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Archives and Records Service. 

Records covered by the General Records Schedules are 

disposable without further authorization. 
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CHAPTER I 

INTRODUCTION 

1. POLICY AND SCOPE 

It is the policy of the Southwestern Power Administration to 
establish and maintain an active, continuing program for the 
economical and efficient management of the creation, the 
organization, maintenance and use, and the disposition of all 
records of this Agency. 

2. AUTHORITY 

3 • 

4. 

Southwestern Power Administration is required to establish 
and maintain an active records management program by authority 
of the Federal Records Act of 1950, Records Disposal Act of 
1943, and 270 DM 2.1, in accordance with parts 430-436 DM; 
GSA Federal Property Management Regulations; and part 430 SPA 
Manual. 

RESPONSIBILITIES 

The.Branch of General Services, Office Services Section, Division 
of Administrative Management has the overall responsibility for 
the Records ~.anagement System. This responsibility has been 
delegated to the Records Officer and may be administered through 
the appointed Records Liaison Officers in each Division or 
Office and File Station Representatives who create and maintain 
official records of SPA. 

DEFINITIONS 

A. Administrative Records. These records are often called 
"housekeeping" or nfacilitative" records. They reflect 
Government-wide activities of this nature and include 
general activities such as budget, personnel, office 
supplies, space and printing and managerial activities 
concerned with organization, systems and procedures. 

B. Program Records. Often called "mission" records, these 
are the papers which relate to the reason for which an 
agency or office was established. All records concerned 
with the primary mission of SPA are considered program 
records. 
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C. Official Files. Official files of the Southwestern Power 
Administration are papers, documents, maps or other documen­
tary materials, regardless of form or characteristics, made 
or received in connection with the transaction of ii.:s 
business and preserved as evidence of the organization, 
functions, policies, decisions, procedures, operations or 
other activities or because of their informational value. 
Official files can be destroyed only according to the 
provisions of authorized disposal schedules. 

D. Nonrecord Material. Consists of materials which have no docu­
mentary or evidential value. Nonrecord material includes: 

(1). Library Material preserved solely for reference 
purposes. 

(2). Extra copies of documents., such as: 

a. 11Reading, 11 "chronological, u or "day" files of 
correspondence, 

b. "Tickler, 11 "follow-up, 11 or "suspense" copies 
of correspondence. 

c. Identical duplicate copies of correspondence, 
memorandums, etc., wherever filed in the SPA 
for convenience of reference or informational 
purposes. 

d. Extra copies of printed or processed materials 
for which official copies have been earmarked 
for purposes of record. 

(3). Stocks of publications and processed doctnnents pre­
served for supply purposes. 

(4). Processed or published materials, catalogues, trade 
journals or other papers received from other activi­
ties or offices, other Government agencies, commercial 
firms or private institutions which require no action 
and are not part of a case upon which action is taken. 

(5). Letters of transmittal that do not add any information 
to that contained in the transmitted material. 

(6). Preliminary or intermediate drafts of letters, memo­
randa, reports or other papers and preliminary work 
sheets and information notes that do not represent 
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(7). 

(8). 

basic steps in the preparation of record copies 
of documents. 

Correspondence and other records of transitory value 
which, after action has been completed, have neither 
evidential nor informational value (such as requests 
for publications, communications on hotel reservations, 
etc.). 

Shorthand notes and stenotype tapes which have been 
transcribed. 

Nonrecord materials are excluded from coverage of the records 
disposal regulations. They can be destroyed according to 
appendix 3, part I, Records Disposition Schedules. 

E. Working Files. Working files are composed of extra copies 
of official file material; supporting or background material 
used in developing official files but not needed as part of 
the official file; papers used as local administrative aids; 
and papers that do not serve as a basis for official action. 
Since working files are considered to be nonrecord material, 
they are kept for only a limited period of time and then 
destroyed • 

F. Official Files Station. An official file station is an organ­
izational unit where official record copies of correspondence 
and other documents are maintained. 

F. 

H. 

Federal Records Center. Establishments maintained by GSA, 
National Archives and Records Service, primarily for the 
storage, servicing, security, and processing of semi- and 
non-current records of Federal Agencies' that must be 
preserved for varying periods of time and need not be retained 
in office equipment and space. 

Records Dis:e,os~tiop SEp~dule. A comprehensive list of records 
created or accumulated showing all legally authorized action 
to be taken in relation to their retention and disposition. 
Records disposition schedules include provision for the 
periodic transfer to records centers as well as provisions 
for their final disposal or retention. 

3 



CHAPTER II 
PLA.i'WING lu'ID ARRANGING FILES 

1. OFFICIAL FILE STATIONS 

Official file stations in the SPA headquarters will be desig­
nated by the Records Officer (See SPA Manual Part 430.1, 
Appendix 2). With the change to a decentralized file system, 
official file stations are established as necessary to provide 
a network of recordkeeping locations within a division or staff 
office to provide (1) technical control and supervision of 
official records, (2) facilitate coordination between and among 
file stations, (3) assure uniformity in filing and reference 
procedures, and (4) conduct coding and filing. File stations 
may be established at any organizational level most convenient 
to workers who are directly concerned with having complete and 
accurate records on subjects for which they have direct respon­
sibility. As a practical matter, official file stations should 
be located at points where the offices with primary interest in 
the suject matter documented by the records are the principal 
users of the files. 

Each of the approved official file stations will maintain the 
permanent and temporary current records of the office(s) it 
serves. In the decentralized system, the Staff Director, the 
Division Chiefs, and the Records Liaison Officers have respon­
sibilities for the effective implementation and operation of 
the records management system within their area of responsi­
bilities (See SPA Manual, Part 430.1). Offices served by 
official file stations shall not maintain duplicate records 
unless exceptions are granted by the Records Officer. Reading 
files are an exception and may be maintained where necessary 
or desirable by any office. 

The Branch of General Services, Division of Administrative 
Management, will continue to operate an SPA "Central File" to 
maintain those records which may have an interest or reference 
value to several offices. 

2. UNNECESSARY FILING 

Filing of unnecessary papers is a waste of manpower and equipment. 
Following are examples of some of the ways to avoid unnecessary 
filing. 

Limit the number of copies of each document prepared 
to those which are specifically required or requested 
or which serve a valid purpose. 

4 

• 

• 

• 



• 

• 

• 

Eliminate file copies of routine communications 
which require no record, such as form letters 
(a simple notation on the incoming letter will 
suffice) and information copies. 

Limit "extra copy" files to those which prove 
necessary to those offices having justification 
for their maintenance. 

Eliminate the filing of periodicals, brochures, 
catalogs and other printed matter received for 
general information. 

3. FILE GROUPS 

Yne files collection will normally consist of more than one 
basic type of records. A file group consists of a collection 
of papers which have similar characteristics and which should 
be kept apart from other groups of records in the office. 
This separation of records into readily discernible file 
groups facilitates filing and finding papers and assists in 
the disposal of records with different retention requirements. 

The following file groups should generally be maintained 
separately: 

A. General Correspondence~ (Subject Files). Often known .as the 
ngeneral file" or the "subject correspondence file", this 
file consists of letters, memorand1.m1s, telegrams, enclosures, 
reports and miscellaneous materials 3!rranged by subject. 
Subject files are set up under the subject-numeric categories 
specified in this Handbook. 

The general correspondence file may include other types of 
record if the volume is small or it makes finding easier. 
For example, several of the primary subject file outlines 
in appendix 1 of this Handbook contain instructions for 
maintaining case-type records. Since these 11 case11 files 
are controlled by subject-coded headings they are considered 
to be part of the subject files. 

B. Transitor:x ,CorresJ?Enden.s_e. Consists of correspondence that 
would ordinarily be filed in subject correspondence files 
except that it pertains to matters of short term interest. 
Includes transmittals, routine requests for information, 
announcements, acknowledgements and other papers that need 
be kept usually no more than six months. Transitory corres­
pondence is normally filed by date so that the papers may be 
easily destroyed after a short retention period • 
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C. Case or Project Files. Case files contain material 
relating to a specific action, event, person, organization, 
location, product, or thing. The papers may cover one or 
many subjects concerning a case or project, but will 
always be filed by a name or a number. This aids in 
distinguishing them from general correspondence which 
is filed by subject. 

A project file is a case file on a specific project or 
study and is often more voluminous than the normal case 
file. This file will contain documents and material 
relating to various phases of the project such as pro­
posals, authorizations, financing, reports, etc. on that 
particular project. 

Case files are sometimes included as part of the general 
subject files if their volume is small and the retention 
requirements are similar. Usually, however, the case 
files are maintained separately. 

D. Case Working Papers. These are short-lived correspondence 
and working papers accumulated in connection with specific 
case and project files. They include background and 
working materials such as reference materials and data 
obtained for the case or project, data analyses and sum­
maries, drafts and other preliminary papers leading to 
final results or findings. 

Although these should be segregated from the important 
case documents for ease of disposal, they may be filed 
in the same folder but kept separate by fastening on the 
opposite side from the essential papers. Another method 
is to file working papers and case documents in separate 
folders but place the folders one behind the other in the 
file drawer. 

E. Technical Reference Files. Sometimes called "reference 
material", this file group consists of printed or processed 
material of nonrecord value, but having a direct relation­
ship to the work of the office and needed for future 
reference. It includes such materials as technical reports, 
periodicals, reprints, catalogues, handbooks, equipment 
manuals, pamphlets, internal agency instruction and 
information manuals, and the like. 

Unless the volume is very small, technical reference materials 
should always be maintained separately from correspondence 
files. Mixing correspondence and technical reference papers 
hampers disposal of both types and overloads the correspondence 
files. 
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F. Extra Copi or Convenience Files. Consists of extra non­
record copies of correspondence, forms, and other papers, 
to satisfy a particular reference need. 

(1). Chronological files (also known as day or reading 
files) contain extra copies of outgoing material 
arranged in date sequence and maintained or cir­
culated for informational purposes. 

(2). s.usEense fil~s (also known as tickler, pending, or 
follow-up file) usually consist of copies of cor­
respondence or other papers which require action 
or attention on subsequent dates. Papers in this 
file are arranged by date and serve as a reminder 
to prepare needed reports, replies, etc. 

(3), Alphabetical name index files are composed of extra 
copies of correspondence or name cross-reference 
sheets arranged alphabetically by the names of 
individuals or organizations to whom the correspon­
dence is addressed or concerns. This file is useful 
when papers are frequently called for by the names 
of the individuals or organizations mentioned in 
the records rather than by subject. The alphabetical 
name index is usually not practical unless the 
subject file is large, perhaps more than one file 
cabinet a year. 

(4). DuElicate ~o~k~ng files contain mosty identical 
copies of papers found in the official files. 1hese 
duplicate papers are maintained by operating officials 
for a short time as working files, and never become 
a part of the official filing system. 

Extra copy files should be established only when fully justified. 
Improperly used, they waste filing equipment, supplies, office 
space, quick copies, and valuable employee time. 

G. SEecial Types. These records are kept in a separate group 
because of size or physical characteristics. Includes films, 
tape records, cartographic materials and drawings, computer 
print outs, tab cards, etc. 

4. FILE ARRANGEMENTS 

Once the basic file groups have been identified and separated 
within a files collection, a decision must be made to select a 
method of arranging the file group. This Handbook prescribes 
the arrangement of subject files (page 37) and case files 
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(page 86) in a uniform system. When other types of records 
are maintained or when records are accumulated for which 
specific filing instructions are not prescribed, select one 
of the following arrangements. These six common arrangements 
are based upon the feature by which the records will be 
requested most often. W'nen it is necessary to identify 
the records by more than one feature, it is possible to 
use a second feature as the bas is for a subarrangement. 

A. Numerical Arrangement. This system is used to arrange 
records normally identified and referred to by number. 
Numbers should not be assigned for the sole purpose of 
arrangement for filing. An index or chronological listing 
that controlled the issuance of the number is essential 
in filing by number. 

B. Chronological Arran~e;ment. This system is used to arrange 
files in date sequence when the date is the primary means 
of reference. It is frequently used as a secondary 
arrangement with other arrangement patterns. 

C. Geograe~~£al (~ocat~on) Ar_E,angemept. In this arrangement, 
papers are filed by geographical location such as area, 
region, country, state, county, etc. It is used when the 
geographical location is the primary means of erence. 
Files are arranged in alphabetical sequence first by the 
name of the main geographical division, such as state, 
then by the next most important subdivision required for 
reference such as counties or cities. 

D. Organizational Arr_§l~ement. This arrangement is used when 
the grouping of documents by the name of the pertinent 
organization is the primary means of reference. They are 
arranged by particular levels of administration and sub­
divided by subordinate elements arranged alphabetically 
and numerically by the organizational designations. 

E. Alphabetic~l Arrangement. This arrangement is used to file 
documents by name of persons, companies, agencies, etc., in 
alphabetical sequence. Standard rules for alphabetizing 
and alphabetical fil should be used, such as those found 
in GSA Records Management Handbook, Files Oeerations. 

F. Subject Arrangem~nt. This arrangement is used when the 
grouping of documents by subject is the priP-~ry means of 
reference. The subject arrangement of general correspondence 
files has been standardized in this Handbook as the subject 
Numeric Arrangement. 
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5. FILE SUPPLIES AND EQUIPMENT 

A. Standardization. Filing supplies and equipment at SPA 
are standardized to accommodate records most often filed 
at the file station. 

B. Filing Supplies. Following is a guide for the purchase 
and use of needed supplies. 

(1). Folders. 

a. Kraft folders are designed to meet the filing 
requirements of most offices. The general­
purpose Kraft folder (11-point) with square-cut, 
reinforced tabs are reconnnended. These folders 
have third-cut score marks to aid in positioning 
labels. 

b. Pressboard folders are authorized for case or 
project files that are often heavily loaded 
and receive abnormally rough or extensive use 
for a period longer than 5 years. 

(2). Guide Cards. Guide cards reduce the area of search 
and thus speed filing and finding. They also act 
as a support to help folders stand erect in the file 
drawer. Normally active files should have one guide 
for each 8 to 12 folders. 

Pressboard guide cards with angular metal tabs for 
insertable labels should be used. 

(3). Labels. Self-adhering (pressure sensitive) labels 
which do not require moistening are recolTIIIlended. 
These labels are inexpensive, neat, durable, and 
are available with various color identification 
strips. 

C. Filing Es_ui:eme_!!,t. Requests for filing equipment will be 
submitted on SPA Form 637, (figure 1) by Records Liaison 
Officers to the Records Officer for review. The Records 
Officer will approve or disapprove such requests, based 
on determination of compliance with approved records 
schedules, proper utilization of the equipment on hand, 
projected rate of expansion of the records for which the 
equipment is requested, etc. 
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Requests for specialized filing and records equipment, such 
as special size drawers, etc., will be accompanied with a 
complete justification for need and use, including savings 
or benefits that may result. Such requests will be cleared 
by the Records Officer before procurement. 
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DEPARTMENT OF THE INTERIOR 

Southwestern Power Administration 
Tulsa, Oklahoma 74101 

REQUEST FOR FILING EQUIPMENT 
(to be completed by Records Liaison Officer) 

Requested by Official File Station 

Signature 

Number file cabinets assigned 

Number drawers used for official files 

'11ype and description of equipment requested 

Amount 

Justification of request for additional filing equipment: 

Has disposition been made on all eligible records? 

APPROVED BY: 

Date: 

SPA-637 
4-10-69 

--------

Date 

Records Officer 

Distribution: 
Records Liaison 

ecords Officer 

AC'I'ION TAKEN: 

Officer 

Figure 1. REQUEST FOR FILING EQUIPJ>1ENT 
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1. TYPE OF SYSTEM 

CHAPTER III 

SUBJECT FILES 

The uniform subject filing system used by SPA is of the subject­
numeric type. It has been selected because of the flexibility 
which it provides for expansion purposes and the simplicity of 
file designations for marking purposes. The system consists of 
selected main (primary) subject titles with related subjects 
grouped in outline form as subdivisions of the primary subject 
titles. As defined earlier, general correspondence (subject files) 
consist of letters, memorandums, telegrams, reports, etc., arranged 
E.Y__subject. The subject outlines appear in appendix 1 of this 
Handbook. A mnemonic alphabetical symbol has been selected for 
each of the primary subjects for which files outlines have been 
developed. These symbols are abbreviations or contain key letters 
taken from the title of the primary subject outline. After 
limited use most of them will have been memorized. Secondary 
breakdowns in each outline have been assigned simple numbers there­
by eliminating lengthy file designations. Figure 2 is illustra­
tive of the system: 

EMERGENCY PLANNING PRIMARY SUBJECT 

1. Policy and Plans 

2. Reports and Statistics Secondary Subjects 

3. Continuity of Operations 

I 
3-1. Staffing Assignments 

3-2. Relocation Plans 

I 
i 
I 4. Civil Defense 
l 
L 

Tertiary Subjects 

-------------------+---------------• 
t 

_____________________ ......_ ___ s_e_.c_o_n __ d_a_r_y_s_u_b_j_e_c_t ____ j 
Figure 2. SUBJECT FILE CLASSIFICATION SYSTEM 
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2. SPECIAL FEATURES 

A. 

B. 

C. 

D. 

Flexibility. Flexibility is an important feature of a 
subject file system which must be adapted to the needs of 
both large and small file collections. The Records Manage­
ment Handbook provides flexibility by giving users the 
opportunity of creating or ignoring the secondary and 
tertiary breakdowns of primary subjects. The recordkeeper 
selects only those topics needed to meet the precise filing 
requirements of the office. 

Detailed Instructions. In addition to the instructions 
preceding each primary subject outline, detailed statements 
or explanations of the coverage of specific secondary or 
tertiary breakdowns are often provided. Classifiers should 
find these instructions helpful in determining proper file 
designations. 

Official File Stations. Each primary subject outline and 
case file contains information identifying the file station 
designated to maintain the official file for that subject. 
Often this information appears opposite the secondary subject 
topics in the primary subject outlines. Re~ordkeepers should 
route all papers pertaining to that subject to the official 
file station for filing. This practice will assure complete 
and accurate documentation of the SPA subject files and will 
prevent the intermingling of official and unofficial papers. 
Where poss~ble, the official files are located at points near 
or in the office having direct functional interest in the 
records. 

Program vs. Administrative Records. The primary subject out­
lines are arranged to provide for the separation of program 
records from administrative (housekeeping) records. The 
reason for this split arrangement is because the nonprogram 
records have considerably shorter retention requirements than 
the program records. Separation of the two types will permit 
the administrative records to be transferred to storage or 
destroyed without the need for screening or disturbing the 
arrangement of the program records. 

3. SETTING UP THE SUBJECT FILES 

A. Selection of Topic~. Folders should not be prepared for every 
topic in the subject outlines. The system is designed to 
cover a subject in some depth, if depth is needed. Many offices 
will not need much depth except in the subject area which 
covers the functional responsibilities of their office. Often 
the primary subject topic above will be sufficient to file 
all papers on that particular subject, especially if the files 
collection is small. 
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The decision of how many file breakdowns are necessary is 
left to the recordkeeper. Normally a subtopic is not 
selected unless there will be at least five to ten papers 
filed there during a year. The ideal average is about 25 
papers per folder. Experience is the best teacher: A 
too thick folder is a signal that the file needs to be 
broken dmvn further. In some cases an office may desire 
or need to subdivide a secondary or tertiary subject 
alphabetically by name, geographic location, or other 
appropriate breakdown. 

Arrangell:.e.nt o_f Subject Files. 

(2). 

Folders and Guides. Folders and guides should be 
prepared only for those subjects for which there will 
be a definite need. The folders and guides should 
be prepared and arranged in the drawers exactly 
in the same sequence as shown in the subject outlines. 
Figure 3, page 15 illustrates proper use of guide 
cards, folders and labels. 

Third-cut pressboard guides with insertable labels 
should be used. First position (left) guides are 
for primary subjects; second position (middle) are 
for secondaries; and third position (right) guides 
are for tertiaries. Guide labels should show the 
full file code number and title of the topic for the 
first folder behind the guide. 

Labels. Labels through the tertiary level should be 
typed and uniformly placed in EE.§:. position only, 
one-half inch from the left side of the folder tab. 
Labels for detailed subjects or case files beyond 
the tertiary level can be placed one-half inch from 
the right side of the folder tab. 

This arrangement improves the appearance of the file 
and speeds filing operations. The eye can locate 
desired folders much faster if the labels are in a 
straight row rather than zigzagged across the file 
drawer. 

Folder labels should show the primary subject title, 
the full file code number, date of file series and the 
title of the particular subject material kept in the 
folder. Figure 4 shows examples: 
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B. Cross Reference. If the material being classified involves 
more than one primary subject topic and there is a possibility 
it might be asked for by either, or it has a single subject 
with more than one interpretation, a cross reference should 
be prepared. 

(1). Select the file designation for the additional subject 
and write directly below the file designation for the 
main subject. Underline this file designation to show 
that a cross reference is required. For example: 

PO 4 Indicates that the location of this copy in 
this file. 

IPR 6-2 Indicates that a subject cross reference 
is to be made for this subject. 

(2). Cross reference may be prepared on Cross Reference 
forms (Optional Form 21) or extra copies of papers 
or documents can be used as cross references. 
Figure 5, page 19, illustrates a completed OF-21, 
Cross Reference. 

(3). Cross reference will help greatly in locating needed 
material promptly. Care should be taken to avoid 
making and filing unnecessary cross reference, how­
ever, as they take up valuable space and ~ime. 

Another type of cross reference is used to indicate that a 
record has been moved from one place in the file to another, 
such as bringing forward a piece of correspondence from a 
cutoff or closed file for attaching to a letter in the 
current file. Wbile the cross reference form can be used 
for this purpose, a specialized form, OF-22, "Continuity 
Reference," is also available. Continuity references are 
depicted in figure 6, page 21, and figure 7, page 23. 

C. Placing Material in the Files. 

Inspect all material to make certain that all copies 
are present and ready to be filed. Incoming letters 
for which a reply was not made should have a notation 
of action taken or "NAR, 11 the date, and the surname 
of the person forwarding the communication to the files 
written on the upper right side. This notation is the 
file authority and shows that the proper official has 
"certified" the need for filing. Papers should not be 
filed if the file authority is missing but should be 
returned to the employee involved • 
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CROSS­
REFERENCE 

·{Name,· monbcr, or 
subject 1mdcr 

which thfo form 
is filed} 

DATE 

r> PER 5-5 

12-1-XX 

(lllustrav.s a subject cro.~~-r"-fernire topic 
under which thiJ form i., fil<:d) 

(The date of the documenl alw serveJJ o.a 
the /.ling da.te of this form) 

IDENTIFI­
CATION 

OF 
RECORD 

(Orgi:mi:a:atior.al titles or location ~---------1----------------------- may bt needed la identify whom a----1 
letter it le or from) 

TO J. Smith 

FROM 

BRIEF 
SUMMARY 

OF 
CONTENTS 

FILED 
(Nam.e, number, or subject 
unde,- which the d-Ocu.ment 

itself is filed) 

R. Hanry 

Memo of transmittal evaluating and approving employee 
suggestion for improver.nent in files maintenance. 

P.AP 7 

(Use understandable abbre-.riations in summar:zinf} lhe contents cf docu.menl.3, 
or in indicating organiiational lilies or lo.:a!ior,,a in the "To" or "From" captions) 

(lllu.~lrates a aubjec.l topic under which. 
.th~ record could be filed) 

IMSTRIJCTIONS FOR USING CROSS-REFERENCI.: SHEiiaiS 

Prepare Cross-Reference sheets when (1) a document contains more than one name, 1.umber or subject 
under which it should be .filed, and (2) sufficient copies o! the record itself are NOT available for this 
purpose. 

SINGLE CROSS-REFERENCE-Seleet first sheet from pad, enter cross-reference caption in open space 
opposite ➔• 

TWO CROSS-REFERENCES-Select first two sheets from pad, enter first caption in open space 
opposite➔, enter second caption in a shaded space that matches the open space on the second aheet. 

THREE CROSS-REFERENCES-Select first three sheets from pad, enter captions in a!l three spaces 
provided. 

SPECIAi, US!: OF CROSS-REfERENCI: SHl:ITS 

A single Cmss-Refenmce sheat can be used as a Continuity Reference when correspondence is removed 
from a cutoff file and trought fo~-ward and attached to correspondence in n current file. 

1. Use the "Cros;,~Reference" space to enter the subject from which the document was removed. 

2. Identify the document as illustrated above. 

8. Use the "Filed" apace to describe the letter to which thia drn::ument iu being brought forward, including 
the subject and date. Also show the "To" and "From" of the la.teat letter if it is differeAt from the 
letter being brought forward. 

lien&! Form 21 
i,·eb. 10.;2 

• C!rculu "U,g· 

6/YJl-!fil 

CROSS-REFERENCE .. l ______________________________ .... _, ____ ., __ , ________________ _ 
Figure 5,. CROSS REFERENCE FORM 
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GUIDES TO EFFECTIVE CROSS-REFErtEMCING 

An effective cross-reference system should be developed according to definite plans, and not be a Bowed 
to grow haphazardly. Essential considerations in a cross-reference system are: 

o \Vritten instructions should be prepared and distributed to each person who refers to files for 
information and to each person who services files. 

o The amount of referencing is governed by the needs of persons who call for files data. As in 
other administrative procedures, the rule of economy also applies in controlling the amount of 
cross-referencing. A careful balance should be maintained between too little and too much 
cross-referencing. 

o Officials who call for files materials should be able to depend on consistency in the kind and 
amount of cross-referencing that is performed. 

e Cross-references should be sufficiently descriptive to make them completely clear as to the 
documents they refer to. 

Persons experienced in the field have found the following guides to be useful in developing effective 
cross-reference systems: 

GUIDES 

1. CONSIDER THE NEEDS OF PERSONS RE-
FERRING TO THE FILES. The needs of per­

sons who call for materials from the files vary. 
Therefore, those individuals should take an active part 
in indicating the references that will be needed. li'or 
example, based on their experience and understanding 
of programs, tl1ey are best able to show the files em­
ployees the materials that should be cross-referenced 
to policy, precedent, or other category. 

2. BALANCE COST AGAINST USE. The quantity 
of cross-references which should be made must be 

determined by relating cost (time) required to prepare 
and file cross-reference forms to the time that would 
be required to search a file if no cross-references 
existed. For example, experience shows that as much 
as 5 to 10 minutes may be required to prepare, sort, 
and :file one cross-reference. On the other hand, some 
searches for records for which there are no cross-refer­
ences, may take 1 Iiour. It should be borne in mind 
that many c·ross-reference sheets are never re(erred to 
after being prepared and filed. 

S. USE EXTRA COPIES OR "QUICK" COPIES 
WHERE POSSIBLE. Extra copies or copies pro­

duced on quick-copy machines are the best kind of 
cross-reference, since they are complete in themselves, 
and they avoid writing additional p.ieces of paper. 
:Many procedures can be arranged to get extra copies, 
at very low cost, of material that will be cross-refer­
enced. Cost is always checked before going to extra 
or quick copies. 

PRACTICAL PURPOSES SERVED • 

1. BETTER RESULTS FROM 'l'IME AND ( 
EFFORT are obtained. Certain documents must \ 

always be cross-referenced, while othet· papers need ' 
never be cross-referenced. For example, Congres­
sional correspondence is usually cross-referenced by 
sender's name, by subject, and often by constituent's 
name. On the other hand, personnel transactions, 
vouchers, and certain reports usually need no cross­
referencing. 

a. SHARPER CRITERIA are available to files 
personnel. Establishment of firm policies as to 
what does and what does not require cross-refer­
encing, permits files personnel to process large 
volumes of material in bulk, without reading 
every document to decide whether or not cross­
referencing is needed. 

b. PAPERWORK "BY-PRODUCTS" are used to 
simplify the task of making cross-references. 
Full use is made of extra copies, quick coJ>ies 
aud similar materials. 

2. MORE RELIABLE FILES SERVICE is provided. 
The system is responsive to the needs of persons 

asking for materials from the files. Excessive cross­
referencing is avoided, yet sufficient cross-references 
are in the files to assure fast, accurate, and consistent 
files reference service. · 

The foregoing g1ddes have been develope,l by the Na-,. 
tfonal Archives and Records Service, Offi,:t? of Records \ 
Manage1nent, General Servues Admini1:1tratwn. • 

U.S. COY!RNM~MT PRINTING Ol'ttce: 1'l!t-O-lll27$4 #471! 
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DESCRIPTION OF CORRESPONDENCE OR DOCUMENT BEING BrtOUGHT FORWARD 

SUBJECT 
. Jnde-r which this form 

'is filed) 

DATE (Under which 
this farm is filed) 

TO 

FROM 

BRIEF SUMMARY 
OF 

CONTENTS 

SUBJECT 

DATE 

TO 

FR.OM 

. I 

ORGANIZATION AND METHODS 5-1 

12-1-67 (Also date under which leller had 
been filed) 

J. Smith, Director, El Paso, Tex. ( 

R.· Henry, Records Management Officer 

Comments on inspectn of records mgmt procedures in office; 
Discusses installng OF 21 Cross-Ref Form, sample enc. 

BROUGHT FORWARD ond filed wi~h the documents described below 

ORGANIZATION AND METHODS 5-1 

1-6~ 69 (Dale under which both lat,'st !eUer and brought forward letter 
are now filed) 

P. Jones, Chief, Audit and Inspection 

R. Henry 

IHSTIUICTIONS FOR USING "COrmmwrv ~EFe!tENCE" 

Prepa_re a "Continuity Reference," to: 

1. Replace a piece of correspondence which is being moved from one location in a file and is being refiled 
in a different location under a later date. Examples: ( 1) Bringing together all correspondence relating 
to a single transaction-(2) .Moving correspondence to the current year's file from a file cutoff as of 
December 31, last year. 

2. Substitute for a record when the subject under which it was originally filed is changed. When the 
form is so used, it is unnecessary to correct_ or change any index references to the former subject title. 

NOTE: Cross-Reference, Optional Form 21, may also be used for this purpose. See instructions on 
cover of Optional Form 21 when the Cross-Reference is used as n Continuity Reference. 

lptional Form U 
I-'eb. 1962 

l~ --:,SA Circuit-, Na. 259 
CONTINUITY REFERENCE 

Figure 6. CONTINUITY REFERENCE FOFl-.1 ( for one item of correspondence) 
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DESCRIPTION OF CORRESPONDENCE OR DOCUMEMT BEING BROUGHT FOR'WARD 

SUBJECT 
. 'Jnder which this form 

is filed) 

DATE (Under which 
this form is filed) 

TO 

BRIEF SUMMARY 
OF 

CONTENTS 

SUBJECT 

DATE 

TO 

FROM 

ORGANIZATION AND METHODS 5-1 

12-1-67 (Also date under which letter had 
been fi!ed) 

Comments on inspectn of records mgmt procedures in office; 
Discusses installng OF 21 Cross-Ref Form, sample enc. 

BROUGHT FORWARD and filed with rhe documimh. desc;iln:d below 

ORGANIZATION A.."1D METHODS 5--1 

(Dde under which both lat,·st letier a1ul brought forward letter 
are now filed) 

P. Jones, Chief, Audit and Inspection 

R. Henry 

INSTlt1JC1'10N'S FOR USING "C◊ii'TlWUl'l'Y !U:i"t:ni:NC:E" 

Pr'lpa_:re a "Continuity Reference," to: 

· 1. Replace a piece of correspondence which is being moved from one lccution in a file a11d is being refiled 
in a different location under a later date. Examples: ( 1} Bringing together all corresp,Jndence .relating 
to a single transaction-(2) Mm,ing corre:Spondence to the current year's file from a file cut-0ff as of 
December 31, last year. 

2. Substitute for a record when the subject under which it was originally filed is changed. When the 
form is so used, it is unnecessary to correct. or change any index refe:ccz\ces to the former subject title. 

NOTE: Cross-Reference, Optional Form 21, may also be used for this purpose. Sec instructiona on 
cover of Optional Form 21 when the Cross-Reference is nsed as a Continuity R,:forenc:;. 

1 
I 

Feb. 19;2 CONTINUITY REFERENCE 
iptinn~I Form U OO-?l-10: j 

.. 1 _ ... _s_A_c_,_rc_u_1 .. _r_1._·o_. ~_;-:i ______________________ ,_W•-·-·-------~-----------•-1•-•:w---· 
Figure 6. CO:NTINUI'rY REFERENCE FORM: (for one item of correspondence) 
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GUIDES FOR SEPARATING ACTIVE FROM INACTIVE FILES 

A cdtel'ion has been de,·e]opecl indicating that files which are refe1Ted to not more than once a month 
per file drawer should be transferred to a Federal Records Center, provided transportation cost 
does not wipe out space savings. 

Files meeting the criterion usually should be transferred to a Center: 

o Regardless of how urgent the need for the references. 

o Regardless of how important the records, how highly security classified, or how extensive 
the restrictions on their use. 

