
NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 

Schedule Number: Nl-387-09-001 

Some items in this schedule are either obsolete or·have been superseded by new 
~ARA approved rec~rds schedules. This _information is accur_ate as of: 3/25/2021 . 

ACTIVE ITEMS 
These items, unless subsequently superseded, may be used by the agency to 
disposition records. It is the responsibility of the user to verify the items are still 
active. 

All approved items except 120~ 287, and 288 are active. 

SUPERSEDED AND OBSOLETE ITEMS 
The remaining items on this schedule may no longer be used to disposition records. 
They are superseded, obsolete, filing instructions, non-records, or were lined off and 
not approved at the time of scheduling. References to more recent schedules are 
provided below as a courtesy. Some items listed here may have been previously 
annotated on the schedule itself. 

DAA-GRS-2018-0003-0001 supersedes item 120. 

Nl-387-10-001 item 6 supersedes item 287. 

Nl-387-10-001 item 5 supersedes item 288. 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 



LEAVE BLANK 
JOB NUMBER 

REQUEST FOR RECORDS DISPOSITION AUTHORITY 

To: NATIONAL ARCHIVES & RECORDS ADMINISTRATION Date Received 
8601 ADELPHI ROAD, COLLEGE PARK, MD 20740-6001 

1. FROM (AGENCY OR ESTALISHMENT} NOTIFICATION TO AGENCY 
De artment of Ener1 
2. MAJOR SUBDIVISION In accordance with the provisions of44 U.S.C 3303a: the disposition 
Southwestern Power Administration request, including amendments is approved except for items that may

-3.-M-IN_O_R_S_U_B_D_IV-IS_IO_N____________________ be marked "disposition not approved" or "withdrawn" in column 10. 

...Qffiee ef Ce1 poi al'c Ope1 etions, lnfeFFAatioo Iecboology Qi•.«i&ioR 

4. NAME OF PERSON WITH WHOM TO CONFER 5. TELEPHONE 
Mi a Bo ken 918.595.6713 
6. AGENCY CERTIFICATION 

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

1/ is not required D is attached; or 

DATE SIGNATURE OF AGENCY REPRESENTATIVE 

ti,~~ 1~ 
7. ITEMNO. PTION OF ITEM A D PROPOSED DISPOSITION 

(See Attached) 

D has been requested. 

TITLE 
Information Technology Specialist 
A en Desi nated Records Officer 
9. GRS OR SUPERSEDED 10. ACTION TAKEN 
JOB CITATION ARA USE ONL 





SFl 15 Southwestern Pow~r Administration 

Southwestern Power Administration 
SF 115 

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

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

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

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

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

OFFICE OF ADMINISTRATOR 

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

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

SWPA SFl 1~ - FINAL VERSION 
Page 1 of 126 



SFI 15 Southwestern Power Administration 

Also includes items covered by the Department of Energy, Administrative Records 
Schedule 23: Records Common to Most Offices, Item 5 .1 : 

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

PERMANENT. Cut off at the end of the fiscal year. If the records are paper or 
other hardcopy media, transfer to the NARA in 5 year blocks when 25 years old. 
lf 1:fte Feeofes B:Fe eJ.eeffome, tfMtsfer :Ph,sieai ettstoci, 1:o ~JAibt\. ffif pre 
a000ss:i:0mg fi1r0 )'08:fS nfteF eat off. Transfer legal custody of electronic records 
to NARA 25 years after cut off. /
~\\l~ l'e.,hke..~ ~,e,'"o.cce..'~$~ ~t,\"io/ ~ 1~J2.01.i 

b. EleetFonie copies shall fallow: 
Depa:rt:Hient ofenergy, Administrative Reeords 8ehedule 23: Reeords Common to 
Most Offiees, ltefB 5. Schedules of Daily Activities. CalOBdars, appointment 
books, sehedules, logs, diaries, ed other reeords doeumOB-tiag meetings, 
appointments, telephone ealls, trlj)s, visits, and other activities by Federal 
efll})loyees vlhlle serviBg in an offieial eapaeity, EXCLUDING mrn:erials 
detenniaed to be personal. [GRS 23 (5)] 

1) Reeords eontaining substantive information relating to offieial aetivities, the 
substanee ofy;hieh has not beOB ineorporated into offieial files, EXCLUDING 
reeords relating to the official activities ofhigh Government offieials. 

TEl\4PORARY. Cut off at the OBd of the fiseal year. Destroy or delete v1hOB 
2 years old. 

2) Reeords documenting routine activities eontairang no substantive mfonnation 
and reeords eontaining· substantive inforlll.atioB, the SlH)Stanee of 1..vhieh has 
beOB iBeorporated into organiwd files. 

TE:MPORARY. Cm off at the end of the fiseal year. Destroy or delete when 
BO longer ~eeded for eow,eni~ee ofreferenee. 

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

PERMANENT. Cut off when superseded or obsolete. Arranged by subject plan. If 
records are paper or other hardcopy media, transfer to offsite storage 4 years after cut 
off, and transfer to NARA 20 years after cut off. lf reco:rds are eleetron:ie, :tfflfl:s:fet 
plzysisal ·sastod~· to ;NAR.A. fer f)fO aeoessiofl½Bg Five yeflfs after e1¼1: eff. Transfer legal 
custody of electronic records to NARA 20 years after cut off. 
~\t~ t-e,~\ct~ ~t. ... f>..CUh<i~~ ~\\c'j ~\r~\wi2. 

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

TEMPORARY. Cut off when superseded or obsolete. Destroy4 years after cut off. 

LEGAL 

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

Item 4: E(J_ual EHlf)leyment Cemi,laints (1660) [CRS 1(25)) 
Reeefds used 13y GCftOFal Ceunsel 13-ut not filed in the official diserimination 
eomplaint ease file. Piled in Legal Reeords, Pile Roam #1604. 

a. Baek.ground Feeords net filed in the Offieial Diserimination Complaint Case 
~ 

13. Reeords doeumem:ing eemplaints tha-t do not dEY;elop inte Official 
Diserimination Complaiat Cases. 

TEl\4PORARY. Cut off a-t Cftd of fl.seal year. Plaee in inactive file v:hen ease 
resolved. Destroy 2 years aftOF final resolution of ease 

SWP A SFl 15 - FINAL VERSION 
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Item 5: FFeedom of IBfemHl-tioB Aet ~OIA) (1700) 
a. CeneFal. 

Reeords relating to the gmeral i.mpleB1entation ofthe FOIA.., ineludmg H:otiees, 
meB1orW1:dums, routine eorreSf)ondenee Wld related records. Filed in Legal 
Reeords, File Room #1604 and eleetromeally at N:\Dept_Legal\\\TP\1720\. [CRS 
14(15)] 

TE±\4PORARY. Cut off end of fiseal year. Destroy 2 years after eut off. 

b. FOIA Reports (1710) 
Recarring reports Wld one time information req-uireB1ents relatifl:g to the 
impleB1entation of FQLA.c. EXCLUDING 8:ftfl-Ual reports to the Congress at the 
departftlefttal or ageney lEYtel. Filed mLegal Reeords, File R-0om #1604. [CRS 
14(14)] 

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

e. FOIA Requests (1720) [CRS 14(11)] 

1) appFo-,,.,zeEl. Files ereated in reSf)onse to requests for information under the 
FOL'\., eonsisting of the original request, a eopy of the reply thereto, and all 
related supr,orting files 1.vhleh in.eludes the offieial file eopy ofrequested 
reeord or eopy thereof. Filed in Legal Reeords, File Room #1604. 

TEl\4PORARY. Cut off at end of fiseal year. Destroy 2 years after cut off 

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

TE±\4POR,A.RY. Cut off at end of fiseal year. Destroy 6 years after cut off. 

d. Copies of Fequested records. 

TE±\4PORARY. Dispose of in aeeordW1:ee v:ith appro11ed ageney CH:Sf)osition 
instruetioRs for the related recoros or with the related FOIA request, whiehO¥er is 
±atef-; 

SWPA SF115-FINAL VERSION 
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SFl 15 Southwestern Power Administration 

Item 6: Pti.-wey (1800) 
Reeo:ms Felating to geB:efai ifflf)leffleB:tation of the Prhraey Aet inell¼<ffllg notiees, 
meffloFandUffls, Foutine eorrespondeB:ee and Felated papers. Filed in Legttl Reeo:ms, 
File Room #1 e04. 

a. PFivoey Aet CeneF&l l ...dmi.BistF-&tive Files. Reeo:ms Felating to the geB:erttl 
ageB:ey i.mj)lefflen-tation of the Privacy Aet, inell:lding notiees, meffloFan.da, Foutine 
eorresf)ondeB:ee, B:B:d Felated Feeords. [CRS 14(16)) 

TEMPORARY. Gut off at the eB:d of the fisettl yeBf. DeSffey 2 )'-Oars after out 
-er?. 

h. Pfivoey l ....et RepeFts (1810) 
Reeo:ms relating to Fe0lifl'lllg Fef)orts md one time infeffllation Fef:J:Wefflen-ts 
Felating to Sol:lthwesterft impleffleB:tation, inelll<lifl:g hienmttl Fef)orts to the Offiee 
ofMmagefflen-t and Bl:ldget (Ol\4B), flfl:d the Ref)ort on N01.v Systeffls at ttll l011els. 
Filed in Legttl Reeords,. File Room #1 e04. [CRS 14(25)) 

TE±\4PORARY. Gut off at the eB:d of the fisettl yeBf. DeSffey 5 yea£s after el:lt 
er?. 

e. Pmaey Aet Requests (1810) 
Cose files ereated ia response to requests from individl:lttls to gain aeeess to 

thei-f FeeoFds or to my information in the reeords f)ertai.mng to them., as 
f)ro:vided for l:lllder 5 USG 552a(d)(l). Files eontmn originttl reE:J:uest, eof)y of 
fef)ly thereto and ttll related Stlflf)Orting doel¼Hl:en-ts. Fi~ed in Legal ReeoFds, 
File Room #1 e04. [CRS 14(21)) 

1) J\ppFeved 

TE±\'IPO&•~Y. Gl:1.-t off at the eB:d of the fisettl yeBf. Destroy two yeBfs 
after eut off. 

l) Denied 

TE~ORit\RY. Gl:1.-t off at the eB:d of the fisettl yeBf. Destroy fi71e yeBfS 
after eut off. 

3) Offiei&l rile ~epy of Fcq-u~stcd FeeeFds 

TEl\'IPORARY. Dispose of in aeeordanee with apf)rov:ed ageB:ey 
-disposition instruetions for the Felated reeords or with the Felated Privacy 
Aet Fequest, Wfflehever is later. 

SWPA SFl 15 - FINAL VERSION. 
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SFl 15 Southwestern Power Administration 

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

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

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

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

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

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

Item 10: PFepesed and Pending Legisla-tien Case Files hut Net Enaeted (l~l) 

ITEM WITHDRAWN - these are itled and maintained with item 9 .above 

Case files reg8faiftg pF0posed md eB:aet:ed State Legislatioft whleh doeumea-ts aad 
'bills FelatiBg to 8\l/PA. :fim.etiofts and fespoB:sH:,ili-ties, m~mdes eoopemtive efforts 
betweeB: SWPA, 0th.CF ageB:eies, groUf)s, Of mdividlltlls md the states mobtEl:H:l:i:ftg 
parti.etHElf legislatioft; Felated eoffespoB:deB:ee, espies of legislatioft, surveys ofB:eeded 
la·ws Of ameB:dmCftts, hc;,arings, md eommCftts. The offieial feoofd OO:PY is Oft Ofle
medium, papCF, 1.HHess othCFWise speeifie. j\IfaB:ged by sulajeet:. .Almual a:eemnulatioft 
is less thaB: ofte (1) lmeElf foot. Filed iB Legal Reeofds, File Room #1604. 

PERl\'.'11~.......~ENT. Gut off at the eB:d of the fl.seal ifl whloh felate4 legislatiofl is 
eofflf)leted. Mam-ta-ift onsite fof 5 yeElfs a:ftCF out off and theft transfer· to offsite 

SWPA SF115-FINAL VERSION 
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Item 11: Litigation Case Files (2040) 
Case files relating to legal action or judicial proceedings pertaining to that action, 
filed against SWP A or by SWP A as a lawsuit in either an administrative agency or a 
court. The official record copy is on one medium, paper, unless otherwise specified. 
Including by not limited to: Judicial litigation-includes documentation needed to 
prepare for judicial proceedings before a body that may consist of a judge or judges 
and a jury. Cases arranged by subject and divided into three categories: 1) Cases 
against SWP A; 2) Cases SWP A is a party; and 3) Board of Contract Appeals. Annual 
accumulation varies from less than one linear foot to three linear feet. Filed in Legal 
Records, File Room #1604. 

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

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

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

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

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

SWP A SFl 15 - FINAL VERSION 
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Item 14: MeFit S~rstems Pfeteetien Be&Fd (1\4SPB) Case Files (2087) fCllS 1(30)) 
Files of eases filed with the MSPB. Filed mLegal Reeofds, File Room #1604. Covers 
Feeofds Felati:ng to griCYrCHlees, aev=erse actions and perfofffl:anee hasee. actions misee. 
by agency efBf)loyees, ~eept EEO eomidamts inelooes statements ofvAmesses, 
Fepofts ofmterviCYNs CHld heerifl:gs, ~emifl:er's fiB~s ane Feeomm.endations, a copy 
of the origm.al aeeision, Felatee. eoffespondenee and ediieits, aaa 1eeofds relatmg to a 
Feeonsideration FeE}-1:lest. Also includes a copy. of the pFoposee. aE1.7rerse action 1lAth 
Si:lf)i)Ortmg e.oOtiments; statements ofwimesses; eftli')loyee'~ Feply; he&Fmg notices, 
Fepofts, and e.eeisions; fe'"frersal of action; and appeal Feeofds, EXCLUDING letteFs 
ef Feptimed whieh. &Fe illed iB ·th.e OPF. 

TEl\4PORARY. Cm of at the end of fl.seal year in v.rbieh ease is Fesolved. Destfey 
no sooner tha.B 4 years hut BO later thCHl 7 years after eut off. 

Item lS: Equal Employment OppeFte:nify Cemmissien (EEOC) Case Files (2088) EGRS 
1(25)(&)1 
Origiftatifl:g agency's file eoml¼imng eofllf)lamts with Felated eoFFespoadenee, Fepofts, 
ediieits, 1llith6f'B:Vlal notices, copies of aeeisions, Feeofds ofhearings CHle. meetings, 
ane. other Feeofds as e.eseribee. in 29 CFR 1613.222. Cases resolved 1Nithi:a the 
agency, by EE}-1:lal Emj)loyment Oppommity CoHJ.fflission, Of by a U.S. Co:ert. 
•Arrangee. by ease file. File in Legal Reeofds, File Room #1604. 

TEl\4PORARY. Cm off ane. the end of the fiscal year ifl 1uhleh ease is Fesol7reE1.. 
· DestfOy 4 years after eut off. 

Item 1(): l\4e&tkly Usage ef OBliBe Lega-1 llese&Feh. Teals (2245) 
Eleetfome files ane. hard eopy primouts eFeatee. to momtof system usage, inelae-iftg, 
but not limited to, log ifl files, pasS'NOfe. files, audit tmil files, system usage files, CHld 
cost hack files used to assess eharges foF systeffl use. Usee. fof billiflg pUfPoses. Cm 
off ene. of fiscal year. A.ffa.Bged by system.. Filee. in Legal ReeoFe.s, File Room #1604. 
(CRS 20(1)(e)I 

TEl\4PORAllY. Cut off at the end of the fiscal year. DeleteJdestfOy Y1hen the agency 
e.etennifl.es they are no longer neee.ee. for adm.ini.stt-ati.11e, legal, audit, Of other 
opemtional pHfiJoses. · 

Item 17: Employee Responsibility ed Cenduet peF the Efll.ies P.FegFam @735) (CllS 

~ ' 
Inelue.es Emj)loyee Fimmeial disclosure fofffl:s (4 50J278), also e.oeumefl:ts, Fepofts, 
tfainifl:g Fosters of eflli)loyees Feq-1:lffee. to eofllf)lete 450' s fl.lee by eHlployee name. 
Ammgee. hy eflli)loyee name. Filed in Legal ReeoFe.s, File Room #1604. 

a. E:1:eeetkre BFeeh. PeFsennel Puhlie ¥.iBeeia-1 Diselesu.Fe RepeFts (SF 278) 
ed Felated FeeeFds. 

SWPA SFl 15 - FINAL VERSION 
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1) SF l78 .Fepo.Fts fOf iE:Elivid:aals filiftg ift aeeofdanee with Seetioft 101 (a) or (e) 
of the .A:et, an.d E:ot subsequeatly eoftfirmed hy the U.S. SOftate or eleetecl. 

TEMPORARY. Gllt ofat the Oftcl ofthe fiseal ye&F. Destxey 1 ye&F after 
ftOHHftee or eandiclate eeases to ae 1:lfl:aer eoE:sideratioft for the positioft; 
EXCEPT that aoOtlHl:Ofl:1:S fteeclecl i-B an. Oftgoi-Bg il¥;estigatioft Ylill he retained 
:aBtil ftO loftger fteeded i-B the :i:tPfestigatioft. 

2) AD otlle.F SF 278s. 

TEMPORARY. Gut off at the Oftd of the fiseal year. Destroy wbeft eye&Fs 
old; EXCEPT that cloeam:Ofl:1:s Beeclecl i-B an oftgoiftg i-Bvestigatioft vlill ae 
retainecl lffltil ftO loE:ger E:eedecl ift the i-Bvestigatioft. 

h. E:1.eeu-w;e B.Feeh CoB.fidential FiBeeial Diselose:.Fe Repo.Fts (OGE Fe.Fm 
4S0) ed Confideatial Cemfieates of No New lBteriests (OGE Optioaal Forim 
4S0 A) ed .Felated .Feeorids. 

1) OGE Forim 4S0s for i-Bclivid:aals ftOt subsequOB:1:ly eoft:finnecl hy the U.S. 
SOftate. 

TEMPORARY. Gut off at the Ofta of the fisea1 ye&F. Destfoy 1 year after 
ftOHHftee eeases to he UB.der eoftsicleratioft for the positioft; EXCEPT that 
cloe~Ofl:1:s E:eecled ift an oftgomg ifr;estigatioft Ylill ae reta-iBed l:lfltil ftO loE:ger 
E:eeclecl m the iftvestigatioft. 

2) All otlle.F OGE Fe.Fm 4S0s ed OGE Optioaal Forim 4S0 As. 

TEMPORARY. Gllt off at the Oftd of the fiseal year. DestFOy eyear after 
E:Offlffiee ceases to he UB.der eoftsicleratioft for the positioft; EXCEPT that 
doeamOB:1:s E:eeded ift an oftgoiftg investigatioft v.,rill ae retmfted until fto loager 
E:eeclecl m the iftvestigatioft. 

SWPA SF115-FINAL VERSION 
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Item 18: GeneF&l Ethies PFogF&m ReeoFds (3736) (GRS lS(1)). 
Reeofds mamtamed by etmes pfOgami offiees relating to tile dCY"1elof)ftl:eat, reviEY",v, 
~lefBeatatioa, end i.HtefJ'fetatioa ofpfOposed Of estaelished ~eel:lti11e bfeneh 
staadai:ds of ethieal eoaauet and otilei- etmes fegula-tioas; eoafliet ofiBtei-est end otilei­
ethies felated statetes Sfld E:K:eeutj.11e Ofdei-s; a.Bd tmy ageaey Sl:lflpleaieatal stend&Fds 
of ethieal eoaduet a.Bd othei- ageaey ethies related ·tegula-tioas a.Bd difeetives. 
In:eludmg: feeores doeumeatiBg tile fEY"fiew ofpfoposed Of estaelished ethies related 
statutes end fegulatioas by ethies f)fOgram. offieials, iBelllEimg eopies ofpfOposed 
legislatioa, eoHH:Beats, end all felated reeores; det0filH.fl:a-tioas, iBelud:ing aeviee end 
eotiilseliBg to iildividual eHif)loyees, aad Sl:lf)portiag reeofds; feeores felating to 
reEfl:lests tiBdef ageaey su.ppleHieatal standeftis of ethieal eoaauet fof pfiOf appf0¥al of 
o:etside eHlf)loymeat end aeti¥ities. lJso iBeludes ethies log, training rostei-s, and 
o:etside 0fB.f)lO;YftleHt fom.:J:s. Filed iB Legal Reeofds, File Room #1604. 

TKMPORARY. Cm off at tile ead of the fiseal yeai:. Destroy 1Nhen. 6 yeflfS old of 
whea Sl:lf)eFseded Of obsolete, YlhiehEY"reF is latei-. 

RATES AND REPAYMENT- GENERAL 

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

Arrange subject policy and procedure by fiscal year. 

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

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

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

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

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

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

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

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

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

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

TEMPORARY. Cut off at close of odd number Fiscal Year. Transfer to F~deral 
Records Center 4 years after cut off. Destroy 20 years after cut off. 
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Item 25: Rate .and Repayment Policies .and Procedures (6610) 
Documentation for rates and repayment policies and procedures. History ofpolicies 
followed with comments and documentation other. than just copies ofpolicy. 

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

Item 26: Delegation Orders (6611) 
Includes Department of Energy and other applicable delegations and their history as 
related to_ rates and repayment areas of authority. Copies of drafts, comments and 
legal opinions are included. (Based on NCl-387-76-1 p. 76 and 167) 

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

Item 35: O1\IB/Financial Practices Task Group (Operations, Maintenance, and 
Replacements Costs) 
Notes and Information for a study requested by the Office ofManagement and 
Budget (0MB) of all 4 Power Marketing Administrations to assess financial 
management practices for consistency with other electric utilities". (Based on NCl-
387-76-1 p. 167) 

TEMPORARY. Cut off at close·of odd number Fiscal Year. Transfer to Federal 
Records Center 4 years after cut off. Destroy 20 years after cut off. 
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Item 36: OM&R Group (6623) 
Notes, history and information relating to Power Marketing Administrations' 
financial practices and 0MB requests for improvements .as retained from the group 
meetings and correspondence. 

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

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

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

Item 38: Special Studies (rate-related case files) (6630) 
Documentation and information on studies and requests related to rates and 
repayment or other Southwestern issues. (Based on NCl-387-76-1 p. 153) 

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

Item 39: Special Services/Charges (6631) 
Documentation and information related to power contracts and special service 
charges assessed to customers. (Based on NCl-387-76-1 p. 153) 

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

Item 40: Rate Adjustment Threshold (6632) 
Policy, procedures and history documents on the establishment of the rate adjustment 
thresholds for Southwestern including customer comments. (Based on NCl-387-76-1 
p. 153) 

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

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

TEMPORARY . .Cut off at close of odd number Fiscal Year. Transfer to Federal 
Records Center 4 years after cut off. Destroy 20 years after cut off. 
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Item 42: Rate/Repayment Reform (6634) 
Proposed changes in legislation, correspondence and responses to information 
requests concerning changes to repayment practices of the power marketing 
administrations. · 

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

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

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

Item 44: Integration of Isolated Projects (6635) 
Notes and related information from a study conducted by SWP A personnel on the 
construction and contractual requirements for integration ofnine isolated hydropower 
projects into the integrated system. (Based on NCl-387-76-1 p. 1.53) 

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

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

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

Item46: Financial/Economic Studies (6637) 
Various studies and related data prepared by rates and repayment area for the agency. 

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

Item 47: FERC Order 888&889 (Fate related) (6638) 
Of6eFs B.fld Felated infoff13:ation as Felated to estaelishment of S01:1thwesteffl polieies 
B.fld Fate Iequif0fftents. 

TE±\4POR.ARY. Cut off at elose ofodd n1:1m00F Fiscal Yeat". TransfeF to Fedef'al 
Recofds CenteF 4 yeat"s e:fteF cut off. Destfoy 20 yeat"s e:fteF cut off.· 
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Item 48: Rate and R:epayment Case Files (6640) 
By rate system, then divided into Congressional, DOE (FERC), customer, other and 
proceedings before FERC. - filed by year of study. Includes copies of all filing 
documents, motions to intervene by outside entities and notices to customers. 

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

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

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

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

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

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

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

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

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

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

TEMPORARY. Cut off at the end of the fiscal year in which Southwestern is no 
longer marketing agent for the project. Transfer to the Federal Records center 5 years 
after cut off. Destroy 10 years after cut off. 
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Item 54: lnteragency Committee on Cost Allocation (6672) 
Notes and information related to this committee consisting ofmembers from 
Southwestern, the Corps ofEngineers and FERC. 

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

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

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

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

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

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

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

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

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

Item e9: Rate Doeamen-ts (~684) Non-record 
Refet:eaee material and historieal doel:lHl:entatioB. ofFBRC doekets 1elated to PMA:s 

a. ·Pi\ll~ Doehets (6684.1) 
Refefeaee imormatioB. related to PMA.s. 

h. Alaska Po,.,.teF l ...dministF&tion (l'...Pi'·...) (6684.11) 
FBRC doekets aad informatioB. Sf)eeifie to APA. 

e. Bonne'Vffle PoweF l ...dministF&tion (BPl...) (6684.ll) 
FBRC doekets Bfl.d imormatioB. Sf)eeifie to BPA:. 
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d. Seutheastem PeweF AdmiBistFa-tien (SEI\~) ((;(;84.13) 
FERG Eioekets me imoffll:atioB speeifie to SBPA. 

e. \VesteFn AFea PeweF l..:dministFa-tien (W",.·\Pl..:) ((;(;84.14) 
FBR:C Eioekets me infoffll:atioB Sf)eeifie to Vll\P2AJ... 

f. OtheF Ageneies ((;(;84.2) 
. FBR:C dockets me iBfon:natioB speeifie to entities ot:hef t:hm t:he PMAs. 

TEl\lPOR.t\RY. Cut off a-t elose of oee Bumeef Fisea:l Year. Tftlilsfer to Feeefa:l 
Reeofds CeateF 4 years afteF eut'off. Destroy 20 years afteF eut off. 

Item 60: Repayment (6690) 
Information on Federal investment and changes in balances. (Based on NCl-387-76-1 . 
p. 167) 

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

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

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

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

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

Item 63: Replacements (6693) 
Data used for repayment studies and copies ofrequests for the data submitted to 

, internal sources and to the Corps ofEngineers. (Based on NCl-387-76-1 p. 167) 

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

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

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

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

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

Since all transmission lines are interconnected to some point, each entity must 
account for all the capacity and energy generated and delivered through its system. 
·southwestem's monthly invoices capture the amount ofFederal energy schedul~d by 
its customers and the amount ofNon-Federal capacity and energy flowing over 
Southwestern's transmission lines. 

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

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

Arrange alphabetically by customer for each fiscal year. 

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

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

Arrange alphabetically by C\JStomer for each fiscal year_ ( daily) 
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TEMPO~Y. Cut off at close of calendar year. Transfer to Federal Records 
Center 10 years after cut off. Destroy 40 years after cut off. 

b. Meter Reading Load Profiles. 
Meter readings are used to record generation ofpower from projects· and 
allocation ofpower to customers. Records verify that operations were in the 
limitations of the contract. Needed as support and backup for related contract. 
Billing is based on these records. Arrange alphabetically by customer for each 
fiscal year (monthly) 

TEMPORARY. Cut off at close of calendar year. Transfer to FRC 3 years after 
cut off. Destroy 10 years after cut off. 

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

Material relating to resources and rates documentation and support for 
Southwestem's adherence to completing these reports. Form EIA-411 collects 
information about regional electricity supply and demand projections for a five­
year advance period and information on the transmission system and supporting 
facilities. The data collected on this form are used by the U.S. Department of 
Energy to monitor the current status and trends of the electric power industry and 
to evaluate the future of the industry. · 

Each of the Regional Councils of the North American Electric Reliability 
Corporation (NERC) is asked to submit Form EIA-411 data compiled from data 
furnished by utilities and other electricity suppliers within their Council areas to 
NERC. NERC then compiles and ·coordinates this data and provides them to the · 
Energy Information Administration. 

Arrange by calendar year. Based on Federal Energy Administration Act (Public 
Law 93-275) and the DOE Organization Act (Public Law 95-91) · 

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

Item 67: Annual Electric Control and Planning Area Report (6740) (FERC 714): 
Collects information from any public utility or group ofpublic utilities operating as a 
c~mtrol area that has a peak load greater than 200 megawatts based on energy for 
load. The information collected allows FERC to analyze power system operations in 
the course of its regulatory functions. The purpose of these analyses is to estimate the 
effect of changes in power system operations that result from the installation of a. new 
generating unit or plant, transmission facilities, and energy transfers between systems 
and/or new points of interconnections. The analyses also serve to correlate rates and 
changes; assess reliability and other operating attributes in regulatory proceedings; 
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monitor market trends and behaviors; and determine the competitive impacts of 
proposed mergers, acquisitions, and dispositions. Arrange by calendar year. Based on 
FPA sections 202,207,210,211,212, and 213, as amended, and sections-4, 304, 309, 
and 311 of the same act. 

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

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

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

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

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

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

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

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

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

PERMANENT. Cut off end of fiscal year in which study is completed and approved. 
Transfer to the Federal Records Center 5 years after cut off. Transfer to NARA 10 
ye8=fs after cut off. 

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

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

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

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

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

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

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

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

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

Item 77: IT PFogFam DiFeetioB (3701) 
Information that defines a stfategie direetion for implemeRtation ofa=asiness proeess 
automation objeetiv;es. Reeords relating to the de:r;elopmeRt ofageaey IT progr8.fB:s. 
lfteladed are reeords that doeumeRt ageaey vlide IT goals; speeify milestones to ae 
aehie:r1ed; ideRtify performanee meaSt:H'es for the ageaey's IT portfolio; or StiHHfl:eri2e 
the l:lflderlyiag priaeiples· and approaeh ay Ylhleh the ageaey ,um plan for aa:d maa:age 
its IT resoUrees. Reeords ma-y iB:el=ade stfategie and taetieal plans doeum:eRtiB:g the 
impleH1eatation Bfl:d mainteaanee of IT systeH1s iB: s~port of the ageB:ey missioa Bfl:d 
also may inelude reeords supportiB:g formally issued pl8fl:s, such as records of 
eoaean-eB:ee, eoftliT.leats, elearanees, j=astifieatioas, and other issuance records. 

TEMPORARY. Cut off :ruheB: ~erseded ay a B:0'N iteratioa of stfategie or missioa. 
Destroy/delete VlheB: 7 years old or wheB: ao loager aeeded, :r.vhlehe,1er is later. [CRS 
~ ' 

Item ·1s: Polieies, StedaFds, PFoeedu.Fes, ed Cu.ideliBes (3701) 

Material related to IT policies, iadustry st8fl:dards, procedUres, Bfl:d guideliB:es that 
serve to aeeomplish a eoasisteB:t an:d umform approach ia establishing and managiflg 
a teolmology progr8.fB: tmough.out the a=asiness elltCff)rise. Performanee meaSt:H'eH10fl1:s 
and aeB:Oflff.Uii"ks material that pertaias to ho'N S:\l/PA's IT Divisioa meets regulatioas 
Sl¼eh as NIST guidance, CIS teH1plates, Cliflger CoheB:, PISMA., E Go:r1, Pri:r;aey Aet, 
et&. -

TEl\4PORARY. Cut off :ruheB: superseded ay a B:0'N iteratioa of guidance or policy. 
Destroy/delete wheB: 5 years old or 1 year after respoBsible office detenniaes that 
there are B:O 1.lflresolved issues, Vlh-iehe,1er is loager. [CRS l4(1)(a)) 
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Item 79: Enterprise AFelt-iteetuFe ReeeFds (3703) 

Material Felatin-g ta Southv;estem's EmefiJFise Afemteetufe plms. Reeofds 
ideatifying the IT systems aati aety;orks feqtli:Fed to perform the ageaey's mission aad 
the 1masitioaal pFoeesses Feqtli:Fed to ~lemeat eompFeheasP,e pfOgrams ta support 
that missioa. Reeofds may iflelude teehm.eal fefefeaee models, diagrams, graphies, 
models, end fl:flffafr,es that deseribe the ageaey's baseline aFemteetl:lfe, tMget 
aFehiieetufe, aad Felated sequeaeiflg plaas. 

