INACTIVE - ALL ITEMS SUPERSEDED OR OBSOLETE

Schedule Number: N1-305-88-001

All items in this schedule are inactive. Items are either obsolete or have been superseded by
newer NARA approved records schedules.

Description:

The SF-115 cover page for N1-305-07-001 states, "This schedule supersedes all
existing BPA schedules and cancels all pending BPA schedule jobs currently with the
National Archives and Records Administration. All the existing 1153 items in the BPA
retention manual are cross walked to the new large aggregation schedule and the
crosswalk is attached." Use the agency manual numbers in the N1-305-07-001
crosswalk to identify the new item superseding items in this schedule.

Date Reported: 11/01/2022 N1-305-88-001
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REQUEST FOR RECORDS DISPOSITION AUTHO'RITY
(See Instructions on reverse) ‘

LEAVE BLANK

AJ-305-§8~/

JOB NO.

TO: GENERAL SERVICES ADMINISTRATION -
NATIONAL ARCHIVES AND RECORDS SERV!CE WASHINGTON DC 20408

DATE RECEIVED 7/27/(%7

1. FROM (Agency or.establishment)

Department -of Energy

NOTIFICATION TO AGENCY

int accordance'wrth the provisions of .44 U.S.C. 3303a

2. MAJOR SUBDIVISION
Bonneville Power Admtntstratton

.the dnsposal request, including amendments, is approved
except for rtems that may be marked ° d;sposmon not
|} -approved” or:“‘withdrawn’ in column 10. If no records

3. MINOR SUBDIVISION: -,

are proposed for disposal, the signature of the Archivist is
not requnred

“r

-|5. TELEPHONE EXT

- 586~ 3288

4. NAME OF PERSON WITH WHOM TO CONFER

Ed Nugent /DOE:
~ Janice Schmidt /BPA

E UNITED.STATES

DATE

|7ty

ARCHIVIST OF

FTS 429 4072

6. CERTIFICATE OF AGENCY 'REPRESENTATIVE -

| hereby cert|fy that | am authorlzed to act for this agency in matters perta|n|ng to the d|sposal of the agency's records

that the records proposed for disposal.in this Request of
agency: or will not be needed after the retention perlods specnfled and

page(s) are.not now needed for the busimess of this

that ‘written concurrénce ‘from the’ General

Acc0unt|ng Offlce |f requlred under the prowsnons of Title. 8 of the GAO Manual for Guldance of Federal Agencies; is'

attached.

¢

A. GAO concurrence . |s attache or . is unnecessary

ey

Ner s “%727?“%2*

8. FAT C. SIGNAT IR OF ARENQCY 'E'PRESENTATIVE - > D.T‘lTLE
7 ' YK . - .=:(‘L .K'/ o R
A Departmenta] Records Officer "
= 1 R ’ .| 9.GRSOR | 10. ACTION
CITEM - -} .- 8..DESCRIPTION OF ITEM SUPERSEDED TAKEM
NO ) (With Inclusive Dates or Retention Periods) : JoB (NARS'USE
e - - - CITATION _ONLY)
A 2 St A5 IR h
..The - attached Bonnev1]1e Power Admtntstratton records e
.manua] con51st1ng of 10 parts, of wh1ch part 800 made »
up of the records schedu]es, is submttted for dtsp051t10n17
VI AR . ) SN ;
approva] g
- * “.Department of Energy concurs w1th BPA s recommendatton. -
SN S 'lf PRI ,Q S ‘zﬁ;»u. e e . N IR
o L e e . ; 1
' "';; ? i 3 et '7 ;
‘ f ?“,‘i' - 4 “"" P . .
RN :r: s v i ‘ i . ! .
Ak '
P . Ki
115-108 W M . STANDARD FORM 115 (REV. 8-83)

Prescribed by GSA
FPMR (41 CFR).101-11.4
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CHAPTER
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GUIDE AND RETENTION SCHEDULE

AFILE
T

BU-1

mo» o

04-15-88
DOE/NARA
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FILE CODE

RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION

RETENTION PERIOD

OFFICE OFFICE OF RECORD

OTHER COPIES

OF
RECORD

IN STORAGE

OFFICE

FRC

IN
OFFICE

¥

BU-11

BU-11-15

BUDGET -
Material relating to the development, presentation, and
approval of BPA's yearly budget; analyses of funding and
esource issues; administration and oversight of funding
tions and use of fiscal and human resources. Data
orded on various media including paper, film,

Disposition: 1In accorda
material described by the fo

BPA Budget Formulation
Material relating to the development of BPA'
budget year, and outyear budgets. See also BU-1
Year Resources. : i

AUTHORIZATION: GRS 5/3

BPA Budget and RPAs

(a) The BPA Budget Instructions and the Internal Budget
reports that back up the BPA Budget. Approximately 15

linear inches retained in chronological order by fiscal
year with an annual accumulation of 1 linear inch.
to NARA in annual segments when 25 years old.

