schedules, collection vouchers, disbursement schedules, disbursement vouchers, 
end all other schedules and vouchers or doCUil'l.ents used as schedules or vouchers, 
exclusive of commercial passenger transportation end freight records and payroll 
records, EXCLUDING accounts and supporting doCUil'l.ents pertaining to 
P...merican Indians. If an agency is operating under an integrated accounting 
system approved by GAO, certain required doCUil'l.ents SUf)porting vouchers and/or 
schedules are included in the site audit records. These records doCUil'l.ent only the 
basic financial trensactioR, money received end money paid out or deposited in 
the course of opera-ting the agency. All copies except the certified payment or 
collection copy, usually the original or ribbon oopy, and all additional or 
SUf)porting documentation not involved in en integrated system are covered by 
succeeding items in this schedule. [GRS 6[1)1 

TEl\{PORzt\RY. Cut off at the end of the fiscal year in vmich disbursement is 
made Destroy 7 years after cut off. 

b. All other copies. 

TEl\{PORARY. Cut off a-t the end of the fiscal year in which disbursement is 
made. Destroy 1 year after cut off. 
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Item 123: Federal Managers Financial Integrity Act Reports & Reviews (2310)-
Material related to the Federal Managers Financial Integrity Act Reports & Reviews 
for compliance on the financial management system. 

• Assurance Memorandum 
• Summary Financial Management System Review 
• Summary Management Reviews 

File by activity (i.e. separate filee# per activity) and by fiscal year. 

TEMPORARY. Cut of at the end of the fiscal year in which all actions related to the 
report or review are completed. Destroy 5 years after cut off. 

Item 124: Internal Control Reviews (2320) 
Material relating to establishing standards for performing assessments, implementing 
improvements, and providing internal and external reports related to internal control 
activities of Southwestern per 0MB Circular No. A-123 Management Accountability 
and Control. File by fiscal year. Additional reviews are will be filed separately and 
by fiscal year. 

TEMPORARY. Cut of at the end of the fiscal year in which all actions related to the 
report or review are completed. Destroy 5 years after cut off. 

Item 125: Inspector General (IG) Investigations (Privacy Act Case Files) (2325) 
Material related to Inspector General Investigations. File by individual case and by 
fiscal year. 

TEMPORARY. Cut of at the end of the fiscal year in which all actions related to the 
report or review are completed. Destroy 5 years after cut off. 

Item 126: Independente/ CPA Audits (2330) 
Material related to the independent audit of SWP A's financial activity. 

• Task Orders 
• Findings and Recommendations 
• Work Papers 
• Correspondence 
• Annual Reports 
• Management Representation Letter 
• Subsequent Events Letter 
• Legal Representation Letter 

Filed by activity (i.e. separate filee# per activity) and by fiscal year. 

TEMPORARY. Cut of at the end of the fiscal year in which all actions related to the 
report or review are completed. Destroy 5 years after cut off. 
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Item 127: Corps of Engineers (CORPS) Activities (2332) 

Material relating to the COE Financial Statements (i.e. Power Reports & Work 
Papers) and correspondence records between SWP A, COE, and the independent 
auditors. 

• COE Financial Statements 
• COE Correspondence 

File by activity (i.e. separate filee# per activity) and by fiscal year. 

TEMPORARY. Cut of at the end of the fiscal year in which all actions related to the 
report or review are completed. Destroy 5 years after cut off. 

Item 128: General Accountability Office (GAO) Audits (2340) 
Material related General Accounting Office Audits. File by activity (i.e. separate file 
# per activity) and by fiscal year. Includes SWP A responses to GAO. Based on DOE 
Administrative Records Schedules 22: Audit/Investigative Records Item 6a & c. 
: Audit Records. (Nl -434-00-1) 

TEMPORARY. Cut of at the end of the fiscal year in which all actions related to the 
report or review are completed. Destroy 5 years after cut off. 

Item 129: Department Audit Reports Tracking System (DARTS) (2345) 
Material related to Inspector General Audits. File by activity (i.e. separate file # per 
activity) and by fiscal year. Based on DOE Administrative Records Schedules 22: 
Audit/Investigative Records Item 6a & c.e: Audit Records. (Nl-434-00-1, Item 2) 
OIG files of internal audits of agency programs, operations, and procedures, and of 
external audits of contractors and grantees. These are files (including audit reports, 
most of which may be released to the public) develop in connection with activities 
that may attract Congressional or national media attention, result in substantive 
changes in Department policies or procedures, or be cited in semiannual reports to 
Congress. 

a. OIG files containing information which does not result in a formal audit, as well 
as information requiring no action by the OIG. 

1) Official copy. 

TEMPORARY. Cut of at the end of the fiscal year in which file is formally 
closed. Destroy 5 years after cut off. 

2) All other copies. 

TEMPORARY. Cut off at the end of the fiscal year in which file is formally 
closed. Destroy when no longer needed by not later than 5 years. 

b. Final audit reports 
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1) Official copy. 

PERMANENT. Cut off at the end of the fiscal year during which file is 
formally closed. Maintain on site do not transfer to an FRC. If records are 
paper or other hardcopy media, transfer to NARA 30 years after cut off. If 
records are electronic, transfer physical custody to NARA for pre­
accessioning five years after cut off. Transfer legal custody of electronic 
records to NARA 30 years after cut off. 

2) All other copies. 

TEMPORARY. Cut off at the end of the fiscal year during which file is 
formally closed. Destroy when no longer needed. 

BUDGET 

Material relating to the planning, programming, performing, and budgeting of Southwestern 
Power Administration's yearly budget; analyses of funding and resources issues; 
administration and oversight of funding allocations and use of fiscal and human resources. 
Information may be recorded on various media including paper, film, tape, disk, diskette, or in 
the electronic document management system. All records in this chapter are scheduled in 
media neutral format. 

Item 130: Budget Policies and Procedures (5101) 
Material relating to the policies and procedures for development of SWP A's planning 
year, budget year, and out year budgets. Material consists of SWP A's budget 
planning, formulation, execution, and post-execution analysis period. May include, 
but not limited to the following: 
• DOE Strategic Plan/"Grid 2030" 
• SWP A Strategic Plan/Program Plan/Five-year Plan 
• SWP A Reorganizations 
• Offsetting Collections PPW Issue 
• Offsetting Collections, O&M & Program Direction 
• Issue Papers 
• I-Manage 

a. Budget Policy Files. 

Correspondence or subject files in formally organized budget office documenting 
agency policy and procedures governing budget administration, and reflecting 
policy decisions affecting expenditures for agency programs. Records are 
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arranged by Fiscal Year and by ICS code. Annual accumulation is less than 1 
inch per year. 

PERMANENT. Transfer to National Archives when 25 years old. (Based on 
DOE Administrative Records Schedule 5 :  Budget Preparation, Presentation, and 
Apportionment Records under SF 115 Nl-434-98-8 last updated on 11/16/00.) 

b. RautiBe CoFFespaedenee GRS 5-1 

Routine correspondence files in formally organiwd budget offices pertaining to 
routine administration, internal procedures, and other matters not covered 
elsewhere in this schedule, EXCLUDING files relating to agency policy and 
procedure maintained in formally organi2:ed budget offices. 

TEMPORARY. Cut off at the end of the fiscal year in which budget approved. 
Destroy ·;.rhen 2 years old. 

Item 131: Budget Activity Case Files (5102) 
Material relating to the preparation, analysis, presentation, and approval of SWP A's 
Budget, Budget Review Meetings, and documentation of budget decisions. 
Case Files by organization codes: 
• 1000 Office/PMLO: Office of the Administrator/Power Marketing Liaison Office 
• 3000 Office: Office of Corporate Operations 
• 6000 Office: Office of Corporate Services 
• 8000 Office: Office of Corporate Facilities 

Records are arranged by Fiscal Year and by ICS code. Annual accumulation is less 
than 1 inch per year. Based on DOE Administrative Records Schedule 5 :  Budget 
Preparation, Presentation, and Apportionment Records under SF 115 Nl-434-98-8 
last updated on 11/16/00. 4. 1 Budget Office Estimates, Justifications, and 
Correspondence ( or Subject Files). Estimates, justifications and correspondence ( or 
subject files) for those files that document budget policy and procedures, and policy 
decisions that affect expenditures for programs. 

a. Records documenting substantive programs. 

PERMANENT. Cut off at end of fiscal year in which budget approved. 
Transfer to NARA 10 years after cut off. 

b. Records that document non-substantive programs. 

TEMPORARY. Cut off at the end of the fiscal year in which budget is 
approved. Destroy 6 years after cut off. 
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Item 132: Budget Performance (5103)

Material related to Southwestern's Budget performance. Records are arranged by 
fiscal year and ICS code. Annual accumulation is less than 1 inch per year. 
Based on DOE Administrative Records Schedule 5 :  Budget Preparation, Presentation, 
and Apportionment Records under SF 115 Nl-434-98-8 last updated on 11/16/00. ti 
Budget Office Estimates, Justifications, and Correspondence (or Subject Files) 
Estimates, justifications and correspondence ( or subject files) for those files that 
document budget policy and procedures, and policy decisions that affect expenditures 
for programs. Includes but is not limited to the following: 

• Performance Assessment Rating Tool 
• Annual Performance Plan 
• Performance and Accountability Report 
• AIM Performance Measures 
• CPS 1 & 2 Data 
• Joule Performance Data 

a. Records documenting substantive programs. 

PERMANENT. Cut off at end of fiscal year in which budget is approved. 
Transfer to NARA 10 years after cut off. 

b. Records that document non-substantive programs. 

TEMPORARY. Cut off at the end of this fiscal year in which budget is 
approved. Destroy 6 years after cut off. 

Item 133: Budget Briefmgs (5104) 
Includes all materials related to Congressional, DOE, 0MB or Customer briefings. 
Based on DOE Administrative Records Schedule 5 :  Budget Preparation, Presentation, 
and Apportionment Records under SF 115 Nl -434-98-8 last updated on 1 1/16/00. 4. 1 
Budget Office Estimates, Justifications, and Correspondence (or Subject Files) 
Estimates, justifications and correspondence ( or subject files) for those files that 
document budget policy and procedures, and policy decisions that affect expenditures 
for programs. 

a. Records documenting substantive programs. 

PERMANENT. Cut off at end of fiscal year in which budget is approved. 
Transfer to NARA 10 years after cut off. 

b. Records that document non-substantive programs. 

TEMPORARY. Cut off at the end of this fiscal year in which budget is 
approved. Destroy 6 years after cut off. 
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Item 134: Administration Initiatives (5105) 

Includes records documenting SWP A Administration initiatives in response to the 
following: 

• President's Management Agenda 
• Corps O&M Funding 
• National Energy Policy (transfer to current fiscal year) 
• Energy Bill 
• Secretary's Planning Guidance 
• Market-based Rates Issue 

Based on DOE Administrative Records Schedule 5 :  Budget Preparation, Presentation, 
and Apportionment Records under SF 115 N l-434-98-8 last updated on 1 1/16/00. 4.1 
Budget Office Estimates, Justifications, and Correspondence (or Subject Files) 
Estimates, justifications and correspondence ( or subject files) for those files that 
document budget policy and procedures, and policy decisions that affect expenditures 
for programs. 

a. Records documenting substantive programs. 

PERMANENT. Cut off at end of fiscal year in which budget is approved. 
Transfer to NARA 10 years after cut off. 

b. Records that document non-substantive programs. 

TEMPORARY. Cut off at the end of this fiscal year in which budget is 
approved. Destroy 6 years after cut off. 

Item 135: Alternative Financing Proposals (5106) 
Material related to alternative financing that Southwestern receives from its 
customers in order to supplement appropriations. Based on DOE Administrative 
Records Schedule 5 :  Budget Preparation, Presentation, and Apportionment Records 
under SF 115 Nl-434-98-8 last updated on 11/16/00. 4. 1 Budget Office Estimates, 
Justifications, and Correspondence ( or Subject Files) Estimates, justifications and 
correspondence (or subject files) for those files that document budget policy and 
procedures, and policy decisions that affect expenditures for programs. 

a. Records documenting substantive programs. 

PERMANENT. Cut off at end of fiscal year in which budget is approved. 
Transfer to NARA 10 years after cut off. 

b. Records that document non-substantive programs. 

TEMPORARY. Cut off at the end of this fiscal year in which budget is 
approved. Destroy 6 years after cut off. 
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Item 136: Historical Budget Profile (5107) 
The budget history includes proposed appropriation language and an executive budget 
summary. The budget summary is broken down into smaller sections, which go into 
more detail and include SWPA's mission statement, SWPA's goals, and the 
objectives and strategies planned to achieve the goals. Also included are any major or 
significant accomplishments, relevant issues concerning/involving SWP A, alternative 
financing, obligation estimates, and performance measures. 

The sections that go into more detail include Program Mission, Program Funding 
Profile, Program Funding by Site, Program Direction, Purchase Power and Wheeling, 
Revenues and Receipts, System Statistics, and Power Marketed, Wheeled or 
Exchanged by Project. 

The budget history is considered a permanent record since it is considered to have 
historical value. The budget history provides a quick yearly overview of SWP A. The 
official copy of the budget history is paper. Records are arranged by budget year. 
Annual accumulation is less than six (6) inches. 

PERMANENT. Cut off at the end of the fiscal year in which budget is approved. 
Transfer to NARA 5 years after cut off. (Based on SEP A's SFl 15 Nl-388-00-01 
approved June 25, 2002) 

Item 137: Special Studies (case file by study title) (5110) 
Case files covering special studies such as: 
• PMA Sales/Restructuring 
• Shut Down 
• Decision Templates 

TEMPORARY. Cut off every 2 years at the end of the fiscal. Transfer to Federal 
Records Center 3 years after cut off. Destroy 10 years after cut off. (Based on SWP A 
SF 115 NCl-387-76-1 BUD-B, pg. 89.) 

Item 138: National Energy Technology Laboratory (NETL) (5120) 
Material related to all funding agreements between Southwestern and NETL. These 
include: 
• NETL/SWP A Agreements 
• Lease Funding 
• Reimbursable Authority Usage 

TEMPORARY. Cut off every 2 years at the end of the fiscal. Transfer to Federal 
Records Center 3 years after cut off. Destroy 10 years after cut off. 
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Item 139: Program Analysis (5140) 
Material used to formulate payroll analysis for agency's payroll budget. Includes: 
• Use ICS Code 5 168: Payroll Analysis (worker's compensation, retention pay) 
• Trend Analysis (Travel, Award, Overtime, & Training) 

TEMPORARY. Cut off every 2 years at the end of the fiscal. Transfer to Federal 
Records Center 3 years after cut off. Destroy 1 0  years after cut off. (Based on SWP A 
SF 1 15 NCl-387-76-1 BUD-B, pg. 89.) 

Item 140: Budget 8ulnuissiaas (SlSO) 
Documentation for annual budget submissions. (CR8 S (1)]. 
• Budget Internal Plamring 
• PMA Conference Call 
• Staffing 
• Field Budget Planning meetings 

TEMPORARY. Cut off at the end of the fiseal year in 1.vhieh budget is approved. 
Destroy 2 years after out off. 

Item 141: Iatemel Budget Review (SlSl) 
Records documenting the internal budget revie1tv process including: 
• Budget Call 
• Initial Input 
• Offiee Revie•N 
• Budget Working Group (B\VG) Review 
• Senior Staff Review 
• Support Serviee Budget 
• Final Database Numbers 
• Working Papers 

TEMPOR.l-...RY. Cut off at the end of the fiseal year in •.vhieh budget is appro11ed. 
Destroy 2 years after out off. (CR8 S item 1] 

Item 142: Corporate Review Budget (5153) 
Material related to Southwestern' s Corporate Review Budget Documents that support 
its budget request. The documents must be in a specified format so that budget 
information can be rolled up into a coherent package that meets DOE's requirements. 
Each major program office contributes to the DOE Corporate Review Budget 
Documents. Each federal agency reports its IT Investment Portfolio annually to the 
Office of Management and Budget (0MB) via an Exhibit 53. The Exhibit 53 provides 
budget estimates for all IT investments by HHS and identifies those that are major 
investments. 

• Guidance: guidance on the Corporate Review Budget that is formulated by DOE. 
• Program Funding by Contractor and Location (PALS) 
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• Historically Black Colleges and Universities 
• DOE Control Table/Outyear Targets 
• Priority Ranking 
• Supplemental Program Direction Information 
• Exhibit 53 IT Investment Portfolio 
• Crosscuts 
• Safeguards & Security 
• Reimbursable Work 
• Working Papers (not to be scanned) 
• Initial Submission 
• PMLO, 0MB, & DOE Mark-ups 
• Final Submission 
• DOEeQ&As 
• Program Budget Decision (PBD) 
• Appeals 

Based on DOE Administrative Records Schedule 5 :  Budget Preparation, Presentation, 
and Apportionment Records under SF 115 Nl -434-98-8 last updated on 11/16/00. 4. 1 
Budget Office Estimates, Justifications, and Correspondence (or Subject Files) 
Estimates, justifications and correspondence ( or subject files) for those files that 
document budget policy and procedures, and policy decisions that affect expenditures 
for programs. 

a. Records documenting substantive programs. 

PERMANENT. Cut off at end of fiscal year in which budget is approved. If 
records are paper or other hardcopy media, transfer to NARA 10 years after cut 
off. If records are electronic, transfer physical custody to NARA for pre­
accessioning five years after cut off. Transfer legal custody of electronic records 
to NARA 10 years after cut off. 

b. Records that document non-substantive programs. 

TEMPORARY. Cut off at the end of this fiscal year in which budget is 
approved. Destroy 6 years after cut off. 

Item 143: 0MB Budget and Reports (5154) 
Material related to reports submitted to 0MB supporting Southwestem's budget. 
• Guidance 
• Program Funding by Contractor and Location (PALS) 
• Historically Black Colleges and Universities 
• Exhibit 53 IT Investment Portfolio 
• Crosscuts 
• Safeguards & Security 
• Working Papers (not to be scanned) 
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• Initial Submission 
• PMLO, 0MB, & DOE Mark-ups 
• Final Submission 
• OMBeQ&As 
• 0MB Passback 
• Appeals 
• Other PMA Budgets 

Based on DOE Administrative Records Schedule 5 :  Budget Preparation, Presentation, 
and Apportionment Records under SF 1 1 5 Nl-434-98-8 last updated on 1 1 / 1 6/00. 4.1 
Budget Office Estimates, Justifications, and Correspondence (or Subject Files) 
Estimates, justifications and correspondence ( or subject files) for those files that 
document budget policy and procedures, and policy decisions that affect expenditures 
for programs. 

a. Records documenting substantive programs. 

PERMANENT. Cut off at end of fiscal year in which budget is approved. If 
records are paper or other hardcopy media, transfer to NARA 1 0  years after cut 
off. If records are electronic, transfer physical custody to NARA for pre­
accessioning five years after cut off. Transfer legal custody of electronic records 
to NARA 10 years after cut off. 

b. Records that document non-substantive programs. 

TEMPORARY. Cut off at the end of this fiscal year in which budget is 
approved. Destroy 6 years after cut off. 

Item 144: Congressional Budget Request and Reports (5155) 
Material related to reports submitted per Congressional requests supporting 
Southwestem's budget. 

• Guidance 
• Program Funding by Contractor and Location (PALS) 
• Appropriation Authorization 
• Exhibit 53 IT Investment Portfolio 
• Crosscuts 
• Safeguards & Security 
• Reimbursable Work 
• Galleys/Program & Finance Stmt & Narrative 
• Budget Overview/Highlights 
• Working Papers (not to be scanned) 
• Initial Submission 
• PMLO, 0MB, & DOE Mark-ups 
• Final Submission (also see President's Budget Book) 
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• Q&As 
• Budget Rollout 
• House Mark 
• Senate Mark 
• Other Hearings 
• Conference Report 

Based on DOE Administrative Records Schedule 5 :  Budget Preparation, Presentation, 
and Apportionment Records under SF 1 1 5 Nl-434-98-8 last updated on 1 1 / 16/00. 4. 1 
Budget Office Estimates, Justifications, and Correspondence (or Subject Files) 
Estimates, justifications and correspondence (or subject files) for those files that 
document budget policy and procedures, and policy decisions that affect expenditures 
for programs. 

a. Records documenting substantive programs. 

PERMANENT. Cut off at end of fiscal year in which budget is approved. If 
records are paper or other hardcopy media, transfer to NARA 1 0  years after cut 
off. If records are electronic, transfer physical custody to NARA for pre­
accessioning five years after cut off. Transfer legal custody of electronic records 
to NARA 10  years after cut off. 

b. Records that document non-substantive programs. 

TEMPORARY. Cut off at the end of this fiscal year in which budget is 
approved. Destroy 6 years after cut off. 

Item 145: Budget Briefing Book (5156) 
Includes: 
• Testimony/Biography: The Administrator's budget hearing testimony and 

biography are filed here. 
• Summary Table/Significant Program Changes: This is a summary table and 

significant changes on the fiscal year budget. 
• Q&As: These are Q&As that are prepared internally for the Administrator's 

budget hearing. 
• Authorities: These are pieces of legislation that pertain to Southwestern, which 

helps prepare the Administrator for the budget hearing. 
• Working Papers: These are working papers that are used to create the budget 

briefing book. 