Individual documents or case folders which continue to be active after the balance of the file has 
reached this criterion need not be transferred, but can be brought forward and kept with the 
current, active files. 

Persons experienced in the field have found the following gui~es to be useful in separating active 
from inactive files: 

GUIDES 

1. BREAK FILES PERIODICALLY. Most records 
over 4 ye;u·s old will he refened to less than once 

a month per file drawer. To distinguish their age, cor­
respondence files should be maintained in blocks, ac­
cording- to calendar or fiscal yea1-. This technique is 
called breaking the files, and simply means that on a 
given date a new set of files will be establisherl fn1· 
material dated after that time. Files can be bro!,-eH 
every yem\ eve1·y 2 years, or every 3 years. depending 
on the rate with which material g-athers, and upon 
the Ieng-th of the authorized retention pe,·iods. 

2. TIRING FOR\VARD ACTIVE DOCUMENTS. 
Documents which continue to he actin! beyonrl the 

break period can be removed from a file which has 
been broken, and l'efiled with current material for 
continued use. Either the Continuit11 Reference, Op­
tional l<'orm 22, or Cross-Refcrenu, 07Jtim1al Fnrm 21, 
can be used for this purpose, See the instructions 
on t!,e <·vver of ench pad o.f f orm!l for the method of 
completing the forms. 

3. OFFICIALLY ESTABLISH STANDARD PRAC-
TICES. It is essential that agencies establish 

standanl practices for distinguishing between acti\·c 
and i11active files. Vai·ious techt1iques can be used f() 
arrange active and inactive files. For example, new 
folders can be filed in the front of a drawer, with in­
active folders in the back section <,f the Sallle drawer. 
A dated guide <.'anl can be inst>rted in a drawer of 
case fold,ws, and cases refiled behind the guide card as 
they are clos,;;d. As a further aid, different coloreil 
folder tabs can be used to distinguish one tim(' pedo,1-
from another. Technical assistanee is available to 
help devise a system which would best meet individual 
needs. 

I 
I . I 

I 

I 
I 
I 
I 
I 

PRACTICAL PURPOSES SERVED 

1. VOLUME OF CURRENT FILES REMAINS 
SMALLER AND FILES ARE EASIER TO 

MANAGE, since only active material is retained in 
the current files. Searching can be accomplished 
fa!ltet' and moi·e easily because there are fewer papers 
to search, 

2. ,CONTINUITY IS MAINTAINED between inac-
tive files and cu1-rent files by indicating in the 

older file where documents have been brought forward. 
Papers can be retained in the current files regardless 
of their a!{e. Thus, the need for continually searching 
through old files for cunent papers on a given subject 
is eliminated or sharply reduced. Experience has 
shovvn that pape1·s which become active usually con­
tinue to be the ones most frequently referred to. 

3. TRANSFER OF RECORDS TO RECORDS CEN-
TERS and ultimate disposal can be accomplished 

in an orderly manner because file breaks have been 
established, and active papers have been brought 
forward to current files. 

4. SP ACE AND EQUIPMENT ARE RELEASED 
when inactive files are removed fron1 expensive 

office space and filing cabinets to wal'ehousing space 
a11d less expensivo equipment. 

7'he f or<:{loin!J guides have been ahstr,icted from, Gen­
eritl Sen·ices Admini:;tration Records Man(tgement 
llcwdbuok "Fe,leral Records Centers," and Ger,eral Service8 
.-ldmini:,·lra.tion Workshop "Records Di8position." 

-;_- U.S. GOV£RN\4£~T PRlNnNG OfflCf: 1962-0-6127141-HlB 
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DESCRIPTION OF CORRESPONDENCE OR DOCUMENT BEING BROUGHT FORWARD 

SUBJECT RECORDS 1-3 RETIREMENT & TRA11-SFER F.Y. 
( Under which thia form FRC, FT. HORTH, TEXAS 

i8 filed) 

OATS ( Under which 
January 1969 (Date fonra:cd) this form i8 filed) brought 

TO (Entire file folder 

FROM brought forward.) 

BRIEF SUMMARY 
OF 

CONTENTS 

BROUGHT FORWARD and filed with the docwm:nts dcst:,ibed below· 

SUBJECT RECORDS 1-3 RETIRE.MEiifT 8;:, TRANSFER 

OATF. 

- TO 

\ FROM 

0;,Hon'II Form l!ll I I-'eh. 1062 
__ GSA Ci;~ulnr No. 2,5,9 

FRG} F·T. WORTH; 'J:BYJ\S l" .Y. 1 56- 1 67 

:LY. 168- 169 (Date oi' file group where folder is 

(Entire file folder 

broug.,.½t for-imrd.) 

CONTINUITY REFERENCE . no ---Pigure 7. CONTIN1JI'Yf REFEREl'J CE FORM ( for entire folder) 
23 

F.Y. 

to be 

156- 167 

'68- •69 

placerl) 



GUIDES FOR SEPA!rlAilNG ACTl\15 FROM INACTIVE f!L::S 

A cJ'itt,1·ion has been de\'elope(l indicating that files which are refened to not more than once a month 
per file drawer should be transferred to a Federal Records Center, provided transportation cost 
does not wipe out space savings. 

Files meeting the criterion usually should. be transferred to a Center: 

o Regardh~ss of how urgent the need for the references. 

o Regardless of how important the records, how highly security classified, or how extensive 
the restrictions on their use. 

Indi\'iclual documents or case folde1·s which continne to be active after the balance of the file has 
re:.whed this criterion Heed not be transfoned, but can be brought fonvard and kept with the 
cunen t, active files. 

Pc1·sons expei·ienced in the field ha\'e found the following guides to be useful in separating active 
from .inactive files: 

1. BREAK FILES PERIODICALLY. l\fost record., 
over 4 yea1·.~ olri will ht' l'f•fen·e,l to le';s tha.n one<' 

a montli per Ii!,· ,!rawer. To distinguish t):2ir age, cor­
respondence tiles slwu!d he n:aintained in blocks, ac­
cording to calendar or fiscal yPar. This tedrnique is 
cailed l,rer:l,in_., the file~, aml simply means that on a 
given d:::,te a new set of fi!es will be established fnr 
material datt>d after tktt tiPH'·. Files cri.1, be hn•!;o; 
eve1·y year, e-Ycr:; 2 yt•:11·s, 01" c•very 3 ye,ns. c!ep::nding 
on the rate wiU1 which material ,t:rnthr,rs, and upon 
the length of the authorizeu retention periods. 

2. RTITNG FOl!\\'A RD ACTIVE DOCUMENTS. 
Documents which continue to he acth·e beyond the 

break 1,eriod can be removcrl from a file which has 
been broken, and rdiled with current material fo1· 
contjmwd use. Either the Co11tinuity Referew:-e, Op­
tional Fonn 22, or Cros;,-Refcn•r;a, Optiona.l Fnrm 21, 
can be t!Sed fo1· this purpose. Sc.3 the inslmctions 
on tl,e cover of euch 7Hul of forws fvr tl,e method of 
completing the forms. 

3. OFFICIALLY ES'l'ARLISII ST:\Ni1ARD PRAC-
TICES. It is !'ssential that ag-en,:;,,s establish 

stun<lani practices for distini,uishing b,;t,•:N,H acti\·e 
and inactive files. Various techniques can be used to 
arranf,!t~ active and inactiY(: files. For cxurnp!c:, new· 
foldc1·s can be fi!cd in the front of a drnwef, with in­
aetiv<• fo!der.s in th<' bad: section of the same dra wei·. 
A datc~-d ~uide i:anl can l,e ius!"rt,td in a r.h·u.\ver of 
case fo1d<.H'S, a11d cn~~cs rPfiied behind the j.~utde card ns 
th,:y are clost;J. As ,,. further aid, diffe,·,,;1t ,:;r,Jored 
fol,!t-r tahs can he used to distingui,:;h Olli' tim(' i,c,.iod 
from another. Technical assistance is availahlr: to 
help dl:Vise a system which would best med individual 
11eeds. 

Prl.11.CTltAL PURPOSES Sl:llVEn 

L VOLU:v1 E OF CURRENT FILES REMAINS 
SHALTER AND FILES ARE EASIER TO 

:WA~ AGE, since only ,Motive material is retained in 
the current f\lrs. Sear;!hing can be accomr,lished 
fastei· and more easily because there are fewer paper,. 
tu search. . 

' 

2, CONTI~l'ITY IS MAJ~TAIN'ED between inac-
tive files and cunent files br indicating in the 

llldet· fi!e where documents have been brought forward. 
Papd'B can be retaineJ in the current files regardless 
of their age. Thus, the need for continually searching 
lhJ'Oug-h old filt's for ClllTCnt papers on a g-iven subject 
i;; eliminated or sharply reduceJ. Expedence has 
slwwn that vapers which become active usu,\lly con­
tinue to be the ones most frequently reforred to. 

:3. TRANSl~ER OF RECORDS TO RECORDS CEN-
T 8RS and tdt imatc disposal can be al!cornplished 

in un 01·ikr!y lY,anner because file breaks have beer, 
establishe(!. and active papers have been brought 
fonrnrd to cun<:nt files. 

4. SP.ACE . ..\Nf> EQUIP~fENT .P.Ll{E RELl~ASED 
·di.en i11,ictin, files .;re renMved from expen;;ive 

ofHce space and filtng tahitH:ts to ~va1·chousing space 
und le::is e:-~ pensi vo tquiptnent. 

The for<:!JfJ;,.1:1 r:1 1 iile.-; have be,'n abstr(u:ted from Gen­
<'nli Scn·icef! ;\,/ministration Re.:ords il1anagement 
l ;am/book,. Feder<:! l?,•~;,rd~

1 

l't'nlas," anrl G_enuul Serui.e .. 
.·,d:11111":;!ra!wn H or/,;2nop R~cords D1e1,os1/t(m." 

•:,-US. GOvCR'iM£f.tT PfWHUlG QFf!CE: 1':h2-G~{if 2 7 :1-.$ P-tbfl ·. 
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(2). As.semble each unit of file material by stapling the 
file copy on top of the incoming connnunication. 
Correspondence is arranged so that the latest date 
is always on top. 

(3). Insure that all papers relating to the same trans~ 
action are brought together in the same file or under 
the same subject. Previous papers on a specific 
transaction should be consolidated with later papers. 
If there is an extended lapse of time between the 
earliest and latest papers, a continuity reference 
sheet may be substituted for the older papers. 

(4). Match the file designation of each file unit with 
the folder label before placing in the folder. This 
simple practice can greatly reduce misfiles. 

(5). File the material in the appropriate folder with the 
latest dated material on top and with the top of the 
sheet toward the left of the file drawer as the reader 
faces it. In this manner all filed documents can be 
read as a book. 

D. Chargin_.g Material from the Files. When records are removed 
from the file for an individual or office, a record of such 
loan should be made. A Chargeout Record, (OF-23) should be 
properly filled out and put in the file drawer in place of 
the withdrawn material. Periodically, the file custodian 
should review the charge-out forms for files charged out for 
long periods of time and request their return. 

E. Special Consideration fo~pfficial Files. Those file stations 
who are responsible for maintaining official file topics as 
shown in each primary subject outline should give careful 
attention to these files. The official subject files will 
have color coded labels to differentiate them from the con­
venience or working files maintained under the same subject 
classification system. Only white labels without any color 
identification should be used for unofficial subject files. 
The SPA Records Officer will designate the color to be used 
for official subject file labels during each filing period 
(2 years). 

In addition to labeling differences, the official subject 
files should be given other special consideration. These 
files document the official transactions and reflect important 
information regarding SPA activities. All employees should 
strive to assure that the official file contains all 
material relating to that subject. When an office 
receives or initiates correspondence which is properly 
classified under a subject for which the official file is 
maintained elsewhere, this office has the responsibility 
for forwarding the papers to the appropriate station for 
filing. 

25 



CHAPTER IV 

CASE OR PROJECT FILES 

1. GENERAL 

Case files are the largest single type of records in most offices 
(appendix 2). It is estimated that case files constitute 85% of 
the folderized records in the Government. As defined earlier, 
a case or project is a file of material relating to a specific 
project, study, survey, activity, transaction, agency, society, 
organization, person, case, location, or thing. Papers in the case 
file may cover one or many subject but they are always interrelated 
by the fact that all pertain to the same case or project. Case 
·files often have a definite beginning and ending in point of time. 
For example, an application may begin a case folder and a final 
payment receipt may close it. 

Records commonly case filed include: 

Purchase Orders 
Contracts 
Investigations 
Requisitions 
Loans 
Construction projects 
Research projects 
Personnel transactions 

As evident from these examples, case files are specialized records. 
This specialization extends to the filing feature. Case files 
are always filed EX_ £.E_ ~ number. This aids in distinguishing 
them from general correspondence which is filed by subject. 

One other characteristic is common among case files: they usually 
consist of papers which are recurrent as to preparation and 
repetitive as to the type of data recorded. Because of the re­
current and repetitive kind of information which goes into case 
files, recordkeepers are able to achieve a high degree of stand­
ardization not possible with other file types. An office can 
decide exactly what papers are essential to the case file and 
identify these papers by type or form number. The case files can 
thereby be assured the standardization which facilitates the use 
made of the files and their disposition. 
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The question often arises as to whether case files should be 
kept separately or arranged according to the same classification 
system as the subject files. The answer to this question is 
both yes and no. Several factors must be considered, including 
(1) the volume of case files and (2) the retention period of the 
case f:Ues. If the volume of case files is fairly large, over 
one file drawer for example, the two types should be filed 
separately. If the case files have different retention periods 
from the subject files, this is a strong argument for separate 
maintenance. See appendix 2 for a listing of SPA's case files, 
showing file location of each. 

Several of the primary subject outlines in the subject classifi­
cation system (appendix 1) contain instructions for maintaining 
case-type records. In these instances it has been determined that 
the papers can be more easily found if filed in a case arrangement. 
The volume and disposal factors are not relevant because the volume 
of case files is small and the retention periods are the same. 
Since these "case" files are controlled by subject-coded headings, 
they are considered to be part of the subject files. This chapter 
is concerned with the case file series which have their own basic 
arrangement patterns and are maintained separately from the subject 
files . 

2. ARRANGEMENT AND MAINTENANCE 

Case files often represent the umission" or "function" of the 
office and, therefore, become perhaps the largest and most important 
file group. Therefore, case files must be carefully arranged 
and maintained. 

A. Case Arrangement. Suggested filing arrangements for each case 
file series are included in the records case file outlines 
along with cutoff, retirement and disposal instructions. Larger 
case files, such as project files or construction case files, 
may require a secondary breakdown by subject topic. The arrange­
ment instructions include standard subject topics for these files. 

B. Labeling. Case files demand the same carefully prepared folder 
labels as subject files. Remember, standardization is the key 
to good case file maintenance and operation. Labels should be 
uniformly prepared, easy to read, precise and complete. Nor­
mally the label should show both the identifying case number 
or symbol (if any) and the full name of the individual or 
organization involved. As in subject files, the case labels 
are placed in~ position only, usually on the left side of 
the square cut folder • 
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Guide cards are usually needed for case files also, since they 
reduce the area of search and help the folders stand erect. 
Guide labels for case files are relatively simple; they reflect 
the name or number sequence. 

C. Case Maintenance. Case files are maintained in much the same 
way as the subject files. Papers are classified and filed in 
the appropriate folders. Cross reference may be prepared if 
needed. 

There is o.ne important difference between case filing and other 
types of filing. Case filing is the easiest and fastest type 
of filing if the case identification is prominently placed on 
the face of all papers to be filed. The recordkeeper can expect 
difficulties and filing errors if papers have to be read with 
great care just to determine whether they belong in a case file 
series or another type of file. Time required for reading and 
marking file material can also be greatly reduced if the case 
file name or number appears on the papers. 

Employees who prepare correspondence should show the case 
identification somewhere in the letter. Ideally, the case name 
or number should be placed in the "In Reply Refer To, 11 "File 
Reference," or similar caption printed on the letter, or in the 
subject line of the letter. If the case identification appears 
in the body of the letter, it should be underlined - especially 
if an office other than the one preparing the correspondence 
has responsibility for filing it. If these practices are not 
always possible or acceptable, then typists should type the case 
identification in the lower right corner of file copies. 
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CHAPTER V 

RECORDS DISPOSITION 

1. GENERAL 

2. 

1ne objectives of a records disposition program are to insure 
that records of a continuing value are preserved and that records 
no longer of a current use to SPA are promptly disposed of or 
retired. The rising costs of records maintenance requires that 
noncurrent records be removed from office equipment and office 
space on an active and continuing basis. In this way SPA can 
not only reduce the cost of maintenance but reduce the amount 
of labor needed for daily operations. 

FILES CUTOFFS 

One of the roost important recordkeeping procedures is to regularly 
"cutoff" or 11break" files and start a new file. Cutting off 
files is important because it controls the size of the e. If 
not cutoff periodically, folder contents will grow and grow until 
individual papers become hald to find and folders become difficult 
to handle. Cutoff also aids records disposal. When both old and 
new papers are kept in the same folder the entire contents must 
be kept in the active files area. The only way to remove older, 
inactive papers is by expensive screening, usually on a paper--by­
paper basis. If the files are cut off periodically, older files 
can be progressively moved from active files space to storage 
space as their reference activity declines. 

A. Subject File Cutoff. Cutoff procedures are especially impor­
tant to subject files because they must be cutoff at planned 
intervals; there is no natural cutoff point such as the 
termination of a transaction, the payment of a loan, or the 
completion of a contract which normally signifies the closing 
of case files. To cutoff a subject file means to cease on 
a given day to file into an established file and on the following 
day start a new file covering the same subject. Cutoffs are 
usually scheduled on a fiscal year basis (June 30) or a 
calendar year basis (December 31). Most recordkeepers prefer 
to cutoff subject files on a fiscal year basis since this 
period corresponds with the budget and administrative year 
of the agency • 

29 



In order to provide uniformity this Handbook provides for 
cutoff of subject files on June 30 every two years. The SPA 
Records Officer will remind all records liaison officers 
and file station representatives in advance each odd numbered 
year to close their subject files and create new folders. 
The same guide cards can be used for the new folders; the 
closed files are usually not active enough to warrant guides. 

B. Case File Cutoff. Cutoffs are just as important with case 
files as any file group, perhaps more since the volume of 
case files exceeds all other types combined. Case files 
normally are cutoff at the termination of a transaction or 
expiration of an event (i.e., date of final payment). When 
closed, the folders should be marked with the date of closing 
and placed apart from open files. Case files that continue 
over a long span of years can be cutoff by setting up a new 
folder each year and retiring the folders for prior years 
which have little or no reference value. 

C. Other Files. Other file groups, such as transitory, drafts, 
reading files, and publications, which are nonrecord in 
character and have short retention periods, are covered in 
Part I, Nonrecord Section. 

The records disposition schedules (appendix 3) contain 
instructions for cutting off each case file series and 
each group in the nonrecord section. 

3. RETIREMENT TO FEDER.AL RECORDS CENTER 

One of the major objectives of SPA's records management program 
is to keep noncurrent records moving out of high-cost space and 
filing equipment into low-cost records centers as rapidly as 
possible. SPA places special emphasis on retirements to the 
Federal Records Center because so many of the SPA program records 
have long-term retention requirements. The Agency, therefore, 
relies largely upon periodic transfers to the Federal Records 
Center to prevent the excessive accumulation of nortcurrent records 
in office space. 

Files which are not referred to more than once a month per file 
drawer should be transferred to a records center, provided the 
transportation cost does not exceed savings in space. SPA files 
that meet this criteria should be transferred to a Federal Records 
Center regardless of how urgent the need for reference, how 
important the records, or how extensive the restrictions on their 
use may be. 
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Ordinarily, records should not be transferred if they will be 
destroyed within three years of the proposed transfer. The handling 
and cost involved in such a transfer action is not usually justified. 
Small amounts of records (less than one cubic foot) should not be 
retired as a sole transfer action. Wait until at least one or two 
boxes are ready for shipment. Records should be retired at annual 
intervals except when a large volume warrants more frequent transfers. 

A. Transferring the Records. When an office wishes to transfer 
records to the Federal Archives and Records Center, the SPA 
Records Officer should be contacted. The records officer will 
provide needed assistance and arrange for the transfer to the 
Federal Archives and Records Center. 

B. Federal Archives and Records Center Services. While the records 
are stored at the Center, reference service is available. Requests 
for files are normally filled and returned to the Agency within 
24 hours from their receipt in the Center. 

The records will be offered to the National Archives and Records 
Service or destroyed according to the authorized SPA records 
disposition schedules. The Records Center will notify agencies 
at the time the records become eligible for disposal. Prior 
concurrence can also be by the agency at the time the 
records are transferred. 

REPORTING REQUIREMENTS 

Annual Report. All SPA offices maintaining any file material shall 
submit SPA-574, Annual Report of Records Holdings (see figure 8, 
page 32), no later than July 10. These reports will be sent to the 
Records Officer, through the Records Liaison Officer for the appro­
priate division or office. Each space must be completed, including 
a physical count by cubic feet of the amount of records on hand. At 
the close of the fiscal year, the records officer shall make a 
consolidated SPA report on SF-136, which is submitted through the 
Department of the Interior to the National Archives and Records 
Service, GSA . 
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DEPARTMENT OF THE INTERIOR 
Southwestern Power Administration 

Tulsa, Oklahoma 74101 

SPA-574 
Rev. 6-6-74 

ANNUAL REPORT OF RECORDS HOLDINGS 

Forward a report covering all file material to the Records Officer through your 
Records Liaison Officer before 

Date From (Date) To (Date) From (Name and Title) 

Location of Files (Room Number) s ture 

DISPOSITION OF RECORDS (CU. FT.) EQUIPiv1ENT AND SPACE UTILIZED 

1. 2. 3. 4. 5. 6. 7. 

Trans. to Actual Other 
On Hand ) FRC, or On Hand No. of Filing 

Beginning (b) Other Fed. Material End of File Shelving Equipment 
of Period Agency Destroyed Period Cabinets (cu. ft.) (cu. 

Explanation of above numbered categories are on the reverse of this form. 
For the purpose of this report, volume may be calculated according to the table of 
cubic foot equivalents shown below. Equivalents are for full but workable drawers. 
Appropriate adjustments should be made for partially filled drawers. 

FILING CABU.i'"ETS FILING CASES 
TABULATING OUTSIZED 

Letter Legal 3 X 5 4 X 6 5 X 8 CARDS EQUIPMENT 

1~ 2 1/10 1/8 1/4 1 
Inside Cubic 

Per Drawer Per 12" Drawer Per 10,000 
Measurement 

ft.) 

Include: All copies of correspondence, completed forms, reports, directories, statis­
tics, charts; legal and budget documents; policy and procedural issuances, instructions, 
manuals; text books, cata s, technical magazines and other publications and pamphlets; 
draw s, blueprints, diagrams, maps, specifications, material lists, manufacturers' 

struction books and catalogs; reading files, 'working' files and papers, extra copies 
written materials; motion picture films, slides, photographs, and related papers. 

forms or stationery are not to be included. 

Figure 8. ANNUAL REPORT OF RECORDS HOLDINGS 
32 
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CHAPTER VI 

FILES MAINTENANCE AND DISPOSITION PLANS 

1. THE PLAN. 

Files Maintenance and Disposition Plans are to be prepared by the 
File Station Representatives for each Official File Station and 
by all persons responsible for maintaining any other files. These 
Files Maintenance and Disposition Plans (1) identify all permanent 
and temporary records, (2) show how they are arranged, (3) when 
they are to be cut off and, (4) the specific time period or event 
after which records are to be removed for destruction or retire­
ment. The plans provide for two basic categories of records, i.e., 
"Program" and "Administrative." Each of the two categories contain 
both subject and case files. Program files are the accumulated 
papers that together represent the primary complete record of trans~ 
actions pertaining to the various program missions performed in 
carrying out SPA responsibilities. Administrative files are those 
accumulated incident to the internal administration of an office, 
and do not pertain to a program mission responsibility of the 
office. 

Each File Station Representative and all persons responsible for 
maintaining any other files should select from appendix 1, 2 and 
3 of the Files Management Handbook only those subject titles and 
disposal standards relating to its operations. These selections 
will make up the Files Maintenance and Disposition Plan for each 
Official File Station and any other files. SPA-639 is designed 
for this purpose (see figure 9, p. 34). The forms are prepared 
to facilitate filing and reference service, to assist in training 
new personnel, and to eliminate the need for constant referral 
to the Files Management Handbook. 

2. PREPARATION OF FILES PLANS. 

The plan should identify all records for which an office has 
responsibility - both official and unofficial files. List the 
records series on SPA-639 (see sample in figure 9). The plan 
can be developed by matching and reconciling the current records 
against the subject file topics in appendix 1 and the case file 
categories in appendix 2. Topic headings and titles listed in 
the appendixes will be used in the files plan. 

Files Maintenance and Disposition Plans are prepared in triplicate 
and, after concurrence of the supervisor, submitted to the Records 
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ENTRIES ON FORM 

File Staticn or Office and Room Number - Identify tr.e records holding office and roc-.m numbf.~r. 

1.t12e _ of file.~ -
1 
Indicate whether files series i's PrcgrEm ~ concernecl 

· Ad .. "ni.nistrative t,.housekeeping or general activ:i. ties of SPA) re:cords. 
r::Pnf:. Handbook for further explanation of t.crrn .. s. 

the priw~ry mission of SPA) or 
See pages l and 2 of ,Records '(vl'ianage-

Date and P1~~~ - Show the date form is prepared and nam2 of files custodian. 

:Cate:: &.r:d Atn.ffoved bv - Approval and date s:i.gned. by the Records Officer. _... -:t,.;a. ___ ..,......._ .. :f.-

Item No. - Number i terns consecutively. ---
Descr:i:ptic::1 cf Files Series and Title of File - Give the title or name of the file series (contract files, 
geLeral correspondence files, etc :;and brief descrir,tion adec;,uate to clearly identify its contents and 
pi.:Y-i ,:..,~E. Official set of Maintenance and DiSl)Osi tion Plan shoul,;:l oe the fir-st file listed. A file 
serj.es is a group of similar or related docurnen:ts which 2.re together for easy reference. Generfally, 

relate to the same subject, result from the sarne kind of activity, or have a particular form. A 
fil,:, or record series may consist of a single folder or hund:teds of feet of files. Volume is not a factor 
i::-i determining what constitutes a series of files. Each series should, however, cO"',.nprise the largest 

~ practical grouping of separately organized and logically related materials that can be treated as a single 
i.l.."11 t i\.lr purposes of disposal. List each file separately. 

~:;pe of Material - Indicate whether files series is Record (official) or Nonrecord (no documentary or 
evidential v"alue) material. See pages 1 and 2 of Records Management Handbook for further e.xJ)lane.tion of 
terms. 

Arr&.ngement - Show how file is arranged (by subject-numeric classification code, alphabetically by name of 
applicant, numerically by contract number, etc.). 

Cutoff - Indicate how file is cut off. This may be at the close of each· fiscal year, or when a case is 
closed by final payment on a contract, etc. 

Disposition - Enter exactly as shown in authorized disposition in Records Management Handbook, 
Appendix 2. Give the appropriate reference to the Handbook (for example, Part II, IPR, Item B). 

For more information, see Chapter VI of Records Management Handbook. · 
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Officer for approval. They are distributed as follows: one copy 
to the SPA Records Officer, one copy to the appropriate Records 
Liaison Officer, and the approved original maintained by the file 
custodian at the file station. The file custodian copy is retained 
in the front of the first file drawer. 

APPROVAL. 

The SPA Records Officer shall review and approve proposed files 
plans. The plans will be reviewed to insure that proper file code 
and disposal instructions are being used. Upon approval, the plan 
shall become. the official Files Maintenance and Disposition Plan 
for the file station and those offices served by it. No office 
files will be maintained that are not approved as an entry on the 
Files Maintenance and Disposition Plan, 

UPDATING AND REVISING THE PLAN. 

Files Maintenance and Disposition Plans should be revised when 
necessary to reflect any changes that may occur. In addition, 
files custodians shall review their files plan at the end of each 
fiscal year and update them as required. Revised files plans 
shall be prepared and approved in the same manner as original 
file$ plans • 

36 



... 



• 

• 

SPA ORGANIZATION REFERENCE SYMBOLS 

Reference Symbol 

EX 
EXP 
PF 
PFE 
PFM 
PM 
PMS 
PMS-B 
PMC 
PMC-R 
PMR 
PMP 
AM 
AMC 
AMP 
AMF 
AMF-C 
AMF-P 
AMF-Plt.Accts. 
AMF-R&R 
AMB 
AMG 
AMG-S 
AMG-P 
ANG-PC 

Office 

Office of the Administrator 
Planning Staff 
Power Facilities 

Engineering 
Maintenance 

Power Marketing 
Customer Service 

Billing 
Power Contracts 

Rates and Repayment 
Power Resource Production 
Power Operations 

Administrative Services 
Computer Services 
Personnel Management 
Finance and Accounts 

Certification 
Payroll 
Plant Accounts 
Records and Reports 

Budget 
General Services 

Office Services 
Property Management 
Procurement and Contracting 

Action office designates office of functional responsibility • 
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APPENDIX I 

SUBJECT FILE OUTLINES 

Subject file outlines refer strictly to correspondence files. 
documentation will be found in the case files. 

All other 

Subject 

ADMINISTRATIVE RECORDS 

AUTO:MATIC DATA PROCESSING ••••••••••••••••••••••••••••••••• 
BUDGET AND APPROPRIATIONS ••••••••••••••••••••••••••••••••• 
COMMITTEES •.•.•••••••.•.•.•.•.•.•.•.•••.•.•.•••.•.•.•.•.•. 
EMERGENCY PLANNING •••••••••••••••••••••••••••••••••••••••• 
FINANCIAL MANAGEMENT •••••••••••••••••••••••••••••••••••••• 
INFORJ.v1ATION AND PUBLIC RELATIONS •••••••••••••••••••••••••• 
MEETil~GS •.•.•.•.•.•.•••.•.•.•.•.•.•.•.•.•.•.•.•.•.•.•.•.•. 
OFFICE SERVICES . •.•.•.•••.•.•.•.•.•...•.•.•.•.•.•.•.•.•.•. 
ORGANIZATION AND ADMINISTRATION ••••••••••••••••••••••••••• 
PAPERWORK MANAGEMENT •••••••••••••••••••••••••••••••••••••• 
PERSO"NNEL • •••••••••••••••.•.•.•••.•.•.•.•.•••••.•••.•••••• 
PROC URE11ENT • ••••••••• (" •••••••••••••••••••••••••••••••••••• 
PROPERTY 11AN'AGEJ.vIENT •• •••••••••••.•••••.••••••••••••••••••• 
SAFETY • ••••••••••••••••••.•.•••••••.•••••••.•••.•••. o ••••• 

TRA!~SPORTATION . •.•.•.•.•.•.•.•.•.•.•.•.•.•.•.•.•.•.•.•.•.• 
TRAVEL • .•.•.•.•.•••••••••••.•••.•••.•.•.•.•.•.•••.•.•••.•. 
VEHICLES .•.•••.•.•.•••.•.•.•.•.•.•.•••.•.•.•.•. ~ .•.•.•.•.• 

PROGRAM RECORDS 

ENGINEERING-DESIGN •••••••••••••••••••••••••••••••••••••••• 
INTERAGENCY COOPERATION ••••••••••••••••••••••••••••••••••• 
I.,,AND • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • ••• • • • • • • • • • • • • • 
LEGAL . •.•••••••••••.•••.•.•.•.•••••.•.•.•••.•••.•••.•.•.•. 
J;.fAINTENAl"l'CE • .•••••••••••••••••••••••.•••••••••••••.••••••• 
POWER }1ARKETING. o •••••.•••••• o •••••••••••••••••••••••••••.•• 

POl?ER OPERATIONS . •.•.•.•.•.•.•.•.•••.•.•.•.•.•.•.•.•.•.••• 
POWER RESOURCES • •••.•.•.•.•••.•••.•••••.•.•.•••.•••.•••.•• 
PROGRAM PLANNING AND REVIEW •••••••••••••••• o••·•••••·••••• 
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Code 

ADP 38 
BUD 39 
COM 41 
EP 42 
FIN 43 
IPR 46 
MET 48 
osv 49 
OAD 51 
PAP 53 
PER 54 
PRO 60 
PRM 61 
SAF 64 
TRN 65 
TRV 66 
VEH 67 

ED 68 
INC 71 
LND 72 
LEG 73 
MA 74 
PM 76 
PO 79 
PR 80 
PPR 85 
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PART I 

AUTOMATIC DATA PROCESSING (ADP) 

Use this outline for correspondence regarding policies, plans, studies 
and methods for processing data and information by automatic or mechan­
ical means. 

Subject Topics 

1. 

2. 

Policy (General) 

Reports and Statistics 
(Subdivide by type of report 
if volume warrants.) 

