
  

 

 

  
   

 

  

    

  

 

 

     

  

 

 

 

 

  

      

 

    

         

  
 

 

 

  

 

 

  

 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 

Schedule Number: NC1-142-84-08 

Some items in this schedule are either obsolete or have been superseded by new 

NARA approved records schedules. This information is accurate as of: 07/28/2022 

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These items, unless subsequently superseded, may be used by the agency to 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 other items remain 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SUPERSEDED AND OBSOLETE ITEMS 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They are superseded, obsolete, filing instructions, non-records, or were lined off and 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. 

Item 1.A was superseded by N1-142-10-001 item 5d. 

Item 1.B was superseded by N1-142-10-001 item 5d. 

Item 21 was superseded by N1-142-10-001 item 7b. 

Item 24a was, per the N1-142-10-001 crosswalk, superseded by GRS 1, item 29b, which is now (2022) 

GRS 2.6 item 010 (DAA-GRS-2016-0014-0001). 

Item 25 was, per the N1-142-10-001 crosswalk, superseded by GRS 1, item 29a2, which is now (2022) 

GRS 2.6 item 010 (DAA-GRS-2016-0014-0001). 

Item 50 is presumed to have been destroyed at the agency. 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 
As of 07/28/2022 NC1-142-84-08 
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"EQUEST FOR #ECbDISPOSITION AUTHORITY LEAVE BLANK' (See lnstructions on reverse) JOB NO. 

TO GENERAL SERVICES ADMINISTRATION; 
. NATIONAL ARCHIVES AND RECORDS SERVICE, WASHING'fON, DC 20408 DATE RECEIVED' .. 'I 

1 FROM (AGENCY OR ESTASLISHMENT) ,
Tknnessee _Vallly Authority 

NOTIFICATION TO AGENCY 
2 MAJOR SUBDIVISION 

In accord:ince with the prov1s1ons of 44 U S C 3303a the disposal rePublic Safety Service quest. 1nclud1ng amendments. is approved except lo• items that may 

3 MINOR SUBDIVISION be stamped "disposal not approved or "withdrawn" 1n column l 0 

4 NAME OF PERSON WITH WHOM TO CONFER 5 TEL EXT 

Ronald E .. Brewer FTS 858-2520 
6 CERTIFICllTE OF AGENCY RE:PRESENTATIVE 

I hereby certify that I am authorized to act for this agency in matters pertaining to the disposal of the agency's records, 
that the records proposed for disposal in this Request of page(s) are not now needed for the business of 
this agency or will not be needed after the retention periods spec1f1ed 

D A Request for 1mmed1ate disposal. 

[i] B Request for disposal after a specified penod of time or request for permanent 
retention 

·· 

C DATE E TITLE 

1-9-84 Assistant TVA Archivist 
97 8 DESCRIPTION OF ITEM 10

SAMPLE ORITEM NO (With Inclusive Dates or Retention Periods) ACTION TAKEN
JOB NO 

COMPREHENSIVE RECORDS SCHEDULE 

Records relating to public safety as 

described in the following 65 items. 

STANDARD FORM 115 
Revised Ap.,I, 1975 

Prescribed by General Services 
Administration 

FPMR (41CFR)101-11 4 



History 

·-

PUBLIC SAFETY SE RVICE 

The Pub l i c  Sa fety Service provides p l ant a nd prope rty prote ction , protects 
aga inst ra diological  s abotage a t  opera t ing nuc lear p lants , provides v i s i tors 
re cep tion , s a fety and p rotection o f  t he pub l i c , f i re p revention a nd s uppre s ­
s i on , emergency med ical  service s  , and l a w  enforcement o n  TVA propert i e s .  
It p a rticipates i n  the development o f  and coord inate s t he se curi ty programs , 
p l ans , and procedures for a l l  TVA fa c i l itiest. It p rovide s ,  supervises , 
e quip s  , and trains pub l i c  sa fety p e rsonne l .  It a l s o  estab l i s he s  and main­
tains l i a i son wi th law enforcement and o t her supportive a genc ies to be 
cal led upon in the event a s s i s tance is nece s sa ry. It coord inates the 
development and ma intenance o f  TVA's emergency p rep a rednes s  p lans , a dvis e s  
a nd a s s i s ts o f f i ce s  and divi s ions in t he i r  app l i c a tion o f  approved p lans , 
and a s s i s t s  in liai son with other Federa l  a genci e s  and State and loca l 
governments on re lated matterst. It serves a s  t he p o int for coordination , 
re c ommendations , and TVA actions a ri s ing from ma jor natura l  d i s a s ter 
s i tua tions in the Va l ley. 

Two weeks a fter the f i rs t  official  TVA Board meeting on June 16, 19 33, t he 
f i rs t  uni fo rmed property protecǏion force c ons i s ting o f  about a dozen men 
wa s e s tab l i s hed at t he two ni t rate p lants a t'Mus c l e  Sho a l s .  T he s e  men pro ­
vided p o l i c e  and f i re p rotecti on to the Mus c le Shoa l s  propert i e s ;  however ,  
the firs t  unit o f  the Police , Fire , a n d  Guide Service wa s o rganized i n  
March 19 34 at Norri s Dam . The p rogram re spons i b i l i t i e s  included fire pre­
vention , d i recting tra f f i c ,  protecting l i fe and property , gui d i ng vis ito rs , 
and genera l  p o l i c ing o f  the a rea.  A month l a te r  a s imilar unit wa s formed 
at Wheeler Dam and , in July 19 34 , the fo rmer guard s  at Mus c l e  Shoa l s  were 
re organized to form a Police , Fi re ,  and Guide Se rvice . Thi s title for 
TVA's ve rs a t i le protection force s  wa s reta ined unti l  Janua ry 1 ,  19 36, when 
the present s horter and more de s c riptive title  , Pub l i c  Sa fety Service , wa s 
es tab l i s hed . 

Organizationa l ly, a Pub l i c  Sa fety Se rv i ce (PSS) uni t  wa s e s tab l i s hed a t  
each cons truction proj ect , usua l ly a dministra tive ly respon s ib le to the 
local  Camp Management Section and wi th a functional tie to t he Sa fety 
Section of the Health and Med i c a l  Service Divi s i on ,  but wit hout any centra l ­
i z e d  administrative contro l  unti l  t he c reation o f  t he Res e rvo i r  Prop e rty 
Management Dep a rtment in July 19 37 . 

Although the prima ry duties o f  t he Pub l i c  Safety Service have always been 
to act a s  TVA's p o l i ceman , as its firemen , and as its hos t  to mill ions o f  
v i s i tors , other miscellaneous dut ies  have varied with c hanging time s and 
need s  . In t he 19 30's duties  incl uded the operat ion o f  dormitories  and many 
ro utine camp management functions at mo s t  cons truction proj ect s ;  ma king 
ra i d s  and a rre s ts nea r TVA proj ects , in c oope ration with l o c a l  authoritie s ;  
provi s i on o f  p o l i ce and fire p rotection a t  pub l i c  ga t he rings a t  t heatre ­
auditorium s ;  del ivery o f  t ho usands o f  telep hone and telegraph me s s age s ;  a c t­
ing a s  locksmith for local  citizens ; estab l i s hing rabies  contro l  programs ; 
and promot ing b i cycle safety. 



' 

By 19 40 the ro le o f  t he PSS c hanged with t he onset o f  World War II. It 
cha nged its e lf almost overnight from a vis itor re cept ion and peace time l a w  
enforcement s ta f f  into a n  efficient prote ctive force capable o f  prote cting 
aga in s t  s abotage. Immediate e xpans ion o f  t he PSS wa s nece s s a ry. The force 
gre w  f rom 120 employees in 19 39 t o  250 in Janua ry 194 1 .  Peak empl oyment 
wa s rea ched in July 1942 , when appro xima tely 9 00 men and women were employed 
by PSS. Centra l  tra ining scho o l s  were e s tablis hed and enab led tra inees to 
complete ins t ruction in s ix weeks instead of t he pre - war s i x  months .  In 
19 42 a l l  members of the PSS were s wo rn in a s  C ivi l i an Auxi l i a ry to t he 
Mi l ita ry Po l i cy and served in thi s cap a c ity unti l  19 45 . Since protection 
a ga in s t  sabo tage wa s of vital importance , PSS a s s i s ted t he Pers onne l Divi s ­
i on i n  s c re ening a l l  emp loye e s , n e w  and o l d , b y  f ingerprinting . Spe c i a l  
tra ining wa s given to PSS emp l oyee s  wi th emp ha s i s  on f i re a n d  sabotage 
protection . 

The p o s t - wa r  years o f  the 19 4 0 '  s s a w  protective e quipment removed from 
powerhous e s  and dams , and the pub l i c  once again was we lcome to vis it TVA 
fa c i l it ie s  . Intens ive tra ining wa s he ld a t  Norri s in Decembe r  1945 to 
prepa re t he PSS to once again d i s c ha rge its pub l ic re l a tions duti e s . Pub l i c  
Sa fety Serv i ce rema ined under the a dmini s t ration o f  t he Res e rvo i r  Properties  
Dep a rtment , whi ch wa s renamed t he D ivis i on of  Res e rvo i r  Propert i e s  (DRP) in 
1948 . 