TEMPORARY. Cl¼t off v.rhea StipOFSeded by a aev·; itOFMioa of the e&tefjJFise 
Mehiteetufe. Destfoy/delete v:h:OB: 7 yeaFs old Of 1.vhea ao loagOF aeeded, whleh:evOF is 
latOF. (GRS 27 (2)) 

Item 80: EtfU:ipment Teelmelegy .ed Offiee Autematien (3704) 
Material FelMiflg to the seleotioa, use, md maaagemeat of IT h:aF~.vare a.B:d offiee 
automMioa eCflH})ff.1:em, softwaFe systems, Of system eompoaeats. lneludes material 
as FeqtH:f8fftems and speeifieatioas, easts aad beaefus ofpFoposed systOfB:s, end 
justifieafioas, sueh: as doel:lffl:efttafioa fof the eh:an.ge maaagemeftt and material 
felatiftg to equi.j)meat types, eoafigemtioas, uses, a.B:d aequisitioa feeoffiffl.OB:datioas. 

.A:mm:ged by system aame/ha.fW.vaFe maHlteaaaeefsofuvaFe me:imeaanee. 

a. Net Im.plemen~ed 

TEMPORARY. Cl¼t off ead of fiseal yeaF iB 1,.vhleh: deeisioa is made. 
Destfoy/delete 1 yeaF aftOF final deeisioa is made (GRS 24(11)) 

·h. Implemented 

TRMPORARY. Gl:lt off ead offiseal yeaF ia v;hieh: system is t0ffl1H1:ated. 
Destfoy/delete 5 yeaFs aftOF pfoj eet is teania.ated. (GRS 24(11)) 

e. Installatien and testing 

TE±\4PORAR.Y. Gl:lt off ead of fisea.J. yeaF iB whieh: fiaal deeisioa Oft aeeOf)tanee 
is made. Destfoy,ldelete 3 years aftOF fiflal deeisioa Oft aeeOf)tanee is made. (GRS 
24(11)) 

Item 81: IT CustemeF SeF¥iee Files (3705) 
Material Felating to Helpdesk ealls, eustomOF sOFViee to eompetOF felated issues, ete. 

TEMPORARY. Gut off ead of fisea.J. yeaF. Destfoy/Delete 1 yefli" aftOF feeofd is 
StipOFseded Of obsolete. (GRS 24(10)) 
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Item 81: IT Capital PFojeets (370fi) 
Reqaests ta seek eapi-te1 :fufl:EH:1.lg fer eeftlj)uter related hMd...vare er seftwElfe 
apJ>lieatiefts. Case files ay 0rgftfti2;atieft, eql:lipmeat, er program. 

TEl\lPORA.RY. Cut eff ead ef fl.seal year ift :r.vhi:eh fafttiiftg deeisieft is maae. 
Destfey,ldelete wheft 7 years eld er wheft oo leftger fteeded, whlehe:r;er is later. [CRS 

~ 

Item 83: Fineemg eflT R-eseuFees and Semees (3707) 
Materiel relatiftg ta fi.ftaBeiftg IT systems, sueh as requirements Sf)eeifieatiefts, 
statemeftts efwefk, end ether perfeflE:anee mettles required fer justifiable ap11reval. 
Case file ay erg8fti2;atieft, eqttipmeat, er pregmm. 

TEMPORARY. Cut eff eftd offisee1 yea£ agFeement is maae er eeatrol meaStifes 
aad preeeaures are ap11re:r;e. Destfey,ldelete 3 years after agreement is saperseded er 
tem'.lHlated. [CRS 14(9)) 

Item 84: IT 24..:sset and CeBfiguFatien Management Files (3708) 
Material ef IT assets aBd eeftfi.gm-atieft mMagement ineludin-g ehan.ge eeiltfels aBd 
perfeflE:anee mettles, OB:d reutine mai-ateaanee. 2t\mm:ged ay system ftaB3:e. · 

a. kP;en-teries ef IT assets, aetwerk eirea4ts, aBd auildiBg er eirea4try diagfflffls, 
ineludiftg eql:lipment eeiltfel systems sueh as dataeases efaareedes affixed ta IT 
physieal assets. 

TEl\lPORARY. Gut efat the eft<:i efthe fl.seal yeBf. Destfey,ldelete 1 yeBf after 
eeftlj)letieft efthe ftext ifl-Ventery. [CRS 14(3)) 

a. Reeerds ereated aBd retai-aed fer asset managemeat, perfuflE:flftee flftd eapaei-ty 
managemeat, system mflftagement, eeftfi.guFatiea an.d ehange mflftagemeat, and 
plftfHl.iBg, fellew lifl, and impaet assessmeat ef eperatieftal ftetwerks aBd systems. 
lneludes, hut is aet limited te: 

1) Data an.d detailed ref)erts ea implemeatatien ef systems, applieatiefts aad 
medifieatiefts; apJ>lieatieft si2iiftg, resetifee aad demaad mflftagemeat; 
deeuments identifyifl:g, reqaestiftg, end aBe1)7!liBg pessfele ehB:H:ges, 
&litheri2;iftg ehaBges, rmd deeum:eatiftg implemeatatiea ef ehanges; 
deeumeatatieft ef seftware di~tfiautiefl flftd release er versieft managemeat. 

TEl\WORARY. Gut ofat the ead efthe fl.seal yeElf. Destfoy/delete 1 yeBf 
after tefllH:flatiefl of system. [CRS 14(3)) 

2) Reeords efreutine IT maiR-tea:aaee oft the Retwerk mfmstnletl¼fe documentiB:g 
preventative, corFoetiv:e, aaapti7te flftd perfeetive (eB.13:ancemea-t) maintefttmce 
aetiefts, including requests fer service, :r.verk erders, service histories, flftd 
related reeerds. 
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TEl\iPORARY. Cut efat the OB:d efthe fiscal yeflf. DestfOy/delete YIBeB 3 
yeflfs eld ef 1 yeflf afteF tetmiftatiea ef system, whieb:0110£ is seeaeF. (GRS 
~ 

Item 8S: IT OpeFa-tions ReeoFds (3709) 
Material £elating te f0UtiB:e epeFati0B:(H f)f0CeaUfes, pf0blem FOf)0ftS, an<i aecisieB 
makiBg plaB.s fef systems. Arfaaged ay system aame. 

a. Wefldeaa seb:edtlies, ft1fl: Fepefts, aBd schedules efmElifl.-1:0B:a.Bce Elftd SliJ'P0ft 
aetivities. 

TEl\'IPORARY. Cut ef at the OB:d efthe fiscal yee:r. DestfOy/delete whOB: 1 yeflf 
eld. (GRS l4(8)) 

b. Pf0blem repefts Elftd £elated deeisiea decumen-ts felati:Bg ta the sefhve:re 
iBffftswehH'e ef the aehvefk ef system. 

TEl\'IPORARY. Cut ef at the OB:d ef fiscal yeflf ia whleb: f)f()'elem is feselved. 
DestfOy/delete 1 yeflf afieF pF0blem is FeselYed. 

c. Repefts ea epefatieas, iael:admg meaSUfes efbOB:clml:8:fks, peffefffl.a.Bce 
iaaicaters, aB.a critical success faetefs, Off0f aB.d 9ceptiea ·fepefti.fl:g, self 
assessmOB:ts, peffefffl.Elftce memterifig; end menagemOB:t Fepefts. 

TEl\'IPORARY. Cut eff at the OB:d ef the fiscal yee:r ia ·whleb: Fepeft cempleted 
Elftd flj)f)f0Yea. Destfey,ldelete :r..vhOB: 3 yee:rs eld. (GRS l4(3)) 

Item 86: Year 2000 (Y2K) (3.709.1) 
Material relating to the Year 2000, common to all departments. Based on: DOE 
SFl 15 Nl-434-00-02 last updated on 1/22/01. Y2K Policy and Planning Records. 
Records created or approved by the heads ofprogram offices and staff offices,. 
including assistant secretaries, site managers, directors of offices, and their assistants, 
that provide documentation on system selection criteria; technical analyses of 
software systems; prioritization report ofY2K systems; Y2K risk assessments; 
project plans, including system requirements. These records have site-wide or 
Department-wide applicability. Dates cover 1996 through project completion. 
Estimated volume is 10 cubic feet. Arrangement by site and system name. 

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

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

b. Site Y2K Project Office copy maintained for administrativ~ purposes. 

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

TEMPORARY Cut off or retention period starts 1/1/2000. Destroy 10 years 
after cut off or when no longer needed; whichever is sooner. 

Item 87: System Baekups M~edia (3710) ECRS 24 (4)(a)I 
Baek Uf> media main-taifted fof potefttial system festefatiefl ifl the e:-;em ef a system 
faifllfe ef etheF l;lflilHefttieflal less ef data. Amlfl.-ged ay date.• 

a. lneFemental haelmp tapes. 

TEMPORARY. Delete,ldesa=ey iflefemefttal aaek:af> tapes wheB supeFseded hy a 
:fu.U haelrap, ef YlheB Be leBgef Heeded fef system festefatiefl, "+Vhiehe:-ref is late£. 

a. Full Baelmp Tapes 

TEMPORARY. Delete,ldemey :fu.U haekup tapes "Nfiefl seeefld suese(l"l¼eftt 
aaelcu!) is verified as saeeessfiH ef wheB ft0 leBgef Heeded fof system festemtiefl, 
".vhiehtwef is late£. 

Item 88: Files Related ta MaintamiBg the Seeali-ty ef Systems and Data (3711) ECRS 24 
~ 
System Seeuri4:y PlElfls and Disastef Reee"refY. Plans Rfl~ deOtiff.1:eftts ideB-ti.fyiBg IT 
risks afld Elflalyzi-ng theif imf,aet, eertificatiefl ,md aeefeditatien, risk meas=aremeftts 
and assesSffteftts, aetiefls te mitigate risks, imf,lemematiefl efrisk aetiefl plElfl, sefViee 
test plans, test files Clfld data. lU'faaged ay system BElffte. Cl¼t eff afief system is 
Sllf)eFSeded ef ehselete. 

a. System See&Fity Plans and DisasteF· Reeeveey Plans. 

TEl\4PORAR.Y. Gut eff afteF system is Sllf)efseded ef ehselete Destfey/delete 1 
yefli' afief system is supeFsedee. 

a. D00timeftts idefttifying IT risks Elfld Elflalyziflg theif imf,aet, risk meaSl¼femeftts Ellld 
assessmeftts, aetiens te mitigate risks, :implemmtatiefl efrisk aetiefl plan, service 
test plans, test files Elfld data. 

TEl\4PORi\R.Y. Gut eff afteF system is Sllf)eFSeded ef ehselete Desa=ey/delete 1 
yefli' aftef system is supeFsedee. 

Item 89.: CempateF Seearity IBeident Handling, R:epeFting and Fellow up ReeeFds. ECRS 
24 (7)1 
Material £elated te cybef seourity ifleidmts, peiflts ef cefltaets, cemmunicatiefl 
feeefds. Aifanged hy system flame. 

TE±\4POR..\R.Y. Cm ef at the Cfl6 efthe fiscal yefli' in whleh all fulle".v Uf> aetiefls. 
ha¥e aeeB cempleted. Desa=ey}delete 3 yefli's afteF e\¼1: eff. 
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Item 90: Files/Reeords Relating to the Creation, Use, and l\lain-tenanee of Compe.-ter 
Systems, 2¼iplieations, or EleetPonie R:eeords. [GR:S 20(1) 

User A.:ooess Reqaest Fefffls _may oentaift Re.les efBehavief (may i:H.Oftlae laptep ma 
PK.I st&Ba8fas) Affftftgea ay Cfftf)leyee's effioe leoatieft aH.0 aliffl:al>eti:i!iea ay last ftafB:e 
efemple~e. 

a. Bleetfooie files ef feoerds ereatea selely ta test systCfft pCffOfffl:Em:oe, as 1.vell as 
a8fa eepy priH.te:ats ena felatea aeeum.CH.tatieft fef the eleetfeme files/feeefds. 

TEMP0R.i\RY. Gut eff at the Cftd efthe. fl.seal ye8f. Delete,laestFey YIBCH. the 
agCH.oy aetCflBHles that they ere Be leH.ger H.eeaea fef a~stra-tive, legal, aud:it, 
ef ether eperatieftal pl¼l]Jeses. 

h. Bleetfeme files ef reeems ased ta create ef upaate a master file, iaolaamg, a:at· Bet 
li.mitea ta, 'l/0rk files, vs.lie tfensaetieft files, Elfl:a mteflH:ediate mputte:atp:at 
r000fQS. 

TEl\W0RARY. Delete after i:ftfefftlatieft has aeeH. tfensfeffea ta the master file 
ena 1;erifiea. 

e. Bleetfeme files end h8fel eepy prin.te:ats ereatea ta memtef systCfft asage, 
inol:adi:Bg, a:at Bet limitea ta, leg ift files, passwerd files, audit tm.il files, systCfft 
asage files, ena east aaok files asea ta assess ehE1Tges fef syst0ffl. ase. 

TEl\lP0RARY. Gut eff at the eH.a efthe fl.seal ~er. Delete/aestfey wheH. the 
ageH.oy aet0ffH.ffles that they ere Be leBger H.eeaea fef aemiftistrative, legal, aud:it, 
ef ether eperatieftal pl¼Fpeses. 

Item 91: R:eeords l\lanagem• (3714) [CR:S 16(2)] 

Material felatiftg ta ereatieft, maiB-teH.Em:ee, ase, 8.fl:a dispesitieft efreeems. Ino1aaes 
inventeey reperts, feeems sehedules, aeO'Hffl:ents StlJ>pertmg tfen:sfers aria feqaests fef 
ase effeoerds materials. Ammgea hy fu.B:etieftal ai"ea 8.fl:a tY.f)e effeoerd 
(aetive/iftaeti1;e). 

a. Basie aeel:imentatiea effeeerds aeseriptieft ena dispesitieft pfegrams, iH.olaaing 
SF 115, Reqaest fer Reoerds Dispesitieft Aatheri-ty; SF 135, Reeefas Tf8.fl:smittal 
8.fl:a Receipt; SF 258, Agreement ta Tfiiilsfer Ree0fas ta Natieftw Arehives ef the 
Unitea States; en:a relatea aeolllllentatieft. 

1) SF 115s that ha7f0 aeeft apj)f01f0Q by N.AR.i.'\. 

TEl\lPOR\RY. Cut effY/Beft superseaea by a fl.CY/ itemtieft ef guiaanee 0f 
pelioy. Destfey 2 ye8fs after eut eff. 
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2) Other feeoms. 

TEMPORARY. Gti-1: off 1.vhm superseded ay a Bow iteration of geidan:ee Of 
poliey Destfey eyeafs after the felated feooms are Elestroyed Of after the 
felated feeoms are tnmsfeffed to NARP... of the Umted States, 1.vhieh011er is 
applieaele. 

a. Roatine eorresponamee a.ad memOFCHl:da. 

TEMPORARY. Gtit off 1uhm superseded ay a n01.v iteration of geidCH1:ee Of 
poliey. Destroy 2 ye&Fs after oat off. 

Item 91: Vital ReeoFds PFogF&m (GRS 16(7)]. 
Materia.J. relatia-g to those reeoms essential to eontiftae an organization's Illfl.etio~ 
daring CH1:d after CHl: emergmey and feeoms essential to proteet the rights &Rd im:erests 
of iftti-iv-idaals CH1:d the go11efflffteB:-t. .AffCH1:ged ay fim.etional area an:d type offeeord 
(aeti?;e,'inaetiv=e). Gorresponamoe, reports, a:athorizations, a.ad other records that 
relate to the managemeB:-t of agmoy reooms, iBomding sueh matters as forms, 
oorrespondmoe,-reports, mail, &Rd files managemmt; the ase ofmi0t=oforms, ADP 
systems, and 1Nom processing; reeords mCH1:agemeB:-t Sl:Hveys; vita-I reeoms prognm:is; 
and all other aspeets ofreeoms mElfl:agemeB:-1: not covered elsev+rhere iR this seheda!e. 

TEl\4PORARY. Gut off whm superseded ay a Bew iteratioB of geidCH1:ee or poliey. 
Destroy eyeai"S after eut off. 

FINANCIAL MANAGEMENT 

Material relating to the accounting and control of assets, capital acquisition, investment, 
alternative financing and management of these subjects, including audits and reviews. Records 
will 4lclude financial information and financial services such as payroll project costing, 
collections, disbursements, and receivables. Information may be recorded on various media 
including paper, film, tape, disk, diskette, or in the electronic document management system. All 
records in this chapter are scheduled in media neutral format. 

Item 93: 01:aele De¥elopment, Implementation, ftBd UpgF&de (2110) 
Material relatiBg to El011elopmeB:-t, im.plemen-1:ation, Elfl:d apgm<ie of SVIPA's FiBaaeial 
System. AIFCH1:ged ay Oraele version. lH.eftldes: · 

• Gmeral Ledger 

• PrOjeets 

• Assets 

• Parehasmg 
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• laveRtoey 

• Aeeounts Payable 

• Aeeounts Reeeivable 

The auHetee iteats are modules of the Ofa:cle FiB:Elfl:eial ~plieatioB ea:eh moeule 
win eontaia material fela-ting to its e&1"1elopmeat aaEl ffl3.jdeateatatioB 1.vi-th ooeet 
fegafti to how ea:eh modale Yf8:S upgmdee. Ma-i-ntainee fof futlife upgra:ee fefefeaee 
material. GRS l4(11)(e) . 

TEMPORARY. Cat offY+ilea system is superseeee Of oasolete. Destmy/eelete 3 
years a:fier fiaal eeeisioB OB aeeeptB:B:ee is ma:ee. 

hem 94: OF&ele Teelmie&l AssistBBee ReEJ:Uests (TARS) (2111) 
Material Tela-ting to Teebmea:l AssistB:B:ee Requests. An-B:B:gee ay- Oracle versi~B. 

• Geaere1 Leeger 
• Pfojeets 
• Assets 
• P\¼fehasiB:g 
• lftventoey 
• A.eemm-ts Payable 
• l"-eeounts Reoeivaele 

The auUetee iteats are modales ofthe Ofa:cle FiBaneial applieatioB ea:eh modale 
wiH eonte.iB material felatiBg to its eevelopmeat ene impleateatatioB with eifeet 
feg8:fe to how ea:eh moaule wa:s upgFB:eee. Mmnta:iaee fof futlife upgraee fefeFeBOe 

' ' material. GRS l4(11)(e) 

TEMPORARY. Cl:lt off 1.vhea systeat is Stiperseeee Of oasolete. DestfOyteelete 3 
yeB:fs a:fier fiB.al eeeisioB oB a:eoeptB:B:oe is ma:ee. · 

Item 9S: OF&ele ChBBge Contf'ol (2111) 
Material felating to feq1:1ests foF Of8:cle ehB:B:ges, BO'N ehart fiele velaes, systeat 
ee7;:elopm0Bt, B:B:e system enhaneeatents. AifB:B:gee by Oracle veFSioB. [GRS 
l4(3)(h)(1) and (l)] . 

• Geaeral Leeger 
• Pfojeets 
• Assets 
• Pmeha:siBg 
• Inventoey 
·• Aeoooo-ts Pa:y-able 
• Aeeooo-ts Reoeivaele 

a. Reeofes OFeatee and fete.iBee fof a:sset menagem.eat, periofffl.B:B:ee B:B:e eapaoity 
mena:gemeat, systeat mB:B:a:gem.eat, eoBfigera-tioB ene ehB:B:ge man.a:gem.ent, B:B:d 
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plw.miB.g, foUo.,N ~' Bfl:d impaet assessm01lt of opOFatioB.al B.ehvorks Bfl:d systOfBs. 
lneflldes, hut is B.ot limited to: Data Bfl:d deta-Hed reports OB. implOfB01ltatioB. of 
systOfBs, Elf)plieatioB.s Bfl:d modifieatioB.s; applieatioB. sizing, resoHree Elfl£l dOfBBfl:d 
mBfl:agem01lt; doeu-m.eB.ts identifyiB.g, requestiflg, and analyzifl:g possil>le ehBfl:ges, 
authorizing ehanges, and doeum01ltiB.g implem01lt~ofl of ehanges; doeum01ltatioB. 
of software disaihutioB. Bfl:d release Of vOFsioB. managOfB01lt. 

TEMPORARY. Gut off whOB. syst0ffl temriB.ated or ~OFseded. Demay/delete 1 
year after tOffffiflation of S)ESt0ffl. 

a. Reeords offOutine IT maintOB.Bfl:ee OB. the B.et\vork ifl'fre:strueture doeumentiB.g 
prOJ101ltative, eoFieetiv=e, adaptive and perfeetive (eflftane0fflent) maintOB.an.ee 
aetioB.s, i-Beflldiflg requests for ser:viee, v;ork ordOFs, ser:viee histories, Bfl:d related 
reeords. 

TEl\lPORARY. Gti1: off VlfteB. syst0ffl tOffffiflated or ~OFseded. Destfoy/delete 
v.rhOB. 3 years old aftOF tenniaatioB. of syst0ffl. 

[Note: If 8f1:Y maiB.tOB.anee aetivities ha71e a major impaet OB. a systOIB or lead to a signifiean-t 
ehange, those reeords should he maintaiB.ed as part of the it0ffl 94(a)] 

Item 9l:i: 0Feele Test SeFipts (2113) 
MatOFial relating to test serif,ts for the dOJ1elopmOB.t, impleB3.01ltatioB., and ~grade of 
S"WPA' s Finaneial Syst0ffl. 1-\rranged ay Omele .,,OFsioB.. Reeords of iB.diYidual 
proj eets desigaed to pro.,1ide and Sili:)port B.OJN agOB.ey IT i-Bfi-astmeture (see Note), 
syst0ffls, Bf1:d serviees. lneflldes reeords doeumenti-Bg (1) reqaif0ffl01lts for and 
impleB3.0B.tatioB. of funetioB.s sueh as maintainiB.g B.etwork servOFS, desktop eomputOFs, 
and othOF hard.,Nare, i-Bstalling an.d ~gradiflg B.etwork opem-ti-Bg syst0ffls Bfl:d shared 
applieatioB.s, and pro.,fidiB.g data teleeoIIlffiUfl:ieatioB.s; (2) iflfrastreetu:re de.,;elopm01lt 
and mainteB.anee sueh as aeeeptanee,laeereditatioB. of iflfrastruet\¼fe eompoB.01lts, 
anal)isis of eompoB.OB.t optioB.s, feasil>Hity, easts and hOB.efi.ts, and vlork assoeiated 
v.rith impleB3.01ltatioB., modifieatioB., Bfl:d 13:oubleshootiB.g; (3) models, diagrains, 
sehOfBaties, Bfl:d teebnieal doeH1BOB.tatioB.; and (4)quality assHrflfl:ee rOJliOJNS Bfl:d test 
plans, data, and results. (CR:S 24(11)(e)] 

• GOB.OFal LedgOF 
• Projeets 
• Assets 
• PHrehasiB.g 
• lnY01ltory 
• A:eeoHflts Payahle 
• AeeoHflts Reeeivaale 

TEl\lPORARY. Gut off 1NflOB. system is supOFSeded or oasolete. Destroy/delete 3 
years aftOF fiaal deeisioB. OB aeeeptanee is made. 
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Item 97: l..:etiv#y Based Casting (2130) (GRS 8 (6)]. 
Material relating to Aeti11ity Basee Costiag (.'\BC) eoees ane eefimtiofts. 
InfofHl:atiOft is feferefteee Oft the liitf"anet ane Finanee mam.t&i-Bs Elfl ABC n:oteeook. 

a. Cest Aeeeentiftg Reperts. COf)ies in umts reeeiving reports. 
TEI\4PORARY. Ctit off at the efte of the fiseal yeflf ift whleh report Feeeivee. 
Destroy wheft 3 yeafs ole. 

ll. Copies iB Feportiftg 1:lflfts an.a fela-tee 7.V:Ofk papers. 

TEI\4PORARY. Cat off at the efte ·of the fiseal yeflf in whleh Feport eFeatee ane 
appf0¥ee. Destroy :wheft 3 yeafS ole. 

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

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

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

• Statement ofTransactions (SF-224) 
,. Report on Public Receivables (SF-2209) 
·• Statement ofBudgetary Resources (SF-133) (FACTS II) 
• Appropriation Certification (SF-2108) 
• FACTS I-Statement ofFinancing, Statement ofNet Cost, Statement ofNet 

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

Cash Flow, Trial Balance) 
• BIA -412 Energy Information Agency 
• Report on Estimated Foreign Currency Collections and Expenditures 
,. Report on Waivers ofErroneous Payments ofPay Allowances 
·• Report on Federal Aid to State & Local Government 
• Report on Unfunded Foreign Currency Reservation 

PERMANENT. Cut of at the end ofthe fiscal year in which report is received and 
approved. Ifrecords are paper or other hardcopy media, transfer to the Federal 
Records Center 15 years after cut off, and transfer to NARA 30 years after cut off.if-
1eeeuis tlfe eleetfeme, ffllfl:Sfer f)ft)iSiem ettstod, to 1',ARA fm pie ae:eessiomn-g fhze 
_yems aftu cat off. Transfer legal custody of electronic records to NARA 30 years 
after cut off. · 

\\M-~ ~~\ ~t.-O.Ct,e:/!,s\00, ~\~ci ~.i\\1»1.1. 
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Item 100: Accounts Receivable (Customer Invoices) (2201) 
Material relating to customer invoices. Filed by invoice type and fiscal year. 
• Customer Invoices 
• Net Billed 
• Non-Federal 
-• Federal Reimbursable 
• NETL 
• Power Invoice 

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

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

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

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

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

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

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

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

-• Standard General Ledger (SGL) Reconciliations 

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

• Payroll Reconciliation 
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·• Fiscal Year End SGL Roll Forward Documentation 

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

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

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

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

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

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

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

Item 107: Time & Cast (P&yFeD. Reperis) (1108) 
Material Fela-ting to the payr0U pFogF8.fft and paYfoll Feports. 
PaYfOU Feports Me at"fSfiged 'by pay period and filed 'by fiseal yeM. 

TEMPORARY. :Oestrey wheH: Fela-ted aetioas Me eompleted or 1.vheB: ao loager 
aeeded. [GRS l, item ll) 

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

TEMPORARY. Cut of at the end of the fiscal. Transfer to the Federal Records 
Center 10 years after cut off. DestrC?Y 25 years after cut off. 
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Item 109: Plant Accounting (2210) 
Material relating to matters on asset accounting, and financial details supporting the 
plant accounting activity. Included are data on capital investment, physical plant, and 
costs of specific locations within the transmission system. Filed by activity (i.e. 
separate file #per activity) and by fiscal year. 

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

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

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

·• A = Construction 
• L=Land 
• P = Planning 
• M = Maintenance 
·• R = Retirements 
• BN = Non-Federal Reimbursable 
• BF = Federal Reimbursable 

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

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

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

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

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

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

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

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

TEMPORARY. Cut off at the end ofthe fiscal year form completed. Destroy 6 
years and 3 months after c-µt off. 

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

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

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

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

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

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

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

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

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

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

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

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

Collection Mechanism. 
• IPAC: Material related to the us· Treasury- Intra-Governmental Payment and 

Collection System. 
• Central Contractor Registration: Material related to ·the Department ofDefense -

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

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

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

TEMPORARY. Cut off at the end of the fiscal year in which account is terminated. 
Destroy/delete inactive file 6 years after user account is terminated or password is 
altered, or when no longer needed for investigative or security purposes, whichever is 
later. 
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Item 116: Intra -Governmental P.ayment & Collection System (IPAC) - Transaction 
Backup (2217) 
Material related to the US Treasury- Intra-Governmental Payment and Collection 
System i.e. Transaction backup. Files are arranged by month and filed by fiscal year. 

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

Item 117: Travel (2218) [GRS 9 (1)] 
Material Felating to Southv;estefli's 1:far;el program. lBeluEles: 

a. R:eloea-tioe Vouehers: Materials Felati:B:g to serviee agreemems, e0Rv:ersa-tio11: 
Feeores, aiSf)uted Feloea-tioB: voueher items, Bfl:d eoffeSf)OB:dea.ee (i.e. FeloeatioB: 
items oot file Ylith pa;mem vouehers). Affililged hy eH1ployee B:ame/m1fBeer. 

TEMPORi\R:¥. Cut off at the ea.d ofthe fiseal y,ear iB: 1Nfl-ieh a-11 reloeatioB: 
aetivity is eompleteel. Des1:foy 6 years after eut off. 

a. Travel 1
4 ...uthoma-tioes: Bl&Bket TrF-11:el Authomatioes 8feated outside of Gov 

Trij;,. A.fftmged hy eH1ploy,ee B:ameffli:lfBaer, hlaaket ffl:1.therizatio11: ftl:lfflber Bfl:d hy 
fiseal _y,ear. 

TE~MPORARY. Cut off at the ea.d of the fiseal y,ear whea. blank &l¼thorizatioB: is 
reseea.ded. Destroy eyears after eut off. 

e. . Tra:r.;el Polieies: Tfa7iel polieies established ey DOB Bfl:d SWPA•. [Note: All 
regalar 1:fa?el authoriza-tioB:s tmd vouehers are stored Vlithift the Go71t1:'if) system.] 

TEl\'.'IPORARY. Cut off at the ea.d of the fiseal year m. 1..vhieh poliey is 
~erseded. Destroy eyears after eut off. 

d. Commereial FPeight &Bd Passeeger Tr&BspoF-ta-tioB Files. (CRS 9 (l)j 

1) Origi-Bal vouehers Bfl:d support doeumems ~overing eommereial freight Bfl:d 
passea.ger 1:fBB.sportation ehafges of settled fiseeJ aeeoUB:ts, ineluaiftg registers 
Bfl:d other eontrol doeumems, hut EXCWDING those 007iered ey iteF.B: le of 
this sehedule. , 

TEl\fl>ORA.RY. Cut of at the ea.El of the fiseal year in 1Nhleh 1:fav=~ 
eompleteel. Des1:foy eyears after eut off. 

2) Reoores eo7tering f)ayffleat for eoftHllereial freight tmd passea.ger 
1:Ftmsporta-tio11: eharges for serviees for Ylhieh 1) B:otiee of ov:erehafge has heea. 
or is ec.peoted to he issued, or if a rail freight overpa;mem is imtolved, 2) 
dedaetioB: or eolleetioB: aetioB: has heea. takea., 3) :the voueher eofttams inhoUB:d 
1:fansit shipmem(s), 4) parem 7ioueher has print ofpaid SUf)plemea.ta-l hill 
assoeiated, 5) :the voueher has heeome involrted iB: litigation, or e) any oilier 
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eoB:ditiofl: that f)fe¥0ftts the settl:i:fl:g of the aeeow.1-t, Feqllffi:fl:g the voueh0f to be 
feta-i:fl:ed beyoB:d the 6 yeBf fetefttiofl: period, as sueh as deteetiofl: of 
OV0fehafge. 