3. ADP Committee - Interior 

4. Data Processing Facilities 
(Includes card-paper requirements, 
inventory-operating equipment, tape 
usage, etc.) 

4-1. 

5. 

6. 

Machine Utilization Data 

Equipment Selection 
(Includes feasibility studies, 
specification for hardware, 
agency requirements, etc.) 

Standards-Specifications 
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Official 
File Station 

AMC 

Disposal 
Schedule 

Cutoff close 
of odd-number 
FY. Destroy 
4 yrs after 
cutoff. 



BUDGET AND APPROPRIATIONS (BUD) 

Use the outline below for correspondence regarding budget submission 
and execution including estimates and formulation, apportionments, 
allocations, allotments, transfer of funds and financial plans for 
Southwestern Power Administration. 

SEE: FINANCIAL MANAGEMENT for material regarding accounting and 
management of funds made available to SPA. 

Subject Topics 

1. 

2. 

Policy and Procedures 
See BUD-B 

Reports and Statistics 

2-1. Recurring Reports 

2-2. Special Reports 

3. Budget Submissions 

3-1. Construction Program 

4. Budget Execution 

4-1. Allotments 
(Including advices - revisions) 
(MOR's) 

4-2. Apportionments 
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Official 
File Station 

AMB 

Disposal 
Schedule 

Cutoff close 
of off-number 
FY. Destroy 
4 yrs after 
cutoff. 
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BUDGET AND APPROPRIATIONS (BUD) (continued) 
Official 

Subject Topics File Station 

4-3. 

4-4. 

Ceilings - Limitations 
(Includes employment cost 
and distribution.) 

Transfer of Funds 
(Appropriation transfers, 
adjustment warrants, etc.) 

4·-5. Construction Program 

4-6. Work Papers 
(Destroy 1 year after budget 
year.) 

5. Continuing Fund 

6. 

7. 

Financial Plans 
(Use for overall plans for 
expenditure of appropriated and 
other funds. Includes requests, 
consolidations, approvals, review, 
etc.) 

Fund Availability 

AMB 

(Includes appropriated and other funds.) 

8. Purchase of Power 
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Disposal 
Schedule 

Cutoff close 
of off-number 
FY. Destroy 
4 yrs a:f;ter 
cutoff. 



COMMITTEES (COM) 

Use this subject category for correspondence pertaining to committees, 
boards, commissions, panels, societies, associations, councils and 
similar organized bodies when the subject matter is too broad or too 
general to be classified under more specific subjects. Includes 
material pertaining to minutes and reports of such bodies. Subdivide 
by name of committee as required and arrange alphabetically. Example 
shown below. 

SEE: INTERAGENCY COOPERATION for SPA participation in interagency 
committees. 

Subject Topics 

American Public Power Association 

FPC Committees 

Missouri Basin Systems Group 

Oklahoma Energy Advisory Council 

Committee on Power for the Southwest 

41 

Official 
File Station 

PM 

PM 

PMR 

PMS 

PMS 

Disposal 
Schedule 

Cutoff close 
of odd-number 
FY. Destroy 
4 yrs after 
cutoff. 

• 

• 

• 



• 

• 

EMERGENCY PLANNING (EP) 

Use this outline for correspondence relating to civil and defense 
mobilization and plans for the continuation of operations in the 
event of an emergency. 

Subject Topics 

1. 

2. 

3. 

Policy and Plans 

Reports and Statistics 

Emergency Preparedness 

3-1. Staffing Assignments 

3-2. Relocation Plans 

4. Defense Electric Power 

5. Operation Alerts and Tests 

42 

Official 
File Station 

PM 

Disposal 
Schedule 

Cutoff close 
of odd-number 
FY. Destroy 
4 yrs after 
cutoff. 



FINANCIAL MANAGEMENT (FIN) 

Use this outline for correspondence regarding the maintenance, control 
and accountability of appropriated and other funds. Use also 
for accounting systems and procedures, Optional methods of filing 
accounting and bookkeeping records in accordance with prescribed 
regulations are permissible. 

BUDGET AND APPROPRIATIONS for material pertaining to budget 
estimates and appropriations. 

Subject Topics 

1. General Policy and Procedures 

2. Reports and Statistics 
(Use for general reports and 
statistics which cannot be filed 
under a specific subject in this 
outline.) 

2-1. SPA Financial Reports 

2-2. Consolidated Financial Statements 
(SPA and Corps of Engineers) 

3. Regulations~ Instructions 

4. Accounting Codes - Symbols 

5. Audits 

5-1. GAO Audit 

5-2. GAO Exceptions 

6. Authorizations - Designations 

6-1. Timekeeping Functions 

7. Collection - Receipts 

8. Disbursements 
(Except salary checks, see 
FIN 12) 

43 

Official 
File Station 

AMF 

AMF 

AMF· 

AMF 

AMF 

AMF 

AMF-Payroll 

AMF 

AM 

Disposal 
Schedule 

Cutoff close 
of odd-number 
FY. Destroy 
4 yrs after 
cutoff. 

• 

• 

• 



• 

• 

• 

FINANCIAL MANAGEMENT (FIN) (continued) 

Subject Topics 

8-1. Accounts Payable 

8-2. Imprest Fund 

9. Fund Accounting 
(Subdivide by type of fund if 
volume warrants: appropriations, 
revolving, continuing.) 

10. Imputed Costs 
(Includes interest, depreciation, 
etc.) 

11. Ledgers 
(Includes general correspondence 
regarding ledgers and allotment 
and expense accounting. 

11-1. General Ledger 
(Includes journal vouchers, 
balance sheets, etc.) 

11-2. Settlements 

12. Payrolls - Salaries 

12-1. Bond Deductions 

12-2. Checks (Salary) 
(Mailing, special handling, 
instructions, lost or stolen, 
etc.) 

12-3. Insurance Deductions 
(Group Life, Health Benefits) 

12-4. Differentials 
(Overtime, premiu.~ pay, etc.) 

12-5. Retirement Deductions 

12-6. Social Security 

44 

Official 
File. Station 

A.NF-Plant 
Accounts 

AMF 

AMF-R&R 

AMF-R&R 

AMF-R&R 

Ai.'1F-Payroll 

A"lvl:F:...Payroll 

AMF-Payroll 

AMF-Payroll 

ANF-Payroll 

AMF-Payroll 

AMF-Payroll 

Disposal 
Schedule 

Cutoff close 
of odd-number 
FY. Destroy 
4 yrs after 
cutoff. 



FINAi1'CIAL MANAGEMENT (FIN) (continued) 

Subject Topics 

12-7. Time and Attendance Reports 

12-8. Time and Cost 

12. 9. Withholding Taxes 

13. Plant Accounting 

13-1. Reports and Statistics 

13-2. Depreciation 

13.3. Inventory 

13.4. Property Transfer and Disposal 

13.5. Work Orders. 

14. Receipts 

15. Voucher Examination 
(Includes travel, transportation, 
payroll, personal services, etc.) 

16. Accrual Accounting 

17. Accounts Receivable 

45 

Official 
File Station 

AMF-Payroll 

Ai.'1F-R&R 

AMF-Payroll 

At1F-Pl t Acct . 

Ai.'1F-C 

.AMF-C 

ANF 

AMF-Plant 
Accounts 

Disposal 
Schedule 

Cutoff close 
of odd-number 
FY. Destroy 
4 yrs after 
cutoff. 

• 

• 

• 



• 

• 

• 

INFORMATION AND PUBLIC RELATIONS (IPR) 

Use this outline for correspondence regarding relations with the 
public and general information activities of SPA. Includes requests 
for information, praise or criticism of policies and programs, and 
dissemination of information through mass communication media. 

Subject Topics 

1. 

2. 

3. 

3-1. 

3-2. 

3-3. 

4. 

5. 

6. 

7. 

8. 

8-1. 

Policy and Procedures 

Reports and Statistics 

Audio - Visual 
(Promotional aids only. Sub­
divide as shown if volume warrants.) 

Maps, Charts, Posters 

Motion Pictures and Recordings 

Photographs 

Exhibits, Fairs, Expositions 

Histories - Anniversaries 

Inquiries - Routine (Nontechnical) 

Invitations 

Public Relations 

Commendations - Congratulations 
(Regarding SPA as an agency. 
See PER 5 for commendations and 
awards of employees.) 

46 

Official 
File Station 

EXP 

Disposal 
Schedule 

Cutoff close 
of odd-number 
FY. Destroy 
4 yrs after 
cutoff. 



INFORMATION AND PUBLIC RELATIONS (IPR) (continued) 

Subject Topics 

8-2. Criticism and Complaints 
(Of overall SPA program. 
See PH 5 for power marketing 
criticism or complaints.) 

9. Publicity and Promotion 

9-1. Biographical Data 

9-2. News Clippings 
(From newspapers, periodicals, 
etc., regarding SPA.) 

9-3. Press, Radio, TV Releases 
(By SPA or Dept. of Interior) 

10. Speeches, Lectures, Statements 

10-1. Outside SPA 

10-2. SPA 

47 

Official 
File Station 

EXP 

Disposal 
Schedule 

Cutoff close 
of odd-number 
FY. Destroy 
4 yrs after 
cutoff. 

• 

• 

• 



• 

• 

• 

MEETINGS (MET) 

Use this subject category for general correspondence regarding meetings, 
conferences, congresses, conventions, etc. DO NOT USE for material 
that may be filed under a more specific subject. 

SEE: COMMITTEES for committee meetings. 
INTERAGENCY COOPERATION for interagency meetings. 
ORGANIZATION - ADMINISTRATION for management or 

staff meetings. 

Subject Topics 
Official 

File Station 

1. 

2. 

SPA Meetings 

Other 
(Create case files as needed.) 

48 

Action Office 

Disposal 
Schedule 

Cutoff close 
of odd-number 
FY. Destroy 
4 yrs after 
cutoff . 



OFFICE SERVICES (OSV) 

Use this outline for correspondence regarding office services functions 
of communications including mail, messenger and telecommunications; 
printing and reproduction; office supplies and equipment; and 
library services. 

Subject Topics 

1. General Policy and Procedures 

2. Reports and Statistics (General) 
(Use for reports of a general nature 
regarding office services which 
cannot be filed under a specific 
subject in this outline.) 

3. Communication Services 

3-1. Reports and Statistics 

3-2. Mail and Messenger Service 

3-3. Telephone Service 

3-4. Telephone Directories 

3-5. Federal Telecommunications System 
(FTS) 

3-6. Telephone Service Orders 

4. Printing and Reproduction 

4~1. Reports and Statistics 

4-2. Graphic Services 

4-3. Equipment Utilization 
(Includes selection) 

4-4. Dupl_icating - Copying Services 

4-5. Methods and Processes 

4-6. Requisitions and Authorizations 

Official 
File Station 

AMG;,,_S 

Diseosa1,_ 
Schedule 

Cutoff close 
of odd-number 
FY. Destroy 
4 yrs after 
cutoff. 

• 

• 

• 
49 



• 

• 

OFFICE SERVICES (OSV) (continued) 

Subject Topics 

5 •. Office Supplies 
(Including general material on 
procurement, distribution, 
inventories, controls, etc. on 
existing SPA stock) 

6. Office Equipment Maintenance -
Repairs 

7. Library Services 

8. Buildings Management Services 
(Use for general material 
regarding buildings management 
services in SPA headquarters 
including liaison with GSA and 
Post Office Department. Includes 
papers on utilities, conference 
room reservations, janitor service, 
etc., See PRM outline for material 
regarding real property management.) 

50 

Official 
File Stat ion 

AMG-S 

Disposal 
Schedule 

Cutoff close 
of odd-number 
FY. Destroy 
4 yrs after 
cutoff. 



ORGANIZATION AND ADMINISTRATION (OAD) 

Use for general correspondence relating to the internal organization and 
reorganization of SPA; the assignment and realignment of functions; 
management surveys, studies, policies and procedures; and management 
improvement. Do NOT use for material which can be classified under 
a more specific subject. 

Subject Topics 

1. Policy (General) 

2. Reports and Statistics 

3. Administrative Audits and Inspections 

3-1. Field Offices 

4. Committee Management 
(General material regarding 
committees and committee 
assignments. See appropriate 
subject outline for papers 
regarding a s pee if ic committee.) 

5. Delegations of Authority 
(Includes designations and 
authorizations.) 

5-1. SPA 

5-2. Department of the Interior 

6. Management Improvement 
(Includes studies, surveys , 
systems, work simplification, 
etc. Subdivide by study or 
project as required.) 

6-1. Financial Management Improvement 

6-2. Cost Reduction 

6-3. Energy Conservation 

7. Manpower Utilization 

8. Organization - Reorganization 
(Includes reorganization plans, 
statement of functions, etc.) 

8-1. SPA 

51 

Official 
File.Station 

AMG-S 

EXP 

AMG-S 

DiSEOSal 
Schedule 

Cutoff close 
of odd-number 
FY. Destroy 
4 yrs. after 
cutoff. 

• 

• 

• 



• 

• 

• 

ORGANIZATION AND ADMINISTRATION (OAD) (continued) 

Subject Topics 

8-2. Department of the Interior 

8-3. Staffing Roster 

9. Visits 
(Use for general material 
regarding visits of Department 
and other officials for admin­
istrative purposes, briefings, 
etc.) 

10. Departmental Manual 

52 

Official 
File Station 

AMG-S 

Disposal 
Schedule 

Cutoff close 
of odd-number 
FY. Destroy 
4 yrs after 
cutoff. 



PAPERWORK MANAGEMENT (PAP) • 
Use this outline for all correspondence relating to paperwork and records 
management functions including records maintenance and disposition, 
correspondence, forms, and reports. 

Subject Topics 

1. Policy (General) 

2. Reports and Statistics 

3. Correspondence Management 

4. Directives Management 
(Use of material regarding 
preparation, review, clearance, 
control, etc., of internal 
issuance systems.) 

5. Document and Information Security 

6. Fonns Management 

7. Records Management 

8. Records Disposition 

8-1. Disposal Schedules 

8-2. Retirement and Transfer 
(Federal Records Centers.) 

8-3. Reference Requests from FRC 

9. Reports Management 
(Includes recurring reports, lists, 
and general material regarding 
reports preparation, submission, 
control and costs. 

10. Vital Records Program 

53 

Official 
File Station 

AMG-S 

EXP 

AMG-S 

E.t"'<P -

Disposal 
Schedule 

Cutoff c:ose 
of odd-nu1rrber 
FY. Destroy 
4 yrs after 
cutoff. 

• 

• 



• 

• 

• 

PERSONNEL (PER) 

Use this outline for correspondence covering all phases of personnel 
administration, including employment, salary and wage administration, 
employee relations, training and career development. Papers 
relating to the status or service records of individual employees 
will be filed and maintained in the Official Personnel Folders. 

Subject Topics 

1. Policies and Procedures 
(Use of material which is too 
general to be filed under a more 
specific subject in this outline.) 

2. General Reports and Statistics 
(Use only for those which cannot 
be filed under one of the more 
specific subjects in this outline.) 

3. Laws and Regulations 
(Use for PR.i.~, CSC, and Departmental 
directives of a general nature.) 

.4. Absence and Leave 
(Subdivide by type if volume 
warrants.) 

5. Employee Relations and Services 

5-1. Appeals and Grievances 
(Includes general material 
and policies and procedures 
for handling appeals, com­
plaints, and grievances. For 
perfonnance appeals, see PER 13-1.) 

(Case file papers relating to 
individual appeals and grievances.) 

5-2. Blood Donors 

5-3. Conduct of Employees 
(For material regarding conflicts 
of interest, political activity, 
acceptance of gratuities, etc. 
Subdivide if necessary.) 

54 

Official 
File Station 

AMP 

Disposal 
Schedule 

Cutoff close 
of odd-nll!lber 
FY. Destroy 
4 yrs after 
cutoff. 



PERSONNEL (PER) (continued) 

Subject Topics 

5-4. Disciplinary and Adverse Action 

5-5. Employee Organizations 
(Social, welfare, recreation, 
etc.) 

5-6. Fund Drives - Campaigns 
(Subdivide by name of campaign 
or drive if volume warrants.) 

6. Employment 
(Use for material too general to 
be filed in specific subtopic.) 

6-1. Reports and Statistics 

6-2. Ceilings 

6-3. Experts and Consultants 

6-4. Former Employees 
(Inquiries, etc.) 

6-5. Hire the Handicapped 

6-6. Military 
(Includes deferment, restoration, 
etc.) 

6-7. Reemployment 
(Reemployment rights, rehired 
annuitants, etc.) 

6-8. Student and Summer Employment 

7. Heal th and Medical Care 
(Use this topic and its sub­
divisions for material regarding 
personal injuries and claims, 
medical facilities and services. 
See SAFETY outline for papers on 
safety program and accident 
prevention.) 

55 

Official 
File Station 

AHP 

EX 

ANP 

Disposal 
Schedule 

Cutoff close 
of odd-number 
FY. Destroy 
4 yrs after 
cutoff .• 

• 

• 

• 



• 

• 

• 

PERSONNEL (PER) (continued) 

Subject Topics 

7-1. Claims - Compensation 
(Federal Employees Compensation 
Act.) 

7-2. Examinations 

7-3. Facilities - Services 
(Includes medical centers, 
designated physicians, 
immunization services, etc.) 

8. Hours of Duty 
(Changes in work week, holidays, 
office hours, etc.) 

9. Incentive Awards Program 
(Includes both cash and honor 
awards.) 

9-1. Reports and Statistics 

9-2. Incentive Awards Program Committee 
(Suggest ions) 

10. Insurance 

10-1. Group Life (FEGLI) 

10-2. Federal Employee Health Benefits 

10-3. Unemployment Compensation 

11. Inspection and Surveys 
(Includes CSC inspections, 
Department and Bureau) 

12. Pay Administration 
(Use of material regarding 
determination of salary and 
wage scales. For payroll 
matters, see Financial 
Management outline.) 

12-1. Labor Agreements 
(IBEW, etc.) 

56 

Official 
File Station 

AMP 

Disposal 
Schedule 

Cutoff close 
of odd-number 
FY. Destroy 
4 yrs after 
cutoff. 

Rec. Secretary - Incentive 
Awards Program 

AMP 



PERSONNEL (PER) (continued) 

Subject Topics 

13. Performance Evaluations 
(Includes rating plans, per­
formance requirements and 
standards, etc. File 
individual performance rating 
in OPF .) 

13-1. Appeals 
(Establish individual case 
files.) 

14. Personnel Records and Processing 
(Includes bulletins, instructions, 
correspondence, other material on 
processing personnel actions, 
preparation of forms, release of 
information, etc.) 

Official 
File Station 

AMP 

15. Position Classification and Evaluation 
(General material, policy and 
procedures.) 

15-1. Appeals and Reviews 

15-2. Audits and Surveys 

16. Promotion and Internal Placement 

16-1. Assignments - Details 

16-2. Promotion - Demotion 

17. Recruitment, Appointment and Placement 
(Includes material on general policy, 
plans, procedures, staffing patterns.) 

17-1. Announcements 

17-2. Appointment 
(Includes initial appointment, 
oaths of office, reinstatement, 
etc.) 

17-3. Qualifications 
(Include general and medical.) 

57 

Disoosal 
Schedule 

Cutoff close 
of odd-number 
FY. Destroy 
4 yrs after 
cutoff. 

• 

• 

• 



• 

• 

• 

PERSONNEL (PER) (continued) 

Subject Topics 

17-4. Recruiting Program 
(High school, college 
recruitments; special 

•programs, etc.) 

17-5. Vacancies 

17-6. Area Offices U.S.C.S. Examiners 

18. Training and Career Development 

18-1. Reports 

18-2. Courses - Seminars - Announcements 

18-3. Education Plans and Programs 
(Includes tuition assistance 
programs.) 

18-4. Internal SPA Training 

18-5. Training Aids and Material 

18-6. Upward Mobility 

19. Separations and Displacements 

19-1. Retirement 
(Usefor Civil Service and Social 
Security retirement systems, 
benefits, etc.) 

19-2. Termination 
(Resignations, separation for 
cause, deaths, etc.) 

19-3. Transfers Out 
(To other agencies) 

19-4. Reductions-in-Force 

20. Equal Employment Opportunity 

20-1. Reports 

58 

Official 
File Station 

Al\fP 

AMG 

Disposal 
Schedule 

Cuto£f close 
of odd-numb er 
FY. Destroy 
4 yrs after 
cutoff. 



PERSONNEL (PER) (continued) 

Subject Topics 

20-2. Affirmative Action Plan 

20-3. Federal Women's Program 

20-4. 16-Point Program 

20-5. Indian Desk 

20-6. Appeals and Grievances 
(Includes general material 
and policies and procedures 
for handling EEO appeals, 
complaints, and grievances.) 

(Case file papers relating to 
individual appeals and 
grievances.) 

21. Security and Suitability 
(Field investigations, sensitive 
positions.) 

59 

Official 
File Station 

AMG 

AHP 

AMG 

AM 

Disposal 
Schedule 

Cutoff close 
of odd-number 
FY. Destroy 
4 yrs after 
cutoff. 

• 

• 



• 

• 

• 

PROCUREMENT (PRO) 

Use this outline for correspondence regarding the procurement of property, 
equipment and supplies. Includes material on contracting and contract 
administration. This outline is to be used for general correspondence 
and material regarding procurement; papers regarding a specific contract 
or purchase order are filed in the appropriate case files. 

SEE: LAND regarding acquisition of land and land right-of-way. 
POWER MARKETING regarding contracting for sale of power. 

Subject Topics 
Official 

File Station 

1. General Policy and Procedures 
(Use for material which is too 
broad in content to be filed 
under a specific subject in 
this outline.) 

AMG-PC 

2. Reports and Statistics 

2-1. 

2-2. 

3. 

4. 

5. 

5-1. 

5-2. 

6. 

7. 

8. 

9. 

10. 

(Use for reports and data which 
are too general to be filed 
under a specific subject in this 
outline.) 

Recurring Reports 

Special Reports 

Laws - Regulations 
(Subdivide if volume warrants.) 

Imprest Fund Purchases 

Invitation, Bid, and Award (Contracts) 

Reports and Statistics 

Bidders List 

FEDSTRIP 

Certificates of Insurance 

Roof Guarantees 

Contract Administration 
(Use for general material, policies, pro­
cedures, etc., concerning contracting for 
construction, equipment or services for the 
design, construction, maintenance or opera­
tion of transmission systems. Papers regarding 
a specific contract should be filed in the 
contract case files maintained separately.) 

Sources of Supply 

Disposal 
Schedule 

Cutoff close 
of odd-number 
FY. Destroy 
4 yrs after 
cutoff. 



PROPERTY MANAGEMENT (PRM) 

Use this outline for correspondence relating to the acquisition, 
management, accountability, and disposition of personal and 
real property. 

SEE: LAND for material regarding acquisition of land and land 
rights for substations, switching stations, radio tower 
sites, transmission line easements, etc. 
PROCUREMENT for material regarding procurement of property 
supplies and services. 
VEHICLES for acquisition, maintenance and disposition of 
vehicles. 

Subject Topics 

1. General Policy and Procedures 
(Use for material which is too 
general in content to be filed 
under a more specific subject 
in this outline.) 

2. Reports and Statistics 
(Use for reports and data which 
are too general to be filed 
under a more specific subject 
in this outline. 

3. Laws - Regulations 
(Subdivide into real or personal 
property if volume warrants.) 

4. Real Property Management 

4-1. Reports and Statistics 
(Subdivide by name of report 
if volume warrants.) 

4-2. Acquisition 
(Use for material on acquisition 
of buildings and grounds; leases, 
lease agreements, renewals, floor 
plans, etc.) 

4-3. Accountability - Control 

61 

Official 
File Station 

.Ai.'1G-P 

Disposal 
Schedule 

Cutoff close 
of odd-number 
FY. Destroy 
4 yrs after 
cutoff. 

• 

• 

• 



• 

• 

PROPERTY MANAGEMENT (PRt~) (continued) 

Subject Topics 

4-4. Maintenance, Repairs, Improve­
ments (Includes alterations, 
painting, cost estimates, work 
orders, etc. Case file by 
project when volume warrants.) 

4-5. Protection and Security 
(Use for material regarding 
protection and security of 
buildings and grounds in­
cluding fences, gates, passes, 
etc. See PAP 5 for document 
and information security.) 

4-6. Space Assignment and Utilization 
(Includes occupancy guides, 
space requests, space surveys, 
related reports, etc. Arrange 
by locality if volume warrants.) 

4-7. Construction 

4-8. Disposal 

4-9. Utilization 

5. Personal Property Accountability 
(Subdivide this subject topic into 
field or headquarters folders as 
needed.) 

5-1. Reports and Statistics 
(Subdivide by name of report.) 

5-2. Stock Controls 
(Includes storage and issue.) 

5-3. Identification 
(Tagging, etc.) 

5-4. Inventories 

62 

Official 
File Station 

AHG-P 

Disposal 
Schedule 

Cutoff close 
of odd-number 
FY~ Destroy 
4 yrs after 
cutoff. 



PROPERTY MANAGEMENT (PRL~) (continued) 

Subject Topics 

5-5. Loans and Exchanges 

5-6. Receiving Documents 
(Includes delivery documents, 
receipts, etc.) 

6. Loss and Damages 
(Includes thefts.) 

7. Maintenance and Repairs 
(Of personal property other 
than office equipment. See 
OSV 6 for office equipment 
maintenance and repairs.) 

8. Storage and Warehousing 

9. Surplus - Excess Property 

9-1. Reports and Statistics 

9-2. Acquisition 

9-3. Disposition 
(Includes scrap, transfer, 
sale, donation, etc.) 

9-4. Utilization 

10. Board of Survey 

63 

Official 
File Station 

Disposal 
Schedule 

Cutoff close 
of odd-number 
FY. Destroy 
4 yrs after 
cutoff. 

Rec. Secretary of Board 

• 

• 

• 



• 

• 

• 

SAFETY (SAF) 

Use this outline for correspondence relating to the safety program. 
Includes fire protection, accident prevention, safe driving, etc. 

SEE: PERSONNEL outline for material regarding employee health 
including personal injuries, medical facilities and services. 

Subject Topics 

1. Policy (General) 
(Procedures, regulations, etc.) 

2. Reports and Statistics 

3. A,-:cident Prevention 

4. Awards 

4-1. Departmental 

4-2. Safe Driving 

5. Bulletins and Posters 

6. First Aid 

7. Fire Protection and Prevention 

8. Safe Driving 

9. Safety Committees 

10. Safety Meetings 
(Other than committee meetings.) 

11. Tools and Equipment (Safety) 
(Safety glasses, fire extinguishers, 
first aid kits, etc.) 

12. Training 

64 

Official 
File Station 

PF 

AMP 

PF 

AMP 

PF 

Disposal 
Schedule 

Cutoff close 
of odd-number 
FY. Destroy 
4 yrs. after 
cutoff. 



• TRANSPORTATION (TRN) 

Use this outline for correspondence regarding the shipment of equipment 
supplies and materials. 

SEE: TRAVEL for material regarding the travel of individuals, and 
F.~vement of household goods. 

Subject Tor:ics 

1. General Policy and Procedures 

2. Reports and Statistics 

3. Freig.ht and Express Shipments 

3-1. Bills of Lading 

3-2. Claims 
(Loss and damages, etc.) 

Official 
File Station 

ANG·-PC 

65 

Dispos4 
Schedule 

Cutoff close 
of odd-m.u7lber 
FY. Destroy 
4 yrs after 
cutoff. 

• 

• 



• 

• 

• 

TRAVEL (TRV) 

Use this outline for correspondence regarding the travel of individuals 
and movement of household goods. 

SEE: TRANSPORTATION for material regarding transportation of things. 

Subject Topics 

1. General Policy and Procedures 

1-1. Aircraft Service 

2. Reports and Statistics 

3. Regulations 

4. Accommodations - Hotels 

5. Advance of Funds 

6. Authorizations - Orders 

7. Transportation Requests 

8. Travel Vouchers 
(For general material regarding 
procedures, preparation and 
submission, etc.) 

66 

Official 
File Station 

AMF 

AMF 

AMF 

AMF 

AMP 

AJ1F 

AMG-S 

AMF 

Disposal 
Schedule 

Cutoff close 
of odd-number 
FY. Destroy 
4 yrs. after 
cutoff. 



VEHICLES (VER) 

Use this outline for correspondence pertaining to the acquisition, 
maintenance, use and disposition of automobiles and other vehicles. 

Official Disposal 
Subject Topics Fiie Sfa'E'":Lon "'Scneduie 

1. Policy (General) 

2. Reports and Statistics 
(Subdivide by type if volume 
warrants.) 

3. Accidents 

4. Assignmeuts or Use 

5. Courtesy Cards 

6. Disposition 
(Sale, transfer, etc.) 

7. Interagency Motor Pool 

8. Licenses - Registration 

9. Maintenance and Repairs 
(Includes inspectf.ons .) 

10. Purchases 

11. Interagency Mo tor Equipment 
Advisory Connnittee 

12. Permits to Operate 
(Driver's Tests, tee.) 

AMG-P 

PF 

AMG-P 

AMP 

67 

Cutoff close 
of odd-number 
FY. Destroy 
4 yrs aft2r 
cutoff. 

• 

• 

• 



• 
p 

p 

• 

• 

ENGINEERING-DESIGN (ED) 

Use this outline for correspondence regarding the engineering and design 
of the SPA power system, including transmission lines, substations, and 
switching stations. 

Subject Topics 

1. 

2. 

3. 

3-1. 

3-2. 

3-3. 

3-4. 

3-5. 

Policy, Plans, and Procedures 
(Use for general material which 
cannot be filed under a more 
specific subject in this outline.) 

Reports and Statistics 
(Use this topic for reports of a 
general nature concerning 
engineering-design. Reports 
limited to a specific subject 
should be filed under that 
appropriate subject in this 
outline.) 

Communications - Control System 
(Use this topic and its sub­
divisions for general material 
regarding communication, control 
and supervisory systems and 
equipment for engineering-design. 
Papers regarding communication or 
control systems and equipment for 
a particular station should be 
filed under the appropriate 
switching or substation, ED.) 

Carrier Current 

Radio 
(Includes microwave, VHF and 
mobile radio systems. Sub-
divide by type if volume warrants.) 

Load Control 

Metering - Telemetering 

Relaying 
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Official 
File Station 

PFE 

Disposal 
Schedule 

Cutoff close 
of each odd­
number FY. 
Permanent all 
items marked 
"P." Transfer 
to FARG 4 yrs 
after cutoff. 
Will be offered 
to NARS 20 yrs 
after cutoff. 

Temporary. All 
other record 
files. Transfer 
to FARC 4 yrs 
after cutoff. 
Destroy 20 yrs 
after cutoff. 



ENGINEERING-DESIGN (ED) (continued) 

Subject Topics 

4. Cost Estimates 
(Subdivide by type of estimate 
if volume warrants; line or 
station reroute, survey, etc.) 

5. Engineering Studies 

5-1. Fault Studies 

5-2. Load Studies 

6. Maps and Drawings 
(Use for general correspondence 
regarding creation, acquisition, 
development, and utilization of 
maps and drawings concerning the 
SPA power systems. Do not place 
the actual maps and drawings in 
this file.) 

7. Protective Facilities - Systems 
(Use for general correspondence 
regarding protective devices and 
methods. For papers regarding 
specific stations or lines, see 
ED.) 

Official 
File Station 

PFE 

EXP 

PFE 

7-1. Protective Methods and Procedures 
(Cathodic protection, clearance, 
spacing, grounding, insulation, etc.) 

7-2. Protective Equipment 
(General material regarding 
lightning arrestors, fuses, 
circuit breakers, etc.) 

8. Relocations 
(Use for general material concerning 
the broad subject of relocation of 
features and structures made necessary 
in the construction and operation of 
the SPA power system. For material 
concerning relocation of a specific 
structure or feature, such as a 
transmission line or switching station, 
see ED 11 or 12.) 
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Disposal 
Schedule 

Cutoff at 
close of ea. 
odd-numbered 
FY. Temporary. 
Transfer to 
FRC 4 yrs 
after cutoff. 
Destroy 20 yrs 
after cutoff. 

• 

• 

https://protecti.on


• 

• 

• 

ENGINEERING-DESIGN (ED) (continued) 

Subject Topics 

9. Research and Development 
(Of electrical transmissiqn systems 
and equipment.) 

10. Specifications and Standards 
(General correspondence regarding 
design and engineering specifi­
cations and standards for 
facilities, equipment, structures,) 

11. Substations and Switching Stations 
(Use this topic for general material 
concerning design, engineering, and 
changes to substations and switching 
stations. Papers regarding a specific 
station should be filed in individual 
case folers, if volume warrants.) 

11-1. Case Files 
(Create a separate file for 
each station.) 