The 195 0 '  s s a w  accel eration o f  such progra 'ms a s  t he d river t ra ining a nd 
testing program , whic h wa s p romoted in a n  e f fort to reduce vehi cular ac­
c i dents , and emergency protection p la ns tes ting. Deta i led p rotection p l ans 
for the most e ffic ient use o f  manp o wer and e quipment in a n  emergency were 
prepa red for a l l  maj or properties  . E xe rc i s es were he l d  to t e s t  t hese p lans , 
wi th the added b ene fit o f  provi ding addi tiona l t ra ining for officers . 

Wit h the gro wing demand for outdoor rec rea tion opportun i t i e s  , better a c c e s s  
t o  TVA re s e rvo irs wa s p lanned . Sites  and f a c i l i t i e s  for re s e rvo ir a c c e s s  
were identified i n  1968 and were p rogrammed for devel opment by TVA during a 
5 -yea r  period beginning in 19 70 . Wi th thi s  e xpans ion came t he e xtension o f  
Pub l i c  Sa fety Servi ce's patro l  a rea s .  N o  l onger re s t ri cted t o  the plants 
a l one , a reas  such as substations , swi tchyard s  , a nd a re a  construction pro­
j ects  were inc luded. 

The yea r  19 71 a lone s a w  the e s tab l i s hment and opera t i on of t en new pub l i c  
u s e  a reas  and ten resort development demons trations . 

The 19 70 ' s wa s a period o f  great  e xpan s i on and c hange for Pub l ic Sa fety 
Servi ce . The building o f  nuc lea r faci l ities  ne cess itated maj o r  c hange s in 
terms of re cruitment and tra ining of officers , as wel l  as in s ta ffing 
leve l s  a t  these fa c i l i t i e s .  Guid e l ines for the s e  a re a s  had traditiona l ly 
been estab l i s hed between Pub l i c  Sa fety Service and t he TVA o rganizations it 
s e rved . However ,  when TVA's f i rs t  nuclear p o wer p lant , Bro wns Ferry, became 
ope rationa l i n  19 75 , the guidelines estab l i s hed by t he Nuc lear Regulatory 
Commi s s ion (NRC)  came into effect . The NRC , whi c h  ha s respon s i b i l ities for 
ensuring adequa te s a fegua rds before and a fter a nuc lear p ower plant is 
l i censed , a s s umed part o f  the re spons ibi l ity fo r e s tab l i s hing a protection 
p rogram a t  TVA's nuc lear faci l i t ie s  , t hereby d iluting p a rt o f  Pub l i c  Sa fety 
Se rvic e's re spons ib i l i t i e s .  The NRC regul a tions for qua l i f i ca tions and 
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September 1969 The Visitors Relations Section added to the Public Service-

Branch 

January 1976 Public Service Branch moved administratively to the Division-

of Property and Services and renamed Public Safety Service Branch 

May 1981 Pu blic Safety Service taken from under the Division of Property-

and Services and renamed Public Safety Service Staff. The Staff is 
administratively under the Office of the General Manager . 
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Appendix A 

Materia ls o f  Va lue 

Ma te ri a l s  re lated to Pub li c  Sa fety Service,  includ ing: 

Adminis tration and Mana gement 

Pers onne l Ac tions 

EEO 

Grie vances 3ërìí1î 
Re c rea tion f'.I"' :Ŵ S' äê "'-&--

Pl ant and Prope rty Prote ction iUtJ G-A..5 çè . 
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Tra ining 



Emergency Preparedness 

contain two types of material; 
l that of short-term value. 

The portion of the 

in 

2 

¨ .,... ů.s.t.·Ű. ©"" .b̀  
(rl 

PUBLIC SAFETY SERVICE RECORDS COMMON TO MOST UNITS 

ITEM 
NO. DESCRIPTION OF RECORDS 

cJàJ ­ '/3-1/fil /fy Iv U)..f...-w. w/ ±.511?. 
The emergency preparedness files contain a plan of action for each 
office/division within TVA on 11lines of succession,11 that is, a 
sequence of which personnel should be notified, in case of a national 
emergency. It also includes preparedness plans for each major project/ 
program facilities that are considered essential following an attack 
upon the United States. These preparedness plans are based on direct-
ives from Washington. Only a portion of this documentation is filed 
in the General Manager's file. Public ;Joffo-r'°'"'A.escomplete file in TVA. . 

.. &,.,f..4i.& 
A. Eß ® '¥/ 1s- , ...... .,, 

w en superse cance e . 3 .
CJ) Tl4--r° r-...e..... - ¬ ..,{..._ ū at- ŭŮ • 

that of 

The portion the series having long-term value contains material 
related to the anization's mission or program; material directly f""' 
related to and ess tial to the organization's delegated program 1..&.t..c""'-
responsibilities, inc ding policies and procedures. 

ing short-term value contains material 
representing minor routine fun ions of the organization as well as 
material routed for informationa ather than record purposes. The 
material is not required to complete ther files in the organization 
nor does it include any material related to and essential to 
the organization's delegated program respo ibilites or any policy or 
procedural material not filed as record elsew TVA. 

NOTE: See Appendix A for a listing 

� \ 6J'y.. '.Y : 

r45f2 67 
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Re_i:JOrt (TVA 

Employment 

Management 

....,_...,.__K..., ~" ' . . 
·.o ~ 

"i-n agency 2 yea I" elate of 111ter v 1 ew. 

Operations 

ITEM 
NO. DESCRIPTION OF RECORDS 

3 on Candidate Interview 72) 

A summary sheet of interviews conducted for Public Safety Officer 
positions, along with the interviewer's rating and recommendation. 
Applicants are eligible for employment for one year unless their 
application is updated. 

DISPOSITION: Destroy in agency 1 year from the date of application 
or last update. 

4 Verification of 
This file contains non-TVA forms from lending institutions requesting
verification of employment and earnings for a specific period of time. 

DISPOSITION: Destroy in agency when 1 year old. 

Interest Self-nomination Form 
Includes interview notes taken during management interviews to fill 
vacant management positions 

· 

¦ OY 4-l-61"'-",J.;...,. v{- .z--Ú 
DISPOSITION: Destroy 

6 Contracts for Uniforms RD's 
Includes material on Public Saftey Service uniform orders from the 
Kay Uniform Company, including all Request for Delivery of Material 
Under Contract (RD's) for all uniform purchases. Contracts are 
documented in the Division of Purchasing. 

DISPOSITION: Destroy in agency 1 year after expiration or cancel­
lation of contract. 

7 Purchase Documents 
Includes all contracts, purchase requisitions, and shipping tickets 
for all material ordered (excluding uniform RD's) such as weapons, 
ammunition, radios, etc. These records are used for maintaining
documentation of materials received in Public Safety Service; material 
is also documented in the Division of Purchasing. 

DISPOSITION: Destroy in agency 1 year after expiration or cancel­
lation of contract. 

8 Statement of 
Information from ledger sheets identifying specific expenditures 
by object on a monthly basis, compared against budget estimates. 
September statements are needed to aid in future year budget reporting. 

DISPOSITION: 
A. October-August Statements - Destroy when 1 FY old. 

,..
B. September Statements - Destroy when f FY old. 



9 Ledger Sheet (TVA 8190) 

10 Management Appraisal System 

Pay Cleaning 

Sign-in 

11 

of leave \NliũDRAwŪE

ITEM 
NO. DESCRIPTION OF RECORDS 

Form TVA 8190 is a computer printout of financial information detail­
ing monthly and year-to-date expenditures by object classification for 
each account within Public Safety Service. Summarizing expenditures 
for budget comparison, it is prepared by the Division of the Comptroller
and is needed for administrative purposes. 

DISPOSITION: 
A. October-August ledger sheets - Destroy when l FY old.and back-up material 

ĬB. September ledger sheets and - Destroy when I FY old.back-up material 

Form TVA 13020 is a set of pre-established goals and performance ratings 
for all M-schedule employees, M-1 through M-8. 

DISPOSITION: Destroy when forms are microfilmed as part of PHR. 

includes Ũ'
the employee's certification of necess· or absence from work because5/23/8Ľ 
of sickness, injury, examinati , r treatments. For sick leave r-w. • 

·exceeding three consecu ays, the form also includes the certificate 
of a licensed an or other authorized practitioner. 

12 Authorization to Uniform Allowance 
This form is an authorization to pay $35.00 per calendar quarter to 
each Public Safety Officer that dresses in uniform a minimu of 33 
working days during the quarter. The allowance is made by check to 
the officer for use in cleaning and maintaining his uniforms. 

DISPOSITION: Destroy when 2 years old. 

13 Sheets 
Sheets used for each post to indicate the individual officer working 
a particular post, and the times during which the officer was there. 
Sheets are reviewed by shift Lieutenants to verify that all posts 
are adequately covered at all times and to verify the arrival and 
departure time of each officer. 

DISPOSITION: Destroy when l year old. 

Form TVA 6 is used as application for leave and as a 
taken. When used for reporting sick leave ta , e 



Swa:p _______ _ 

Report 

Report 

Jrades aodieJ and I a hor ..After pos; t • • e ____ ,no ,s f'l 
I hl ;.::::o:, ot option, ~oi •~• or <•Roell od, 

< ' Apprentf ee • •••••• 

~old 5 years Llie11 

ITEM 
NO. 

14 

15 

16 

17 

DESCRIPTION OF RECORDS 
Officer's Sheets 
A record form of work schedule approved shift swaps among officers 
approved and authorized by a supervisor. 

DISPOSITION: Destroy when 6 months old. 