TE1\4PORARY. Cut of at the eB:d of the fiseal yeBf ifl: 1.vhieh J9B:yffleB:t 
reeo1t0fed. Destfoy 10 yeBfs aftef eu-t off. 

3) IssuiB:g offiee eopies of Go:;.zefflffleB:t Of eofflftl:0feial bills of lading, 
eofilfB:0feial passeB:g0f tfCffl:SIJOrlatiofl: vouehefs (8P 1113A:) and 1:mnSIJorlatiofl: 
fequests (8P 1169), tfavel authorizatioB:s, and supporlifl:g doeumeftts. 

TE1\4POR.i.\RY. Cut of at the eB:d of the fiseal y-eBf. Destfoy 6 yeBfs aft0f eut 
eff 

4) Obligation eOf)y of eofflftl:0feial passeB:g0f tfanSf)ortatiofl: voueh0fs. 

TEl\4POR.i.\RY. Destfoy wheB: funds at=e obligated. 

5) Uiillsed tieket fedemptiofl: foffBs, sueh as 8P 1170. 

TEl\4PORARY. Cut of at the eB:d of the fiseal yeBf ifl: v·lhi.eh tfansaetiofl: is 
eofllf)leted. Destroy 3 yeBfs eu-t off. 

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

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

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

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

TEMPORARY. Cut off at end of fiscal year in which travel is completed. 
Destroy 7 years after cut off. 
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Item 119: TFavel Infe:rm&tien System (Cevtrip) (2219) 

Material Felatecl ta fue HB.f)leH1eatatiea aae maiftteaanee effue eUHent 1fav=el 
i-Bfe£matiea systeftl Ge~, mflfl:clatecl ay the B Ge11efflfB:eat A.et ef20~. 

a. Ge11 T~: Materials Felatiftg ta HB.f)lem.eB:tiB-g and me.m-ta-ififftg Ge11 T~. 

TEMPORARY. Destroy,lclelete 5 yeElfS afterpFejeet is temii-Batecl. [ORS 21 
(ll)(e)] . 

b. Trav:el Manager Geater: AgFeeHleats flfl:cl stateH1eH1:s ef v;erk maee wifu StYfO. 

TEl\fl>ORA.RY. Destfflytclelete 5 ~a:rs after prej eot is temii-Batecl. [ORS 21 
(ll)(e)] 

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

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

Item 121: Dishe.:rsements ef FHBds (2225) 
Material Felatin:g ta fue autheri23atim1 ef eKpeacli-1:ufes. Reeeros she1nmg fU¼ymeat 
autheri:l3ecl by S"WPA ta be isStiecl ay the US Treasury. File ay hatch, 11eacle.f B:Emle & 
fttiftlber, H.¥1eiee fttiftlber. lnelucles Disbm=sem.ent Schedules (Files a.Fe Cffl"featly being 
seaBnecl) encl Supplier ReeefEls (was prev4eusly Bamecl VeacleI Jnr1eiees flflcl fuere flife 
multiple se8:Bftecl suaeategeries that a.Fe eUHeHt:ly setup.) 

a. Original mMntaiftecl hy fue aeeeuntable effieer fer site frl.lciit hy CY.1.0 auditefs, 
eeasisting ef stateH1eft1:s ef tfa.Bsaetieas, statem.eats ef aeeo1:u1tability, eelleetiea 
schedules, eelleetieB 11euehers, eisbUrSem.eat schedules, eisbm=sem.ent 11euchers, 
aacl all ether schedule~ a-ncl veuehers ef cleeumeats usecl as schedules ef veuchers, 
e:x:elusi11e ef eemmereial passeager tfflfl:spertatieB ~cl :&eight Feeefcls flfl:cl pe.yrell 
Feeeros, EXCLUDING aeeeunts encl suwertmg cleeumeHt:s perta-ififftg ta 
I\meriean ln:eiafts. If an agency is eperatiftg mder aft ifttegratecl aeeellfl:ting 
systeftl appFevecl by GAO, certain Feqwecl cleemHeats SUi)f)ertiag 1.teuchers aftefOf 
seheclules are iaeiuclecl iH. fue site frl.lclit Feeefcls. These Feeeros cleeument eBly fue 
hasie :fiftafteial tfansaetiea, meaey feeeivecl aftcl meaey paicl eut er cl~ositecl i-B 
the eem=se ef 0f)eratiBg the ageaey. AU eepies e:x:e~t the eertifiecl payment er 
eelleetien eepy; UStially the eriginal er riaaeft eepy, encl au aeeitienal 0f 

~parting cleeumeatatiea aet in:velvecl in: aft integratecl system. a.Fe eeverecl h:Y 
Stieeeecimg item.sin: this seheclule. (CRS fill)) 
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TEl\4PORARY. Cut off at the eBcl of the fiscal yel¼f ia which clisbmseHJ:eat is 
made Destroy 7 yel¼fs after out off. 

a. All other copies. 

TEl\4PORA.RY. Cut off at the eBcl of the fiscal yel¼f iB Ylhlch clisbmseHJ:eat is 
macle. Destroy 1 yeaF after out off. 

Item lll: f...eeoue.-ts Reeeivable (}...eeounts CuFFent) (2230) [CRS ()(1)) 
Material relatiag to the colleetioa ofreceipts, rentfl:cls, aclvances, cleat mv=ecl to S\VPA., 
ancl other funcls clepositecl encl reportecl to TreaStifY. lBcll:ldes: 

• Accounts CtirfeBt: Files l¼fe eurreatly aeiag sceBH:ecl. 
• SlllDfftary of Colleetioas (SUf)f)leHJ:eatal Cof)y): Origmal cloeumeat is Ol¼ffeBtly 

being scannecl with l\.ccouats Curfeat. 
• Daily Abstract of ReHJ:ittances (SUf)f)leHJ:eatal Copy): Origmal clocHmeat is 

emreatly beiag scBflfl:ecl 7.vith Accounts CUl"feat. 

File by activity (i.e. sepl¼fate file# f)er activity) and by fiscal yel¼f. 

a. Origiaal mamtaiaecl by the accoootaele officer for site a-uclit ay GAO auclitors, 
coasisting of stateHJ:eats of transaetioas, stateHJ:eBts of accouataeility, collectioa 
scheclules, colleetioa v=ouchers, clisbmseHJ:eBt schedules, clisbmsemeat vouchers, 
ancl all other scheclules encl vouchers or cloeumeBts usecl as scheclules or vouchers, 
eE:elush,ce of commercial f)asseBger tranSf)ortatioa ancl freight recorcls encl f)O.-)'i"Oll 
recorcls, EXCLUDING accooots encl supportiag documeBts f)ertaming to 
American lBclians. If an ageBcy is operatiag uooer a11 in-tegratecl accountiag 
systeHJ: approvecl ay G_A-'Q, certa.Hl requirecl clo eumeats SUf)f)Ortiag ,.;ouchers andfor 
schedules l¼fe iaeluclecl iB the site auclit recorcls. These recorcls clocumeat oftly the 
basic fiaancial trElfl:saetioa, moaey receivecl Elfl:d moaey f)aicl out or clepositecl iB 
the comse of Of)eratiag the ageBcy. All copies 9:Cef)t the certified f)aytB:eat Of 
colleetioa cof)y, usually the origiaal Of riaaoa copy, encl all aclcl-itioaal Of 
supf>Ortiag cloeumeBtatioa aot iavolvecl ia Elfl: in-tegratecl systeHJ: l¼fe coverecl by 
Sl¼cceecliag iteHJ:s ia this schedule. [CRS ()[l)) 

TEl\4PORA.RY. Cut off at the eBcl of the fiscal yel¼f iB which clisbmseHJ:eftt is 
made Destroy 7 yel¼fs after cut off. 

a. All other COf)ies. 

TEl\4PORA.RY. Cut off at the eBd of the fiscal yel¼f ia Vlhich clisbmseHJ:eat is 
made. Destroy 1 yel¼f after out off. 
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Item 123: Federal Managers Financial Integrity Act Reports & Reviews (2310)-
Material related to the Federal Managers Financial Integrity Act Reports & Reviews 
for compliance on the financial management system. 

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

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

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

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

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

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

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

Item 126: Independent/ CPA Audits (2330) 
Material relat~d to the independent audit of SWP A's financial activity. 

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

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

TEMPORARY. Cut of at the end of the fiscal year in which all actions related to the 
report or review are completed. Destroy 5 years after cut off. 
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Item 127: Corps of Engineers (CORPS) Activities (2332) 
Material relating to the COE Financial Statements (i.e. Power Reports & Work 
Papers) and correspondence records between SWP A, COE, and the independent 
auditors. 

• COE Financial Statements 
I 

• COE Correspondence 

File by activity (i.e. separate file# per activity) and by fiscal _year. 

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

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

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

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

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

1) Official copy. 

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

2) All other copies. 

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

b. Final audit reports 
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1) Official copy. 

PERMANENT. Cut off at the e~d of the fiscal year during which file is 
formally closed. Maintain on site do not transfer to an FRC. Ifrecords are 
paper or other hardcopy media, transfer to NARA 30 years after cut off. ff 
rceores Me eleeffonie, tfa:Bsfer ~tea¼ etts1:o~ 1:o ~MRA for pre 
accessioning five ,ems Mt:efr ettt off. Transfer legal custody of electronic 
records to NARA 30 years .after cut off. 

• t-.1 M.~ t't\111u&._~~ ~11. cc.,e,'fo~o/'\ Vo\\°1 o"" ~ II~ j'l,Oi:i 

2) All other copies. 

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

BUDGET 

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

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

a. Budget Policy Files. 

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

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

13. R.eu-tine CeFFespendenee GRS 5-1 

Roti-tiBe eoffeSf)OBeeBee files Hl foffl.la!ly orga.m2ee aueget offiees pena-i-Bmg to 
mutme aeministmtioB, :mtCffta! proeee1:1:res, afl:G otll:er matters Bot eoveree 
elsewhere m this seheaule, BXCLUDING files relatmg to ageBey poliey me 
proeed-ufe mem.-tamee m fofflla!ly orgaB:i2ee aueget offiees. 

TEl\4PORAR.Y. Cut off at the eBe oftile fisea! yea£ in Vlhieh aueget approved. 
Des4:foy wheB 2 yea1s ole. 

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

Records are arranged by Fiscal Year and by ICS code. Annual accumulation is less 
than 1 inch per year. Based on DOE Administrative Records Schedule 5: Budget 
Preparation, Presentation, and Apportionment Records under SF 115 Nl-434-98-8 
last updated on 11/16/00. 4.1 Budget Office Estimates, Justificati~ns, and 
Correspondence (or Subject Files). Estimates, justifications and correspondence (or 
subject files) for those files that document budget policy and procedures, and policy 
decisions that affect expenditures for programs. 

a. Records documenting substantive programs. 

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

b. Records that document non-substantive programs. 

TEMPORARY. Cut off at the end of the fiscal year in which budget is 
approved. Destroy 6 years after cut off. 
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Item 132: Budget Performance (5103) 
Material related to Southwestem's Budget performance. Record.s are arranged by 
fiscal year and ICS code. Annual accumulation is less than 1 inch per year. 
Based on DOE Administrative Records Schedule 5: Budget Preparation, Presentation, 
and Apportionment Records under SF 115 Nl-434-98-8 last updated on 11/16/00. 4.1 
Budget Office Estimates, Justifications, and Correspondence (or Subject Files) 
Estimates, justifications and correspondence (or subject files) for those files that 
document budget policy and procedures, and -policy decisions that affect expenditures 
for programs. Includes but is not limited to the following: 

·• Performance Assessment Rating Tool 
• Annual Performance Plan 
• Performance and Accountability Report 
·• AIM Performance Measures 
,e CPS 1 &2 Data 
-• Joul_e Performance Data 

.a. Records documenting substantive programs. 

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

b. Records that document non-substantive programs. 

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

Item 133: Budget Briefmgs (5104) 
Includes all materials related to Congressional, DOE, 0MB or Customer briefings. 
Based on DOE Administrative Records Schedule 5: Budget Preparation, Presentation~ 
and Apportionment Records under SF 115 Nl-434-98-8 last updated on 11/16/00. 4.1 
Budget Office Estimates, Justifications, and Correspondence (or Subject Files) 
Estimates, justifications and correspondence (or subject files) for those files that 
document budget policy and procedures, and policy decisions that affect expenditures 
for programs. 

a. Records documenting substantive programs. 

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

b. Records that document non-substantive programs. 

TEMPORARY. Cut off at the end of this fiscal year in which budget is 
approved. Destroy 6 years after cut off. 
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Item 134: Administration Initiatives (5105) 
Includes records documenting SWP A Administration initiatives in response to the 
following: 

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

Based on DOE Administrative Records Schedule 5: Budget Preparation, Presentation, 
and Apportionment Records under SF 115 Nl-434-98-8 last updated on 11/16/00. 4.1 
Budget Office Estimates, Justifications, and Correspondence (or Subject Files) 
Estimates, justifications and correspondence ( or subject files) for those files that 
document budget policy and procedures, and policy decisions that affect expenditures 
for programs. 

a. Records documenting substantive programs. 

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

b. Records that document non-substantive programs. 

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

Item 135: Alternative Financing Proposals (5106) 
Material related to alternative financing that Southwestern receives from its 
customers in order to supplement appropriations. Based on DOE Administrative 
Records Schedule 5: Budget Preparation, Presentation, and Apportionment Records 
under SF 115 Nl-434-98-8 last updated on 11/16/00. 4.1 Budget Office Estimates, 
Justifications, and Correspondence (or Subject Files) Estimates, justifications and 
correspondence (or subject files) for those files that document budget policy and 
procedures, and policy decisions that affect expenditures for programs. 

a. Records documenting substantive programs. 

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

b. Records that document non-substantive programs. 

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

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

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

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

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

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

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

TEMPORARY. Cut off every 2 years at the end of the fiscal. Transfer to Federal 
Records Center 3 years after cut off. Destroy 10 years after cut off. 
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Item 139: Program Analysis (5140) 
Material used to formulate payroll analysis for agency's payroll budget. Includes: 
• Use ICS Code 5168: Payroll Analysis (worker's compensation, retention pay) 
·• Trend Analysis (Travel, Award, Overtime, & Training) 

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

Item 140: Budget Submissions (5150) 
Doeumentation for afl:H:ual audget suemissions. (CRS S (1)]. 
·• Budget lBtemal Platming 
• PMA. Gonferenee Gall 
• Staffing 
• Field Blidget Platming meetings 

TKMPORARY. Gtit off at tlie end of tlie fiseal year in whieh audget is Rf)f)roved. 
Destroy 2 years after eut off. 

Item 141: lntemal Budget Review (51Sl) 
Reeords doeumenting tlie internal audget re¥:i01.v proeess ineluding: 
• Budget Gall 
• Initial lBf)ut 
• Offiee Revie1.v 
• Budget Wofkiilg GFoUf' (Bl.VG) Rev101N 
• Senior Staff R011iew 
• Support Serviee Budget 
• Final Dataease Num.hers 
• Wofking PRf)ers 

TKMPORARY. Gut off at tlie end of tlie fiseal year in Ylhieh hudget is Rf)proved. 
Destroy 2 years after eut off. (CRS S item 1] 

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

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

Based on DOE Administrative Records Schedule 5: Budget Preparation, Presentation, 
and Apportionment Records under SF 115 Nl-434-98-8 last updated on 11/16/00. 4.1 
Budget Office Estimates, Justifications, and Correspondence (or Subject Files) 
Estimates, justifications and correspondence (or subject files) for those files that 
document budget policy and procedures, and policy decisions that affect expenditures 
for programs. 

a. Records documenting substantive programs. 

PERMANENT. Cut off at end of fiscal year in which budget is approved. If 
records are paper or other hardcopy media, transfer to NARA 10 years after cut 
off. If reee,fds ftfe e½ee1fflnie, tfaftsfet= ~tefr! et1steEl-y le NARA feF :fJF0 
aecessioBHlg tiv:@ )r.ears aft@r C1:lt gff Transfer legal custody of electronic records 
to NARA 10 years after cut off. 
~~~~ f'e\tP~ Qte-<LCU~~~ o~,\~ o~ ~ \ \t\ \1-0i-i 

b. Records that document non-substantive programs. 

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

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

Based on DOE Administrative Records Schedule 5: Budget Preparation, Presentation, 
and Apportionment Records under SF 115 Nl-434-98-8 last updated on 11/16/00. 4.1 
Budget Office Estimates, Justifications, and Correspondence (or Subject Files) 
Estimates, justifications and correspondence (or subject files) for those files that 
document budget policy and procedures, and policy decisions that affect expenditures 
for programs . 

.a. Records documenting substantive programs. 

PERMANENT. Cut off at .end of fiscal year in which budget is approved. If 
records are paper or other hardcopy media, transfer to NARA 10 years after cut 
off. If1ecu1ds me elcettorri:e, tJ:mi:sfer p}eysicm eustod, to l'~ARA fo, pre 
accessioning five ycm~ after ettt et=i: Transfer legal custody of electronic records 
to NARA 10 years after cut off. I 
ij,h.{(~ te.\l,w tt-t.""(lt(.,-.e-S»~~OI"\ 911)\,t\./ O,l\ ¼lift it,t'1.--

b. Records that document non-substantive p ograms. 

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

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

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

Based on DOE Administrative Records Schedule 5: Budget Preparation, Presentation, 
and Apportionment Records under SF 115 Nl-434-98-8 last updated on 11/16/00. 4.1 
Budget Office Estimates, Justifications, and Correspondence (or Subject Files) 
Estimates, justifications and correspondence (or subject files) for those files that 
document budget policy and procedures, and policy decisions that affect expenditures 
for programs. 

a. Records documenting substantive programs. 

PERMANENT. Cut off at end offiscal year in which budget is approved. If 
records are paper or other hardcopy media, transfer to NARA 10 years after cut 
off. Iftecmds me efechonic, hansfer physicai: custody to ,NARA for pre­
accc:!lsioning :f.i:vc ,ems after ettt off. Transfer legal custody of electronic records 
to NARA 10 years after cut off. \ 
"~ r-o,aW \tt.4 tc,e.ss t 'if\ '{)<> hey Ol\. ~ \ Jq ?ot-'1,, 

b. Records that document non-substantive programs. 

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

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

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

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

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

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

briefing book. 

Based on DOE Administrative Records Schedule 5: Budget Preparation, Presentation, 
and Apportionment Records under SF 115 Nl-434-98-8 last updated on 11/16/00. 4.1 
Budget Office Estimates, Justifications, and Correspondence (or Subject Files) 
Estimates, justifications and correspondence ( or subject files) for those files that 
document budget policy and procedures, and policy decisions that affect expenditures 
for programs. 
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a. Records documenting substantive programs. 

PERMANENT. Cµt off at end offiscal year in which budget is approved. If 
records are paper or other hardcopy media, transfer to NARA 10 years after cut 
off. If rceo:rds me eleetrome, t:rmsfe:r preysiem eustod, to 1-~ARA for pre 
c1becssionh:rg five :,ems after ettt off. Transfer legal custody of electronic records 
to NARA 10 years after cut off. I I 
~~~ft"tt>~ ~{~-(l(t,,eSs)~ \>"\}c.,'/ 8"" ~ l'\ ioz.:l.,. 

b. Records that document non-substantiv'e programs. 

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

Item 146: Budget Execution (5160) 
Material relating to Southwestern's execution of its annual budget. Based on DOE 
Administrative Records Schedule 5: Budget Preparation, Presentation, and 
Apportionment Records under SF 115 Nl-434-98-8 last updated on 11/16/00. 4.1 
Budget Office Estimates, Justifications, and Correspondence (or Subject Files), 
Estimates, justifications and correspondence ( or subject files) for those files that 
document budget policy and procedures, and policy decisions that affect expenditures 
for programs. 

a. Records documenting substantive programs. 

PERMANENT. Cut off at end offiscal year in which budget is approved. If 
records are paper or other hardcopy media, transfer to NARA 10 years after cut 
off. ff1eeo1ds me deetrome, trM?sfer physieM euste&y te ~V\.RA feF _f3Fe 

aeeessieE:iag fi,,,e years a~8f 8Ht eff Transfer legal custody of electronic records 
to NARA 1qy~s after cut off. 
\H\t{\ ~-.,ow ~e..~o.cte'o~)toA ~\~°'( Of\ ~\!!ii 1oi.1..-

b. Records that document non-substantive programs. 

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

Item 147: Funds 2~ailahility (SlM) (CRS S(3)(a)I 
Material Felating to a:r;a-ilable funding, appropriatiofl ftmding, other ftmding ifleludiflg: 

• Gontinumg Resolu-tion: doeuments that are Felated to a eoati:Buing resolutiofl if 
oae is passed in sueh fiseal year. 

• Gontina-in-g Pund: aa.;· infoffflatiofl that is related to the eofttiftu.iftg fund aetivity in 
the reSf)eeti:r;e fiseal year. 

• Appropriatioas Bill: this is the ~propriatioas 13ill that is passed into law for the 
FeSf)eetive fiseal year. 

• Pinal Publie Law: this is the fiBal publie law that is passed for the FeSf)eetive fiseal 
year: 
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TEl\lPORARY. Cat off at the eaa of the fise&l yeaf. Destroy 5 yeafs after eut off. 

Item 148: Oracle Budget Activity (5162) 

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

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

located in this file in order to reconcile budget accounts. 

Based on DOE Administrative Records Schedule Sb: Budget Preparation, 
Presentation, and Apportionment Records under SF ·115 Nl-434-98-8 last updated on 
11/16/00. 4.1 Budget Office Estimates, Justifications, and Correspondence (or 
Subject Files), Estimates, justifications and correspondence (or subject files) for those 
files that document budget policy and procedures, and policy decisions that affect 
expenditures for programs. 

TEMPORARY. Cut off at the end ofthe fiscal year in whichbudget is .approved. 
Destroy when 6 years old: 

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

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

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

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

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

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

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

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

Based on DOE Administrative Records Schedule 5: Budget Preparation, Presentation, 
and Apportionment Records under SF 115 Nl-434-98-8 last updated on 11/16/00. 4.1 
Budget Office Estimates, Justifications, and Correspondence (or Subject Files), 
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Estimates, justifications and correspondence (or subject files) for those files that 
document budget policy and procedures, and policy decisions that affect expenditures 
for programs. · 

. , 

.a. Records documenting substantive programs. 

PERMANENT. Cut off at end offiscal year in which budget is .approved. If 
records are paper or other hardcopy media, transfer to NARA 10 years .after cut 
off. If recmds me elechonic, hmrsfa pn,sicai ea~toti, to NA.RA. fef l'f& 

\. aeeessieftH:lg §v=e yetlfB &aer e:e.t eff. Transfer legal custody of electronic records 
to NARA 10 years after cut off. 
\\~ ('No~ ~\ t. - Cl. Cl..c,':F.,~ io~L\j O'\ ~ \ 1~t'b,'l.!l,. 

b. Records that document non-substantive programs. 

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

Item 150: Reception and Representation Fund (5165) 
Material related to costs incurred for receptions and representation as approved by the 
Administrator. Based on DOE Administrative Records Schedule 5: Budget 
Preparation, Presentation, and Apportionment Records under SF 115 Nl-434-98-8 
last updated on 1.1/16/00. 4.1 Budget Office Estimates, Justifications, and 
Correspondence (or Subject Files), Estimates, justifications and correspondence (or 
subject files) for those files that document budget policy and procedures, and policy 
decisions that affect expenditures for programs. 

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

Item 151: Reimbursable Authority (5166) 
Material relating to resource requirements for and issues related to reimbursable 
power purchases and reimbursable services such as construction, operation, and 
maintenance of transmission facilities and related.utility and general support for 
customers and other entities. Based on DOE Administrative Records Schedule 5: 
Budget Preparation, Presentation, and Apportionment Records under SF 115 Nl-434-
98-8 last updated on 11/16/00. 4.1 Budget Office Estimates, Justifications, and 
Correspondence (or Subject Files), Estimates, justifications and correspondence (or 
subject files) for those files that document budget policy and procedures, and policy 
decisions that affect expenditures for programs. 

a. Records documenting substantive programs. 

PERMANENT. Cut off at end offiscal year in which budget is approved. If 
records are paper or other hardcopy media, transfer to NARA 10 years after cut 
off. If1cco1ds me clcctionic, hmsfa ph:,sieai castoci, to 1-.f.AR:A fo, :PfC'"' 
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accessioning five yeats after cat off. Transfer legal custody of electronic records 
to NARA 10 years after cut off. ~ 

t-\\\~ te.\3~~ ~t-t.--o_ctc.,½~ ~«> \HN o-" ~ 1q \ ~t-1, 
.b. Records that document non-substantive fprogr s. 

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

Item 152: PFioF YeaF Deobliga-tions (mteFBal. ReaDotment) (5167) · 
• Priof Year De ohligatioBs 
• Replaeem.eat Cofttfae1:s Deob/Reob 

Coffe~oBdeaee Felatift.g to use ofpriof year IllflElin-g fof ell!fent year aetioBs. This is 
ifttema-1 eoffe~oBdeaee oBly. [GRS 5 (1)]: 

TEMPORARY. Cut off at the ead of the :fisea-1 year. Destfoy.2 years after out off. 

Item 153: End of Year (EOY) Aetir.,r-ities (5169) [CRS 5(3)(&)) 
Budget Reports Files: Periodie Feports OB the status of appfo~atioB aeeol:lB:ts aad 
apportioflfftent. 

Includes 
• Guid8:ftee Letter 
• BOY Reqwem.eats 
• BOY OaligatioBs 
·• 2A..:eeflla-1s 

·TEl\4POR.ii\RY. Cut off at the ead of the fl.sea-I year iB whieh budget is appFOv:ed. 
Destroy .5 yeMs after out off. · 

Item 1S4: Budget Reports (l\liseell&Beous) (5170) 
Based OB ORS 5 Item. 3h: Budget Reports Files: Periodic Feports Ofl the status of 
appFOpriatiofl aeeouftts 8:ftd apportioflfftent. 

TE~MPORARY. Cut off at the ead of the fl.sea-I y-ear in. wmeh hudget is appf07red. 
Destfoy 3 years after out off. 

Item 1S5: Budget E:1:eeution &Bd Obligations, SF 133 (5171) 
[CRS S (3)(a)) 

TE±\4POR,ARY. Cat off at the OBd of the :fisea-1 year iB Ylhieh budget is appFo;;:ed. 
Destroy 5 years after out off. 

Item 1S6: mtemal RepoFts (5173) [GRS S (3)(a)) 
Periodie Feports Ofl the status of appFopriatiofl aeeounts and apportioflHl:ent. 
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·• Status of ~eB Pl:lfchase Ofeers 
• Buega Status ofFtm:ds 
-• Mid ¥eat" RerAer.v 
• Ufteosted Bala:aees/Wofk GfoUf) 

TEMPORARY. Cut off at tlle end of tlle ti.seal yeat" i-B Y:meh budget: is appf07fee. 
Destfey 5 yeat"s a.fief eut off. 

Item 157: Ext:efflal Repons (5174) [CRS 5 (3)(a)] 
Perioclie Fepons on tlle status of appmpriation aeeo'tlflts aoo appomomB:eBt. 

·• Ufteosted Obligations Repons 
• Payi:oll/Mass Gha:ages 
• Uftobligated Balanee/Mandatoey ReEJ:. (Steft Up) 
• Fiaaneial Ma:aageHleBt Activities 
• Motof Vehlele IB.foffftation & Reporting 

TEMPORARY. Cat off at tlle end of tlle ti.seal year in y;hieh budget: is flfJPf07fed. 
DestfO_y 5 YC8;ffi a.fief out off. 

Item 158: Budget ed Repafti:e:g Cedes (B&R) (5180) [GR:S .5 (3)(h)] 
Budget: Repons Files: Periodie Fepons on tlle status of flfJpfOpriation aeeotiftt:s and 
flfJPOftiOllffteflt. 

TE~MPORARY. Cut off at tlle eBd of tlle .ti.seal year ia Ylmch budget: is flfJPf07ree. 
Destroy 3 yeat"s aftef cut off. 

Item 159: PPagPam ed FiBanee Statement (l\41L'X File) (5190) [C:R:S 5 (3)(a)] 
Periodic Fepons on tlle status of ftfJPfopriation aeeounts a:ad apponioBmeBt. 

TEl\4PORARY. Cut off at tlle eBd of tlle ti.seal yeat" in Y1mch budget: is appf07red. 
Destfey 5 yeat"s afief cut off. 

HUMAN RESOURCES 

Agency civilian personnel records relate to the supervision over and management ofFederal 
civilian employees. This schedule covers the disposition of Official Personnel Folders of civilian 
employees and other records. relating to civilian personnel, wherever. located in the agency. 
Material relating to objectives, policy, procedures, and operations ofpersonnel activities 
excluding records specifically described elsewhere in this schedule and records maintained at 
agency staffplanning levels. In this Chapter, "HR" is defined as human resources. Information 
may be recorded on various media including paper, film~ tape, disk, diskette, or in the electronic 
document management system. All records in this chapter are scheduled in media neutral 
form.at. Majority of records covered in this section are GRS. 
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Item l(iO: BR Poliey ed Proeed-u.fes (3000) 
Di-feethtes that ser¥e to aeeofflf)lish a eonsisten-t and 1.lfHfofftl appfOaeh mes4:aelishing 
and ma.Baging human eapitel Fequii=emen-ts fur South.:r:.1est0ffl Pm.ver AElfB.i.Bistmtion. 
[GRS l(i (1)1 

TKMPORARY. Cat of at the eH:d of the fiseal year m Ylhleh poliey Of proeed-RTe is 
SRf>erseded. Destroy after eut off. 

Item 161: Offieial PersoBBel Folders (OPFs) (3010) 
Material related to the et=Bf)loymen-t Southwest0ffl's federal et=Bf)loyees. Files are 
8if8llged alphaaetieally by Be.Rle of eHlployee. G¼lt off1:lf)OB separation of et=Bf)loyee. 
VlheH: an et=Bf)loyee lee:¥es the ageH:ey, only speeifie tet=Bf)omry doeumeats 8.fe 

transfeffed v1ith the persoBflel folder. 

} 1l0tc: Rece'IVi: series is consideFCd "-viml" d1,1;e to SWPA rekilining the O.PFs in p6per 
f<Jrntat in special cabinets at fhe TNlsa ef!fice. All OPFs are sehe<fflled to be scanned 
and elect-Y-0nically stoFCd by DOE sfie1· },larch 2009 

Ori-ginals should heJv,rnwrtletl: to dte Offlee J!erson_al Mlfflagement after 
veriflealion efeOPF tlaM. 

a. Right side of PersoBBel Folder (GRS l(l)j. Folders eo:veriftg et=Bf)loyment 
tennmated after Deeeftiber 31, 1920, exeludi-B.g those seleeted ay NARA for 
perma.BeH:t Feten-tion. 