12. Transmission Lines 
(Use this folder for general 
materials regarding transmission 
lines including design and 

Official 
File Station 

PFE 

engineering of conductor and supporting 
structures, sag and stress data, 
clearances, poles and towers, etc. 
Papers regarding a specific line 
are filed in individual case 
folders, if volume warrants.) 

12-1. Case Files 
(Arrange case folders by number 
for each transmission line in 
the SPA integrated system.) 
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Disposal 
Schedule 

Cutoff at 
close of ea. 
odd-numbered 
FY. Temporary. 
Transfer to 
FRC 4 years 
after cutoff. 
Destroy 20 yrs 
after cutoff. 



p 

p 

p 

p 

p 

p 

INTERAGENCY COOPERATION (INC) • 
Use this outline for general correspondence regarding cooperation 
coordination of SPA with ether Federal agencies, state and local 
governments, cooperatives, interconnected power systems, etc. 

and 

D::,. NOT use for material which can be filed under a more specific 
subject. 

SEE: POWER RESOURCES for material regarding interagency coordination 
of river basin planning studies and SPA reviews of outside 
studies. 

Subject Topics 

1. General Policy 

2. Federal Agencies 
(Includes definitions of areas 
of responsibility and authority, 
operating relationships, pro­
gram coordination, etc.· Sub­
divide by agency or interagency 
corrarrittee if volume warrants.) 

3. State Agencies 

4. Municipalities, Cities and 
Cooperatives 

5. Southwest Power Pool System 

5-1. Reports and Statistics 

Official 
File Station 

DiS£OSa,l 
Schedule 

PMR Cutoff close 
of each odd­

Action Office number FY. 

PMR 

PM 

PMP 

Permanent alJ 
items marked 
"P. 11 Transfer 
to FARC 4 yrs 
after cutoff. 
Will be offered 
to NARS 20 yrs. 
after cutoff. 

Temporary. All 
other record files. 
Transfer to FARC 
4 yrs after cut­
off. Destroy 
20 yrs after cut­
off. 

p 6. Middle South System 

p 

p 

7. National Electric Reliability 
Council (Mr. King, Member 
Executive Board) 

8. North American Power System 
(Interconnection (NAPSIC)) 

EX 

PM 

• 
71 



• 

p 

p 

• 

• 

LAND (UID) 

Use this outline for correspondence regarding the appraisal, condemnation, 
and acquisition of land, land rights and permits and agreements 
relating to the use of land for SPA power operations. The outline 
is intended for general correspondence. Papers concerining a 
specific land transaction are filed in the appropriate land file 
series. 

Subject Te>pics 

1. Policy and Procedures 

2. Reports and Statistics 
(Subdivide by type of report 
if volume warrants.) 

3. Appraisal 

4. Acquisition and Ownership 

5. Crossings and Permits 
(Use for general correspondence 
regarding crossings and permits 
needed for SPA lines, case file 
by line number. Also use for 
material regarding crossing of 
SPA lines by utility companies 
and other outside agencies.) 
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Official 
File Station 

AMG-P 

DisEosal 
Schedule 

Cutoff at 
close of ea. 
odd-number 
FY. Permanent . 
all items 
marked "P. 11 

Transfer to 
FARC 4 yrs 
after cutoff. 
Will be offered 
to NARS 20 yrs 
after cutoff. 

Temporary. 
All other record 
files. Transfer 
to FARC 4 yrs 
after cutoff. 
Destroy 20 yrs 
after cutoff . 



LEGAL (LEG) • 
Use this subject category for correspondence regarding legislation, legal 
affairs, interpretation of law, litigation, and related legal sub-
jects that cannot be filed under a more specific subject. 

SEE: LAND for condemnation and right-of-way material. 

Subject To:gics 

1. Claims and Litigation 

1-1. Tort Claims 

2. Decisions, Opinions and 
Interpretations 

2-1. Comptroller General 

3. FPC Dockets 

4. Laws, Rules and Regulations 

4-1. Freedom of Information Act 

4-2. Federal Register 

4-3. Privacy Act 

5. Legislation 

5-1. Legislative Expediter 
(Includes all legislative 
comments.) 
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Official 
File Station 

Dis:eosal 
Schedule 

Action Office Cutoff at 
close of each 

AMP odd-numbered 
FY. Temporary. 

AMF Transfer to 
FRC 4 years 
after cutoff. 
Destroy 20 yrs 
after cutoff. 

PM 

EXP 

AMG-S 

EXP 

• 



• 

• 

• 

MAINTENANCE (MA) 

Use this outline for correspondence regarding the maintenance and 
operations of the SPA power system including transmission lines, 
substations and switching stations. 

Subject Topics 

1. Policy, Plans and Procedures 
(Use for general material 
which cannot be filed under a 
m:>re specific subject in this 
outline.) 

2. Reports and Statistics 
(Use this topic for reports 
of a general nature concerning 
maintenance. Reports limited 
to a specific subject should 
be filed under that appropriate 
subject topic in this outline.) 

3. Connnunications - Control System 
(Use this topic and its sub­
divisions for general material 
regarding maintenance of communi­
cation, control and supervisory 
systems and equipment. Papers 
for a particular station should be 
filed under the appropriate switching 
or substation, MA 8 or 9) 

3-1. Carrier Current 

3-2. Radio 
(Includes microwave, VHF and 
m:>bile radio systems.) 

3-3. Load Control 

3-4. Metering - Telemetering 

3-5 • Relaying 

4. Right-of-Way Applications 
(Interior Form DI-1150 and 
related papers. Arrange by 
application number within 
folder.) 
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Official 
File.Station 

PFM 

EXP 

Disposal 
Schedule 

Cutoff at 
close of ea. 
odd-numbered 
FY. Temporary. 
Transfer to 
FRC 4 years 
after cutoff. 
Destroy 20 yrs 
after cutoff. 



MAINTENANCE (MA) (continued) 

Subject Topics 
Official 

File Station 

5. License Applications EXP 
(Includes SPA comments and 
opinions regarding applications 
made to FPC for power companies 
to build lines across Government 
land.) 

6. Inspection of Power System PFI:1 
(Use for material and reports of a 
general nature regarding the in-
spection of the SPA power 
facilities and major mechanical 
features~ particularly with respect 
to structural safety and efficient 
operation and maintenance. For 
inspections limited to a particular 
feature·such as a switching station 
or transmission line, see MA 8 or 9.) 

7. Meter Tes ts 

8. Substations and Switching Stations 
(Use this topic for general material 
concerning maintenance, operation and 
repair of substations and switching 
stations. Papers regarding a specific 
station should be filed in individual 
case folders.) 

8-1. Case Files 
(Create a separate file for each 
station.) 

9. Transmission Lines 
(Use this folder for general 
materials regarding transmission 
lines including conductor and 
support structures, sag and stress 
data, clearances, poles and towers, 
etc. Papers regarding a specific 
line are filed below in the appro­
priate case file.) 

9-1. Case Files 

10. Highway Permits 
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DiS££S!!,~ 
Schedule 

• 
Cutoff at 
close of each 
odd-numbered 
FY. Temporary. 
Transfer to 
FRC 4 years 
after cutoff. 
Destroy 20 yrs 
after cutoff. 

• 

• 



• 

• 

• 

p 

p 

p 

p 

p 

p 

POWER MARKETING (PM) 

Use this outline for correspondence pertaining to power marketing and 
sales including contracting for sales, billing, customer relations, 
rates and repayments. 

Subject Topics 

1. General Policy and Procedures 

2. Laws and Regulations 
(Including authority to 
market power.) 

3. Reports and Statistics 
(General reports which cannot 
be filed in a specific subject 
in this outline. Subdivide by 
name of report as volume 
warrants.) 

3-1. Recurring Reports 

3-2. Special Reports 

3-3. Marketing Statistics 

Official 
File Station 

PM 

PMC 

4. Application for Power PMS 
(Use this topic for general 
material regarding applications.) 

4-1. Applications Case Files 
(Arrange alphabetically by name 
of applicant. Once contract 
negotiations commence, papers 
from this file should be with­
drawn and placed in Power Sales 
Contract Negotiation case files 
maintained separately.) 

5. Complaints - Protests - Inquiries 
(Concerning SPA power marketing 
policies, plans, etc., by non­
customers. If papers become 
voluminous, establish individual 
files. See contract case files 
maintained separately for customer 
complaints.) 
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_Qisposal 
Schedule 

Cutoff at 
close of ea. 
odd-numbered 
FY. Permanent 
all items marked 
"P.n Transfer 
to FARC 4 yrs 
after cutoff. 
Will be offered 
to NARS 20 yrs 
after cutoff. 

Temporary. All 
other record files. 
Transfer to FARC 
4 yrs after cut­
off. Destroy 20 
yrs after cutoff. 



POWER ~lARKETING (PM) (continued) 

Subject Topics 
Official 

File Station 

6. Contract Ad.ministration (Power Sales) PMS 
(Use for material regarding preparation, 
administration and cancellation of 
power sales contracts in general.) 

6-1. Reports 
(Status reports, summaries, etc. 
Subdivide by type if volume 
warrants.) 

6-2. Contract Provisions and Requirements 
(Standard provisions, resale rate 
provisions, wheeling requirements, 
etc. Subdivide if volume warrants.) 

6-3. Contract Preparation - Distribution 

7. Customer Financial Reports 
(Use for general correspondence 
regarding submittal of financial 
and operating reports to SPA by 
public and private utilities. 
File actual reports in 
case file series.) 

8. Customer Relations and Services 

9. Power Billing and Sales 
(Use this topic for general 
correspondence, reports, etc.) 

(Case file power billings 
arranged by customer.) 

9-1. Contract Demands 

10. Rates 

10-1. Reports and Statistics 
(Subdivide by name of report 
if volume warrants.) 

10-2. Rate Curves and Charts 

10-3. Rate Schedules 
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PMC 

Disposal 
Schedule 

• 
Cutoff at 
close of ea. 
odd""."numbered 
FY. ·Temporary. 
Transfer to 
FRC 4 years 
after cutoff. 
Destroy 20 yrs 
after cutoff. 

• 

• 



• 

• 

• 

POWER MARKETING (PM) (continued) 

Subject Topics 

10-4. Rates, Resale. 

10-5. Rates, Wholesale 

10-6. Rates, Standby 

11. Repayment Studies 

11-1. Interest Rates 

78 

Official 
File Station 

PMC 

Disposal 
Schedule 

Cutoff at 
close of ea. 
odd-numbered 
FY. Temporary. 
Transfer to 
FRC 4 years 
after cutoff. 
Destroy 20 yrs 
after cutoff. 



p 

p 

POWER OPERATIONS (PO) • 
Use this outline for correspondence regarding the scheduling and 
dispatching of power and the operation of the power transmission 
system. 

Subject Topics 

1. Policy, Plans and Procedures 
(Use for general material which 
cannot be filed under a more 
specific subject in this outline.) 

2. Reports and Statistics 
(Use this topic for reports of a 
general nature concering operation 
of the power system. Reports 
limited to a specific subject 
should be filed under that appro­
priate subject topic in this 
outline.) 

3. Interconnections and Integration of 
Operations 
(Use for general material regarding 
interconnection of power facilities, 
integration of power operations in­
cluding technical aspects of inter­
change of power between plants, 
pooling of power, wheeling, etc. 
Do not include material regarding 
contracts or agreements.) 

4. Interrupted Service, Outages, Failures 

5. Power Operation - Generation . 
(Use this topic for correspondence 
and other papers regarding system 
operation, instruction, operating 
schedule, reports and logs not 
regarding a specific project.) 

5-1. Case Files 
(Create a separate case file for 
each SPA reservoir project and 
arrange alphabetically. Include 
all general material concerning 
operation/generation at the specific 
project.) 
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Official 
File Station 

PMP 

Disposal. 
Schedule 

Cutoff at 
close of ea •. 
odd-numbered 
FY. Permanent 
all items marked 
"P. 11 Transfer 
to FARC 4 yrs . 
after cutoff. . 
Will be offered 
to NARS 20 yrs 
after cutoff. 

Temporary. 
All other record 
files. Transfer 
to FARC 4 yrs. 
after cutoff. 
Destroy 20 yrs 
after cutoff. 

• 



• 

• 

• 

p 

p 

p 

POWER RESOURCES (PR) 

Use this outline for correspondence relating to the evaluation, control, 
utilization, planning, conservation and development of water and 
power resources including dams, reservoirs, rivers and waterways. 

Official DisPQsal 
Subject Topics File Station Schedule 

1. General Policy and Plans 

2. Reports and Statistics 

3. Conservation 
(Of water and power resources. 
See PR 6 for fish and wildlife 
conservation.) 

4. Cost Allocation 

4-1. Reports and Statistics 
(Subdivide by name of report 
if volume warrants.) 

4-2. Financial Data 
(For general material regarding 
interest rates, expenses, 
depreciation, amortization, 
tables, charts, other data 
regarding cost allocation.) 

4-3. Revenue Estimate 

5. ·Extra High Voltage 
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PMR 

EXP 

PMR 

Cutoff at 
close of ea. 
odd-numbered 
FY. Permanent 
all items 
marked "P." 
Transfer t'o 
FARC 4 yrs 
after cutoff. 
Will be offered 
to NARS 20 yrs 
after cutoff. 



p 

p 

POWER RESOURCES (PR) (continued) 

Subject Topics 

6. Fish and Wildlife 
(Use for fish and wildlife 
conservation and protective 
programs and objectives, 
plans for water supply for 
wildlife areas, cooperative 
studies, etc.) 

6-1. Water Temperature Effects 

7. Floods 

P 7-1. Problems and Losses 

p 

p 

7-2. Prevention and Control 

8. Headwater Benefits 

9. Load Forecasts and Plans 
(Use this topic for material 
which cannot be filed in a 
specific subdivision below.) 

9-1. Load Reports 

9-2. Load Estimates - Short Range 
(Under 2 years.) 

9-3. Load Estimates - Long Range 
(Over 2 years.) 

9-4. Load Curves 
(Subdivide into chronological 
folders as volume warrants.) 

9-5. Load - Resources Analyses 

P 10. Outside Reports and Reviews 
(Includes SPA comments, evaluations, 
reviews of other agency reports and 
studies in the power resources and 
planning field. This file is intended 
mainly for correspondence; do not file 
bulky reports and studies here.) 
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Official 
File Station 

PMR 

Disposal 
Schedule 

Cutoff at 
close of ea. 
odd-numbered 

• 
FY. Permanent 
all items 
marked "P." 
Transfer to 
FARC 4 yrs 
after cutoff. 
will be offered 
to NARS 20 yrs 
after cutoff. 

Temporary, All 
other record 
files. Transfer 
to FARC 4 yrs 
after cutoff. 
Destroy 20 yrs 
after cutoff .• 

• 



• 

• 

• 

p 

p 

p 

p 

p 

p 

POWER RESOURCES (PR) (continued) 

Subject Topics 

10-1. Watershed Work Plan Reviews 

10-2. Water Quality Standard Reviews 

11. Power Generation Research 
(Select needed subtopics as 
shown below or create additional 
ones as needed.) 

11-1. Gas Turbine Power 

11-2. Hydroelectric Power 

11-3. Nuclear Power 

11-4. Other Thermal Power 
(Subdivide by type if volume 
warrants, i.e., electric 
steam, fossil-fuel steam, 
etc.) 

12. Power Planning Studies 
(For general material regarding 
possibility, feasibility, 
financial, etc., studies.) 

13. Pumped Storage 
(Use this topic for general 
material. Subdivide by name 
of individual study or project 
if volume warrants.) 

p 14. Recreation 

15. Reservoir Operations 
(Use this topic for general 
material which cannot be filed 
in a more specific subject below.) 

15-1. Short-range Plans 

15-2. Long-range Plans 

15-3. Seasonal Pool Operation 

82 

Official 
File Station 

PHR 

Dispo.sal 
Schedule 

Cutoff at 
close of ea. 
odd-numbered 
FY. Permanent 
all items 
marked "P. •· 
Transfer to 
FARC 4 yrs 
after cutoff. 
Will be offered 
to NARS 20 yrs 
after cutoff. 

Temporary. All 
other record 
files. Transfer 
to FARC 4 yrs 
after cutoff. 
Destroy 20 yrs 
after cutoff • 



p 

POWER RESOURCES (PR) (continued) 

Subject Tppics 
Official 

File Station 

15-4. Water Supply PHR 
(Use for general material 
regarding supply, forecasts, 
reservoir conditions, etc., 
not relating to specific 
project.) 

15-5. Reservoir Operations Case Files 
(Maintain folder for each 
reservoir project in alpha­
betical sequence. Includes 
papers on reservoir conditions, 
pertinent data, flow data and 
curves, water storage status, 
other hydraulic data. See 
PO 5 for correspondence re­
garding power operation/generation 
schedules and related material.) 

15-6. 30 Day Operational Plan 

16. River Basin Planning Studies 
(Use this subject topic and its 
subdivisions for general material 
concerning river basin planning 
programs. Material regarding a 
specific study is filed in the 
case files maintained apart from 
the subject files. These topics 
are intended mostly for corres­
pondence and not bulky nonrecord 
publications.) 

16-1. Budget and Fiscal Program 

16-2. Guidelines, Instructions, 
Regulations 

16-3. Legislation-Interagency 
Coordination 

17. Streamflow Data 
(For general material regarding 
steamflow and stage, flow 
duration curves, etc.) 

83 

Disposal 
Schedule 

Cutoff at 

• 
close of ea. 
odd-numbered 
FY. ·Permanent 
all items marked 
''P." Transfer 
to FARC 4 yrs 
after cutoff. 
Will be offered 
to NARS 20 yrs 
after cutoff. 

Temporary. All 
other record 
files. Transfer 
to FARC 4 yrs 
after cutoff. 
Destroy 20 yrs 
after cutoff . 

• 

• 



• 

• 

• 

p 

p 

p 

p 

p 

p 

p 

p 

POWER RESOURCES (PR) (continued) 

Subject Topics 

18. Support or Supplemental Energy 

19. Water Pollution 

19-1. Cause and Effects 

19-2. Control and Prevention 

19-3. Water Quality Standards 
(For general material regarding 
this subject, see PR 10-2 for 
SPA review of water quality 
standards studies.) 

20. Air Pollution 

21. Water Resources 

21-1. Planning 

21-2. Project Authorizatiions 
(General) 

22. Navigation 

23. Dams 
(General material regarding the 
subject of dams. Material 
regarding a dam at a specific 
SPA project is filed in 
PR 15-5.) 

24. Environmental Quality 

P 24-1. Reports to Congress 

p 

p 

p 

24-2. Projects and Programs 

24-3. Policies, Standards and 
Procedures 

24-4. Natural or Cultural Resources 
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Official 
File Station 

PHR 

EXP 

PMR 

EXP 

Action Office 

EXP 

PF 

Disposal 
Schedule 

Cutoff at 
close of ea. 
odd-numbered 
FY. Permanent 
all items marked 
"P." Transfer 
to FARC 4 yrs 
after cutoff. 
Will be offered 
to NARS 20 yrs 
after cutoff. 

Temporary. All 
other record 
files. Transfer 
to FARC 4 yrs 
after cutoff. 
Destroy 20 yrs 
after cutoff. 



PROGRA.~ PLANNING AND REVIEW (PPR) • 
Use this outline for correspondence created in offices hav_ing responsibility 
for providing direction of the goals and policies relating to the 
execution of the SPA program and its review and evaluation. 

p 

p 

p 

Subject Topics 

1. Mission - Objectives - Plans 
(Includes long-range plans, 
development of programs in 
accordance with authority 
delegated to SPA, etc.) 

2. Power Policy 

2-1. Department of Interior Policy 

3. Policy and Program Analysis 
(Including the employment of 
analytical techniques and 
studies.) 

4. Reports and Statistics 

4-1. · Regular - Program Accomplishments 
(Recurring reports such as 
progress report, secretary's annual 
report, etc. Subdivide by type 
if volume warrants.) 

p 4-2. Special - Program Accomplishments 
(Nonrecurring program reports 
required by higher authority.) 

4-3. Statistical Tabulations 
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Official 
File Station 

Central File 

Disposal. 
Schectule 

Cutoff at 
close of ea. 
odd-n1.11abered 
FY. Permanent 
all items:-,marked 
"P. 11 Transfer 
to FARC 4 yrs 
after cutoff. 
Will be offered 
to NARS 20 yrs 
after cutoff. 

Temporary. All 
other record files. 
Transfer to FAR.C 
4 yrs after cu 
off. Destroy 
20 yrs after cut­
off; 

• 





• 
APPENDIX 2 

CASE FILE OUTLINES 

Subject 

ADaINISTRATIVE RECORDS 

AUTOMATIC DATA PROCESSING .•.•.•••••••.•••••••••••••. o •• , •• 

BUDGET AND APPROPRIATIONS •••.•••••••••••••••••••••.••••••• 
COMr1ITTEES .. ••• o ••••••••••••••••••••••••••••••••••••••••••• 

ElwIBRGENCY PLANN"ING • ••••••••••••••••••••••••••••••••••••••• 
FINANCIAL MANAGEMENT ••••.•••••••••••.•.•.•••••••.•••••.••• 
INFORMATION AND PUBLIC RELATIONS ••••.•••.•••.•••••••••••.• 
~IEETINGS ••••• ~ ••.•.•••.•.•••.•••••.•.•.•••••••.•.•••••.•.• 
OFFICE SERVICES • •••.•.•••.•.•••••.•.•.•.•.•.•.•.•.•••••.•• 
ORGANIZATION AND ADMINISTRATION .•••••.•.•••••••••.•••••.•• 
P APERWOR..X MANAGEHENT ••••••••••.•••••.•••••••••••••.•••.••• 
PERSONNEL • .................................................. 
PROCUJIBMENT •••••••••••••••••••••••••••••••••••.••••••••••• 
PROPERTY MANAGEMENT ••••••••••.••• , •.•••••••••••••••••••••• 
SAFETY • ••••••••••••••.•••••••••••••••.•• •- ••••••• o ••• ., ••••• 

TRANSPORTATION •.•••••.•• 
TRAVEL., ••••• , ························••11•Cil•····· .. · .. ,,.· .... 
VEHICLES •••••• . . .. . . . . . . . . " ................................. . 

PROGRAM RECORDS 

ENGINEERING-DESIGN •••••••.•••••.•••.•••••••••••••.•••••••• 
INTERAGENCY COOPERATION ••••. ............................... 
LAND •••••• . . . . . . . . . . . . .. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
LEGAL ••••. . . . . . .. . . . . . . . .. . . . . ~ ............................. . 
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• • 

ADMINISTRATIVE CASE FILES 



OFS 

AHC 

ITEM 
NO. TITLE AHO DESCRIPTION OF RECORDS 

A. TABULATING CARDS: 

1. Data - Streamflows; electrical parameters; load data. 
Arranged by reservoir. 
Cutoff when superseded or obsolete. 

2. Program Cards - Arranged by Division program number. 
Arranged by program number and by division. 
Cutoff when obsolete. 

3. Program Output - Hydraulic and Power Planning study 
output. 

Arranged chronologically by study. 
Cutoff when obsolete.· 

4. Data - Inventory update cards. 
Arranged chronologically. 
Cutoff at close of fiscal year. 

5. Data - Payroll update cards. 
Arranged chronologically. 
Cutoff at close of pay year. 

AUTHORIZED DISPOSITION 

Temporary. Destroy when 
superseded or obsolete. 

Temporary. Destroy when 
obsolete. 

Temporary. Destroy when 
superseded or obsolete. 
(typically 1-3 years} 

Temporary. Destroy 1 year 
after cutoff. 

Temporary. Destroy 1 year 
after cutoff, 

B. COMPUTER OPERATING LOGS reflecting history of computer usage. µemporary. Destroy when 
Arranged chronologically. ~ years old. 
Cutoff at close of fiscal year. 

C. PROGRAM CASE FILES including the operating program, program 
development and prograrro:ning techniques. 
:Arranged by Division program number. 
~utoff when obsolete. 

AUTOMATIC DATA PROCESSING - ADP 
87 

• 

~emporary. Destroy when 
pbsolete. 

AUTHORITY 

PART II 



• • • 
OFS ITEM TITLE AND DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION AUTHORITY 

HO. 

Act. D. APPLICATIONS DOCUMENTATION reflecting a general description Temporary. Destroy upon ter-
Off. of the function, use, and methodology of the program. mination of system by either 

Arranged by program. obsolenscence, update, or 
Cutoff upon termination of system. discontinuance . 

.. 

. . 

-
AUTOMATIC DATA PROCESSING - ADP PART II 

88 



OFS 

Ai."1B 

ITEM 
NO. 

A. 

B. 

c. 

D. 

E. 

TITLE AND DESCRIPT10N OF RECORDS AUTHOR I ZED DI SPOS lTI OH 

BUDGET ESTIMATES, prepared and consolidated by the SPA Budget Permanent. Transfer to FARC 
Office, comprising appropriation, language sheets, narrative 3 years after cutoff. Will be 
statements and related schedules and data. offered to NARS 25 years after 
Arranged chronologically. 
Cutoff at close of budget year. 

BUDGET OFFICE CORRESPONDENCE FILES showing agency policy and 
procedures governing budget administration, and reflecting 
policy decisions affecting expenditures for SPA programs. 
Cutoff every 2 years at close of fiscal year. 

BUDGET AND ALLOTMENT WORK PAPERS, cost statements and rough 
data accumulated in preparation of annual budget estimates, 
including duplicates of papers included in official files of 
budget estimates and papers held by operating offices. 

ALLOTMENT CONTROL RECORDS maintained currently in ledger 
form at SPA showing status of obligations and allotments 
under each authorized appropriation. Also includes statement 
of unliquidated obligations. 
Cutoff close of FY. 

DETAILED STATEMENTS OF THE PUBLIC WORKS APPROPRIATION HEAR­
INGS before the House of Representatives and Senate. 
Contains Bills, Acts, Conference Reports of the Public Works 
Appropriation Committee, Budget of the United States Govern­
ment and the President's Budget. 
Arranged chronologically. 
Cutoff end of session of Congress. 

BUDGET AND APPROPRIATIONS - BUD 89 

cutoff. 

Temporary. Transfer to FARC 
3 years after cutoff. Destroy 
10 years after cutoff. 

Temporary. Destroy 1 year 
after close of fiscal year 
covered by budget. 

Temporary. Destroy 10 years 
after cutoff. 

Temporary. 
lete. 

Destroy when obso-

• • 

.AUTHORITY 

PART II 

• 



OFS 

• • 
ITEM 
NO. 

F. 

G. 

H. 

I. 

J. 

TITLE AND DESCRIPTION OF RECORDS 

PUBLIC LAWS appropriating sums of money to carry out the 
functions of the Department of the Interior (Southwestern 
Power Administration). 
Arranged chronologically. 

BUDGET MANAGEMENT REPORT - Computer runs by appropriations 
and organization. It has a breakdown of budgeted amounts, 
obligations incurred, and amount remaining for each branch. 
Filed in chronological order by month. 
Cutoff end of fiscal year. 

ACTIVITY REPORT - Computer runs, by appropriations, activi­
ty, and object code. 
Arranged chronological by month. 
Cutoff end of fiscal year. 

PROJECT REPORT - Computer runs by project and subactivity. 
Filed chronological by month. 
Cutoff end of fiscal year. 

APPORTIONMENT AND REAPPORTIONMENT SCHEDULE, proposing 
quarterly obligations under each authorized appropriation. 
(SF-132 and 1.33) 
Arranged chronologically. 
Cutoff end of fiscal year. 

BUDGET AND APPROPRIATIONS - BUD 90 

AUTHORIZED DISPOSITION 

Temporary. Destroy when 
obsolete. 

Temporary. Destroy 3 years 
after cutoff. 

Temporary. Destroy 3 years 
after cutoff. 

Temporary. Destroy 3 years 
after cutoff. 

Temporary. Destroy 2 years 
after close of fiscal year 
involved. 

• 
AUTHORITY 

PART II 



OFS ITEM TITLE AND DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION AUTHORITY NO. 

SEE: ADMINISTRATIVE RECORDS - SUBJECT FILES I 
No other official files regarding committees are maintained. l 

' 

I 

I 

I 
I 

: 
' ' 
I 
I 

i 

' 

COMMITTEES - COM 91 PART II 

• • 



OFS 

PM 

• • 
ITEM 
NO. 

A. 

B. 

TITLE AND DESCRIPTION OF RECORDS 

EMERGENCY PLANNING CASE FILES accumulated by offices 
responsible for preparation and issuance of plans and 
directives, consisting of a record copy of each plan or 
directive issued, with related background papers. 
Arranged by plan or directive. 
Cutoff when superseded or obsolete. 

REPORTS OF OPERATION TESTS, consisting of consoUdated or 
comprehensive reports reflecting agency-wide results of 
tests conducted under emergency plans. Other material 
regarding operation tests is maintained in appropr'iate 
subject files. 
Arranged by test. 
Cutoff after completion of test. 

EMERGENCY PLANNING - EP 92 

AUTHORIZED DISPOSITION 

Temporary. 
Destroy when superseded. 

Temporary. Destroy when 
obsolete. 

• 
AUTHORITY 

PART II 



OFS 

ANF­
C 

ITEM 
NO. 

A. 

TITLE AND DESCRIPTION OF RECORDS 

GENERAL ACCOUNTING OFFICE SITE AUDIT RECORDS comprising the 
following: 

1. Disbursement Vouchers including payroll, travel, trans­
portation, and land. Attached to the original vouchers 
for material and services are original invoices (or 
certified Periodical Estimates in the case of construc­
tion contracts), original signed copies of receiving 
reports, purchase orders, copies of prepaid freight 
bills and related correspondence. A coding sheet show­
ing detailed distribution of charges is attached to all 
vouchers except payroll. 

2. 

Arranged by Bureau voucher number. 
Cutoff each fiscal year. 

Accounts Current including SF-224, Statement of Trans­
actions (Classified according to Appropriations, Fund 
and Receipt Account), prepared monthly. This statement 
is supported by processed copies of SF-1166, Voucher and 
Schedule of Payments and SF-1081, Voucher and Schedule 
of Withdrawals and Credits, covering disbursements made 
during the month, and by SF-219, Certificate of Deposits 
(signed by authorized officials of the Federal Deposi­
tories in which funds are deposited) with SPA-480, 
Summary of Collections and copies of power invoices and 
other collection documents attached covering deposit of 
money received during the month, and processed copies of 
SF-1081, Voucher and Schedule of Withdrawals and Credits 
and SF-1098, Schedule of Cancelled Checks. 
Arranged by month. 
Cutoff at close of fiscal year. 

FINANCIAL MANAGEMENT - FIN 93 

• • 

AUTHORIZED DISPOSITION 

Temporary. Transfer to FARC in 
FY blocks as Records Group 217, 
retaining at least one full FY 
after cutoff. 

1. Records created prior to 
7-2-75, destroy after 10 years, 
3 months. 
2. Records created on or after 
7-2-75, destroy after 6 years, 
3 months. 

AUTHORITY 

PART II 

• 



• • 
OFS 

AHF-

ITEM 
NO. 

C A. 

Ai'l:F­
R&R 

AMF­
R&R B. 

A.lvfF- C. 
C 

TITLE AND DESCRIPTION OF RECORDS 

GENERAL ACCOUNTING OFFICE SITE AUDIT RECORDS (Continued) 

3. 

4. 

Applications for Travel Advance including Applications 
and Account for Advance of Funds (SF-1038) used as 
accountability record for travel advances. 
Arranged alphabetically by name of employee. 
Cutoff when advance is liquidated. 

Labor Cost and Equipment Use Distribution include 
hourly reports of all labor transactions showing hours 
worked, amount, organization and account charged; and 
reports of all equipment use transactions, showing 
number of miles traveled, equipment identification num­
ber, distribution of charges to proper account, and 
stock issued. 
Filed by month. 
Cutoff at end of fiscal year. 

JOURNAL VOUCHERS include monthly Registers of Transactions 
showing debit and credit entries and reflecting the detail 
costs and revenues, Adjustment, Voucher and Schedule of 
Payments, Voucher and Schedule of Withdrawals and Credits, 
and other supporting documents. These vouchers summarize 
certain transactions for posting to the General Ledger and 
show in detail the amounts to be posted to cost accounts. 
They are supported by the necessary documents, explanations, 
etc., to authenticate the transactions. 
Filed by month. 
Cutoff at end of fiscal year. 

TRANSMITTAL FOR TR..ti.NSPORTATION SCHEDULES (SF-1171). 
Arranged chronologically by fiscal year. 

,::-==-...;;===t=C=u=t=o=.J:;;;_J=·--;;::;a:::t:::.:: en~ of__f.;!,.scal,_year ._ 
. FINANCIAL MANAGEMENT - FIN 94 

AUTHORIZED DISPOSITION 

Temporary. Transfer to FARC 
in FY blocks as Records Group 
217, retaining at least one 
full FY after cutoff. 

1. Records created prior to 
7-2-75, destroy after 10 years 
3 months. 
2. Records created on or afte1 
7-2-75, destroy after 6 years, 
3 months. 