Call-in 
Reports containing logs of the name, location and time, etc. of an 
officer making contact via portable radio. Officers on foot patrol 
must notify the post as to their location at all times. 

DISPOSTION: Destroy when 1 year old. 

Officers 
Form TVA 660 completed by officers to document unusual circumstances 
such as security violations and informal counseling with employees 
regarding performance, safety awareness, etc. The record copy is main­
tained by Public Safety Service and is used to prepare quarterly acti­
vity reports. 

DISPOSITION: Destroy when 1 year old. 

Vacant Position Announcements 
Position Vacancy Announcement Records consist of the various forms and 
related papers which accumulate in the publicizing, responses received, 
and selection of candidates for vacancies within TVA. When a vacancy 
occurs in an organization, the office or division issues an announcement 
for vacant position or anticipated vacant position and copies are 
distributed to appropriate offices and divisions for posting on bulletin 
boards. Employees within the scope of the announcement may apply for 
these positions and nonemployees may apply for positions on anticipated 
vacancy announcements. A file for each announcement is maintained by the 
issuing office or division and includes related information concerning
the announcement, responses received, and selection of candidate. 

DISPOSITION: 
A. Announcement and Se 1 ecti on Papers . . . . 

(1) Issuing P�� Ö (×ī Ø) 
-

- After position is filled or cancelled, 
destroy at op ti on,e

not to exceed !_ yea rs. 
10

(2) All other copies - Destroy at end of closing date. 

B. Response and Supporting Papers - Destroy at option, not to exceed 
2 years. 

(NCl-142-81-20) 

2 



	

	  

Property Receipt Ownership 

f'ti, king Pe1·mits and Pass Registers 

21,~isk.rs j, ~ ,Record of plant admittance of employees and non employees. Employees 
~""'-"° ~ are admitted to tAe project only if tAey a.1 e repo1 ti11g to war k, if not, 
:-.W-"cN-1"5,. vw ~~.they are treated as visitors aRd must Aa 1o<e pl"ior app1 oval. 
~, viA,,m,f I °""-~ ~ 0&.~ S" r • 

aU&.. ,_;__ ....,.r, • .J.,tJ,, J.o4.. ,./ ~r,.,,,-+, 
Destl"OY ~~AeR l year old. ~ -~ 0 rr-· -~ 

ott.-

Safety Acceptance 

have been cleared by Public Safety 

19 

IŤ. 

ITEM 
NO. DESCRIPTION OF RECORDS 

18 Lost and Affirmation of 
Includes claims of lost property reported by employees. Claims are for 
work-related materials and personal property. The original is given to 
the employee reporting the loss and a copy is kept by Public Safety. 

DISPOSITION: Destroy when 3 months old. 

y,,,frn. Ñtrol F,fe,,s ( f'-< S'li.1':..1!h-,t)
fo,,,,. 

_, Ţţ A. a.....f-o.i..okl&. 4-c9 6'G.U.C..j"1· A. fn 0..-Co.t r.-ctw .... 

. 

!EĪ,'Ile' -n &AO 41 A.f e;...w ov 5"'ADISPOSITION: ..°";...,.cJ 
&.('.Le..: ()£4......., 1 "3"'5 •/4- f-"! ..-w7.,..B. Fr, 

20 Notification of Cancellation of Bond Certificate Ò1Ac.-Ó- "ff"'""l'<;..t;... • 

As law enforcement officers, all Public Safety Officers must be bonded 
in the county of their work location. This form notifies local sheriffs 
when Public Safety Officers are terminated or transferred so that their 
bond can be cancelled. The original bond certificate is filed and 
maintained in the local sheriff's office or court house. 

DISPOSITION: Destroy when employee is terminated or transferred. 

21 Public Service Transfers and 
Includes transfer offers and acceptance notices on Public Safety Officers 
that are offered transfers to other units with Public Safety Service. 

DISPOSITION: 
A. Completed transfers - Destroy 1 year after transfer. 
B. Pending transfers - Destroy 1 year after transfer or cancellation 

of offer. 

22 Work Schedules 
Work schedules prepared by administrative captains informing all officers 
of scheduled work assignments ( shift, post, etc. ) . Schedules also inform 
officers of all pre-scheduled leave requests and overtime assignments. 

DISPOSITION: Destroy when l year old. 

23 
A log of private toe
enter the plant WErnt01ti'r1.JN 

('!Lr f'/1.1(1Õ 

http:rnt01ti'r1.JN


	

	

	

	

Training 

Training 

26 Fingerprint Log 

25 

ITEM 
NO. DESCRIPTION OF RECORDS 

24 Records 
a. Officer training files consisting of basic officer training and on­

site training records maintained at the Cleveland Training Center, 
the construction units, and the nuclear operation units. Included 
are physical tests, firearms scores, drivers tests and nuclear 
training tests taken while officers were in the basic Public Safety
Officer Training, and additional on-site training and retraining 
programs at the officer 1s respective units. 

DISPOSITION: Destroy when employee leaves Public Safety Service. 

b. Security training records consisting of attendance rosters of 
officers completing plant health physics training. Training covers 
proper procedures for working in radiation contaminated areas and 
proper action to be taken in the event of radiation exposure. 

DISPOSITION: Destroy when 2 years old. 

c. Supervisory fire protection training record of attendance at all 
routine fire drill training including date, time, etc. of training
session. Refresher courses are held quarterly. 

DISPOSITION: Destroy when 1 year old. 

The Training Section is responsible for providing training to Public 
Safety Officers in order to develop or improve the skills and competence 
necessary to carry out their assigned duties. It provides requalification 
training to comply with Nuclear Regulatory Commission requirements. In 
addition, the section develops special training courses on ar.Gassneeded 
basis to improve the skills and knowledge of Public Safety Service 
management. 

Materials 
Materials include film and pamphlets produced by a variety of sources, 
both public and private, inside and outside TVA. They include four 
basic phases of PSSTC training: general operations, firearms, nuclear 
security, and emergency medical services. 

DISPOSITION: Destroy when superseded or cancelled. 

A file of fingerprints taken of all Public Safety Service employees
for background security checks. The cards are maintained on file after 
classification by the FBI. 

DISPOSITION: Destroy 1 year after termination of employee. 
















  






Training 

Monthly 

--~ TVA 
Mouth to Mouth) r...., """'".:...._ 6-f-

6' 

Warnings 

Reports 

(} 

/'30 0. (,)J.(t.) ( 

ITEM 
NO. DESCRIPTION OF RECORDS 

The Area Operations Section is responsible for providing protection at 
TVA coal-fired generating facilities, hydroelectric generating facilities, 
office locations, and construction sites from fire, theft, vandalism, 
sabotage, and civil disorders in accordance with applicable security and 
fire plans. 

27 Films 
Training films produced by a variety of sources both inside and outside 
TVA. Films are shown at unit health and safety meetings and may be 
followed by a practical demonstration of procedure--for example, how to 
conduct a search. All officers are given training in a variety of areas 
such as handling bomb threats, administering CPR, etc. These films are 
used as a practical training tool and become a part of each officer's on­
going training program. The following is a list of included films: 

-.k.L. 11 Ê ŠÉ[Defensive Driving __,.,. 1A
S,,J.;..,.,.:t "" o,,.1-r...., 

Civil Defense Emergency ('JNSM?
_ ..,-vA 

Bomb Threat . ,........ � ur'J'1 .__. Ĩ.!f Valley Gfl¢ rs_ 

... ̂  G,e s ZJ Í 
DISPOSITION: Destroy when superseded or obsolete. 

28 Absentees 
File of call-in sheets for Trades & Labor absent employees. Used for 
recording the reasons why an individual was unable to report for duty. 

DISPOSITION: Destroy when 6 months old. 

29 Job Rule Violations and 
Reports completed by officers to document unusual circumstances such as 
security violations, traffic violations, and informal counseling with 
employees regarding performance, safety awareness, etc. The record copy 
is maintained by Public Safety Service and is used to prepare quarterly
activity reports. 

DISPOSITION: Destroy when 1 year old. 

3 0  Fire Drill 
Includes memoranda, fire drill schedule, fire duty work schedules, and 
officer work schedules. Each officer is assigned to assist the Lieuten­
ant Firefighter, who is assigned to each plant, for a two week period.
Officers are assigned to assist in conducting periodic fire drills in 
order to stay familiar with currŁnt fire protection procedures. 

3 lDISPOSITION: Destroy when / yeał old. 

.,.t. · 

Safety Awareness š 






	

	

	

	

	

	

Hydrant, Extinguisher, 

Inspection Reports 

Request 

Inspection 

ITEM 
NO. 

31 

r/1.,,11;z.0
�s 18 

3 2  

33 

34 

35 

36 

,.,.,_1 i'q If 
� 

Ir'A'> · .f-

37 

DESCRIPTION OF RECORDS 
Fire and Hose Records 

Includes fire extinguisher replacement records, fire extinguisher inspec­
tions, hydrant pressure tests and maintenance, and quarterly hydrant 
inspections. 

part of the officer's routine patrol. Data includes location, time, and 

DISPOSITION: Qestroy when f yea. old1 fT'r 
Mħ· 

ŝ ���-c.c,.. "f ' Ã  
Fire Checklists 
Checklists placed in high risk buildings and checked once per shift as 

officer's initials. 

DISPOSITION: Destroy when 6 months old. 