The Offieial Persoffllel Folder may eontain the follovliBg: 

Doeumeats on the right side afe filed ehfenologieally hy the effeetive date. 
Order preserihed ay OPM: 

• File fue doeumen-t wifu the most Feeeat date on top. 
• The ri~ side of fue persoBflel folder is used fof long term doeumen-ts. 
• Only doeumen-ts authorii!ied ay OPM may he plaeed on fue right side of 

the folder. 
• Doeuff.len-ts filed on the right side: 
• l,pplieation 
• Resume 

A • A .ct::d . 
• l ..:ppomtmen-t l 8;Yfff.lllt 

• GrAlSm;qeeFoffl3:S 
• Military Sef¥iee Doeuff.len-ts 
• Optional Fofftl 3 06 
• BeH:efits (Healfu iBSUfa.Bee, life ins:amB:ee, reti-feftlen-t, TSP) 
• 1-H.vestigation Proeess 
• Personn.el Aetions, SF50 

1) . TFB.Bsferred eHlployees. 
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See Chapter 7 of The Guide te l¾J,=sennel ReeertilECcping for inskuetions 
relating to folders of employees tfafisfen-ed to another ageney. 

2) Separated employees. 
TFansfer folder to National Persomel Reeords Genter (NPRG), St. Lams, MO, 
3 0 days after la.test sepm=ation. NPRG will destfoy 65 yeers after sepm=ation 
from Federal serviee. 

h. ReeoFds filed on left side of OPF: (CRS 1 (10)) 

The left side of the persomel folder is used for teH1pom.zy aoeuments. V/hen an 
emf)loyee leaves the a-geney, oaly speeifie teH1porm=y documents m=e transfeffed 
vAth the pefsm.mel folder. 

• Doeumem:s filed on the left side: 
• Ad<kess :furm 
• Gtirfent Position Des~tion 
• SFl 152, Desigaation ofBenefieiacy for l.ffipaid Compensation 

1) AH eopies of eorrespondenee Emd forms maiBtaiBed OB the left side ofthe 
Offieial Personnel Folder iB aeeordanee ·Ni-th Chapter 3 of The GMitic te 
.PeFsennel Reee,·tikeeping, BXGLUDil'tG the Immi.gratioa aB:d Nanwalii3ation 
SeFYiee Foffll I 9 and performEmee related reeords. 

TE~MPORARY. Destroy v+rhen ~erseded Of oasolete, or llf)0B sepm=ation Of 
tmflsfer of emf)loyee, unless speeifieally requtfed to he tfafisferred v:ith the 
~ 

2) Immi.gra-tioa and Nataralii3a-tioB Sef'Yiee FOfftl: I 9. 

TEl\iPORARY. Destroy 3 yem=s after eH1ployee sepm=a-tes from serv4ee or 
transfers to £mother ageney. 

Item lG: PeFsonnel CoFFespondenee Files. (30~0) (CRS 1(3)) 
Gorrespoadenee, f.Cf)0fts, and other reeords relatiftg to the general administration and 
operation ofpCFsom:iel fi¼Betions, hut 9eludmg reeords speeifieally deseri-aed 
else\vhere in this sehedule and reeords maintaiBed at agen~y staff planning le¥els. 

TEl\iPORARY. Gut ofa-t the end of the fiseal yem=. Destroy 3 yem=s after eat off. 

Item 163: OffeFs of Employment Files. (ReeFui-tment Case Files) (3030) (CRS 1 (4)) 
Gorrespoadenee, iBeluding letters and telegram:s, offering Elf)pointm.em:s to potential 
eH1ployees.•AffEmged hy 'laeaney AB:noUfl.eCfftem: BUIBaer. Ineludes: 

• Minimum Contents ofReeftiiting An:llouneCfftem: File Form 
• Gheeldist fof Delegated &.anrifliftg A.uth.ority 
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• GOf)y ofUSA JOBS 
• Copy of SF 52 ('.vith propOF elassifiea-tion, PD B-llfl3:80F, & signatare) 
• Gofllf)leted cmd signed PD 
• List of all aJ)pliefl:ftts
• Joe Analysis 
·• Ratifig Guide/erediti:B-g phm. 
• Gonv:ersion Taele 
• Applieations 1.vith attaehmeB-1:s ineftlEimg Veteraa' s Pfererenee. (Gould iaelade 

DD 214, SF 15, Letter from V,_Arj 

• FBORP Doeumeata-tion Form (Give to BBQ offiei&.l.) 
• A.ppliea-tioB Rcwie1.v Gheek1.ists 
• Basie Qaalifiea-tions DetermiR-ation Form (if GS) and reason for ifteligiaility. 

· (Must meet sereen o:at if lNB.) 
• lndivi&l:l&.l ratin.-g sheet if &f)f)lieaele 
• OPM Gertifieate ofBligiales Showing seores, veterans prefOFenee, eonsidera-tions, 

cmd deelina-tions. (Properly Ai¼dited) 
• Refeff&.l and Seleetion Gertifieate witli haekup inehldmg justifieation 
• Letters to Ineligiales 
• Notiee of Seleetion 
• List ofAH Goneeffl.ed 
• Copy of OPM Qu&.lifieations St8fl:dam Hcmdaook (for GS) 
• ABBol.lB:eemeat distribution 
-• Notiees ofRating 
·• GOf)y ofReereiting ABBouneemeB-1: 
• Gertifieates of GustomOF Sunrey 
• Report on Use ofAuthority 
• Non Seleet Letters 
• DeeliftatioBs, (if appropriate) 
• Random Tieereaker Form 
• Bfllf)loymeat offer letter to seleetee 
• Reem4tmem ecmeella-tion notiee from seleetion offiei&.l (if fli)plieaele) 
• Customer Sl:HV~Y on reem4ting 

a. Aeeepted offers. 

TEl\iPORARY. Destroy 1.vb:ea aJlPOintment is effeetive 

b. Deelined offers: 

1) V/b:ea name is reeeived from eertifieate of eligiales. 
DISPOSITION: Retarft to OPM 1N#h reply and liflpliea-tion. 

2) Tefllf)oracy or e~rnepted lif)pointment. fGRS 1, items, 33k, 331, 33m, 9r 33n] 
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a. EKe.mtflfflg and Certifieatioft Reeoriis Cmeelled and iBeligiale 
8.f)l'lieations fof positiofts filled fFom a fegistCF Of iBYCfltoeyr. 8ueh 
do81ilB:eBts iBelude Optioftal foffB. (OF) 612, feStiffi:es, suwlem.Cfltal foffB.s, 
Elfl:d attaclm3.Cflts, 1.vhethCF iB hard OOJ)Y 01 eleetfOme foffB.at. 

TEl\4PORARY. Cut off aflflually. Destfoy 1 year aftCF out off. 

13. Eligiale l;¼f)f)lieatiofts fof positiofts filled from a 1egistCF Of iav:eBtoey, 
iBeludiftg OF 612, fesames, supplem.eBtal foffB.s, and attaemfl:eBts, whethCF 
iB hard, eopy Of eleetfOme foffB.at. 

1) 0ft aeti-:r;e fegistCF of iBvCfltoey. 

TEl\4PORARY. Destroy 90 days aftCF tCfflli:11:atioft of the fegistCF Of 
iff¥eBtoey, (exe0f)t fof those applieatiofts that may he bmught fo1ward 
to a n01.v 1egistCF Of iRv:eBtoey, if BftY) 

2) 0ft iBaetive fegistCF Of ir:P1efttory. 

TEMJ'ORARY. Cut off amma-lly. Destroy 1 year aftCF out off. 

e. Ineligiale Of iBeomplete 8.f)l'lieatiofts fof positiofts filled hy ease 
eKamim:Rg. 8ueh doeuments i:ftelude OF 612, FeStiflles, suwlem.Cfltal 
foffB.s, VlfletBCf ffl hflfd eopy Of eleetfOme foffB.at. 

TEMJ'OR},.RY. Cut off ammally. Destfoy 2 years aftCF out off. 

d. Eligible awlieatiofts fof positiofts filled by ease eKaHlini.R-g that eithCF are 
Bot feferfed to the hiring offieial Of are fetam.ed to the eKan'J:Hling office hy 
the hirifl:g offieial. 8ueh doeumCflts iBelude OF 612, Fesames, 
suwlem.efttal foffB.s, and attaehmeBts, 1..vhethCF ift hard eopy Of eleetrome 
foffB.at. 

TEl\4PORARY. Cut off aflflua-lly. Destroy 2 years aftCF out off. 

3) A.11 othCfS. 

TEMPORARY. Destroy imm.ediately. 

Item 164: Employee AwaFds Files. (3040) [CRS 1 (ll)) 
Material felatiftg to av;ards aehfev:ed hy em.ployees. 

a. GCflCFal awB:Fds feeo1ds, EXCLUDING those Fela-ting to dOJ)artfftCflt level awards. 

1) Gase files iBeluding 1eeomm.Cfldations, appmv:ed ftomiftations, 
eorrespoBdOfl:ee, fOf)Orts, and 1elated handeooks pertaming to agOfl:ey 
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sponsored eash 8fld noncash av;ards saeh as inceB-tive av;Bfds, ,.vitmn gFade 
merit i.-B6feases, suggestions, and outstanding petform8flce. 

TEl\lPORARY. Destroy 2 yeBfs after fli)proval or disfli)pro,,al. 

2) Corresponden:ce perta.imng to a1..--..r8fds from other Federal agen:eies or 110n 
Federal orgfmi:zations. 

TEl\lPORARY. Destroy when: 2 yeBfs old. 

a. Length of service and siek leave awBfds files. 
Records in6fl:ltHi3.-g corresponden:ce, reports, computations of service 8fld siek 
leave, and lists of av..raro.ees. · 

TEl\lPORA.RY. Destroy ,..vhen: 1 yeBf old. 

c. Letters of commen:dation 8fld Elj)preeiation. 
Copies of letters recogmzing length of ser¥iee and retirem:eB-t 8fld letters of 
fli)preeiation and commendation for perform8flce, EXCLUDING copies filed in 
the OPF. 

TE~MPORARY. Destroy when: 2 yeBfs old. 

d. Lists of or mdmrns to agen:ey awaro nomi-Bations. 
Lists ofnominees 8fld v.,ziflners and indeKes ofnominations. 

TE~MPORARY. Destroy when: superseded or oasolete. 

Item 16S: lneentive Awa1:ds P1:eg1:am Repe1:ts. (30S0) 
Material related to incemi,,e a:waros aehie11ed ay efflj)loyees. (CRS 1 (13)) 

TEl\lPORA.RY. Destroy ,.vhen: 3 yeBfs old. 

Item 166: l\(erit P1:emetien Case Files. (3060) [CRS 1(32)) 
Records relating to the promotion of 8fl mdividaal that doeumeB-t qaalification 
stand8fds, e,;:alaation methods, selection procedures, and evaluations of candidates. 

TEl\lPOR.it\RY. Destroy after OPM audit or 2 yeBfs after the persom1:el action is 
completed, whlehever is sooner. 

Item 167: Pe1:sennel Ope1:atiens Statistieal Repe1:ts (3070). (Buman Capital RepeF-ts) (CRS 

~ 
Statistical reports eased on the operating persoflflel. 

TEMPORARY. Destroy when: 2 yeai"s old. 
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ltem.1(;8: Cerrespendenee ed Farms Wes. (3080). (CRS 1(17)) 
Material felatiBg to Of)eratmg persoBBel offiee feeoros felating to iaeividual 
eH.lf)loyees ftOt mamte.med mOPFs Elftd ftOt pfo=vided fof elsei.vhere mthis sehedwe. 

a. G0ffespoadeaee afl:d forms felatmg to peaeiag pefsonnel aetioas 

TE±\IPORA.RY. Destroy whea aetioa is eompleted. 

h. Reteatioa fegisters aHd felated feeoros. 

1) Registers and felated fQeoros used to effect feduetioa ift fofee aetiofts. 

TE±\IPORA.RY. Destr~y whea 2 years old. 

2) Registers ffom Ylhi.eh ao Fedaetioa mfofee aetiofts have beea takea 8fld 
felated feeOfds. 

TE±\IPORA.RY. Destroy vlhea superseded Of ohsolete. 

e. All other eoffespoadeaee Elftd forms. 

TE±\IPORARY. Destroy Vlhea emoaths old. 

ltem.1(;9: Sapemsers' PerseBBel Wes ed Daplieate OPF Deeamentatien. (3090) (CRS 1 
(1-8)J 
Material felating to 8ft eftl})loyee's positiofts fouad oBdy mthe supervisof's file. 

a. SUf)ervisofs' Personnel Files. 
GoFFespoadeaee, forms, and other feeoros felatmg to positioas, au:thori:tJa_-tioas, 
peadiftg aetioBs, positioa deseriptioas, fequests fof persoBBel aetioa, Elftd fecofds 
Oft iBeividaal em.ployees duplicated iB. Of aot l\WfOpriate fof the OPP. 

TE±\IPORl..RY. Re11ie:w amiually Elftd destroy superseded Of ohsolete document:s, 
of destroy file relating to aH effl.j)loyee Ylithift 1 year after separatioa Of transfer. 

b. Duplicate Document:atioft. 
Other copies of documeats duplieated in OPFs aot provided for elsei.vhere ia tlris 
sehedttle. 

TE±\IPORARY. Destroy Ylhea emonths old. 

Item 170: Empleyee Medieal Felder (E~l:\IF) (3100) (CRS 1(21)) 
Material felated to 8ft eBl})loyee's meeieal folder. 

a. LoBg tenn medieal fecofds as defiaed m5 CPR Part 293, Subpart E. 
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1) TFensfeffed eFRJ)loyees. See 5 CPR Part 293, Subpart B fef mSffiletioas. 
[CITE: 5CPR293.511] 

a. TeFRJ)omry BMFS reeofds must aot ae plaeed ia a ae1.vly ereated EMF' fof 
a Sef)aFatiB.g employee Elfl:d must ae feftioved from tu1 a-lfeady ecistiB.g 
BMF' aefofe its tmnsfer to Elfl:other ageaey of to the NPRC. Sueh reeofds 
·ffRl:st ae disposed of iB. aeeofdenee with Geaeral Reeofds Sehedul:e (GRS) 
1, item 21, issued ay Ni·\.RA emd Reeofds Admiftistfatioa (NARA) 

a. Oeeupatioaal Medieal Reeofds eoasidered to ae loag terffl reeofds must ae 
maime.itled fof the dmatioa of emplo,meat, plus 3 0 yeaFs Of fof as loag as 
the OPP is maHl-1:e.itled, vlfl.iehe,r1er is loager. Therefefe, 1:1.poa Sef)Bi'fttiOB, 
the feeofds must ae pfo¥ided to the eFRJ)loyee's ae1 ..v ageaey, of they must 
he tflm:sfeffed to the NPRC, 1Nmeh wi.H dispose ofthem in aeeofdanee 
with GRS 1, item 21, issued ay NARA•. 

2) Sef)am-ted eFRJ)loyees. 
TFtu1sfer to NPRC, St. Louis, MO, 30 days after sepam-tioB:. NPRC 1.viH 
destfoy 75 yeaFs after airth date of eFRJ)loyee; 60 yeflfs aftOF date of the eaFliest 
doemneat in the folder, if the date ofairth eBf.lfl:ot ae aseertained; Of 30 yeflfS 
after latest Sef)aratioa, Vlb.iehe,r1er is later. 

a. Tempoftl:t)' Of short terffl feeofds as defined iB. the PedOFal Persomcl MBfRl:al 
(F'PM). 

TEMPOR.i.\RY. Destfoy 1 yeflf after Sef)afatioa Of tnm.sfer of eFRJ)loyee. 

e. llldividual eFRJ)loyee health ease files eFeated priof to estaelishment of the BMF 
system that have aeea fetifed to a NAR.1\. feeofds stom:ge faeility. 

TEl\iPOR..\RY. Destfoy e0 years after retifemeat to the NARA. reeofds stom:ge 
faeility. 

Item 171: Employee Performeee File System Reeords. (3110) [GRS 1 (23)J 
Material fclated to eFRJ)loyee performtu1ee. 

a. }toB SBS appoiB.tees (as defifl:ed m5 U.S.C. 4301(2) 

1) A..ppraisals ofuaaeeef)table performElfl:ee, vlhere a aotiee ofpFeposed demotioB 
or femo:r1al is issued hut B:ot affeeted and all related doeunieats. 

TEl\iPOR.i\RY. Destfoy after the eFRJ)loyee eompletes 1 year of aeeef)table 
performanee ffom the date of the 1.vrittea a~1anee aotiee ofproposed femoval 
Of feduetioa in gFade aotiee. 
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2) Pem:>fffl:mee reeoras SUf)eFseded threugh aa adm-iflistratwe, jumeial, or quasi 
jumeial proeedure. 

TEMPORARY. DeSffey YNftefl supeFseded. 

3) Perfoffflanee telated reeoras f>eltainiBg to a fefmeF Cftif)loyee. 

a. Latest ratiBg ofreeora 3 _yeaFs old or less, peffoffflaaee plaa lipOB TNhleh 
it is 'eased, aad any Si¼HlfBary ratiBg. 

Place reeoras OB left side of the OPP aad fonva.Fd to ga¾Bmg Federal 
agen~y l¼poB tfansfer or to NPRC if Cftif)loyee sepaffttes (see item: la of 
this sehedule) .An ageBey retrieviBg aB: OPP ffom NPRC will EHSflOSe of 
these doOI.HfteB.ts iB aeeordanee T.vith ORS 1 item: 23a(3)(e). 

'a. AU otheF perfoHBO:B:ee plaas aad mtmgs. 

TE±\4PORARY. Destroy v1heB. 4 years old. 

4) AU otheF 9-l¼Hlfflary perfoHBanee ~aisal reeoras, i-aelumBg peFfoHBanee 
appraisals md jo'e elem.eats aad staada.Fds upoB ,vhieh ·they a.Fe 'eased. 

TE±\4PORARY. Destroy T.VheB 4 yeafS old 

5) Supporting doOI.Hftents. 

TE±\4PORARY. Destroy Y+ileB 4 _yeaFs old 

a. SBS appointees (as defiBed iB 5 U.S.C. 3132a (2)] 

1) Perfoffflaaee reeords supeFseded through an admiBistrative, jumeial, or quasi 
jumeial proeedme. 

TEMPORARY. Destro=y YlheB SUf)eFseded 

2) PeFfoffflaaee telated reeords penaiaing to a foHBeF SBS appointee. 

a. La-test fftting ofreeofd tha-t is less than 5 yeaFs old, peffoffBanee plaB: upofl 
whieh it is eased, and any summary ratifl:g. 

Plaee reeoras OB left side of the OPP and fonvaFd to gainmg Federal agCBey 
upoB tfansfeF or to NPRC if Cfflj)loyee lea1ttes FedeFal serviee (see item: la of 
this sehedlile) 

AB ageBey ~et:Fie:vmg an OPP ffem NPRC will EHSflose of those doeuHlents iB 
aeeordanee Ylith item: 23a (2) (e) ofthis sehedule. 
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a. All etheF periormanee mtiflgs and pl&as. 

TEMPORARY. DestfOy whOR 5 years eld. 

3) lJl etheF peFfoffllanee appFaisals, aleag with jea elOHl:ORts and standaras (jea 
expeetatieas) UfJeB ,vhieh they are aasea, BXCWDING these feF SES 
appeintees sOfYiflg ea a PFesideRtial appeiatmeat (5 CFR 214) 

TEMPORARY. DestfOy 5 years afteF ante _ef appFaisal. 

4) Suppeftiflg ae~eats. 

TEMPORARY DestfOy 5 years afteF date ef aJ>flFaisal. 

Item 172: TFaiBmg :ReeoFds. (3120) (CRS 1 (29)) 

a. CeneFal fue of agene~· sponsoFed tFamiB:g, BXCWDING Feeem eepy ef 
manuals, syllabuses, teKtheeks, and etheF tfaiftifl:g aids dev=eleped ay the agORey. 

1) CerrespeB<iORee, memaFanda, agFeemeats, autherii3atieas, Feperts, 
Feq:tliremeat Fe:rfier.vs, plans, and ehjeetives Felating ta the establishm.eBt a.ad 
epeFatiea ef~g eeurses and eeB:fei=ORees. ' 

TEl:\IPORARY. Cu-t af at the ORd ef the fise&l year tfafl'lifl:g pF0gFam. 
diseentiB:Uea eF eempleted. DestfOy 5 years afteF out eff. 

2) BaekgFellfl:d and werkiBg files. 

TEl\filORA..RY. Cut af at the ORd ef the fiscal year tmimBg progFatll 
aiseentinued ef 00fflf)leted. DestfOy 3 years afteF out aff. 

h. Employee tFaming. 

CaFFespeadORee, memeFanda, Feparts, and etheF FeeaFds Felating ta the availability af 
tminm-g and empleyee partiei}>atieB in tmimng pFagFfflllS spaaseFed ay etheF 
gavenm=i:eat agOBeies ef BeB Ga::r1ernmeBt institutieas. 

TEl\fi>OR...t\RY. Destfey whOR 5 years eld ef Y+rhOR SUfJeFseded aF easelete, 
whieheveF is seeBef. 

Item 173: Reasonable l ...eeommodation ReEJ:uest ReeoFds (3130) (CRS 1 (24)) 
Material Felated te Fee.saaably e.eeefflfB:edatiaas me.de feF an emplayee. IBfofftl:atieB 
OFea-ted and maiBtaiaed Y+rhile Feeeiving, eeeroine.ting, FevierNiR-g, pFeeessiflg, 
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~f07Mg, an.d r~ortifl:g -requests for reasonable accommodation from federal 
employees a.ad applican-ts Ufl:der the Rehabilitation 1A.tet of 1973 end ~eeutive Order 
13164. 

Defmition: A reasonable accommodation is a ehenge in the 7♦vork ewliFeflffteat or ifl 
the way thlags afe eustoma:rily done that y;ould enable en ifldividual with a disability 
to eajoy equal emploYfllent oppommfties. 

The three categories ofreasonable aeco~odation afe: 

Modificatioft or aajusffftents to a job ~lication process to pOfftli.t en individeal 7+¥tth 
a disability to be considered for ajob, s-ueh as providmg application forms ml~e 
priftt or Bra-ille; 

Modifications or aajustments neeessary to enable a qualified individaal vAth a 
disaail.rty to perform essential :ftm.etions ofthe job, s-ueh as pro71iding sige lBRgUnge 
i-nt6tj1reters; and 

Modificatiofts or aajuSffftents that enable employees vAth disabilities to eajoy equal 
benefits aBd privileges of employtB:ent, sueh as rem:oviBg physical barriers in. en 
office or eafeteria. · 

This sehedale includes all -requests for reasoBable accommodation end+or assistive 
teelmology dO:JAces aBd services offered throt:1gh the agency or the 
Gomp=ater/Bleetromc Accommodatioft Program. (GAP) that afe mncle by or on behalf 
of applicants, eurrent or former E?ffiployees. P.Jso included afe medical records, 
supporting notes ene. doeumentation, as v.,i:ell as procedures end reeortls -related to 
processiflg, deeidmg, Hll})lem:enting, and tfaekiR-g reqt:1ests for reasonable 
aecommodati<:>n(s) 

a. Cener=al Files 
Agency wide end departmental procedures for recei7Mg, proeessmg, end 
appealing requests for reasonallle accommodation by employees aBd ~lican-ts. 
Files may iaolude, bt:1t afe not limited to, instruetions, direetives, ftotices, forms, 
timetables and guidelines for re(fl¾esting, processing and approvmg re(luests and 
for appealia-g decisions for reasonaale aeeommodation. 1AJso ineluded afe reeortls 
notifying the Bqual BmploYfllent Opportamty Goftl.ffH:ssion (BBOG), the a-geney's 
eolleetive bafga-iaiftg represeatative(s) and the a-geney's Bqt:1al BmploytB:ent 
Oppoffilflity offiee of the ngeney's reasonable aee0Hmlodntionreqt:1est and 
proeessing proeedl:lfes as v1ell as modifieations to established proeeeares. 

TEl\lPORARY. Destroy three years after supereeded or when no longer needed 
for referenee whieh0:J1er is later. 

h. Employee Case Files 
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Individual eHJ.ployee files that are 6feated, reeeiv=ed, lffld mamtamed ey EEO 
reasoaable aeeommodatiofl: Of diveFsity/disabilify progmm or eHJ.ployee felatiofl:S 
eoofdi-B:atofs, ifBillediate supeFVisors, CA•.P adr:Rimstmt:of, Of HR speeialists 
eoBta-ifl:ifl:g reeords ofrequests fuf reasoaable aeeommodatioa lffldlof assisthte 
teclmology devises lffld seniees tmough the a-geaey or CAP that have hee 
requested for Of hy lffl 01:fli)loyee. This series also ifleludes, hut is fl:ot limited to, 
request apflro:r;als lffld deaials, aotiee ofproeedUfes fof ifl:fuffllal dispute .fesolutioa 
or apf)eal pfoeesses, fofflls, eoffespofl:deaee, e mails, reeofds of oral 
eoaveFsatiofl:s, medieal dooomeBtatioa, lffld ootes . 

.TE~'IPORARY. Destroy thfee years afieF eHJ.ployee separatioa from ·the a-geaey 
or all appeals are eoaeluded ·..vbiehe:r1eF is late£. 

[Nore: These ree0nis are 11eit.1ter pan ofan em.pl-eyee's Official P-ers0nnel File 
·(OPF) n0rJJ6Ft ofa Sf;l]9er;is0r's Mnoffieialpe1"s0nnelflle.] 

e. Supplemental Files 
Reeofds 6feated, reeeived, lffld mamtained ay BBQ reasoaable aeeommodatioa or 
di:r1eFsity/disability program or eHJ.ployee relatioa eoofdiflators, while advisifl:g oa,. 
imj,lemeB:tifl:g or apflealiag requests fur or from lffl ifldivid-ual eHJ.ployee fuf 
reasoaable aeeommodatioa. Some requests may ifl:v-ol:r;e HR matteFs, ifleludi-B:g 
hut aot limited to elumges iB: duties, reassigemeBts, lea·;e usa-ge, aad peFfuffB.lfflee 
issues. Files may melude, hut are oot limited to, poliey guidlfflee, reso:e.ree 
i:nfurmatioa about aeeommodatioa provideFs, fofflls, e mails, ootes. 

TEMPORARY. Destroy three years afteF ead of fiseal year in whieh 
aeeofBillodatioa is deeided Of all appeals are eoaeluded, whiehe:r,eF is late£. 

{}l-ere: These ree0rds are nei#terpaFt ofan emplayee's Offieial.1.%rs0nnelFile 
(OPF) n0rpart ofa sMpeFvis0r·'s Mnoffieialpers0nnelflle.] 

d. T:reeking System 
Reeords aad data erea-ted, reeeived, and mamtaiBed fof pUif)oses of tfaelciag 
a-geaey eompliElflee with EKeeuti:r+te OfdeF 131 e4 lffld Equal EfB.f)loymeBt 
Oppommity Coffifllissioa (GRS 1(l4)(d)) 

TEl\'IPORARY. Delete/destroy three years afteF eomplianee report is filed or 
Ylhea BO loBgeF Heeded for refeFeee. 

Item 174: Lebo:r l\lBBegement Relations Reeo:rds. (3140) (GRS 1(28)) 

a. Labof MElfla-gemeBt Relatioas GeaeFal and Case Files. 
CoffespoBdeaee, memofanda, f0f)Orts Elfld otheF feeofds felatiag to the felatioaship 
het..veea managemeBt and ~loyee UflioBs Of otheF groti.f)s. 
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1) Offiee aegotiatia-g agreemeat. [MClffl:taifl.ed by HlHBElfl ResoUFees] 

TEMPORARY. Get of at the ead ofthe fiseal year i-B v1hleh agreeffl:eat 
expi-res. Demay 5 yeMs after eat off. 

2) Other offiees. 

TEMPORARY. Destfoy vvhea SUj)erseded or obsolete. 

b. Laeor 1'\.feitfatioa Geaeral aad Gase Files. 
Goffespoadeaee, forms, end baekgm:end papers rela-tiag to labor amitfatioa eases. 

TEMPOR.i\RY. Gm of at the ead of the fiseal yeM i-B whieh ease is resor1ed. 
Destfoy 5 yeMs after fiaal resoht-tioa of ease. 

Item 175: Personal lnjuey: Files. (3150) (CRS 1 (31)) 

Foffll:s, =reports, eoffespoadeaee, aBE1. related medieal end i-BYestigatoey reeords 
relatiBg to oa the job i:njurie~, whether or aot a ela-im for eompeasa-tioa 1..vas made, 
BXGLUDING eopies filed mthe Bmployee Medical Folder Elfl:d eopies Sl:H)m.i-tted to 
the DepertfB.eat of Labor. 

TEMPOR.i\RY. Gm off OB: terminatioa of eompeasatioa or v,,rbea deadline for filiag 
a elaim has passed. Destfoy 3 years after em off 

Item 17<i: Admiftistf'a-tive Crie,veee, Diseiplmeey:, ed Aw.terse Aetien Files (CRS 1 (30)) 

a. AdmiBistra-tiYe Gfi011enee Files (5 GFR 771) 
Reeords relating to grie¥Elflees raised by ageaey efflf)loyees, exeept BBQ 
eomplaiB-ts. These ease files i-H:Ofl:lde stateffl:eats ofwitBesses, reports ofmter¥.i.ews 
Elfl:d hearings, exaniiaer's fiadmgs end reeommeadatioas, a eopy of the origiaal 
deeisioa, related eoffespoadeaee Elfl:d erlH-bits, Elfl:d records rela-tiag to a 
t=eeoasidemtioa reqaest. 

TEl\4PORi\RY. Gut of at the ead ofthe fiscal year ia 1.vhieh ease is elosed. 
Destroy ao sooaer than 4 years but ao later than. 7 yeai"s after ease is elosed. 

b. Atl11erse Aetioa Files (5 GFR 752) Elfl:d PerformElfl:ee Based Aetioas (5 GFR 432) 
Gase files aad reeords related to adverse aetioas Bfl:d, perfonnaaee based aetioas 
(remo11al, suspeasioa, reduetioa ia grade, futiougb) agaifl.st efflf)loyees. The file 
ineledes a eo13y ofthe proposed adYerse aetioa y,,rith SHpportiag doeumeats; 
statemeats ofYlitBesses; employee's reply; hear&g aotiees, reports, and deeisioas; 
r01iersal of aetioa; aad appeal reeofds, BXGLUDING letters ofreprimand Y+rhieh 
ai"e filed in the OPF. 
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TEMPORARY. Ctl1: of at the eBd of the fiseal year in whleh ease is elosed. 
Destfey B:O soofl:er than 4 years aat fl:O later thaB 7 years after ease is elosed. 

[NOTE: 0-.P}~ li8.i deteffltined tlist sgencies may decide liew Jeng, ',Yithin tlie fflltge of4 te 7 
yesFS, gr;,e,;snce snd adveFse actienfil-es need te he retsined. Te in'tpkment t.iis authe,Aity, ese-h, 
agency must select ene f~ed ,eetentien pe'Fied, hetiit1een 4 and 7 yesFs, f0,A tlie entiF-e se'Fies efits 
·clesed c8.ies. Agencies a,ee net au#teF-ized te use d'if:fe,Aent 1eetentienpe'Fiedsf0F- indi,,;ithtal esses. 
The sgeney sheuldpuhUsh t.1ie ehesen F-etentien peFied in the ....°-Fiw1;cy Aet netiee f0F- tliese 
F-eeerds, tlie egeney's ,eeee,vl,s ~esitien 'l'/tanual, and any etlie,A issuance deal-ing•with the 
dispesitien of#tese reemAds.] 