Offer

See—bDiepegition

DRB 2yrs

DRB "10yrs ‘

L W 1
nriys

2yrs

A+lyr

T~

W
A - ACTHVE
P - PEAMANENT

K
E
Y

» - FIRST LETTER IN AREA OFFICE ROUTING (L. T, U, W)
Z - ORIGINATING OFFICE

S - SUPERSEDED/OBSOLETE

Ser Sectohc HEEE for caploaremon ol KE 7 teone,

US DFPAHIMENT (F ENERGY  BONNE VILLE PUWE R ADMINISTRADION

BPA 1845 NOV 1987



... CHAPTER P
‘ i a BU-2
= BPA 810 1 BUDGET . |8
RECORDS ! o
BB MANUAI, G % 04-15-8
‘ ¢ DOE/NAR
e . ) o . e _ B
AFILE GUIDE AND RETENTION SCHEDULE
T - - e e _
OFFICE RETENTION PERIOD o
y OFFICE OF RECORD OTHER COPIES
FILE CODE RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION OF ~ STORAGE ™
A RECORD OFFICE BPA FRC OFFICE
~<w—4+—}5——éb+—ﬂeeeﬂel—ee4aé+ng—59—un—mpmb§mﬁnm,— DRE Al Syrs AdlyE
t.) presentation, and approval of BPA's Budget, Budget Review
. Meetings, and documentations of budget decisions.
ORIZATION: GRS 5/4
(c) for Program/Project Authorization (RPAs) are DRB A+lyr Syrs A+lyr
documents that unicate proposed programs/projects or ‘
significant changes reviously approved programs/projects
for management approval.
AUTHORIZATION: GRS 5/4
BU'-11-16 PTE and MURS Systems Reports DRB A+lyr Syrs A+lyr
Material relating to BPA's full time equivalent (PT s
staffing and the DOE's Manpower Utilization and Reporting
System (MURS) Comprehensive Report. See also MN-12, \
Position Management.
q AUTHORIZATION: GRS 5/2(b) \
BU-11-17 DOE Budget ' \\
(a) The DOE Budget Instructions, DOE Budget document, DRB 10 yrs 15yrs P r
passback, and appeals documents. Approximately 4 linear :
inches retainedinchionological-order—by-fiscal year—with =
K A - ACTIVE ’ x - FIRST LETTER IN AREA OFFICE ROUTING (L. T.U. W)
P - PERMANENT 2 - ORIGINATING OFFICE US DEPRIIME NI Of ENEIGY  BOMIE VR LE POWEH ADUINSTHATION BPA 1845 NOV 1987
Y S - SUPERSEDED/OBSOLETE Sare Secton BOO B for explinaotion of KEY Qe

>




CHAPTER P
P BU-3
BPA .810 1 BUDGET _ _ €
RECORDS : - —
MANUAL € : 2 04-15-88
¢ DOE/NARA
5 — e et e+ e e b
a FILE GUIDE AND RETENTION SCHEDULE
r ______ . et 4 P
— RETENTION PERIOD - Aj ____
OFFICE ' OFFICE OF RECORD OTHER COPIES
FILE CODE RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION OF ™ STORAGE . ™
RECORD OFFICE BPA FRC OFFICE
- an—annual—aecumilation—ef—l-linear—inohv—Offer—to-NARAin
annual segments when 25 years old.
~_AUTHORIZATION: BPA Records Schedule & Files Handbook BU-1
) (b) rial relating to the preparation and presentation DRB A+lyr Syrs A+lyr
of BPA's b t for formal documentation to the DOE, the :
DOE hearings, a he DOE passback and appeals.
AUTHORIZATION: GRS 5/4
iBU-11-18, OMB_Budget
(a) The OMB Budget Instructions, OMB Budget ument, DRB 10yrs 15yrs.. | P A+lyr
passback, and appeals document. Approximately 5 ar
inches retained in chronological order by fiscal year
. with an annual accumulation of 1 linear inch. Offer to
NARA in annual segments when 25 years old. \\\\\\
AUTHORIZATION: BPA Records Schedule & Files Handbook BU-1 \
(b) Material relating to the preparation and presentation DRB 1yr Syr A+lyr
of BPA's budget for formal documentation to the OMB, the : \\\\\\\*
OMB Document Flat Book, the OMB hearings, and the OMB
passback and appeals.
AUTHORIZATION+—GRE—5/4
K A - AC:NE x - FIRST LETTER IN AREA OFFICE AQUTING Lruw '
E P - PERMANENT 2 - OHIGINATING OF FICE . US DEPAIIMENT (8 ENEIGY  BONNE VELE POWE 1 ADMINISTHATION B8PA 1845 NOV 1987
Y S - SUPERSEDL D/OBSOLETE S See o BOO B Sen vaplasatiany of KE ¥ leree,