Ambulance Run Record 
Form TVA 9129 is a record of ambulance runs to medical offices and to 
area hospitals. These runs are for TVA employees and the information 
is included in quarterly reports. AmbulanŃes are assigned to each 
project and are operated by Public Safety Service. 

DISPOSITION: Destroy when 1 year old. 

Ambulance 
Weekly checks on the operating condition of the ambulances by PSS 
officers. Malfunctions are reported to the maintenance shop located 
on site for correction. 

DISPOSITION: Destroy when 6 months old. 

for Loan of Personnel 
Form TVA 1023 is used to request temporary loan of an employee from 
another division or office. 

DISPOSITION: Destroy when 2 years old. 

Annual Fire Prevention Audit 
An audit of all plant facilities to determine compliance with fire codes 
and regulations. Audits are conducted by PSS Officers to determine if 
buildings at the plant conform to standard building fire codes. . .3 
DISPOSITION: Destroy when / years old ,,., Ŝ L:.c.n.ft..M..,..-.c,.e, ofr Â ·  1Å,c.;Æ. 

hicles and private vehicles entering the project, W1"1'1(04Şwş 
· giving name of driver an The original log is pc..r I+.. 1: 

forwarded to the project manager for Çfl-1/rÈ 

















DESCRIPTION OF RECORDS 

Investigations 

40 Activity Reports 

41 Safety Reports 

Reports 

Building Inspection Reports 

ITEM 
NO. 

38 

annual employee e to work without their identification 
and are issued a visitor's eir shift. Wf"Tlf.OltAwtJ 

� '"" ¼ 
en year o ¾r¿ÀfeÁ 

39 and Searches 
Includes documentation of investigations and searches of vehicles, lunch 
boxes, tools and gang boxes, packages, buildings, etc. This is done to 
examine in detail various incidents reported. They are conducted on a 
periodic basis as well as randomly to prevent theft and vandalism. The 
results are reported to the project manager who uses the report as a 
basis for taking action against employees. 

DISPOSITION: Destroy when 2 years old. 

A weekly summary of officer activities taken from form TVA 660. Copies 
are sent to the project manager who uses them to document significant 
activities to the Division of Construction, Power Security, PSS Area Chief, 
and the PSS Area Office in Knoxville. 

DISPOSITION: Destroy when 2 years old. 

Summaries of safety related action taken from safety meetings, employee 
safety suggestions, and action taken to help assure a safe working
environment. 

DISPOSITION: Destroy when l year old. 

42 Fire 
Form TVA 18002 is a narrative report on fires. They are compiled by 
PSS and report fires at the plant involving TVA or personal property.
A copy is sent to the plant superintendent, Area Offices, and the Knoxville 
PSS Office. 

DISPOSITION: Destroy when 2 years old. 

43 Fire Hazard 
Semi-annual reports on inspection of plant conducted by Public Safety
officers. Reports fire hazards and lists the PSS personnel making the½((,,t(PYr:r,._,s1R inspections. 

ltr .r 3 ĦA .
DISPOSITION: Destroy when / year/told VY� 

, ,-c:,, 
, 

ĥ. 



Coverage 

Computer Security System 

44 

ITEM 
NO. DESCRIPTION OF RECORDS 

PSS Post 
Form TVA 2908 providing a description of each work post, location, purpose, 
facilities protected, shift data such as hours per day and days per week 
that the post must be covered. 

DISPOSITION: Destroy when cancelled or superseded. 

The Nuclear Operations Section is responsible for providing controlled 
access to operating nuclear facilities and protection against sabotage, 
external and internal threats, and theft of special nuclear materials. 
It performs these functions in a manner which meets the requirements of 
the Nuclear Regulatory Commission. 

The following records created by the Nuclear Operations Units, with the 
exception of administrative-related records, are generally transferred 
from Public Safety Service to the Division of Nuclear Power. Records 
with a one year retention which are transfńrred to NUC PR are listed in 
Appendix B; records with a retention of 5 years or greater which are 
transferred to NUC PR are listed in Appendix C; if the records are not 
transferred to NUC PR, the following retentions will apply: 

45 Uniform Records 
Form TVA 3177 lists all uniform and equipment items issued and turned in 
by all Public Safety Officers. If an officer is transferred to another 
PSS unit, all items are transferred with the officer, indicated via 
shipping ticket. 

DISPOSITION: Destroy when employee terminates or transfers from PSS. 

46 ID Records 
The Computer ID Security System is a method by which volume access is 
controlled into vital areas of the nuclear plant. The system consistŅ 
of card keys ( similar to credit cards ) which, when inserted in a door 
slot, permits entry. Card keys are acquired for an individual through 
a request by the section supervisor and approved by Public Safety Service. 
The card keys are prepared by PSS by entering specific data about an 
individual into the computer. This data is taken from Employee Status 
Level Forms which are prepared on each employee. Once a door is opened
in a security area, a wire is tripped, causing the time and date of the 
action to be recorded by the computer. This data is checked against the 
log sign-in sheet to check for discrepancies. A monthly audit of the 
computer memory is conducted to ensure proper functioning of the program 
and to uncover any possible tampering with the computer data. The audit 
program meets surveillance instructions and quality assurance requirements. 



	

	

	

	

Security System 

Badges 

Safety 

when emplo1ee t:e1mi1,ates or t1a11sfe1s~~.,,tL.4d... 
.,4J .. , .. tc.. ,.,r-~-~ -7 » '1 -ct...:., 

ITEM 
NO. DESCRIPTION OF RECORDS 

Computer ID Records ( Continued ) 
DISPOSITION: 

A. Employee Status Level Forms - Destroy 1 year after transfer, termi­
nation or change of employee status. 

B. Card Keys - Destroy 1 year after termination of employment or transfer. 

C. Memory Audit - Destroy 1 year from date of audit. 

47 Nonconformance Items 
This file contains information on nonconformances as reported by Public 
Safety Officers concerning security requirements and regulations. All 
individuals requesting access into the plant are required to complete a 
form indfcating basic information such as name, address, reason for need 
of access, etc. In the case of employees of TVA, an investigation is 
made of their background by the FBI to determine if they pose any possible
security threat, based on any evidence uncovered by the investigation. 
Access may be denied to any individual or employee based on the background
checks. 

DISPOSITION: 
A. Employees - Destroy 1 year after termination or transfer. 
B. Non-employees - Destroy when l year old, provided NRC audit has 

been made. 

48 Picture 
Badges of all current plant employees. These are for identification 
purposes while on the plant site and contain a picture of the employee, 
name, social security number, and division. 

DISPOSITION: Destroy when employee terminates or transfers. 

49 Glasses Order Information 
Form TVA 2625A completed by personnel requ1r1ng eye-glasses who have 
prescriptions for safety glasses for ordering through Public Safety Service. 

DISPOSITION: If employee transfers to another organization, transfer 
with employee; otherwise, destroy 1 year after termination 
of employee from PSS. 

50 Car Decal Issuance 
A log of all parking decals issued to personnel for private vehicle 
identification. 

. . 
DISPOSITION: Destroy ~ 



	

	

	

	

	

Reports 

entering 

Equipment Logs 

containment ,0 • 
,W,~ 

~ |1 
55 

56 

fa" 

ITEM 
NO. DESCRIPTION OF RECORDS 

51 Access Authorization Forms 

Forms on employees whose security clearance has been approved, denied, or 
pending. When hired, a new employee is investigated for suitability for 
security clearance. The investigation is done by the Division of Personnel 
and is the initial step in the process to authorize unescorted access into 
the plant. Until such security clearance is authorized, an employee must 
be accompanied by another employee who has clearance. If security clear­
ance is denied, the employee is not provided a picture badge and the 
specific section of the plant takes appropriate action to terminate the 
employee or restricts his/her work outside the protected areas of the 
plant. 

DISPOSITION: Destroy l year after termination or transfer. 

5 2  Personal Accident 

Form TVA 255 recording personnel accidentsņ cause and results, and meas­
ures to be taken to prevent similar accidents in the future. 

DISPOSITION: Destroy when employee terminates or transfers. 

53 Authorization Record 

Authorizations to admit personnel into the plant. Includes vehicle gate
authorization, permission to enter a protected area, and a list of 
admittance records. 

DISPOSITION: Destroy when 1 year old. 

54 

Parking logs, access to 
area, vital area entrance logs, 

Uniform and 

5 x 7 index card and log on uniforms and equipment items issued to each 
PSS officer and supervisor, the date issued and date returned. 

DISPOSITION: If employee transfers to another PSS unit, transfer with 
employee; otherwise, destroy 1 year after termination of 
employee. 

Surveillance Instruction and Section Instruction Letters 

This file sets forth general security procedures and establishes 
specific functions for plant PSS Section. Instructions are written 
by Public Safety Service and approved by the NRC; they detail the pro­
cedures used to provide security for each area of the site. 

DISPOSITION: Destroy when superseded or cancelled. 



Accountability/Repair 

Security System 

59 High Security Key Inventory 

Security 

Supervisor 

ITEM 
NO. 

57 

58 

60 

61 

DESCRIPTION OF RECORDS 
Radio Records 
Repair records for portable radio equipment carried by Public Safety
Officers. 

DISPOSITION: Destroy when equipment is retired. 

Plant Check-list 
Each security section at a plant develops section instructional letters 
which instruct officers as to what areas of the plant should be checked 
during routine patrols. In performing these patrols problem areas related 
to security may be uncovered. In order to avoid being cited for a 
violation of NRC regulations, these problem areas, once identified, are 
documented by PSS officers as well as corrective action taken. Documentation 
is made on the check-list. 