Item 177: E:1:aminiBg .ed CeF-tifieatieB ReeePds. (Delegated ~ami11i11g UB-it DEUs) 
(3170) ICRS 1 (33)) . 
Delegated &greeHJ:efl:1:s aBd Felated Feeefds eFeated mder the au-thority of 5 U.S. C. 
1104 aetweeB the OPM aad ageBeies, allo1llffig for the eKaminatiofl: and eertifieatiofl: 
of ~lieaats for eFBploymefl:1:. 

a. Delegated agFeeHJ:efl:1:s. 

TEMPORARY. Clit of at the efl:d ofthe fiseal year in whleh agFeeHJ:efl:1: is 
tenniaated. Destroy 3 years after teaniBatiofl: of agFeeHJ:eBt. 

a. CoffestJofl:deBee eoB:eemifl:g appliea-tiofl:s, eertifieatiofl: of eligjl,les, and all other 
eKaflliB:Hlg aBd reenriti:Bg opemtiofl:s. Saeh eoffespoB:deBee, inelades, aat is fl:Ot 
limited to, eOrFespoB:deBee from CoB:gFess, White House, and the geBeral puhlie, 
and eorFespoB:deBee rega-rdmg aeeommoda-tiofl:s for holdifl:g eKaminatiofl:s aBd 
~meBt of test materials. 

TEl\4PORARY. Clit of at the eBd of the fiseal year. Cut off B:l1ftUally. Destroy 1 
year after eut off. 

e. CoffestJofl:deBee or B:otiees reeeiv=ed from eligibles mdiea-tiftg a ehange in B:ame, 
address, or a1.zailability. 

TEl\4PORARY. Destroy 90 days after apdatifl:g the at3~ropriate reeord in the 
registry or iw.iefl:1:oey. 

d. Test material stoek eofttrol. 
Stock eoB:trol reeords of eKamina-tiofl: test material inellid.ing fUflftlllg nr1eBtory of 
test material in stoek. 

TKMPORARY. Destroy wheB test is Stij)erseded or oasolete. 

e. Appliea-tiofl: Reeord Card (OPM Fofffl 5000A, or eqruvalefl:t) 
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TEl\4PORARY. Ctit off after eKaHUftatiofl. Destroy Ro later thB:B: 90 days after eat 
eff.-

f. BKam:ifl:atiofl: A1mcn.meefB:eBt Case Doeameata-tiofl Files. 
CorreSf)ORdeaee regarclifl:g eKflffllil:atiofl Feq_wefB:ents, fifla-1 v:ersiofl of 
aflfl:O=t:lfleefB:ent(s) issued, suesequent flfBeBameB.ts to Rflfl:O=t:lfl6efB:0ftt(s), publie 
Rotiee doeam~tatiofl, m-tiftg sehedule, job B:B:a-lysis doemnentation, FeeoFe of 
seleetr;e and quali~y ratiftg faet:OFs, ftlti.Bg proeedures, 1mfl:Sffftltatioft tables, and 
other doeaments assoeiated vtith thejob Rflfl:OUBeefB:ent(s) 8.ftd the de:r;elof)meftt ·of 
the register/i-Bventory or ease eKflffllil:atioft. 

TEl\WORARY. Ctit off after termiflatioft ofrelated register OF iiwentoey or after 
fifl:al aetiofl: is takea Oft the eertifieate geaerated ay ease eKB:mi:fH:flg f)roeedei=es. 
Destroy 2 years after eut off. 

g. Register or i-Bventory of eligiales (OPM FoFm 5001 C or equiva-leBt, do6liffleB:tiflg 
eligibility of B:B: i:BdiYtid\ial for Federal jobs) 

TEl\4PORARY. Destroy 2 years after the date Oft v+rhieh ·the register of i:BveB.tory 
is termtBated. 

h. Letters to ~plieB:B:ts dOfl:)'iftg tfafl:sfer of eligibility (OPM FoFm 489e or 
eq_taYfaleftt) 

TEl\4POR,ARY. Ctit off at the ead of the fi:sea-1 year.. Destroy 1 year after eat 
eff.-

i. Test Ansyner Sheets. 

VhitteB test Bfl:SY.Ver sheets for aoth eligiales B:B:d i-Beligibles. Filed 'ay date of 
f)f08eSSfflg. 

TEl\WORARY. Destroy ,vhea emonths old. 

J. Lost or BKposed Test Material Case Files. 
Reeords shm.vi-Bg the eifeemstB:B:ees ofloss, ftatufe of the reeoy;ery aet:ioft, and 
eorreetive aetioft reqtlH'ed. 

TEl\4PORARY. Cut of at the eB:d of the fisea-1 year i-B Vlhieh in.vestigatioft of loss 
~ompleted. Destroy 5 years after eut off. 

k. Caneelled and ifteligible ~plieatiofts for positiofl:s filled from a register or 
mv:entory. Sueh doeaments include Of)tiofta-1 foFm (OF) e12, reSU1B:es, 
~f)lefB:eB.ta-1 foFms, and attaehments, YNhether ift hard eopy OF eleetrome fuFmat. 

TEl\4PORARY. Ctit off at the ead of the fiseal year. Destroy 1 year after eut off. 
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1. Eligible applieatioas ·fof positioas filled from a fegister Of mveatOfY, ifleludmg OF 
612, feSUfftes, supplemental forms, and atlaemH:ents, 1Nfl:ether ifl hard eopy Of 
eleetrome foffll:at. 

1) 0a a-ethi:e register of iflvootoey. 

TEl\lPORt\RY. Destroy 90 days after tefflliaatioa ofthe fegister Of iflveatory, 
(mc.eOf)t fof those 8.M)lioatioas that may be brolight forward to a aew register Of 
inventory, if Bfl:Y) 

2) Oa iflaefr;:e register Of ifll1entory. 

TEl\lPORARY. Cut ofat the ood of the fl.seal year. Destroy 1 year after out off. 

m. Ineligible of moofflj)lete applieatioas fof positioas filled ay ease mc.ElffJ:Hffll-g. Suell 
doeuments iaelude OF 612, fesUfftes, supplemental forms, 1+-r.rhether ifl hard eopy 
or eleetrome format. 

TE±\IPORA.RY. Ctit ofat the ood of the fl.seal year. Destfoy2 years after eut off. 

a. Eligible applioatioas for positioas filled by ease e:Kfl133.tl1:ffl.g that either are aot 
refen:ed to the hiring offieia.l or are returned to the e:Kamim.H:g offiee ay the hirillg 
offieial. Sueh doeum:ents iaelude OF 612, resUfftes, supplemootal foffll:s, and 
atlaehments, Y+rhether in hard eopy or eleetroflie foffll:at. 

TEMPORARY. Cut ofat the ood ofthe fl.seal year. Destroy2 years after eut off. 

o. ReEJ:uest for prior approval ofpersonnel aetioas takoo ay agooeies oa sueh matters 
as promotioa, transfer, reiflstatemoot, or ehange in: status, suemitted ay SF 59, 
OPM 64 8, or equivalent foffll:. 

TEl\lPORA.RY. Cut ofat the ood of the fiseal year. Destroy 1 year after 01i1: off. 

p. Certifieate Files, iaeludiag SF 39, SF 39A., or equivalent, aad all papers Uj)0fl 
y;hieh the eertifieatioa was eased: the list of eligibles sereeaed for the 11aeaneies, 
ratiags assigaed, availaeility statements, the eertifieate of eligibles that was issued 
to the seleetiag offieial, the aflfl:otated eertifieate of eligibles that was retam.ed 
ffom the seleefu.tg offieial, and other doeumentatioa material designated by the 
mc.am:iaer fof retentioa. 

TEl\lPOR,ARY. Ctit of at the ead of the fl.seal year. Destroy 2 years after eut off. 

EJ:. Certifieatioa reEJ:liest eon-trol iadmc.. Certifieate eoatrol log system. Reeords of 
iflformatioa (e.g. reeeipt date, series, and gFade ofpositioa, duty statioa, ete.) 
pertaining to requests for lists of eligiales from a registeJ; or inv=entory. 
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TEl\'IPORARY. Cm ofat the eftd ofthe fiseal year. Destfoy2 _years after out off. 

l". Inter~eBey PlaeCffl:eBt PrograFB (IPP) 8.f)plieatioo and registfatioB sheet. 

TEl\4PORARY. Destroy upoB eKpiratioB of employee's DEP eligreility. 

s. DEP eoatfol eards, ifmaiBtmH.ed. 

TEMPORARY.. Gm ofat the eBd of the :fiseal year. Destroy 2 _years after eut off. 

t. Reports of aatiits of delegated ffie:a.mimR-g operations. 

TEMPORARY. Destrey 3 years after date of the report. 

11:em 178: DeBfed Health Beneffls Re(juests UndeF Speese E(je.ity. (3180) (CRS 1(3S)j 
Deflied eligiaility files eonsistiBg of applicatioBs, eomt orders, deflial letters, appeal 
letters, .and related papers. 

a. Health aeBefits denied, not appealed. 

TEMPOR.it\RY. Destfoy 3 years after denial. 

a. Health aeBefits denied, appealed te OPM for recoBsideratioB. 

1) Appeal sueeessful ·aeBefits granted. 

Create eB:fOllmCB-t file in aecordanee vAth Sooehapter S 17 ofthe PBHB 
Handbook. 

2) Appeal lHl:suceessful aeBefits deftied. 

TEl\4PORARY. Destroy 3 years after denial. 

[J,l-OTE: l'-NFSMant te Sribcl1spter SJ 7 o.f the PEHB Handbook enffJl-111,entfiks ofspof;t!Jes eUgible 
fa,· benefits a:rc transfcn·ed te OP},{ ·whenJ.f.'.arnter spof;t!Je eaneels the enrollntent, ·,,v-hen 
enrol-J:ir,,ent is re,·11,inated by the en'tf)loying 0ffiee, or wlten f-aFIHCI" spoMse begins reeei"ving an 
annMitypsyment.J · 

11:em 179: FedeFal "'eFkplaee DFug TestiB:g PFegFam Files. (3190) (CRS 1 (36)) 
Drag testin.g program. records created UBder EKeoutiYe Order 12564 and Poolic LaYl 
100 71, SeetioH: 503 (101 Stat. 468), EXCLUDING eoH.solidated statistieal a:ad 
narrativ:e reports eoH:eerniR-g the operatioB of ageBoy progranls, including aBflUal 
reports te GoH:gress, as req:aired ay Pue. L. 100 71, 503(f) 

This authori2latioB does Bot apply to eyersigh-t program reeords of the DepartmCB-t of 
Health and Human Ser¥ices, the Office ofPersoBnel ManagCffl:ee.t, the Offiee of 
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M(lf}aget=Bent (lf}d Butiget, the Offiee ofNationa! Dmg Cofttfol Poliey, (lf}d the 
D~a.rtm.ent ofJustiee. 

a. Dmg test plans (lf}d proeeffi¼fes, EXCLUDING documents that are filed in reeofd 
sets of formal iss:eaaees (<iifeethtes, proeedl¼Fes handbooks, operating mBfl:l:la!s, 
Bftti the like.) Ageney eopies ofpl(lf}s (lf}d proeedares, \Vith related ckafts, 
eoffespondenee, met=Bof(lf}da, (lf}d other reeofds penaimftg to the developmem: of 
proeedares for arug testing programs, ineladiftg the aeterHlination of testing 
iBOUfflaents in designated positions. 

TE~MPORARY. DesffOy v.rhea. 3 yeElfB old or Ylhen saperseded or oasolete. 

a. EfB.i'loyee aelmovA.edgR1:em: ofnotiee forms. 
Forms eofl3.i'leted ay eHiployees whose positions Bre desigaated sensiti?e for arug 
testing p1:11poses aelrnow-ledgiag that they have reeeived Botiee that they may ae 
testes. 

. TE;i\fi>OR.i-\RY. Destroy 1-.vhen effli)loyee s~arates fFom testing desige:ated 
position. 

e. SeleetioBlsehedwmg records. 
ReeorEis relating to the seleetion of speeifie eHiplo_yees,lapplie(lf}ts for testing BBd 
the seheduli.Bg oftests. meladed are lists of seleetees, notification letters, afld 
testing sehedwes. 

TE;i\4PORARY. Destroy 1.vhen 3 yeaf"s old. 

a. Reeords relating to the eoUeetion (lf}d handling of speeimens. 

1) Reeord Books. 
BoHBa hooks eomaiaing ·identi:fym:g data on eaeh speeimen, reeorded at each 
eoUeetion site in the order in wmeh the speeim.ens v1ere eoHeeted. 

TE;i\lPORARY. Destroy 3 yeElf"s after date of last entry 

2) Chain of e:estody records. 
Forms BBd other reeords :esed to maifttam eomrol afld aeeoUBtability of 
specimens fFom ·the poim of eoHeetion to the fifl:a! disposition of the speeimen. 

TE;i\iPORARY. Destroy v·1hen 3 yeElf"s old. 

e. Test reswts. 
Records doeumenting inaividua! test reswts, iBekldiag reports oftestiB-g, 
notifieations of efB.1:)loyeesfllf)pliea.nts (lf}d efB.1:)loymg offiees, and aoeemem:s 
relating to foUm.v Uf) testing. 
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1) Positive fesalts. 

a) Bmployees. 

TE1\4PORARY. Destroy 1.vheE: employee leav:es the ageE:~· of wheE: 3 
yeElf"S old, whlehe¥er is later. 

h) A.pplicaftts not aeeepted fof eFB.ploytB:eB:t. 

TE1\4PORARY. Destroy 'lfflef:l. 3 yefirs old 

2) Negative results. 

TEl\'IPORARY. Destroy vmeE: 3 yeMs old 

[NOTES: (1) Diseipl-inary aeti0n easc.fiks pc,·uiining ro aeU0ns taken egainst e'flipl-eyees fa,. 
d-r-Ng we, drugp0sse3-9i0n, f'aimro ro e0mply ',Yith dr17tg tesUngp,·0ecd-Mros, and si'fltilaF matters 
aFc e011eFed by GR.81, ite'flt 30h, 'lMtieh auth0mes tiestf"MeU0n ofree0ms hentreen 4 and 7ycars 
8fte,· the ease is el-esed. (2) Any ree0Fds e0vcFed by items 36 a e tl1et aro rokvant ffJ l-iUgatien 01" 
diseipl-inary aeU0ns sl10uld he dispesed 0fn0 ear-Jie,. then t!tc rolated l-itigaU0n 0,. adverse aeU0,i 
ease.fik(s}} 

Item 180: Donated Le1r;e PHgFam Case Files. (3200) [GRS 1 (37)] 
Case files doeum.eE:tifl:g the receipt Elfl~ dofl:&tiofl: of leave fef medical emergeE:cies, 
ifl:eladiftg feeij3ieE:t af>f)licatiofl:s, ageE:cy appfovals Of denials, medical Of physieim 
certific&tioflS, leave dofl:&tion fecofds Of OF 63 0 A, ~ef\isof/timekeeper appro1t1als, 
lealie trmsfur recOfds, payroll fl:otific&tiofl: fecofds, afl:d leave f)fOgfflill tem=Hfl:atiofl: 
feCOfdS. . 

TE1\4PORARY. Cut of at the eE:d of the fiscal yeai" mY.rhi.eh the file is closed. 
Destroy 1 yeai" after Slit off. 

, Item 181: V.7age SuFv:ey Files. (3210) [CRS 1 (38)] 
·wage s1:1FYey Feports afl:d data, baekgFOUB:d doewneB:ts end eoHespoB:deE:ce pertam:in:g 
to area wages paicl foF eaeh employee class; aaekgrooocl papers establishi~ aeecl, 
authoriz&tiofl:, difeetiofl:, afl:d flfl:alysis ofwage smveys; cltwelopmeE:t end 
implemeE:tatiofl: of lNage sehea-ales; md request fof m authorization of speeifie Fates 
(ffi{ehldmg aathorized wage sehedales afl:e \.vage s:wvey feeapituJatioR sJ;i:eets) 

TE1\4POR.i.\RY. Destroy after completioR of secoRd suceeediRg wage s1:.1t=vey. 

Item 182: Reti:Femen-t Assistanee Files. (3220) [GRS 1 (39)] 
CoffespondeE:ce, memoFmda, amm-ity estimates, end other Feeofds used to assist 
FetinB:g efflf)loyees Of surnvofs claim ifl:Stifililce of Fetifemeftt "eeE:efits. 

TEl\4PORARY. Destroy 1.vheE: 1 year old. 
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Item 183: Pay CemJHlPMJDi-ty Reeerds. (Pay FleBbDi-ty Reeerds 3 R's) (3230) (CRS 1 
(41» 
Reeofds ereated l.Hlder impleHiea.tation of the Federal Bmf,loyees Pay Gompambility 
Aet iReftltiing 1+Ylrittea. RB.Ffatives and e0fflf)Hteri:2ied tfansaetion registers doeumenti.Rg 
use ofFeteation, Feloeation Elfl:d Feemim.iea.t honuses, allowanees, Elfl:d SH.pervisocy: 
differeB:tials, and ease files eonsistmg ofFequests foF Elfl:d appFoval ofFeeruitmeat Elfl:d 
Feloeation honuses Elfl:d reteB:tion aHowanees. 

TE±\4PORARY. DestFOy 3 yeBfs foH01.vh1g the date of approval Of 1:1pon eofflf>-1etion 
of the felev:emt seF¥iee agreeHieat Of allowElfl:ee, whieh01;er is later. 

Item 184: Teleeomm11ti.Bg/TeleweFk Reeerds. (3240) (CR:S 1 (42)] 

a. l ....J>f)roved Fe(fl:lests or Eif>plieations to pa.Ftieipate in an alternate woFlEsite PfOgFatH; 
agreeHiea.ts aet\"'4teea. the agea.ey and the eHiployee; and Feeofds relating to the 
safety of the WOflEsite, the installation Elfl:d use of eEflHPmeat, haitlware, Elfl:d 
software, BB.cl the use of seSlife, elassified infofftlation Of data stlbjeet to the 
Privaey Aet. 

TE±\filORARY. Destfoy 1 year after ead of employee's partieipation iR the 
program. 

a. Unappfoved fe(fl:lests. 

TE±\4PORARY. Destfoy 1 year after Fequest is Fej eeted 

e. Fofffts Elfl:d other Feeofds gea.era-ted ay the ageaey Of the par-tieipatiB:g employee 
01ttaluatiftg the alternate wof:k:site progFatB. 

TE±\4PORARY. Destfoy Vlhea 1 _year old, Of whea no longer needed, whichever 
is later. 

Item 18S: E<jual Elllf)leyment Opportunity (EEO) Reeerds. (32S0) (CR.S 1 (2S)] 

a. Offieial Diserimmation Gomplai.nt Gase Files. 
Origi.Rating agea.ey's file eontaming eomplai.nts y;itft related eoffeSf)ondeaee, 
Feports, ~its, withdfa=w=al notiees, copies of deeisions, feeofds ofhearings Elfl:d 
meetings, and other reeords as deseriaed in 29 CPR 1614. Gases resolved within 
the ageaey, hy Equal Efflf)loymeat Of,portumty Commission, or hy a U.S. Court. 

TE±\4PORAR.Y. Gut of at the ea.cl ofthe fiseal year iR which ease is resolved. 
Destfoy 4 years after out off. 

a. Copies ofGofflf)laint Gase Files. 
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I 

DU}:)lieate ease files er da61:1Hlents pertai.Ri-ftg ta ease files retaiB:ed iR Official 
DisOfimtB:atiaB Cemplaiftt Case Files. 

TE±\IPORARY. Cut af at the ead af the fiscal year iB wmeh ease is resalved. 
Destray 1 yeai" after resalutiaB af ease. 

e. PrelimiBary aftd Baekgralffld Files. 

1) Baekgrmmd reeerds Bat filed iB the Official DiserimmatiaB Cemplamt Case 
Hies-; 

TEMPORARY. Cat af at the ead af the fiscal year iB whleh ease is resalved. 
Destroy 2 yeai"s after fifl:al resalutieB af ease. 

2) Reeerds deoameatiBg eafflf)laints that de Bat de-v:elep iB-te Official 
DiserimiBatioB Camplamt Cases. 

TEl\lPORARY. Cut ef at the ead af the fl.seal year eamplfiffi.t filed. Destray 2 
yeai"s after eat aff. 

d. Campliaaee Reeards. 

1) Cempliaftee Review Files. 
Re1+1iews, aaekgralffld daOffl'.Bents, aftd eerrespaBdeaee relatmg ta eafttfaetar 
emplaYff):ent praetiees. 

TE±\IPORARY. Cut af at the ead efthe fiseal year iB 1.vhieh re11ie1N 
e0H1pleted. Destrey 7 yeai"s after out aff. 

2) EEO Campliaftee Reparts 

TE!\IPORARY. Destray 1.vhea 3 yeai"s ald. 

f. EBO GeBeral Files. 
Geaeral eerrespaBdeaee afta eapies af regelatieBs with related reeeres pertaimBg 
ta the Ci11il Rights Act ef 1964, the EBO Act af 1972, aftd aftY pertiftent later 
legislatiaB, and ageaey EEO Cammittee meetiftg reearEls, iJ9.eluclmg minates aftd 
reperts. 

TEl\lPOR..\RY. Destrey 1.vhea .3 yeai"s ald ar whea Sti}:)erseded er easalete, 
whlehe-v:er is af)f)lieaele. 

g. BBQ Af:fin:aative AetiaB Plafts (A.AP) 

1) AgCBey eepy af eaBsalidated 1Ani\P(s) 
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TEMPORARY. Destfoy 5 yeaFs ffom. date ofplafl. 

2) AgeBey feedet= plafl to eonsolidated 1A.J\P(s) 

TEMPORARY. Destfoy 5 yeaFs ffom. date offeeder plan or wbeB 
aamimstfative pUff>oses bav=e beeB served, whlebEY+tef is soonet=. 

3) Rei:,ort of on site F<¥1iev.rs of Affiffftativ=e Aetion Programs. 

TEMPORARY. Destfoy 5 yeaFs ffom. date ofFef)Oft. 

4) AgeBey eOJ)y of annual rei:,ort ofA.ffimlative Aetion aeeomplisbmeBts. 

TEMPORARY. Destfe_y 5 yeaFS fFom. date ofrei:,ort. 

Item 186: Pe:FsoBBel CoHBselmg Reeo:Fds. (3260) [CRS 1 (26)) 

.a. Gol.lllselin.g Piles. Rei:,orts of ifltervie,-..vs, aflalyses, and related reeorEls. 

TEMPORARY. Destfey 3 yeaFS afiet= tenm.nation of eol.lllselmg. 

l>. Aleobol and Drag f.J,use Program. 
ReeorEls ereated in planning, eoora-in_ating, afld direeting an aleohol afld <irug 
abuse program.. 

TEl\4PORARY. Destfoy wbeB 3 yeaFs old. 

ACQUISITION AND FACILITIES SERVICES 

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

Item 187: P:foeu:Fement i~...etions (420S) [CRS 3 (3)) 
Goatfaeting doeumen.-ts 7..Vith origifl:al sigaat\H'es. GoBtfaet m;id eoB.tfaet modifieations, 
requisition a.ad i=equisition ehanges, purebase ordet= afld purehase order re,-lisions, 
lease, and boB.d afld surety reeords, ineludiBg eorreSJ)oB.deBee afld related papet=s 
pertainiH.g to av.1ard, administration, reeeipt, inSJ)eetion, aeeei:,tance, pO:)'iB:en.-t afld 
7..Vat'fafl:ty, ifltenial re,-Ae,-..vs afld ~rovals ofproeuremen.-t aetions. Rccerds a,-·c acti11c 
Jf(:)r thcpcFi0dfr0n't s0ficUati0n Mntilfinalpsymcnt, tcrn'tinatien 0.f#tc c0nt1=aet, er 
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1;,:ntil apiffltion 0f·liJarr-ant;y and latent dcfeets period, o,- urttilpending issues are 
resolved. 

a. ProeH:Fement Of pmehase orga.ni2;ation eopy, Bfld felated papefs. 

1) Tre:B:saetion dated on Of afteF July 3, 1995 (the effeetive date of the PedeFal 
1A..:eq-aisition Regalations (FAR) rule defi.:nm:g simplified aequisition tmeshold) 

a) Tnm.saetions that ~eeed the simplified aeqt¼isition threshold e:B:d all 
eonstruetion eontfftets ~eeedi-B:g $2,000. 

TEMPORARY. Cat of at the end of the fiseal y-eM final payment is 
made. Destfoy 7 afieF eut off. 

h) Transaetiofts at or below the simplified aeqaisitiofl threshold and aU 
construetion contraets at Of below $2,000. 

TEMPORARY. Cat of at the end of the fiseal yeM final payment is 
made. Destroy 3 y-eaFs afteF eut off. 

2) Transactions dated earlieF than July 3, 1995. 

a) TfBfl:saetions that utili2;e otheF thBfl. small pmehase procedufes and all 
construetion contracts exeeedi-B:g $2,000. 

TE:M:PORARY. Glit of at the end of the fiseal yem- final payment is 
made. Destroy 7 yeaFs. afieF eut off. 

h) Tfansaetions that utili2;e small purchase proeedmes and all construetion 
contracts UfldeF $2,000. 

TE:MPORARY. Glit of at the end of the fiseal y-eaF final payment is 
made. Destroy 3 yeaFs afteF eut off. 

h. Oeligation eopy. 

TE~M:PORARY. Destfoy 1Nhen :fim:ds aFe obligated. 

e. Other eopies offeeofds deseribed abo1;e used by eom.ponent elefllents of a 
proeurOBlent offiee fof adm-imstrative purposes. 

TEl\lPORA.RY. Destroy upon te1m-iflation Of eompletion. 

d. Data Submitted to the PedeFal Proeurement Data 8yst0Bl (FPDS) 
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Ble~Bie data file ma-iatamed ay fisea:l y-eBf, eome.in-mg l:l:B:elassified feeofds of 
a:ll Jff"Oeufeffleftts, other thaB sma:ll p1:tFebases, and oonsisti.fl:g ofinfOffflation 
required "Bfl:der 18 CFR 1.601 for transfer to the FPDS. 

TEMPORARY. Des~oy or delete Ylhen 5 y-eB.fs old. 

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

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

Item 189: IB¥enteey Reqeisitiens (4420) (GRS 3 (8)) 
Re~sitions for supfJlies afld eq-ui.j)ment for CfilTeftt inYentory. 

TEl\iPORARY. Destroy 2 y-ea-FS after eofflf)letion or eafleeUation ofrequisition. 

a. 2AJI other OOf)ies. 

TEMPORARY. Destroy when emoftths old. 

Item 190: lnventeey M~RB&gement (4422) [GRS 3 (4)) 
Materia:l relating to mRflaging SV/PA's Sl:lpj>ly inv:efttory. Files ofref)orts on Sl:lpj>ly 
re~reffleftts afld f)rOOl:lfefflent matters submitted for supply manageffleftt p:w:poses 
(other thafl those iHco~orated iH ease files or other files of a general nat0fe) 
a. COf)ies reoeP;ed from other units fer inteffta:l fJurposes or fer transmission to staff 

agencies. 

TE1\4PORARY. Destroy v:hen 2 y-ea-FS old. 

a. Copies in other reporting units aBd related Ylorking doeum:ents. 

TEMPORARY. Destroy ·when 1 y-eEH" old. 

Item 191: LRBd Aequisitien (43Sl) (GRS 3 (1)) 
Case files pertElfl'.H:Bg to lane ao(!Uisition for 1:mnsn=iission line facilities. Includes 
original legal cow;eyanee instrumeftts, title policies, General Col:lfl:sel's final opinion, 
apf)raisals, anti other related data sueb as material related to SV/Pl.l anti GSA policies 
afld prooedUFes aaout the disposal of lafld and land rights no longer needed for SV/PA 
traflsmission facilities. 
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Preservatiofl:: S\VPA maHN:aifl:s hardeof)y reeords duriftg the aequi.sitiofl: preeess. At 
the eoH:elesiefl: ofthe aequi.sitiefl: proeess, !eeords a.Fe seafl:fl:ed aad hard e0f)ies seH:t to 
the Federal Reeords CeH:ter (FRC) fer eon-tiH.geH:t reten.tiofl:. These are Vital Reeords. 

a. Reeords relatmg to f)rOf)erty aequifed after Deeember 31, 1920, other than 
abstmet or eertifieate of title. 

TEl\lPOR}·...RY. DiSf)ose 10 ye~s after l.ffl:eon.ditiofl:al sale or release by the 
GovemmeH:t of eon.ditions, restrietiofl:s, mortgages or other liCfl:s. 

a. A.astfaet or eertifieate of title. 

TEl\lPORii\RY. Transfer t~ f)ffl'ehaser after l.ffl:eonditiofl:al sale or release "ey the 
Go,.;:emmeH:t of eofl:ditiofl:s, restrietiofl:s, mortgages, or other liCfl:s. 

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

Records arranged numerically by line numb~r and by name ofrailroad, highway 
department, company, cooperative, etc. granting permit. 

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

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

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

Item 194: Led lB.fe:FmntieB System (43SS) [CRS 3 (1)) 

SWPA's Land dataaase is ased to traek and manage land rights mfonnatioB resaltiftg 
fi:om prof)erfy right aequi.sitions, lieCfl:ses, traasfers, ~ehanges, f)Onnits, out grants 

. (v1here SWPA. is giving rights to Fee/EasCfH.eH:t prof)erty ase for a Sf)eeifie f)lli"pOSe, 
i.e. trees, utilities, ete.), eaeroacl:HH.Cfl:ts and diSf)osals msupport of eoBstruetion and 
ma-ifl.tCfl:anee f)rograms, right of '"Nay traeking for transm4ssiofl: liBe vegetation 
managCfH.Cfl:t and line maintenanee. Infonnation eontai.Bed in. this systCfH.: The 
iBdividuals covered iB this system are landovlners and tenants OB Soutb.westem's 
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right of way where SVIPA has aeq-liffed or giveB interests iii lan.d or pennits. La:ed 
Owner: Pull NRffte, Home A.ddi:ess, Home Phone H:um-eer, Land PrOf)erty 0 1.vnershi.p, 
a:ed Other Publie InformatioH:. Soutl~v.resteffl maintains infurmation reeeived ffom 
Collfl:ty reeords (courthouse reeords, tax reeords, pualie reeords) a:ed informatioR 
obtained ffem mdividual landowners a:ed teBan.ts. 

This LA.ND systeH1 falls under DOE' s Freedom of IBfo:rm&tion Aet ed Pr.i-¥aey 
1~et: http:h'ma:eageH1ent.eBergy.gov/doel:lfl3.ents/GSS La:ed_ Reeord PIA.pdf 

a. Reeords relating to pr0perty aequii=ed after Deeem:aer 31, 1920, other tha:e 
a-estraet or eertifieate of title. 

TEMPORARY. Dispose 10 years after uneonditional sale or release "by the 
Government of eonditions, restrietions, mortgages or other lieBs. 

b. A.bstmet or eertifieate of title. 

TEMPORARY. Transfer to purnhaser after unconditional sale or release by the 
Gov:emment of eonditions, restrietions, mortgages, or other liens. 