Based on DOE Administrative Records Schedule 5 :  Budget Preparation, Presentation, 
and Apportionment Records under SF 1 1 5 Nl-434-98-8 last updated on 1 1 / 16/00. 4. 1 
Budget Office Estimates, Justifications, and Correspondence (or Subject Files) 
Estimates, justifications and correspondence ( or subject files) for those files that 
document budget policy and procedures, and policy decisions that affect expenditures 
for programs. 
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a.  Records documenting substantive programs. 

PERMANENT. Cut off at end of fiscal year in which budget is approved. If 
records are paper or other hardcopy media, transfer to NARA 10 years after cut 
off. If records are electronic, transfer physical custody to NARA for pre­
accessioning five years after cut off. Transfer legal custody of electronic records 
to NARA 10 years after cut off. 

b. Records that document non-substantive programs. 

TEMPORARY. Cut off at the end of this fiscal year in which budget is 
approved. Destroy 6 years after cut off. 

Item 146: Budget Execution (5160) 
Material relating to Southwestern's execution of its annual budget. Based on DOE 
Administrative Records Schedule 5 :  Budget Preparation, Presentation, and 
Apportionment Records under SF 115 Nl-434-98-8 last updated on 11/16/00. 4. 1 
Budget Office Estimates, Justifications, and Correspondence (or Subject Files), 
Estimates, justifications and correspondence ( or subject files) for those files that 
document budget policy and procedures, and policy decisions that affect expenditures 
for programs. 

a. Records documenting substantive programs. 

PERMANENT. Cut off at end of fiscal year in which budget is approved. If 
records are paper or other hardcopy media, transfer to NARA 10 years after cut 
off. If records are electronic, transfer physical custody to NARA for pre­
accessioning five years after cut off. Transfer legal custody of electronic records 
to NARA 10 years after cut off. 

b. Records that document non-substantive programs. 

TEMPORARY. Cut off at the end of this fiscal year in which budget is 
approved. Destroy 6 years after cut off. 

Item 147: F11nds f...:r;_eilehility (5161) [GRS 5(3)(e)] 
Material relating to available funding, appropriation funding, other funding including: 

• Continuing Resolution: documents that are related to a continuing resolution if 
one is passed in such fiscal year. 

• Continuing Fund: any information that is related to the continuing fund activity in 
the respective fiscal year. 

• A.ppropriations Bill: this is the appropriations bill that is passed into law for the 
respective fiscal year. 

• Final Public Law: this is the final public law that is passed for the respective fiscal 
yeO:r. 
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TEMPORA.RY. Cut off at the end of the fisea-l yeEH". Destroy 5 yeEH"s after eut off. 

Item 148: Oracle Budget Activity (5162) 

• Oracle Budget Journal Log: Southwestern keeps a log of its budget journals in 
order to research Oracle activity. 

• Other Oracle Budget Activity: any other budget-related oracle activity. 
• Oracle Status of Funds (First and Last) : the first and last status of funds are 

located in this file in order to reconcile budget accounts. 

Based on DOE Administrative Records Schedule 5b: Budget Preparation, 
Presentation, and Apportionment Records under SF 115 Nl-434-98-8 last updated on 
11/16/00. 4. 1 Budget Office Estimates, Justifications, and Correspondence (or 
Subject Files), Estimates, justifications and correspondence (or subject files) for those 
files that document budget policy and procedures, and policy decisions that affect 
expenditures for programs. 

TEMPORARY. Cut off at the end of the fiscal year in which budget is approved. 
Destroy when 6 years old. 

Item 149: DOE Allotments (5163) 
Material related to Southwestern's authorization granted by either the agency head, or 
another authorized employee, to subordinate agency employees to incur obligations 
within a specified amount pursuant to an 0MB apportionment or reapportionment 
action, in accordance with 0MB Circular No. A-34, or other statutory authority 
making funds available for obligation. 

• Warrant: this is the warrant Southwestern receives from the US Treasury 
informing how much is in the appropriations account. 

• 0MB Apportionment (SF 132): these are 0MB Apportionments that 
Southwestern receives tells us how much 0MB has apportioned Southwestern. 

• DOE Advice of Allotment: these are DOE advice of allotments that Southwestern 
receives tells us how much DOE has allotted. 

• DOE Approved Funding Program (AFP): these are DOE approved funding 
program that Southwestern receives - tells us how much DOE has approved. 

• Rescissions: this is any information Southwestern receives on rescissions for the 
respective fiscal year. 

• Reprogramming: this is any information Southwestern receives on 
reprogramming for the respective fiscal year. 

• Base Table/Statistical Table: this is a table that DOE creates on Southwestern's 
subprograms. 

Based on DOE Administrative Records Schedule 5 :  Budget Preparation, Presentation, 
and Apportionment Records under SF 1 15 Nl-434-98-8 last updated on 11/16/00. 4. 1 
Budget Office Estimates, Justifications, and Correspondence (or Subject Files), 
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Estimates, justifications and correspondence (or subject files) for those files that 
document budget policy and procedures, and policy decisions that affect expenditures 
for programs. 

a. Records documenting substantive programs. 

PERMANENT. Cut off at end of fiscal year in which budget is approved. If 
records are paper or other hardcopy media, transfer to NARA 10 years after cut 
off. If records are electronic, transfer physical custody to NARA for pre­
accessioning five years after cut off. Transfer legal custody of electronic records 
to NARA 10 years after cut off. 

b. Records that document non-substantive programs. 

TEMPORARY. Cut off at the end of this fiscal year in which budget is 
approved. Destroy 6 years after cut off. 

Item 150: Reception and Representation Fund (5165) 
Material related to costs incurred for receptions and representation as approved by the 
Administrator. Based on DOE Administrative Records Schedule 5: Budget 
Preparation, Presentation, and Apportionment Records under SF 115 Nl-434-98-8 
last updated on 11/16/00. 4. 1 Budget Office Estimates, Justifications, and 
Correspondence ( or Subject Files), Estimates, justifications and correspondence ( or 
subject files) for those files that document budget policy and procedures, and policy 
decisions that affect expenditures for programs. 

TEMPORARY. Cut off at the end of this fiscal year in which budget is approved. 
Destroy 6 years after cut off .. 

Item 151: Reimbursable Authority (5166) 
Material relating to resource requirements for and issues related to reimbursable 
power purchases and reimbursable services such as construction, operation, and 
maintenance of transmission facilities and related utility and general support for 
customers and other entities. Based on DOE Administrative Records Schedule 5: 
Budget Preparation, Presentation, and Apportionment Records under SF 115 Nl-434-
98-8 last updated on 11/16/00. 4. 1 Budget Office Estimates, Justifications, and 
Correspondence (or Subject Files), Estimates, justifications and correspondence (or 
subject files) for those files that document budget policy and procedures, and policy 
decisions that affect expenditures for programs. 

a. Records documenting substantive programs. 

PERMANENT. Cut off at end of fiscal year in which budget is approved. If 
records are paper or other hardcopy media, transfer to NARA 10 years after cut 
off. If records are electronic, transfer physical custody to NARA for pre-
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accessioning five years after cut off. Transfer legal custody of electronic records 
to NARA 10 years after cut off. 

b. Records that document non-substantive programs. 

TEMPORARY. Cut off at the end of this fiscal year in which budget is 
approved. Destroy 6 years after cut off. 

Item 152: Prier Year Deahligatians (Internal Reallatment) (51a7) 
• Prior Yel¼f De obligations 
• Replacement Contracts Deob/Reob 

Correspondence relating to use of prior yel¼f funding for current yel¼f actions. This is 
internal eorrespondenee only. [GR8 5 (l)]: 

TEl\lPOR.tJtY. Cut off at the end of the fiscal )'el¼f. Destroy 2 yel¼fs after out off. 

Item 153: EBd af Year (EOY) ,A,.etivities (51a9) [GRS 5(3)(a)] 
Budget Reports Files: Periodic reports on the status of appropriation aeeounts and 
apportioflffient. 

Includes 
• Guidance Letter 
• EOY Requirements 
• EOY Obligations 
• Aeeruals 

TEMPORARY. Cut off at the end of the fiscal yel¼f in v1hich budget is approved. 
Destroy 5 yel¼fs after out off. 

Item 154: Budget RepaFts (Miseell&Beaus) (5170) 
Based on GR8 5 Item 3b: Budget Reports Files: Periodic reports on the status of 
appropriation aeeounts and apportionment. 

TEMPORl,.RY. Cut off at the end of the fiscal yel¼f in which budget is approved. 
Destroy 3 years after out off. 

Item 155: Budget ExeeutiaB &Bd OhligatiaBs, SF 133 (5171) 
[GRS S (3)(a)] 

TEl\lPORARY. Cut off at the end of the fiscal yel¼f in which budget is approved. 
Destroy 5 yel¼fs after out off. 

Item 15a: IBterBal Reparts (5173) [GRS 5 (3)(a)] 
Periodic reports on the status of appropriation aeeounts and apportioflffient. 
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• Status of Open Purnhase Orders 
• Budget Status of Funds 
• Mid Year Re11iew 
• Uneosted Balanees/Work Grnup 

TEl\ifPORARY. Cut off at the end of the fiseal year in \vh-ieh l:>udget is approved. 
Destroy 5 years after eut off. 

Item 157: External Reports (5174) [GRS 5 (3)(a)] 
Periodie reports on the status of appropriation aeeounts and apportiomnent. 

• Uneosted 01:>ligations Reports 
• Payroll/Mass Changes 
• Unol:>ligated Balance/Mandatory Req. (Start Up) 
• Financial Management Activities 
• Motor Vehiele IB:formation & Reporting 

TEl\ifPORARY. Cut off at the end of the fiseal year in whieh l:>udget is appro•red. 
Destro::,· 5 ::,·ears after eut off. 

Item 158: Budget and ReporiiBg Codes (B&R) (5180) [GRS 5 (3)(b)] 
Budget Reports Files: Periodic reports on the status of appropriation aecounts and 
apportiomnent. 

TEl\ifPORARY. Cut off at the end of the fiseal year in whieh l:>udget is approved. 
Destroy 3 years after eut off. 

Item 159: Program aed FiBaeee Statement (Ml� File) (5190) [GRS 5 (3)(a)] 
Periodic reports on the status of appropriation aeeounts and apportiomnent. 

TEl\ifPOR.l,.RY. Cut off at the end of the fiseal year in whieh l:>udget is approved. 
Destroy 5 years after eut off. 

HUMAN RESOURCES 

Agency civilian personnel records relate to the supervision over and management of Federal 
civilian employees. This schedule covers the disposition of Official Personnel Folders of civilian 
employees and other records relating to civilian personnel, wherever located in the agency. 
Material relating to objectives, policy, procedures, and operations of personnel activities 
excluding records specifically described elsewhere in this schedule and records maintained at 
agency staff planning levels. In this Chapter, "HR" is defined as human resources. Information 
may be recorded on various media including paper, film, tape, disk, diskette, or in the electronic 
document management system. All records in this chapter are scheduled in media neutral 
format. Majority of records covered in this section are GRS. 
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Item HiO: HR Poliey eBd Proeedures (3000) 
Directives that serve to accomplish a consistent and ooiform approach in establishing 
and managing human capital requirements for Southwestern Power Administration. 
[CRS Hi (1)1 

TKMPORARY. Cut of at the end of the fiscal year in v1hieh policy or procedure is 
superseded. Destroy after cut off. 

Item Hil: Offieiel Perso&Bel Folders (OPFs) (3010) 
Material related to the employment Southwcstern's federal employees. Files are 
arranged alphabetically by nllfftc of employee. Cut off upon separation of employee. 
\\Then an employee leaves the agency, only specific temporary documents arc 
transferred vlith the personnel folder. 

1\lotc: Record series is considaed "1rit-al" dHe to SWPA ret-ai1�i1tg the OPFs in paper 
format in special rubinets at the THlsa effice. All OPFs a,"C schedHled to be srunned 
and electronirully sto,•ed by DOE after March 2009 

Onginals sheflld be f0Avt1Nled 'HJ the Office ... Ve,.senal Alanagement after 
t1el'i-fieatien 9} eOPF daia. 

e. Right side of Perso&Bel Folder (CRS 1(1)] . Folders covering employment 
termi-nated after December 31, 1920, excluding those selected by NARA for 
permanent retention. 

The Official Personnel Folder may contain the following: 

Documents on the right side are filed chronologically by the effective date. 
Order prescribed by OPM: 

• File the document ·.vith the most recent date on top. 
• The right side of the personnel folder is used for long term documents. 
• Only documents authorized by OPM may he placed on the right side of 

the folder. 
• Documents filed on the right side: 
• Application 
• Resume 
• Appointment Affida;rit 
• Civil Service Forms 
• Military Service Documents 
• Optional Form 306 
• Benefits (Health insurance, life insurance, retirement, TSP) 
• Investigation Process 
• Personnel Actions, SF50 

1) Transferred employees. 
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See Chapter 7 of The GNitic to P-cnwmwl Reeordkccping for instructions 
relating to folders of OffiPloyees transferred to anoth.er agency. 

2) Separated OffiPloyees. 
Transfer folder to :National Personnel Records Center (NPRC), St Louis, MO, 
30 days after latest separation. NPRC will destroy 65 years after separation 
from Federal service. 

b. Reeot'ds itled on left side of OPF: (GRS 1 (10)] 

The left side of th.e personnel folder is used for temporary documents. \Vhen an 
OffiPloyee leaves th.e agency, only specific tOffiPOfaF)' documents are transferred 
with. th.e persollf'lel folder. 

• Documents filed on th.e left side: 
• Address form 
• Current Position Description 
• SFl 152, Designation ofBenefieiru-y for Unpaid Compensation 

1) AH copies of correspondence and forms maintained on th.e left side ofth.e 
Official Persollf'lel Folder in accordance with. Chapter 3 of The Guitic to 
Personnel Reeo,vi:kccpb<tg, EXCWDING the Immigration and Naturalization 
Service Form I 9 and performance related records. 

TEMPORARY. Destroy when superseded or obsolete, or upon separation or 
transfer of employee, unless specifically required to be transferred \.vith the 
9FF-: 

2) Immigration and Naturalization Service Form I 9. 

TEl\'lPOR.ARY. Destroy 3 years after OffiPloyee separates from service or 
transfers to anoth.er agency. 

Item 162: Penonnel Conespondenee Files. (3020) (GRS 1(3)] 
Correspondence, reports, and other records relating to the general administration and 
operation ofpersollf'lel functions, but excluding records specifically described 
else1+11here in this schedule and records maintained at agency staff planning levels. 

TEMPOR.l...RY. Cut of at th.e end ofth.e fiscal year. Destroy 3 years after out off. 

Item 163: Off-et's of Employment Files. (Reen1itment Case Files) (3030) (GRS 1 (4)] 
Correspondence, including letters and telegrams, offering appointments to potential 
employees. Arranged by Vacancy A..-.nouncement number. Includes: 

• Minimum Contents of Recruiting Announcement File Form 
• Checklist for Delegated Examining Auth.ority 
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• Copy of USA JOBS 
• Copy of SF 52 (with proper classification, PD nuffiaer, & signa-tUFe) 
• CoffiPleted and signed PD 
• List of all applicants 
• Joa Analysis 
• Rating Gl:lide/crediting plan 
• Conversion Table 
• Applications with attachments including Veteran's Preference. (Could include 

DD 214, SF 15, Letter froffl VA) 
• FEORP Docufflentation Form (Give to EEO official.) 
• .Application Re1lie•11 Checklists 
• Basic Qualifications Determination Form (if GS) and reason for ineligiaility. 

(Must ffleet screen out if VlB.) 
• Individual rating sheet if applicable 
• OPM Certificate of Eligiales Sho•11ing scores, veterans preference, considerations, 

and declinations. (Properly Audited) 
• Referral and Selection Certificate v1ith aaekup including justification 
• Letters to Ineligiales 
• Notice of Selection 
• List of AU Concerned 
• Copy of OPM Qualifications Standard Handaook (for GS) 
• t\. ... �.nounceinent distriaution 
• Notices of Rating 
• Copy of Recruiting Announceinent 
• Certificates of Custoffler Survey 
• Report on Use of Authority 
• Non Select Letters 
• Declinations, (if appropriate) 
• Random Tieareaker Form 
• EHlplo)ment offer letter to selectee 
• Recruitfflent cancellation notice froffl selection official (if applicable) 
• Custoffier survey on recruiting 

a. Accepted offers. 

TEl\iPOR!JlY. Destroy when appointfflent is effecth•e 

a. Declined offers: 

1) V/hen name is received froffl certificate of eligiales. 
DISPOSITION: Return to OPM vlith reply and application. 

2) Temporary or excepted appointment. [GRS 1, items, 33k, 331, 33m, o,- 33n} 
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a. Examining and Certification Records Cancelled and ineligible 
applications for positions filled from a register or inventory. Such 
doeuments include Optional form (OF) 612, resumes, supplemental forms, 
and attaehments, whether in hard copy or electronic format. 

TEl\lPOIU,.RY. Cut off annually. Destroy 1 year after out off. 

b. Eligible applications for positions filled from a register or inventory, 
including OF 612, resumes, supplemental forms, and attachments, vmether 
in hard copy or electronic format. 

1)  On active register or inventory. 

TEl\lPORA.RY. Destroy 90 days after termination of the register or 
inventory, (except for those applications that may be brought fonvard 
to a new register or in11entory, if an::,0 

2) On inactive register or inventory. 

TEl\lPORARY. Cut off annually. Destroy 1 year after out off. 

e. Ineligible or incomplete applications for positions filled by ease 
examining. Such doeuments include OF 612, resumes, supplemental 
forms, vmether in hard copy or electronic format. 

TEMPOIU,.RY. Cut off annually. Destroy 2 years after out off. 

d. Eligible applications for positions filled by ease examining that either are 
not referred to the hiring official or are returned to the examining office by 
the hiring official. Such doemnents include OF 612, resumes, 
supplemental forms, and attaehments, whether in hard copy or electronic 
format. 

TEMPORf..RY. Cut off annually. Destroy 2 years after out off. 

3) All others. 

TEMPORARY. Destroy immediately. 

Item 164: Employee AwaFEls Files. (3040) [CRS 1 (12)) 
Material relating to awards aehie,.•ed by employees. 

a. General awards records, EXCLUDING those relating to department level awards. 

1) Case files including recommendations, approved nominations, 
correspondence, reports, and related handbooks pertaining to agency 

SWPA SFl 15o-FINAL VERSION 
Page 6 1  of 126 



- -SFI 15  Southwestern Power Administration 
Sflonsofed cash and noncash awafds such as incenti1,'e awaFds, within grade 
merit incFCases, suggestions, and outstanding peFformance. 

TEMPORARY. Destroy 2 yearn after ElflpFOva.l Of diSElflflf01t'a.l. 

2) Corresf1ondence pertaining to avrafds from other Federa.l agencies Of non 
Fedefa.l ofganizations. 

TEMPORARY. Destroy when 2 yeaFs old. 

b. Length of seF¥ice and sick leave av1aFds files. 
Recofds including corresf1ondence, fef)Orts, computations of seFVice and siek 
leave, and lists of awaFdees. 

TE!\IPORARY. Destroy '+Yhen 1 yeaF old. 

c. Lettefs of commendation and Elflflfeeiation. 
Copies of lettefs recognizing length of service and FCtifement and lettern of 
Elflflfeciation and commendation fof f)erformance, EXCWDING COflies filed in 
the OPF. 

TEMPORARY. Destrny when 2 yearn old. 

d. Lists of Of indexes to agenc:5,' awaFd nominations. 
Lists of nominees and winnefs and indexes of nominations. 

TE!\IPOR.i<\RY. Destroy when superseded Of obsolete. 

Item 165: Iueeuti¥e AweFds PFagf'llm RepaFts. (3050)
Material felated to incentive awaros achieved by employees. [CRS 1 (13)] 

TEMPOR.i4....RY. Destroy when 3 yeaFs old. 

Item 166: MeFit PFamatiau Case Files. (3060) [CRS 1(32)] 
Recofds felating to the flfOmotion of an individual that document qua.lification 
standaFds, evaluation methods, selection flFOeedufes, and evaluations of candidates. 

TEMPOR.ic\RY. Destroy aftef OPM audit Of 2 yeaFs aftef the pefsonnel action is 
completed, v1hiehever is sooner. 

Item 167: Penauuel Operatians Stetistieal RepaFts (3070). (Human Capital RepaFts) [CRS 

Statistical fef)0rts based on the Oflerating flefsonnel. 

TEMPORA,RY. Destro:',' vrhen 2 yeaFs old. 
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Item Hi8: CoFFespoBdeBee BBB FoFms Files. (3080). [CRS 1(17)) 
Material relatiHg to operating personnel office records relating to individual 
employees not maintained in OPfs and not provided for elsewhere in this schedule. 

a. Correspondence and forms relating to pending personnel actioHs 

TKMPORf..RY. Destroy wheH action is completed. 

b. Retention registers and related records. 

1) Registers and related records used to effect reductioH in force actions. 

TEMPORI..RY. Destroy vthen 2 years old. 