-Temporary. Transfer to FARC 
in FY blocks, 10 years after 
cutoff. Destroy 50 years 
after cutoff. 

Temporary. Destroy 3 years 
after period covered. 

• 
AUTHORITY 

PART II 



OFS ITEM 
NO. 

ANG- D. 
s 

AMF- E. 
R&R 

A..¾F- F. 
R&R 

AMF­
R&R 

TITLE AND DESCRIPTION OF RECORDS 

TRANSPORTATION REQUEST ACCOUNTABILITY RECORDS. 
Listed in numerical order. 

GENERAL LEDGERS. The general ledger accounts disclose the 
financial condition of the SPA by showing its assets and 
other debits, and total liabilities, retained earnings, (or 
deficits), and other credits; and also present for each 
month, quarter, or year the total operating revenues and 
expenses, the other income, and income deductions concerning 
the accounting period. The accounts serve as controls for 
the various construction and other work order accounts, 
operating revenue and operating expense accounts, clearing 
accounts, allotment and trust accounts, etc. 

SUBSIDIARY LEDGERS comprising the following 

1. Operating and Maintenance Expense Accounts. Media for 
recording all operating and maintenance expenses of SPA. 
These accounts fall on the pattern of the FPC Uniform 
System of Accounts and are designed to show in detail 
the operating results for an accounting period. 

2. 

Arranged numerically by account number. 
Cutoff each FY. 

Accounts Receivable Detail, a continuing detail reflect­
ing all charges and payments of customers for power 
sales, and other receivables. Arranged by categories 
of Customers, Reimbursable to appropriation, Non­
reimbursable to appropriation, and travel advances, and 
numerical with each category. 
Cutoff when all charges and payments are cleared. 

AUTHORIZED D!SPOSIT!ON 

Temporary. Destroy 1 year 
after all entries on the 
records are cleared. 

Temporary. Destroy 50 years 
after close of FY involved. 
Transfer to FARC in FY blocks, 
retaining at least one full FY 
after cutoff. 

Temporary. Destroy 50 years 
after close of FY involved. 
Transfer to FARC in FY blocks, 
retaining at least one full FY 
after cutoff. 

AUTHORITY 

t==:±:==±==========-:=-.c-::. ================•:::,c··====1===============::±::======= 
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OFS ITEM 
NO. 

F. 

• • 
TITLE AND DESCRIPTION OF RECORDS 

SUBSIDIARY LEDGERS (Continued) 

3. Warehouse Account Ledger, containing sheets for each of 
SPA's four warehouses reflecting all receipts and issues 
Each of these warehouse ledgers is the control account 
reflecting total dollar value of each warehouse location 
as shown by the detail kept on the computer. 
Arranged by warehouse location. 
Cutoff each fiscal year. 

4. Stores Expense. Media for collecting all costs relating 
to the operation of all SPA's warehouses, together with 
all credits or distribution therefrom. 
Cutoff each fiscal year. 

5. Clearing Accounts~ accounts designed to collect charges 
not readily assignable to specific functions and to dis­
tribute the charges equitably to the accounts and work 
orders benefited by the activity reflected therein. 
Periodic distributions are made to the benefited 
accounts and work orders to clear these accounts. 

a. Transportation Expenses - Clearing. This account 
includes the cost of labor and of supplies used 
and expenses incurred in the operation and main­
tenance of general transportation equipment owned 
by SPA. 

b. 

Filed numerically by vehicle number. 
Cutoff each fiscal year. 

Vehicle Expense Ledger, subsidiary to Transporta­
tion Expense. 
Arranged numerically by vehicle number. 
Cutoff each fiscal year . 

AUTHORIZED DISPOSITION 

Temporary. Destroy 50 years 
after close of fiscal year 
involved. Transfer to FARC 
in FY blocks, retaining at 
least one full fiscal year 
after cutoff. 

• 
AUTHORITY 

. ·==========·=-==================1=========~=--==-=======~ 
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OFS 

AMF­
R&R 

ITEM 
NO. 

F. 

TITLE AND DESCRIPTION OF RECORDS 

SUBSIDIARY LEDGERS (Continued) 

c. Undistributed Transmission Line Expenses. This 
account collects cost of standby labor, cost of 
small tools, maintenance of tools and equipment 
(Other than transportation equipment) when used in 
transmission line operation or maintenance, and 
similar general costs which cannot be identified 
with specific transmission lines. 
Arranged by month. 
Cutoff with clearing at close of fiscal year. 

d. Undistributed Substation Expenses. This account 
collects cost of standby labor, cost-of maintenance 
of tools and equipment (other than transportation 
equipment) when used in the operation and mainte­
nance of substations and similar general expenses 
which cannot be identified with specific sub­
stations. 
Arranged by month. 
Cutoff with clearing at close of fiscal year. 

e. Payroll - Clearing. Account to collect and accrue 
unpaid payroll charges at the end of each month. 
Arranged by month. 
Cutoff at close of fiscal year. 

f. Accounts Payable - Clearing.· Account to collect 
and accrue unpaid charges (other than payroll) at 
the end of each month. 
Arranged by month. 
Cutoff at close of fiscal year~ 

FINANCIAL MANAGEMENT - FIN 97 

• • 

AUTHORIZED DISPOSITION 

Temporary. Destroy 50 years 
after close of FY involved. 
Transfer to FARC in FY blocks, 
retaining at least one full FY 
after cutoff. 

AUTHORITY 

PART II 

• 



IFS 

MF­
&R 

ITEM 
HO. 

F. 

• • 
TITLE AND DESCRIPTION OF RECORDS 

SUBSIDIARY LEDGERS (Continued) 

g. Operating Revenue Detail Accounts, set up to collect 
SPA's operating revenue by class of customer -
coops, municipalities, private utilities, govern-
ment agencies. ' 
Arranged numerically by account number. 
Cutoff at close of each fiscal year. 

h. Accrued Expenditure Register. A form des.igned to 
record liabilities as they accrue. Through this 
register, values of goods, services and property 
are recorded and the actual liability is entered in 
the accounts. From this register classifications 
are made for posting to the General Ledger accounts. 
Arranged monthly by page number. 
Cutoff at close of fiscal year. 

i. Cash Disbursements Register. A form designed to 
record all disbursements of funds. The total of 
each disbursement voucher is shown and the columns 
provide summary data for posting to General Ledger 
accounts. 
Arranged by month and page number. 
Cutoff at close of fiscal year. 

FINANCIAL MANAGEMENT - FIN 98 

AUTHORIZED DISPOSITION 

Temporary. Destroy 50 years 
after close of FY involved. 
Transfer to FARC in FY blocks, 
retaining at least one full 
fiscal year after cutoff. 

• 
AUTHORITY 

PART II 



ors ITEM 
HO. 

A}IF- F. 
R&R 

NF-, 
lant 

cctsj 

TI iLE AND DESCR I PT I CN GF RECORDS AUTKO~IZED DISPOSITION 

SUBSIDIARY LEDGERS (contd) Temporary. Destroy 50 years 
after close of fiscal year 
involved, Transfer to FARC in 
:Ln FY blocks> retaining at 
least one full FY after cutoff. 

6. 

j. Cash Receipts Re3istcr. A form <les:i.gned to 
record all cash received by SPA with p;:oper 
identification as to source~ availability for 
disbursmnent, and the credited accounts. 
Summary figures are posted to.General Ledger 
accounts, 
Arranged by month and page number. 
Cutoff at end of cal year. 

k. Accounts Receivable Register. A for1:1 des igr~ed 
to record bills issued on an accrual basis for 
services rendered or ot~er types of sales or 
income. Summary postings are made monthly to 
General Ledger. 
Arranged by month and page nurnber. 
Cutoff at close of fiscal year. 

11
A

11 
· (addition) Work Orders. Media by which SPA 

records all construction of electric plants. These 
ledgers are kept so that the nature of each addition 
to electric plant is sho,;m, together with the total 
cost thereof and the reference to indicate the 
electric plant account or accounts to which it will I 
be charged. These are "continuing" type ledgers an<l ·· 
are filed in the completed work order file upon 
trans to the appropriate electric plant accounts. 
Arranged nw,1e:-ically, by work order number. 
Cutoff wl~n work order is completed, 

FINA.'iCIAL ~·1AllAGEtIENT - FIN 99 

• • 

l AUTHORITY 

I 
I 

------J. 
l>ART lI 

• 



• • 
OFS 

ANF­
Plt 
Acct 

ITEM xn. 
F. 

A..\fF- G. 
R&R 

TITLE AND DESCR I PT I Oll OF RECORDS 

Su13S1DIARY LEDGERS (contd) 

7. 11 R0 (Ret:irerr,ent) Work Orders. Hedia by which SPA 
records all retireraents of electric plant. These 
ledgers are kept so that the nature of each retire­
ment of electric· plant is shown, together with the 
total cost thereof and the reference to indicate the 
electric plant account as 11continuing" type ledgers 
and the!. completed work order is filed upon transfer 
from the o;-Jpropriatc electric plant account. 
Arranged numerically by work order number. 
Cutoff when work order is completed. 

POSTING MEDIA FOR REGISTERS AND LEDGERS 

1. Power Invoices - copies on which the proper accounts 
to be charged are shown. 
Arranged monthly by invoice number. 
Cutoff at close of each fiscal year. 

2. Cash Disbursement Register Slips. Media for indi­
cating proper coding of all disbursement vouchers. 
Arranged monthly by voucher number. 
Cutoff at close of fiscal year. 

3. Su,.<l.l1lary of Collections. Media for indicating proper 
coding of all collections. 
Arrange monthly by number. 
Cutoff at close of each quarter. 

l'IN.i\NCIAL HA .. ~J\GEHENT - FIN 100 

AUTHORIZED DISPOSITION 

Temporary. Destroy 50 years 
after close of FY involved. 
Transfer to FARC in FY blocks, 
retaining at least one full 
FY after cutoff. 

Temporary. Destroy upon 
cutoff. 

Temporary. Destroy upon 
cutoff. 

Temporary. Destroy upon 
cutoff. 

• 
AUTHORITY 



OFS !'TF.M 
NO • 

.AHF-
R&R G. 

H. 

' 

TITLE AND DESCR!PTIOH OF RECORDS 

POSTING MEDIA FOR REGISTERS AND LEDGERS (contd) 

4. Voucher Schedule of Withdrawals end Credits. Hedia 
for indicating proper coding of all. SF-1081 's. 
Arranged monthly by number. 
Cutoff at close of each quarter. 

5. Schedule of Canceled Checks. Media for indicating 
proper coding of all canceled checks. 
Arranged monthly by number. 
Cutoff at close of each quarter. 

RECONCILIATIONS 

1. Revenue with Branch of Customer Services, A recon­
ciliation of general ledger financial figures with 
figures taken from power. invoices. 
Arranged chronologically by fiscal year. 
Cutoff at close of fiscal year. 

2. Purchased Power with Branch of Customer Service, A 
reconciliation of general ledger financial figures 
with figures taken from power invoices. 
Arranged chronologically by fiscal year. 
Cutoff at close of fiscal year. 

3. Service Charges with Branch of Customer Service. A 
reconciliation of general ledger financial figures 
taken from power invoices. 
Ar:.anged chronologicaHy by fiscal year. 
Cutoff at close of fiscal year. 

I I • 
~-.·-- ____ _! ______ ·--·-- ·--·····:c_-c.~-'"'··;;.;.,:·;.;····:::.:.•·;.;.···..;.;;;;.::=== 

FIN,.\i.~CIAL MANAGEl·lENT - FIN 101 

AUTHORIZED DISPOSITION 

Temporary. Destroy upon 
cutoff. 

Temporary. Destroy upon 
cutoff. 

Temporary. Destroy 50 years 
after close of fiscal year 
involved. Trans to FARC 
in FY blocks, retaining at 
least one full FY after cutoff. 

· AUTHORITY 

PART II 
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OFS 

1\r'ff­

R&R 

• • 
ITEM 
l!O. 

H. 

TITLE AND DESCRIPTIOtl OF RECORDS 

RECONCILIATIONS. (contd) 

4. Tax, Bond and Retirement Deductions. A reconcil­
iation of general ledger financial figures with the 
payroll control register. 
Arranged chronologically by quarter. 
Cutoff at close of fiscal year. 

5. Cash Disbursement Register with Allotment Ledger. 
A reconciliation of cash disbursements monthly 
shown by the cash disbursements register and the 
expended appropriations as shown by the allotment 
ledger summary. 
Arranged chronologically by month. 
Cutoff at close of fiscal year. 

6. Accrued Expenditure Register with Cash Disbursement 
Register. A reconciliation of the Accrued Expendi­
ture Register summary of expenditures and the Cash 
Disbursement Register summary of cash disbursements. 
Arranged chronologically by month. 
Cutoff at close of fiscal year. 

7. Trial Balance of Operating and Maintenance Expenses. 
A listing of the balances in the Operating and 
Maintenance expense accounts to document the monthly 
balancing to the general ledger control account and 
to be used in preparation of portions of the SPA 
financial statements. 
Arranged chronologically by month. 
Cutoff at close of fiscal year. 

FINANCIAL MANAGEMENT - FIN 102 

AUTHORIZED DISPOSITION 

Temporary. 
Destroy 50 years after close 
of fiseal yeGr involved. 
Transfer to FARC in FY blocks, 
retaining at least one full 
fiscal year after cutoff. 

• 
AUTHORITY 

PART II 



OFS ITEM 
NO. 

\MF- H. 
R&R 

Ai'1F- I. 
C 

TITLE AND DESCR!PilOH OF RECORDS 

Reconciliations (Continued) 

8. Unappropriated Receipts Trial Balance Undisbursed 
Appropriation Account. A reconciliation of SPA's general 
ledger balances of receipt accounts, appropriations and 
other fund accounts with the Treasury balances on the 
same accounts. 
Arranged chronologically by month. 
Cutoff at close of fiscal year. 

9. Reconciliation of Statement of Transactions. A recon­
ciliation of the general ledger account balances with 
those shown on the monthly statement of transactions sent 
to the Disbursing Officer. 
Arranged by appropriation receipt and deposit fund 
account monthly. 
Cutoff at close of fiscal year. 

10. Balance of Accounts Receivable and Revenue Accounts. A 
listing of the balances in the accounts receivable and 
revenue accounts to document the monthly balancing to 
the general ledger control accounts. To be used in aging 
the accounts receivable and for preparing a portion of 
the SPA financial statements. 
Arranged chronologically by month. 
Cutoff at close of fiscal year. 

i AUTHORIZED DISFOS;TION 

Temporary. Destroy 50 years 
after close of FY involved. 
Transfer to FARC in FY blocks, l 
retaining at least one full 
fiscal year after cutoff. 

PAYMENT RECORDS containing copies of invo:Lces showing voucher Temporary. Destroy 3 years 
numbers on which paid. Filed alphabetically in Certification after cutoff. 
by vendor and used in connection with payment inquiries. 
Cutoff at close of fiscal year. 

AUT~:0° I TY 
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• • 
OFS 

i\NF­
R&R 

ITEM 
HO, 

J. 

A.lvfF - K • 
C 

PMR 

AMF- L. 
Plnt 
Acct 

::1. 

Mff-
Plnt 
Acct 

TITLE AND OESCR I PT I ON OF RECORDS 

SUMMARY FINANCIAL, OPERATING, Ai'JD STATISTICAL REPORTS, such 
as Annual Reports to FPC (FPC Form 1), Quarterly Operating 
Statements, SF-220, Statement of Financial Condition, SF-221, 
Statement of Income and Expenses and Changes in Accumulated 
Net Income or Deficit, SF-222, Statement of Sources and 
Application of Funds, submitted to the Secretary of the 
Interior, Department of r;he Treasury, FPC and others. These 
reports provide a summary documentation of agency operations. 
Arranged chronologically by fiscal year. 
Cutoff at close of fiscal year. 

POWER INVOICES 
1. Official copies filed in the Branch of Finance and 

Accounts, and become a part of a Bureau Voucher or 
Accounts Current file. 

2. 

3. 

4. 

Copy to Certification filed by customer by fiscal year. 
Cutoff at end of fiscal year. 

Power Resource copy used in load growth studies. 
Cutoff at end of fiscal year. 

All other copies 

WORK ORDER REGISTERS used to control issuance of work order 
numbers. Maintained by Plant Accounts. 

WORK ORDERS (SPA-85) AND RELATED MATERIAL. 
Arranged by work order number. 
Cutoff when work orde-r is closed. 

1. Originals maintained in Plant Accounts for accounting 
charge and cost date purposes. 

AUTHORIZED DISPOSITION 

Permanent. Retire to FARC 
after 15 years. Of fer to N.ARS 
when 50 years old. 
Temporary. Nonrecord copies. 
Destroy when no longer needed 
for reference. 

Temporary. Destroy 3 years 
after cutoff. 

Temporary. Destroy 10 years 
after cutoff. 

Temporary. Destroy when 3 mos. 
old. 
Temporary. Destroy when obso-
lete. 

Temporary. Destroy w·hen no 
loo~~r needed for reference. 

AIJTHORITY 

- =========-::===="===--===:=====-=--=-=-=-=-===-=-=== ==i===::i.:=--=======-=·=--,=- - - - -
FINANCIAL HANAGEMENT - FIN 104 PART II 



OFS I 
l 

:FE 

PFH 

AJ:,1F-
Plnt 
Acct 

ITEM 
NO. 

N. 

TITLE AND DESCRIPTION OF RECORDS 

2. Copies maintained by Brnnch of Engineering. 

3. Copies maintained by Branch of Maintenance. 

4. All other copies. 

GENERAL PLANT RETIREMENT WORK ORDER NOTICES, covering retire 
ments from permanent work orders. 
1. Plant Account Copies. Arranged chronologically by 

number by FY. 
Cutoff when all equipment is disposed of. 

AUTHOR l ZED O I SPOS !Tl Ofl 

Tcmpornry. Destroy 10 years 
after .FY in which work order 
closed. 
Temporary. Destroy 1 year 
after FY in which work order 
closed. 
Temporary. Destroy when work 
order is completed. 

Temporary. Destroy 6 months 
after cutoff. 

Ai.'1G- 2. Property copies. Arranged chronologically by number by Temporary. Destroy two years 
p FY. after cutoff. 

I 0. ! 

Cut off end of FY. 

RETIREMENT WORK ORDERS (SPA-88) used to remove installed 
units of property from plant in service. 
Arranged by retirement work order number. 
Cutoff when retirement work order is closed. 

IAflF- 1. Originals maintained in Plant Accounts for accounting 
charge and cost data purposes, !Plnt 

iAcct 
IPFE 2. Copies maintained by Branch of Engineering. 
I 

I 
PFM 3. Copies maintained by Branch of Maintenance. 

4. All other copies. 

• INANCIAL .MANAGEMENT - FIN 

Temporary. Destroy when no 
longer needed for reference. 

Temporary. Destroy 10 years 
after fY in which work o:i;der 
closed. 
Temporary. Destroy 1 year 
after IcY in which work order 
closed. 
Temporary. Destroy when work 
order is completed . 

AUTHORITY 



OFS ITEM 
NO. 

AMF- P. 
Plnt 
Acct 

• • 
TITLE AND DESCRIPTJOH OF RECORDS AUTHORIZED DISPOSITION 

PLANT ACCOUNT LEDGER consisting of the following: 

1. 

2. 

3. 

4. 

Electric Plant in Service'Accounts - Subsidiary to the Perraaaeat, Hill ~e effeFecl to 
General Ledger Account 101 showing cost of fixed assets NAP:S 10 year!'j;;:...@.~toH. 
(real property and related personal property) of the SPP ~.p.,,.. /,A./11,~c"f..,...,v~<} 6 tf!-tt,i,4 
by FPC account numbers. ~ CM-- . • 
Cutoff when all plant is retired. 

Electric Plant in Service Account - Individual units of 
Property. This subsidiary ledger is the Electric Plant 
in Service investment of the SPA broken down by locatior 
symbols and each location by individual units of prop­
erty (real property and related personal property). 
Cutoff when all plant is retired. 

Accumulated Provision for Depreciation Reserve of 
Electric Plant in Service and Accumulated Provision for 
Amortization of Electric Plant in Service. Filed by 
PFC plant account, and showing original cost of plant 
retired, cost of removal, salvage, depreciation accrued, 
and net balance in the reserve. 
Cutoff when all plant is retired. 

Construction Work in Progress (A/C 107), Completed 
Construction - Not Classified (A/C 106), Electric Plant 
in Service (A/C 101), and totals investment ledger. 
Subsidiary ledger to the General Ledger accounts 107, 
106, and 101. This ledger shows the total investment at 
each location owned and operated by the SPA. 
Cutoff when all plant is retired. 

PerraaReB.t. Hill :Se of.:lfored t-& 
NA~S 10 yeeF~ afte~ e~. 

Perf!'laHe?.t, Will SQ of hred-:t.g. 
~ARS 10 years aftoP e~coff, 

1-t n .ll 

J?orraaaent, Will be ofi;e~t-G­
NARS 10 yearo after e~toff. 

f\ \\ " 
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• 
Aun;ORITY 

PART II 



ITEM 
::o . TITLE AHD DESCRIPTION OF REC.OROS AUTHORIZED DiSPOSITION AUTnC:ZITY 

......_.,_~---l---------------------------------1----------------+---------l 
A.NF- Q. 
Pay.· 

PAYROLL RECORDS consisting of the followir' .. g: 

1. 

2. 

3. 

a. 

b. 

Pay records (computer printouts) showing indlvidual 
earnings, deductions, etc. 
Arranged alphabetically by name. 
Cutoff at close of payroll year. 

Payroll Computation Report (printout) showing 
recap of individual pay records. 
Arranged alphabetically by name, by pay period. 
Cutoff at close of payroll year. 

Time and Attendance Reports (SPA-627) for each office 
per pay period. 
Arranged chronologically. 
Cutoff at close of ~ayroll year. 

Bond Authorization Cards. 
Arranged alphabetically by name of employee. 
Cutoff when superseded by new card or employee is 
separated. 

4. Health Insurance Files. 

: 

Temporary. Transfer to FARC 
in BY blocks, retaining at 
least one full FY after cutoff 

Temporary. Destroy one year 
after cutoff. 

Temporary. Payroll copy -
destroy after audit or when 3 
years old, whichever is ear­
lier. All other copies -
destroy 6 months after end of 
pay period. 
Temporary. 
off.· 

Destroy upon cut-

a. Health Benefits Registration & Notice of Change in f Temporary. Destroy 3 years 

b. 

Enrollment Status forms, signed originals. after cutoff. 
Arranged alphabetically. 
Cutoff after separation of employee. 

Transmittal & Summary Report to Carrier, showing 
number of employees covered, added, dropped, and 
other adjustments. 
Arranged chronologically. 
Cutoff nt close of payroll year. 

Temporary. Destroy 3 years 
after cutoff. 

l=:.=::±::==±===================-==--============-=-===========-====-===========::l 
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OFS 

1\NF­
Pay. 

ITEM 
HO. 

• • 
TITLE AND DESCRIPTION OF RECORDS 

Q. PAYROLL RECORDS (contd) 

5. Retirement Cards, SF-2806, Employee Individual 
Employment Card, showing fiscal and service history. 
Arranged alphabetically by employee name. 

6. 

Cutoff when employee is separated or retired. 

Leave Has ter List. Machine listings prepared for each 
pay period, showing cumulative totals of earned leave, 
leave taken, and balance available. 
Arranged alphabetically by pay period. 
Cutoff at end of leave year. 

7. Applications for Leave, and supporting papers. 
Arranged alphabetically by name of employee by le,:we 
year. 
Cutoff at close of leave year. 

8. Withholding Tax Exemption Certificate (W-(f 's). 
Arranged alphabetically by munc of employee. 
Cutoff when superseded or employee is separated. 

FINANCIAL Mtu'!AGEMENT - FIN 108 

AUTHORIZED DISPOSITION 

Temporary. Forward to Civil 
Service Commission when em­
ployee is separated or trans­
ferred outside Department of 
the Interior. Forward to DI 
e,.~ploying agency if employee 
transfers within the DI. 

Temporary. List showing final 
accumulated leave on separation 
of employee: Dcstrov 10 years 
after cutoff. All "other fiscal 
copies: Destroy 3 years after 
cutoff. Other copies: Destroy 
3 mos. after end of period 
covered. 

Temporary. Applications for 
Leave taken i1mnediately prior 
to separation: Destroy 10 yrs 
after cutoff. All other: De­
stroy 1 year after cutoff. 

Temporary. Destroy 3 years 
after superseded or obsolete. 

• 
AUTliORITY 

PART II 



r I 
ITEM ! OFS l 

\ :\O. 
i 

A.Hf-
Pay. Q. 

TITLE AND DESCR I PT I 0!{ OF RECO~OS 

PAYROLL RECORDS (contd) 

9. Tax Withholding Statements such as W-2 's showing 
annual earnings and ta;{es withheld. 
Arranged by organization code, then alphabetically. 
Cutoff at close of payroll year. 

10. Notifications of Personnel Actions and Other Payroll 
Change Slips, exclusive of those in personnel files. 
Arranged by pay periods. 
Cutoff after close of pay year. 

11. Record of Leave Data, SF-1150 
Arranged chronologically. 
Cutoff at end of .leave year. 

12. Authorization for Overtime/Holiday Work and Compen­
sation, SPA-125. 

13. 

Arranged chronologically by pay period. 
Cutoff at end of payroll year. 

Reports to Civil Service Commission regarding with­
holdings for contributions for health insurance, life 
insurance, and CS retirement. 
Arranged ~y pay periods. 
Cutoff at end of payroll year. 

FINANCIAL MANAGEMENT - FIN 109 

AUTHORIZED OISPOStT!ON 

Temporary. Destroy 3 years 
after cutoff. 

Temporary. Pay or fiscal copy: 
Destroy 3 years after cutoff. 
Other copies: Destroy one year 
after cutoff. 

Temporary. Destroy 3 years 
after cutoff. 

Temporary. Pay copy: Destroy 
3 years after cutoff. 
Other copies: Destroy 1 year 
·after cutoff. 

Temporary. Destroy 3 years 
after cutoff. 

AUTHORITY 
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OFS 

ANF-

• 
ITEM 
HO. 

• 
TITLE AND DESCRIPTIOH OF RECORDS 

Pay. Q. PAYROLL RECORDS (contd) 

14. Dispatcher's Work Schedules, prepared each pay period 
at each field dispatching office, showing schedule of 
work for each dispatcher, by day and shift, including 
regular overtir.1e. These schedules are backup for the 
T&A reports. 
Arranged chronologically. 
Cutoff at close of payroll year. 

AUTHORIZED DISPOSITION 

Temporary. Payroll copy: 
Destroy 3 years after cutoff. 
Other copies: Destroy 6 mos, 
pfter end of pay period. 

A1:1F-C R. COHPTROLLER GENERAL DECISIONS used in research and references rremporary. Destroy when 
to precedent cases. ~uperseded or obsolete. 
Bound volumes arranged by volume number. Unbound copies of 

! decisions arranged chronologically in binders. 

S. TAX EXEMPTION CERTIFICATES SF-1094, and related papers, 
Arranged numerico.lly. 
Cutoff when book is exhausted. 

'-lMF-C T. DAILY ABSTRACT OF REMITTANCES, SPA-202, record of valuable 
\HG-S enclosures received through mail (checks, cash, etc,) 

!Arranged chronologically. 

AMF- U. 
R&R 

Cutoff at end of fiscal year. 

,WRK PAPERS used for preparation of annual statements (FPC 
:Form 1, SPA Annual Report, etc.) Contain trial balances 
produced from the General Ledger, balance sheets, profit 
pnd loss statements, etc. 
\rranged chronologically by month, 
~utoff end of FY. 

remporary, Destroy 3 yrs.after 
period covered by related accoun,..., 

~emporary, Destroy 3 years 

~

fter date of document for 
ollector 's copy (original). 
ail room receipted copy: 

Destroy 1 year after cutoff. 

femporary. DestroylO years 
.i[ter cutoff. 

• 
AUTHORITY 
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OFS 

EXP 

ITEM I 
KO. 

A. 

TITLE AHD DESCRIPTION CF RECORDS 

MASTER SET OF FORMAL INFORMATIONAL RELEASES A.i'!D PUBLICATIONS, 
such as press releases, press conference transcripts, 
official speeches, publicity brochures and pamphlets, etc. 
Arranged as appropriate. 
Cutoff when superseded or obsolete or after 2 years, which­
ever is sooner, and move to inactive files. 

B. AUDIOVISUAL PROMOTIONAL MATERIAL. 

1. Still pie tu res, n1ot ion pie tu res, sound and video 
recordings used in informational and public relations 
activities of SPA. 

a. Still pictures - the original negative and a cap­
tioned print for each black and white photograph 
and the original color transparency or color nega­
tive, a captioned print, and an internegative (if 
one exists) fot each color photograph. 

b. Other still pictorial records such as posters, 
original artwork, slide sets, and filmstrips - the 
original and a reference print of each item. 

c. Motion pictures - the original negative or color 
original plus optical sound track, an intermediate 
master positive and duplicate negative plus optical 
sound track, and a sound projection print of each 
motion picture. 

d. Video recordings - the original or the earliest 
generation of each recording or a kincscope of the 
recording. 

AND PUBLIC RELATIONS - IPR 

AUTHORIZED DISPOSITION 

Permanent. Transfer inactive 
file to FARC 4 years af tcr cut­
off. Will be offered to NARS 
after cutoff. 

Permanent. Offer to NARS upon 
cutoff. 

AUTiiORITY 

PART II 

• 



OFS 

EXP 

• • 
IT£1.i 
HO. 

B. 
1. e. 

TITLE AND DESCRIPTION OF RECORDS 

Sound recordings - the master tape, matrix or 
stamper, and one disc· pressing for each conven­
tional mass - produced multiple copy disc record­
ing and the original tape for each magnetic audio 

·tape recording. 

f. Finding aids and production documentation - exist­
ing finding aids such as data sheets, shot lists, 
catalogs, indexes, and other textual documentation 
necessary for the proper identification, retrieval, 
and use of the above audiovisual records as well as 
production case files or similar files which 
include copies of production contracts, scripts, 
transcripts, or other documentation bearing on the 
origin, acquisition, release or ownership of the 
audiovisual production. 

Arranged by type of material 
Cutoff when obsolete or after 5 years, whichever occurs 
first. 

2. Additional duplicate prints or recordings of items 
identified in (1). 

• 
AUTHORIZED DISPOSITION AUTHORITY 

Destroy upon cutoff. 

t==::i===±==:-...::====-~======-:-:::...-:::==--==-=· =·=·=··"·= ====-=--===:-=!. =============:±::-===-=== 
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OFS ITEM TITLE AND DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION AUTHORITY NO. 

SEE: ADMINISTRATIVE RECORDS - . SUBJECT FILES 

Material regarding meetings is maintained in the subject 
files. 

I 
I 
I 

I 

; 

i 

MEETINGS - MET 113 PART II 
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OFS ITEM 
NO. 

• • 
TITLE AND DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION 

AMG- A. 
s 

MESSENGER SERVICE RECORDS including daily logs, assignment. Temporary. Destroy when 2 
records and instructions, dispatch records, delivery receipts, months old. 

B. 

c. 

route schedules and related and similar records. 
Arranged as appropriate. 
Cutoff monthly. 

POSTAL RECORDS consisting of Post Office forms and supporting 
papers such as receipts for registered and certified mail, 
insured mail and special delivery receipts and for~s, reports 
of loss, etc. 
Arranged chronologically. 
Cutoff monthly or quarterly according to volume. 

MAIL CONTROL RECORDS and supporting and related papers such 
as statistical reports of postage used on outgoing mail, 
production reports of mail handled, etc. 
Arranged chronologically. 
Cutoff monthly or quarterly according to volume. 

n., . J J9B OR PROJECT RECORDS containing all papers and data per­
. taining to the planning and execution of printing, binding, 
duplication, and distribution jobs. 

1. Files pertaining to the accomplishment of the job,· 
containing requisitions, bills, samples, manuscript 
clearances, and related papers exclusive of (a) re­
quisitions on the Public Printer and related records; 
and (b) records relating to services obtained outside 
the agency. 
Arranged numerically by control or requisition number. 
Cutoff upon completion of job. 

114 

Temporary. 
year old. 

Temporary. 

Des troy wihen 1 

Destroy when 1 year old. 

Temporary. Destroy 1 year 
after completion of job. 

• 
AUTHORITY 
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OFS 

AMG­
S 

ITEM 
NO. 

E. 

F. 

G. 

2. 

TITLE AND DESCRIPTION OF RECORDS 

Files pertaining to planning, standards, cost and 
related technical matters. 
Arranged by series and thereunder chronologically 
or by established numbering practice. 

AUTHORIZED DISPOSITION 

Temporary, Destroy 3 years 
after cutoff. 