DISPOSITION: Destroy when year old.e

Areas identified as high security areas have limited access by employees. 
An inventory is maintained to document all keys to high security areas 
which have been issued to authorized employees. 

DISPOSITION: Destroy 1 year after security system is exchanged. 

Violations 
Includes access door violations, alarm violations, intrusion alarm tape,
Wells Fargo tape, ER printer tape, Rusco tapes, and security door violations. 
These alarm tapes identify the location of the security violation, time of 
violation, and time of corrective action completed. More serious security
violations in which PSS officers respond with weapons ready are documented 
in a report written to the plant superintendent. Depending upon the 
seriousness of the incident, they may in turn be reported to the NRC. 
These records are plant documents and are turned over to the Document 
Control Unit quarterly. 

DISPOSITION: Destroy when 5 years old. 

Shift Checklist 
This checklist is an administrative control on any special post 
assignment to record special administrative control posts not covered 
under special post orders. 

DISPOSITION: Destroy when 1 year old. 



Property 

Daily 

65 

ITEM 
NO. DESCRIPTION OF RECORDS 

62 Work Plans 
Form TVA 1 0 489 authorizing personnel to enter specific restricted or 
unrestricted areas of the plant to work. Plans are reviewed by the 
Health Physics Unit. 

DISPOSITION: Destroy when 1 year old. 

63 Removal Forms 
Forms authorizing employees to take TVA property (such as tools) off site 
to another work location when necessary. They also authorize individuals 
to remove surplus property or personal items from the plant site. 

DISPOSITION: Destroy when l year old. 

64 Journals 
Journals maintained by shift supervisors to log the daily activities on 
each post and/or to document unusual circumstances. They are kept for 
supervisor reference only. 

DISPOSITION: Destroy when l year old. 

I n format i on rec e entering the plant and consisting ofŇ U.., 
name, authorization issued, and processing sheet. c7J z/{'/ri 








Security Tours, Inspections, 

Register--A 

Security 

Security Response--Acknowledgment 

Badge 
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Normally Unoccupied 

Designated 

___ K_e~y~s--Results 

Appendix B 

Gene ri c  re cord type re cords trans ferred by mo s t  Nuclear P lant Pub l i c  Sa fety 
Uni t s  to the Divis ion o f  Nuclear Powe r  in a c c o rdance with plant p rocedure s  . 

and Tes t s - - Re s ults  o f  routine security 
to urs a nd inspe ctions performed on phy s i ca l  ba rrie rs , intrus ion a l a rms , 
communi cations equipment , c losed- c i rcuit televis i on sys tem , and other 
securi ty equipment . 

Vis itor Admittance re gister o f  each vis itor's namet, home 
addre s s  , date , time in and time out o f  the p rotected a rea , emp loyment 
a ff i l i a t ion , citizenship , p urpose of vi s i t , name of the p e rson to be 
v i s i ted , and the name of the e s cort a s s i gned to the individua l ( s )  for 
a l l  persons no t granted une s c o rted a c c e s s  to the prote c ted a re a .  

I ntrus ion Detection Alarm Annunciati ons - -Do c umentation o f  a l l  intrus ­
ion detection a l a rm annunciat ions , in c l ud ing fa l s e  a l a rms and a l a rm 
che cks and tests;  i dentity o f  the type o f  a l a rm ,  location , date , ca use , 
and time of  each o c currenc e. Thi s a l s o  includes p rintout sheets for 
intrus ion detection equipment . 

Dri l l s -- Routine d ri l l s  in the fo rm o f  s imulations o r  emergency 
s i tuat ions and documenta t i on of the re sponses taken . 

of date and time required for re sponse 
by Pub l i c  Sa fety o f fi cers to each intrus ion detection a l a rm ( annunci­
a t ion) , intrus i on , o r  other s e c uri ty incident . 

Picture Is s uance- -The monthly inventory o f  p i cture i dent i fi cat ion 
badges . 

Protected and Vita l Area Acce s s - -All  re c o rd s  , s uch a s  p e rmi ts , random 
search logs , and ac cess l i s t s  whi ch re late to the a uthori zed une s corted 
a c c e s s  to the protected a rea and a c c e s s  to vital a reas of e quipment. 

Lo ca l La w Enforcement agreements wi th and p lant to urs 
for l o c a l  law enforcement a genc ies  a re on f i l e  and updated annua l ly. 

Vita l Are a s - -A re c o rd o f  a l l  p e rsons entering and 
exiting norma l ly unoccup i e d  vital a rea s .  The re cord indicates the 
individua l 's name , badge number,  time of entry ,  reason for entry ,  a nd 
time o f  exit. The ca rd- reader printed tape of the sys tem whi ch p rovides 
a c c e s s  control cons titutes this re cord . 

Vehicle Access  Li s t --Al l  re c o rd s  re l a t ing to tho s e  vehicles  
permitted inside the p rotected a rea wi thout e s co rt .  The se re cords 
include all checks , logs , requests  for,  and a c c e s s  l i s t s  ind i cating 
the type of vehi cle  , owners hip , and l i cense numb e r .  

Card of the qua rterly a udit  o f  card keys . 

(These records are scheduled for the Division of Nuclear Power by Authoriza­
tion NCl-142-83-19.) 



Security 

·, 

App end ix C 

Pub l ic S a f ety Records (with retentio n p eriods  equal to o r  grea t er tha n f ive 
yea r s ) - T r a ns f er to Nuc l ear Power. 

Reco rds 

Thes e reco rds document the res ults  of routine s ecurity tours a nd inspections 
a nd o f  tes t s  , i nspections , and ma intena nc e perfo rmed o n  phys i c a l  barriers , 
int rusion a l a rms,  communicatio ns equipment , and c l o s ed - c ircuit TVA systems.  
They document intrusio n  detect ion a l a rm a nnunciatio ns ;  l o gs o f  vital  area s ;  
r egis ters o f  vis i to r admittance; r ep o rt s  o f  s ecurity inspectio n  reviews , 
audits , a nd s ecurity dril l s ;  a c c es s  to l o c ks , key s  , a nd combinations ;  
i nves tigatio ns o f  sabotage incidents , viola tions , o r  cond it io ns which 
threa t en s ecurity of the plant; and a ny other event that a ffects the op era ­
tio ns o f  the s t ructures o r  s ecurity-r elated equipment . 

Thes e reco rds wil l be mic rofi lmed a s  pa rt o f  the Nuc l ea r  P l a nt Document 
Control  Sys t em whi ch 1s s chedul ed by Autho rization NC l - 142-83 - 2  . 








3 .  

9 .  

34 . 
35 . 
3 6 . 

38 . 
39.  

NONRECORD 

RECORDS COMMO N  TO MOST OFFI CES 

Item 1.  Wo rking Files  
2 .  Persona l Hi s to ry Reco rds 

Refe rence Ma terial  
4 .  Emp loyment App l ication Records 
5 .  Payroll  Records 
6.  Rep o rt o f  Vehicul a r  Acc ident, The ft,  or Fire  ( TVA 255 ) 
7. I n s t ruction Eva luation S heets 
8 .  Te lep hone Toll  Records 

Civil Papers 
10 . Reques t  for  Shipment o f  Materials  Und e r  Cont ract (TVA 4 139 ) 
11 . T rave l Vouche r (TVA 103 8 ,  TVA l 012E ) 
12. Instructor's Manuals  
13 . De fens ive Driving Exam Results 
14 . Qua rte rly Act ivity Repo rts 
15 . Uno fficial  C o rrespondence File 
16 . Reque s t  for Out s ide Training (TVA 155 04) 

' 
17. Office  Supp ly Requis itions (TVA 9 2 75 ) 
18 . Orders for  Uni fo rms 
19 . QA-NRC Se curity Audit and Li cens e I dent i f i ca ti on I tems of Non­

comp l i ance 
20 . DCR, ECN , NRC I tems 
2 1 .  C l a ims Aga inst TVA for  Damages (TVA 5 49 ) 
22 . Inc ident Reports 
23  . Rep o rt o f  M i s hap on TVA Lake (TVA 3 132) 
24 . S hipping Ti ckets (TVA 144) 
25 . Ma te ria l and Equipment Remova l Perm i t  
2 6  . Re lease and Acknowledgement o f  As sumpt i on o f  R i s k  
2 7 .  Officia l Vis itors Register  
2 8  . Dos imetry and TLD Re cords 
29 . Fire Protection Equipment I nvento ry 
30.  Mete r Readings (TVA 9 2 72) 
3 1 .  Tagged Equipment Invento ries  
32  . Towing Agreements 
3 3  . PSS Vehicle Inspection/ Service 

Equipment I nvento ry Re cord 
Compensation Files 
Leave Records (TVA 6995 ) 

3 7 .  Field Purcha s e  O rder and I nvo ice (TVA 4421) 
Rep roduction Order (TVA 51) 
Da i ly and Monthly Activity 

40 . General Vehi cle/Equipment Repair F i l e s  
4 1 .  The ft/Vanda l i sm Reports 
42 . Vehicle  O rde r and/or Use Report (TVA 232) 



Working 

Reading 

Housekeeping 

Working papers background 

Preliminary 

Transitory 

Requests publications. 

NONRECORD 

RECORDS COMMON TO MOST OFFICES 

ITEM 
NO. 