2) Registers from which no reduction in force actions have been takeH and 
related records. 

TEMPOR,i+..RY. Destroy v.rheH superseded or obsolete. 

c. AH other correspondence and forms. 

TEMPORARY. Destroy wheH 6 months old. 

Item 169: Supenr.isors' PersoBBel Files BBB Duplieete OPF DoeumeBt&tioB. (3090) [CRS 1 
(18» 
Material relating to an emplo;•ee's positions found only in the supervisor's file. 

a. Supervisors' Personnel files. 
CorrespoHdence, forms, and other records relating to positions, authorizations, 
pending actions, position descriptions, requests for personnel action, and records 
on individual employees duplicated in or not appropriate for the OPF. 

TEl\lPORARY. Re,.•ie•.v annually and destroy superseded or obsolete documents, 
or destroy file relating to an employee within 1 year after separation or transfer. 

b. Duplicate Documentation. 
Other copies of documents duplicated in OPFs not pro¼•ided for elsewhere in this 
schedule. 

TEl\lPORARY. Destroy vrhen 6 months old. 

Item 170: Employee MedieBI Folder (EMF) (3100) [CRS 1(21)) 
Material related to an employee's medical folder. 

a. Long term medical records as defined in 5 CFR Part 293, Subpart E. 
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1) Transferred employees. See 5 CFR Part 293, Subpart E for instructions. 

[CITE: 5CFR293.51 l] 

a. Temporary EMFS records must not be placed in a newly created EMF for 
a separating employee and must be removed from an already existing 
EMF before its transfer to another agency or to the �tPRC. Such records 
must be disposed of in accordance with General Records Schedule (GRS) 
1 ,  item 21 , issued by NARA and Records Administration �L'\RA) 

b. Occupational Medical Records considered to be long term records must be 
maintained for the duration of employment, plus 3 0 years or for as long as 
the OPF is maintained, v1hichever is longer. Therefore, upon separation, 
the records must be provided to the employee's new agency, or they must 
be transferred to the NPRC, \Yhich 1.vill dispose of them in accordance 
with GRS 1 ,  item 21 , issued by NARA. 

2) Separated employees. 
Transfer to NPRC, St. Louis, MO, 30 days after separation. NPRC 1Nill 
destroy 75 years after birth date of employee; 60 years after date of the earliest 
document in the folder, if the date of birth ear.not be ascertained; or 30 years 
after latest separation, vihiehever is later. 

b. Temporary or short term records as defined in the Federal Personnel Manual 
(FPM) 

TKMPORARY. Destroy 1 year after separation or transfer of employee. 

e. Individual employee health ease files created prior to establishment of the EMF 
system that ha1re been retired to a NARA records storage facility. 

TKMPORARY. Destroy 60 years after retirement to the NA .  U records storage 
facility. 

Item 171: Emplayee Perfarmanee File System Reeards. (3110) (CRS 1 (23)] 
Material related to employee performance. 

a. Non SES appointees (as defined in 5 U.S.C. 4301(2) 

1) Appraisals of unacceptable performance, v,here a notice of proposed demotion 
or removal is issued but not affected and all related documents. 

TEMPORARY. Destroy after the employee completes 1 year of acceptable 
performance from the date of the written advance notice of proposed removal 
or reduction in grade notice. 
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2) Performance reeords superseded through aH: administrative, judieial, or quasi 
judieial proeedure. 

TEMPORzi\RY. Destroy when superseded. 

3) Performanee related records pertaining to a former employee. 

a. Latest rating of record 3 years old or less, performance plan upon vlhieh 
it is based, and any summary rating. 

Place reeords on left side of the OPP and forward to gaining Federal 
agency upon transfer or to NPRC if employee separates (see item 1 b of 
this schedule) t\.n agency retrieving an OPP from NPRC will dispose of 
these documents in aeeordance with GRS 1 item 23a(3)(b). 

b. lJl other performanee plans and ratings. 

TEMPORARY. Destroy v1hen 4 years old. 

4) All other summary performance appraisal records, ineluding performanee 
appraisals and job elements and standards upon which they are based. 

TEMPORz�JlY. Destroy v1hen 4 years old 

5) Supporting documents. 

TEMPO��¥. Destroy 7tvhen 4 years old 

b. SES appointees (as defined in 5 U.S.C. 3132a (2)] 

1) Performance records superseded through an administrative, judicial, or quasi 
judicial proeedure. 

TEMPORzt\RY. Destroy when superseded. 

2) Performance related records pertaining to a former SES appointee. 

a. Latest rating ofrecord that is less than 5 years old, performance plan upon 
vlhich it is based, and any summary rating. 

Place reeords on left side of the OPP and fonvard to gaining Federal agency 
upon transfer or to NPRC if employee leaves Federal service (see item 1 b of 
this schedule) 

An agency retrieving an OPP from NPRC will dispose of those documents in 
accordance v,rith item 23b (2) (b) of this schedule. 
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b. All other performance ratiHgs and plans. 

TEMPORzA..RY. Destroy wheH 5 yea-rs old. 

3) All other performance appraisals, alm=tg with job elements and standa-rds (job 
eKpectatioHs) upoH vihich they a-re based, EXCLUDING those for SES 
appoiHtees serviHg OH a Presidential appoiH-tmeHt (5 CFR 21 4) 

TEMPORARY. Destroy 5 yea-rs after date of appraisal. 

4) SupportiHg documeHts. 

TEMPORzA..RY Destroy 5 yea-rs after date of appraisal. 

Item 172: TFaining Reeanls. (3120) [CRS 1 (29)] 

a. CeneFBI ille af ageney spansaFed tFBiBiBg, EXCLUDING record copy of 
manuals, syllabuses, teKtbooks, and other traiHiHg aids developed by the ageHcy. 

1) CorrespoHdeHce, memoranda, agreements, authoriz:atioHs, reports, 
requirement reviev,rs, plans, and objectives relatiHg to the establishmeHt and 
operatioH oftraiHiHg courses and coHfereHces. 

TEMPORzA..RY. Cut of at the eHd of the fiscal yea-r trainiHg program 
discontinued or completed. Destroy 5 yea-rs after cut off. 

2) Background and v;orkiHg files  

TEMPORz,. ... RY_ Cut of at the eHd of the fiscal yea-r trainiHg program 
discontinued or completed. Destroy 3 yea-rs after cut off. 

b. Emplayee tFBiBiBg. 

Correspondence, memoranda, reports, and other records relatiHg to the availability of 
training and employee participatioH in training programs spoHsored by other 
government agencies or Hon Government institutions. 

TEMPORzr\.RY. Destroy when 5 yea-rs old or when superseded or obsolete, 
v,rhiehever is sooner. 

Item 173: Reasaneble Aeeammadetian Request ReeaFds (3130) [CRS 1 (24)] 
Material related to reasonably accommodations made for an employee. InformatioH 
created and maintained while receiving, coordinating, reviewiHg, processing, 
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approving, aHd reporting requests for reasonaale accommodation from federal 
employees aHd applicants under the Rehaailitation Act of 1973 aHd Executive Order 
13164. 

Definition: A reasonaale accommodation is a ehange in the v1ork environment or in 
the way things are customarily done that v1ould enable fill individual \Vith a disaaility 
to enjoy equal employment opportunities. 

The three categories ofreasonaale accommodation are: 

Modification or adjustments to a job application process to permit aH individual with 
a disaaility to be considered for a job, such as providing application forms in large 
print or Braille; 

Modifications or adjustments necessary to enaale a qualified individual 1.vith a 
disaaility to perform essential functions of the job, such as providing sign language 
interpreters; aHd 

Modifications or adjustments that enaale employees with disaailities to enjoy equal 
benefits filld privileges of employment, such as removing physical barriers in fill 
office or cafeteria. 

This schedule includes all requests for reasonable accommodation and/or assistive 
technology devices filld services offered thrnugh the agency or the 
Computer/Electronic Accommodation Program (CAP) that are made by or on behalf 
of applicaHts, current or former employees. Also included are medical records, 
supporting notes and documentation, as ·.vell as procedures aHd records related to 
processing, deciding, implementing, and tracking requests for reasonaale 
accommodation(s) 

a. Cenenll Files 
Agency wide filld departmental procedures for receiving, processing, and 
appealing requests for reasonaale accommodation by employees and applicants. 
Files may include, but are not limited to, instructions, directives, notices, forms, 
timetaales and guidelines for requesting, processing and approving requests and 
for appealing decisions for reasonaale accommodation. Also included are records 
notifying the Equal Employment Opportunity Commission (EEOC), the agency's 
collective bargaining representative(s) and the agency's Equal Employment 
Opportunity office of the agency's reasonable accommodation request and 
processing procedures as well as modifications to estaalished procedures. 

TEMPORz.+-...RY. Destroy three years after superceded or 111hen no longer needed 
for reference whichever is later. 

b. Employee Cose Files 
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Individual employee files that are created, reeei1,•ed, and maintained by EEO 
reasonable accommodation or di1;ersity,ldisability program or emplo:,·ee relations 
coordinators, immediate supervisors, CAP administrator, or HR specialists 
containing records of requests for reasonable accommodation and/or assistive 
technology devises and services through the agency or CAP that have been 
requested for or by an employee. This series also includes, but is not limited to, 
request approvals and denials, notice of procedures for informal dispute resolution 
or appeal processes, forms, correspondence, e mails, records of oral 
conversations, medical documentation, and notes. 

TEl\lPORARY. Destroy three years after employee separation from the agene:,· 
or all appeals are concluded ·.vhiohever is later. 

{Netc: These Fccor-ds aFc neithcFpaFt 9:fan employee's Official PeFsonncl Fite 
(OPF) noFpaFt ofa supcFPisoF's 1;1nofficialpcrsonncljik.] 

e. Supplemeetel Files 
Records oreated, received, and maintained by EEO reasonable accommodation or 
diversity)disability program or employee relation coordinators, while advising on, 
implementing or appealing requests for or from an individual employee for 
reasonable accommodation. Some requests may involve HR matters, including 
but not limited to changes in duties, reassignments, leave usage, and performance 
issues. Files may include, but are not limited to, policy guidance, resource 
information about accommodation providers, forms, e mails, notes. 

TEl\lPORt\RY. Destroy three years after end of fiscal year in vmich 
accommodation is decided or all appeals are concluded, whichever is later. 

[Nete: These rcco,'fi.s arc ,withcFpan &fan enr:pleyee 's Official PcFsonncl Fik 
(OPF) no,·paFt &fa supcrvisoF's 1;11u:rfficialpc1•sonncljilc.] 

El. TFBekiBg System 
Records and data created, received, and maintained for purposes of tracking 
agency compliance with Executive Order 13164 and Equal Employment 
OpportuFJ:ity Commission [GRS 1 (24)(d)] 

TEMPORARY. Delete/destroy three years after compliance report is filed or 
,vhen no longer needed for reference. 

Item 174: LebaF Meeegemeet Reletiaes ReeaFds. (3140) [GRS 1(28)] 

a. Labor Management Relations General and Case Files. 
Correspondence, memoranda, reports and other records relating to the relationship 
bet>.veen management and employee unions or other groups. 
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1) Office negotiating agreement. [Maintained by Human Resources] 

TEMPORARY. Cut of at the end of the fiscal year in whieh agreement 
eKpires. Destroy 5 years after out off. 

2) Other offices. 

TEMPOR.i..RY. Destroy vmen superseded or obsolete. 

b. Labor Arbitration General and Case Files. 
Correspondence, forms, and background papers relating to labor arbitration eases. 

TEl\4POR.i:\RY. Cut of at the end of the fiscal year in whieh ease is resolved. 
Destroy 5 years after final resolution of ease. 

Item 175: Persenel Injury Files. (3150) [CRS 1 (31)) 

Forms, reports, correspondence, and related medical and investigatory records 
relating to on the job injuries, v1hether or not a claim for compensation was made, 
EXCWDING eopies filed in the Employee Medical Folder and copies submitted to 
the Department of Labor. 

TEl\4PORl�Y. Cut off on termination of compensation or when deadline for filing 
a claim has passed. Destroy 3 years after out off 

Item 176: AdmiBistreth'e Crie¥enee, Diseiplinery, end Ad1,'erse Aetien Files [CRS 1 (30)) 

a. Administrative Grievance Files (5 CFR 771) 
Records relating to grie•1anees raised by agency employees, eKeept EEO 
complaints. These ease files include statements of witnesses, reports of interviews 
and hearings, eKaminer's findings and reeommendations, a copy of the original 
decision, related eorrespondenee and exhibits, and records relating to a 
reconsideration request. 

TEl\4PORA.RY. Cut of at the end of the fiseal year in whieh ease is closed. 
Destroy no sooner than 4 years but no later than 7 years after ease is elosed. 

b. Adverse Action Files (5 CFR 752) and Performance Based Actions (5 CFR 432) 
Case files and records related to adverse actions and performance based actions 
(removal, suspension, reduction in grade, furlough) against employees. The file 
includes a copy of the proposed adverse action \Yith supporting documents; 
statements of witnesses; employee's reply; hearing notices, reports, and decisions; 
reversal of action; and appeal records, EXCLUDING letters of reprimand vlhich 
are filed in the OPF. 
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TEMPOR!..RY. Cut ofat the end of the fiscal year in vihieh ease is closed. 
Destroy no sooner thlffi 4 years but no later than 7 years after ease is closed. 

{]VOTE: OPM has determi1wd that age,icies may decide h01,v Ieng, 1,vithi1i the range of 4 to 7 
years, grievance and adverse actio1i _files need to he rctai,icd. To implement this aut.¼e1·ity, each 
f:lgency n'lf;{;8t select enc fixed rcte1itie1i pc1•ied, between 4 and 7years, far the entire series of its 
elescd eases. Agencies arc net autheriwd te f;{;8C dijferc1it 1•ctcntie1i perieds fm' individual eases. 
The agency sheuldpuhlish the ehescn r-etcntien peried in the Pri1i>'acy Act 1ietiee fa,, these 
1oeeords, the f:lgency·'s ,-eeerds dispesitie1i nia1iual, and any ether issutmec detiling with the 
dispesitien &/these reeenls.} 

Item 177: E:xemiBing end CertifieetioB ReeoFds. (Delegeted E:xem.ining Unit DEUs)
(3170) (CR8 1 (33)] 
Delegated agreements afld related records created under the authority of 5 U .8. C. 
1 104 betv;een the OPM and agencies, allowing for the examination and certification 
of applicants for employment. 

a. Delegated agreements. 

TEl\iPORARY. Cut of at the end of the fiscal year in vmieh agreement is 
terminated. Destroy 3 years after termination of agreement. 

b. Correspondence concerning applications, certification of eligibles, and all other 
examining and recruiting operations. Such correspondence, includes, but is not 
limited to, correspondence from Congress, ·white House, and the general public, 
afld correspondence regarding accommodations for holding examinations and 
shipment of test materials. 

TEMPOR!JlY. Cut ofat the end of the fiscal year. Cut off annually. Destroy 1 
year after out off. 

c. Correspondence or notices reeei•;ed from eligibles indicating a change in name, 
address, or availability. 

TEl\iPORARY. Destroy 90 days after updating the appropriate record in the 
registry or in•;entory. 

d. Test material stock control. 
Stock control records of examination test material including running inventory of 
test material in stock. 

TEMPOR!... RY. Destroy when test is superseded or obsolete. 

e. Application Record Card (OPM Form 5000A, or equivalent) 
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TEMPOR}JlY. Cut off after examination. Destroy no later than 90 days after cut 
eff 

f. Exami-flation Announcement Case Documentation Files. 
Correspondence regarding examination requireft'lents, final version of 
annmmcefflent(s) issued, subsequent amendments to announceft'lent(s), public 
notice documentation, rating schedule, job analysis documentation, record of 
selective and quality rating factors, rating procedures, transmutation tables, and 
other documents associated 1.vith the job announeement(s) and the development of 
the register/im·entory or ease examination. 

TEMPORARY. Cut off after termination of related register or inventory or after 
final action is taken on the certificate generated by ease examining fWOeedures. 
Destroy 2 )'ears after cut off. 

g. Register or in11entory of eligibles (OPM Form 5001 C or equivalent, documenting 
eligibility of an individual for Federal jobs) 

TEMPOR}...RY. Destroy 2 years after the date on which the register of inventory 
is terminated. 

h. Letters to applicants denying transfer of eligibility (OPM Form 1896 or 
equi11alent) 

TEMPORA.RY. Cut off at the end of the fiscal year . .  Destroy 1 year after cut 
eff 

1. Test Ptllswer Sheets. 

\\Tritten test ansv1er sheets for both eligibles and ineligibles. Filed by date of 
proeessmg. 

TEMPORARY. Destroy v1hen 6 months old. 

J. Lost or Exposed Test Material Case Files. 
Records shov1ing the circumstances of loss, nature of the recovery action, and 
corrective aetion required. 

TEMPORARY. Cut of at the end of the fiscal year in which investigation of loss 
completed. Destroy 5 years after cut off. 

k. Cancelled and ineligible applications for positions filled from a register or 
inventory. Such documents include Optional form (OF) 612, resumes, 
supplemental forms, and attachments, vlhether in hard copy or electronic format. 

TKMPORARY. Cut off at the end of the fiscal year. Destroy 1 year after cut off. 
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1. Eligible applieations for positions filled from a register or inventory, including OF 

612, resumes, supplemental forms, and attaehrnents, whether in hard eopy or 
eleetronic format. 

1) On active register or inventory 

TEMPOR.l ... RY. Destroy 90 days after termination of the register or inventory, 
(eKeept for those applieations that may be brought forward to a nei.Y register or 
inventory, if any) 

2) On inactive register or inventory 

TEMPORz"-.. RY. Cut ofat the end of the fiseal year. Destroy 1 year after eut off. 

m. Ineligible or incomplete applieations for positions filled by case eKarnining. Sueh 
doeuments include OF 612, resumes, supplemental forms, whether in hard eopy 
or electronic format. 

TEMPORz-\RY. Cut of at the end of the fiscal year. Destroy 2 years after cut off. 

n. Eligible applieations for positions filled by case ex.amining that either are not 
referred to the hiring official or are returned to the eKarnining offiee by the hiring 
official. Such documents include OF 612, resumes, supplemental forms, and 
attachments, v,rhether in hard copy or electronic format. 

TEMPORARY. Cut of at the end of the fiscal year. Destroy 2 years after cut off 

o. Request for prior approval of personnel actions taken by agencies on such matters 
as promotion, transfer, reinstatement, or change in status, submitted by SF 59, 
OPM 648, or equivalent form. 

TEMPORARY. Cut of at the end of the fiscal year. Destroy 1 year after cut off. 

p. Certificate Files, including SF 39, SF 391\:, or equivalent, and all papers upon 
1.vhich the certifieation v1as based: the list of eligibles screened for the vacancies, 
ratings assigned, availability statements, the certificate of eligibles that ,vas issued 
to the selecting offieial, the annotated certifieate of eligibles that was returned 
from the selecting official, and other doeumentation material designated by the 
eKaminer for retention. 

TEMPORzi\RY. Cut of at the end of the fiscal year. Destroy 2 years after cut off. 

q. Certification request eontrol indeK. Certificate eontrol log system. Reeords of 
information (e.g. receipt date, series, and grade of position, duty station, etc.) 
pertaining to requests for lists of eligibles from a register or inventory. 
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TEMPORA.RY. Cut of at the end of the fiscal year. Destroy 2 years after cut off. 

r. Interagency Placement Program (IPP) application IHld registration sheet. 

TEMPORARY. Destroy upon expiration of employee's DEP eligibility. 

s. DEP control cards, if maintained. 

TEMPORARY. Cut ofat the end ofthe fiscal year. Destroy2 years after cut off. 

t. Reports of audits of delegated examining operations. 

TEMPORARY. Destroy 3 years after date of the report. 

Item.n178: DeBied Heelth BeBefits Requests UBder Spouse Equity. (3180) [CRS 1(35)] 
Denied eligibility files consisting of applications, court orders, denial letters, appeal 
letters, IHld related papers. 

a. Health benefits denied, not appealed. 

TEMPORl... RY. Destroy 3 years after denial. 

b. Health benefits denied, appealed to OPM for reconsideration. 

1) Appeal successful benefits gr1H1ted. 

Create emollment file in accord1H1ce with Sub chapter £ 17 of the FEHB 
HIHldbook. 

2) .Appeal unsuccessful benefits denied. 

TEMPORARY. Destroy 3 years after denial. 

{NOTE: Pr,mmant te Stt.behapter SJ 7 of the FEHB Htmdb00k em¥Jl!me1ttjiles ofspeuses eligible 
.for benefits a1·e trr:msfen·ed te OPJ,1 when fonna spel:tse emwels the e1<tr0llment, when 
enrellment is terminmed by the entpleying office, er when former spel:tse begins receiving al't 
tu'tl'tl:tity pt1.yme1tt.} 

Item 179: Federel �'orkpleee Drug Testing Program Files. (3190) [CRS 1 (36)] 
Drug testing program records created under Executive Order 12564 and Public Lav,r 
100 71, Section 503 (101 £tat. 468), EXCLUDING consolidated statistical and 
nan-ati¥e reports concerning the operation of agency programs, including annual 
reports to Congress, as required by Pub. L. 100 71 , 503(f) 

This authorization does not apply to oversight program records of the Department of 
Health and Human Services, the Office of Personnel MIHlagement, the Office of 
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Management and Budget, the Office of National Drug Control Polio�·, and the 
Departmoot of Justice. 

a. Drug test plans and procedUFes, EXCLUDING doetlffloots that are filed in record 
sets of formal issuances (directives, procedUFes handbooks, operating mfrIRlals, 
and the like.) Agency copies of plans and procedures, with related drafts, 
correspondeBce, memoranda, and other records pertaiB-ing to the developmoot of 
procedUFes for drug testing programs, including the determination of testing 
incumboots in designated positions. 