Cutoff on completion of fiscal year, 
Temporary. Destroy 1 year 

requisitions and work orders. after close of FY in which CONTROL REGISTERS pertaining to 
Arranged numerically by control 
Cutoff on close of fiscal year. 

or requisition number, compiled or 1 year after filling 
of register, whichever is 
applicable. 

REQUESTS FOR BULDING AND EQUIPMENT MAINTENANCE SERVICES 
(excluding fiscal copies). 
Arranged numberically by control or requisition number. 
Cutoff after work is performed or requisition cancelled. 

OFFICE MACHINE MAINTENANCE AND REPAIR. Card file showing 
date, reason for repair, cost, and location. 
Arranged by type of machine and serial number. 
Cutoff upon disposition of machine. 

Temporary. Destroy 3 months 
after cutoff. 

Temporary. Destroy 1 year 
after cutoff. 

AUTHORITY 

OFFICES SERVICES - OSV PART II 
ll5 

• • • 



Or$ 

Act. 
Dff. 

AMG­
S 

A. 

B. 

c. 

• 
TITLE AND DESCRIPTION OF RECORDS 

SOUTHWESTERN POWER ADMINISTRATION INTERNAL DIRECTIVES: 

1. Master copy, together with supporting case file, if any. 
Arranged by issuance number. 
Cutoff when superseded or obsolete. 

2. All other copies 

ISSUANCES, which may consist of Departmental or Secretary's 
Orders, Departmental Manual Releases, Departmental.Trans­
mittal Sheets, and backup papers or documents. 
Arranged by issuance number. 
Cutoff when superseded or obsolete. 

1. Master Set. 

2. All other co pies • 

MANAGEMENT PROJECT STUDIES including copy of each published 
or processed report, and of last manuscript report (if not 
published or processed) on management projects together with 
supporting papers documenting project inception, scope, 
procedure, and accomplishments (but excluding working pape_rs) 
Arranged by project or study as appropriate. 
Cutoff upon completion of project or study. 

ORGANIZATION AND ADMINISTRATION - OAD 116 

AUTHORIZED DISPOSITION 

Permanent. Transfer to 
inactive file when superseded 
or obsolete. Will be offered 

•to NARS 15 years after cutoff. 
Temporary. Destroy when super­
seded or obsolete. 

Temporary. Transfer to inactive 
file when superseded or obso­
lete. Destroy when 5 yrs old. 
Temporary. Destroy when no 
longer needed for reference. 

Permanent. Transfer to FARC 
3 years after file becomes 
inactive •. Will be offered to 
NARS 15 years after cutoff. 

• 
AUTHORITY 

:PART II 



OFS ITEJ.l 
NO. 

A}iG- D. 
s 

E. 

F. 

TITLE AND DESCRIPTION OF RECORDS 

MANAGEMENT IMPROVEJv'i.ENT REPO}fTS and re lated documents 
submitted to the Office of Management and Budget. 
Arranged chronologically. 
Cutoff at close of fiscal year. 

1. Naster copy. 

2. All other copies. 

MANAGEMENT STUDY OR PROJECT WORKING PAPERS including back­
ground materials, analyses, notes, rough drafts, interim 
reports and related materials (excluding documents covered 
by Item C). 
Arranged by study or project as appropriate. 
Cutoff upon completion bf project or study. 

SPA PHOTOGRAPHS of buildings and construction work at 
various s es of completion and of completed facilities. 
Arranged by transmission line or substation number. 
Cutoff upon completion of project. 

1. The original negative and a captioned print for each 
black and white pho ph and the original color 
transparency or color negative, a captioned print, and· 

1 an intcrnegative (if one exists) for ench color 
photograph. 

2. Additional duplicate prints of photographs identified 
in (l). 

ORGANIZATION AND ADMINISTRATION - OAD 117 

AUTHOR \ZED OlS?OSITlON 

Temporary. Destroy 5 years 
after cuto 
Temporary. Destroy 2 years 
after cutoff. 

Temporary. Destroy 6 months 
after final action on project 
report or 3 years after com­
pletion of report if no final 
action is taken. 

Permanent. Transfer to FARC 
3 years after cutoff. Will be 
offered to NARS 5 years after 
the facility is disposed of. 

Temporary. 
obsolete. 

Destroy when 

,\'J THOR I TY 
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OFS 

AHG-

ITEM 
NO. 

• • 
TITLE AND DESCRIPTION OF RECORDS 

S A. STATISTICAL REPORTS OF RECORD HOLDINGS. 

B. 

c. 

D. 

Arranged chronologically. 
Cutoff at end of FY. 

FOfil'lS FILES containing data showing the inception and scope 
of the form, the program or administrative purposes served 
by the form, and the related procedures instituted, revised, 
superseded or canceled. Includes master copy of form. 
Arranged numerically by form number. 
Cutoff when canceled, discontinued or superseded. 

FORMS FILES other than those contained in files described in 
Item B of this schedule, and related indexes. These papers 
refer to routine supply controls. Aithough they may be filed 
in the same case file as-the more important papers described 
in Item B they are maintained only to serve immediate 
operating needs. 

RECORDS DISPOSITION FILES, including descriptive inventories, 
disposal authorizations, schedules for the retirement of 
records and correspondence or memorandum relating to 
revisions. 
Arranged as appropriate. 
Cutoff when superseded or obsolete. 

PAPERWORK MANAGEMENT - PAP 118 

AUTHORIZED DISPOSITION 

Temporary. Destroy 3 years 
after cutoff. 

Permanent. Offer to NARS 10 
years after cutoff. 

Temporary. Destroy when 
related form is discontinued, 
superseded or canceled. 

Temporary. Transfer to 
·inactive file when superseded 
or obsolete. Destroy 20 years 
after cutoff. 

• 
AUTHORITY 
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OFS 

AMP 

ITEM 
NO. 

A. 

B. 

c. 

TITLE AtlD DESCRIPTION OF RECORDS 

OFFICIAL PERSONNEL FOLDERS, excluding papers on the left or 
the so-called "temporary" side. of the folder, which are 
authorized for disposal by Item B. 
Arranged alphabetically by name of employee. 
Cutoff upon separation of employee. 

ALL COPIES OF CORRESPONSENCE AND FORMS MAINTAINED AS 
TEMPORARY RECORDS ON THE LEFT SIDE OF THE OFFICIAL PERSONNEL 
FOLDER IN ACCORDANCE WITH THE FEDERAL PERSONNEL MANUAL, 
Chapter Rl, pages 35-45. 
Arranged chronologically on the left side of the folder. 

SERVICE RECORD CARD (SF-7 or its equivalent). 

PERSONNEL - PER 
119 

• • 

AUTHORIZED DISPOSlTlOH AUTHORITY 

Temporary. (a) See Chapter . 
293, Subchapter 2, Federal 
Personnel Manual for instruc­
tions relating to folders of 
employees transferred to 
another agency. (b) Transfer 
folders of separated employees 
to inactive file on separation 
in accordance with the Federal 
Personnel Manual, transfer 
folder to NPRC, (CPR), St. 
Louis, Missouri, 30 days after 
separation. Destroy 75 years 
after birth of employee or 60 
years after date of earliest 
document in the folder if date 
of birth cannot be ascertained, 
provided employee has been 
separated or retired for at 
least 5 years. 

Temporary. Destroy on transfer 
or separation of employee or 
when 1 year old, whichever is 
earlier. 

Temporary. Destroy 3 years 
after year of employee's 
separation or transfer to 
another agency. 

PART II 
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• • • 
I 

AUTHORIZED DISPOSITION AUTHORITY ocs l ITEM TITLE AND DESCRIPTION OF RECORDS 
·~ ":o·:.._1 _______________________________ +----------------ir-------, ----

AMP D. 

E. 

F. 

G. 

POSITION IDENTIFICATION STRIPS, used in .service control file 
(such as SF-7) to provide summary data on each position 
occupied. 

NOTIFICATION OF PERSONNEL ACTION, exclusive of those in 
Official Personnel Folders: 

1, Chronological file copies, including face sheets. 
Arranged in accordance with FPM Supplement 293-31. 
Cutoff each calendar year. 

2. All other copies (except Payroll) 
Arranged alphabetically. 
Cutoff at the close of each calendar year. 

APPLICATIONS FOR EMPLOYMENT AND RELATED PAPERS, excluding 
(a) records relating to appointments and requiring Senatoria~ 
confirmation and, (b) applications resulting in appointment 
filed in the Official Personnel Folder. (Covered in Item 1 
of this portion of the Schedule.) 
Arranged in accordance with inspection requirements of the 
Civil Service Commission as stated in the Federal Personnel 
Manual. 

POSITION DESCRIPTIONS, 
Arranged in accordance with FPM Supplement 293-31. 
Cutoff when position is abolished or description is 
superseded. 

PERSONNEL - PER 120 

Temporary. Destroy when 
position is canceled or new 
strip is prepared. 

Temporary. Des troy wl)en 2 
years old. 

Temporary. Des troy when l 
year old. 

Temporary. Destroy upon re­
ceipt of Civil Service 
Commission report of inspec­
tion or when 2 years old 
whichever is earlier, pro­
viding the requirements of 
Chapter 333, Section A-4 of 
the Federal Personnel Manual 
are observed. 

Temporary. Destroy 1 copy 5 
years after position is 
abolished or description is 
superseded. Destroy all other 
copies when position is 
abolished or description is 
superseded. 

PART II 



OFS 

AMP 

EXP 

ITEM 
HO. 

H. 

I. 

J. 

K, 

L. 

TITLE AND DESCRIPTION OF RECORDS 

INCENTIVE AWARDS CASE FILES. 
Arranged numerically by suggestion number. 
Cutoff at the close of each fiscal year. 

REPORTS PERTAINING TO THE INCENTIVE AWARDS PROGRAM, 
Arranged chronologically. 
Cutoff at end of each fiscal year. 

AUTHORIZED D!SPOSITION 

Temporary. Destroy 2 yrs after 
closing. 

Temporary. Destroy 3 yrs after 
cutoff. 

UNOFFICIAL PERSONNEL RECORDS consisting of nonrecord extra Temporary. Destroy 1 year 
copies of documents duplicated in the Official Personnel after cutoff. 
Folder, Maintained in operating offices as a convenience fil~. 
Arranged alphabetically by name of employee. 
Cutoff after separation of employee. 

RETENTION REGISTERS. 
Arranged by position, 
Cutoff upon completion of reduction-in-force. 

1. Registers from which reduction-in-force actions 
have been taken. 

2. Registers from which no reduction-in-force actions -have been taken. 

SPA NEWSLETTER 
Arranged chronologically by month. 
Cutoff at end of each fiscal year. 

PERSONNEL - PER 121 

Temporary. Destroy when 2 yrs 
old. 

Temporary. Destroy when 
superseded 
Permanent. 
Offer to NARS 3 years after cut• 
off. 

• • 

AUTHORITY 

I 
I 

i 
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I. 

o:=s 1· 'IoEM 
n • 

AMG M. 

AMP N. 

o. 

• 
TITLE AND DESCRIPTION OF RECORDS 

EQUAL EMPLOYMENT OPPORTUNITY CASE FILES. 
Arranged alphabetically by name of employee. 
Cutoff upon final adjustment of case. 

1. When case is resolved within Interior. 

2. When case is resolved by U~ s. Civil Service 

• 

Commissio 

3. All other copies of EEO complaint case files or dupli­
cates of documents pertaining to case files which are 
included in files retained under Item M 1. above. 

4. All background documents pertaining to the case but 
not included in case files retained under Item M 1. 
above. 

RECORDS RELATING TO INDIVIDUAL EMPLOYEE OPERATION OF MOTOR 
VEHICLES, including driver tests, authorization to use, safe 
driving awards, and related correspondence. 
Arranged alphabetically by name of employee. 
Cutoff upon separation of employee or rescission of 
authorization to operate motor vehicle., 

STATEMENTS OF EMPLOYMENT AND FINANCIAL INTERESTS, AND 
RELATED PAPERS. 
Arranged alphabetically by name of employee. 
Cutoff when employee leaves position or leaves the agency. 

PERSONNEL - PER 122 

p.. 

AUTHORIZED DISPOSITION 

Temporary. 
Destroy,4 years after cutoff. 

Official case file retained 
by CSC. 

Temporary. Destroy 1 year 
after cutoff. 

Temporary. Destroy 3 years 
after cutoff. 

Temporary. Destroy 3 years 
after separation of employee 
or rescission of authorization 

Temporary. 
Destroy 2 years after employee 
leaves a position in which a 
statement is required, or two 
years after the employee 
leaves the agency, whichever 
is earlier. 

• 
AUTHORITY 

PART II 



OFS ITEM 
HO. 

AMP . P. 

Q. 

TITLE AND DESCRIPTION OF RECORDS 

LABOR CONTRACTS 

1. Labor Contracts & Amendments with IBEW, covering wage 
rates, hours and similar matters. 
Arranged chronologically 
Cutoff on expiration or cancellation. 

2. Correspondence and related papers essential to 
clarifying or explaining provisions of the contract. 
Arranged chronologically. 
Cutoff on expiration or cancellation of related 
contract. 

CERTIFICATES OF ELIGIBLES including requests. 
Arranged by certificate number. 
Cutoff when position is filled. 

PERSONNEL - PER 123 

• • 

AUTHORIZED DISPOSITION 

Temporary. Destroy 6 years 
after cutoff. 

Temporary. Destroy 6 years 
after cutoff. 

Temporary. Destroy 2 years 
after date of certificate. 

. AUTHORITY 

. ' 

I 
i 

l 

PART II 
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! OFS ITEM 
NO. 

Ai.~G- A. 
PC 

• • 
TITLE AND DESCRIPTION OF RECORDS 

PROCUREMENT FILES consisting· of contract, requisition, pur­
chase order, lease, and bond and surety records, including 
correspondence and related papers pertaining to award, admini 
stration, receipt, inspection, and payment. 
Arranged by contract or purchase order number. 
Cutoff on date of final payment. 

1. Transactions before 7-25-74 of more than $2,500 

Transactions before 7-25-74 of $2,500 or less. 

AUTHORIZED DISPOSITION 

Temporary. Transfer to FARC in 
FY block 2 years after final 
payment. Destroy 6 years 
after final payment. 

Temporary. Close file at end 
of FY, retain 3 years, and 
destroy except the files on 
which actions are pending will 
be brought forward to the next 
FY's files. 

3. Transactions after 7-25-74 of more than $10,000 and all Temporary. Transfer to FARC in 
construction contracts exceeding $2,000. ·py block 2 years after final 

4. Transactions ·after 7-25-74 of $10,000 or less and 
construction contracts under $2,000. 

PROCUREMENT - PRO 124 

payment. Destroy 6 years after 
final payment. 
Temporary. Close file at end 
of FY, retain 3 years, and 
destroy except the files on 
which actions are pending will 
be brought forward to the next 
FY's files. 

• 
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AMG­
PC 

ITEM 
NO. 

A. 

B. 

TITLE AND DESCRIPTION OF RECORDS 

PROCUREMENT FILES (Continued) 

5. Miscellaneous procurement transactions, such as letter 
requests, etc. 
Arranged in numerical or chronological order. 
Cutoff on receipt of material. 

6. Copies of contracts, requisitions, purchase orders, 
leases and other procurement papers which are duplicates 
of papers defined in Items 1-5 and used for administra­
tive purposes. 

7. 

Arranged in numerical or chronological order. 
Cutoff upon termination or completion. 

Copies of purchase orders maintained in AMG, used for 
PNF (Procurement Numerical File). 
Arranged in numerical order. 
Cutoff at end of FY. 

BID FILES 

1. 

2. 

3. 

• 

Successful bids. This file becomes a part of procure­
ment files (Item A) upon award. 

Unsuccessful bids. 
Arranged by IFB number. 
Cutoff when award is made to successful bidder. 

Lists of acceptable bidders. 
Arranged alphabetically by name of bidder in groups of 
small or large business concerns. 
Cutoff when new list is made or otherwise becomes 
obsolete. 

PROCUREMENT - PRO 125 

• 

AUTHORIZED DISPOSITION 

Temporary. Close file at end 
of FY, and destroy when 3 years 
old, except that files on 
which actions are pending will 
be brought forward to the next 
FY' s files. 
TemporarY:, Destroy upon termi­
nation or completion. 

Temporary. Destroy in FY 
block 3 years after cutoff. 

Temporary. Destroy in accor­
dance with provisions for Item 
A. 
Temporary. Destroy 'in accor­
dance with provisions for Item 
A. 

Temporary. Destroy upon cutoff 

AUTHORITY 

PART II 

• 



• • • 
JFS ITEM TITLE AND DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION AUTHORITY 

NO. 

\MG- c. SF-44, PURCHASE ORDER-INVOICE-VOUCHER ACCOUNTABILITY RECORDS. Temporary. Destroy 1 year upor 
PC Listed in numerical order. cutoff. 

Cutoff when all entries are cleared. 

D. BILLS OF LADING ACCOUNTABILITY RECORDS-REGISTER. Temporary. Destroy 3 years 
Listed in numerical order. after final entry on register. 

E. ROOF GUARANTEES. Temporary. Destroy 2.years 
Arranged alphabetically by location. after expiration of guarantee. 
Cutoff at expiration of guarantee. 

PROCUREMENT - PRO 126 PART II 
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.AHG A. 
p 

B. 

c. 

D. 

E. 

F, 

TITLE AND DESCRIPTION OF RECORDS 

PURCHASE ORDERS, Property Section copies. 
Cutoff at close of fiscal year. 

STOCK VOUCHER FILES consisting of SPA-598, Stock Voucher, 
SPA-597, Receiving Report received from field offices. 
Source documents for ADP Stock Accounting System. 
Filed numerically by location by fiscal year, 
Cutoff at close of fiscal year. 

RECEIVING REPORTS, Form SPA-83 

1. Consisting of copies maintained in numerical order, 
used mainly as an index. 
Arranged numerically by location within fiscal year. 
Cutoff at close of fiscal year. 

2. All other copies. 

HAND RECEIPT FOLDERS (alphabetical by employee) consisting 
of originals, DI-105. 
Cutoff when all items are turned in. 

REPORTS OF EXCESS REAL PROPERTY, 
Arranged numerically by report number within FY. 
Cutoff after disposition of property. 

REPORTS OF EXCESS PERSONAL PROPERTY. 
Arranged numerically by report number within FY. 
Cutoff after disposition of property by fiscal year. 

PROPERTY MANAGEMENT - PRi."\f 
127 

• 

AUTHO~IZED DiSPCS:TION 

Temporary. Destroy 1 year 
after cutoff. 

Temporary. Destroy 2 years 
after cutoff. 

Temporary, 
Destroy not later than 2 years 
after cutoff. 

Temporary. Destroy not later 
than 1 year after cutoff. 

· Temporary. Destroy when all 
items are returned. 

Temporary. Destroy when 
obsolete. 

Temporary. Destroy 3 years 
after cutoff. 

AUTBORITY 

GRS 8, Item 4 

GRS 4, Item 5 
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OFS 

AMG­
p 

ITEM 
NG. 

• • 
Ti TLE AllD DESCR I PT l ON OF RECORDS 

G. REAL PROPERTY REPORTS. 
Arranged chron_ologically. 
Cutoff at close of fiscal year. 

1. 

2. 

Annual reports to GSA of real property owned and leased 
by SPA, and related work papers. 

Copies of machine listings of real property owned and 
leased by SPA, prepared by GSA. 

H, PROPERTY SURVEY FILES, 

I. 

Arranged numerically by report or cretificate number, by FY. 
Cutoff at close of fiscal year. 

1. Reports of Survey (DI-103), covering property valued 
over $100. May contain supervisor's statements, state­
ments of witnesses and other related correspondence and 
papers pertaining to disposition of unserviceable or 
obsolete SPA property; and employee liability relative 
to lost, stolen and/or damaged property. Includes 
action taken by the Board of Survey, Accountable 
Property Officer, and Administrator. 

2. Certificate of Loss or Damage, covering property valued 
at $100 or less. Contain employee's statement, super­
visor's statement, action taken by Accountable Property 
Officer and Administrator. 

PROPERTY DISPOSAL CASE FILES. 

1. Those involving disposal of surplus real and related 
personal property. 
Arranged numerically by report number. 
Cutoff after completion of sale, transfer, or oth~r 
disposition. 

PROPERTY MANGEMENT - PIU1 128 

AUTHOR I ZED DI S?OS lTI ON 

Temporary. Destroy 3 years 
after cutoff. 

Temporary. Destroy 3 years 
after cutoff. 

Temporary. Destroy 2 years 
after date of survey action. 

Temporary. Destroy 2 years 
after date of survey action. 

Temporary. Transfer to FARC 3 
years after cutoff. Destroy 5 
years after cutoff. 

• 
.AUTHORITY 
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ITEM 
NO. 

I. 

TITLE AHO DESCRIPTION OF RECORDS 

PROPERTY DISPOSAL CASE FILES.- (Continued) 

2. Those pertaining to sales of surplus personal property. 
Arranged numerically by report number. 
Cutoff after final payment. 

a. 

b. 

c. 

d. 

Transactions before 7-25-74 of more than $2,500. 

Transactions before 7-25-74 of $2,500 or 1ess. 

Transactions after 7-25-74 of more than $10,000. 

Transactions after 7-25-74 of $10,000 or less. 

AUTHORIZED DISPOSiTtoH· 

Temporary. Transfer to FARC 
in FY blocks 2 years after cut­
off. Destroy 6 years after 
cutoff. 
Temporary. Destroy 3 years 
after cutoff. 
Temporary. Transfer to FARC 
in FY blocks 2 years after cut­
off. Destroy 6 years after 
cutoff. 
Temporary. Destroy 3 years 
after cutoff. 

3. Copies of above (maintained other than in Property files) Temporary. Destroy 1 year 
Arranged as appropriate. after cutoff. 
Cutoff after disposition of material. 

J. LAND REGISTERS containing summary entries of every right-of­
way and substation transaction. Shows acreage, footage, 
owner 1 s name, deed recordation, cost of property and related 
data. Retained as summary documentation of land acquisition 
transactions. 
J\rr:1nged numerically by tract number or stat:i.on number. 
Cutoff upon completion of land acquisition. 
These files are no longer being created, 

PROPERTY MANAGE.MENT - P&\f 129 

Permanent. Transfer to FARC 
10 years after cutoff. 
Offer to NARS 5 years after 
completion of disposal action. 

AUTHORITY 
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OFS 1 tTEM 

I NO. TITLE AND DESCRIPTION OF RECORDS 

ANG­
p 

. ...........,., 

L. 

RECORDS relating to the allocation, utilization and release 
of space and related reports to General Services Administra­
tion. Includes building plan files and related records uti­
lized in space planning, assignment and adjustment. 

ACCOUNTABLE PROPERTY RECORDS (nonexpendable), consisting of 
property cards (Kardex), covering all nonexpendable property 
in the custody of the Administration. 
Arranged alphabetically by noun name and other identification 
Cutoff upon disposal of property. 

M. PROPERTY VOUCHERS - MASTER consisting of SPA-75, Transfer of 
Nonexpendable Property and SPA-83-2, Receiving Report -
Accountable Officers copy. Serve as posting documents for 
Master Accountable Property Records. 
Arr~nged numerically by Property Voucher number by fiscal 
year. 
Cutoff at end of each odd-numbered fiscal year. 

N. RESPONSIBLE AGENTS ACCOUNTS (Subsidiary Ledgers), SPA-74, 
covering items subcharged to Responsible Agents by Account­
able Property Officer. 
Arranged alphabetically by noun name and other identifica­
tions. 
Cutoff when all items transferred or accounts relieved. 

O. PROPERTY VOUCHERS - RESPONSIBLE AGENTS consisting of SPA-75, 
and SPA-83-2, Receiving Report - Responsible Agents copy. 
Serve as posting document for Responsible Agents accounts. 
Arranged numerically by Responsible Agents voucher number, 
by fiscal year. 
Cuto after inventory . 

PROPERTY MA'-'•MGEMENT - PRM 130 

AUTHORIZED OISPOS!TIOH 

Temporary. Destroy 2 years 
after termination of assign­
ment, or ~hen lease is can­
celed, or when plans are super­
seded or obsolete. 
Temporary. Destroy upon cut­
off. 

Temporary. Destroy 10 years 
after cutoff. 

Temporary. Destroy at end of 
fiscal year after cutoff. 

Temporary. Destroy after 
cutoff when they have been 
reconciled with annual inven­
tory lists. 

• 
AUTliORJTY 
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p 
MONTHLY STOCK STATUS REPORT - a machine list of items in Temporary. Destroy not later 
stock number sequence, showing location, quantity on hand and than 1 year after cutoff. 
value of each item. 
Arranged by warehouse. 
Cutoff by fiscal year. 

Q. INVENTORY LISTS - Consisting of listings of items on hand as Temporary. Destroy 2 years 
of date of inventory. Maintained for reconciling records and after cutoff. 
physical count. 
Arranged chronologically by account. 
Cutoff at close of each odd numbered FY. 

1. Annual warehouse inventory lists. 

2. Bi-annual nonexpendable inventory lists. 

R. FEDERAL CATALOGING REGISTER 
Arranged numerically by SPA number in groups of 200 each. 
Cutoff at end of fiscal year. 

Temporary. Destroy not later 
than 1 year after cutoff. 

S. FEDERAL ITEM IDENTIFICATION CARD, DD 1Lf6, furnishing approved Temporary. Destroy when can-

T. 

FSN and complete description. celed or superseded by DSA, 
Filed numerically by FSN. 

SPA STOCK CATALOG. 'Monthly machine list of all stock items 
in SPA 1 s supply syteem, arranged alphabetically by stock 
i ter:1. 
Arranged chronologically by fiscal year. 
Cutoff by fiscal year. 

PROPERTY ~1A.t\!AGEMENT . _ PRM 131 

Temporary. Destroy not later 
than 1 year after cutoff. 
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• • 
ITEM no. TITLE AtlD DESCRIPTIOH OF RECORDS 

U. MONTHLY SUMMARY OF WAREHOUSE TRANSACTIONS . .Machine listing 
showing all receipts and issues transactions for the month. 
Consisting of detail listing bi location and consolidated 
recap. 

v. 

Arranged chronologically by fiscal year. 
Cutoff by fiscal year. 

QUARTERLY SUPPLY MANAGEMENT FILE consisting of machine list­
ing of stock item activity. Used for supply management 
purposes. 
Arranged by account number by fiscal year. 
Cutoff at end of fiscal year. 

W. NONACTIVE STOCK ITEM REPORT consisting of a quarterly 
machine listing of stock items having no aetivity for the 
period. 
Arranged by account number by fiscal year. 
Cutoff at end of fiscal year. 

X. OFFICE MACHINE LOCATOR FILE. Card file showing data of· 
receipt, description, cost, and location. 
Arranged by type of machine and serial number. 
Cutoff upon disposition of machine. 

Y. PURCHASE REQUISITION REGISTER used to control issuance of 
purchase requisition numbers. 
Arranged numerically by requisition number by fiscal year. 
Cutoff at end of fiscal year. 

z. RECEIVING REPORT REGISTER used to control issuance of 
receiving report numbers. 
Arranged numerically by receiving report number by fiscal 
year. 
Cutoff at end of fiscal year. 

PROPERTY MANAGEMENT - PRM 132 

I AUTHOR I ZED DISPOSITION 

Temporary. Destroy not later 
than 1 year after cutoff. 

Temporary. Destroy not later 
than 1 year after cutoff. 

Temporary. Destroy not later 
than l year after cutoff. 

Temporary. Destroy no later 
than l year after cutoff. 

Temporary. Destroy 2 years 
after cutoff. 

Temporary. Destroy 2 years 
after cutoff. 

• 
AUT!:ORITY 
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TITLE AND DESCR I PT I Ol4 OF RECORDS 

MASTER PROPERTY VOUCHER REGISTER used to control issuance of 
master property voucher numbers. 
Arranged numerically by voucher number by fiscal year. 
Cutoff at end of each odd-numbered fiscal year. 

BB. REPORTS OF AVAILABLE PERSONAL PROPERTY. 
Arranged numerically by report number within FY. 
Cutoff end of fiscal year. 

CC. REPORT OF PERSONAL PROPERTY FOR SALE. 
Arranged numerically by report number within FY. 
Cutoff after disposition of property. 

DD. OFFICE MACHINE OPERt\.TING MANUALS furnished by manufacturers. 
Arranged by type of machine. 
Cutoff upon disposition of machine. 

PROPERTY MANAGEMENT - PR.i\J 133 

AUTHORIZED DISPOSlTIOfl 

Temporary. Destroy 10 years 
after cutoff. 

Temporary. Destroy 3 years 
after cutoff. 

Temporary. Destroy 3 years 
after·cutoff. 

Temporary. Transfer to new 
owner or destroy upon disposi­
tion of machine. 

AUTHORiTY 
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OFS ITEM TITLE AllD DESCRIPTION OF RECORDS AUTtlOR!ZED DISPOSITION AUTHORITY NO. 

SEE: ADMINISTRATIVE RECORDS -· St,'BJECT FILES 

Material regarding safety is maintained in the subject files. 

I 
; 

1 

I 
I 

I 
l 

I 
I 

' I 
i 
i 

! 

: 

; 

: 

- - .. -· ·-· - ----
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Tl TLE Al-ID DESCR I PT I Oil OF RECORDS AIJTHORl2ED DISPOS:TIOH AUTHOR11Y 

SEE: ADMINISTRATIVE RECORDS - SUBJECT FILES 

Material regarding transportation is maintained· in the 
subject files. 

i 
' l 

i 
I 
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OFS 

Act. 

ITEM 
NO. 

Off. A. 

TITLE AND DESCR I PT I ON OF RECORDS 

TRAVEL FILES INCLUDING copies of travel authorizations, 
travel vouchers, and related papers not provided for 

· elsewhere in this portion of the Schedule. 
Arranged alphabetically by employee name. 
Cutoff end of fiscal year. 

1. Administrative copy. 

2. Other copies. 

AUTHORIZED DISPOSITION 

Temporary. Destroy 3 years 
after period covered by 
related account. 

Destroy when 1 year old. 

AUTP.ORITY 
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AMG-
p A. VEHICLE INSPECTION A!lfD REPAIR RECORDS consisting of periodic Temporary. Destroy not later 

inspection reports, etc, than l year after disposition 
Arranged by Vehicle License Number, completed. 
Cutoff on disposal of vehicle. 

•· 
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OFS 

PFE 

ITEM 
NO. 

A. 

EXP B. 

PFE C. 

TITLE AND DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION 

RELAY SETTINGS DATA FILES. Relay Settings, and related Temporary. Files maintained 
papers regarding relay settings at various stations. Includep by Br. of Engineering. Des-
schematic diagrams and other work papers. troy when superseded. 
Arranged alphabetically by substation. 
Cutoff when superseded by new relay settings. Copies maintained by Br. of 

Maintenance. Destroy 90 days 
after cutoff. 

ENGINEERING SPECIAL STUDY FILES. Includes network analyzer 
and digital computer studies such as load flow studies, fault 
studies, short-circuit studies, etc. Includes studies per­
formed by SPA or by contract with outside firms. 
Arranged by title of study. 
Cutoff at end of study. 

Tempora:ry. Destroy when no 
longer needed. 

ENGINEERING DRAWINGS AND MAPS - TRANSMISSION LINES. Drawings Temporary. Destroy upon 
and maps rega.rding transmission line location and property in·• cutoff. 
eluding line'structures. Includes the following specific 
types of drawings and maps: 

Line Location and Property Maps 
Steel "H" Frame Structures 
Concrete Footing Details (H-Frame) 
Overhead Wire Crossings 
Insulated Static Ground Wire System Details 
Line Plan & Profile Drawings (full length, rolled) 
Approaches to Switchyard 
Ownership Strip Maps 
Tangent Structure Details 
Angle Structure Details 
Guying De tails 
Vibration Dampers 

ENGINEERING-DESIGN - ED 138 
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AUTHORITY 
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PFE C. 

D. 

• 
TITLE AND DESCRIPTION OF RECORDS 

ENGINEERING DRAWINGS AND MAPS - TRANSMISSION LINES (cont.) 

Included in this category are Plan and Profile Maps of lines 
(full length, rolled). 
Arranged by line number. 
Cutoff when line is abandoned, retired, or sold. 

ENGINEERING DRAWINGS AND MAPS - SUBSTATIONS, SWITCHING 
STATION AND MAJOR POWER APPARATUS. Includes all drawings an1 
maps pertaining to substation structure and land, .trans­
formers, oil circuit breakers, and electrical structures. 
The following types of maps or drawings may appear in this 
file for each substation: 

Site Plan 
Grading and Drainage Plan 
Grounding Plan and Grounding Details 
Underground Co.nduit Plan and Details 
Underground Conduit Manhole Sections 
Footing Plan and Footing Details 
Property Map 
Switchyard Lighting Plan 
Transmission Tower and Switching Structures 
Conductor and Overhead Ground Wire Plan 
Structural Details - Columns and Girders 
Architectural Plans and Details 
General or Site Maps of Dams 
Powerhouse and Yard General Plan 
Switchyard Foundations Details 

ENGINEERING-DESIGN - ED 139 

AUTHORIZED DISPOSlTIOH 

Temporary. 
cutoff. 