1. Fi l es 

Wo rking files conta in ma ter i a l  taken from c o r respondenc e  f i l es , whethe r  
o f f i c i a l  o r  unoffici al f i l e s  , o r  f rom reference ma teria l  . I t  may 
inc l ude any or all  of the f o l l ow i ng item s :  

1 .  files  . Cop ies o f  records  us ed s o l e ly a s  a r ea d i ng o r  refer­
enc e f i l e  for the conve nie nce of personnel . 

2.  materia l .  Temp o r a ry mat er i a l  that i s  use ful but no t 
e s s ential to record the p ro g ram a c t ivi ty o f  the o rganization hold­
ing it.  This  ma terial i nc lud e s :  i nfo rma l communi cations ca r rying 
no nrecord i nforma tion; bul l et i n  board not i c e s ;  reproduction o rder s ;  
cha nges o f  addre s s ;  stenographic no tebooks a nd s t e notype tape s ;  
routing s l ip s ;  b l a nk forms ; reproduction mate ria l s  s u c h  a s  s te ncils  , 

' hectograph ma sters , a nd o f fs e t  p l a te s ;  docume nt s  pe rta i ni ng to 
travel a rrangements , veh i c l e  a s s i gnme nt s  , a nd hot e l  reserva tions ;  
reques ts for s upp l i es ;  reques t s  f o r  pub l i cations ;  a nd c o rrespond­
ence log books . 

3 .  a nd ma terial  ( includ i ng pho tographs o r  
other non-p r int mate ria l )  c o l l e cted during the c reation o f  a repo rt 
or othe r record doc ument or duri ng the cours e o f  a p a rticular  task 
o r  activity . This does not i nc lude s upp o r t i ng documenta tion that , 
due to informa tional content o r  evident i a l  use , requires  retention 
beyound the is suance o f  the f i na l  document o r  comp letion o f  the 
ta s k  . 

4 .  a nd intermediate d rafts  o f  l etters , memo randa , reports , 
a nd other pape rs . 

5 .  files  conta i ni ng papers o f  s ho rt - te rm i nterest which 
have no documentary or evidential  value a nd no rma l ly need not be 
kept more than 90 days . Examp l e s  of trans i t o ry i nfo rmat i o n  are 
s hown b el ow : 

a .  for i nfo rma t i o n  or Routi ne reques t s  
for  information o r  pub l i ca t i o ns a nd cop i e s  o f  rep l i e s  whi ch 
require no a dmini s t rative a c t i o n ,  no p o l i cy de c i s ion,  a nd 
no spe cia l comp i l a t i o n  o r  resea rch f o r  rep ly , s uch a s  
requests for  pub l i ca t i o ns o r  o the r p ri nted ma teri al  . 



	

	

	

	

	

	

	
	

Working 

History 

2 .  

Record s  Common to Mo s t  Offices (continued )  

I TEM 
NO . 

1 .  F i l es (continued) 

b .  Letters o f  Tra nsmitta l that do  no t add any informa tion to tha t 
contai ned i n  the t ransmi tted ma teri a l  . 

c .  Qua s i - official  not i c es . Memo ra nda a nd other papers tha t do 
not s erve as the bas i s  o f  o f f i c i a l  a ctions , s uch as notices 
o f  ho l i days or cha r i ty and wel fa r e  fund appea l s ,  bond campa i gns , 
a nd s imilar  notices . 

D I SPOS I TI ON: 

A .  Rea d i ng f i l es - Dest roy when no l onger needed for r ef erence, not to 
exc eed 2 years  . 

B .  Hous ekeep ing materia l - D es troy when 3 months o l d  . 

C .  Wo rking papers and background ma ter i a l  - Des troy when 2 years  old . 

D .  P rel imina ry and intermediate d r a ft s  - D es troy upo n  i s s uance o f  final 
d r a ft . 

E. Tra ns itory files - Des t roy when no l o nger needed for a dmini s trative 
reference, not to exceed 3 month s  . 

2 .  Per s o na l  Records 

Thi s  f i l e  contains personnel r eco rds of a l l  Pub l i c  S a f ety S ervice 
emp l oyees . 

Per s o na l  Hi s to ry Records a r e  m i c ro f i lm cop i es o f  ea ch emp l oyees ' PHR. 
The r ecord copy o f  PHR's is  ma inta ined by the Divi s i o n  of Per s o nnel . 

D I SPOSI TION : 

A .  P ersona l  Hi story Record s  
1 .  Trans ferred emp loyees - Tra ns f er f i l es to the receiving o rgani ­

za tion.  

Termi nated emp l oyees Des t roy 1 yea r  a fter termina tion . 
(NC l - 1 42 -8 1 -25 ) 



	

	

	









	

	

	

Employment Application 

Payroll 

Records  Common to Mo s t  Offices ( co nt i nued )  

I TEM 
NO . 

3 .  Referenc e Ma terial  

Refer enc e ma terial  is ma i nt a i ned to p rovide a source o f  reference 
i nfo rmat ion readily ava i lab l e  to ea ch o f fi c e .  I t  may be in pa rt , 
computer output , microform , o r  other formatst. 

Referenc e ma terial may cons i s t  o f  a ny o r  a l l  o f  the fol lowing items : 

l .  Referenc e cop i es o f  TVA pub l i ca t i o ns including manua l s  , c i rcula rs  , 
pub l i c  relations ma ter ia l  , a nnua l r epo rts , a dmi ni s tra t ive rel ea s es ,  
local  i nternal a nd externa l  r egulations a nd d i r ect ives , a nd bul l et i ns 
a nd pamphlets . 

2 .  Pub l i cations o f  other government agenc i es , commer c i a l  f i rms , o r  p r i ­
va te i nstitut ions inc luding indu s t ry a nd governmental  standa rds , 
p rocedures , a nd guidel i nes ; vendor cata l og s , b r o chur es ,  p r i c e  l i s ts , 

s imilar  pub l i cations ;  map s ;  tel e'ta nd phone d i r ectories ;  s cho larly 
a nd historical pub l i ca t i o ns ;  a nd comp i l a t i o n  o f  r epo rts , trans a c t­
i o ns , et c .  

3 .  Lib ra ry ma terials  i nc lud i ng extra cop i es o f  books , pamphlet s  , 
JOUrna ls  o r  periodica l s  , a nd s imilar  ma teria l s  . 

D I SPOS ITION : 
A .  Reference Ma terials  - Des t roy when 1 yea r  o l d .  

B. Ci rcula ting Ma terials  - Do not f i l e; des t roy a fter c i rculat i o n .  

4.  Records 

I ncludes a pplications fo r emp loyment; i nterview r ec o rd;  a nd a n  autho r i ­
za t i o n  to relea s e  i nforma t i o n ,  wh ich a l l ows the D ivis ion o f  Perso nnel 
to p erform a n  inves t iga t i o n  o f  the app l i c a nt for  suitabil ity for 
empl oyment . The offi cia l r ecords a re f i l ed i n  the D ivi s i on o f  Perso nnel . 

D I SPOS ITION: Destroy when 1 yea r  old . 

5. Records 

Forms 223 are used for r ep o r t i ng the d i s t r ibut i o n  of s a l a r i es of a nnua l  
emp l oyees . The forms shows the name o f  the emp l oyee ,  emp loyee's ident­
i fy i ng numb er , work des c r ipt i o n ,  hours by day a nd for  the p eriod , a nd 
a c count number .  

The reco rd cop i es o f  payro l l  records a re ma i ntai ned by the Divis ion o f  
Fina nc e .  

D I SPOS ITION: Destroy when 2 FY old. 
(NC l - 142-80-5) 



Report Accident, Theft, 

Telephone 

Reco rds Common to Mo s t  Offices ( c o ntinued ) 

ITEM 
NO . 

6 .  o f  Vehicular  o r  Fire (TVA 255 ) 

Thi s file i s  for Pub l i c  Sa fety S ervi ce u s e  in the inves tiga tion o f  a l l  
vehicula r a c cident s invo lving TVA vehic l es .  Vehic l e  a c c id ent reports 
a r e  fil l ed out by the d river o f  the vehi c l e  o r  by the inves tigating 
Pub l ic Safety Of fic er . I nformation inc ludes names a nd addres s es o f  
persons i nvo lved , driver l i cens e ,  et c . 

Form TVA 2 5 5  is a l s o  us ed t o  r ep o rt a s t o l en TVA vehi c l e  o r  a ny TVA 
vehic l e  dama ged by fire o r  vanda l ism . 

The o r i g i nal o f  form TVA 255 i s  ma i nta i ned by the O f f i c e  o f  the Genera l 
Couns el , in ca s e  a lawsuit i s  f il ed o r  a c l a im i s  ma de a s  a results o f  
t he i nves tigatio n  made b y  Pub l ic S a f ety S ervice .  Copies o f  the form 
a r e  kept by the Pub l i c  S a f ety S ervice c ent r a l  o ff ic e  in Knoxvil l e  a nd 
by the f i eld unit where the r eport wa s ma d e .  

DI SPOS ITION: Des t roy when 2 yea r s  o l d  . 

7 .  I ns t ructor Eva luation Sheets 

Thi s form i s  used by PSO-Trainees at the Pub l ic Sa ftey S ervice Tra i n­
i ng Center to eva luate i ns t ructo r s  upo n  comp l et io n  o f  the block o f  
i ns t ructio n .  

D I SPOS ITION: Destroy when 2 yea r s  o l d  . 