TKMPORARY. Destroy whoo 3 years old or 1tvhen superseded or obsolete. 

b. Employee acknowledgment of notice forms. 
Forms completed by employees whose positions are designated soositi:•,·e for drug 
testing purposes acknowledging that they have received notice that they may be 
tested. 

TEl\'1PORzA...RY. Destroy vlhen employee separates from testing designated 
position. 

c. 8eleetion/scheduling records. 
Records relating to the selection of specific employees/applicants for testing and 
the scheduling of tests. Included are lists of selectees, notification letters, and 
testing schedules. 

TEl\'1PORzA,._RY. Destroy when 3 years old. 

d. Records relating to the collection and handling of specimoos 

1) Record Books. 
Bound books containing idootifying data on each specimoo, recorded at each 
collection site in the order in which the specimens v,ere collected. 

TEl\'1PORzA,._RY. Destroy 3 years after date of last entry 

2) Chain of custody records. 
Forms and other records used to maintain control and accountability of 
specimoos from the point of collection to the final disposition of the specimoo. 

TEl\'1PORzA..RY. Destroy •.vhen 3 years old 

e. Test results. 
Records documenting individual test results, including reports of testing, 
notifications of employees/applicants and employing offices, and documents 
relating to follov, up testing. 
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l) Positive results. 

a) E�loyees. 

TEMPORARY. Destroy when employee leaves the agency or when 3 
years old, vlhichever is later. 

b) Applicams not accepted for employment. 

TEMPORARY. Destroy vlhen 3 years old 

2) },fogative results. 

TEl\'IPORI...R.Y. Destroy 1.vhen 3 years old 

{NOT.ES: (}) Diseiptin{lry {letien oosefiJes perltlining re {letiens t{l,Wn tlgclinst e,npJeyees fm• 
dr use, d-rugpessessien, failure te eemply 1,vith dr testfr1gpreeefi.u1"CS, (Ind similar nwtters ug ug 
(Ire ee1rered hy GRS 1, Uem 30'3, which {lUthm•izes destruetien ofreeerds henvee1'l 4 (Ind 7ye{lrs 
t1fter the C{lSe is eJesed. (2) Any reeer-ds ee--;e,eed hy items 36 {l e th{lt {ll'e f"Cle--;{lnt te Uti�tien er 
diseip/in{l,-y {letie1'ls sheutd he dispesed ofne e{lrlier th{ln the related litigtttim'l er (I(b•erse {letien 
eesefile(s)} 

Item 180: D0Bated Lea·,•e Program Case Files. (3200) [CRS 1 (37)] 
Case files documenting the receipt and donation of leave for medical emergencies, 
including recipient applications, agency approvals or denials, medical or physician 
certifications, lea11e donation records or OF 630 A, supervisor/timekeeper approvals, 
leave transfer records, payroll notification records, and leave program termination 
records. 

TEMPORARY. Cut of at the end of the fiscal year in vlhich the file is closed. 
Destroy 1 year after cut off. 

Item 181: \\'age 8unzey Files. (3210) [CR8 1 (38)] 
Wage survey reports and data, background documents and correspondence pertaining 
to area wages paid for each e�lo)1ee class; background papers establishing need, 
authori2ation, direction, and analysis of•.vage sun1eys; development and 
implementation of wage schedules; and request for an authorization of specific rates 
(excluding authoriwd •.yage schedules and v;age sur,re)' recapitulation sheets) 

TEl\'1PORz"'... RY. Destroy after co�letion of second succeeding \vage sun1ey. 

Item 182: RetiremeBt 1t\ssistaBee Files. (3220) [CR8 1 (39)] 
Correspondence, memoranda, annuity estimates, and other records used to assist 
retiring employees or survivors claim insurance or retirement benefits. 

TEMPORz"'... RY. Destroy when 1 year old. 
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Item 183: Pay CalBf)BFBbility ReeaFds. (P11y Flexibility ReeaFds 3 R's) (3230) [GRS 1 
(4B}
Reeofds Created undef implementation of the Federnl Employees Pay Comparability 
Aet including written narratives and computeri2:ed transaction fegist0rs documenting 
use offetention, felocation and feeruitment bonuses, allov,ranees, and supefvisof)' 
diffet:entials, and ease files consisting offequests fof and appmval ofrncruitment and 
rnlocation bonuses and rntention allov,ranees. 

TEMPORARY. Destroy 3 years following the date of apprnval Of upon completion 
of the rnlevant s0rviee agreement Of allowance, whicbevef is latef. 

Item 184: TeleeamBHttinw]'elewad.: ReeaFds. (3240) [GRS 1 (42)1 

a. .Appm•1ed rnquests Of applications to participate in an alternate v,rofksite pmgrarn; 
agreements betv,reen the ageney and the employee; and feeoros felating to the 
safety of the wofksite, the installation and use of equipment, harov,afe, and 
software, and the use of seOUfe, classified information Of data subject to the 
Privacy Act. 

TEMPORARY. Destroy 1 yeB:f aft0r end of employee's participation in the 
program. 

b. Unapprnved rnquests. 

TEMPORARY. Destroy 1 year aft0r rnquest is rnjected 

e. Forms and othef rncofds genefated by the agency Of the participating employee 
evaluating the alternate wofksite pmgram. 

TEM.POR.i-\RY. Destroy vmen 1 year old, of vmen no long0r needed, whicbe¥0r 
is latef. 

Item 185: Equ.111 Employment OppaFtu.eity (EEO) ReeaFds. (3250) [GRS 1 (25)1 

a. Official Discrimination Complaint Case Files. 
Originating agency's file containing complaints with felated eorrespondenee, 
rnports, mc.h.ibits, 1v1ithdFawal notices, copies of decisions, fecoros of hearings and 
meetings, and oth0r rneofds as described in 29 CFR 1614. Cases fesolved within 
the ageney, by Equal Employment Opportunity Commission, Of by a U.8. Court. 

TEM.POR.it\RY. Cut of at the end of the fiscal year in vmicb ease is fesolved. 
Destroy 4 years aft0r out off. 

b. Copies of Complaint Case Files. 
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Duplicate ease files or doewnents pertaining to ease files retained in Official 
Discrimination Complaint Case Files. 

TEMPOR.it\RY. Cut of at the end of the fiseal year in which ease is resolved. 
Destroy 1 year after resolution of ease. 

e. Preliminary and Background Files. 

1) Background records not filed in the Official Discrimination Complaint Case 
Files-; 

TEMPOILA..RY. Cut of at the end of the fiseal year in :r,vhich ease is resolved. 
Destroy 2 years after final resolution of ease. 

2) Records documenting complaints that do not de1+1elop into Official 
Discrimination Complaint Cases. 

TEMPORARY. Cut of at the end of the fiscal year complaint filed. Destroy 2 
years after out off. 

d. Compliance Records. 

1) Compliance Review Files. 
Reviews, background doewnents, and oorrespondenoe relating to oontraotor 
employment practices. 

TEMPORliRY. Cut of at the end of the fiscal year in ·.vhich review 
completed. Destroy 7 years after out off. 

2) EEO Compliance Reports 

TEMPORARY. Destroy ·.vhen 3 years old. 

f. EEO General Files. 
General eorrespondenee and copies of regulations ·.vith related records pertaining 
to the Civil Rights 1\ot of 1964, the EEO Aet of 1972, and any pertinent later 
legislation, and ageney EEO Committee meeting records, including minutes and 
reports. 

TEMPORI..RY. Destroy vihen 3 years old or when superseded or obsolete, 
whichever is applicable. 

g. EEO Affirmative Aetion Plans (A.AP) 

1) Agency copy of consolidated AAP(s) 
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TEMPOIU,.RY. Destroy 5 years from date ofpllffl:. 

2) AgeHcy feeder plan to consolidated fn'\P(s) 

TEMPORARY. Destroy 5 years from date of feeder plan or vihen 
administrative purposes have been served, whiche\>'er is sooner. 

3) Report of on site revie•.-,.,s ofA.ffirmative Action Programs. 

TEMPORARY. Destroy 5 years from date of report. 

4) Agency copy of annual. report of Affirmative Action accomplishments. 

TEMPORARY. Destroy 5 years from date of report. 

Item 186: PeFSoD:ucl CoH:useliBg Records. (3260) [GRS 1 (2e)] 

a. Counseling Files. Reports of intervie>Ns, analyses, and related records. 

TEM.PORARY. Destroy 3 years after termination of counseling. 

b. Alcohol and Drug 1\.buse Program. 
Records created in planning, coordinating, and directing an alcohol lffl:d drug 
abuse program. 

TEl\iPORJ,.RY. Destroy ',Yhen 3 years old. 

ACQUISITION AND FACILITIES SERVICES 

Material relating to procurement, materials management, and quality assurance. Includes 
material relating to procurement contracts, purchase orders, and such issues as their negotiation, 
award, provisions, and termination. Information may be recorded on various media including 
paper, film, tape, disk, diskette, or in the electronic document management system. All records 
in this chapter are scheduled in media neutral format. 

Item 187: Proe11rcmeut Aetious (4205) [GRS 3 (3)) 
Contracting documents with original. signatures. Contract lffl:d contract modifications, 
requisition and requisition chlffl:ges, purchase order and purchase order revisions, 
lease, and bond and surety records, including correspondence and related papers 
pertaining to award, administration, receipt, inspection, acceptance, payment and 
warranty, internal. revie'+1ls and approvals of procurement actions. Records tttec ttetive 
for the periodfrom solieittltion until finttl pt1yment, termintttioti o-fthe eotUt'6et, or 
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tmtil cxpboatien efwarffmty and latent dcfeetspaied, er imtilpcnding iss,,ws a,,=c 
FcseZ.i1cd. 

a. Procurement or purchase organization copy, and related papers. 

1) Transaction dated on or after July 3, 1995 (the effective date of the Federal 
Acquisition Regulations (FAR) rule defining simplified acquisition threshold) 

a) Transactions that exceed the simplified acquisition threshold and all 
construction contracts exceeding $2,000. 

TEMPOR.z<"JlY. Cut of at the end of the fiscal year final payment is 
made. Destroy 7 after out off. 

b) Transactions at or below the simplified acquisition threshold and all 
construction contracts at or belov,r $2,000. 

TEMPORA.RY. Cut of at the end of the fiscal year final payment is 
made. Destroy 3 years after cut off. 

2) Transactions dated earlier than July 3, 1995. 

a) Transactions that utilize other than small purchase procedures and an 
construction contracts exceeding $2,000. 

TEMPORA.RY. Cut of at the end of the fiscal year final payment is 
made. Destroy 7 years after cut off. 

b) Transactions that utilize small purchase procedures and all construction 
contracts under $2,000. 

TEMPORJ�. Cut of at the end of the fiscal year final payment is 
made. Destroy 3 years after cut off. 

b. Obligation copy. 

TEl\4PORzt\RY. Destroy when funds are obligated. 

c. Other copies of records described abo¥e used by component elements ofa 
procurement office for administrative purposes. 

TEl\4PORzt\RY. Destroy upon termination or completion. 

d. Data Submitted to the Federal Procurement Data System (FPDS) 
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Eleetroftic data file maifttaifted by fiscal year, eofttainiftg Uftclassified records of 
all proew=emeHts, other than small pw=ehases, and eoHsistiHg of iHformatioH 
required Uftder 48 CFR 4.601 for transfer to the FPD8. 

TEM.PORA.RY. Destroy or delete wheH 5 years old. 

Item 188: Authorities, Responsibilities, and Certifications (4210)
Material relating to procurement warrants, certifcation levels, and other authorized 
government expenditures of public funds. Documents include authorizations of 
warrants, contracting responsibilities, certification of government purchases, purchase 
card limitations, etc. [SWPA SF 115 NCl-387-76-1, ADM-1, pg. 166 (PRM-1, pg 
61) 

TEMPORARY. Cut off at close of odd number FY. Destroy 4 years after cut off. 

Item 189: ln:,;entaFy Requ-isitians (4420) [GR8 3 (8)] 
RequisitioHs for supplies and equipmeHt for eurreftt iHventory. 

a. Stockroom copy. 

TEMPORt\RY. Destroy 2 years after eompletioH or eaneellatioH of requisitioH. 

b. All other copies. 

TEMPOR!JlY. Destroy 1.vheH 6 moHths old. 

Item 190: In7,zentary Menegement (4422) [GR8 3 (4)] 
Material relatiHg to managiftg 8'NPA.'s SUflply iHvemory. Files of reports oft SUflply 
requirements and procurement matters submitted for SUflply managemeHt pW'flOSes 
(other than those iHOOff)orated iH ease files or other files of a geHeral Hature) 
a. Copies received from other Uftits for internal pUff)oses or for transmissioH to staff 

ageHeies. 

TEMPOR!... RY. Destroy 1.vheH 2 years old. 

b. Copies iH other reportiHg Uftits and related v,orkiHg documents. 

TEl\lPOR"...RY. Destroy \YheH 1 year old. 

Item 191: Lend Aeq11isitian (4351) [GR8 3 (l)] 
Case files pertaiHiHg to land aequisitioH for transmissioH lifte facilities. Includes 
origiHal legal eoHve;'anee iftstrumeHts, title policies, GeHeral CouHsel 's fiHal opiHioH, 
aJ)praisals, and other related data such as material related to 8'NPA and G8A policies 
and proeedw=es about the disposal of land and land rights no loHger Heeded for 8'.l/PA 
traHsmissioH facilities. 
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Preserva-tioa: 8WPA maiataias hardcopy records duriag the acquisitioa process. At 
the coaelusioa of the acquisitioa process, records are scanned and hard copies sem to 
the Federal Records Geater (FRG) for coatiageat reteatioa. These are Vital Records. 

a. Records rela-tiag to property acquired after December 31, 1920, other thaa 
abstract or certificate of title. 

TEMPORI.. RY. Dispose 10 years after l:Hlcoaditioaal sale or release by the 
Governmeat of eoaditioas, restrictioas, mortgages or other lieas. 

b. .Abstract or certifiea-te of title. 

TEMPORi<+.. RY. Traasfer to purchaser after URcoaditioaal sale or release by the 
Go,·emmeat of eoaditioas, restrietioas, mortgages, or other lieas. 

Item 192: Encroachments (Outgrants/Permits) (4353) 
Material relating to the crossing and permit files for SWPA's right of ways such as 
crossing highways, railroads, drainage ditches, public utilities, oil and gas lines, and 
other passages by SWP A transmission lines. Includes official copy of application, 
numbered contract or memorandum permit, related correspondence, maps, profile 
drawings, etc. [SWPA's SF 115 NCl-387-76-1, LND-C, page 148 approved 1976] 

Records arranged numerically by line number and by name of railroad, highway 
department, company, cooperative, etc. granting permit. 

TEMPORARY. Close file upon completion of acquisition of related tract. Transfer 
to FRC 5 years after case close. Cut of at the end of the fiscal year in which related 
facility is disposed. Destroy 10 years after cut off. 

Item 193: Land Policies with Federal Agencies (4354) 
Material relating to land policies and agreements developed between the 
Southwestern Power Administration (SWP A) and other Federal agencies. 
[Based on: BPA's SF 115 Nl-305-95-1 approved June 22, 1995] 

TEMPORARY. Cut off when superseded or obsolete. Transfer to FRC 5 years after 
cut off. Destroy 10 years after cut off. 

Item 194: Land IB.fermetian S�'stem (4355) [CRS 3 (l)] 

S:\VPA' s Land database is used to track aad maaage land rights iaforma-tioa resultiag 
from property right aequisitioas, lieeases, transfers, eKehaages, permits, out grants 
('Nhere 8'NPA is giviag rights to Fee/Easemeat property use for a specific purpose, 
i.e. trees, utilities, etc.), eacroaehmeats aad disposals ia support of coastructioa and 
maiateaance programs, right of way trackiag for transmissioa liae vegetatioa 
managemeat and liae maiatenance. Informatioa coataiaed ia this system: The 
individuals covered ia this system are landovmers and tenams oa 8outhv,estem's 
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right of '+¥ay v;here S'."VPA has acquired or given interests in land or permits. Land 
Owner: Full Name, Home Address, Home Phone number, Land Property Ovmership, 
and Other Public Information. Southwestern maintains information received from 
County records (courthouse records, tax records, public records) and information 
obtained from indi,,idual landowners and tenants. 

This LAND system falls under DOE' s FFeedem ef lnfeFmtltien A.et end PFivoey 
Aet: http://management.energy.gov/doeumen-ts/GSS Land_ Record PIA.pdf 

a. Records relating to property acquired after December 31 ,  1920, other than 
abstract or certificate of title. 

TEMPOR.i-\RY. Dispose 10 years after unconditional sale or release by the 
Government of conditions, restrictions, mortgages or other liens. 

b. Abstract or certificate of title. 

TEMPORARY. Transfer to purchaser after unconditional sale or release by the 
Government of conditions, restrictions, mortgages, or other liens. 

Item 195: Fleet Management (4443) [GRS 10 (a)) 
Material relating to GSA fleet management [motor pools and vehicle assignments] . 
Records relating to transfer, sale, donation, or exchange of vehicles, including SF 97, 
The United States Government Certificate to Obtain Title to a Motor Vehicle. 

TEMPOR.ii\RY. Cu-t of at the end of the fiscal year in vmieh vehicle leave agene;• 
custody. Destroy 4 years after cut off. 

Item 19a: MoteFiel Dispesel (4430) [GRS 4 (1)1 
Materials relating to the disposal of all excess material and equipment at S\llPA. 
Includes property disposed of through DOE, GSA sale (Standard Form 1 1 4e, Sale of 
Go11ernment Property Negotiated Sales Contract, and Standard Form 122e, Transfer 
Order for Excess Personal Property), term contract, and donation (Standard Form 

Item 197: Personal Property Policy (4460) 
Material relating to SWP A personal property policy on expendable materials and 
supplies and issuance of the SWPA Personal Property Policy Manual. 

TEMPORARY. Cut off at the end of the fscal year in which policy is superseded. 
Destroy 2 years after cut off. 

TEMPOR.i-\RY. Cu-t off at the end of the fiscal year in 1+1ihich e:1wess material is 
disposed of. Destroy 2 years after cut off. 

ENVIRONMENTAL, SAFETY, AND HEALTH 
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Material relating to �evelopment and implementation of policy and procedures for 
environmental, safety, and health programs within Southwestern. The laws and regulations 
encompass, but are not limited to Resource Conservation and Recovery Act (RCRA) of 1976, 
Comprehensive Environmental Response, Compensation, and Liability Act (CERCLA), Clean 
Air Act (CAA), Clean Water Act, Soil and Water Resources Conservation Act of 1977, United 
States Code (USC), Code of Federal Regulations (CFR), and National Environmental Policy Act 
(NEPA) requirements, as well as other regulatory requirements. 

Item 198: National Environmental Policy Act and Related Laws Documentation (5401) 
Includes, but is not limited to, Environmental Impact Statements (EIS), supplemental 
analyses (SA), environmental assessments (EA), categorical exclusion documents, 
environmental checklists, action description memoranda, other records used to reach 
a categorical exclusion determination, and documentation supporting compliance 
with other environmental statutes coordinated with the NEPA process. [Based on: 
DOE's Programmatic Records Schedules for Environmental SF 1 15 NI-434-98-
28: Environmental Impact Statement, Environmental Assessment, and 
Categorical Exclusion.] 

Includes: 

• Environmental Impact Statement. An environmental impact statement (EIS) is 
required for proposed major Federal actions that significantly affect the quality of 
the human environment. A supplemental analysis (SA), is prepared if there are 
substantial changes to the proposed action or significant new circumstances or 
information relevant to environmental concerns for an action covered by an 
existing, approved EIS. A SA is prepared to determine if a supplemental EIS or a 
new EIS should be prepared. 

• Environmental Assessment Records. An environmental assessment (EA) 
provides the information to determine the necessity for an EIS or a finding of no 
significant impact. Documentation includes the EA and Notice of Intent (NOI) 

• Categorical Exclusion Records. A categorical exclusion (CX) documents that 
the potential impacts to the environment are clearly insignificant and the proposed 
action falls within a category of actions not normally requiring an EA or an EIS. 
An information bulletin (IB) describes the action and identifies the appropriate 
CX and is prepared as a basis for a DOE decision regarding the CX. The IB 
usually includes a draft CX determination. Documentation includes the IB, 
environmental checklist (ECL)/action description memorandum and other records 
used to reach a CX determination. These are all electronic records. 