CHAPTER b
. . A BU“
BPA 810 1 BUDGET g
RECORDS T =
B MANUAL E % 04-15-88
! DOE/NARA
. N S, S —— ) I
AFILE GUIDE AND RETENTION SCHEDULE
‘ . - JR— —— o ——— ——— —_—— e i apm e v - e e e
| OFFICE RETENTIONPERIOD
: OFFICE OF RECORD OTHER COPIES
FILE CODE RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION OF N STORAGE "‘ N
RECORD OFFICE BPA FRC OFFICE
-q\-au—ﬁ-ﬂ————-eongmei-ena-l—sudge%
. | \\ (a) The Congressional Budget Instructions, Congressional 'DRB 10yrs 15yrs 'P A+lyr
udget documents, and Appropriation Subcommittee reports. '
Ap imately 6 linear inches retained in chronological
order b gscal year with an annual accumulation of 1 linear
inch., Offer ARA in annual segments when 25 years old.
AUTHORIZATION: EPA Reco Schedule & Files Handbook BU-1
(b) Material relating to the prepa on and presentation DRB Atlyr 5yrs A+lyr
of BPA's budget for formal documentation the Congress,
the Congressional. Document Flat Book, the Cong
hearings, and Congressional report language.
«
AUTHORIZATION: GRS 5/4 \
BU-13 Operating Year Resources DRB 2yr , 2yrs
Material relating to the administration and oversight of
. BPA's operating year budget through the allotment of funds \
. and the monitoring and analysis of the use of fiscal and \
human resources. \
AUPHORIZATION+—GRS—5/3

K| a-actve

E| P PeAmanen

y| - SuPERSEDED/OBSOIETE
- -

x - FIRST LETYERA IN AREA OFFICE ROUTING wruw
Z - ORIGINATING OFFICE

Ser: Heeton HOO B for ceplinnation of KE Y leoans,

US UEPARIMLNT OF &N HIGY

BONNE VILLE POWEH ADMINISTRATION

BPA 1845 NOV 1987




Material relating to allocations issued to Assistant
Administrators for their Offices, authorizing them to
incur obligations for their programs.

AUTHORIZATION4—GRE—5L5-{a)—

CHAPTER -
P BU-5
< BPA 810 1 BUDGET g
k7 RECORDS : —
B MANUAL € ° 04-15-88
‘ t DOE/NARA
- : . - _ — SR R
AFPILE GUIDE AND RETENTION SCHEDULE
S b ¢ . : _ e e
T RETENTION PERIOD -
: : OFFICE \
OFFICE OF RECORD OTHER COPIES
FILE CODE RECORDS SERIES TITLE. DESCRIPTION, AND DISPOSITION OF N IN
RECORD) OFFICE FRC OFFICE
——OMB—-Appot-tionment—- B! —BYES A+dyr—
Material relating to the distribution made by the OMB of
amounts available for obligation in the BPA Fund account
nto amounts available for specified periods, activities,
pr ts or combinations thereof. The amounts so
appor tio are limits for the stated period.
AUTHORIZATION: GR
BU-13-12 DOE Allotment , pRB | Syrs A+lyr
Material relating to the "advice o otment® from DOE.
An "advice of allotment® is a Departmenta ansaction
which transfers the OMB apportionment to BPA in e form
of an obligational authority. BPA then allocates am
its programs and other activities.
P AUTHORIZATION: GRS 5/5(a) \\
BU-1§-13 BPA Allocations DRB Syrs A+lyr