D~stroy upon . 

• 
AUTHORITY 
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PFE 

NO. 

D. 

E. 

F. 

I 

TITLE AND DESCRIPTION OF RECORDS 

ENGINEERING DRAWINGS AND MAPS - SUBSTATIONS, SWITCHING 
STATION AND MAJOR POWER APPARATUS, (cont,) 

Maps and drawings were created by SPA, Corps of Engineers, 
and private contractors, 
Arranged by substation. 
Cutoff when related facility is disposed of. 

ENGINEERING DRAWINGS AND MAPS - CONTROL, COMMUNICATION, 
METERING AND RELAYING DEVICES. Engineering drawings and 
schematic for switchboards, supervisory control equipment, 
microwave equipment, power line carrier and other control, 
communication, metering or relay equipment, Includes one­
line diagrams, three-line diagrams, schematic. diagrams, 
panel layout drawings, interconnection diagrams, assembly 
wiring diagrams, cable connection drawings, cable and conduit 
schedules. Drawings consist of thos.e prepared by SPA and 
those furnished by manufacturers of. equipment on contract 
basis. 

Arranged by location (substation, switching station, or dam). 
Cutoff when the related equipment is sold, transferred or 
otherwise disposed of. 

ENGINEERING DRAWINGS AND MAPS - SYSTEM PLANNING. Drawings, 
diagrams and maps used in system planning and to conduct load 
flow and fault studies. 
Arranged by type of drawing or map, 
Cutoff when superseded by new drawing or map. 

1. 

2. 

Positive and negative sequence one-line diagrams. 

Maps by geographic area, maps and drawings of SPA inte­
grated network, maps and drawings of other power company 
systems. 

ENGINEERING-DESIGN - ED 140 

• t 

AUTHORIZED DISPOSITION 

Temporary. 
cutoff. 

Destroy upon 

Temporary. Destroy upon cutoff. 

Permanent. Transfer to FARC 2 
years after cutoff. Will be 
offered to NARS 10 vrs after cutoff. 

AUTHORITY 
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TITLE AND DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION AUTHORITY I OFS II ITEM 
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PFE G. 

H. 

I. 

J. 

ENGINEERING DRAWINGS AND MAPS - MAINTENANCE BUILDINGS. Plan: 
and ·drawings regarding Springfield and Jonesboro maintenance 
buildings depicting building plan; lighting and wiring; 
station service; underground conduits; grading, drainage and 
fencing; air conditioning and heating, etc. 
Arranged by location. 
Cutoff when related facility is disposed of. 

ENGINEERING DRAWINGS AND MAPS - STANDARD DRAWINGS. These 
drawings show in detail the standards of SPA engineering and 
architectural design of structures, lines and electric 
system facilities. Transmission line standards show details 
of tangent and angle structures, deadend structures, pole 
gaining and drilling details, guying details, tower groundin! 
details, H-frame structures. Other standards reflect erec­
tion and structural details of suspension and tangent towers: 
161 kv structure steel details, 69 kv structure details, 
switching platforms, and instrument tables. 
Arranged by type of standard drawing. 
Cutoff when superseded by new standard. 

ENGINEERING MAPS - TECHNICAL REFERENCE MATERIALS. Maps from 
U.S. Geological Survey, county maps, state highway department 
maps, and other nonrecord maps used for reference purposes. 
Arranged by type of maps and geographical location. 
Cutoff when superseded or obsolete. 

TRANSMISSION LINE PRELIMINARY SURVEY DRAWINGS. Original 
. drawings made prior to pen-and-ink drawings of transmission 
line locations. These drawings show basic land boundaries; 
they are sent to the field to complete data on land owners, 
fences, line crossings, other detailed information from which 

ENGINEERING-DESIGN - ED 141 

Temporary. 
cutoff. 

Temporary. 
cutoff. 

Temporary. 
cutoff. 

Temporary. 
cutoff. 

Des troy upon 

Destroy upon 

Destroy upon 

Destroy upon 
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NO. OFS 

PFE J. 

K. 

L. 

M. 

TITLE AND DESCRI PTIOH OF RECORDS 

TRANSMISSION LINE PRELIMINARY SURVEY DRAWINGS. (cont.) 

pen-and-ink drawing is derived. 
Arranged by line number. 
Cutoff when project is completed. 

TRANSMISSION LINE STRUCTURE SCHEDULES. Reflect detailed 
information on transmission line structures such as ground 
elevation, survey station number, span length, length and 
class of poles, type of construction assembly for crossarms, 
insulators, static wire, cross brace, vee and knee brace, 
vibration damper, etc.; and pertinent remarks. 
Arranged by transmission line, thereunder by structure number 
Cutoff when line is abandoned, retired, or sold. 

SPA SURVEY BOOKS - TRANSMISSION LINES, Engineers field books 
(cross-section type) indicating engineering survey data such 
as survey station, identification elevation, distance measure 
ments, angles, etc. Survey books are separated into four 
categories of data: Land ties, crossings, topographical note: 
and levels. 
Arranged by line number, thereunder by book number wit~in 
categories shown above, 
Cutoff when line is abandoned, 

SP/I. SURVEY BOOKS - SUBSTATIONS AND RADIO STATIONS• Engineers 
field books, si:nilar to above, except showing survey data on 
proposed SPA radio stations and electrical substations. 
Survey data covers property survey, topo information, propertJ 
lines, cross-sections, etc., usually in one book. 
Arranged by station name. 
Cutoff when facility is disposed of. 

ENGINEERING-DESIGN - ED 142 
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AUTHORIZED DISPOSITION 

Temporary. 
cutoff. 

Destroy upon 

Temporary. . Des troy upon 
cutoff. 

Temporary. 
cutoff. 

Destroy upon 

AUTP.ORITY 
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Q. 

• • 
TITLE AND DESCRIPTION OF RECORDS 

DRAWING AND MAP INDEX LEDGERS, (SPA FORM 54, DRAWING INDEX) 
Indicates drawing number, title or description, type of 
instrument, origin, where filed, remarks. 
Arranged in two ledgers: (1) transmission lines and 
(2) substations and dams. Cutoff when no drawings exist, 
or drawing record system changes. 
SAG CHARTS. These charts reflect sag and tension data and 
technical information on various conductors. Prepared by 
manufacturer and used for reference purposes by SPA in desigi 
of transmission lines. 
Arranged by type of conductor. Cutoff when conductor type 
is no longer in use. 
TOWNSHIP PLATS. Copies of original township plats obtained 
from National Archives and Geological Survey. Used as 
reference material for survey purposes in design of trans­
mission lines. 
Arranged by transmission line number. Cutoff when line is 
abandoned. 
AERIAL PHOTOGRAPHS 

1. Original Developed Rolls of Film - stored in 
canisters reflecting shutter speed, exposure, 
type of lens, height of shots, type of 
developer, etc. 

2. Enlargements & Contact Prints - of roll film 
stored in flat boxes. 

3. Mosaic Prints - made from aerial photos and 
permanently mounted to provide durability. 

All of above generally arranged by transmission line. 
Cutoff when line is abandoned. 

ENGINEERING-DESIGN - ED 
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AUTHORIZED DISPOSITION 

·Temporary. 
cutoff. 

Temporary, 
cutoff. 

Temporary. 
cutoff. 

Temporary. 
· cutoff. 

.Destroy upon 

Destroy upon 

Destroy- upon 

Destroy upon 

• 
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I OFS l 

ITEM 
NO. 

R. 

s. 

T. 

TITLE AND OESCRlPTlON OF RECORDS 

ELECTRICAL ENGINEERING NOTES AND WORK PAPERS. Engineers' 
personal files of non-record drafts, notes, calculations, 
reference material, duplicate copies of correspondence. 
Includes data on metering calculations and relay data cal­
culations, informal notes and sketches on transmission line 
and substation structures, cost estimate workpapers, drafts 
on technical specifications; and other technical papers that 
have neither documentary nor evidentiary value of their own 
since the final results, findings or information are reflecte~ 
in the official files of SPA. Arranged by project or study. 

Screen annually for disposition of superseded or obsolete 
items. 

MATERIALS SPECIFICATIONS AND STANDARDS. Consists of national 
standards data from NEMA, ANSI, AIES, ASTM, Federal Speci­
fications and others regarding substation, transmission line 
and communication equipment. 
Arranged by type or title of standards. 
Cutoff when superseded or obsolete. 

GENERATOR AND TRANSFORMER TEST DATA FILES. Technical data 
furnished by manufacturer regarding results of tests of 
generators and transformers, Includes correspondence, dia­
grams, and other data regarding generator and transformer 
tests. 
Arranged alphabetically by station. 
Cutoff when facility is abandoned. 

ENGINEERING-DESIGN - ED 144 

• • 

AUTHORIZED DISPOSITION 

Temporary. Destroy ~ 
three yearso-et., 

Temporary. 
cutoff. 

Destroy upon 

Temporary. Destroy upon 
cutoff. 

AUTHORITY 
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• • 
I 
I !TEM TITLE AND DESCRIPTION OF RECORDS AUTHORIZED OISPCS:TION AUTHORITY m=s 1 .. 0 

__ j_.::":.:.· -1---------------------------------+----------------i---------, 
PFE U. 

v. 

w. 

x. 

Y. 

LAND TRACT DESCRIPTION FILES. SPA Form 58, Land Tract 
Description, transmittal letters and related correspondence. 
(Copies of originals) 
Arranged by line numbers. 
Cutoff when facility is abandoned. 

CONDEMNATION PLATS. Original drawings of land tracts in­
volved in condemnation suits. Arranged by transmission line 
or substation number (location symbol). 
Cutoff when facility is abandoned. 

ORIGINAL DRAWINGS - SPA-CORPS OF ENGINEERS - LAND USE 
AGREEMENTS. These drawings appear as exhibits to formal 
written agreements between SPA and CE where SPA applies 
for land use permits. 
Arranged by transmission line or substation number. 
Cutoff when fac:Uity is abandoned. 

Temporary. 
cut;off 

Temporary. 
cutoff. 

Temporary. 
cutoff. 

Des troy upon 

Destroy upon 

Des troy upon 

NON-SPA SYSTEM MAPS, GENERATION AND LOAD DATA FILES. Contairs Temporary. Destroy upon 
electrical engineering data on public and private utility ·cutoff. 
companies. Includes system one-line diagrams, transmission 
line or system characteristics, data on short-circuit 
equivalent, line impedance information and fault values, 
Arranged alphabetically by name of power company. 
Cutoff when obsolete. 

OIL CIRCUIT BREAKER INFORMATION BOOK. Form used to list 
number, KV, Contract No, or BCT's }IVA, Oil Circuit Breaker 
and Mechanism Type, Serial NO. and substation locations per­
taining to SPA substations and related companies. 
Arranged alphabetically by substation and company names. 
Cutoff when superseded by new or revised form. 

Temporary. 
cutoff. 

Des troy upon 

=--=:d.===t================··=-===========i:====·=========-===i=.·=· ======= 
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I 

OFS ITEM· TITLE AHO DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION AUTHORITY HO. 

PFE z. SPA CABLE BOOKS. Forms used tci list number, size, location Temporary. Destroy upon 
and terminal connections of control cables used in SPA cutoff. 
substations. 

I Arranged alphabetically by substations. 

I Cutoff when superseded by new or revised forms. 

j AA, SPA RELAY BOOKS. Forms used to list type, style, catalog Temporary. Des troy upon 
number and location of control and protective relays in each cutoff. l SPA substation, and forms to show the setting and calibration 
used on each relay. 
Arranged alphabetically by substations. 
Cutoff when superseded by new or revised forms. 

: 
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• • 
I OFS l '!5M TITLE AND DESCRIPTION OF RECORDS AUTHORIZED DISPOSlTIOH AUTHORITY 

" . -· 
SEE; PROGRAM RECORDS - SUBJECT FILES 

All material relating to interagency cooperation is 
maintained in the program subject files. 

INTER.AGENCY COOPERATION - INC 147 PART III 



OFS 

AMG­
P 

ITEM TITLE AND DESCRI PTIOH OF RECORDS NO. 

A, LAND AND RIGHT-OF-WAY ACQUISITION FILES. Official files on 
the acquisition and ownership of land tracts, right-of-way 
easements, public land use permits, etc., for the construc­
tion of transmission lines, access roads, substations, 
switching stations and radio stations. Each file consists 
of maps, forms, legal instruments and related correspondence 
to show tract location, description and ownership data; 
acquisition authority; appraisal data; title evidence; 
property recordation; voucher preparation and payment, etc. 
Arranged numerically by line number or alphabetically by 
station, thereunder by land tract number. 

B. 

c. 

Cutoff upon completion of acquisition (usually after final 
payment for land or land rights). 

LAND CONDEMNATION PROCEEDINGS CASE FILES containing papers 
pertaining to land condemnation such as declarations of 
taking,judgments, maps, tract descriptions, title opinions, 
vouchers, and related correspondence, 
Arranged by state; thereunder by civil action number. 
Cutoff after close of case. 

CROSSING AND PERMIT FILES for crossing highways, railroads, 
drainage ditches, public utilities, oil and gas lines, and 
other passages by SPA transmission lines, Includes official 
copy of application, numbered contract or memorandum permit, 
related correspondence, maps, profile drawings, etc. 
Arranged numerically by line number and thereunder by name 
of railroad, highway department, company, cooperative, etc. 
granting permit. 
Cutoff upon completion of acquisition of related tract. 

LAND - LND 148 
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AUTHORIZED DISPOSITION 

Temporary. Transfer to FARC 
10 years after cutoff. 
Destroy 3 years after disposal 
of facility. 

Temporary. Working files: 
Destroy when action completed. 

Temporary. Transfer to FARC 
2 years after case is closed. 
Destroy 10 years after dis­
posal of related facility. 

Temporary. Transfer to FARC 5 
years after cutoff. Destroy. 
10 years after disposal of 
related facility. 

AUTHORITY 
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• • • 
c ! ITEM TITLE AND DESCRIPTION OF RECORDS 

o. s l .~'.:_O:_j _______________________________ +----------------i--------7 I I\ • 
,---,--

AUTHORIZED DISPOS:TIOH AUTHORITY 

PF 

Act 
Off 

A. 

Act B. 
Off 

Act C. 
Off. 

CLAIMS CASE FILES 

1. Motor Vehicl'e Accident Files. 
Arranged as appropriate. 
Cutoff after case is closed. 

2. Other Claims Files. 
Arranged as appropriate. 
Cutoff after case is closed, 

LITIGATION CASE FILES (other than condemnation cases) per­
taining to court proceedings involving SPA other than land 
condemnation. Contain legal documents and data vital to 
legal needs including pleadings and briefs. 
Arranged by case numbe~. 
Cutoff upon completion of case. 

PROCEEDINGS BEFORE REGULATORY BODIES. Includes pleadings, 
briefs and other legal documents in proceedings before 
regulatory bodies growing out of activities of SPA. 
Arranged as appropriate. 
Cutoff upon close of proceedings. 

Other legal records are kept in subject arrangement. 

SEE PROGRAM RECORDS SUBJECT FILES, 

LEGAL - LEG 149 

Temporary. 
Destroy 6 years after case 
is closed. 

Temporary. 
Destroy 10 years after case 
is closed. 

Temporary. Transfer to 
Federal Records Center 5 yrs. 
after close of case. Destroy 
20 yrs. after close of case. 
Temporary. Working files -
Destroy no later than 4 yrs. 
after cutoff. 

Permanent. Transfer to 
Federal Records Center 2 yrs, 
after closing. Offer to NARS 
20 years after close of pro­
ceedings. 

FART III 



OFS 

PFM 

ITEM 
HO. 

A. 

B. 

c. 

D. 

E. 

TITLE AtlD DESCRIPTJOH OF RECORDS 

EQUIPMENT OPERATING INSTRUCTIONS. ~urnished by manufacturers 
of electrical and electronic equipment installed at SPA-owned 
substation and switching stations. 
Arranged in groups by type of equipment, then alphabetically 
by stations. 
Cutoff upon disposition of equipment. 

EQUIPMENT MAINTENANCE AND INSPECTION REPORTS. Reports of 
periodic inspections of electrical and communications equip­
ment made by SPA field stations. 
Arranged by location. 
Cutoff at end of .fiscal year. 

FIELD WORK ACTIVITY REPORTS. Workload and ma.npower activity 
reports submitted to SPA headquarters by field offices, such 
as SPA-277, Weekly Work Activity Report. 
Arranged by location. 
Cutoff at end of fiscal year. 

TRANSMISSION LINE MAINTENANCE AND INSPECTION REPORTS. 
Reports of periodic inspections and maintenance actions made 
by SPA field stations on transmission lines. Includes 
SPA-96, Line Patrol Report, and SPA-544, Replacement Report. 
Arranged by line number. 
Cutoff at end of fiscal year. 

AERIAL PATROL REPORTS. Bi-monthly reports of aerial patrols 
of transmission lines. 
Arranged chronologically. 
Cutoff at end of fiscal year. 

MAINTENANCE - MA 
150 

• • 

AUTHORIZED DISPOSITION 

Temporary. Transfer to new 
owner or destroy upon dis­
position of equipment. 

Temporary. Destroy 3 years 
after cutoff. 

Temporary. Destroy 2 years 
after cutoff. 

Temporary. Destroy 3 years 
after cutoff. 

Temporary. Destroy 1 year 
after cutoff. 
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OFS ITEM 
NO. 

PMS A. 

• • 
TITLE AND DESCRIPTION OF RECORDS 

CONTRACTS FOR POWER SALES and related contracts. Include 
correspondence and related papers pertaining to negotiations, 
execution, administration, invoices and bills, reports, etc. 
The files may be subdivided in folders as follows: 

1. Contract Negotiations 
2. Contract Correspondence 
3. Operations Under Contract 
4. Power Invoices and Bills 
5. Letter Agreements (Exchange, Interruptible Capacity, 

etc.) 
6. Executed Contracts 

An additional folder may be needed in the event of contract 
amendments. 
Arranged numerically by ~ontract number. 
Cutoff on date of final payment. 

(a) 

(b) 

(c) 

Transactions before 7-25-74 of more than $2,500 

Transactions before 7-25-74 of $2,500 or less 

Transactions after 7-25-74 of more than $10,000 and all 
construction contracts exceeding $2,000. 

POWER MARKETING - PM 151 

AUTHORIZED DISPOSITION 

Temporary. Transfer to FARC in 
FY blocks 2 years after final 
payment. Destroy 6 years after 
final payment. 
Temporary. Close file at end 
of FY and destroy after three 
years, except the files on 
which actions are pending will 
be brought forward to the next 
FY's files. 
Temporary. Transfer to FARC in 
FY blocks 2 years after final 
payment. Destroy 6 years after 
final payment. 

• 
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OFS 

PMS 

ITEM 
HO. 

A. 

B. 

TITLE AND DESCR l PT I ON OF RECORDS 

CONTRACTS FOR POWER SALES (Continued} 

(d) Transactions after 7-25-74', of $10,000 or less and 
construction contracts under $2,000. 

Annual Reports furnished by customers. 
Arranged numerically by contract number. 
Cutoff at close of FY. 

POWER SALES CONTRACT NEGOTIATION FILES, consisting of corre­
spondence, drafts of contracts, rate data, and other material 
between SPA and potential power customers concerning negotia­
tions for a power sales contract. If and when a contract is 
signed by SPA and the customer, this folder is removed from 
the file and placed in the Power Sales Contract File (Item A) 
Arranged alphabetically by name of potential customer. 
Cutoff those files which do not result in a contract every 2 
years. 

PO'WER MARKETING - PM 152 

• • 

AUTHORIZED DISPOSITION 

Temporary. Close file at end 
of FY, and destroy after 3 yrs 
except the files on which 
actions are pending will be 
brought forward to the next 
FY's files. 

Temporary.. Copies maintained 
in other offices: Destroy upon 
termination or supersession of 
related contract. 
Temporary. Destroy five years 
after cutoff. 

Temporary. Transfer to FA.RC 2 
years after cutoff. Destroy 10 
years after cutoff. 

AUTHORITY 
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OFS 

PMS­
B. 

PMS 

FMC 

• 
ITEM 
NO. TITLE AND DESCRIPTION OF RECORDS 

C. METER TAPES. Source data for power invoices. 

• 
Arranged in monthly groups. Cutoff at end of fiscal year. 

D. POWER BILLING CARD FILES which reflect total deliveries, 
amount of invoice, average cost per kilowatt, monthly load 
factors, and other data. Arranged by delivery point, there­
under chronologically. Cutoff at close of calendar year. 

E. FINANCIAL AND OPERATING REPORTS (Public and Private Utilities) 
Year-end reports. · These reports are submitted by public and 
private utilities, contain balance sheets, operating state­
ments, related financial and statistical data pertaining to 
number of consumer.s billed, power sold, and amount billed. 
Include power production data. Arranged by name of public or 
private utility. Cutoff annually. 

AUTHORIZED DISPOSITION 

Temporary. Destroy 2 years 
after cutoff. 

Temporary. Destroy 5 years 
after cutoff. 

Temporary. Destroy 5 years 
after cutoff. 

F. RATE AND REPAYMENT STUDY AND ANALYSIS FILES regarding periodic Permanent. Transfer to FARC 10 
analysis of rates made in order to establish equitable rate yrs after cutoff. Offer to NARS 
structures and used in submissions before the FPC in support 50 years after cutoff. 
of rates. Arranged by power systems. 
Cutoff upon completion of study. 

G. REPAYMENT STUDY AND ANALYSIS FILES regarding periodic analysis 
of the repayment progress made by SPA, in order to establish 
recommendations for the marketing of the pm,,er and energy unde 
SPA's jurisdiction. Arranged chronologically. 
Cutoff upon completion of study. 

H. MARKETING STATISTICS containing historical summary of sales 
in capacity, kilowatt-hours, and revenues, contractual costs 
such as purchased power, service charges, credit payments, 
etc. SPA Forms 403, 405, and 406. 
Arranged alphabetically by name of customer.· 
Cutoff at end of fiscal year. 

POWER MARKETING - PM 153 

Temporary. Transfer to FARC 5 
yrs after cutoff. Destroy 10 
yrs after cutoff. 

Temporary. Transfer to FARC 10 
years afte~ cutoff. Destroy 
50 year~ after cutoff. 
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iTE!-1 
NO. TITLE ANO DESCRIPTIOM OF RECORDS AUTHORIZED DISPOSITION AUTHORITY 

-·l.---l.--------------------------------1-----------------1----,------1 
PMP A. POWER ACCOUNTING FILES. Meter Readings, SPA-331A, SPA-577, 

SPA-507, SPA-510 used to record generation of power from pro­
jects and allocation of power to customer. Needed as support 
and backup for related Contract. Billing is based on these 
records. Records verify that operations were in the limita­
tions of the Contract, 
Arranged chronologically (monthly) by customer. 
Cutoff after close of calendar year. 

B, POWER ACCOUNTING WORK SHEET, SPA-560. 
Arrange monthly by fiscal year. 
Cutoff at end of fiscal year. 

C. METER TAPES. Preliminary source data for power generation 
recordation. 
Arranged in monthly groups. 
Cutoff at end of calendar year. 

D. TIME ERROR AND CORRECTION PARTICIPATION REPORTS, SPA-569. 
Arranged chronologically. 
Cutoff at end of calendar year. 

E. POWER DISPATCHERS LOGS. SPA-305, Daily Operations Log. A 
chronological record of the operations of SPA's electrical 
system. Includes information on switching operations, .clear­
ances, weather data, Federal plant loading, line and sub­
station equipment trouble, etc. 
Cutoff at end of calendar year. 

1. 

2. 

Originals (Power Dispatcher's Offices) 

Other copies 

POWER ·OPERATIONS - PO 

• 
154 

• 

Temporary. Transfer to FARC 
by customer 3 yrs after cutoff. 
Destroy 6 years after termina­
tion of related Contract or 
agreement. Review for destruc­
tion every 15 years. 

Temporary. Destroy 3 yrs after 
cutoff. 

Temporary. Destroy 2 years 
after cutoff. 

Temporary. Destroy 2 years 
after cutoff. 

Temporary. Destroy 6 years 
after cutoff. 
Temporary. Destroy 1 year 
after cutoff. 

PART III . 
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OFS ITEM 

NO • 

PMP F. 

G. 

H. 

I. 

TITLE AND DESCRIPTION OF RECORDS 

. SUBSTATION READING SHEETS, HOURLY AND OTHERS, SPA-592. 
Readings of indicating meters at the substation. 
Cutoff at end of calendar year. 

1. Originals (Power Dispatchers Offices) 

2. Copies. 

TRANSMISSION LINE DATA. Received from CE by day by project, 
Used for guidance in system operation. 
Filed chronologically by project. 
Cutoff at end of calendar year. 

TELEMETERING CHARTS. Frequency, system voltage, megawatts, 
generation, interchange, line and area loading charts. 
Arranged chronologically. 
Cutoff at end of calendar year. 

AUTHORIZED DISPOSITION 

Temporary. Destroy 6 years 
after cutoff. 
Temporary. Destroy 1 year 
after cutoff. 

Temporary. Destroy 3 years 
after cutoff. 

1. Summary charts maintained by Br, of Power Operations. Temporary. Destroy 3 years 
after cutoff. 

2. Charts maintained by Dispatching Officer, Temporary. Destroy 3 years 
after cutoff. 

INTERRUPTION REPORTS. Reports of each case of interruption 
affecting continuity or quality of service to customers, 
transmission lines, or station power, Such trouble includes 
automatic line outages, switching errors, failure of major 
electrical equipment, and accidental tripping of oil circuit 
breakers. 

Arranged chronologically. 
Cutoff at end of calendar year. 

POWER OPERATIONS - PO 155 

• 
AUTHORITY 
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?MP I. 

J. 

K. 

L, 

M. 

TITLE AhD DESCRIPTION OF RECORDS 

INTERRUPTION REPORTS. (cont.) 

1. Originals (Branch of Power Operations) 

2. Copies 

DELIVERY AND OPERATING SCHEDULES, Correspondence or forms 
from customers requesting delivery of specified. amounts of 
power for future periods. 
Arranged chronologically by customer. 
Cutoff at close of calendar year. 

AUTHOiUZEO DISPC~:TtOH 

Temporary. Destroy 6 years 
.after cutoff. 

T~mporary. Destroy 1 year 
after cutoff. 

Temporary. Destroy 1 year 
after cutoff, 

STANDARD SWITCHING ORDERS. Instructions for accomplishing 
uniform switching operations at various stations. 

Temporary. Destroy 2 years 
after order is revised, 
rescinded, obsoleted, or Arranged by switching order number. 

Cutoff when order is obsoleted or changed, 

LOADING SCHEDULES. SPA-534. Daily log showing schedules 
power delivery, and generation estimated losses, 
Arranged chronologically in binders. 
Cutoff at close of calendar year. 

INTEGRATED SYSTEM LOG SHEET, SPA-400, Daily log sheet 
showing: Generation to SPA by plants, monthly totals and 
maximums; maximum generation; and maximum generation and 
load record; SPA firm system loads; non-firm system loads; 
customer loads; transactions consisting of actual and 
scheduled interchange, and inadvertent interchange. 
Arranged chronologically (daily), 
Cutoff at close of calendar year. 

POWER OPERATIONS - PO 156 

· otherwise changed. 

of ·Temporary. Destroy 1 year 
after cutoff. 

Temporary. Transfer to FARC 
10 years after cutoff. 
Destroy 40 years after cutoff. 

-•--
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OFS 

• • 
ITEM 
HO. 

N. 

o. 

TITLE AIID DESCRIPTIO!I OF RECORDS 

INADVERTENT INTERCHANGE SUMMARY - SWPP. Reconciliation of 
accounting records with SWPP. 
Cutoff ac end of calendar year. 
Arrange chronologically by month. 

ACTUAL HOURLY LOADS - MWH. Weekly report required by the 
Southwest Power Pool, including hourly load each day for 
entire SPA area. 
Arranged chronologically. 
Cutoff at end of calendar year. 

P. MIDNIGHT LAKE ELEVATIONS. SPA-555 used to record lake 
elevations at each project at midnight on each day of the 
month. 
Arranged chronologically by month, 
Cutoff at end of calendar year, 

Q. SOUTHWEST POWER POOL DAILY CAPABILITY A.~D EQUIPMENT OUTAGE 
REPORT, GROUP B, SPA-680. 
Arranged chronologically by month. 
Cutoff at end of calendar year. 

. POiJ BlflJPl'RA'ITONS - Pd 
157 

AUTHORIZED D!SPOSITIOH 

Temporary. Transfer to FARC 
3 years after cuto • 
Destroy 10 years after cutoff. 

Temporary. Destroy 3 years 
after ·cutoff. 

Temporary. Destroy 20 years 
after cutoff. 

Temporary. Destroy 2 years 
after cutoff. 

• 
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OFS 

PMR 

PM 

ITEM 
HO. 

A, 

TITLE AND DESCRIPTION OF RECORDS 

COMPREHENSIVE RIVER BASIN PLANNING STUDY PROJECT FILES, 
resulting from coordinated interagency studies of river 
basins including plans and recommendations for future develop­
ment and use. 
Arranged alphabetically by name of river basin. 
Subdivide the projects into folders arranged by subject topicf 
(examples shown below) as volume warrants. 

Temporary Papers 
Plan of Survey 
Conferences and Meetings 
Economic Base Studies 
Power Needs Studies 
Potential Developments - Recommendations 
Reports (subdivide by type: interim, appendixes basic frame­
work, etc.) 

Cutoff after completion of study. 

B. POWER MANAGEMENT AJ:..'1) PLANNING PROJECT FILES consisting of 
power studies and data regarding special projects proposed 
or underway in the geographical area within the purview of 
SPA. These special studies may include pumped storage 
projects, proposed interconnections between Federal agencies 
or between Federal and non-Federal organizations, proposed. 
power projects and storage reservoirs, etc. 
Arranged by name of study or project. 
Cutoff upon completion of study. 

POWER RESOURCES - PR 158 

AUTHORIZED DISPOSITION 

All papers, reports submis­
sions, by SPA which reflect 
SPA activities, contributions 
and involvement in the study. 
Permanent. Transfer to FARC 5 
years after cutoff. Will be 
offered to NARS 50 years after 
cutoff. 
Temporary. All printed report~ 
and other technical reference 
material prepared by other 
agencies and used by SPA as 
source data and for informa­
tional purposes only. Destroy 
5 years after completion of 
study. 

Permanent. Transfer to FARC 5 
·years after cutoff. Will be 
offered to NARS 10 years after 
cutoff. 

AUTHORITY 
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OFS 

EXP 

PMR 

• • 
ITEl,I 
HO. TITLE AllD DESCR I PT I OH OF RECQ_ROS 

C. COST ALLOCATION CASE FILES. 

1. 

2. 

Cost allocation studies made by the Corps of Engineers, 
SPA's comments, and alternate studies made by SPA to 
improve financial feasibility of power installations. 
Arranged alphabetically by multiple-purpose projects. 
Cutoff when SPA is no longer marketing agent for the 
project. 

Cost allocation data sheets consisting of summary power 
project data and cost allocation data. 
Arranged alphabetically by multiple-purpose projects. 
Cutoff when firm allocation made by SPA and CE. 

D. DAILY OPERATION REPORTS - CE, showing hourly generation for 
each unit and hourly pool and tailrace elevations with sum­
mary of generation and hydrologic data. Received from each 
CE District in SPA's area of operations. 

E. 

Arranged by project, thereunder chronologically. 
Cutoff end of each calendar year. 

1. Maintained in Br. of Power Resource Production. 

WEEKLY RESERVOIR DATA - Machine printouts containing current 
conditions on all projects in SPA's interconnected system and 
the isolated plants. · 
Arranged chronologically. 
Cutoff at end of each calendar year. 

1. 

2. 

Maintained in Br. of Power Resource Production. 

All other copies. 

POWER RESOURCES - PR 159 

AUTHORIZED DISPOSITION 

Temporary. Send to FARC 5 yeari 
after cutoff. Destroy 10 years 
after cutoff. 

Temporary.. Destroy_ 10 years 
after cutoff. 

Temporary. Destroy 50 years 
after cutoff. 

Temporary. Destroy when no 
longer needed. 
Temporary. Destroy 1 year afte, 
cutoff. 

• 
AUTHORITY 
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OF$ ITEM TITLE AND DESCRIPTIOH OF RECORDS AUTHORIZED O!SPOSIT!OH AUTHOR ITV 
lW. 