PERMANENT. Cut off at the end of the fiscal year in which environmental 
study activity is completed. If records are paper or other hardcopy media, transfer 
to NARA 25 years after cut off. If records ·are electronic, transfer physical custody 
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to NARA for pre-accessioning five years after cut off. Transfer legal custody of 
electronic records, 25 years after cut off. 40CFR1 508.9 (Nl-434-98-28) 

Item 199: Environmental Regulatory Compliance Records (5402) 
This category covers records documenting compliance with NEPA, state 
environmental policy acts, the Council on Environmental Quality regulations, DOE 
NEPA guidelines, DOE Secretarial policy on NEPA, DOE orders and other Federal, 
state and local environmental regulations. It includes regulatory files containing 
records demonstrating compliance with environmental regulations such as CERCLA, 
RCRA, NEPA, Clean Water Act and Safe Drinking Water Act. [Based on: DOE's 
Programmatic Records Schedules for Environmental SF 1 15 NI-434-98-28) 

a. RCRA/CERCLA Related Inspection Records/Inactive Waste Assessment. 
Material related to investigations, inspections, assessments and appraisals relating 
to RCRA and CERCLA compliance, inactive waste sites and hazardous waste. 
Records include, but are not limited to, logs, procedures, checklists, observations; 
and audit and investigative case files pertaining to the environment, health and 
safety topics that did not attract national or Congressional attention and were not 
cited in the semi-annual reports to Congress. 

TEMPORARY. Cut of at the when facility or waste site is closed. Destroy 5 
years after facility or waste site closure. 

b. General Inspection Logs and Supporting Documentation. 
General inspection logs related to operations; safety inspections; inspection 
schedules, completed inspection procedures and checklists; internal, job-specific 
inspection checklists and other supporting documentation. Inspection records of 
hazardous waste storage locations, that record date and time of the inspection, 
notes of observations made, and date and nature of any repairs or other remedial 
actions. Inspection logs or records maintained pursuant to 40 CFR 264.347 or 40 
CFR 264. 1 5  or 40 CFR 264.73. 

TEMPORARY. Cut of at the when facility or waste site is closed. Destroy 3 
years after facility or waste site closure. 

c. Waste Appraisal Files Hazardous waste appraisals that determine if short-term 
or temporary storage areas, containers, or packaging are in compliance with 
requirements. 

TEMPORARY. Cut of at the when facility or waste site is closed. Destroy 5 
years after facility or waste site closure. 

d. Assessment and Corrective Action Documentation. 
Records documenting evaluation, assessment, audits, and associated corrective 
action documentation. Environmental investigations. Audit and investigative 
case files and reports that pertain to environment, health and safety topics, cases 

Page 84 of 126 SWPAeSF1 1 5 e- FINAL VERSION 



ISF! 15 Southwestern Powcr lini,tration 

or concerns but did not attract national or Congressional attention, result in 
substantive changes in Departmental policy or procedure and were not cited in 
semi-annual reports to Congress. 

TEMPORARY. Cut of at the when facility or waste site is closed. Destroy 75 
years after facility or waste site closure. 

Item 200: Environmental Permits/Permitting Documentation (5403) 
Permitting documentation includes records relating to authorizing access or 
permission from a government entity such as a city, county, state or Federal agency to 
initiate action, usually defining specified limits in the form of a written warrant or 
license. This category may include necessary documents that precede the granting of 
a license or warrant, such as applications for permits. [Based on: DOE's 
Programmatic Records Schedules for Environmental SF 115 NI-434-98-28] 

a. RCRA Parts A & B. 
Permitting documentation includes detailed definition of the approved process, 
schedules, milestones, reporting requirements, supporting documentation, 
correspondence, terms and conditions of the permit, notification of changes to the 
permit and modifications. Maintained by the Cognizant DOE Operation's Office. 

PERMANENT. Cut off and transfer to NARA at termination of permit. Per (N 1-
434-98-28) 

b. RCRA Permit Supporting Documentation and Required Monitoring Data. 
Preparation of the permitting application includes permitting requirements, 
permitting policies, cost information, schedules, application, closure plans, 
notification requests, supporting documentation, negotiations with permitting 
agency modification process and correspondence. RCRA Permit Applications, 
Part A and B and supporting documentation. RCRA Permits Part A and B. 
Required monitoring data. Including, but not limited to, all calibration and 
maintenance records, all original strip chart recordings for continuous monitoring 
instrumentation, and copies of all reports required by permit. 

TEMPORARY. Cut of at the end of the fiscal year in which permit expires. 
Destroy 5 years after permit expires. (Nl-434-98-28) 

c. Waste Water Discharge, Air Emissions, Pollution Equipment Prevention 
Permit Records/ Applications Records. 
Preparation of the permitting application includes permitting requirements, 
permitting policies, cost information, schedules, application, closure plans, 
notification requests, supporting documentation, negotiations with permitting 
agency modification process and correspondence. 

TEMPORARY. Cut of at the end of the fiscal year in which permit expires. 
Destroy 5 years after cut off. 
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d. Waste Water Discharge Permit Records. 
These records document the requests for permission to discharge wastewater into 
ground water and sanitary sewers. Includes, but is not limited to: discharge plans, 
approval letters, samples and analysis, certificate of analysis, monitoring 
requirements, renewal applications, chain of custody forms, permits and 
applications, routine storm maintenance requests, including records required by 
National Pollutant Discharge Elimination System (NPDES), State Waste 
Discharge, Injection Well and Storm water Permits. Also, includes reports 
required by the permits, including but not limited to, discharge monitoring 
reports, noncompliance notification, noncompliance reports and corrective action 
measures. Water may be discharged into sewers, ponds, lagoons, etc. Includes 
construction permits submitted after applications are approved, notices to 
discharge surplus water in accordance with permit compliance, purge water 
activity records, and storm drainage inspections and maps; and technical, general 
regulatory and policy correspondence. 

Per the DOE RECORDS SCHEDULE FOR ENVIRONMENT AL RECORDS 
Dated: 08-25-03 (Nl-434-98-28) on Page 31 states the following for Waste Water 
Discharge Permit Records: 

(a) Construction permits submitted after applications are approved. 

TEMPORARY. Destroy 3 years after the applicable permit expires. 40 CFR 
122.21 (Nl -434-98-28) 

(b) Technical, general regulatory and policy correspondence. 

TEMPORARY. Destroy after 5 years. (Nl -434-98-28) 

(c) Notices to discharge surplus water records in accordance with permit 
compliance. 

TEMPORARY. Destroy 5 year after permit expires. (Nl -434-98-28) 

(d) Purge water activity records. 

TEMPORARY. Destroy 5 years after permit expires. (Nl-434-98-28) 

(e) Storm drainage inspections and maps. 

TEMPORARY. Destroy 5 years after permit expires. (Nl-434-98-28) 

e. Air emission records. 
Document the process of developing and obtaining approval from Federal, state, 
air quality district, or city officials to emit air pollutants and/or airborne 
particulate matter in compliance with the Federal CAA, associated State 
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implementation plans and laws. Records may include, but are not limited to, 
permit applications and supporting documentation, permits, (such as new 
construction or preconstruction, operating modification, new source, NESHAPS, 
prevention of significant deterioration, acid rain, open burn, top soil disturbance, 
administrative permit amendments, permit renewals, modifications, cancellations, 
suspensions, exemptions, approvals, and disapprovals, monitoring and control 
plans, notices of violation, material safety data sheets (MSDS) for pollutants, 
permit lists, dispersion modeling information, correspondence with and between 
DOE, DOE contractors, city, state, air quality district, or Environmental 
Protection Agency (EPA) officials regarding permitting, documentation of permit 
fee invoices and payments, and ownership of pollution allowances or rights. 
Records may also include air emission permit tracking databases. Related and 
supporting documentation for permits (EPI) 

Per the DOE RECORDS SCHEDULE FOR ENVIRONMENT AL RECORDS 
Dated: 08-25-03 (Nl-434-98-28) on Page 31  states the following for Air Emission 
Records: 

(a) Related and supporting documentation for permits. 

TEMPORARY. Destroy 3 years after related permit expires. (Nl-434-98-28) 

(b) Pollution allowance ownership rights documentation. 

TEMPORARY. Destroy 3 years after related permit expires. (Nl-434-98-28) 

(c) Draft documents, supporting notes and calculations. 

TEMPORARY. Destroy when superseded, obsolete, or no longer needed. 
(Nl-434-98-28) 

(d) Related databases and data. 
Contains source information and other data gathered from many type of 
environmental activities other than site surveillance/monitoring ( e.g., 
groundwater and biota) for potential and established/documented 
environmental sites. 

1) Input Source 
TEMPORARY. Destroy when data is entered in database and validated. 
(Nl-434-98-28). 

2) Output 
TEMPORARY. File with appropriate series using an approved schedule. 
(N 1-434-98-28) 

3) Master File 
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TEMPORARY. Destroy 10 years after certification of post closure care 
and monitoring and when all enforcement actions related to the facility 
have been settled. (Nl -434-98-28) 

f. Pollution prevention equipment records 
Document the permission to install specific equipment in buildings or facilities at 
DOE contractor sites to meet regulatory compliance. Records may include, but 
are not limited to, permit applications, permits, permit renewals, correspondence, 
emission concentration, and type of pollution control equipment. 

Per the DOE RECORDS SCHEDULE FOR ENVIRONMENTAL RECORDS 
Dated: 08-25-03 (Nl -434-98-28) on Page 31 states the following for Pollution 
Prevention equipment records: 

1) Document the permission to install specific equipment in buildings or 
facilities at DOE contractor sites to meet regulatory compliance. Records may 
include, but are not limited to, ·permit applications, permits, permit renewals, 
correspondence, emission concentration, and type of pollution control 
equipment. 

TEMPORARY. Destroy 3 years after related permit expires. (Nl -434-98-28) 

2) All Other Permits 

TEMPORARY. Destroy 3 years after related permit expires. (Nl-434-98-28) 

h. Permit Petitions/\V aivers. Documentation used as a means to request a petition 
or waiver from a permit requirement(s) 

TEMPORARY. Cut of at the end of the fiscal year in which petition or waiver 
expires. Destroy 5 years after cut off. 

Item 201: Environmental Monitoring (5404) 
Monitoring records document activities that affect environmental quality, such as 
discharging air pollutants to the atmosphere and activities that involve radioactive and 
nonradioactive discharges to the environment, including rivers, sanitary sewers, land 
surfaces, sub-surfaces, and drinking water supply systems. Environmental 
surveillance activities are conducted with the intent of detecting and qualifying 
radioactive and non-radioactive contaminates and assessing their environmental and 
human health significance. Note: See 15130 for logbooks relating to monitoring 
activities. [Based on: DOE's Programmatic Records Schedules for 
Environmental SF 1 15 NI-434-98-28] 

a. Soil and Groundwater 
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1 )  Procedures, Radiological Equipment Calibrations and Survey Forms and 
Logs.
Geologist field logs document field test bore holes, indicating the type of 
soils, gravels, cobbles and sand that are found at the field test area. They give 
the sampler type and depth, inches/feet driven, inches recovered, sample 
condition, drilling rate, and other pertinent data. They contain field log boring 
forms and well development/water monitoring data. Drilling/boring field logs 
are used to record geological data (such as the changes in soil or strata with 
depth), what projects are currently being worked on and the time and results 
of routine environmental tasks. Material may include field logbooks 
containing pertinent soil monitoring calculations, observations, and 
interpretations of results. Procedures that detail the specific methods and 
frequency of environmental soil and groundwater monitoring. Radiation 
Detection Equipment (instrument) Calibration. Documentation providing 
assurance that equipment used during soil and groundwater monitoring 
activities was calibrated to established standards. Radiological survey forms 
and logs for soil and groundwater monitoring. 

TEMPORARY. Cut off when superseded or obsolete. Destroy when 75 years 
old. (Nl-434-98-28). 

2) Non-Radiological Equipment Calibrations. Non-radiation equipment 
calibration records for soil and groundwater monitoring. 

TEMPORARY. Cut of at the end of the fiscal year. Destroy 5 years after cut 
off. 

3) Statistical Monitoring Data. Data used to make statistical comparisons 
between different soil and groundwater monitoring locations or time periods. 

TEMPORARY. Destroy when results are incorporated into summary reports, 
or when 5 years old, whichever is earlier. (Nl-434-98-28) 

4) Pesticide/Herbicide Records. Records of the application of 
pesticides/herbicides. Records include but are not limited to location 
involved, date, time, appropriate meteorological data for exterior applications, 
amounts of chemical associated concentrations and equipment used signature 
and license number of the cognizant operator along with pertinent remarks. 

TEMPORARY. Cut of at the end of the fiscal year. Destroy when 10 years after 
cut off. 

b. Air Monitoring Records. 
Procedures that detail the specific methods and frequency of environmental air 
monitoring. Air Filter Records. Records used to gather, analyze and report air 
quality data including hot cell air quality and filter efficiency data in radiological 
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control areas. Records may include, but are not limited to, air filter information, 
raw data derived from filters, such as filter number and amount of particulates, 
filter efficiency test reports and data and filter inventory lists. 

Includes: 

• High-Efficiency Particulate Air (HEPA) filter records, including, but not 
limited to; raw data efficiency tests, laboratory analysis and inventory lists. 

• Evaporator, Hood, Stack, and Exhaust Fan Discharge Records. Records 
that document equipment types and discharge rates used to calculate the 
potential release of contaminants and radionuclides from specific locations. 
The records are used to supplement the NESHAP reports and to fulfill 
partially the requirements of the EPA. Records may include, but are not 
limited to, trace emissions, location, equipment type, velocity, release rate, 
concentration, parameters, hourly evaporation rate, identification of the 
chemicals purchased and used by the Department, descriptions of air handling 
supply and exhaust systems, descriptions of the flow measuring system, flow 
rate testing data sheets, what type of toxic or radioactive material the hood is 
used for, instrument type and serial number, calibration due date, and 
approval. 

• Monitoring Baseline Study Record. These records document a study that 
establishes normal monitoring levels for measuring the radioactive and non­
radioactive impact on the environment and surrounding populations. 
Information from these records may be used to compile compliance reports. 
Records may include, but are not limited to, correspondence, plan status, 
performance and technical system audits, wind source direction status, 
preliminary and end results, interpretations, conclusions and 
recommendations, environmental checklist (ECL) system plan and effluent 
particle size. 

• Hazardous Air Pollutant Baseline Study Records. These records also 
document measurements collected from upwind and downwind locations 
indicating the hazardous air pollutants specified in 42 USC 1 12 such as 
asbestos, benzene, beryllium, mercury, vinyl chloride, coke oven emissions, 
and inorganic arsenic. Records may include, but are not limited to, analytical 
procedures, calibrations, monitoring results and recommendations. 

• Annual Background Study Records. These records document the 
preliminary results of an approved background study used by the EPA, the 
state, and DOE to evaluate contamination release. These studies are used to 
develop information on the uncontaminated conditions of a site. The data is 
compared with data from areas that might be contaminated. Records may 
include, but are not limited to, data acquisitions and related correspondence, 
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description of data collection methods and technology, data logs, 
subcontractor memos, applicable NEPA documentation and analytical results. 

• Stratospheric Ozone Protection Records. These records document a 
unified, cost effective, and competitive approach for a transition from using 
ozone-depleting chemicals to the use of new chemicals or chemical substitutes 
that will not deplete the stratospheric ozone or pollute the air or the 
environment. Records may include, but are not limited to, memos and 
correspondence, summary plans, cost analysis, substance lists, and regulations 
lists. 

• Criteria Pollutant Release Records. These records document measures of 
National Ambient Air Quality Standards Program (NAAQS) criteria 
pollutants released into the air that meet pollution prevention requirements. 
The pollutants measured have been identified as being hazardous to human 
health and welfare. These measurements are mandated by DOE as part of 
resolving National Air Quality problems. Records may include, but are not 
limited to, ECL, Request for Facility Services, CX list and EPA checklists. 

• Criteria Pollutant Source Inventory. Records document annual inventories 
of criteria pollutant sources at DOE and contractor sites that are used to 
determine the source type and concentration of pollution emitted from 
identified locations. 

• Air Monitor/Sampler Radiation Detection Equipment Calibration 
Records. Documentation providing assurance that equipment used during 
monitoring activities was calibrated to established standards. These records 
document the type of calibration performed, the degree of accuracy to which 
the item was calibrated and the date of calibration, and to determine when the 
item is due for recall. Records may include, but are not limited to, 
procurement, equipment serial number and location, manufacturers statement 
of origin, manufacturer code, equipment calibration estimates, calibration data 
forms, checklists, billings, inspection reports, move orders, equipment manual 
information, vendor information, quality and operating checks, 
pre-operational checklists, calibration date, calibration data, calibration recall 
notices, calibration sheets, out-of-tolerance notifications, recall cards, 
equipment standards and specifications, certificates of conformance, 
certificates of completion, instrument status, service performance reports, and 
trouble shooting information. 

a) Radiation detection instrument calibration records 

TEMPORARY. Destroy when 75 years old. (Nl-434-98-28) 

b) All others 
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TEMPORARY. Destroy 5 years after calibration. (Nl -434-98-28) 

c. Meteorological Monitoring Records. 
Meteorological Monitoring Records. These records document the data collected 
from weather monitoring stations to support environmental monitoring programs. 
They are also used to report overall annual dose, calculated concentrations of 
routine and accidental releases, and supports the real time plume trajectory 
forecasting system. Records include, but are not limited to, strip charts of real 
time measurements of wind speed and direction, temperature, wind chill, relative 
humidity, dew point, precipitation, barometric pressure, synopsis of expected 
daily weather activity, evening forecast, weather cautionary or alert information, 
semiannual calibration results of tower, logbooks identifying problems, 
abnormalities, documentation of daily checks, correspondence regarding tower 
installation, and construction, milestone report, meteorological system design and 
overview, briefings and findings. 

TEMPORARY. Cut off at the end of the FY data collected. Destroy 75 years 
after cut off. 

d. Waste Streams 
Logbooks containing information related to radioactive or hazardous waste 
streams. 

TEMPORARY. Cut off at the end of the FY data collected. Destroy 75 years 
after cut off. 

e. Sampling and Analysis. 
Records included in this series document sampling and analysis activities for 
samples collected during environmental investigations, remediation and 
restoration from sample acquisition to sample disposition. Documentation covers 
planning sampling operations ( collecting samples), documenting sample 
operations, sample management and control, and reporting sampling results. 
Physical samples and specimens are not records and should be returned to the 
organization from which they originated per EPA requirements. 

Include the following Sampling/ Analysis Data packages, Authorization 
forms, and Procedures. 

• Sample and Analysis Logbooks. Logbooks containing sample and analysis 
data. Geology Logbooks. Logs and logbooks, such as geologist field logs, 
subcontractor geotechnical operations logbooks, soil and soil gas survey 
sampling field logs and characterization logbooks. Soil and soil gas survey 
sampling field log document efforts to collect and analyze soil and soil gas 
samples for possible site remediation or restoration. 
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• Procedures. These procedures detail the methods used and frequency of 

analysis of environmental samples, including records or correspondence that 
give the philosophy and scope, provide interpretations of results, and detail 
the plans for sampling and analysis. 

• Sampling Authorization Forms. These forms document field-sampling 
requirements generated to initiate and perform sampling and analysis. 

• Analytical Laboratory Data Packages. These packages consist of 
documentation generated during transport and receipt of field samples ( e.g., 
chain of custody), sample movement in the laboratory, preparation for 
analysis, laboratory analyses output, raw and processed data, analytical results 
(analysis reports), reanalysis, quality control sample results, and instrument 
calibration data, plus a summary of final results for each batch. May include 
validation and/or verification documentation. 

• Physical Property Data Packages. These packages contain analytical results 
for samples taken during borehole or well drilling operations. These files 
contain, among other records, the following records: data transmittals, graphs, 
and laboratory analysis. 

• Field Screening Data Packages. These data packages document field 
screening measurements for preliminary determinations of contamination 
levels in support of environmental investigation, restoration, and remediation 
activities. Documentation may include, but is not limited to: sample analysis 
request documentation; narrative description or overview of activities that 
took place; summary of results; table of analyses; logbook pages; strip charts; 
instrument calibration data; and laboratory analysis reports. 

TEMPORARY. Cut off at the end of the FY data collected. Destroy 75 years 
after cut off. 

f. Laboratory Sample Processing 
Control records pertaining to work performed in analytical laboratories. Records 
include, but are not limited to Sample Receiving Logs, analysis requests, 
analytical assay records, and comparative analysis logs. 

TEMPORARY. Cut off at the end of the FY data collected. Destroy 10 years 
after cut off. 

Item 202: Environmental/Waste Monitoring, Identification, Sample and Analysis 
Implementation (5405) 
These records document the scope and extent of both liquid and gaseous effluent 
measurements and related surveillance programs during the active lifetime of 
operations; identify the responsibilities for compliance management, direction, goals 
and objectives to ensure facilities are operated and managed in a manner that will 
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protect environmental quality and minimize potential threats; specify the plan for 
implementing a waste minimization program at contractor sites; document the 
management or elimination of waste to meet pollution prevention requirements; and 
provide plans for sampling at former waste storage locations and at other waste sites. 