Item 19S: FleetMeagement (4443) (CRS 10 (6)) 
Material relating to GSA fleet man.ageH1ent [motor pools and vemele assignments]. 
Reeords felating to transfer, sale, donation, or eKehange ofvehleles, ineluding Sf 97, 
The UBited States GovemmeBt Certifieate to Obtain Title to a Motor Vemele. 

TEl\iPOR.it\RY. Cut of at the eBd of the fiseal yem= iii ·whieh vemele leave ageBey 
eustmly. Destroy 4 years after eut off. 

Item 196: l\iaterial Disposal (4430) (CRS 4 (l)l 
Materials relating to the disposal of all eKeess material a:ed equipment at S\VPA. 
Ineludes property disposed of through DOE, GSA sale (Sta:edard form 114 e, Sale of 
Go:r;emment Property Negotiated Sales Contraet, afld Sta:edm=d form 122e, Transfer 
Order for EKeess Personal Property), term eontraet, and donation (Standard form 
~ 

TElVIPORARY. Cut off at the eBd of the fiscal year iR :r;r.,rmeh -~wess material is 
disposed of. Destroy 2 years after out off. 

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

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

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

Item 198: National Environmental Policy Act and Related Laws Documentation (5401) 
Includes, but is not limited to, Environmental Impact Statements (EIS), supplemental 
analyses (SA), environmental assessments (EA), categorical exclusion documents, 
environmental checklists, action description memoranda, other records used to reach 
a categorical exclusion determination, and documentation supporting compliance 
with other environmental statutes coordinated with the NEPA process. [Based on: 
DOE's Programmatic Records Schedules for Environmental SF 115 NI-434-98-
28: Environmental Impact Statement, Environmental Assessment, and 
Categorical Exclusion.] 

Includes: 

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

·• Environmental Assessment Records. An environmental assessment (EA) 
provides the information to determine the necessity for an EIS or a finding ofno 
significant impact. Documentation includes the EA and Notice of Intent (NOI) 

• Categorical Exclusion Records. A categorical exclusion (CX) documents that 
the potential impacts to the environment are clearly insignificant and the proposed 
action falls within a category of actions not normally requiring an EA or an EIS. 
An information bulletin (IB) describes the action and identifies the appropriate 
CX and is prepared as a basis for a DOE decision regarding the.ex. The IB 
usually includes a draft CX determination. Documentation includes the IB, 
enviroJ?.1l1ental checklist (ECL)/action description memorandum and other records 
used to reach a CX determination. These are all electronic records. 

I 

PERMANENT. Cut off at the end of the fiscal year in which environmental 
study activity is completed. Ifrecords are paper or other hardcopy media, transfer 
to NARA 25 years after cut off. lfreem:els are e¼eetfeme, tfBfl:ster l'BYsiefrl eus~aa-y 
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to NARA for pre-accessioning five years after cat off. Transfer legal custody of 
electronic records, 25 years after cut off. 40CFR1508.9 {Nl-434-98-28) 
\'H\(U\ fe.---~o\~ Qt-e.,d.CL-e.-~~ \~ ~T>\~c'( o" ~ fiq Iloi.-1 · 

Item 199: Environmental Regulatory Compliance Rec/»rds (540~) · 
This category covers records documenting compliance with NEPA, state 
environmental policy acts, the Council on Environmental Quality regulations, DOE 
NEPA guidelines, DOE Secretarial policy on NEPA, DOE orders and other Federal, 
state and local environmental regulations. It includes regulatory files containing 
records demonstrating compliance with environmental regulations such as CERCLA, 
RCRA, NEPA, Clean Water Act and Safe Drinking Water Act. [Based on: DOE's 
Programmatic Records Schedules for Environmental SF 115 NI-434-98-28] 

a. RCRA/CERCLA Related Inspection Records/Inactive Waste Assessment. 
Material related to investigations, inspections, assessments and appraisals relating 
to RCRA and CERCLA compliance, inactive waste sites and hazardous waste. 
Records include, but are not limited to, logs, procedures, checklists, observations; 
and audit and investigative case files pertaining to the environment, health and 
safety topics that did not attract national or Congressional attention and were not 
cited in the semi-annual reports to Congress. 

TEMPORARY. Cut of at the when facility or waste site is closed. Destroy 5 
years after facility or waste site closure. 

b. General Inspection Logs and Supporting Documentation. 
General inspection logs related to operations; safety inspections; inspection 
schedules, completed inspection procedures and checklists; internal, job-specific 
inspection checklists and other supporting documentation. Inspection records of 
hazardous waste storage locations, that record date and time. of the inspection, 
notes of observations made, and date and nature of any repairs or other remedial 
actions. Inspection logs or records maintained pursuant to 40 CFR 264.347 or 40 
CFR264.15 or40 CFR264.73. 

TEMPORARY. Cut of at the when facility or waste site is closed. Destroy 3 
years after facility or waste site closure. 

c. Waste Appraisal Files Hazardous waste appraisals that determine if short-term 
or temporary storage areas, containers, or packaging are in compliance with 
requirements. 

TEMPORARY. Cut of at the when facility or waste site is closed. Destroy 5 
years after facility or waste site closure. · 

d. Assessment and Corrective Action Documentation. 
Records documenting evaluation, assessment, audits, and associated corrective 
action documentation. Environmental investigations. Audit and investigative 
case files and reports that pertain to environment, health and safety topics, cases 
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or concerns but did not attract national or Congressional attention, result in 
substantive changes in Departmental policy or procedure and were not cited in 
semi-annual reports to Congress. 

TEMPORARY. Cut of at the when facility or waste site is closed. Destroy 75 
years after facility or waste site closure. 

Item 200: Environmental Permits/Permitting Documentation (5403) 
Permitting documentation includes records relating to authorizing access or 
permission from a governnient entity such as acity, county, state or Federal agency to 
initiate action, usually defining specified limits in the form of a written warrant or 
license. This category may include necessary documents that precede the granting of 
a license or warrant, such as applications for permits. [Based on: DOE's 
Programmatic Records Schedules for Environmental SF 115 NI-434-98-28] 

.a. RCRA Parts A & B. 
Permitting documentation includes detailed definition of the approved process, 
schedules, milestones, reporting requirements, supporting documentation, 
correspondence, terms and conditions of the permit, notification of changes to the 
permit and modifications. Maintained by the Cognizant DOE Operation's Office. 

PERMANENT. Cut off and transfer to NARA at termination ofpermit. Per {NT-
434-98-28) . 

b. RCRA Permit Supporting Documentation and Required Monitoring Data. 
Preparation ofthe permitting application includes permitting requirements, 
permitting policies, cost information, schedules, application, closure plans, 
notification requests, supporting documentation, negotiations with permitting 
agency modification process and correspondence. RCRA Permit Applications, 
Part A and Band supporting documentation. RCRA Permits Part A and B. 
Required monitoring data. Including, but not limited to, all calibration and 
maintenance records, all original strip chart recordings for continuous monitoring 
instrumentation, and copies of all reports required by permit. 

TEMPORARY. Cut of at the end of the fiscal year in which permit expires. 
Destroy 5 years after permit expires. (Nl-434-98-28) 

c. Waste Water Discharge, Air Emissions, Pollution Equipment Prevention 
Permit Records/ Applications Records. 
Preparation of the permitting application includes permitting requirements, 
permitting policies, cost information, schedules, application, closure plans, 
notification requests, supporting documentation, negotiations with permitting 
agency modification process and correspondence. 

TEMPORARY. Cut of at the end of the fiscal year in which permit expires. 
Destroy 5 years after cut off. 
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d. Waste Water Discharge Permit Records. 
These records document the requests for permission to discharge wastewater into 
ground water and sanitary sewers. Includes, but is not limited to: discharge plans, 
approval letters, samples and analysis, certificate of analysis, monitoring 
requirements, renewal applications, chain of custody forms, permits and 
applications, routine storm maintenance requests, including records required by 
National Pollutant Discharge Elimination System (NPDES), State Waste 
Discharge, Injection Well and Storm water Permits. Also, includes reports 
required by the permits, including but not limited to, discharge monitoring 
reports, noncompliance notification, noncompliance reports and corrective action 
measures. Water may be discharged into sewers, ponds, lagoons, etc. Includes 
construction permits submitted after applications are approved, notices to 
discharge surplus water in accordance with permit compliance, purge water 
activity records, and storm drainage inspections and maps; and technical, general 
regulatory and policy correspondence. 

Per the DOE RECORDS SCHEDULE FOR ENVIRONMENTAL RECORDS 
Dated: 08-25-03 (Nl-434-98-28) on Page 31 states the following for Waste Water 
Discharge Permit Records: 

(a) Construction permits submitted after applications are approved. 

TEMPORARY. Destroy 3 years after the applicable permit expires. 40 CFR 
122.21 (Nl-434-98-28) 

(b) Technical, general regulatory and policy correspondence. 

TEMPORARY. Destroy after 5 years. (Nl-434-98-28) 

(c) Notices to discharge surplus water records in accordance with permit 
compliance. 

TEMPORARY. Destroy 5 year after permit expires. (Nl-434~98-28) 

(d) Purge water activity records. 

TEMPORARY. Destroy 5 years after permit expires. (Nl-434-98-28)_ 

(e) Storm drainage inspections and maps. 

TEMPORARY. Destroy 5 years after permit expires. (Nl-434-98-28) 

e. Air emission records. 
Document the process of developing and obtaining approval from Federal, state, 
air quality district, or city officials to emit air pollutants and/or airborne 
particulate matter in compliance with the Federal CAA, associated State 
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implementation plans and laws. Records may include, but are not limited to, 
permit applications and supporting documentation, permits, (such as new 
construction or preconstruction, operating modification, new source, NESHAPS, 
prevention of significant deterioration, acid rain, open bum, top soil disturbance, 
administrative permit amendments, permit renewals, modifications, cancellations, 
suspensions, exemptions, approvals, and disapprovals, monitoring and control 
plans, notices of violation, material safety data sheets (MSDS) for pollutants, 
permit lists, dispersion modeling information, correspondence with and between 
DOE, DOE contractors, city, state, air quality district, or Environmental 
Protection Agency (EPA) officials regarding permitting, documentation ofpermit 
fee invoices and payments, and ownership ofpollution allowances or rights. 
Records may also include air emission permit tracking databases. Related and 
supporting documentation for permits (EPI) 

Per the DOE RECORDS SCHEDULE FOR ENVIRONMENTAL RECORDS 
Dated: 08-25-03 (Nl-434-98-28) on Page 31 states the following for Air Emission 
Records: 

(a) Related and supporting documentation for permits. 

TEMPORARY. Destroy 3 years after related permit expires. (Nl-434-98-28). 

(b) Pollution allowance ownership rights documentation. 

TEMPORARY. Destroy 3 years after related permit expires. (Nl-434-98-28) 

(c) Draft documents, supporting notes and calculations. 

TEMPORARY. Destroy when superseded, obsolete, or no longer needed. 
(Nl-434-98-28) 

(d) Related databases and data. 
Contains source information and other data gathered from many type of 
environmental activities other than site surveillance/monitoring ( e.g., 
groundwater and biota) for potential and established/documented 
environmental sites. 

1) Input Source 
TEMPORARY. Destroy when data is entered in database and validated. 
(Nl-434-98-28). . 

2) Output 
TEMPORARY. File with appropriate series using an approved schedule. 
(Nl-434-98-28) 

3) Master File 
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TEMPORARY. Destroy 10 years after certification ofpost closure care 
and monitoring and when all enforcement actions related to the facility 
have been settled. (Nl-434-98-28) 

f. Pollution prevention equipment records 
Document the permission to install specific equipment in buildings or facilities at 
DOE contractor sites to meet regulatory compliance. Records may include, but 
are not limited to, permit applications, permits, permit renewals, correspondence, 
emission concentration, and type ofpollution control equipment. 

Per the DOE RECORDS SCHEDULE FOR ENVIRONMENTAL RECORDS 
Dated: 08-25-03 (Nl-434-98-28) on Page 31 states the following for Pollution 
Prevention equipment records: 

1) Document the permission to install specific equipment in buildings or 
facilities at DOE contractor sites to meet regulatory compliance. Records may 
include, but are not limited to, 'permit applications, permits, permit renewals, 
correspondence, emission concentration, and type ofpollution control 
equipment. 

TEMPORARY. Destroy 3 years after related permit expires. (Nl-434-98-28) 

2) All Other Permits 

TEMPORARY. Destroy 3 years after related permit expires. (Nl-434-98-28) 

h. Permit Petitions/Waivers. Documentation used as a means to request a petition 
or waiver from a permit requirement(s) 

TEMPORARY. Cut of at the end of the fiscal year in which petition or waiver 
expires. Destroy 5 years after cut off. 

Item 201: Environmental Monitoring (5404) 
Monitoring records document activities that affect environmental quality, such as 
discharging air pollutants to the atmosphere and activities that involve radioactive and 
·nonradioactive discharges to the environment, including rivers, sanitary sewers, land 
surfaces, sub-surfaces, and drinking water supply systems. Environmental 
surveillance· activities are conducted with the intent of detecting and qualifying 
radioactive and non-radioactive contaminates and assessing their environmental and 
human health significance. Note: See 15130 for logbooks relating to monitoring 
activities. [Based on: DOE's Programmatic Records Schedules for 
Environmental SF 115 NI-434-98-28] 

a. Soil and Groundwater 
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1) Procedures, Radiological Equipment Calibrations and Survey Forms and 
Logs. 
Geologist field logs document field test bore holes, indicating the type of 
soils, gravels, cobbles and sand that are found at the field test area. They give 
the sampler type and depth, inches/feet driven, inches recovered, sample 
condition, drilling rate, and other pertinent data. They contain field log boring 
forms and well development/water monitoring data. Drilling/boring field logs 
are used to record geological data (such as the changes in soil or strata with 
depth), what projects are currently being worked on and the time and results 
of routine environmental tasks. Material may include field logbooks 
containing pertinent soil monitoring calculations, observations, and 
interpretations ofresults. Procedures that detail the specific methods and 
frequency of environmental soil and groundwater monitoring. Radiation 
Detection Equipment (instrument) Calibration. Documentation providing 
assurance that equipment used during soil and groundwater monitoring 
activities was calibrated to established standards. Radiological survey forms· 
and logs for soil and groundwater monitoring. 

TEMPORARY. Cut off when superseded or obsolete. Destroy when 75 years 
old. (Nl-434-98-28). 

2) Non-Radiological Equipment Calibrations. Non-radiation equipment 
calibration records for soil and groundwater monitoring. 

TEMPORARY. Cut of at the end of the fiscal year. Destroy 5 years after cut 
off · 

3) Statistical Monitoring D.ata. Data used to make statistical comparisons 
between different soil and groundwater monitoring locations or time periods. 

TEMPORARY. Destroy when results are incorporated into ~ummary reports, 
or when 5 years old, whichever is earlier. (Nl-434-98-28) 

4) Pesticide/Herbicide Records. Records of the application of 
pesticides/herbicides. Records include but are not limited to location 
involved, date, time, appropriate meteorological data for exterior applications, 
amounts of chemical associated concentrations and equipment used signature 
and license number of the cognizant operator along with pertinent remarks. 

TEMPORARY. Cut of at the.end of the fiscal year. Destroy when 10 years after 
cut off. 

b. Air Monitoring Records. 
Procedures that detail the specific methods and frequency of environmental air 
monitoring. Air Filter Records. Records used to gather, analyze and report air 
quality data including hot cell air quality and filter efficiency data in radiological 

SWPA SF115-FINAL VERSION 
Page 89 of 126 



SF115 Southwestern Power Ltration I 
control areas. Records may include, but are not limited to, air filter information, 
raw data derived from filters, such as filter number and amount ofparticulates, 
filter efficiency test reports and data and filter inventory lists. 

Includes: 

• High-Efficiency Particulate Air (HEPA) filter records, including, but not 
limited to.; raw data efficiency tests, laboratory analysis and inventory lists. 

• Evaporator, Hood, Stack, .and Exhaust Fan Discharge Records. Records 
that document equipment types and discharge rates used to calculate the 
potential release of contaminants and radionuclides from specific locations. 
The records are used to supplement the NESHAP reports and to fulfill 
partially the requirements of the EPA. Records may include, but are not 
limited to, trace emissions, location, equipment type, velocity, release rate, 
concentration, parameters, hourly evaporation rate, identification of the 
chemicals purchased and used by the Department, descriptions of air handling 
supply and exhaust systems, descriptions of the flow measuring system, flow 
rate testing data sheets, what type of toxic or radioactive material the hood is 
used for, instrument type and serial number, calibration due date, and 
approval. 

• Monitoring Baseline Study Record, These records document a study that 
establishes normal monitoring levels for measuring the radioactive and non­
radioactive impact on the environment and surrounding populations. 
Information from these records may be used to compile compliance reports. 
Records may include, but are not limited to, correspondence, plan status, 
performance and technical system audits, wind source direction status, 
preliminary and end results, interpretations, conclusions and 
recommendations, environmental checklist (ECL) system plan and effluent 
particle size. 

• Hazardous Air Pollutant Baseline Study Records. These records also 
document measurements collected from upwind and downwind locations 
indicating the hazardous air pollutants specified in 42 USC 112 such as 
asbestos, benzene, beryllium, mercury, vinyl chloride, coke oven emissions, 
and inorganic arsenic. Records may include, but are not limited to, analytical 
procedures, calibrations, monitoring results and recommendations. 

• Annual Background Study Records. These records document the 
preliminary results of an approved background study used by the EPA, the 
state, and DOE to evaluate contamination release. These studies are used to 
develop infonnation on the uncontaminated conditions of a site. The data is 
compared with data from areas that might be contaminated. Records may 
include, but are not limited to, data acquisitions and related correspondence, 
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description of data collection methods and technology, data logs, 
subcontractor memos, applicable NEPA documentation and analytical results. 

• Stratospheric Ozone Protection Records. These records document a 
unified, cost effective, and competitive approach for a transition from using 
ozone-depleting chemicals to the use ofnew chemicals or chemical substitutes 
that will not deplete the stratospheric ozone or pollute the air or the 
environment. Records may include, but are not limited to, memos and 
correspondence, summary plans, cost analysis, substance lists, anq regulations 
lists. · 

• Criteria Pollutant Release Records. These records document measures of 
~ational Ambient Air Quality Standards Program (NAAQS) criteria 
-pollutants released into the air that meet pollution prevention requirements. 
The pollutants measured have been identified as being hazardous to human 
health and welfare. These measurements are mandated by DOE as part of 
resolving National Air Quality problems. Records may include, but are not 
limited to, ECL, Request for Facilicy Services, CX list and EPA checklists. 

• Criteria Pollutant Source Inventory. Records document annual inventories 
of criteria pollutant sources at DOE and contractor sites that are used to 
determine the source type and concentration ofpollution emitted from 
identified locations. 

• Air Monitor/Sampler Radiation Detection Equipment ·Calibration 
Records. Documentation providing assurance that equipment used during 
monitoring activities was calibrated to established standards. These records 
document the type of calibration performed, the degree of accuracy to which 
the item was calibrated and the date of calibration, and to determine when the 
item is due for recall. Records may include, but are not limited to, 
procurement, equipment serial number· and location, manufacturers statement 
of origin, manufacturer code, equipment calibration estimates, calibration data 
forms, checklists, billings, inspection reports, move orders, equipment manual 
information, vendor information, quality and operating checks, 
pre-operational checklists, calibration date, calibration data, calibration recall 
notices, calibration sheets, out-of-tolerance notifications, recall cards, 
equipment standards and specifications, certificates of conformance, 
certificates of completion, instrument status, service performance reports, and 
trouble shooting information. 

a) Radiation detection instrument calibration records 

TEMPORARY. Destroy when 75 years old. (Nl-434-98-28) 

b) All others 
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TEMPORARY. Destroy 5 years after calibration. (Nl-434-98-28) 

c. Meteorological Monitoring Records. 
Meteorological Monitoring Records. These records document the data collected 
from weather monitoring stations to support environmental monitoring programs. 
They are also used to report overall annual dose, calculated concentrations of 

. routine and accidental releases, and supports the real time plume trajectory 
forecasting system. Records include, but .are not limited to, strip charts ofreal 
time measurements ofwind speed and direction, temperature, wind chill, relative 
humidity, dew point, precipitation, barometric pressure, synopsis of expected 
daily weather activity, evening forecast, weather cautionary or alert information, 
semiannual calibration results oftower, logbooks identifying problems, 
abnormalities, documentation of daily checks, correspondence regarding tower 
installation, and construction, milestone report, meteorological system design and 
overview, briefings and findings. 

TEMPORARY. Cut off at the end of the FY data collected. Destroy 75 years 
after cut off. 

d. Waste Streams 
Logbooks containing information related to radioactive or hazardous waste 
streams. · 

TEMPORARY. Cut off at the end of the FY data collected. Destroy 75 years 
after cut off. 

e. Sampling and Analysis. 
Records included in this series document sampling and analysis activities for 
samples collected during environmental investigations, remediation and 
restoration from sample acquisition to sample disposition. Documentation covers 
planning sampling operations ( collecting samples), documenting sample 
operations, sample management and control, and reporting sampling results. 
Physical samples and specimens are not records and should be returned to the 
organization from which they originated per EPA requirements. 

Include the following Sampling/ Analysis Data packages, Authorization 
forms, and Procedures. 

• Sample and Analysis Logbooks. Logbooks containing sample and analysis 
data. Geology Logbooks. Logs and logbooks, such as geologist field logs, 
subcontractor geotechnical operations logbooks, soil and soil gas survey 
sampling field logs and characterization logbooks. Soil and soil gas survey 
sampling field log document efforts to collect and analyze soil and soil gas 
samples for possible site remediation or restoration. · 
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• Procedures. These· procedures detail the methods used and frequency of 
analysis of environmental samples, including records or correspondence that 
give the philosophy and scope, provide interpretations ofresults, and detail 
the plans for sampling and analysis. 

·• Sampling Authorization Forms. These forms document field-sampling 
requirements generated to initiate and perform sampling and analysis. 

• Analytical Laboratory Data Packages. These packages consist of 
documentation generated during transport and receipt of field samples ( e.g., 
chain of custody), sample movement in the laboratory, preparation for 
analysis, laboratory analyses output, raw and processed data, analytical results 
(analysis reports), reanalysis, quality control sample results, and instrument 
calibration data, plus a summary of final results for each batch. May include 
validation and/or verification documentation. 

• Physical Property Data Packages. These packages contain analytical results 
for samples taken during borehole or well drilling operations. These files 
contain, among other records, the following records: data transmittals, graphs, 
and laboratory analysis. 

• Field Screening Data Packages. These data packages document field 
screening measurements for preliminary determinations of contamination 
levels in support of environmental investigation, restoration, and remediation 
activities. Documentation may include, but is not limited to: sample analysis 
request documentation; narrative description or overview of activities that 
took place; summary ofresults; table of analyses; logbook pages; strip charts; 
instrument calibration data; and laboratory analysis reports. 

TEMPORARY. Cut off at the end of the FY data collected. Destroy 75 years 
after cut off. 

f. Laboratory Sample Processing 
Control records pertaining to work performed in analytical laboratories. Records 
include, but are not limited to Sample Receiving Logs, analysis requests, 
analytical assay records, and comparative analysis logs. 

TEMPORARY. Cut off at the end of the FY data collected. Destroy 10 years 
after cut off. 

Item 202: Environmental/Waste Monitoring, Identification, Sample and Analysis 
Implementation (5405) 
These records document the scope and extent ofboth liquid and gaseous effluent 
measurements and related surveillance programs during the active lifetime of 
operations; identify the responsibilities for compliance management, direction, goals 
and objectives to ensure facilities are operated and managed in a manner that will 
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protect environmental quality and minimize potential threats; specify the plan for 
implementing a waste minimization program at contractor sites; document the 
management or elimination ofwaste to meet pollution prevention requirements; and 
provide plans for sampling at former waste storage locations and at other waste sites. 

The records may include, but are not limited to, analysis, transmittals, compliance 
summaries, findings and concerns, effluent inventory, data management, calculations, 
plans, correspondence, program changes and accomplishments, findings, notes, 
project selection and guidance, position papers, baseline information , waste 
identification and concentration, and waste generator reduction plans. [Based on: 
DOE's Programmatic Records Schedules for Environmental SF 115 NI-434-98-
28] 

TEMPORARY. Cut off when superseded, obsolete, or canceled. Destroy 75 years 
after cut off. 

Item 203.: Environmental Impact Statement, Environmental Assessment, and Categorical 
Exclusion - Background Documentation only. (5406) 
Background documentation includes, but is not limited to, the draft EIS and 
supporting plans, scoping, scheduling, and background information; public and 
agency comments; Notice of Intent (NOI}.; ROD; and may include SA, EIS 
Implementation Plan, Community Relations Plan/Public Participation Plan, Records 
of Considerations, Mitigation Action Plan, Supplemental EIS, and Flood 
Plain/Wetland Assessments. Includes background documentation for the 
environmental assessments and categorical exclusions. [Based on: DOE's 
Programmatic Records Schedules for Environmental SF 115 NI-434-98-28] 

TEMPORARY. Cut off at the end of the FY data collected. Destroy 20 years after 
cut off. 

Item 204: National Environmental Policy Act (NEPA) Support Documentation 

Documentation supporting compliance with other environmental statutes coordinated 
with the NEPA process. 

TEMPORARY. Cut off annually at the end of the calendar year ofproject 
completion. Destroy in 3 years. 10 CFR 1021-, 10 CFR 1500, and 10 CFR 1508 (Nl­
-434-98-28) 

Item 205: Environmental Coordination (5407) 
Material may include coordination of environmental quality objectives within 
programs and activities at Southwestern. Includes coordination activities with other 
agencies and organizations. Arrange case files by coordination type and agency or 
organization name. [Based on: DOE's Programmatic Records Schedules for 
Environmental SF 115 NI-434-98-28] 
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TEMPORARY. Cut off when superseded, obsolete, or canceled. Destroy when 75 
after cut off. 

Item 206: Environmental Reports (5408) 
Reports relating to, among other things, the environment, safety, health, oversight, 
background studies, radioactive contamination, noncompliance, quality control and 
surveillance. Reports relating to field office, contractor or subcontractor 
environmental, human health, employee and/or public safety and oversight. [Based 
on: DOE'-s Programmatic Records Schedules for Environmental SF 115 NI-434-
98-28] 

Includes: 

• DOE Field/Contractor Environmental/Safety Reports. Reports relating to 
field office, contractor or subcontractor environmental, human hea:l,th, employee 
and/or public safety and oversight. Reports documenting the monitoring data to 
determine if the level ofhazardous, volatile organic compounds (VOC), visible 
air contaminants, and radionuclide airborne materials are being released by a site 
and at what concentrations. Records may include, but are not limited to, 
monitoring data from routine radiological and nonradiological environmental 
surveillance activities, and summary listings of the weekly sample including 
analytical results, detection limits and spike/blank recoveries. 

• National Emission Standards for Hazardous Air Pollutants (NESHAP) 
Annual Reports documenting program plans, regulatory drivers and emission 
inventory guidelines for air and pollution monitoring to ensure compliance. 
Records may include, but are not limited to, input parameter and modeling results 
for building ventilation stacks, stack/vent emission survey reports, emission 
sampling reports, type of chemical and amount emitted, reactor data, estimates of 
doses to the population, notes, correspondence, fugitive source emission 
assessment, sample data for ·surface radioactivity, radionuclide type, location, 
sample range, standard deviation, reference, inventory and documentation source. 

• Air Emissions Permit Reports documenting effluent air monitoring activities as 
designated by EPA for permitted sources and equipment. The reports contain raw 
data to authenticate operational integrity. · 

• Environmental Monitoring Reports containing monitoring data from routine 
radiological and non-radiological environmental surveillance activities. The 
report documents all the environmental activities completed at a site in order to be 
in full compliance with all applicable environmental laws and_regulations. 
Records may include, but are not limited to, monitoring data, summary of 
meteorological data, permits, summary of analytical results, sample analysis of 
vegetation, soil, and water, and discussion of sampling procedures. Reports 
provided to identify the progress on the environmental monitoring plans or on 
other related subjects. 
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• RCRA Biennial Reports, Tier Two Emergency and Hazardous Chemical 
Inventory Reports and Toxic Chemical Release Inventory Reports. 

TEMPORARY. Cut off when superseded, obsolete, or canceled. Destroy when 75 
after cut off. 

Item 207: Environmental Administrative Record File (5409) 
Records documenting the basis for selecting a CERCLA response action/remediation 
action, RCRA permit/permit modification/or closure plan action by the EPA, the 
DOE, state agencies, the public, or other interested parties. These files contain 
historical data on the identification and remediation alternative ofwaste sites. The 
Administrative Record also includes documents that demonstrate the public's 
opportunity to participate in and comment on the selection of the remedial action. 
Documents may include, but are not limited to, remedial investigation/feasibility 
study (RI/PS) work plan, guidance documents, proposed plan, public notices, record 
of decision (ROD), explanation of significant differences, permit application, 
corrective measures study report, interim response action proposal, applicable NEPA 
documentation, and all other decision documents available for public comment and 
use. [Based on: DOE's Programmatic Records Schedules for Environmental SF 
115 NI-434-98-28] 

TEMPORARY. Destroy 75 years after the temiination of the applicable Federal 
Facility Agreement & Consent Order. 

Item 208: Radioactive/Hazardous Waste, Chemical Inventories (5410) 
Records relating to spills or releases ofhazardous substances. Includes, but is not 
limited to, spill response plans, remediation files, inventories, safety information on 
hazardous chemicals and characterization studies. [Based on: DOE's Programmatic 
Records Schedules for Environmental SF 115 NI-434-98-28: Spills/Release 
Records, Radioactive/Hazardous Waste, Chemical inventories, Waste 
Minimization, and Underground Tank Records. ] 

Includes: 

a. SpiWRelease Records. 
Records that report all spills or releases ofhazardous substances, identifying the 
location, type, volume, time discovered/occurred, reporting individual, effected 
media, corrective action taken, hazardous substance release records and other 
information considered necessary to document the spill, release and cleanup. 

b. Waste/Chemical Inventory Files. Hazardous chemical inventories identifying 
types and amounts of chemicals currently in use, inventories ofhazardous waste 
scheduled for transport for disposal, and radioactive and mixed waste, transuranic 
(TRU) waste, and high-level radioactive waste. 

c. Materials Safety Data Sheets (MSDS) 
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MSDS provide detailed safety information on hazardous chemical products 
obtained from chemical manufacturers and/or commercial information services. 
MSDS are originated by manufacturers of chemical products and passed on to 
product purchasers to provide detailed product safety information are required by 
public law. 

d. -Sealed Radioactive Source Inventory. Records concerning the inventory and 
integrity testing of sealed radioactive sources. Records are used for calibrating 
radiation measurement equipment, response checking ofradiation detection 
instruments, research, and other .applications utilizing sealed radioactive sources. 

e. Pollution Prevention and Waste Minimization Program Records. Pollution 
prevention and waste minimization program records encompass reco;rds that 
document waste elimination, reduction or minimization, during activities such as 
research, process design, and daily facility or plan operations. 

f. Underground Stc:,rage Tank Files. Records related to the regulation of storage 
ofmaterials, wastes, and products in underground storage tanks (USTs) 42 USC 
6991, 40 CFR 280, and 40 CFR 281. 