8 .  Toll Records 

The TVA Tel ephone Switchboa rd Op era tors p r epa re an o rigi na l  form 15 38 
f o r  ea ch l ea s ed line ca l l  , a form 564 for  ea ch l o ng d is t a nc e  toll  ca l l  , 
a nd a form 6692 for ea ch Power C ir cuit out-going ca l l  ha nd l ed through 
TVA . (At a TVA p l a nt or cons t ruction s it e ,  a fter norma l working hours , 
thes e forms a r e  p r epa red by the emp loyee making the c a l l .  ) Thes e fo rms 
show the date a nd time ea ch ca l l  is ma d e ,  the cha rge p er c a l l , a nd the 
o rganization a c count cha rged for  t he ca l l .  

There is no forma l approva l nec es s a ry for  form 15 38 , TVA Lea s ed Line 
Ca l l s  and form 6692 , Tel epho ne C a l l  S l ip s - Power C ircuits . Fo rm 564 , 
Tel ephone Toll S l ips for Lo ng Dis ta nc e  C a l l s ,  a re summarized on form 
3327t, Tra nsmittal o f  Tel ephone Tol l Line S l ip s  f o r  app rova l ,  a nd s ent 
to ea ch o rga niza tion cha rged . The o rganiza t io ns ind icate app rova l of 
the cha rges by s i gning the upp er po rtio n  o f  the form a nd returni ng 
either the upper portion o r  the entire form to the Tel ep ho ne Swit ch­
boa rd Sup ervis o r  or the Proj ec t Supervis o r . The lower portion of form 
3327 o r  a copy o f  the ent ire form is reta ined by the o rga nizatio n  for 
adm i nis trat ive reference. After the cha rges have b een app roved , they 
a r e  summa rized on a distributio n  wo rk s heet which i s  s ent to the Office 
S ervic e Branch o f  P roperty a nd S ervic es . The d is t r ibutio n  worksheet is 
then trans f erred to a cost  d i s t ributio n  sheet , attached to the Tel ephone 
Company ' s invo i c e  a nd ,  s ent to the Divis io n o f  Fina nce fo r vouch ering .  



Telephone 

Papers 

Request Shipment 

1038 

- -

Records Common to Mo s t  Offices ( co n tinued )  

ITEM 
NO . 

8 .  To l l  Records ( continued ) 

The cos t d i s tribution sheet and the Tel ephone Company's invo ice becomes 
p a r t  o f  a voucher which is s cheduled und er a Finance RCA , 9 3 3  revis ed . 

Thes e reco rds a re merely working papers which a r e  us ed in the dis tr ibu­
t ion , app rova l ,  and summa ry of tel ephone cha rgest. S ince they have 
l imi ted reference va lue a f ter they have b een checked a nd app roved , s ix 
months is cons idered adequa te for  a ny nec es s a ry refer ence.  

D I S POSITION : Des troy when 6 months o l d . 

9 .  Civi l 

Pub l ic Sa fety offi c ers a c t  a s  d eputi es on b eha l f  o f  l o ca l law enforce­
ment agenc iest. They are  ther efo re bound to s erve wa r rants ,  subpoena s ,  
s ummons , and ga rnishments o n  p roj ec t emp loyees . Thi s  f il e  c ons is ts o f  
cop i es o f  thes e civi l paper s  a n d  a c t  a s  verifica tion tha t the papers 
wer e s erved . 

D I SPOS ITION : Des troy when 1 yea r  old.  

10 . for o f  M a ter i a l s  Und er Contra c t  (TVA 4139 ) 

A p r e- autho rized form p ermitting emp l oyees o r  vendors  to enter / ex i t  
the p roJ ec t to ship mater i a l s  s uch a s  ma chinery, too l s  , and m i s c el ­
la neous equipment o n  whi ch a contra c t  i s  outs tandi ng . 

D I SPOS ITION : Des troy when 1 yea r  old . 

11 . T ravel Voucher (TVA TVA 1012E ) 

Forms TVA 1038 App l i ca tion for  Travel Advance and TVA 1012E T ravel 
Voucher , a r e  us ed to comp i l e  information on individua l travel for PSS 
emp l oyees at the uni t .  The o r igina l is s en t  to T ravel Aud i t, Divis ion 
of the Comptroller. 

DI SPOS ITION : Des troy when 1 yea r  old . 

12t. Ins tructo r 's Manua ls  

Inc ludes manua l s  on s ecurity plans,  p rel imina ry r ep o r ts ,  and occupa tiona l 
hea l th and safety . 

DI SPOS ITION : Des troy when s up er s eded o r  cancel l edt. 



Driving 

Quarterly Activity Reports 

Correspondence 

Request Training 

Supply Requisitions 

•· ' p 

Reco rds Common to Mo s t  Offi ces (cont i nued) 

ITEM 
NO. 

13 . D efens ive E xam Results 

Exam results on a ny TVA emp l oyee who ha s taken t he Defens ive Driving 
Cours e .  I nc ludes name, s o c i a l  s ecur i ty numb er a nd t es t  results . The 
o ri gi na l  i s  fo rwa rded to the Divi s i o n  o f  Oc cupa t i o nal Hea l t h  a nd 
S a f ety Tra i ni ng Section.  

D I SPOS ITION : Des t roy when emp l oyee l eaves TVA . 

1 4 .  

Thes e reports conta i n  i nfo rma tion on va nd a l i sm , theft , wa rni ng a nd 
c i tation , a rres t  , f i r es , i nves tigat i o ns , vehi cu l a r  a c c ident s  , s a f ety 
i nspections , lake mi s haps , etc . t, for a pa rticular  a rea during ea c h  
mont h .  They a r e  p repa r ed b y  ea c h  i nd ivi dua l a r ea o f f i c e  and 
sent to the Kno xvi l l e  O f f i c e  for  s umma rization a nd s ta t i s t i c a l  
purp o s es .  They become p a rt o f  t he P S S  o ff i c i a l  correspondenc e f i l e .  

D I SPOSITION : Des t roy when 2 yea r s  o ld.  

15 . Uno f f i c i a l  F i l es 

Conta i ns cop i es of correspondence a nd m i s c el l a neous i nfo rma t i o n  u s ed i n  
d a i ly operation o f  the o f f i c e .  

DISPOS I TION : Des t roy when no l o nger need ed for admini s trative purp o s est. 

16 . for Outs ide (TVA 15504) 

A reques t f rom a n  emp loyee o r  emp loyee '  s supervi s o r  to reques t outs ide 
tra i ni ng for empl oyees whi ch i s  rel a t ed to the p erformanc e  o f  thei r 
dut i es .  The record copy goes to the Per s o nnel Microfilm Unit , Divi s ion 
o f  Personnel . 

D I SPOS I TION : Des t roy when emp loyees l eaves Pub l i c  Sa fety S ervi ce.  

1 7  . O f f i c e  (TVA 9 2 7 5 )  

Requi s i tions a re p laced i n  acco rda nce with norma l usage requirements 
of consumable supp l i es , such as paper , s tapl es , etc .  , a s  wel l as tho s e  
supp l i es o f  a perma nent na ture ,  s u c h  a s  t a p e  d ispensers , s tapl ers , et c .  
Thes e forms a r e  kept in ha nd after rec eipt o f  the r equis i t i o ned materials  
a s  a means o f  accountab i l ity a nd ongoing budget a na ly s i s  a t  the loca l 
l evel . 

The record copy o f  thes e forms i s  retai ned by the D ivi s io n  o f  P roperty 
a nd S ervi ces . 

D I SPOSITION : Dest roy when 2 yea r s  o l d .  
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1 8  . O rders for Uni forms 

I nc l udes form TVA 209 Rec eivi ng Reports , reques ts for  del ivery , 
invo i c es , a nd genera l corr espond enc e r ega rding t he o rder i ng o f  uni fo rms . 

D I SPOS ITION: Des t roy when 1 yea r  o l d  . 

19 . QA-NRC Audi t  and Li c ens e I d enti fication I t ems o f  

Thi s  f i l e  i nc ludes copies o f  spec i f i c  i t ems o f  no n- comp l i a nc e  as deter­
mi ned dur i ng QA & NRC (Of f i c e  o f  Qua l i ty Assuranc e  a nd Nuc l ea r  Regula­
tory Comm i s s ion) audit s / i nspections o f  t he p l a nt s it e .  The file a l s o  
i nc ludes s upp l ementa l documentation o n  t he spec i f i c  a ct i o n  ta ken by 
p l a nt ma nagement to corr ect i t ems o f  non- comp l i a nc e .  The o rigina l s  
a r e  f i l ed i n  the O f f i c e  o f  Qua l i ty Assura nc e .  

DI SPOS ITION: Des troy when 5 yea r s  o l d  . 

20 . 
Nuc l ea r  Commi s s ion (NRC)  I t ems 

N o t i c e  a nd 

Thes e reques ts and no tices a re i nitiated a nd documented by the Divi s i on 
of  Nuc l ea r  Power in the Office of  Power . DCR a nd ECN work cop i es a re 
r et a i ned by PSS all  NRC items a r e  retai ned by PSS . A l l  NRC items are 
t r a c ked until  they are comp l et ed . 

DI SPOS ITION: Des t roy when i t em is comp l eted . 