The records may include, but are not limited to, analysis, transmittals, compliance 
summaries, findings and concerns, effluent inventory, data management, calculations, 
plans, correspondence, program changes and accomplishments, findings, notes, 
project selection and guidance, position papers, baseline information , waste 
identification and concentration, and waste generator reduction plans. [Based on: 
DOE's Programmatic Records Schedules for Environmental SF 115 NI-434-98-
28] 

TEMPORARY. Cut off when superseded, obsolete, or canceled. Destroy 75 years 
after cut off. 

Item 203: Environmental Impact Statement, Environmental Assessment, and Categorical 
Exclusione- Background Documentation only. (5406) 
Background documentation includes, but is not limited to, the draft EIS and 
supporting plans, scoping, scheduling, and background information; public and 
agency comments; Notice of lntent (NOI); ROD; and may include SA, EIS 
Implementation Plan, Community Relations Plan/Public Participation Plan, Records 
of Considerations, Mitigation Action Plan, Supplemental EIS, and Flood 
Plain/Wetland Assessments. Includes background documentation for the 
environmental assessments and categorical exclusions. [Based on: DOE's 
Programmatic Records Schedules for Environmental SF 115 NI-434-98-28] 

TEMPORARY. Cut off at the end of the FY data collected. Destroy 20 years after 
cut off. 

Item 204: National Environmental Policy Act (NEPA) Support Documentation 

Documentation supporting compliance with other environmental statutes coordinated 
with the NEPA process. 

TEMPORARY. Cut off annually at the end of the calendar year of project 
completion. Destroy in 3 years. 10 CFR 1021, 10 CFR 1500, and 10 CFR 1508 (Nl -
434-98-28) 

Item 205: Environmental Coordination (5407) 
Material may include coordination of environmental quality objectives within 
programs and activities at Southwestern. Includes coordination activities with other 
agencies and organizations. Arrange case files by coordination type and agency or 
organization name. [Based on: DOE's Programmatic Records Schedules for 
Environmental SF 115 NI-434-98-28] 
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TEMPORARY. Cut off when superseded, obsolete, or canceled. Destroy when 75 
after cut off. 

Item 206: Environmental Reports (5408) 
Reports relating to, among other things, the environment, safety, health, oversight, 
background studies, radioactive contamination, noncompliance, quality control and 
surveillance. Reports relating to field office, contractor or subcontractor 
environmental, human health, employee and/or public safety and oversight. [Based 
on: DOE's Programmatic Records Schedules for Environmental SF 115 NI-434-
98-28] 

Includes: 

• DOE Field/Contractor Environmental/Safety Reports. Reports relating to 
field office, contractor or subcontractor environmental, human health, employee 
and/or public safety and oversight. Reports documenting the monitoring data to 
determine if the level of hazardous, volatile organic compounds (VOC), visible 
air contaminants, and radionuclide airborne materials are being released by a site 
and at what concentrations. Records may include, but are not limited to, 
monitoring data from routine radiological and nonradiological environmental 
surveillance activities, and summary listings of the weekly sample including 
analytical results, detection limits and spike/blank recoveries. 

• National Emission Standards for Hazardous Air Pollutants (NESHAP) 
Annual Reports documenting program plans, regulatory drivers and emission 
inventory guidelines for air and pollution monitoring to ensure compliance. 
Records may include, but are not limited to, input parameter and modeling results 
for building ventilation stacks, stack/vent emission survey reports, emission 
sampling reports, type of chemical and amount emitted, reactor data, estimates of 
doses to the population, notes, correspondence, fugitive source emission 
assessment, sample data for surface radioactivity, radionuclide type, location, 
sample range, standard deviation, reference, inventory and documentation source. 

• Air Emissions Permit Reports documenting effluent air monitoring activities as 
designated by EPA for permitted sources and equipment. The reports contain raw 
data to authenticate operational integrity. 

• Environmental Monitoring Reports containing monitoring data from routine 
radiological and non-radiological environmental surveillance activities. The 
report documents all the environmental activities completed at a site in order to be 
in full compliance with all applicable environmental laws and regulations. 
Records may include, but are not limited to, monitoring data, summary of 
meteorological data, permits, summary of analytical results, sample analysis of 
vegetation, soil, and water, and discussion of sampling procedures. Reports 
provided to identify the progress on the environmental monitoring plans or on 
other related subjects. 
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• RCRA Biennial Reports, Tier Two Emergency and Hazardous Chemical 
Inventory Reports and Toxic Chemical Release Inventory Reports. 

TEMPORARY. Cut off when superseded, obsolete, or canceled. Destroy when 75 
after cut off. 

Item 207: Environmental Administrative Record File (5409) 
Records documenting the basis for selecting a CERCLA response action/remediation 
action, RCRA permit/permit modification/or closure plan action by the EPA, the 
DOE, state agencies, the public, or other interested parties. These files contain 
historical data on the identification and remediation alternative of waste sites. The 
Administrative Record also includes documents that demonstrate the public's 
opportunity to participate in and comment on the selection of the remedial action. 
Documents may include, but are not limited to, remedial investigation/feasibility 
study (RI/FS) work plan, guidance documents, proposed plan, public notices, record 
of decision (ROD), explanation of significant differences, permit application, 
corrective measures study report, interim response action proposal, applicable NEPA 
documentation, and all other decision documents available for public comment and 
use. [Based on: DOE's Programmatic Records Schedules for Environmental SF 
1 15 NI-434-98-28] 

TEMPORARY. Destroy 75 years after the termination of the applicable Federal 
Facility Agreement & Consent Order. 

Item 208: Radioactive/Hazardous Waste, Chemical Inventories (5410) 
Records relating to spills or releases of hazardous substances. Includes, but is not 
limited to, spill response plans, remediation files, inventories, safety information on 
hazardous chemicals and characterization studies. [Based on: DOE's Programmatic 
Records Schedules for Environmental SF 115 NI-434-98-28: Spills/Release 
Records, Radioactive/Hazardous Waste, Chemical inventories, Waste 
Minimization, and Underground Tank Records.e] 

Includes: 

a. Spill/Release Records. 
Records that report all spills or releases of hazardous substances, identifying the 
location, type, volume, time discovered/occurred, reporting individual, effected 
media, corrective action taken, hazardous substance release records and other 
information considered necessary to document the spill, release and cleanup. 

b. Waste/Chemical Inventory Files. Hazardous chemical inventories identifying 
types and amounts of chemicals currently in use, inventories of hazardous waste 
scheduled for transport for disposal, and radioactive and mixed waste, transuranic 
(TRU) waste, and high-level radioactive waste. 

c. Materials Safety Data Sheets (MSDS) 
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MSDS provide detailed safety information on hazardous chemical products 
obtained from chemical manufacturers and/or commercial information services. 
MSDS are originated by manufacturers of chemical products and passed on to 
product purchasers to provide detailed product safety information are required by 
public law. 

d. Sealed Radioactive Source Inventory. Records concerning the inventory and 
integrity testing of sealed radioactive sources. Records are used for calibrating 
radiation measurement equipment, response checking of radiation detection 
instruments, research, and other applications utilizing sealed radioactive sources. 

e. Pollution Prevention and Waste Minimization Program Records. Pollution 
prevention and waste minimization program records encompass records that 
document waste elimination, reduction or minimization, during activities such as 
research, process design, and daily facility or plan operations. 

f. Underground Storage Tank Files. Records related to the regulation of storage 
of materials, wastes, and products in underground storage tanks (US Ts) 42 USC 
6991, 40 CFR 280, and 40 CFR 281. 

TEMPORARY. Destroy seventy-five (75) years after facility or waste site closure. 

Item 209: Disposal/Cleanup (5411) 
This category includes records documenting cleanup of past practice waste sites or 
units, closure of waste sites under RCRA and other applicable regulations, cleanup of 
waste sites under CERCLA and RCRA corrective action provisions and disposal of 
radioactive and hazardous waste from waste sites. Records include those generated 
once a decision has been made to clean up a given location, encompassing those 
actions from removal/treatment of the contaminated area to restoration of the area to 
its natural condition. [Based on: DOE's Programmatic Records Schedules for 
Environmental SF 115 NI-434-98-28: Designatione/ Means of Disposal and Waste 
Disposal Characterizations/Records.] 

a. Procedures governing disposal and cleanup and waste disposal 
characterization records. 
Waste Disposal Characterizations/Records. Records indicating type 
(classification) and degree of contamination date of disposal, method of disposal 
(burial, landfill, etc.), volume, and disposal location. Records may include 
engineering studies, reports of unusual problems encountered during removal or 
treatment. 

PERMANENT. Retain on site until final cleanup. Transfer to NARA 5 years 
after cut off.(N 1-434-98-28) 

b. Waste Disposal Characterizations/Records Supporting Documentation. 
Supporting documentation includes but is not limited to miscellaneous 
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worksheets, recorder sheets, other data sheets, and correspondence from where 
applicable information has been transcribed or summarized in other 
documentation. 

PERMANENT. Cut off 5 years after disposal. If records are paper or other 
hardcopy media, transfer to NARA 25 years after cut off. (Nl -434-98-28) If 
records are electronic, transfer physical custody to NARA for pre-accessioning 
five years after cut off. Transfer legal custody of electronic records 25 years after 
cut off. 

Item 210: Safety Analysis Reports (5412) 

a. Safety Analysis Reports (SARs) 
Documents the adequacy of safety analysis and the processes to provide 
systematic identification of hazards within a given DOE operation; to describe 
and analyze the adequacy of measure taken to eliminate, control, or mitigate 
identified hazards; and to analyze and evaluate potential accidents and their 
associated risks. May have documentation similar to nuclear facility SAR's. 
Records should include the related DOE Safety Evaluation Report. Review 
annually. [Based on DOE SF 115 Nl-434-00-7, Safety Analysis Reports] 

TEMPORARY. Review annually. Cut off when superseded, obsolete, or 
cancelled. Destroy 75 years after cut off. [Nl-434-00-7, item 1.b(4)(a)] 

b. Other Safety Analyses Reports 
Document a process to provide systematic identification of hazards within a given 
DOE operation; to describe and analyze the adequacy of measure taken to 
eliminate, control, or mitigate identified hazards; and to analyze and evaluate 
potential accidents and their associated risks. May have documentation similar to 
SAR's. Records should include the related DOE Safety Evaluation Report. 
Review annually. Cut off when superseded, obsolete, or cancelled. 

TEMPORARY. Cut off when superseded, obsolete, or cancelled. Destroy 25 
years after cut off. [Nl-434-00-7, item 1.b.(4)(b)] 

Item 211: Drinking Water and Safe Drinking Water Act (5413) 
Records documenting the condition of drinking water systems operated in support of 
DOE sites. Records relate to bacteriological and chemical analyses, system surveys, 
variances and corrective actions. Includes, but not limited to, written reports, 
summaries, and reports of actions taken to correct violations. [Based on: DOE's 
Programmatic Records Schedules for Environmental SF 115 NI-434-98-28] 

TEMPORARY. Cut off when superseded, obsolete, or cancelled. Destroy 10 years 
after cut off. 

Item 212: Public Involvement Records/Post Closure Plans (5415) 
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Records containing information relating to public affairs and public involvement in 
restoration and remediation activities. May include, but are not limited to, public 
affairs records not included in the administrative record that are maintained by Public 
Affairs or External Affair Offices; news releases, photos, maps, figures; community 
meetings records, community relations records; public meetings/presentations, 
environmental bulletins; other CERCLA-required public involvement records; Public 
Involvement Plan records. 

Post closure plans include, but are not limited to, descriptions of plans for each unit, 
estimate of maximum inventory during active life, description of steps needed to 
remove a decontaminate, and schedule. 

[Based on: DOE's Programmatic Records Schedules for Environmental SF 115 
NI-434-98-28] 

PERMANENT. Retain onsite until no longer needed. (Nl-434-98-28) If records are 
paper or other hardcopy media, transfer to NARA 25 years after cut off. If records are 
electronic, transfer physical custody to NARA for pre-accessioning five years after 
cut off. Transfer legal custody of electronic records to NARA 25 years after cut off. 
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Item 213: Archaeological Records (5416) 

Records resulting in activities conducted on lands owned in fee by Native Americans 
or held in trust by the United States for Native Americans. These records can 
include, but are not limited to; contracts, permits, agreements and related policies, 
procedures, protocols, or waivers; archaeological site locations, surveys of areas, 
correspondence, photographs, analysis, reports and findings, drawings, maps, ground 
surveys, excavation notes, cultural resources; and, site restoration plans, proposals, or 
other reclamation types of activity records. [Based on: DOE 's Programmatic 
Records Schedules for Environmental SF 115 NI-434-98-28 ) 

PERMANENT. Cut off annually. If records are paper or other hard copy media, 
transfer to NARA 25 years after cut off, in 5 year blocks. (Nl-434-98-28). If records 
are electronic, transfer physical custody to NARA for pre-accessioning five years 
after cut off. Transfer legal custody of electronic records to NARA 25 years after cut 
off. 

Item 214: Health PregFBm (5420) [CRS 1(21)] 
Material relating to employee medical and counseling services and the operation of 
health facilities. 

TEMPOR.zi\RY. Cut eff upeB termiBatien er separatien ef empleyment. Per 5 
Code of Federal Regulations Section 293, retain for duration of employment. Do not 
destroy. Forward to next employing agency 1.vith the OPF. Transfer records not 
required for filing in the OPF to a local Federal Records Center immediately after out 
eff.-

Item 215: Health Unit CeD:trels (5421) [CRS 1 (20)] 
Logs or registers reflecting Yisits to health units. These records are the property of 
and are controlled by S'.VPA Contracted Medical Officer. 

a. If information is summarized on statistical report. 

TEMPORARY. Destroy 3 months after last entry. 

b. If information is not summarized. 

TEMPORJ.. RY. Destroy 2 years after last entry. 

Item 21 a: Individual Health Reeerds (5422) [CRS 1 (20) 
Material '<Vhieh contain such information as date of employee's, visit, diagnosis, and 
treatment. These records are the property of and are controlled by SWPA Contracted 
Medical Officer. 

TEMPORARY. Cut off upon termination or separation of employment. [Per 5 Code 
of Federal Regulations Section 293, retain for duration of emplo_'yment. Do not 
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destroy.] Forvrard to next employing agency with the OPF. Transfer records not 
required for filing in the OPF to a local Federal Records Center [FRC]. 

Item 217: Individuel Non Oeeupetionel Heelth ReeoFd Files. (CRS 1 (19)) 
Material related to emplo:,'ee's health condition not related for v,ork purposes. Forms, 
correspondence, and other records, including summary records, documenting an 
individual employee's medical history, physical condition, and visits to Government 
health facilities, for nonwork related purposes, EXCLUDING records covered by 
item 21 of this schedule. 

TEl\lPORt+-,.RY. Destroy 6 years after date oflast entry. 

Item 218: Employment Feleted Medieel ReeoFds (CRS 1 (21)) 
Material relating to an employee's medical history, occupational injuries or diseases, 
physical examinations, related to an employee's Federal employment. Includes 
medical surYeillance. Individual files maintained in accordance with Privacy Act 
requirements. Disposition: Per 5 Code of Federal Regulations Section 293, retain for 
duration of employment. Do not destroy. Forward to neJlt employing agency with 
the OPF. 

a. Long term medical records as defined in 5 CFR Part 293, Subpart E. 

1) Transferred employees. See 5 CFR Part 293, Subpart E for instructions. 

2) Separated employees. Transfer to NPRC, St. Louis, MO, 30 days after 
separation. NPRC will destroy 75 years after birth date of employee; 60 years 
after date of the earliest document in the folder, if the date of birth cannot be 
ascertained; or 30 years after latest separation, whichever is later. 

b. Temporary or short term records as defined in the Federal Personnel Manual 
(FPM) 

TEMPOIV\RY. Destroy 1 year after separation or transfer of employee. 

c. Individual employee health ease files created prior to establishment of the EMF 
system that have been retired to a NARA records storage facility. 

TEMPORzt\RY. Destroy 60 years after retirement to the NARA records storage 
facility. 
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Item 219 Occupational Safety Program (5425) 
Material relating in general to Occupational Safety Program other than specific 
material described by the following tertiary subjects. Also included is the Incident 
Rate/Safety Performance document. Reports and logs (including Occupational Safety 
and Health Administration (OSHA) Forms 100, 101, 102, and 200, or equivalents) 
maintained as prescribed in 29 CFR 1960 and OSHA pamphlet 2014 to document all 
recordable occupational injuries and illnesses for each establishment. [Based on 
DOE Administrative Records Schedule 1 Item 34: Personnel Records SF 115 Nl-
434-98-4: Occupational Injury and Illness Files. (Nl-434-98-4 item 34)] 

TEMPORARY. Cut off at the end of the fiscal year. Destroy after 30 years. 29 CFR 
1910.20 (Nl-434-98-28) 

Item 220: Industrial Hygiene Reports/Hazard assessments (5426) 
Reports relating to air monitoring, equipment sound measurements, Negative 
Exposures Assessments, Ergonomic evaluations, Material Safety Data Sheets, 
Emergency Response operations. 

a. Records Concerning Personnel Exposure to Hazardous Concentrations of 
Toxic Chemicals and Other Materials. 
Records (including correspondence) prepared in the normal course of business 
concerning or documenting the exposure of personnel to hazardous concentrations 
of toxic chemicals and other materials, excluding radionuclides and individual 
employee files. (N 1-434-98-4, item 21.2) a. Standards, operating guides and 
procedures, including revisions and background records that establish or relate to 
establishing operating practices. [Based on DOE Administrative Records 
Schedule 1 Item 21.2 Personnel Records NCl-430-76-9:] 

PERMANENT. Cut off at the close of the fiscal year. Transfer to NARA 25 
years after cut off. (NCl-430-76-9, item 5a) 

b. Operating plans for specific jobs within the scope of the above established 
Operating practices. 

TEMPORARY. Destroy when purpose is served or when 1 year old, whichever 
is earlier. (NCl-430-76-9, item 5b) 

c. Records and investigations establishing the extent of employee exposure to toxic 
chemicals and materials. These records should be filed in the Health Hazard case 
file (item 21.4 below), whenever possible. 

TEMPORARY. Cut off at the close of the fiscal year in which the employee left 
employment. Destroy 75 years after cut off. [NCI-430-76-9, item 5c] 

d. Industrial hygiene log sheets recording surveys for industrial hazards other than 
radiation and contamination. 
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1 )  Surveys indicating no industrial hazard. 

TEMPORARY. Cut off at the close of the fiscal year. Destroy 75 years after 
cut off. (NCl-430-76-9, item 5d(l )] 

2) Surveys indicating a potential industrial hazard. 

TEMPORARY. Cut off when the facility is dismantled. Destroy 75 years after 
cut off. [Nl-434-98-4 item 21.2d(2)] 

Item 221: Personal Injury (5427) 
Material relating to medical and investigatory records about on-the-job injuries 
whether or not a claim for compensation was made, excluding copies filed in the 
Official Personnel Folder and copies submitted to the Department of Labor. [Based 
on DOE Administrative Records Schedule 1 Item 31 Personnel Records Nl-434-
98-4 item 31] 

TEMPORARY. Cut off on termination of compensation or when deadline for filing 
a claim has passed. Destroy 75 years after cut off. 

Item 222: Matar Vehiele/Aireraft Aeeidents (5428) [CR8 10 (S)] 
Material relating to accidents involving Federal vehicles or Contracted Aircraft 
occurring at a 8\llPA facility or 8\llPA right of \vay. 

TEM.POR} .• RY. Cut of at the end of the fiscal year in 1.vhich case is closed. Destroy 6 
years after cut off. 

Item 223: Fatalities (5429) 
Material relating to incidents results in the death of a Federal employee or contractor 
performing duties for SWP A; also, material relating to the death of a third party 
which occurs in a SWPA vehicle, at a SWPA facility, or on a SWPA right-of-way. 
[Based on BPA's SF 115 Nl-305-04-2 approved March 22, 2005e, Nl-305-07-1, 
approved in 2008] 

TEMPORARY. Cut of at the end of the fiscal year in which investigation is closed. 
Destroy no sooner than 75 years after cut off. 
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SECURITY 

Records relating to activities, systems, programs, facilities, and policies for the protection of 
personnel; classified and sensitive information; and Southwestern's facilities, property, and 
equipment. The key elements of the Southwestern Security Program consist of program 
management and support, physical security, information security, personnel security, 
unclassified visits and assignments by foreign nationals, and counterintelligence. Information 
may be recorded on various media including paper, film, tape, disk, diskette, or in the electronic 
document management system. All records in this chapter are scheduled in media neutral 
format. 

Item 224: Program Maeagemeet aed Support (0240) [GRS 18 (8)) 
Records relating to protection program management, security planning and 
procedures, management control, and program v1ide support. 

Includes: 
• Protection Program Management 

Records relating to program management and administration, resources and 
budgeting, and personnel development and training. 

• Security Planning and Procedures 
Records relating to planning documents, external factors, security conditions, and 
property accountability. 

• Management Control 
Records relating to surveys and self assessments, performance assurance, 
resolution of findings, and incident reporting and management. 