TEMPORARY. Destroy seventy-five (75) years after facility or waste site closure. 

Item 209: Disposal/Cleanup (5411) 
This category includes records documenting cleanup ofpast practice waste sites or 

units, closure ofwaste sites under RCRA and other. applicable regulations, cleanup of 
waste sites under CERCLA and RCRA corrective action provisions .and disposal of 
radioactive and hazardous waste from waste sites. Records include those generated 
once a decision has been made to clean up .a given location, encompassing those 
actions from removal/treatment ofthe contaminated area to restoration ofthe area to 
its natural condition. [Based on: DOE's Programmatic Records Schedules for 
Environmental SF 115 NI-434-98-28: Designation/ Means of Disposal and Waste 
Disposal Characterizations/Records.] 

a. Procedures governing disposal .and cleanup and waste disposal 
characterization records. 
Waste Disposal Characterizations/Records. Records indicating type 
( classification) and degree of contamination date of disposal, method of disposal 
(burial, landfill, etc.), volume, and disposal location. Records may include 
engineering studies, reports ofunusual problems encountered during removal or 
treatment. 

PERMANENT. Retain on site until final cleanup. Transfer to NARA 5 years 
after cut off.(Nl-434-98-28) 

b. Waste Disposal Characterizations/Records Supporting Documentation. 
Supporting documentation includes but is not limited to miscellaneous 
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worksheets, recorder sheets, other data sheets, and correspondence from where 
applicable information has been transcribed or summarized in other 
documentation. 

PERMANENT. Cut off 5 years after disposal. If records are paper or other 
hardcopy media, transfer to NARA 25 years after cut off. (Nl-434-98-28) ·if.a 
?e06fflS Me o~oea=eme, ff&BS'F0F f)B)IBieal 81:lstod~r to )t1'\JLA.t for f)fO aseossiomng 
five :,ems afier est eff. Transfer legal custody of electronic records 25 years after 

cutoff. I 
~ ~~ \e.uo~ ~ -n. tt>e'i>S\or\ ~ \'.c,'/ ~ ~ lIt\ 'Z.OU... 

Item 210: Safety Analysis Reports (5412) 

a. Safety Analysis Reports (SARs) 
Documents the adequacy of safety analysis and the processes to provide 
systematic identification ofhazards within a given DOE operation; to describe 
and analyze the adequacy ofmeasure taken to eliminate, control, or mitigate 
identified hazards; and to analyze and evaluate potential accidents and their 
associated risks. May have documentation similar to nuclear facility SAR's. 
Records should include the related DOE Safety Evaluation Report. Review 
annually. [Based on DOE SF 115 Nl-434-00-7, Safety Analysis Reports] 

TEMPORARY. Review annually. Cut off when superseded, obsolete, or 
cancelled. Destroy 75 years after cut off. [Nl-434-00-7, item l.b(4)(a)] 

b. Other Safety Analyses Reports 
Document a process to provide systematic identification ofhazards within a given 
DOE operation; to describe and analyze the adequacy ofmeasure taken to 

- eliminate, control, or mitigate identified hazards; and to analyze and evaluate 
potential accidents and their associated risks. May have documentation similar to 
SAR's. Records should include the related DOE Safety Evaluation Report. 
Review annually. Cut off when superseded, obsolete, or cancelled. 

TEMPORARY. Cut off when superseded, obsolete, or cancelled. Destroy 25 
years after cut off. [Nl-434-00-7, item 1.b.(4)(b)] 

Item 211: Drinking Water and Safe Drinking Water Act (5413) 
Records documenting the condition of drinking water systems operated in support of 
DOE sites. Records relate to bacteriological and chemical analyses, system surveys, 
variances and corrective actions. Includes, but not limited to, written reports, 
summaries, and reports of actions taken to correct violations. [Based on: DOE's 
Programmatic Records Schedules for Environmental SF 115 NI-434-98-28] 

TEMPORARY. Cut off when superseded, obsolete, or cancelled. Destroy 10 years 
after cut off. 

Item 212: Public Involvement Records/Post Closure Plans (5415) 
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Records containing information relating to public affairs and public involvement in 
restoration and remediation activities. May include, but are not limited to, public 
affairs records not included in the administrative record that are maintained by Public 
Affairs or Extern.al Affair Offices; news releases, photos, maps, :figures; community 
meetings records, community relations records; public meetings/presentations, 
environmental bulletins; other CERCLA-required public involvement records; Public 
Involvement Plan records. 

Post closure plans include, but are not limited to, descriptions ofplans for each unit, 
estimate ofmaximum inventory during active life, description of steps needed to 
remove a decontaminate, and schedule. 

[Based on: DOE's Programmatic Records Schedules for Environmental SF 115 
Nl-434-98-28] 

PERMANENT. Retain onsite until no longer needed. (Nl-434-98-28) Ifrecords are 
paper or other hardcopy media, transfer to NARA 25 years after cut off. I{ FeeorEls at@ 

dccb.ume, fl'Ms:fcr r,l,_.ys:i:ea:l euStod;r ~o }ifr\.RA. for ~re e.ssessio&ing :f3.1:t@ y@an: afl8f -
eut ofti Transfer legal custody of electronic records to NARA 25 years after cut off. 

~~ ~\111'¥.el ~t-e, ~n.cc,-e.o.,'lo}Q/\ ~o\~e,~ O'\ ~ \ 1"'1 io i 1 ' 
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Item 213: Archaeological Records (5416) 
Records resulting in activities conducted on lands owned in fee by Native Americans 
or held in trust by the United States for Native Americans. These records can 
include, but are not limited to; contracts, permits, agreements and related policies, 
procedures, protocols, or waivers; archaeological site locations, surveys of areas, 
correspondence, photographs, analysis, reports and findings, drawings, maps, ground 
surveys, excavation notes, cultural resources; and, site restoration plans, proposals, or 
other reclamation types of activity records. [Based on: DOE's Programmatic 
Records Schedules for Environmental SF 115 NI-434-98-28] 

PERMANENT. Cut off annually. If records are paper or other hardcopy media, 
transfer to NARA 25 years after cut off, in 5 year blocks. (Nl-434-98-28). if:reeOfds 
we electrnnic, hmrsfe.r physicai custody to liARA fut p1e-accessionh1g five yea.rs 
ttftet cat uff. Transfer legal custody of electronic records to NARA 25 years after cut 

off~.t\t~ ~\SO~ ~tt,- 0..((,.~CaS~~ ~!C),~C,\., 8J' '1 I \ \f.\ 1.,01.:i 

Item 214: Heal-th PFegFem (S420) [CRS 1(21)) 
Material Felating to eHif'loyee medieal and emmseliilg ser¥.iees and the operation of 
health facilities. 

TE±\iPORi\RY. Cut eff upan teFminetien eF sepaFetien ef elllf)leyment. 1"0.er 5 
Code ofFederal Regulations Seetion 293, retain for duration of eH1.f3loyment. Do not 
destroy. Fonvaro to mro Cff.lploying agency with the OPF. Transfer reeords not 
required for filing mthe OPF to a local Fedeml Reeords Center immediately after eut 
eff 

Item21S: Beekk UBit CantFels (S421) [CRS 1 (20)) 
Logs or registers fefleetin-g Yisits to health units. These fecords ere the pmperty of 
and ere eon-trolled ay 8\VPA Coooacted Medical Officer. 

a. If information is summari23ed on statistical Feport. 

TE±\WORi\RY. Destroy 3 months after last entry. 

a. If information is not summari2;ed. 

TEl\iPORi.\RY. Destroy 2 yeers after last entry. 

Item 216: lndMElual Health. ReeaFds (S422) [CRS 1 (20) 
Material 1..vhieh contain sueh information as date of CfB.Ployee' s, visit, diagnosis, an.d 
treatment. These FCcords ere the property of and ere eon.trolled by s,VPA. Contracted 
Medical Officer. 

TEl\lPOR.i\RY. Cut offupon termination or seperation of Cff.lployn1ent. [Per 5 Code 
ofF:ederal Regulations Seetion 293, fetain for dmation of eftl.f3loyn1ent. Do not 
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destfoy.] Fof\vafli to ne:1e.t CH1ploying ageney \Vith the OPF. Transfer reeords not 
TefJ_uiFed for filmg in the OPF to a loeal Federal Reeords CCR-ter [PRC]. 

Item 217: lndwidual Non Oeeap&tional Health. Record Files. (GRS 1 (19)) 
Material related to CH1ployee's health eondition not related for v,mrk purposes. FOfffis, 
eoffes1>0ndenee, and other reeords, in6fllding SUi.lHilBfY reeords, doeumOBting Elfl 
iftdividual employee's medieal history, physieal eondition, Elfld visits to Govemm:ent: 
health faeilities, for nonwork related 1n1r:poses, EXCLUDOtG reeords eovered by 
item 21 ofthis sehedule. 

TEMPORARY. Destroy 6 yea.ts after date oflast entry. 

Item 218: Employment related :Medical Records (GRS 1 (21)) 
Material FClat:ing to an employee's medieal mstory, oeeu-pational injmies or diseases, 
physieal ~aminations, related to an employee's Federal einploymCR-t. Includes 
medieal St.H.Veillflflee. Individual files mamtamed in aeeordB:B:ee Ylith Pfr1aey Aet 
requirCH1CR-ts. Disposition: Per 5 Code ofFederal Regulations Seetion 293, retain. for 
dUration of CHlployment. Do not destroy. Forwatd to ne~.t CH1ploying ageney 1.vith 
the OPF. · 

a. Long tem1 medical records as defined. iB 5 CFR Part 293, Subpart E. 

1) TransfOffed employees. See 5 CFR Part 293, Subpart E for _instruetions. 

2) SOJ)atated employees. Transfer to NPRC, St. Louis, MO, 30 days after 
SOJ)aration. NPRC 1.vill destroy 75 years after airth date of CH1ployee; 60 years 
after date ofthe eatliest doeument in the folder, if the date ofbirth eannot be 
aseertamed; or 30 yea.ts after latest SOJ)atation, whlehewer is later. 

b. Temporary or short term records as defined in the Federal Persoooel Mtm.ual 
(FPM) 

TE~4PORARY. Destroy 1 year after SOJ)afation or transfer of employee. 

e. Individual employee health ease files created prior to establishment of the E~4F 
system that have been retired to a NARA. records storage facility. 

TE~4PORA.RY. Destroy 60 yeafs after retirement to the N.AR.f.t Feeords storage 
facility. 
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Item 219 Occupational Safety Program (5425) 
Material relating in general to Occupational Safety Program other than specific 
material described by the following tertiary subjects. Also included is the Incident 
Rate/Safety Performance document. Reports and logs (including Occupational Safety 
and Health Administration (OSHA) Forms 100, 101, 102, and 200, or equivalents) 
maintained as prescribed in 29 CFR 1960 and OSHA pamphlet 2014 to document all 
recordable occupational injuries and illnesses for each establishment. [Based on 
DOE Administrative Records Schedule 1 Item 34: Personnel Records SF 115 Nl-
434-98-4: Occupational Injury and Illness Files. (Nl-434-98-4 item 34)] 

TEMPORARY. Cut off at the end of the fiscal year. Destroy after 30 years. 29 CFR 
1910.20 (Nl-434-98-28) 

Item 220: Industrial Hygiene Reports/Hazard assessments (5426) 
Reports relating to air monitoring, equipment sound measurements, Negative 
Exposures Assessments, Ergonomic evaluations, Material Safety Data Sheets, 
Emergency Response operations. 

a. Records Concerning Personnel Exposure to Hazardous Concentrations of 
Toxic Chemicals .and Other Materials. 
Records (including correspondence) prepared in the normal course ofbusiness 
concerning or documenting the exposure ofpersonnel to hazardous concentrations 
of toxic chemicals and other materials, excluding radionuclides and individual 
employee files. (Nl-434-98-4, item 21.2) a. Standards, operating guides and 
procedures, including revisions and background records that establish or relate to 
establishing operating practices. [Based on DOE Administrative Records 
Schedule 1 Item 21.2 Personnel Records NCl-430-76-9:] 

PERMANENT. Cut off at the close ofthe fiscal year. Transfer to NARA 25 
years after cut off. (NCI-430-76-9, item Sa) 

b. Operating plans for specific jobs within the scope of the above established 
Operating practices. 

TEMPORARY. Destroy when purpose is served or when 1 year old, whichever 
is earlier. (NCI-430-76-9, item Sb) 

c. Records and investigations establishing the extent of employee exposure to toxic 
chemicals and materials. These records should be filed in the Health Hazard case 
file (item 21.4 below), whenever possible. 

TEMPORARY. Cut off at the close ofthe fiscal year in which the employee left 
employment. Destroy 75 years after cut off. [NCI-430-76-9, i~em 5c] 

d. Industrial hygiene l~g sheets recording surveys for industrial hazards other than 
radiation and contamination. 
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1) Surveys indicating no industrial hazard. 

TEMPORARY. Cut off at the close of the fiscal year. Destroy 75 years after 
cut off. (NCI-430-76-9, item Sd(l)] 

2) Surveys indicating a potential industrial hazard. 

TEMPORARY. Cut off when the facility is dismantled. Destroy 75 years after 
cut off. [Nl-434-98-4 item.21.2d(2)] 

Item 221: Personal Injury (5427) 
Material relating to medical and investigatory records about on-the-job injuries 
whether or not a claim for compensation was made, excluding copies filed in the 
Official Personnel Folder and copies submitted to the Department of Labor. [Based 
on DOE Administrative Records Schedule 1 Item 31 Personnel Records Nl-434-
98-4 item 31] 

TEMPORARY. Cut off on termination of compensation or when deadline for filing 
a claim has passed. Destroy 7 5 years after cut off. 

Item. 222: Motof' Velt-iele/Aifef'aft heeidems (5428) (GRS 10 (5)]. 
Materia-1 felatmg to accidents i-B.volvfr1g FedeFa-1 vehieles Of Contnl:etee 1'\iremft 
occurring at a SVlPA facility Of SlNPA right of "+Vay. 

TE±\4PORARY. Git of at the end of the fiscal year ifl which ease is closed. Destroy e 
years afteF eat off. 

Item 223: Fatalities (5429) 
Material relating to incidents results in the death of a Federal employee or contractor 
performing duties for SWPA; also, material relating to the death of a third pany 
which occurs in a SWPA vehicle, at a SWP A facility, or on a SWP A right-of-way. 
[Based on BPA's SF 115 Nl-305-04-2 approved March 22, 2005, Nl-305-07-1, 
approved in 2008] 

TEMPORARY. Cut of at the end of the fiscal year in which investigation is closed. 
Destroy no sooner than 7 5 years after cut off. 
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SECURITY 

Records relating to .activities, systems, programs, facilities, and policies for the protection of 
personnel; classified and sensitive information; and Southwestem's facilities, property, and 
equipment. The key elemep.ts of the Southwestern Security Program consist ofprogram 
management and support, physical security, ipfonnation security, personnel security, 
unclassified visits and assignments by foreign nationals, and counterintelligence. Information 
may be recorded on various media including paper, film, tape, disk, diskette, or in the electronic 
document management system. All records in this chapter are scheduled in media neutral 
format. 

Item ll4: Program l\4eagemeBt .llBd SuppeFt (0240) [GRS 18 (8)) 
Reeofds relating to pmteetion pro gram managefflen.1:, seeurity pla:tmm-g Bfl:d 
pmeedures, mBfl:agefflent eontrol, aftd pmgram wide support. 

Includes: 
• Proteetion Pmgram Managefflen.t 

Reeords relating to program managefflent Bfl:d administration, resourees aoo 
budgeting, Bfl:d persoDflel de,-.zelopment aftd tra-imn.g. 

• Seeurity Platming Bfl:d Proeedm=es 
Reeords relating to platmiftg doeuments, ffitteffta:l faet:Ofs, seeurity eon.ditions, and 
property aeeoUfl-taaHity. 

• MBfl:agetH:ent Control 
Reeords relating to smveys and self assessmeH:ts, perroffftanee asSUfflfl:ee, 
resolution of findmgs, and ineident r~ortifl:g and mBflageFH:en.t. 

• Seeurity and Proteetive Serviees A.dministrative Correspondenee Files. 
Correspondenee files relating to administration and operation of the faeilities 
seeurity and proteetive serviees programs, not eo:"tered elsewhere in this sehedule. 

TEl\4PORi\RY. Destroy Vr.Ben 2 years old. 

[NOTE: This item does not cover records documenting policies and procedures accumulated in 
offices having agency wide responsibilities for security andprotective services programs.] 
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Item l.2S: Physieal Seeu.F-ity 1•.dmmistrativ=e Files (0471) (CRS 18 (8)] 
Material relating to the proteetion ofbl¼ildings, substa-tioas, 1;:ehieles, eqllif)meat, 
personnel aHd materials. Gorrespoadenee files relatiflg to adm:inistmtioa aad 
operation of the faeilities seeurity and proteetive serviees progrB.fil:s, aot eovered 
elsewhere iB this sehedule. 

TEl\4PORARY. Destroy Ylhen 2 yea:Fs old. 

[NOTE: This item does not cover records documenting policies and procedures accumulated in 
offices having agency wide responsibilities for security andprotective services programs.] 

. hem ll6: Pe:FsoBBel Aeeess Control Files (0472) (CRS 18 (23)] 
Material related to authori:zJed aeeess to employees and eoatraetors. Reeofds eontain 
aeeess eontrols aHd reeords Ylitbin the badge program. Aeeess eontrol logs cloeumeat 
aeces~ to the facilities inelucling after ho:ers logs and security eompmer logs. 

Southwestem.' s card key (badge) program reeorcls a.Fe eoasi:clerecl v4tal reeords and 
iaelucle files that cloeument the termina-tiowclestruetion,ldisposal of ea:Fd keys such as 
SWPA. Foffft 4300.21, S~B:Fa-tion GleaFaHee, requests for aHcl aetual hackground 
in-vestiga-tioas, ancl SVIPA Foffft 5632.lB, Seeurity Badge Request/Issue Foffft 
(Fecleral effiPloyees), ancl SWPA Foffft 5632.1 C, Seeurity Baclge Request/Issue Fom1 
(Non Federal eHiployees) 

TEl\4PORARY. Destroy ·when superseded or obsolete. 

Item 227: Security System Maintenance Records (0473) 
Material related to the support and maintenance ofthe security system and its 
subcomponents including cameras and alarm system. Includes all of the user activity 
and alann activity for all of the alarm and access control system. Files consist of 
system activity journals containing the on-site records for alarm system activity. 
Records that contain all activity concerning preventative and corrective maintenance 
performed on the alarm system and the sub components. Files consist ofmaintenance 
requests, test reports, schedules, and testing and maintenance of the security system. 
[Based on DOE Administrative Records Schedule 18 Item 8.4: Security, 
Emergency Planning, and Safety Records under SF 115 Nl-434-98-21: Security 
Alarm and Access Control System Files.] 

a. System Manufacturers Documentation. 
Files include manufacturer's operations and technical manuals for the equipment 
installed as part of the Security Alarm System. These records include information 
on individual components, for both the security alarm systems and the electronic 
access control systems. 

TEMPORARY. Destroy when current system is upgraded or replaced. 
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b. Systems Operations Files. 
Files include on-site configuration files for systems operations. Includes 
information on individual components, systems operations, and how the systems 
are currently installed for both the security alarm systems and the electronic 
access control system. · 

TEMPORARY. Destroy when current system is upgraded or replaced. 

c. Open Storage Approval Records. 
Files contain on-site records of areas approved for the open storage of classified 
information. Includes information concerning the motion detection and alarm 
devices within specific areas. 

TEMPORARY. Destroy when superseded. 

d. Activity Journals. 
These records include all ofthe user activity and alarm activity for all portions of 
the alarm and access control system. User activity includes operations of 
Day/Night mode access of alarmed rooms, and access/exit through card reader 
controlled doors or access points. Alarm activity includes alarm devices, line 
supervision, and administrative alarms as they occur. Files consist of System 
activity journals containing the on-site records for alarm system activity. 

TEMPORARY. Cut off at the end of the fiscal year. Destroy 3 years after cut off. 

e. Maintenance Records. 
These records contain all activity concerning preventive and corrective 
maintenance performed on the alarm system and the sub-components. Files 
consist ofmaintenance requests, test reports, schedules, notification letters and 
maintenance activity journals containing the on-site records for alarm system 
maintenance activity. 

TEMPORARY. Cut off at the end of the fiscal year. Destroy 3 years after cut off. 
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Item 218: VisiteF !..:eeess CentFel Files (0474) [CRS 18 (17)(h)] 
Material ·felated to visitOFs aecess to Southv;estem' s facilities. Visitof GoB:tfol Files. 
Registefs Of logs used to fecofci B:ames of outside coB:tractoFs, set;•ice peFSOflflel, 
visitofs, 0ffl.})loyees admitted to a:Feas, Elfl:d reports oft automoeiles and passoogOFS. 

a. Fof aFeas undeF maximum security. 

TEMPORARY. Destfoy 5 yea:FS afteF fm:al CB-try Of 5 yea:Fs afteF date of 
doOUffl:ent, as 8.f)pFOpriate. 

e. Fof otheF a:Feas. 

TEMPORARY. Destroy 2 years after final entry or 2 years after date of 
document, as appropriate. 

Item 119: Faefi.ties Seeurity Files (047S) [CRS 18 (9)] 
Recofcis felating 1o the protectiofl. and con-tfol of classified infoffB:a-tioB: ancl soositi.1;e 
infonna-tiofl. and matleF from compFOmise &Bd unauthorized discloS1:1:Fe. This includes 
opeFa-tions sectlri.ty, soositiv=e infonnation, Md classified i.nfofmation and control. 
NOTB: South1..vestem does not hB:¥e classified mateFial. 

a. Surrey Md Inspection Files for SouthwestCffl 0 1..vned facilities: 
Reports of sur;eys and inspections of Govermnent o:·Nned facilities conducted 1o 
oosme adequacy ofpmtecti11e and pfC'renth·e measmes takoo again.st haza:Fds of 
fire, ffitplosion, Elfl:d accidents, Elfl:d to safegua:Fd mfonnation Elfl:d facilities against 
sabotage and unauthorized CB-try. 

TEl\lIPORARY. Destroy Vlfl:Cfl. 3 yea:Fs old or upon discominuElfl:ce of facility, 
V/ili:CfteVOF is SOOneF. 

b. Smvey and Inspection Files for privately owned facilities that Southv;estern 
opeFates within: 
Reports of surveys Elfl:d insf)ections ofprivately o=w'i~ed facilities assigned 
sectlri.ty cognizance ey Go11ermnent agencies Elfl:d felated documents. 

TEl\{PORARY. Destroy whoo 4 yea:Fs old Of 1..vhoo security cognizance is 
·t0f'fl:1Hl:ated, Y1hich0110F is sooneF. 
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Item 230: PersoBBel Seeurity (047') (CRS 18 (22)) 
Reeofds relating to a:eeess al:lthori2latiofl.s and seeurity &Narefl.ess. These Feeofds 
ifl.erude doeuments that iRfomJ. ifl.dividaals of their seearityfespofl.siailities and 
p:mfB:ote eoati.IRlifl.g 8.-\Varefl.ess of good security f)FB:etiees. It also ifl.eltides aeeess 
a-uthori2lation (security elearanee) fequests, llPfestigative requests and _f)foeesses, and 
i=eiBvestigatiofl.s. 

a:. Personnel Seeurity Glearanee Files. Persomiel seeuri~y elearanee ease files eFeated 
1:1-Bder Offiee ofPersoflfl.el Mana-geH.l:ent pmeedl:lfes and regulatiofl.s and related 
ifl.de*es mElifltamed by the persoftllel seeurity offiee of the ~laying a-geney. 

Case files doeumOR-tifl.g the proeessing of ifl.i1estigatiofl.s on Federal ~loyees Of 
a:ppliean.ts for Federal eHiploym'ent, v1hether or Bot a: security elearanee is gran-ted, 
and other persofl.s, sueh. as those perfoffB:Hl:g v.zork fof a: Federal a-gefl.~Y 1:1-Bder 
eontraet, who req-aire an ~vaJ. before havmg access to GovOfB:1.!1ent facilities 
Of to sensitive data:. These files ifl.elade questionnaires, summaries ofreports 
prepared ay the investigating agefl.cy, and other reeords fefleetifl.g the processing 
ofthe investigation and the sta-tus of the ele0f8:llee, O*erusi11e of eopies of 
investigative reports funrished by the ifl.11estigatiag a:gefl.ey. 

TE~MPOR,A.RY. Destroy upoa notifieation of death or not later than 5 yeai"s after 
sepaffltion or transfer of eB3.ployee or fl.0 later than 5. years after eontfa:et 
relatioashlp O*pifes, whieh.ev:er is applicable. 

a. bwestigative reports and related doeumeB:ts TI.lfiH:shed to a-gcneies ay m11estigative 
orgB.fli2latiofl.s for use ifl. makifl.g seeurity/suitability determ-inations. 

TEMPORARY. Destroy iB a:eeordanee ...vith the i-ft¥estigatiag a-geney 
ifl.struetiOB:S. 

e. Ifl.de* to the Persoflfl.el Security Case Files. 

TE~4PORARY. Destroy ...vith related ease file. 
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Item 231: Unclassified Visits .and Assignments by Foreign Nationals (0477) 
Records relating to foreign national visits, foreign national assignments, hosts, 
approvals and reporting, sensitive countries list, and state sponsors of terrorism list. 
Includes registers or logs used to record names of outside contractors, service 
personnel, visitors, employees admitted to areas, and reports on automobiles and 
passengers. [Based on DOE Admin Schedule 18: Security, Emergency Planning, 
and Safety Records-Nl-434-98-21 which is based on GRS 18, item 17] 

a. Fo~ areas under maximum security. 

TEMPORARY. Destroy 5 years after final entry or 5 years after date of 
document, as appropriate. 

b. For other areas. 

TEMPORARY. Destroy 2 years after final entry or 2 years after date of 
document, as appropriate. 

Item 232: Counterintelligence (0478) 

Records relating to the protection of information (e.g. classified, unclassified 
controlled information, proprietary, unclassified, and economic information affecting 
national security), personnel, and assets from international terrorist activities and 
from intelligence collection by or on behalf of foreign powers or entities. [Based on 
DOE Admin Schedule 18: Security, Emergency Planning, and Safety Records -­
Nl-434-98-21, item 8.3] 

a. Threat Files 
Files contain reports ofknown or suspected technical and non-technical security 
information, methodology, technologies used, suspected individual(s) or groups, 
reports of actions directed against U.S. Government and commercial interest 
and/or personnel. 

TEMPORARY. Review annually. Destroy when superseded or obsolete. 

b. Hazard and Penetration Files 
Files provide general and specific design information_ on known or suspected 
surveillance devices, electronic anomalies, methodology, and historical technical 
data. These files are used for technical surveillance threat reference. 

TEMPORARY. Review every 2 years. Destroy when no longer needed. 
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Item 233: Emergency Management and Planning (0150) 
Records relating to the identification ofhazards and threats, hazard mitigation, 
development and preparation of emergency plans and procedures, and identification 
ofpersonnel and resources needed for an effective response. 

[Based on DOE Administrative Records Schedule 18 Item 26.1: Security, Emergency 
Planning, and Safety Records under SF 115 NI°-434-98-21. 

• Emergency Planning Program Correspondence. 
·• Records that document the policy, program, standards, and procedures pertaining 

to the administration of the emergency planning program.] 

a. Program .and policy _guides, information papers, operational manuals, and 
documents used as guides for determining appropriate DOE action. Unless issued 
as a DOE directive, a record copy ofDepartmental emergency plans. 

PERMANENT. Cut" off when superseded. Ifrecords are paper or other hardcopy 
media, transfer to NARA 25 years after cut off. [Based on Nl-434-98-21, item 
26.la] lfreeems 8:fe eJ:eetfefti:e, ti=ansrer J)hysiea-1 et1steeey to ~,ARA for pre ' 
aoeessieftHlg §:ye yeftfs Mt:Sf eut eff. Transfer legal custody of electronic records 
to NARA 25 years after cut off. I I 
\'\~l,4\ ('~~~~ ~te-~~~~ ~\~l ~ "\ l~ i,,i,i, _ _ 

b. Emergency planning reports ofoperations tests, consisting of consolidated or 
comprehensive reports reflecting Department-wide results oftests conducted 
under emergency plans. 

PERMANENT. Cut off when superseded. Ifrecords are paper or other hardcopy 
media, transfer to NARA 25 years after cut off. [Based on Nl-434-98-21, item 
26.1 a] If reeems Me eJ:eetfefti:e, tfensfef r,h, siea-1 eusteeey te }t:ARA fer :Pfe• 
aeeessiefti:n.g w1e yem=s Mter eut eff. Transfer legal custody of electronic records 
to NARA 25 years after cut off. 
~i,,.u,, ,ui..~ ~te.-(ltt-e ..... ~ ~o\,°i ~ 11~ 11.o-i'L-

c. Files documenting the development ofpolicy, including policy studies. 

TEMPORARY. Cut off when superseded. Destroy 10 years after cut off. 

·d. Procedures and activities implementing DOE policy and guides. 

TEMPORARY. Cut off at end of the fiscal year. Pestroy 6 years after c:ut off. 

Item 234: EmeFgeney Prep1u=edness Test flies (0lSl) (CRS 18(18)) 
Reeofds relating to mtm.ing, drills, a:B.d ffif:eFeises. Files aeeum.ulating from tests 
eoneueted UB:der ageney em.ergeney plans, sueh as instruetions to mefl'::ihers 
partieipating i-R test, staffing assignments, messages, tests of eomml:H3feations a:B.d 
faeilities, a:B.d reports BXCLUDING eonsolidated and eomt1Fehensive reports. 
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TEl\4PORARY. Gt1-t of at the OBd of the fiscal yeaF me:r;eB:t took plaee. Destroy 3 
yefti"s after S1:lt off. 

Item l3S: Centinuity ef OpeFatiens (01S2) (CRS lO(ll)j 
Recot=ds Felatiftg to the contimled perfoffflaflee of esseB:tial functions ffem a!tem:a-te 
operatifl:g sites dUfin:g Bfl OfflergOBcy or situation that may disrupt nofffla! opOffltiofts. 

a. Documentation. 
Data systOffls specifications, file speeificatioB:s, codebooks, reeot=d layouts, user 
guides, output speeifi~ations, and fmal Feports (rega.Fdless ofmedi-um) Felatmg to 
a master file or aata base that has beOB autheri2ed for destruction by the GRS or a 
NARA. appro11ea disposition schedule. 

TEl\4PORARY. Destroy or delete vihen superseded or obsolete, or UJ)On 
Eftltftori2ed deletion of-the related master file or dmaease or UJ)On the destruction 
of the output of the systOffl if the output is needed to pmtect legal rights, 
whiche¾cer is latest. 

b. Copies ofreeords relati.ftg to systOffl secwity, ifteludmg records doeumeB:tiB.g 
periodic a.ud:its or revi01N and recertification of seB:siti11e applieatiOB:s, disaster aft8 
contiBaity plElfl.s, ana risk analysis, as deseri-eed m0MB Gireulfti" No. A 130. 

'TEl\4PORARY. Destroy or delete whOB SUj)erseded or obsolete. 

POWER MAINTENANCE 

Material relating to the maintenance of the power system. Information may be recorded on 
various media including paper, film, tape, disk, diskette, or in the electronic document 
management system. All records in this chapter are scheduled in media neutral format. 