PMR F. ESTIMATED INFLOW DATA - Data-received daily by telephone from Temporary. Destroy no later 
CE on inflow conditions. This is converted to energy and 1 year after cutoff. 
data furnished Branch of Power Operations on a 5-day projec-
tion. 
Arranged chronologically. 
Cutoff at end of calendar year. 

POWER RESOURCES - PR 160 PART III 
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TITLE AND DESCRIPTION OF RECORDS AUTHORIZED DiSPG::TION AUTHORITY 

r--r , 
1 "'::S 1· ITEM ! j IJ, llf'l 

--i--''_J_·~-:'-------------------------------+----------------r--------, 
PMR G. 

II. 

I. 

~ct. J. 
Off. 

FIRM ENERGY ALLOCATION - Tabulation on a 7-day basis for 
each reservoir. 
Arranged chronologically. 
Cutoff at end of calendar year. 

DAILY RESERVOIR DATA. Tabulation used for 30-day operationa 
plan, Firm Energy Allocations, Weekly Reservoir Data Report, 
etc., containing the following data on all SPA projects: 

Top and bottom elevation of power pools 
Monthly medians 
Daily Pool elevations 
Inflow and Discharges 

Arranged chronologically. 
Cutoff at end of calendar year. 

RESERVOIR DATA SHEETS - CE (HEADWATER BENEFITS), showing 
rainfall, evaporation, pool elevation, daily discharge and 
daily inflow. 
Arranged by project, thereunder chronologically. 
Cutoff end of each calendar year. 

ENVIRONMENTAL IMPACT STATEMENTS, both draft and final, 
significantly affecting the quality of the human environ­
ment, Arranged by project. Cutoff upon publication of 
final statement. 

1. 

2. 

Statements with specific impact in the jurisdiction of 
SPA. Includes statements prepared by SPA and/or others. 

Statements prepared by others with no impact in the 
jurisdiction of SPA. 

POWER RESOURCES - PR 161 

Temporary. Destroy 1 year 
after cutoff. 

Temporary. Destroy no later 
than 10 years after cutoff. 

Temporary. Destroy 10 years 
after cutoff. 

Temporary. Transfer to FARC 
4 years after cutoff. 
Destroy 50 years after cutoff. 
Temporary. Destroy when no 
longer needed. 

PART III 



OFS ITEM TITLE AND DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION . AUTHORITY MO. 

SEE: PROGRAM RECORDS - SUBJECT FILES I 
I ·. All material relating to program planning and review is 

maintained in the program subject files, i 

I 
I 
I 

i 

PROGRAM PLANNING AND REVIEW - PPR 162 PART III 
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• 

• 

• 

APPENDIX 3 

RECORDS DISPOSITION SCHEDULES 

The Records Disposition Schedules are arranged in the same order 
by primary functional headings as the subject file system in 
Appendix 1 and the case file system in Appendix 2. An additional 
section on nonrecord material is included. The schedules are 
therefore divided into four major parts: 

Part I Nonrecord Material 
Part II - Administrative Subject Records 
Part III - Program Subject Records 
Part IV - Case File Material 

The disposal authority for nonrecord material and for administrative 
and program subject files is found on the first pages of parts I, II 
and III. Disposal authorities for case files are located under the 
appropriate functional headings. See Part TV, case files, for refer­
ence. When referring to the schedules, always cite the functional 
heading or its symbol and the item number. 

The disposal standards in these schedules are based on studies of 
the administrative, legal, fiscal and historical values of the records; 
recommendations of operating officials; and provisions of Government­
wide schedules issued by the General Services Administration. Sug­
gested standards which do not show a disposal authority have not been 
cleared by the National Archives and Records Service and the Joint 
Congressional Connnittee on Disposition of Executive Papers, as 
required, and thus are not approved for use at this time. 

All SPA records are covered by the Records Disposition Schedules. 
If in applying these standards a category of records is found for 
which there is no applicable disposal standard, the SPA Records 
Officer should be notified. Likewise, if a change in the present 
standard is desired, a recommendation should be submitted to the 
Records Officer together with a justification for the revision. 
Any changes to the schedules must go through the required cycle 
of clearances before being implemented • 
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::IFS ITEM 
NO. 

• 
TITLE AND DESCRIPTIOU OF RECORDS 

NONRECORD.MATERIAL 

Nonrecord material is defined in chapter 1, page 2 of this 
manual. Materials are usually nonrecord in character because 
they are (1) copies of an original which serve as the official 
record; (2) printed or processed materials of which only the 
master copy is considered official; (3) papers of a transitory 
nature which cease to have any documentary or evidential 
value after completion of a specific transaction, event, 
action, etc., such as preliminary drafts, shorthand.notes, 
etc. 

This portion of the Handbook describes nonrecord material 
which is normally produced and accumulated as a result of 
responsibilities and activities common to all offices. 
These papers usually deal with the routine administration 
of an office. 

NONRECORD MATERIAL - NR 164 

• 
AUTHORIZED DISPOSITION AUTHORITY 
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OFS ITEM 
HO. 

A. 

B. 

c. 

D. 

E. 

F. 

G. 

H, 

TITLE AND DESCRIPTION Of RECORDS 

DRAFTS. Preliminary and intermediate drafts of letters, 
m;moranda, reports, etc., and office notes, 

DUPLICATING MEDIA OR REPRODUCTION MATERIALS consisting of 
stencils, ditto masters and other duplicating media used 
for preparing form letters, invitations to bid, reports, etc. 

PUBLICATIONS-SPA (Reference Copies). Excess copies of 
notices, orders, bulletins, pamphlets, circulars, memoranda, 
public relations material and other printed or processed 
documents. 

AUTHORIZED DlSPOSITIOH 

Destroy after final drafts 
are completed. 

Destroy when primary purpose 
has been served. 

Keep copies at minimum for 
official.reference use. 
Destroy when obsolete. 

AUTHORITY 

Nonrecord 

Nonrecord 

Nonrecord 

PUBLICATIONS OF OTHER GOVERNMENT AGENCIES such as Senate and 
House documents, Code of Federal Regulations, GSA publi­
cations, etc. 

Destroy when superseded by Nonrecord 
new publication, when obsolete, 

PUBLICATIONS-INDUSTRY including catalogues, price lists, 
parts lists, vendor's sales pamphlets, brochures prepared 
by private industry. 

or in case of bound volumes, 
when not needed for library 
purposes. 

Destroy when superseded or 
obsolete. 

READING FILES. Extra copies of correspondence, memos, forms, Destroy after 6 months. 
etc., used solely as a reading or reference file for the 
convenience of personnel, 

QUASI-OFFICIAL NOTICES. Memoranda and other papers that are 
not records of official SPA actions, such as notices of 
holidays, charitable and welfare fund solicitations, bond 
campaign notices, announcements, etc. 

TRANSITORY MATERIAL, consisting of items of short term 
interest, transmittals, and other papers. 

NONRECORD MATERIAL - NR 
165 

• 

Destroy when purpose is 
served, usually after 
circulation within office. 

Destroy after 6 months or 
when purpose is served. 

--

Nonrecord 

Nonrecord. 

Nonrecord 

Nonrecord 

PART I 
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OFS ITEM 
NO. 

• 
TITLE AND DESCRIPTION OF RECORDS 

ADMINISTRATIVE RECORDS 

Host offices maintain records of an administrative nature in 
a subject file arrangement. Administrative records generally 
relate to the internal administration or "housekeeping" 
functions of an agency and do not concern the agency's primar~ 
mission or purpose. Administrative records include material 
documenting such activities as budget, personnel, office 
supplies, space, reproduction, etc. In an administrative 
office or staff office, whose sole responsibility is adminis­
tering one of these housekeeping functions, the records are 
usually official in nature and constitute, in effect, the 
program files of the office. 

AUTHORIZED DISPOSITION 

Temporary. Official Files: 
Destroy 4 years after cutoff. 

Temporary. Unofficial Files: 

ADMINISTRATIVE SUBJECT FILES consisting of correspondence 
relating to the internal administration of SPA and relating 
to such activities as office organization, ·staffing, proce­
dures, communications, reproduction, procurement, travel, 
transportation, personnel, emergency planning, office space, 
etc. 

Destroy no later than 1 year 
·after cutoff. 

Arranged according to subject_::-r_mmeric classification system 
as indicated in appendix 1 of this handbook. All other 
documentation will be found in the case files. 

Cutoff at the close of each odd-numbered fiscal year (every 
2 years). 

See Appendix I, Administrative 
Subject Files, beginning on 
page 38. 

• 
AUTHORITY 

=='====!::==============-::.::-"°'· ==============::±====-=========-=•==:::¾.:::=======:::::! 
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• • • 
1
1 ITEM TITLE AND DESCR I PT I 014 OF RECORDS AUTHORIZED DlSPOSlTION AUTHORITY 

OFS NO. 
_i:---1---------------------------------+----------------ir----------t 

PROGRAM RECORDS 

Program files relate to the program, mission, or line 
functions for which SPA exists. These records are outlined 
under the following primary subjects or functions: 
Engineering-Design, Interagency Cooperation, Land, Legal, 
Maintenance, Power Marketing, Power Operations, Power 
Resources, and Program Planning and Review. 

PROGRAM SUBJECT FILES consisting of records maintained in a 
subject arrangement and reiating to the primary programs of 
SPA including power operations, power marketing, power 
resources, program planning and review, etc. 
Arranged according to the subject-numeric classification 
syst:em indicated in this handbook (Appendix 1). 
Cutoff at the close of each odd-numbered fiscal year (every 
2 years). 

PROGRAM RECORDS - PRO 167 

Permanent - all items marked 
"P." Transfer to FARC 4 yrs 
after cutoff. ·will be offered 
to NARS 20 years after cutoff. 

Temporary. All other record 
files. Transfer to FARC 4 yrs 
after cutoff. Destroy 20 yrs 
after cutoff. 

-Temporary. Nonrecord file. 
Destroy no later than 1 year 
after cutoff. 

PART III 



OFS ITEM 
HO. 

• • 
TITLE AND DESCRIPTION OF RECORDS 

CASE FILES (ADMINISTRATIVE AND PROGRAM) 

Case files are files of material relating to a specific 
project, study, survey, activity, transaction, etc. 
These specialized records are always fil~d bl,~ nam!i:. or 
a number and usually have a definite beginning and ending 
in point of time. 

Because of the volume of case files and the retention 
periods required, these are filed separately from the 
subject files. 

CASE FILES 168 

AUTHORIZED DISPOSITION 

Disposition for case files is 
shown opposite each item, 
beginning on page 87 for 
Administrative case files, and 
page 134 for Program case 
files. 

' 
AUTHORITY 
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• 
RELATIVE HIDEX 

NOTE: The word "see" indicates that the subject category is further subdivided. In such cases, the 
Subject Outline should be consulted to obtain the appropriate filing designation. 

-A-
PAGE REFERENCE 

FILE DISPOSAL 

• 

SUBJECT FILED UNDER LOCATION SCHEDULES 

Absence and Leave • •••.••••••••....•••••.•••....•..........•. PER 4 54 166 

Accident Prevention ........................................ . SAF 3 64 166 

Accidents, Vehicle ........................................................................ . VER 3 67 166 

1\c comoda ti ons , Ho te 1 • ....•.....•..••.•.................•.... TRV 4 66 166 

Accountability - Control, Property Management ••.••••••••.••• PRM 4-3, PRM L 61-130 166-130 

A·ccounting, Accrual ......................•.................. FIN 16 45 166 

Accounting Codes, Symbols •••••..•••••.•••••••.•.•...••••••• FIN 4 43 166 

Accounting, Plant .......................................... . FIN 13 45 166 

Accounting, Power •.. ........................................ PO-A 154 154 

Accounts, Current •.......... ................................ FIN A-2 93 93 

Accounts, Payable ........................................... . FIN 8-1 44 166 

Accounts, Receivable ........ ............................... . FIN 17 45 166 

Accounts, Responsible Agent •.••.•••••.•••••••••••••••••.•.•• PRM:-N 130 130 

Acquisition and Ownership, Land •..•••••••.•••••.....••••••.• LND I+, LND-A 72 -148 161-148 

169 



SUBJECT 

Acquisition, Real Property,., ..••••••..•.•.•••.•....••..••.•• 

Acquisition, Surplus Property •...•..•...•.•••..•............. 

Activity Report Budget ................................. · ........ . 

Administration and Organization •........••••.•....•.•••.•..•• 

Administration, of Contracts •...••. · •.•••••.....•..•........•• 

Administration, of Power Sales Contracts •.•.......•..•••....• 

Administrative Audits and Inspections •.•••••...•.....•.•..... 

Advance of Funds, Travel •.....•......•......•................ 

Adverse and Disciplinary Action •............................. 

Aerial Patrols •.............................................• 

Affirmative Action Plan, .............................•.....•. 

Agreen1en ts, Labor . .......... , ......... , ........................ . 

Aircraft Services . .......................................... . 

Alerts and Tes ts, Operation •.......•....•..•................. 

Allotmerl ts, Budget .. ......... ; .......... ; : .................... . 

Anniversaries - Histories •...•....•.•.••...•.•....•...•.....• 

Announcements, Courses, Seminars •.••.•..•....•.....•.•...•..• 

170 

• 

FILED UNDER 

PRH 4-2 

PR1'1 9-2 

BUD H 

See OAD 

PRO 9 

PN 6 

OAD 3 

TRV 5, FIN A-3 

PER 5-4 

NA-E 

PER 20-2 

PER 12-1 

TRV 1-1 

PR 20 

EP 5 

BUD 4-1, BUD-D 

IPR 5 

PER 18-2 

PAGE REFERENCE 
FILE' Dl!h'OSAL 

LOCATION SCHEDULES 

61 166 

63 -166 

90 .90 

51 166 

60 166 

77 167 

51 166 

66-94 166-94 

55 166 

150 150 

59 166 

56 166 

66 166 

84 167. 

42 166 

39-89 166-89' 

46 166 

58 166 

• 



• • 
SUBJECT 

Announcements, Personne 1 ...•......••..••.•..••.•.•..........• 

Appeals and Grievances ......•....•.••••..••.................. 

Appeals and Grievances, EEO •••••••••••••••••••••••••••••••••• 

Appeals and Reviews, Position Classification •..••............ 

Appeals, Performance Evaluation .••..•.• : ••.•...•••.......•.•. 

Applications, for Automatic Data Processing •......•...•.....• 

Applications, for Emp loyme11 t ................................. . 

Applications, for FPC License .. ............................. . 

Applications, for Poiv er • . . ·. . . . . . .. . . . . . . . . . . . . . . . . . . . . . . . . . . .. . 

Applications, for Right -of -Way •.••...•••••••••••••••••.•••.•• 

Appointment, Personnel •.....................................• 

FILED UNDER 

PER 17-1 

PER 5-1 

PER 20-6 

PER 15-1 

PER 13-1 

ADP-D 

PER-F 

Hl'-,.-5 

PM 4 

MA-4 

FER 17-2 

Appointment, Recruitment and Placement....................... PER 17 

Apportionments, :3udget....................................... BUD 4-2, BUD-J 

Appraisal, Land.............................................. LND 3 

Assignments - Details ........ : .......... ; .................... . 

Assignments or Use of Vehicles ..••. ; ...•.•...•..•...........• 

Assignments, Staffing, Emergency Planning ....•.••..•.••.•.•.. 

PER 16-1 

VEH 4 

EP 3-1 

Audio-Visual, Promotional Aide •••.••..•.•.•...• , ...•.•.•.•••• IPR 3, IPR-B 

171 

• P.i\GE REFERENCE 

FILE 
LOC.A .. TION 

57 

54 

59 

57 

57 

88 

120 

75 

76 

74 

57 

57 

39-90 

72 

57 

67 

42 

46-Ul 

DISPOSAL 
SCHEDULES 

166 

166 

166 

166 

166 

167 

120 

167 

167 

167 

166 

166 

166-90 

167 

166 

166 

166 

166-111 



PAGE REFERENCE 
FILE DISPOSAL 

SUBJECT FILED UNDER LOCATION SCHEDULES 

Audits, Administrative ...................................... . OAD 3 51 166 

Audits; Financial .. ~ ........................................ . FIN 5 43 166 

Audits and Surveys, Position Classification •.•••••.•.•.....••• PER 15-2 57 166 

Authority, Delegations of .................................... . OAD 5 51 166 

Authorizations, Bond ........................................ . FIN Q-3 107 107 

Authorizations - Designations, Financial ••••••••••••••••••.•• FIN 6 43 166 

Authorizations - Orders, Travel •.••••••••••••.••••.•••...•••• TRV 6 66 166 

Authorizations, Project, General •..•••.••.••...•..•..•••••.•• PR 21-2 84 167 

Automatic Data Processing ................... , ................ . See ADP 38 166 

.t\wards, Departmenta 1 . ....................................... . SAF 4-1 64 166' 

Ar..vards, Safe Driving ........................................ _ SAP 4-2 64 166 

Awards, Safety ............................................... . SAF 4 64 166 

-B-

Benefits, Headwater., ...........•..•..•..••...............•.• PR 8 81 167 

Bid, Invitation ·and Award of Contracts •••••.•••......••.•...• PRO 5 60 166 

Bidders Lists .............................. , ................ . PRO 5-2 60 166 

Bids . .......... · .............................................. . PRO C 126 126 

Bi 1 ling of Power . ........................................... . PM 9, PM-D 77-153 167-153 

• 



• 
SUBJECT 

Bi 11s of Lading •............................................. 

Bills of Lading, Accountability Records •..•.....•...........• 

Biographical Data, .......•................................... 

B load Donors •...•.......•.......•.........••................• 

Board of Survey •.•••.............•.....•..................... 

Budget and Allotment Work Papers •.................•.........• 

Budget and Appropriations ••.......••..••..•.................• 

Budget Estimates •..•.•.........••.......................... 1 • 

Budget Execution •.........................•.................• 

Budget 1/mnagemen t Report ••..••..•••••...••............•.....• 

Budget Submissions •................•...•............•..•...•• 

Buildings N'.anagement Services •••••••••••••.••. : •••••.•.•.•••• 

Bulletins and,.Fosters, Safety •..•.••.•....•. · ..............•.• 

-C-

Ca.b le Books . .................................................. . 

Campaigns, Fund Drives •••••••••••.••••.•••..•.•••...•...•..• 

Cards, Tabulating, ADP.,··· , , , . • • • ·, • • • • • · ·, ·,,, ·,, · · ·, · • · · · 

173 

FILED UNDER 

TRN 3-1 

PRO-D 

IPR 9-1 

PER 5-2 

PRM 10 

BUD-C 

See BUD 

BUD-A 

See BUD 4 

BUD-G 

See BUD 3 

osv 8, OSV-F 

SAF 5 

ED-Z 

PER 5-6 

ADP-A 

PAGE 
FILE 

LOCATION 

65 

126 

47 

54 

63 

89 

39 

89 

39 

90 

39 

50-115 

64 

146 

55 

87 

• REFERENCE 
DISPOSAL 
SCHEDULES 

166 

126 

166 

166 

166 

89 

166 

89 

166 

90 

166 

166-115 

166 

146 

166 

87 



SUBJECT 

Carrier Current (Engineering Design) •..•..............•...... 

Carrier Current (Maintenance) •............................... 

Cataloging Register •................................ · ........• 

Ceilings, Employment .... ~ ...•.........•..........•..........• 

Ceilings, Limitations •....................................... 

Certificates of Insurance ..........•........................• 

Charts, Maps, Posters ........•........•....•................. 

Checks, Sa la ry ...•........................................... 

Civi 1· Defense ..................................•........... · .• 

Claims, Compensation, Medical. .............................. . 

Claims, Freight •............................................. 

Claims and Litigation •....................................... 

Classification and Evaluation of Positions •.................• 

Clippings, News ••........................... ; ............... . 

Codes, Accounting .........••.......•.......................•• 

Collection, Receipts •........ : ......... ;: .................... . 

Conunenda tions, Con gr a tu lat ions •.....•..•............•........ 

Committee, Automatic Data Processing (Interior) •...........•• 

174 

• • 

FILED lJ.N"DER 

ED 3-1 

MA 3-1 

PRH-R 

PER 6-2 

BUD 4-3 

PR0-7 

IPR 3-1 

FIN 12-2 

See EP 

PER 7-1 

TRN 3-2 

LEG 1, LEG-A 

PER 15 

IPR 9-2 

FIN 4 

FIN 7 

IPR 8-1 

ADP 3 

PAGE RE1:'E!{ENCE 
FILE DIS.P:5SAL 

LOCATION scm:DULES ----
68 167 

74 167 

131 131 

55 166 

40 166 

60 166 

46 166 

44 166 

42 166 

56 166 

65 166 

73-149 167-149 

57 166 

47 166 

43 166 

43 166 

46 166 

38 166 

• 



• • 
SUBJECT 

Commit tee l'lanagemen t ........................................ . 

Cammi ttees, General •.....•...........•..•......•.....•.••..•• 

Committees, Interagency •.••.....•........•...•...........•••• 

Corrnnittees, Interagency Motor Equipment Advisory~······•·· ..• 

Committees, Saf~ty •.....•..................•....••........•.. 

Communications - Control System (Engineering Design) •••..•.•• 

Communications - Control System (Maintenance) .............•.• 

Communications Services ••......•.•..••....................... 

Compensation - Claims, Medical. ........•..............•.••.•• 

Complaints and Critic ism ......................... , •..•....•••• 

Comp lain ts and Prates ts, Power r-fa.rke ting •...................• 

Computer Operating Logs •....••••...•.•..........•........•••• 

Condemnation Plats •...•..•......••.•..•.............•.......•• 

Condemnation Proceedings, Land ••....•.••.........••.......... 

Conduct of Employees •••...... · ..•.•••... ; : •••...........•••.•.• 

Congratulations - Coi:nmendations •.•• , •..•.•.....•...•..•.•...• 

Conservation, Energy.· .••......•.•....••.•.••..•.••. ,, ..••...• 

Conservation of Resources •.•.....•............•.... , ...... , .• 

175 

FILED UNDER 

OAD 4 

See COH 

See INC 

VEH 11 

SAF 9 

ED 3 

MA 3 

osv 3 

PER 7-1 

IPR 8-2 

PJ:.I 5 

ADP-:S 

ED-V 

LND-B 

PER 5-3 

IPR 8-1 

OAD 6-3 

PR 3 

• PAGE REFERENCE 
FILE DISPOSAL 

LOCATION SCHEDULES 

51 

41 

71 

67 

64 

68 

74 

49 

56 

47 

76 

87 

145 

148 

54. 

46 

51 

80 

166 

166 

167 

166 

166 

167 

167 

166 

166 

166 

167 

87 

145 

148 

166 

166 

166 

167 



SUBJECT FILED UNDER 

Construction, Real Property .................................. . 

Continuing Fund •.........................................•.• , 

Contract Administration .•..................................... 

Contract Administration, Power Sales •........................ 

Contract Demands, Power Billing ................•.............. 

Contracts, Procurement ...................................... . 

Copying-Duplicating Service ................................. . 

Correspondence Management •................................... 

Cost Allocation ............................................. . 

Cost Estimates, Reroute or Survey ........................... . 

Costs, Imputed .............................................. . 

Cost Reduction ..... · ................•......................... 

Courses, Seminars, Announcements ............................• 

Courtesy Cards, Vehicle ..•..•...••......... - ................. . 

Credit Union ................................................ . 

Criticism and Complaints ..... ; ....... ,_;: ..............•...... 

PRM 4-7 

BUD 5 

PRO 9 

See PM 6, PM-A 

PM 9-1 

PRO-A 

osv 4-4 

PAP 3 

See PR 4, PR-C 

ED-4 

:FIN 10 

OAD 6-2 

PER 18-2 

VEH 5 

See PER 5 

IPR 8-2 

Crossings and Pennits, for SPA Lines .....•..................• LND 5, LND-C 

Crossings and Permits, for Outside Agencies.................. LND 5 

• 

PAGE REFERE'.{CE 
r'I.LE DlSPOSAL 

LOCA'L:ON SCHEDULES ----- . 

62 166 

40 16"6 

60 166 

77-151 167-151 

77 167 

i24 124 

49 166 

53 166 

80-159 167-159 

69 167 

44 166 

51 166 

58 166 

67 166 

54 166 

47 166 

72-148 t67-148 

72 167 

• 



• • 
SUBJECT 

Cu:r;ve s, Load . . · ... , .............. " .....•.....................• 

Customer iinancial Reports, Power Sales •......•.............. 

Customer Relations and Services ...•.......................... 

Damages and Loss, Personal Property ••.•..............•.....•• 

Dams, General •.•...............•............•................ 

Data, Processing Facilities .......••..•...................... 

Data, Streamflow ...••...........•..............•...•.....•.•. 

Decisions, Comptroller General .. _ .•.....••••.........•...... ,. 

Decisions, Opinions, and Interpretations (Legal) ..•.......... 

Deductions, Bond •.............................•••.........••• 

Deductions, Insurance ........•..............................• 

Deductions, Retirement ••...................................•. 
.. 

Delegations of Authority ...........••...•...............•.... 

Demands, Contract •..............•......................•...• ~ 

D 
. ') -·. , .. emotion - J:romot1.on ... _ ............... -......•.....•.........• 

Department of Interior Policy, Power •.......••............... 

Departmental Awards •............•..•...........•............. 

Depree ia t ion . ..... ,,, ............................. ,, ,, .... , .. · ... . 

177 

FILED tTh'DER 

PR 9-4 

PM 7 

PM 8 

PRM 6 

PR 23 

ADP 4 

PR 17 

FIN R 

See LEG 2 

FIN 12-1 

FIN 12-3 

FIN 12-5 

See CAD 5 

PM 9-1 

PER 16-2 

PPR 2-1 

SAF 4-1 

FIN 13-2 

• PAGE REFERENCE 
FILE DISPOSAL 

LOCATION SCHEDULES 

81 167 

77 167 

77 167 

63 166 

84 167 

38 166 

83 167 

110 110 

73 167 

44 166 

44 166 

44 166 

51 166 

77 167 

57 166 

85 167 

64 166 

45 166 



SUBJECT 

Design and Engineering .....•.............•................•.. 

Designations, Authorizations, Financial •..................... 

Details and Assignments ...........•.......................... 

Development and Research .................................... . 

Differentials, Overtime, Etc. • ............................. . 

Directives, Internal ................... ; .............•....... 

Directives, Management •...................................... 

Directories, Telephone .... _ .................................. . 

Disbursements •... : ......•.... , .............................. . 

Disciplinary and Adverse Action .......•.......•.............. 

Displacements and Separations ..•................•............ 

Disposal, Property Transfer •.........•.•..................... 

Disposal, Real Property ..................................... . 
,, 

Disposal Schedules, Records •....... -.....•.................... 

Disposition of Records •..•..•.......•..........•............. 

Disposition, Surplus Property' ...•..... ·.: ..............•....•• 

Disposition, Vehicle.; ..•...............................•...• 

Dockets, FPC ................................................• 

·• 

FILED UNDER 

See ED 

FIN 6 

PER 16-1 

ED-9 

FIN 12-4 

OAD-A 

PAP 4 

osv 3-4 

FIN 8 

PER 5-4 

PER 19 

FIN 13-4 

PRM 4-8 

PAP 8-1 

PAP 8 

PRM 9-3 

VEH 6 

LEG 3 

l1,'\CE R:~FERFNCE 
Fl LE Vl:::PoSAL 

LOCATION SCHEDULES 

68 167 

43 166 

57 166 

70 167 

44 167 

116 116 

53 166 

49 166 

43 166 

55 166 

58 166 

45 166 

62 166 

53 166 

53 166 

63 166 

67 166 

73 167 

• 



• • • PAGE REFERENCE 
FILE DISi'OSAL 

SUBJECT FILED UNDER LOCATION SC_HEDULES 
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30-Day Operational Plan •••••••••••••••••••••••••••••••••••••. PR 15-6 83 167 

Time and Attendance· Reports ...•..••......••....•.....•....... FIN 12-7, FIN Q-2 45-107 166'-107: 

Time and Cost •..••.••......•.....•.••...• ,, .•.....•.. .••...... FIN 12-8, FIN Q-2 45-]07 166-107 

Time Error and Correction Participation •••..•••••••••••••••••• PO-D 154 15/f 

Tools and Equipment, Safety ••••••••.•• ~ ••••••••••••••••.•••.•. SAF 11 64 166 

'fort Clai1ns ..•. ; ............................................. . LEG 1-1 73 167 

Township Plats ......................................... ; •..... ED-P 143 143 

Training and Career Development•••••••••·•••••••·•••••••••••· PER 18 58 166 

Training Aids and l'1aterial .•.......•......•................•. PER 18-5 58 166 
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SUBJECT FILED Ul;'DER LOCATimt SCHEDULES 

Training, Safety .•.......... •••••••••·••••••·• ................ . SAF 12 64 166 

Trans fer, Funds .. ... • ...•..•.•...••..•..•..••••..•...•.... ,, .•. BUD 4-4 40 166 

Transfer, of Records ..•..•.................•....... ., . ., ....... . PAP 8-2 53 166 

Transfer, Property Disposal •••••••••••••••••••••••••••••••••• FIN 13-4 45 166 

Transfers Out, Personnel •.•.•••••• · •.••••........•..•..•...••. PER 19-3 58 166 

Transmission Lines (Engineering and Design) •••••••••••••••••• See ED-12 70 167 

Transmission Lines (Naintenance) ••••••••••••••••••••••.•••••• See MA-9 75 167 

Transportation, of Tl1ings .................................. ., •. See TRN 65 166 

Transportation Requests ..•.•..•.•........••• ·• .......•....•.•. TRV 7 66 166 

Transportation Requests, Accountability Records •••••••••••••• FIN-D 95 95 

Transportation Schedules ••••••••••••••••••••••••••••••••••••• FIN-C 94 94 

Travel, People and Household Goods ••••••••••••••••••••••••••• See TRV 66 166 

TraVe 1 Vouchers . ............................................. . TRV 8 66 166 

TV, Press, Radio Releases• • • • • • • .... • • • • • • • • .. • • • • • • • • • • • • • • • • • • IPR 9-3 47 166 

-U-

Unemployment Compensation .. ,, ................................... .. PER 10-3 56 166 

Upward Mobility ............................................. ~ ... , ..... ~•·•• PER 18-6 58 166 
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Utilization, Equipment •••••••.••••••••••••.••.•••••••.••.•••. osv 4-3 49 166 

Utilizatton, Manpower .........••.••.....•.•...•.......•...•.. OAD 7 51 166 

Utilization, of Space•·••·••••·•••••••••••••••·•••••••~•••·•• PRM 4-6 62 166 

Utilization, Real Property ••••••••••••.••••••••••.•••••••••••• PRM 4-9 62 166 

Utilization, Surplus Property•••••••••••·•••••••••••••·•••••• PR..'1 9-4 63 166 

-V-

Va ca nc ie s • • • • • • • . • • • • • . • • • • ~ •••••.••••••••••••••••••••••. • •••• PER 17-5 58 166 

Vehicle Inspection Repair _Records •••••••••• ;· ••••••••••••••••• VER-A 137 137 

Vehicles .•..•....•..........................•..•............. See VEH 67 1661 

Vehicles, J.v1otor, Operation ..................... •··••••••··••••• PER-N 122 122 

Visits .. •.. , .......• · ••......•....•..•••....•....••......•..... OAD 9 52 166 

Vital Records Program•••••••••••••••••••·•·•••••••·•••·•••••• PAP 10 53 166 

Vouchers, Disbursement ..•..•....•.• ~ .............. •.,,,• .......... . FIN A-1 93 93 

Vouchers:, Examination ....••..•......•. · ...•.•..••••..•.•.....• FIN 15 45 ;l.66 

Vouchers, Property, Master • ." ••••••••••••••••••••••••••••••••• PRM-M 130 130 

Vouchers, Property, Responsible Agent •••••••••••••••••••••••• PRM-0 130 130 
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SUBJECT FILED lTNDER 

-W-

Warehouse Transactions, Monthly Summary ••••••••••••••• ~ •••••• PRM-U 

i~arehous ing and Storage • ............... ., ..... ~ ...... •- ........ . PRM-8 

Water Pollutior1._ ........ ~ •...•••.•••..•........... ( ••..... it. PR 19 

Water Quality Standard Reviews •••••••••••••••••••••••••••••• PR 10-2 

Water Quality Standards •• •·••···•••••••••••••••····•··•• •••• PR 19-3 

Water Resources •. .....................••.•• * •••••••••••••••• See PR 21 

Water Supply, Reservoir Operations •••••••••••••••••••••••••• PR 15-4 

Water Temperature Effects, Fish and Wildlife •••••••••••••••• PR 6-1 

Watershed Wark Plan Reviews •.••••.......•......••....•...... PR 10-1 

~]omen, Federal Program .•..••.••••.•••.•.••••••.••.•.•••..••• PER 20-3 

Work Orders, Plant Accounting •••••••••••••••••••••••••••••••• FIN 13-5, FIN-M 
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