• Security and Protecfrre Services Administrative Correspondence Files. 
Correspondence files relating to administration and operation of the facilities 
security and protective services programs, not covered elsm.vhere in this schedule. 

TEMPORA.RY. Destroy when 2 years old. 

[NOTE: This item does not cover records documenting policies and procedures accumulated in 
offices having agency wide responsibilities for security and protective services programs.] 
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Item 225: Physieal SeeuFity l-,.dmiBistFative Files (0471) [GRS 18 (8)) 
Material relating to the proteetion of buildings, substations, veh-icles, equipment, 
personnel and materials. Correspondence files relating to administration and 
operation of the facilities security and proteeti¥e services programs, not covered 
elsev1here in this schedule. 

TEMPOR.ii\RY. Destroy vlhen 2 years old. 

[NOTE: This item does not cover records documenting policies and procedures accumulated in 
offices having agency wide responsibilities for security and protective services programs.} 

Item 226: PeFSa&nel Aeeess Ca&tFal Files (0472) [GRS 18 (23)) 
Material related to authori2:ed access to employees and contractors. Records contain 
access controls and records with-in the badge program. Access control logs document 
access to the facilities including after hours logs and security computer logs. 

Southwestern' s card key (badge) program records are considered vital records and 
include files that document the termination/destruction/disposal of card keys such as 
S\1/PA Form 1300.21, Separation Clearance, requests for and actual background 
investigations, and S'}IPA Form 5632.lB, Security Badge Request/Issue Form 
(Federal employees), and SWPA Form 5632.lC, Security Badge Request'Issue Form 
(Non Federal employees) 

TEMPORt,.RY. Destroy when superseded or obsolete. 

Item 227: Security System Maintenance Records (0473) 
Material related to the support and maintenance of the security system and its 
subcomponents including cameras and alarm system. Includes all of the user activity 
and alarm activity for all of the alarm and access control system. Files consist of 
system activity journals containing the on-site records for alarm system activity. 
Records that contain all activity concerning preventative and corrective maintenance 
performed on the alarm system and the sub components. Files consist of maintenance 
requests, test reports, schedules, and testing and maintenance of the security system. 
[Based on DOE Administrative Records Schedule 18 Item 8.4: Security, 
Emergency Planning, and Safety Records under SF 115 Nl-434-98-21: Security 
Alarm and Access Control System Files.] 

a. System Manufacturers Documentation. 
Files include manufacturer's operations and technical manuals for the equipment 
installed as part of the Security Alarm System. These records include information 
on individual components, for both the security alarm systems and the electronic 
access control systems. 

TEMPORARY. Destroy when current system is upgraded or replaced. 
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b. Systems Operations Files. 

Files include on-site configuration files for systems operations. Includes 
information on individual components, systems operations, and how the systems 
are currently installed for both the security alarm systems and the electronic 
access control system. 

TEMPORARY. Destroy when current system is upgraded or replaced. 

c. Open Storage Approval Records. 
Files contain on-site records of areas approved for the open storage of classified 
information. Includes information concerning the motion detection and alarm 
devices within specific areas. 

TEMPORARY. Destroy when superseded. 

d. Activity Journals. 
These records include all of the user activity and alarm activity for all portions of 
the alarm and access control system. User activity includes operations of 
Day/Night mode access of alarmed rooms, and access/exit through card reader 
controlled doors or access points. Alarm activity includes alarm devices, line 
supervision, and administrative alarms as they occur. Files consist of System 
activity journals containing the on-site records for alarm system activity. 

TEMPORARY. Cut off at the end of the fiscal year. Destroy 3 years after cut off. 

e. Maintenance Records. 
These records contain all activity concerning preventive and corrective 
maintenance performed on the alarm system and the sub-components. Files 
consist of maintenance requests, test reports, schedules, notification letters and 
maintenance activity journals containing the on-site records for alarm system 
maintenance activity. 

TEMPORARY. Cut off at the end of the fiscal year. Destroy 3 years after cut off. 
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Item 228: VisitaF t...eeess CantFal Files (0474) [CRS 18 (17)(b)] 
Material related to visitors access to Southwestem's facilities. Visitor Control Files. 
Registers or logs used to record names of outside contractors, service personnel, 
visitors, employees admitted to areas, and reports on automobiles and passengers. 

a. For areas under maximum security. 

TEMPORARY. Destroy 5 years after final entry or 5 years after date of 
document, as appropriate. 

b. For other areas. 

TEMPORARY. Destroy 2 years after final entry or 2 years after date of 
document, as appropriate. 

Item 229: Faeilities 8eeuFity Files (0475) [CRS 18 (9)) 
Records relatmg to the protection and control of classified information and sensitive 
information and matter from compromise and unauthorized disclosure. This ineludes 
operations security, sensitive information, and classified information and control. 
NOTE: Southv,restem does not have elassified material. 

a. Survey and Inspection Files for Southwestern owned facilities: 
Reports of surveys and inspections of Government ov,rned facilities conducted to 
ensure adequacy of protective and preventive measures taken against hazards of 
fire, e*plosion, and accidents, and to safeguard information and facilities against 
sabotage and unauthorized entry. 

TEl\4PORA,RY. Destroy when 3 years old or upon discontinuance of facility, 
v;hichever is sooner. 

b. Survey and Inspection Files for privately owned facilities that Soutlr.vestern 
operates within: 
Reports of surveys and inspections of privately owned facilities assigned 
security cognizance by Government agencies and related documents. 

TEM.PORA.RY. Destroy 1Nhen 4 years old or 1.vhen security cognizance is 
terminated, whichever is sooner. 
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Item 230: PersoBBel SeeHrity (0476) [GRS 18 (22)] 

Records relating to aeeess authorizmtions and security av,areness. These records 
include documents that infoHH individuals of their security responsibilities and 
promote continuing av,'areness of good security praetiees. It also includes aeeess 
authorization (security elearanee) requests, investigative requests and processes, and 
reinvestigations. 

a. Personnel Security Clearance Files. Personnel security elearanee ease files created 
under Offiee of PersoBnel Management procedures and regulations and related 
indexes maintained by the personnel security offiee of the employing ageney. 

Case files documenting the processing of investigations on Federal employees or 
applicants for Federal employment, v,rhether or not a seeurity clearance is granted, 
and other persons, sueh as those perfoHHing work for a Federal agency lHlder 
contract, v,rho require an approval before having access to Gov:ernment facilities 
or to sensitive data. These files include questionnaires, summaries of reports 
prepared by the im'estigating ageney, and other records reflecting the processing 
of the investigation and the status of the elearanee, exclusive of eopies of 
investigati,,e reports furnished by the investigating agency. 

TEMPORARY. Destroy upon notification of death or not later than 5 years after 
separation or transfer of employee or no later than 5 years after contract 
relationship expires, v,rhiehever is applicable. 

b. Investigative reports and related documents furnished to agencies by investigative 
organizations for use in making security/suitability determinations. 

TEMPOR,<\RY. Destroy in aecordanee 1.vith the investigating agency 
instructions. 

c. Index to the Personnel Security Case Files. 

TEMPOR.i<\RY. Destroy vlith related ease file. 
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Item 231: Unclassified Visits and Assignments by Foreign Nationals (0477) 
Records relating to foreign national visits, foreign national assignments, hosts, 
approvals and reporting, sensitive countries list, and state sponsors of terrorism list. 
Includes registers or logs used to record names of outside contractors, service 
personnel, visitors, employees admitted to areas, and reports on automobiles and 
passengers. [Based on DOE Admin Schedule 18: Security, Emergency Planning, 
and Safety Recordse- Nl-434-98-21 which is based on GRS 18, item 17] 

a. For areas under maximum security. 

TEMPORARY. Destroy 5 years after final entry or 5 years after date of 
document, as appropriate. 

b. For other areas. 

TEMPORARY. Destroy 2 years after final entry or 2 years after date of 
document, as appropriate. 

Item 232: Counterintelligence (04 78) 

Records relating to the protection of information ( e.g. classified, unclassified 
controlled information, proprietary, unclassified, and economic information affecting 
national security), personnel, and assets from international terrorist activities and 
from intelligence collection by or on behalf of foreign powers or entities. [Based on 
DOE Admin Schedule 18: Security, Emergency Planning, and Safety Records -
Nl-434-98-21, item 8.3] 

a. Threat Files 
Files contain reports of known or suspected technical and non-technical security 
information, methodology, technologies used, suspected individual(s) or groups, 
reports of actions directed against U.S. Government and commercial interest 
and/or personnel. 

TEMPORARY. Review annually. Destroy when superseded or obsolete. 

b. Hazard and Penetration Files 
Files provide general and specific design information on known or suspected 
surveillance devices, electronic anomalies, methodology, and historical technical 
data. These files are used for technical surveillance threat reference. 

TEMPORARY. Review every 2 years. Destroy when no longer needed. 
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Item 233: Emergency Management and Planning (0150) 
Records relating to the identification of hazards and threats, hazard mitigation, 
development and preparation of emergency plans and procedures, and identification 
of personnel and resources needed for an effective response. 

[Based on DOE Administrative Records Schedule 18 Item 26.e1: Security, Emergency 
Planning, and Safety Records under SF 115 Nl-434-98-21. 

• Emergency Planning Program Correspondence. 
• Records that document the policy, program, standards, and procedures pertaining 

to the administration of the emergency planning program.] 

a. Program and policy guides, information papers, operational manuals, and 
documents used as guides for determining appropriate DOE action. Unless issued 
as a DOE directive, a record copy of Departmental emergency plans. 

PERMANENT. Cut off when superseded. If records are paper or other hardcopy 
media, transfer to NARA 25 years after cut off. [Based on Nl-434-98-21, item 
26. 1 a] If records are electronic, transfer physical custody to NARA for pre­
accessioning five years after cut off. Transfer legal custody of electronic records 
to NARA 25 years after cut off. 

b. Emergency planning reports of operations tests, consisting of consolidated or 
comprehensive reports reflecting Department-wide results oftests conducted 
under emergency plans. 

PERMANENT. Cut off when superseded. If records are paper or other hardcopy 
media, transfer to NARA 25 years after cut off. [Based on Nl-434-98-21, item 
26.e1 a] If records are electronic, transfer physical custody to NARA for pre­
accessioning five years after cut off. Transfer legal custody of electronic records 
to NARA 25 years after cut off. 

Files documenting the development of policy, including policy studies. 

TEMPORARY. Cut off when superseded. Destroy 10 years after cut off. 

d. Procedures and activities implementing DOE policy and guides. 

TEMPORARY. Cut off at end of the fiscal year. Destroy 6 years after cut off. 

Item 234: Emei-geney Pi-epei-edness Test files (0151) [CRS 18(28)) 
Records relating to training, drills, and exercises. Files accumulating from tests 
conducted under agency emergency plans, such as instructions to members 
participating in test, staffing assignments, messages, tests of communications and 
facilities, and reports EXCLUDING consolidated and comprehensive reports. 
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TEMPORA.RY. Cut of a-t the end of the fiscal year in event took place. Destroy 3 
years after cut off. 

Item 235: CaBtiBuity af OpeF&tiaBs (0152) [GRS 20(11)] 
Records rel a-ting to the contiflued performance of essential functions from alternate 
opera-ting sites during an emergency or situation that may disrupt normal operations. 

a. Documentation. 
Data systems specifications, file specifications, codebooks, record layouts, user 
guides, output specifications, and final reports (regardless of medium) relating to 
a master file or data base that has been authorized for destruction by the GRS or a 
NARA. appro¥ed disposition schedule. 

TEMPORA.RY:. Destroy or delete v1hen superseded or obsolete, or upon 
authorized deletion of the related master file or database or upon the destruction 
of the output of the system if the output is needed to protect legal rights, 
whiehe¥er is la-test. 

b. Copies ofrecords relating to system security, including records documenting 
periodic audits or re¥iev1 and recertification of sensitive applications, disaster and 
continuity plans, and risk analysis, as described in 0MB Circular No. A 1 30. 

TEMPORA..RY:. Destroy or delete \Yhen superseded or obsolete. 

POWER MAINTENANCE 

Material relating to the maintenance of the power system. Information may be recorded on 
various media including paper, film, tape, disk, diskette, or in the electronic document 
management system. All records in this chapter are scheduled in media neutral format. 

Item 236: Power Facilities Maintenance Standards (6900) 
This function helps to coordinate and develop standards, procedures, instructions, and 
information (SPIFs) for SWP A's Transmission Field Services regional and district 
offices to ensure consistent and effective maintenance ofSWPA's transmission lines 
and performance level guides. This function assists in the development and 
implementation of transmission line maintenance tools and training for SWP A's 
Transmission Field Services regional and district offices. These standards are 
reviewed each year for compliance with several industry standards regulatory 
commissions such as the North American Electric Reliability Corporation (NERC) 

Arranged by specific type of maintenance standard. 
• MA - General 
• SU - Substation 
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• TR - Transmission 
• EL Electrical 

These are available to view online under the Maintenance Division on the Intranet. 
Electronic copies of the documents are located on the server: Pluto under MMIS 
under SOP these standards will be moved into Documentum where the official 
copies will be stored with approved records retention. [Based on BPA's SF 115 Nl-
305-88-1, MA-17 approved July 14, 1989] 

TEMPORARY. Cut off when superseded by a new version or standard becomes 
obsolete. Destroy 5 years after cut of£ 

Item 237: Maintenance Management Information System (6903) 
Material related to the information system's development, implementation, testing, 
documentation, and any upgrades. Current system is called Cascade which stores 
maintenance and utility equipment that is recorded within this inventory management 
system, any maintenance or test information, manufacturer guides (non-record), and 
switching orders, system also creates reports for NERC compliance and other 
diagnostic measures. [Based on BPA's SF 115 Nl-305-88-1 approved July 14, 
1989] 

TEMPORARY. Cut off when system is retired. Destroy 5 years after cut off. 

Item 238: Transmission Line Maintenance Reports (6920) 
Reports relating to periodic inspections and maintenance actions made by field 
stations on transmission lines. All replacement reports may include poles, cross arms, 
braces, insulators, conductors, etc. All patrol reports may include aerial and foot 
patrols. All maintenance replacement records are stored electronically within the 
CASCADE system. All related drawings are stored within the CADD system using 
Drawing Viewer system for remote access. Arranged by line number. [Based on 
SWPA's SF 115 NCl-387-76-1, MA-D, pg. 150] 

TEMPORARY. Cut off end of each fiscal year in which report is approved. Destroy 
3 years after cut off. 

Item 239: Right-of-Way Maintenance Reports (6921) 
Reports relating to the maintenance of rights-of-way including access roads, 
encroachments, vegetation management, herbicide application and clearing. All 
patrol reports may include aerial and foot patrols. All maintenance replacement 
records are stored electronically within the CASCADE system. All related drawings 
are stored within the CADD system using Drawing Viewer system for remote access. 
Arranged by line number. [Based on SWPA's SF 115 NCl-387-76-1, MA-C, pg. 
150] 

TEMPORARY. Cut off end of each fi�cal year. Destroy 2 years after cut off. 
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Item 240: Microwave and Radio Sites (6940) 
Material related to building and power maintenance within Southwestern's 
microwave and radio sites. Diagnostic reports may include equipment performance 
and failures. All maintenance replacement records are stored electronically within the 
CASCADE system. All related drawings are stored within the CADD system using 
Drawing Viewer system for remote access. [Based on BPA's SF 115 NC-305-76-1, 
MA-11-12, approved September 15, 1976] 

TEMPORARY. Cut off when superseded or obsolete or replaced. Destroy when 
related equipment is disposed. 

Item 241: Substation Equipment and Materials (6942) 
Material related to building and power maintenance within Southwestern's 
substations. Diagnostic reports may include equipment performance and failures. All 
maintenance replacement records are stored electronically within the CASCADE 
system. All related drawings are stored within the CADD system using Drawing 
Viewer system for remote access. [Based on BPA's SF 115 NC-305-76-1, MA-11-
12, approved September 15, 1976] 

TEMPORARY. Cut off when superseded or obsolete or replaced. Destroy when 
related equipment is disposed. 

ENGINEERING AND PLANNING 

Material relating to the planning, design, and construction support of the power transmission 
system. Information may be recorded on various media including paper, film, tape, disk, 
diskette, or in the electronic document management system. All records in this chapter are 
scheduled in media neutral format. 

Item 242: Engineering Policies and Procedures (6400) 
Material relating to engineering and planning documentation and support for 
Southwestern's adherence to the statutory requirements to support a power 
transmission system. These records document the implementation of substantive 
policies and procedures. Retention of these materials allows orderly access to 
information which may be required for reference and verification of Southwestern's 
project work, geographical studies, environmental considerations, and other material 
relating to project estimates and general/budgetary material related to work orders 
and project planning. Also includes project completions. Background material to 
work orders. Includes, but not limited to, preliminary material not included in work 
orders, working notes, and annotated copies of work order documents, project 
requirements diagram, and other correspondence. Arrange subject policy and 
procedure by fiscal year. [Based on SWPA SF 115 NCl-387-76-1 ED-1, pg 68.] 
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PERMANENT. Cut off file at the close of the fiscal year in which policy or 
procedure is canceled, superseded, or revoked. Transfer to FRC 4 years after cut off. 
Offer to NARA 20 years after cut off. 

Item 243: Work Orders (Project Data) (6410) 
Material relating to planning power transmission systems, generation interconnection 
projects, lines and/or loads interconnection, and requests for new transmission 
service. Also, electrical load data, including forecasting information and forecasts. 
Southwestern's project work, geographical studies, environmental considerations, and 
other material relating to project estimates and general/budgetary material related to 
work orders and project planning. Also includes project completion, background 
material to work orders which includes, but is not limited to, preliminary material not 
included in work orders, working notes, and annotated copies of work order 
documents, project requirements diagram, and other correspondence such as support 
of station serving to interconnect geographically distinct systems. Arrange by 
structure type. [Based on SWPA SF 115 NCl-387-76-1, ED-4, pg 69)) 

TEMPORARY. Cut off when superceded. Transfer to FRC 4 years after cut off. 
Destroy 20 years after cut off. 

Item 244: Protective Relaying (6420) 
Relay settings, and related paper regarding relay settings at various stations. Includes 
schematic diagrams and other work papers. Arranged alphabetically by substation. 
[Based on SWPA SF 115 NCl-387-76-1 (ED-7 page 69)) 

TEMPORARY. Cut off when superceded by new relay settings. Transfer to FRC 4 
years after cut off. Destroy 20 years after cut off. 

Item 245: Engineering Environmental Considerations 6421) 
Material relating specifically to environmental considerations guiding the 
engineering, design, and construction support of transmission facilities. 

TEMPORARY. Cut off in the fiscal year in which final facility design is accepted. 
Destroy 30 years after cut off [Based on Nl-434-98-28) 

Item 246: Spill Prevention Control and Countermeasure (SPCC) Records (6422) 
Material relating to design and application of the spill prevention control and 
countermeasure (SPCC) system. 

TEMPORARY. Cut off when superseded. Destroy after 3 years. 40 CFR 112.7 (Nl -
434-98-28) 
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Item 247: System Reliability Criteria (6423) 
Material relating to the planning for system stability. [Based on SWPA SF 115 NCl-
387-76-1 (ED-5-1 page 69)] 

TEMPORARY. Cut off at end of reliability study. Transfer to FRC 4 years after cut 
off. Destroy 20 years after cut off. 

Item 248: Engineering Drawings and Maps (6430) 
All SWP A numbered and non SWP A numbered drawings showing the design, line 
locations and property including line structures and construction support of 
transmission lines, stations, and structures. 

Includes: 

• Transmission System work. 
• Fiber Optics work. 
• Wireless Antenna work. 
• Substations work. 

Arranged by type of structure and line number. [Based on SWPA SF 115 NCl-387-
76-1 (ED-B page 141)] 

TEMPORARY. Cut off when superseded by new standard Destroy upon cut off. 

Item 249: System Analysis Methods (6435) 
Material relating to methods for controlling the transient and dynamic stability of 
electrical power system. 

Includes: 

• Transient stability program. 
• Power flow program 
• Operating temperature and electrical loading 
• Communication equipment and restorative procedures 
• Material relating to SM&T, such as RMS, KWH, and AGC telemetry 
• SWP A microwave systems, including frequency management 
• Fiber optics technology 

[Based on SWPA SF 115 NCl-387-76-1 (ED-10 page 70)] 

TEMPORARY. Cut off at end of reliability study. Transfer to FRC 4 years after cut 
off. Destroy 20 years after cut off. 
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Item 250: Line Crossings (6440) 
Material relating to crossings such as roads, bridges, and culverts in the construction 
support of transmission lines. Arrange by structure. [Based on SWPA SF 115 NCl-
387-76-1 (ED-12 page 70)] 

TEMPORARY. Cut off when superseded. Transfer to FRC 4 years after cut off. 
Destroy 20 years after cut off. 