21 .  C l a ims TVA f o r  (TVA 549 ) 

T hes e forms are f i l l ed out by a nyone that feel s tha t  t hey have suffered 
damages due to TVA a ctivitiest. I ncludes c l a ima nt 's nam e ,  addres s t, cla im 
amount , a nd des c r iption o f  dama ge.  

The record copy o f  this  
Couns el . 

form i s  ma intai ned by t he Office o f  the Genera l 

D I SPOSITI ON: Des troy when 6 months o l d  . 

22 . I nc i d ent 

Thi s f i l e  contains fo rma l a nd i nforma l memo s  , rep o rt s  of f ights on the 
cons t ruction s i te, repo rts o n  the conf i s ca t i o n  o f  a l co ho l  a nd drugs , 
r ep o rts o f  traffic violations a nd related mater i a l  t ha t  i s  bei ng kept 
for i nfo rma tion only . 

D I SPOS ITION: Des troy when 6 mo nths old . 



Report Mishap 

Equipment 

Acknowledgement Assumption 

Register 

Dosimetry 

'' 

Records Commo n  to Mo s t  Offices ( cont i nued )  

I TEM 
NO . 

2 3 .  o f  on TVA Lake (TVA 3 13 2 )  

Thi s  f o rm i s  an i nves t iga tive record o f  mishaps o n  TVA la kest. I nc ludes 
the nam e ,  addres s , age,  s ex ,  a nd ma rital  s tatus o f  the p erson i nvo lved , 
a s  wel l  as the na ture a nd ex tent of i nj ur i es . Also  i nc luded i s  the 
name o f  the lake,  the locatio n  o n  the l a k e ,  a nd date of m i s hap. D i s ­
t r ibut i o n  i s  to OH&S ( reco rd copy) a nd no nrec o rd cop i es t o  PSS a nd OGC . 

DI SPOSITION: Des troy when 2 yea r s  o l d  . 

24 . Tickets (TVA 144 )  

Thi s  form i s  us ed p rimarily to ma i nta in cont ro l  a nd accountab i l i ty o f  
TVA owned equipment . 

D I SPOS I TI ON: Des troy when 2 yea r s  o l d  . 

25. Material  and Remova l Perm i t  

A form ini tiated by the wa rehous e sup erv i s o r ,  o r  s el ected cra ft o r  
p roj ec t ma nagement p erso nnel that p ermits a n  emp loyee to t a k e  m i s c el­
la neous mater i a l  o r  equipment o f f  the s i t e .  The rec o rd copy is  s ent 
to the wa rehouse superv i s o r  o r  p l a nt ma nager . 

D I SPOS ITION : Destroy when 1 yea r  o l d . 

26 . Rel ea s e  and o f  o f  R i s k  

T h e  form ac knowl edges TVA p ers o nnel reques t i ng t h e  use o f  the TVA p i s to l  
r a nge.  I t  a l s o relea s es TVA f rom l i abi l i ty for  i nj ur i es.  

D I SPOS ITION : Des t roy when 6 months o l d . 

2 7  . O f f i c i a l  Vi s i tors 

A r eg i s t er o f  a l l  vi s i to rs permitted entry t o  the s i t e .  I nc ludes name,  
o rg a nization,  badge numb er , per s o n  vi s i t i ng ,  a nd i n  a nd out times . The 
reg i s t er is s ent to the p l a nt manager dai ly. Dup l i ca t e  cop i es are 
f i l ed a nd ma i nta i ned by Pub l i c  S a f ety Serv i c e .  

D I SPOS ITION : Des troy when 1 yea r  o l d . 

2 8  . and TLD Records 

C o nta i ns do s imet ry approva l fo rm; r ecord of exp o sure received; a nd TLD 
i s sua nce.  

The record copy o f  th is info rmation i s  ma i nta i ned by the Radio logical 
Hea l th Sta f f  

D I SPOS ITION : Des t roy when 1 yea r  old . 
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29 . F i re Protection 

Thi s  i s  a invento ry l i s ting o f  a l l  f i re equipment a s s i gned to a parti­
cul a r  uni t ,  such a s  ho ses , extingui s he rs , etc . 

The record copy of  thi s  mate r i a l  i s  ma inta ined by the Divi sion  of  
P rope rty and S e rvices . 

D I SPOS ITION :  Destroy when equipment i s  returned . 

30  . Mete r (TVA 9272)  

Thi s  s e ries  conta ins a l i s t ing o f  the number  o f  cop i e s  made on conveni­
ence cop iers  and is used to ma inta i n  control o f  lease payments for  the 
equipment. The record copy i s  fo rwa rded to the D ivis ion of P roperty & 
S e rvi ce s  , Chattanooga . 

D I SPOS ITION : Des troy when 2 ye ars  o l d . 

3 1  . I nvento r i e s  

Thi s  form autho rizes TVA Trea s ury Branch t o  p a y  vendors fo r items p ro­
cured on the open ma rket whi ch a re not no rma l ly ava i l ab l e  through 
regu l a r  TVA s upply channel s .  Any items that i s  more ea s i ly obta ined 
on open ma rket b a s i s  whi c h  TVA doe s not have IQT cont ract  s uch as 
ammuni t ion may be o rde red on thi s form. 

D I SPOS I TION : Destroy when 2 yea r s  o l d . 

32 . 

An agreement between TVA and the d r iver of a p r ivate veh i c l e  releas ing 
TVA f rom any damage result ing from the towing of a p r ivate veh i c l e  by 
TVA . Thi s form is initiated by plant mana gement . 

D I SPOS ITION : Des troy when 6 months o l d . 

3 3  . PSS Veh icle  

Inc ludes a da i ly check (per  s h i ft ) on the opera ting cond i t ions o f  a 
TVA veh i cle by Pub l i c  Sa fety S e rvice  employees . Che c k l i s t  includes 
body condition , PA sys tem , spot l i ght , s i ren , etc . 

D I SPOS ITION : Dest roy when vehi c l e  i s  reti red . 
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34  . Record 

Cons i s t s  o f  shipp ing tickets on the trans fer  of any PSS equipment/ 
ma te r i a l  from one area to ano the r ,  and invento ry fo rms on a l l  tagged 
and non- tagged equipment and mat e r ia l  , inc luding o ff i ce equipment . 

DI SPOS ITION : Dest roy when equipment i s  reti red o r  ma terial  i s  dest royed . 

35 . F i l e s  

Contains a re cord o f  on- the-j ob i nj uries o f  Pub l i c  Sa fety S e rvice 
emp loyees . The se compensation reco rds a re dup l icate s  . The o rig ina ls  
a re f i led in the Compens at ion Unit , Divi s ion o f  Med i c a l  Services . 

DI SPOS ITION : Destroy when emp l oyee terminates o r  trans fers f rom 
Pub l i c  Sa fety Se rvice . 

36  . Leave Re cords (TVA 69 95)  

A c a lenda r yea r record o f  a l l  leave taken by each individua l emp l oyee 
in Pub l i c  Sa fety Service . 

DI SPOS ITION : De s t roy when 1 yea r  o l d . 

3 7  . Field Purcha se Order and I nvo ice (TVA 442 1 )  

Thi s  form autho rizes the D ivi s ion o f  Finance t o  pay vendors for items 
p ro cured on the open ma rket whi ch a r e  not no rma l ly ava i lable through 
no rma l TVA supply channe l s  , s uch a s  ammunition . 

DI SPOS ITION :  Destroy when 2 yea rs  old . 

38  . Orde r (TVA 5 1 )  

A f o rm reque s t ing reproduction o f  ma terial  e s sential f o r  conducting 
admi nistrat ive func ti ons . All o rd e r s  a re reproduced in Chattanooga . 

D I SPOS I TION : Dest roy when 1 yea r  o l d . 

39  . and 

Contains info rma tion on check- in , check- out , s a fety meetings , s e c t ion 
info rmation on up coming tra ining and refe rence ma teria l .  

DI SPOS ITION : Dest roy when 1 yea r  o l d . 
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40 . Gene ral F i l e s  

Conta in mate r i a l s  such a s  vehicle  inspection reports , r a d i o  repa i rs , 
s a fegua rds key locks , ma intenance o f  vehi c le s  . 

D I SPOS ITION : Destroy when 1 year o l d . 

4 1  . Theft/Vandal ism 

This s e ries inc ludes report s  tha t itemize the ft or vand a l ism which a re 
inve s t i gated by Pub l i c  Sa fety Service . 

Emp l oyees report theft o r  vanda l i sm to Puh l i c  S afety S e rvicet. An 
o f f i c e r  i s  a s s igned to int e rview the emp l oyee to  obtain ba s i c  informa ­
tion rega rd ing the theft o r  vanda l ism . 

The record copy of  the repo rt i s  forwa rded to the head o f  the divis ion 
who s e  emp loyee repo rted the theft or vanda lism . A s econd copy is s ent 
to the supervi s o r  of the o f f i ce whe re the theft o r  vanda l ism took p la ce . 

DI SPOS ITI ON : Destroy when 5 yea r s  o l d . 

42 . Vehicle  O rder and/ o r  Use (TVA 232)  

Thi s  i s  a monthly report o f  the number  o f  miles  each TVA vehicle was 
d r iven . The se records are kept fo r purp o s e s  of p revent ive ma intenance 
and p roper usage . 

The re cord copy of  this form i s  kept by the O f f i ce Service Branch , 
Divis i on of  Prope rty and S e rvice s  . 

D I SPOSITION :  Destroy when no longe r needed f o r  a dmin i s t rat ive purposest. 