Item 236: Power Facilities Maintenance Standards (6900) 
This function helps to coordinate and develop standards, procedures, instructions, and 
information (SPIFs) for SWP A's Transmission Field Services regional and district 
offices to ensure consistent and effective maintenance of SWPA's transmission lines 
and performance level guides. This function assists in the development and 
implementation of transmission line maintenance tools and training for SWP A's 
Transmission Field Services regional and district offices. These standards are 
reviewed each year for compliance with several industry standards regulatory 
commissions such as the North American Electric Reliability Corporation (NERC) 

Arranged by specific type ofmaintenance standard. 
• MA - General 
• SU - Substation 
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• TR - Transmission 
·• EL - Electrical 

These are available to view online under the Maintenance Division on the Intranet. 
Electronic copies of the documents are located on the server: Pluto under MMIS 
under SOP - these standards will be moved into Documentum where the official 
copies will be stored with approved records retention. [Based on BPA's SF 115 Nl-
305-88-1, MA-17 approved July 14, 1989] 

TEMPORARY. Cut offwhen superseded by a new version or standard becomes 
obsolete. Destroy 5 years after cut of£ 

Item 237: Maintenance Management Information System (6903) 
Material related to the information system's development, implementation, testing, 
documentation, and any upgrades. Current system is called Cascade which stores 
maintenance and utility equipment that is recorded within this inventory management 
system, any maintenance or test information, manufacturer guides (non-record), and 
switching orders, system also creates reports for NERC compliance and other 
diagnostic measures. [Based on BPA's SF 115 Nl-305-88-1 approved July 14, 
1989] 

TEMPORARY. Cut offwhen system is retired. Destroy 5 years after cut off. 

Item 238: Transmission Line Maintenance Reports (6920) 
Reports relating to periodic inspections and maintenance actions made by field 
stations on transmission lines. All replacement reports may include poles, cross arms, 
braces, insulators, conductors, etc. All patrol reports may include aerial and foot 
patrols. All maintenance replacement records are stored electronically within the 
CASCADE system. All related drawings are stored within the CADD system using 
Drawing Viewer system for remote access. Arranged by line number. [Based on 
SWP~'s SF 115 NCl-387-76-1, MA-D, pg. 150] 

TEMPORARY. Cut off end of each fiscal year in which report is approved. Destroy 
3 years after cut off. 

Item 239: Right-of-Way Maintenance Reports (6921) 
Reports relating to the maintenance ofrights-of-way including access roads, 
encroachments, vegetation management, herbicide application and clearing. All 
patrol reports may include aerial and foot patrols. All maintenance replacement 
records are stored electronically within the CASCADE system. All related drawings 
are stored within the CADD system using Drawing Viewer system for remote access. 
Arranged by line number. [Based on SWPA's SF 115 NCl-387-76-1, MA-C, pg. 
150] 

TEMPORARY. Cut off end of each fi~cal year. Destroy 2 years after cut off. 
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Item 240: Microwave and Radio Sites (6940) 
Material related to building and power maintenance within Southwestem's 
microwave and radio sites. Diagnostic reports may include equipment performance 
.and failures. All maintenance replacement records are stored electronically within the 
CASCADE system. All related drawings are stored within the CADD system using 
Drawing Viewer system for remote access. [Based on BPA's SF 115 NC~305-76-1, 
MA-11"'.'12, approved September 15, 1976] 

TEMPORARY. Cut off when superseded or obsolete or replaced. Destroy when 
related equipment is disposed. 

Item 241: Substation Equipment .and Materials (6942) 
Material related to building and power maintenance within Southwestern' s 
substations. Diagnostic reports may include equipment performance and failures. All 
maintenance replacement records are stored electronically within the CASCADE 
system. All related drawings are stored within the CADD system using Drawing 
Viewer system for remote access. [Based on BPA's SF 115 NC-305~76-1, MA-11-
12, .approved September 15, 1976] 

TEMPORARY. Cut off when superseded or obsolete or replaced. Destroy when 
related equipment is disposed. 

ENGINEERING AND PLANNING 

Material relating to the planning, design, and construction support of the power transmission 
system. Information may be recorded on various media including paper, film, tape, disk, 
diskette, or in the electronic document management system. All records in this chapter are 
scheduled in media neutral format. 

Item 242: Engineering Policies and Procedures (6400) 
Material relating to engineering atJ,d planning documentation and support for 
Southwestern's adherence to the statutory requirements to support a power 
transmission system. These records document the implementation of substantive 
policies and procedures. Retention ofthese materials allows orderly access to 
information which may be required for reference and verification of Southwestern's 
project work, geographical studies, environmental considerations, and other material 
relating to project estimates and general/budgetary material related to work orders 
and project planning. Also includes project completions. Background material to 
work orders. Includes, but not limited to, preliminary material not :included in work 
orders, working notes, and annotat~d copies ofwork order documents, project 
requirements diagram, and other porrespondence. Arrange subject policy and 
procedure by fiscal year. [Based on SWPA SF 115 NCl-387-76-1 ED-1, pg 68.] 
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PERMANENT. Cut off file at the close of the fiscal year in which policy or 
procedure is canceled, superseded, or revoked. Transfer to FRC 4 years after cut off. 
Offer to NARA 20 _years after cut off. · 

Item 243: Work Orders (Project Data) (6410) 
Material relating to planning power transmission systems, generation interconnection 
projects, lines and/or loads interconnection, and requests for new transmission 
service. Also, electrical load data, including forecasting information and forecasts. 
Southwestern's project work, geographical studies, environmental .considerations, and 
other material relating to project estimates and general/budgetary material related to 
work orders and project planning. Also includes project completion, background 
material to work orders which includes, but is not limited to, preliminary material not 
included in work orders, working notes, and annotated copies of work order 
documents, project requirements diagram, and other correspondence such as support 
of station serving to interconnect geographically distinct systems. Arrange by 
structure type. [Based on SWPA SF 115 NCl-387-76-1, ED-4, pg 69)] 

TEMPORARY. Cut offwhen superceded. Transfer to FRC 4 years after cut off. 
Destroy 20 years after cut off. 

Item 244: Protective Relaying (6420) 
Relay settings, and related paper regarding relay settings at various stations. Includes 
schematic diagrams and other work papers. Arranged alphabetically by substation. 
[Based on SWPA SF 115 NCl-387-76-1 (ED-7 page 69)] 

TEMPORARY. Cut off when superceded by new relay settings. Transfer to FRC 4 
years after cut off. Destroy 20 years after cut off. 

It~m 245: Engineering Environmental -Considerations 6421) 
Material relating specifically to environmental considerations guiding the 
engineering, design, and construction support oftransmission facilities. 

TEMPORARY. Cut off in the fiscal year in which final facility design is accepted. 
Destroy 3 0 years after cut off [Based on Nl-434-98-28] 

I 
Item 246: Spill Prevention Control and ·Countermeasure (SPCC) Records (6422) 

Material relating to design and application of the spill prevention control and 
countermeasure (SPCC) system. 

TEMPORARY. Cut offwhen superseded. Destroy after 3 years. 40 CFR 112.7 (Nl-
434-98-28) 
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Item 247: System Reliability Criteria (6423) 
Material relating to the planning for system stability. [Based on SWPA SF 115 NCl­
.387-76-1 (ED-5-1 page 69)] 

TEMPORARY. Cut off at end ofreliability study. Transfer to FRC 4 years after cut 
off. Destroy 20 years after cut off. 

Item 248: Engineering Drawings .and Maps (6430) 
All SWP A numbered and non SWP A numbered drawings showing the design, line 
locations and property inclu~ing line structures and construction support of 
transmission lines, stations, and structures. 

Includes: 

·• Transmission System work. 
• Fiber Optics work. 
·• Wireless Antenna work. 
·• Substations work. 

Arranged by type of structure and line number. [Based on SWP A SF 115 NCl-387-
.76-1 (ED-H page 141)] 

TEMPORARY. Cut off when superseded by new standard Destroy upon cut off. 

Item 249: System Analysis Methods (6435) 
Material relating to methods for controlling the ·transient and dynamic stability of 
electrical power system. 

Includes: 

·• Transient stability program. 
·• Power flow program 
• Operating temperature and electrical loading 
• Communication equipment and restorative procedures 
•• Material relating to SM&T, such as RMS, KWH, and AGC telemetry 
• SWP A microwave systems, including frequency management 
• Fiber optics technology 

[Based on SWPA SF 115 NCl-387-76-1 (ED-10 page 70)] 

TEMPORARY. Cut off at end ofreliability study. Transfer to PRC 4 years after cut 
off. Destroy 20 year~ after cut off. · 
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Item 250: Line Crossings (6440) 
Material relating to crossings such as roads, bridges, and culverts in the construction 
support of-transmission lines. Arrange by structure. [Based on SWPA SF 115 NCl-
387-76-1 (ED-12 page 70)] 

TEMPORARY. Cut offwhen superseded. Transfer to FRC 4 years after cut off. 
Destr~y 20 years .after cut off. 

POWER OPERATIONS 

Material relating to the scheduling and dispatching ofpower and the operation of the power 
transmission system. Coordinates power operations with the Corps of Engineers (Corps), 
connected utilities, and other parties to collect operations data including hourly energy 
generation quantities, loads, stream flow, water levels, schedules for deliveries and receipts of 
power, and status of generating equipment. Schedule all power supplied by and to Southwestern 
Power Administration (SWP A), schedule storage and release ofwater controlled by SWP A, 
determine and schedule pumping operations to provide peaking power, administer contractual 
operation requirements, provide for testing and maintenance ofmetering equipment, and 
maintain power system operating records and prepare reports. Timely information must be 
utilized for maintaining system integrity, analysis for safety and efficiencies of operation, 
database entries, and billing ofpower deliveries under SWP A's contracts. Information 1.l)ay be 
recorded on various media including paper, film, tape, disk, diskette, or in the electronic 
document management sy~tem. All records in this chapter are scheduled in media neutral 
form.at. 

Authorization: Recommendation ofManagement 
All retentions in this series that are by Recommendation ofManagement are justified as follows: 
(a) for historical documentation of the SWP A power system, (b) because of legal responsibilities 
relating to power system accidents, or ( c) to serve as reference to trace trends mequipment 
problems. 

Item 251: Operations Policy and Procedures (6701) 
Policy-related documents, letters, memos, etc., covering a requested modification of 
the operation of the hydro system by SWPA. Such correspondence would generally 
be between SWP A and the U.S. Army Corps of Engineers, or other Federal, public 
interest groups, or customers. Internal memoranda could also be covered. The need 
to modify operations would be necessary to deal with critical supply situations. 
[Based on BPA's SF 115 NI-305-03-1 approved January 24, 2003] 

TEMPORARY. Cut off after three (3) years. Transfer to offsite storag~. Destroy 
after two (2) years. 
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Item 252: Standard Switching Orders (6702) 
Instructions for accomplishing uniform switching operations at various stations. 
Current format is on paper; may be scanned electronically. Only the completed 
switching orders will be kept as record material. Arranged by switching order 
number. [Based on SWPA SF 115 NCl-387..:76-1 (PO-E, page 154)] 

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

Note: Switching orders need to be retained for the same period as the dispatcher's log. These 
are an extension ofthe log and provide support documentation. 

Item 253: Power Dispatcher's Logs (6703) . 
Material contains daily operations logs. A chronological record of the operations of 
SWPA's electrical system. Includes information on switching operations, clearances, 
weather data, Federal plant loading, line and substation equipment trouble, etc. 
Current format is on paper; maybe scanned electronically. [Based on SWPA SF 115 
NCl-387-76-1 (PO-E, page 154)] 

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

Item 254: Interruption Reports (6704) 
Reports of each case of interruption affecting continuity or quality of service to 
customers, transmission lines, or station power. Such trouble includes momentary 
line outages, permanent faults, switching errors, failure ofmajor electrical equipment, 
and accidental tripping ofpower circuit breakers. [Based on SWPA SF 115 NCl-
387-76-1 (PO-I, page 155)] 

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

Item 255: Integrated System Log Sheets. (6705) 
Material of daily log sheets showing: Generation to SWP A by plan.ts, monthly totals 
and maximums; maximum generation; and maximum generation and load record; 
SWP A firm system loads; non-firm system loads; customer loads; transactions 
consisting of actual and scheduled interchange, and inadvertent interchange. As of 
2008, the format is comma delimited file exported daily to server \\achilles\lakes\msa 
folder; each file has the .TRN extension and is sorted by date. Past year's data is in a 
zip folder. Arranged chronologically (daily) [Based on SWPA SF 115 NCl-387-76-
1 (PO-M, page 156) 

TEMPORARY. Cut off after close of calendar year. Destroy 40 years after cut off. 
Maintain onsite for 10 years and then transfer to offsite storage. 
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Item 256: Power Operations Reports Data (6706) 
Reports and correspondence required by DOE unqer the Energy Policy Act of2005 
(EP ACT), and developed by the Regional Entity, and other regulatory entities for 
which CPS - Control Performance Standards, DCS ·- Disturbance Control .Standards, 
UFLS - Underfrequency Load Shedding, Loss ofLoad, etc. data is submitted by 
Operations monthly, quarterly and annually. 

Regional Entity reports are developed and maintained in repositories maintained by 
them, and may be accessed via web interface. 

North American Electric Reliability Corporation (NERC) relies on the regional 
entities to enforce the NERC standards with bulk pow~ system owners, operators, 
and users through approved delegation agreements. 

Regional entities are responsible for monitoring compliance of the registered entities 
within their regional boundaries, assuring mitigation of all violations of approved 
reliability standards and assessing penalties and sanctions for failure to comply. 

TEMPORARY. Cut off 3 years after date ofmonthly, quarterly, or annual report 
De~troy 9 years after cut off. 

(Note: quarterly data should be filed with annual data for Regional Entity Reporting.) 

Item 257: Regulatory Compliance Records (6707) 
Materials related to readiness and compliance audit information, compliance 
documentation, including support documentation and correspondence. Arranged as 
indexed by required standards. Based on FERC Order 693, Mandatory Reliability 
Standards for the Bulk-Power System: 

TEMPORARY. Cut off at the close of every third calendar year. Destroy 9 years 
after cut off. 

Item 258: Operator Certification Records (6708) 
All records related to operator training and certification as required by the Electric 
Reliability Organization or the Regional Entity. Arranged as indexed by required 
standard$. Based on FERC Order 693, Mandatory Reliability Standards for the 
Bulk-Power System: 

TEMPORARY. Cut off at the end ofthe fiscal year in which certification expires. 
· Destroy 9 years after cut off. 
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Item 259: Supervisory Control and Data Acquisition (SCADA) (6709) 
Material relating to supervisory control and data acquisition (SCADA) system status 
reports, equipment, software, and remote terminal units and telemetering data. 
Maintenance log books are kept with equipment and are retained for the life ofthe 
equipment. 

TEMPORARY. Cut off after system is retired. Destroy 5 years after cut off. 

Item 260: SCADA Log Data (6710) 
Material relating to SCADA events, alarms, analogs, windows system logs, network 
monitoring logs. NERC Critical Infrastructure Protection (CIP) Requirements CIP-
005 requires all bulk electric systems to have a 24- hour intrusion detection capability 
to detect intrusions and intrusion attempts at the electronic security perimeter and on 
critical cyber assets. [Based on NERC Standard CIP-005-1- Cyber Security­
Electronic Security Perimeter(s) under Section D. Compliance 1.3. Data 
Retention] 

TEMPORARY. Cut off after close of calendar year. Destroy .3 years after cut off. 

Item 261: SCADA Remote Terminal Units (6711) 
Material relating to requirements for connecting remote terminal units (R TU s) such 
as alarms and controls to control centers. Current configurations for each RTU plus 
one ( 1) previous configuration. This process is manufacturer dependent and also 
dependent on RTU ownership. For foreign RTUs, only maintain a current points list 
(the foreign company generally does not provide the actual RTU configuration) 

TEMPORARY. Cut offwhen superseded or obsolete. Destroy 3 years after cut off. 

Item 262: Voice Recording System (6712) 
Telephone conversations are recorded within the co~trol center command room 
between dispatchers or schedulers with customers or the Corps of Engineers. These 
verbal recordings are captured onto digital media format and transcribed in the event 
of a discrepancy or dispute regarding actions agreed to via verbal, communication. 
Arranged by date. 

a. non-incident 

TEMPORARY. Cut off and delete after ninety (90) days. 

b. incident 

TEMPORARY. Cut off at the end of the fiscal year in which investigation is 
completed. Destroy 10 years after cut off. 
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POWER MARKETING 

Customer services such as contract development and administration for power acquisition, sales, 
exchange, and transmission. The official copy is only on one medium, paper, unless otherwise 
specified. Information may be recorded on various media including paper, film, tape, disk, 
diskette, or in the electronic document management system. All records in this chapter are 
scheduled in paper form.at, unless otherwise specified. 

Item 263: Power Marketing Management and Planning Projects (6510) 
·Case files such as proposed dam construction, general files ofmarketing modification 
studies, etc. 

TEMPORARY. Cut of at the end ofthe fiscal year in which project or study is 
completed. Store on-site for 5 years after completion ofthe project or study. Transfer 
to offsite storage 5 years after cut off. Destroy 1.5 years after cut off or when no 
longer needed which ever is longer. 

Item 264: Power Allocation (6520) 
Case files on such issues as Final Power Allocations of 1980, allocation of 7.5 MW in 
1987, Capacity Loan Program, Power Allocation Policy, New Customer Policy; etc. 
[Based on SWPA's SF 115 NCl-387-76-1, PRO-1, pg. 167 (PO-1, pg. '79)] 

PERMANENT. Cut off at the end ofodd~numbered fiscal. Ifrecords are paper or 
other hardcopy, transfer to FRC 4 years after cut off and transfer to NARA 20 years 
after cut off. If1ec01ds me dechonic, hm1sfer physietrl ettstod, to ~,ARA for 1:'f8 
accessioning :S.r.1e ye~s after eut---eff. Transfer legal custody ·of electronic records 20 
years after cut off. \ 
~~~ ~ ~ e.. -(1.Ct.4,~~~ o.n Qo\ \ ~'-'J~~ f>-f\ "\ \~ \ "l,6 i,'1 

Item 265: .Requests for Power and Se~es (6530) 
General correspondence requesting Federal power allocations [Based on SWPA'.s SF 
115 NCl-387-76-1, PRO-1, pg.167 (PM-1, pg. 76)] 

PERMANENT. Cut off at the end of odd-numbered fiscal. Ifrecords are paper or 
other hardcopy, transfer to FRC 4 years after cut off and tra1J,sfer to NARA 20 years 
after cut off.1f10couis me eleettoni:e, tum:sfa pir,siem ettstorl, to ~.JARA for pre 
aecessiorring :n ve J CM'S traer ettt ef:K Transfer legal custody of electronic records 20 
years after cut off. . 
\\~~~ Qte--o,(ct.,Sc,~ ~~\,0--( t~\Je>hl e~ \.-\ \C\.\lctt.1Item 266: Executed Contracts and Correspondence (6541) 
Original copies ofpower sales, transmission, and other contracts. Store by customer 
and contract number. Correspondence related to Executed Contracts. Copies of 
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executed contracts. [Based on SWPA SF 115 NCl-387-76-1, PRO-1, pg 167 (PM-
1, pg 76)] 

PERMANENT. Cut off at the end of odd-numbered fiscal. Ifrecords are paper or 
other hardcopy, transfer to PRC 4 _years after cut off and transfer to NARA 20 years 
after cut off. lf tcco:rd~ me eleettome, t:rm1:sfer }'l,,sieftl eustetiy te }b'\.RA fef f)f&r! 

.t:..ecessioning £ v e , ems fl'fter ettt aff. Transfer legal custody of electronic records 20 
years after cut off. ( 
~l, - k-t.~1 .. 1\ ~ \~C'{ 1'61 0 \:(,Hy t-1 ~tA °" ~ iq I?,4't.-

Item 267.: Contracts under Negotiation (6542) 
Includes correspondence, meeting notes, and other material related to contracts under 
negotiation. 

TEMPORARY. Cut off at the end ofthe fiscal year in which negotiation is 
completed. Store onsite for 5 years. Transfer to the Federal Records Center 5 years 
after cut off. Destroy 10 years after cut off. 

Item 268: Contract Administration (6543) 
Departmental policy statements regarding agency and DOE directives that may affect 
Power Marketing operations, materials on legalities of contract administration, and 
materials on SWPA's Energy Deferral Program. 

Includes . 
·• 6543.1 Southwestem's Annual Customer conferences 
• 6543 /2. NEPA policy documents related to power sales and other contracts. 
• 6543 .3 Southwest Power Pool (SPP) and SWP A tariff information. 
,. 6543.4 Questions, answers and analyses of SWPA's periodic customer surveys. 
• 6543.6 Directory ofElectric Power Producers and Distributors 

[Based on SWPA SF 115 NCl-387-76-1, PRO-1, pg 16'7 (PM-1, pg 76)] 

PERMANENT. Cut off at the end of odd-numbered fiscal. Ifrecords are paper or 
other hardcopy, transfer to PRC 4 years after cut off and transfer to NARA 20 years 
after cut off. If1ecor ds are e½echonic, ttm1~fer pit, ~iem e11stodj; to ~~ARA fe1 l'f0 
aeeoooiaftiftg fiv:e :yem.=s ttfter ettt off: Transfer legal custody of electronic records 20 

· · years after cut off. I ( 
~.tt,-<iCU-'i>~~ ~c,\, ~\.!41)w b ~~ ~ ~ \~i'b,t.t, 

Item 269: Power Marketing Liai~ Office (12201 
Inquiries, reports, and other information submitted to the PMLO. 

TEMPORARY. Cut off at the end ofthe fiscal year in which activity is completed. 
Destroy when superseded or obsolete. 

Item 270: Customer Associations - Regional (1262) 
Meeting notes, correspondence, and materials related to regional power organizations. 
Includes! 
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·• 1262.1 Southwest Power Pool non-tariff materials 
• 1262.2 Southwestern Power Resources Association (SPRA) briefings from 

SWP A, SPRA meeting materials, and notes taken ~y SWP A staff at SPRA 
meetings. 

• 1262.3 Southeast Missouri Northeast Arkansas (SEMO-NEARK) Association• 
• 1262.4 Western Systems Power Pool 
• 1262.5 Arkansas/Missouri Association 

[Based on SWPA SF 115 NCl-387-76-1, PRO-1, pg 167 (PM-8, pg 77)] 

TEMPORARY. Cut off at close of odd-numbered FY. Transfer to offsite storage 4 
years after cut off. Destroy 20 ye~s after cut off. 

Item271: Customer Associations-National (1263) 
Meeting notes, correspondence, and materials related to national power organizations. 
Includes 
• 1263.1 American Public Power Association (APPA) 
·• 1263.2 North American Electric Reliability Council/Corporation (NERC) (Notice: 

This file has been moved to Executed Contracts DE-PM75-07SW00552) 
• 1263.3 National Rural Electric Cooperative Association (NRECA) 
·• 1263 .4 Electric Power Research Institute (EPRI) 
• 1263.5 Public Power Weekly (periodical) 
• 1263 .6 Public Power (periodical) 

[Based' on SWPA SF 115 NCl-387-76-1, PRO-1, pg 167 (PM-8, p.g 77)] 

TEMPORARY. Cutoff at close of odd-numbered FY. Transfer to Federal Records 
Center 4 years after cut off. Destroy 20 years after cut off. 

PUBLIC AFFAIRS 
Material related to writing, publishing, editing, audio/visual services, and public relations 
materials for the Agency for both internal and external customers. Official copies of deliverables 
are stored in electronic format on the network or on external hard drive, unless indicated 
otherwise. 

Item 272: Public Relations Correspondence (1210) . 
Letters in response to public or ·congressional inquiries, letters conveying public 
affairs materials, letters of congratulation, official memorandums or notices regarding 
public relations activities, etc. Can be signed by Public Affairs staff or other agency 
staff. Official copies are routed versions stored on paper or printed e-maiJs. 
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[Based on SWPA SF 115 NCl-387-76-1, ADM-1, pg 166 (IPR-8, pg 46)] 

TEMPORARY. Cut off at close of odd-numbered FY. Destroy4 years after cut off. 

Item 273: News Media (1211) 
Relations with external news media outlets. 
Includes: 
• 1211.1 Press Releases issued hy SWPA. Stored on paper before 1998. 
·• 1211.2 Transcripts, notes of press interviews 
• 1211.3 News clips that mention SWP A or Corps projects. Stored on paper. 

[Based on SWPA·SF 115 NCl-387-76-1, ADM-1, pg 166 (IPR-9 pg47)] 

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

Item 274: Speeches (12120 
Copies of speeches by the Administrator and senior officials that affect SWP A 
program activities. Prior to 2002 on paper - is after 2002 electronic. Based on 
SWPA SF 115 NCl-387-76-1, ADM-1, pg 166 (IPR-10, pg47) -, 

TEMPORARY. Cut off at close of odd-numbered FY. Transfer to the Federal 
Records Center 5 years after cut off. Destroy 20 years after cut off. 

Item 275: Biographical Data (1213) 
Biographies of senior staff. 

PERMANENT: Cut off at end of calendar year of employee separates from 
employment at Southwestern . Transfer to NARA when 3 years old 

Item 276: Intranet Content (1214) 
Internal web site for SWP A employees for disseminating general employment 
information, forms, agency news (informal), verbiage, documents, and design 
elements of internal SWP A web site. 

TEMPORARY. Destroy when superseded, updated, replaced or no longer 
applicable. 

Item 277: Internet Content (1215) 
SWP A's external web site that disseminates information to external visitors 
worldwide. Includes content, documents, publications, brochures, generation 
reporting, and general information about SWP A. 

TEMPORARY. Destroy when superseded, updated, replaced or no longer 
applicable. 

Item 278: Special Events (1216) 
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Support materials for meetings, celebrations, campaigns, etc. 
Includes: 

• 1216.1 SPRA 
• 1216.2 CFC 
• 1216.3 SWPA Anniversaries 
1
• 1216.4 SWPA Employee Retirements 
·• 1216.5 Dam Anniversaries 
• 1216.5 Other Events 
[Based on SWPA SF 115 NCl-387-76-1, ADM-1, pg 166 (IPR-7, pg 46)] 

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

Item 279: Photography (1351) 
Still photographs in either paper or electronic format. 

• 1351.1 Employees 
• 13 51.2 Groups related to mission of the agency 
• 13 51.3 Meetings related to the mission of the agency 
• 1351.4 Sites and equipment 
·• 1351.5 Training related to the mission of the agency 
• 1351.6 Customers and stakeholders 

Based on SWPA SF 115 NCl-387-76-1, IPR-B-1-a, pg 111 

TEMPORARY. Cut off when no longer needed for News Releases .and/or 
Publications. Destroy 5 years after cut off. 

Note: Photographs of historical interest, such as dam construction, senior level staff, etc., will be 
considered under the 1460 code. 

Item 280: Graphic Arts (1353) 
General artwork, including logos, clip art, maps, used for 

·• 1353.1 Brochures & flyers to support agency mission. 
• 1353.2 Displays/Posters 

Based on SWPA SF 115 NCl-387-76-1, IPR-B-1-b, pg 111 

· TEMPORARY. Destroy when no longer needed. 

Item 281: Video (1354) 

• 13 54.1 SWP A Agency Film 
• 1354.2 Training Films (includes both externally _and internally produced) 
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• 1354.3 SWP A Meeting Films 
·• 1354.4 Special Project Films 

TEMPORARY. Cu~ off when no longer needed for News Releases and/or 
Publications. Destroy 5 years after cut off. 

Note: any video of historic events or histories of the agency are covered under (1460] 

Item 282: Audio (1356) 
Clips of music files, sound effects, interviews, used for news releases. 

TEMPORARY. Cut off when no longer needed for News Releases and/or 
Publications. Destroy 5 years after cut off. 

Note: any audio recordings of historic events or histories of the agency are covered under 
(1460) 

Item 283: Agency History (1460) 
Official histories, relevant news clippings, comprehensive plans, photographs of 
facilities, high level administrators and dam construction, significant graphic art such 
as logos, posters, brochures, publications, video of historic events or video histories, 
speeches, and audio interviews of high level officials. 

Based on SWPA SF 115 NC1~387-76-1, OAD-C, pg.116. 

PERMANENT. Cut off upon completion of project or study. If records are paper or 
· other hard copy media, transfer to FRC 3 years after cut off and transfer to NARA 15 

years after cut off. If 1 ceo1ds me eleetiome, trtmsfct piey siea-1: enstod,i to ~MRA fm 
~e aeeesaiesmg ii1.,e years after 81:lt eff. Transfer legal custody of electronic records 
to NARA 15 years after cut off. I \ 
~"-~ ~\\~-~~- ~~t,-ClCve~S~~ Qo\,cy I-(\ ~ \t\ -z.,ii, 

Item 284: External Newsletter (147~) 
Content and graphic elements of extern.al newsletters. 

Based on SWPA SF 115 NCl-387-76-1, PER-L, pg 121 

PERMANENT. Cut off at the end of fiscal year. Transfer to NARA 3 years .after cut 
off. 

Item 285: Internal Newsletter (14 72) 
Content ~d graphic elements of intern.al newsletters. 

Based on SWPA SF 115 NCl-387-76-1, NR-G, pg 165 

TEMPORARY. Destroy when obsolete or no longer needed. 
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Item 286: Annual Reports (1473) 
Material reflecting SWP A mission objectives, strategies, annual accomplishments,· 
annual financial activities. Official record is on one medium, paper. 

Based on SWPA SF 115 NCl-387~76-1 (IPR-A, page 111) 

PERMANENT. Cut off at the end of the fiscal year in which report is approved. 
Transfer to NARA 4 years after cut off. 

m 287: Power Billing Invoices (6920) 
Material related to billing and invoicing for the hydropower Southwestern transmits 
......... ..,~ ... arkets across its system. The main function of accounting is to account fofSllperseded by: 
busines ets. Power and energy are business assets and the function of the /-3rl 1/L ft .. 
accountant is otect the business assets; therefore, every kilowatt and kilow~«ATE(M'~:&mvv 
hour generated and m ted by Southwestern must be protected by being properly 

O 
l" ~ rJ~ 

accounted for. The primary fit to having the files in a time of disaster would be ;)~a, .~o,o 
quicker reconstruction of funds tha · t be due. 

Case files filed alphabetically by customer cont ______ L...r- ower invoices, schedules and 
billing information. Based on SWPA SF 115 NCl-38 - (PO-A, page 154) 

TEMPORARY. Cut off at close of calendar year in which related co 
agreement is terminated. Destroy 10 years after cut off. 

--...,;a:em 288: Power Accounting Spreadsheets (6922) 
-----i~~1t.'1kation related to power accounting and billing. Based on SWP A SF 115$lir;.haeded by: 

387-76-1 '--'-.r,-.....:1.~e 154) µ)-J81-lo-ou1/ S 
DATE (MM/DD/YVVV): 

a.teillO'ZI~~ in which related contract or l 
1 agreement is terminated. Destroy 10 years aft~ cut o . OS /asr~ o o 

Item 289: Inspector General (IG) Audits (2326) 
Material related to Inspector General Audits. File by individual case and by fiscal 
year. 

TEMPORARY. Cut off at the end of the fiscal year in which all audit related 
findings have been addressed and no further corrective action is required. Destroy 5 
years after cut off. · 
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