POWER OPERATIONS 

Material relating to the scheduling and dispatching of power and the operation of the power 
transmission system. Coordinates power operations with the Corps of Engineers (Corps), 
connected utilities, and other parties to collect operations data including hourly energy 
generation quantities, loads, stream flow, water levels, schedules for deliveries and receipts of 
power, and status of generating equipment. Schedule all power supplied by and to Southwestern 
Power Administration (SWPA), schedule storage and release of water controlled by SWPA, 
determine and schedule pumping operations to provide peaking power, administer contractual 
operation requirements, provide for testing and maintenance of metering equipment, and 
maintain power system operating records and prepare reports. Timely information must be 
utilized for maintaining system integrity, analysis for safety and efficiencies of operation, 
database entries, and billing of power deliveries under SWPA's contracts. Information may be 
recorded on various media including paper, film, tape, disk, diskette, or in the electronic 
document management system. All records in this chapter are scheduled in media neutral 
format. 

Authorization: Recommendation of Management 
All retentions in this series that are by Recommendation of Management are justified as follows: 
(a) for historical documentation of the SWP A power system, (b) because of legal responsibilities 
relating to power system accidents, or ( c) to serve as reference to trace trends in equipment 
problems. 

Item 251: Operations Policy and Procedures (6701) 
Policy-related documents, letters, memos, etc., covering a requested modification of 
the operation of the hydro system by SWPA. Such correspondence would generally 
be between SWPA and the U.S. Army Corps of Engineers, or other Federal, public 
interest groups, or customers. Internal memoranda could also be covered. The need 
to modify operations would be necessary to deal with critical supply situations. 
[Based on BPA's SF 115 NI-305-03-1 approved January 24, 2003] 

TEMPORARY. Cut off after three (3) years. Transfer to off site storage. Destroy 
after two (2) years. 
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Item 252: Standard Switching Orders (6702) 

Instructions for accomplishing uniform switching operations at various stations. 
Current format is on paper; may be scanned electronically. Only the completed 
switching orders will be kept as record material. Arranged by switching order 
number. [Based on SWPA SF 115 NCl-387-76-1 (PO-E, page 154)] 

TEMPORARY. Cut off at end of calendar year. Destroy 6 years after cut off. 

Note: Switching orders need to be retained for the same period as the dispatcher 's log. These 
are an extension of the log and provide support documentation. 

Item 253: Power Dispatcher's Logs (6703) 
Material contains daily operations logs. A chronological record of the operations of 
SWPA's electrical system. Includes information on switching operations, clearances, 
weather data, Federal plant loading, line and substation equipment trouble, etc. 
Current format is on paper; may be scanned electronically. [Based on SWP A SF 115 
NCl-387-76-1 (PO-E, page 154)] 

TEMPORARY. Cut off at end of calendar year. Destroy 6 years after cut off. 

Item 254: Interruption Reports (6704) 
Reports of each case of interruption affecting continuity or quality of service to 
customers, transmission lines, or station power. Such trouble includes momentary 
line outages, permanent faults, switching errors, failure of major electrical equipment, 
and accidental tripping of power circuit breakers. [Based on SWPA SF 115 NCl-
387-76-1 (PO-I, page 155)] 

TEMPORARY. Cut off at end of calendar year. Destroy 6 years after cut off. 

Item 255: Integrated System Log Sheets. (6705) 
Material of daily log sheets showing: Generation to SWP A by plants, monthly totals 
and maximums; maximum generation; and maximum generation and load record; 
SWP A firm system loads; non-firm system loads; customer loads; transactions 
consisting of actual and scheduled interchange, and inadvertent interchange. As of 
2008, the format is comma delimited file exported daily to server \\achilles\lakes\msa 
folder; each file has the .TRN extension and is sorted by date. Past year's data is in a 
zip folder. Arranged chronologically (daily) [Based on SWPA SF 115 NCl-387-76-
1 (PO-M, page 156) 

TEMPORARY. Cut off after close of calendar year. Destroy 40 years after cut off. 
Maintain onsite for 10 years and then transfer to offsite storage. 

SWPA SF l 15e- FINAL VERSION Page 1 1 e7 of 126 



SFl 15 Southwestern Powerluinistration 
Item 256: Power Operations Reports Data (6706) 

Reports and correspondence required by DOE under the Energy Policy Act of 2005 
(EP ACT), and developed by the Regional Entity, and other regulatory entities for 
which CPS - Control Performance Standards, DCS - Disturbance Control Standards, 
UFLS - Under-frequency Load Shedding, Loss of Load, etc. data is submitted by 
Operations monthly, quarterly and annually. 

Regional Entity reports are developed and maintained in repositories maintained by 
them, and may be accessed via web interface. 

North American Electric Reliability Corporation (NERC) relies on the regional 
entities to enforce the NERC standards with bulk power system owners, operators, 
and users through approved delegation agreements. 

Regional entities are responsible for monitoring compliance of the registered entities 
within their regional boundaries, assuring mitigation of all violations of approved 
reliability standards and assessing penalties and sanctions for failure to comply. 

TEMPORARY. Cut off 3 years after date of monthly, quarterly, or annual report 
Destroy 9 years after cut off. 

(Note: quarterly data should be filed with annual data for Regional Entity Reporting.) 

Item 257: Regulatory Compliance Records (6707) 
Materials related to readiness and compliance audit information, compliance 
documentation, including support documentation and correspondence. Arranged as 
indexed by required standards. Based on FERC Order 693, Mandatory Reliability 
Standards for the Bulk-Power System: 

TEMPORARY. Cut off at the close of every third calendar year. Destroy 9 years 
after cut off. 

Item 258: Operator Certification Records (6708) 
All records related to operator training and certification as required by the Electric 
Reliability Organization or the Regional Entity. Arranged as indexed by required 
standards. Based on FERC Order 693, Mandatory Reliability Standards for the 
Bulk-Power System: 

TEMPORARY. Cut off at the end of the fiscal year in which certification expires. 
Destroy 9 years after cut off. 
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Item 259: Supervisory Control and Data Acquisition (SCADA) (6709) 
Material relating to supervisory control and data acquisition (SCADA) system status 
reports, equipment, software, and remote terminal units and telemetering data. 
Maintenance log books are kept with equipment and are retained for the life of the 
equipment. 

TEMPORARY. Cut off after system is retired. Destroy 5 years after cut off. 

Item 260: SCADA Log Data (6710) 
Material relating to SCAD A events, alarms, analogs, windows system logs, network 
monitoring logs. NERC Critical Infrastructure Protection (CIP) Requirements CIP-
005 requires all bulk electric systems to have a 24- hour intrusion detection capability 
to detect intrusions and intrusion attempts at the electronic security perimeter and on 
critical cyber assets. [Based on NERC Standard CIP-005-1- Cyber Security­
Electronic Security Perimeter(s) under Section D. Compliance 1 .3. Data 
Retention] 

TEMPORARY. Cut off after close of calendar year. Destroy 3 years after cut off. 

Item 261: SCADA Remote Terminal Units (6711) 
Material relating to requirements for connecting remote terminal units (R TU s) such 
as alarms and controls to control centers. Current configurations for each R TU plus 
one ( 1) previous configuration. This process is manufacturer dependent and also 
dependent on RTU ownership. For foreign RTUs, only maintain a current points list 
(the foreign company generally does not provide the actual RTU configuration) 

TEMPORARY. Cut off when superseded or obsolete. Destroy 3 years after cut off. 

Item 262: Voice Recording System (6712) 
Telephone conversations are recorded within the co1:1trol center command room 
between dispatchers or schedulers with customers or the Corps of Engineers. These 
verbal recordings are captured onto digital media format and transcribed in the event 
of a discrepancy or dispute regarding actions agreed to via verbal communication. 
Arranged by date. 

a. non-incident 

TEMPORARY. Cut off and delete after ninety (90) days. 

b. incident 

TEMPORARY. Cut off at the end of the fiscal year in which investigation is 
completed. Destroy 10 years after cut off. 
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POWER MARKETING 

Customer services such as contract development and administration for power acquisition, sales, 
exchange, and transmission. The official copy is only on one medium, paper, unless otherwise 
specified. Information may be recorded on various media including paper, film, tape, disk, 
diskette, or in the electronic document management system. All records in this chapter are 
scheduled in paper format, unless otherwise specified. 

Item 263: Power Marketing Management and Planning Projects (6510) 
Case files such as proposed dam construction, general files of marketing modification 
studies, etc. 

TEMPORARY. Cut of at the end of the fiscal year in which project or study is 
completed. Store on-site for 5 years after completion of the project or study. Transfer 
to offsite storage 5 years after cut off. Destroy 15 years after cut off or when no 
longer needed which ever is longer. 

Item 264: Power Allocation (6520) 
Case files on such issues as Final Power Allocations of 1980, allocation of 7 .5 MW in 
1987, Capacity Loan Program, Power Allocation Policy, New Customer Policy; etc. 
[Based on SWPA's SF 115 NCl-387-76-1, PRO-1, pg.e167 (PO-1, pg. 79)] 

PERMANENT. Cut off at the end of odd-numbered fiscal. If records are paper or 
other hardcopy, transfer to FRC 4 years after cut off and transfer to NARA 20 years 
after cut off. If records are electronic, transfer physical custody to NARA for pre­
accessioning five years after cut off. Transfer legal custody of electronic records 20 
years after cut off. 

Item 265: Requests for Power and Services (6530) 
General correspondence requesting Federal power allocations [Based on SWPA's SF 
115 NCl-387-76-1, PRO-1, pg. 167 (PM-1, pg. 76)] 

PERMANENT. Cut off at the end of odd-numbered fiscal. If records are paper or 
other hardcopy, transfer to FRC 4 years after cut off and transfer to NARA 20 years 
after cut off. If records are electronic, transfer physical custody to NARA for pre­
accessioning five years after cut off. Transfer legal custody of electronic records 20 
years after cut off. 

Item 266: Executed Contracts and Correspondence (6541) 
Original copies of power sales, transmission, and other contracts. Store by customer 
and contract number. Correspondence related to Executed Contracts. Copies of 
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executed contracts. [Based on SWPA SF 115 NCl-387-76-1, PRO-1, pg 167 (PM-
1, pg 76)] 

PERMANENT. Cut off at the end of odd-numbered fiscal. If records are paper or 
other hardcopy, transfer to FRC 4 years after cut off and transfer to NARA 20 years 
after cut off. If records are electronic, transfer physical custody to NARA for pre­
accessioning five years after cut off. Transfer legal custody of electronic records 20 
years after cut off. 

Item 267: Contracts under Negotiation (6542) 
Includes correspondence, meeting notes, and other material related to contracts under 
negotiation. 

TEMPORARY. Cut off at the end of the fiscal year in which negotiation is 
completed. Store onsite for 5 years. Transfer to the Federal Records Center 5 years 
after cut off. Destroy 10 years after cut off. 

Item 268: Contract Administration (6543) 
Departmental policy statements regarding agency and DOE directives that may affect 
Power Marketing operations, materials on legalities of contract administration, and 
materials on SWPA's Energy Deferral Program. 

Includes 
• 654 3 .1  Southwestern' s Annual Customer conferences 
• 6543.2 NEPA policy documents related to power sales and other contracts. 
• 6543.3 Southwest Power Pool (SPP) and SWPA tariff information. 
• 6543.4 Questions, answers and analyses of SWPA's periodic customer surveys. 
• 6543.6 Directory of Electric Power Producers and Distributors 

[Based on SWPA SF 115 NCl-387-76-1, PRO-1, pg 167 (PM-1, pg 76)] 

PERMANENT. Cut off at the end of odd-numbered fiscal. If records are paper or 
other hardcopy, transfer to FRC 4 years after cut off and transfer to NARA 20 years 
after cut off. If records are electronic, transfer physical custody to NARA for pre­
accessioning five years after cut off. Transfer legal custody of electronic records 20 

· years after cut off. 

Item 269: Power Marketing Liaison Office (1220) 
Inquiries, reports, and other information submitted to the PMLO. 

TEMPORARY. Cut off at the end of the fiscal year in which activity is completed. 
Destroy when superseded or obsolete. 

Item 270: Customer Associations - Regional (1262) 
Meeting notes, correspondence, and materials related to regional power organizations. 
Includes: 
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• 1262. 1  Southwest Power Pool non-tariff materials 
• 1262.2 Southwestern Power Resources Association (SPRA) briefings from 

SWP A, SPRA meeting materials, and notes taken by SWP A staff at SPRA 
meetings.

• 1 262.3 Southeast Missouri Northeast Arkansas (SEMO-NEARK) Association 
• 1262.4 Western Systems Power Pool 
• 1262.5 Arkansas/Missouri Association 

[Based on SWPA SF 115 NCl-387-76-1, PRO-1, pg 167 (PM-8, pg 77)] 

TEMPORARY. Cut off at close of odd-numbered FY. Transfer to offsite storage 4 
years after cut off. Destroy 20 years after cut off. 

Item 271: Customer Associations - National (1263) 
Meeting notes, correspondence, and materials related to national power organizations. 
Includes 
• 1263 . 1  American Public Power Association (APPA) 
• 1263.2 North American Electric Reliability Council/Corporation (NERC) (Notice: 

This file has been moved to Executed Contracts DE-PM75-07SW00552) 
• 1263.3 National Rural Electric Cooperative Association (NRECA) 
• 1263 .4 Electric Power Research Institute (EPRI) 
• 1263 .5 Public Power Weekly (periodical) 
• 1263 .6 Public Power (periodical) 

[Based on SWPA SF 115 NCl-387-76-1, PRO-1, pg 167 (PM-8, pg 77)] 

TEMPORARY. Cut off at close of odd-numbered FY. Transfer to Federal Records 
Center 4 years after cut off. Destroy 20 years after cut off. 

PUBLIC AFFAIRS 
Material related to writing, publishing, editing, audio/visual services, and public relations 
materials for the Agency for both internal and external customers. Official copies of deliverables 
are stored in electronic format on the network or on external hard drive, unless indicated 
otherwise. 

Item 272: Public Relations Correspondence (1210) 
Letters in response to public or congressional inquiries, letters conveying public 
affairs materials, letters of congratulation, official memorandums or notices regarding 
public relations activities, etc. Can be signed by Public Affairs staff or other agency 
staff. Official copies are routed versions stored on paper or printed e-mails. 
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[Based on SWPA SF 115 NCl-387-76-1, ADM-1, pg 166 (IPR-8, pg 46)) 

TEMPORARY. Cut off at close of odd-numbered FY. Destroy 4 years after cut off. 
Item 273: News Media (1211) Relations with external news media outlets. Includes:• 1 2 1 1 .  1 Press Releases issued by SWP A. Stored on paper before 1 998. • 1 2 1 1 .2 Transcripts, notes of press interviews • 1 2 1 1 .3 News clips that mention SWP A or Corps projects. Stored on paper. 

[Based on SWPA SF 115 NCl-387-76-1, ADM-1, pg 166 (IPR-9 pge47)] 

TEMPORARY. Cut off at close of odd-numbered FY. Destroy 4 years after cut off. 
Item 274: Speeches (12120 Copies of speeches by the Administrator and senior officials that affect SWP A program activities. Prior to 2002 on paper is after 2002 electronic. Based on 

SWPA SF 115 NCl-387-76-1, ADM-1, pg 166 (IPR-10, pge47) 

TEMPORARY. Cut off at close of odd-numbered FY. Transfer to the Federal Records Center 5 years after cut off. Destroy 20 years after cut off. 
Item 275: Biographical Data (1213) Biographies of senior staff. 

PERMANENT: Cut off at end of calendar year of employee separates from employment at Southwestern .Transfer to NARA when 3 years old. 
Item 276: Intranet Content (1214) Internal web site for SWP A employees for disseminating general employment information, forms, agency news (informal), verbiage, documents, and design elements of internal SWP A web site. 

TEMPORARY. Destroy when superseded, updated, replaced or no longer applicable. 
Item 277: Internet Content (1215) SWPA's external web site that disseminates information to external visitors worldwide. Includes content, documents, publications, brochures, generation reporting, and general information about SWP A. 

TEMPORARY. Destroy when superseded, updated, replaced or no longer applicable. 
Item 278: Special Events (1216) 
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Support materials for meetings, celebrations, campaigns, etc. 
Includes: 

• 1216.1 SPRA 
• 1216.2 CFC 
• 1216.3 SWPA Anniversaries 
• 1216.4 SWPA Employee Retirements 
• 1216.5 Dam Anniversaries 
• 1216.5 Other Events 
[Based on SWPA SF 115 NCl-387-76-1, ADM-1, pg 166 (IPR-7, pge46)] 

TEMPORARY. Cut off at close of odd-numbered FY. Destroy 4 years after cut off. 

Item 279: Photography (1351) 
Still photographs in either paper or electronic format. 

• 1351.1 Employees 
• 1351.2 Groups related to mission of the agency 
• 13 51.3 Meetings related to the mission of the agency 
• 1351.4 Sites and equipment 
• 1351.5 Training related to the mission of the agency 
• 135 1.6 Customers and stakeholders 

Based on SWPA SF 115 NCl-387-76-1, IPR-B-1-a, pg 111  

TEMPORARY. Cut off when no longer needed for  News Releases and/or 
Publications. Destroy 5 years after cut off. 

Note: Photographs of historical interest, such as dam construction, senior level staff etc., will be 
considered under the 1460 code. 

Item 280: Graphic Arts (1353) 
General artwork, including logos, clip art, maps, used for 

• 1353.1 Brochures & flyers to support agency mission. 
• 1353.2 Displays/Posters 

Based on SWPA SF 115 NCl-387-76-1, IPR-B-1-b, pg 111  

TEMPORARY. Destroy when no longer needed. 

Item 281: Video (1354) 

• 1354.1 SWP A Agency Film 
• 1354.2 Training Films (includes both externally and internally produced) 
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• 1354.3 SWPA Meeting Films 
• 1354.4 Special Project Films 

TEMPORARY. Cut off when no longer needed for News Releases and/or 
Publications. Destroy 5 years after cut off. 

Note: any video of historic events or histories of the agency are covered under (1460] 

Item 282: Audio (1356) 
Clips of music files, sound effects, interviews, used for news releases. 

TEMPORARY. Cut off when no longer needed for News Releases and/or 
Publications. Destroy 5 years after cut off. 

Note: any audio recordings of historic events or histories of the agency are covered under 
(1460) 

Item 283: Agency History (1460) 
Official histories, relevant news clippings, comprehensive plans, photographs of 
facilities, high level administrators and dam construction, significant graphic art such 
as logos, posters, brochures, publications, video of historic events or video histories, 
speeches, and audio interviews of high level officials. 

Based on SWPA SF 115 NCl-387-76-1, OAD-C, pg. 116. 

PERMANENT. Cut off upon completion of project or study. If records are paper or 
other hard copy media, transfer to FRC 3 years after cut off and transfer to NARA 15 
years after cut off. If records are electronic, transfer physical custody to NARA for 
pre-accessioning five years after cut off. Transfer legal custody of electronic records 
to NARA 15 years after cut off. 

Item 284: External Newsletter (1470) 
Content and graphic elements of external newsletters. 

Based on SWPA SF 115 NCl-387-76-1, PER-L, pg 121 

PERMANENT. Cut off at the end of fiscal year. Transfer to NARA 3 years after cut 
off. 

Item 285: Internal Newsletter (1472) 
Content and graphic elements of internal newsletters. 

Based on SWPA SF 115 NCl-387-76-1, NR-G, pg 165 

TEMPORARY. Destroy when obsolete or no longer needed. 
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DATE (MM/DDNYYY): 

•SFl 15 Southwestern Power Lstration 

Item 286: Annual Reports (1473) Material reflecting SWP A mission objectives, strategies, annual accomplishments, annual :financial activities. Official record is on one medium, paper. 
Based on SWPA SF 115 NCl-387-76-1 (IPR-A, page 111) 
PERMANENT. Cut off at the end of the fiscal year in which report is approved. Transfer to NARA 4 years after cut off. 

m 287: Power Billing Invoices (6920) Material related to billing and invoicing for the hydropower Southwestern transmits ...u.,""lr.!,iarkets across its system. The main function of accounting is to account fol"S\lperseded by:busines ets. Power and energy are business assets and the function of the . .N..  �-IQ-{j(J!l. -accountant 1s . otect th b . ; there1ore, every kil 1_;o,(s !e usmess assetss .c. owatt an d k"l 1 OWi1l)ATE MM/00/YYYYhour generated and m ted by Southwestern must be protected by being properly Or-J •1accounted for. The primary fit to having the files in a time of disaster would ee .1/ayaouz ·quicker reconstruction of funds tha t be due. 
Case files filed alphabetically by customer cont ............ """l!it..l-'ower invoices, schedules and billing information. Based on SWPA SF 115 NCl-38 
TEMPORARY. Cut off at close of calendar year in which related co agreement is tenninated. Destroy 1 0  years after cut off. 

288: Power Accounting Spreadsheets (6922) �t{QJJ;ruation related to power accounting and billing. Based on SWPA SF 115itlf,.sedad by:387-76-1 ro=�Da!!1e 154) 
µJ-sa 1-10-001/ S' 

TEMPORARY. Cut off at close of cw.eirnni�� in which related contract or agreement is terminated. Destroy 10 years after cut o OSla5r�/i o/O 

Item 289: Inspector General (JG) Audits (2326) Material related to Inspector General Audits. File by individual case and by fiscal year. 
TEMPORARY. Cut off at the end of the fiscal year in which all audit related :findings have been addressed and no further corrective action is required. Destroy 5 years after cut off. 
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