E
Y

K

L 4
A - ACTIVE

P - PERMANENT

x - FIRST LETTER IN AREA OFFICE ROUTING (L. T. U, w)
Z - ORIGINATING OFHICE

S - SUPERSEDED/OBSOLETE

S B o HOOH Bor szoplanaatin of KEY terene,

Ut DEPAHEME NI (8 £ NHI—GY

BONNEVILLL PUWE 1 AUMINISTHATIOUN

BPA 1845 NOV 198/
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RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION

RETENTION PERIOD

BU~6

mo>»T

04-15-88
DOE/NARA

L MeE>»0

OFFICE

OF
RECORD

OFFICE OF RECORD

| otHER COPIES

STORAGE

OFFICE

BPA

BU-13-15

BU-~13-16

——4£§§&at4ng—¥eas—9}ans

BRB—

Material relating to the preparation, presentation, and

management of decisions and agreements about the Offices’
ource~related Annual Plans and the Start-of-Year (SOY)
Plans?
cords Schedule & Piles Handbook BU-5

AUTHORIZATION: BP

Outlays
Material relating to BPA's outlays, re

outlays. For budget purposes, outlays inclu
and non-cash (such as net billing) transactions.

ts and net
oth cash

AUTHORIZATION: GRS 5/3

Reception and Representation Pund
Material relating to expenses authorized under this fund
expressly for and by BPA's Administrator.

DRB

DRB

IN
OFFICE

—2yre

2yrs

‘\\\\\\\

.Y
zZyrs

2yrs

2yrs

BU-14

WRI)
7% . =7 a4

Program Resource Requirements

Material relating to the fiscal and human resource
requirements and related issues for accomplishing and
maintaining BPA's programs.

AUTHORIZATION: Recommendation of Management

K

A - ACTIVE
P . PERMANENT

= - FIRST LETTER IN AREA OFFICE ROUTING (L, T.U. W)
Z - ORIGINATING OFFICE

S - SUPERSEDED/OBSOLETE

*

Saees Secetions HOD Y b exgdimiahion of KEY Wens

DRB

A+2yrs

PENDING

A+lyr

US DEPAHIMENT OF € NERGY

BUNNE VR LE POWEH ADMINISTRATION

BPA 1845 NOV 1987
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AFILE GUIDE AND RETENTION SCHEDULE
T

BU-14-13

BU~7

S mo»v

04-15-68
DOE/NARA

| m=>»0

RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION

OFFICE

OF
RECORD

RETENTION PERIOD

~ OFFICE OF RECORD

OTHER COPIES

IN
OFFICE .

STORAGE

BPA FRC

Capital Equipment Resource Requirements

Material relating to resource requirements for and related
issues on purchase of capitalized equipment that supports
all BPA programs. Includes automated data processing (ADP)
general purpose equipment costing $1,000 and greater;

"office furniture and equipment; and all BPA-developed ADP

application software of $100,000 and greater capitalizable
nature.

AUTHORIZATION: Recommendation of Management

Energy Conservation Resource Reguirements

Material relating to resource requirements for and related
issues on BPA's Energy Conservation Program. Includes home
energy efficiency, commercial energy efficiency, street
lighting, utility distribution system loss reduction,
industrial technological transfers, passive solar energy
applications and conservation measures for new home and
commercial building construction.

AUTHORIZATION: Recommendation of Management

Fish and Wildlife Resource Requirements

Material relating to resource requirements for and related
issues on protection, mitigation, and enhancement of fish
and wildlife affected by hydroelectric facilities on the

K

|E
v

<>

A - ACTIVE
P PERMANENT

x FIRST LETTER IN AREA QFFICE ROUTING (1. T, U. W)
Z - ORIGINATING Of FICE

T 5 SUPERSEDEN/ORSOLETE

o by ROV B ccaidaralions oF B 1Y beene,

DRB

DRB

DRB

US DEPARIMENT OF § 8 IGY

At2yrs

At+2yrs

A+2yrs

PENDING

PENDING

HONNEVIELE POWE 1L ADMINISTHATION
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OFFICE

A+lyr

A+lyr

A+lyr
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_ N ‘ CHAPTER P
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RECORDS A7 o
MANUAL E » 04-15-88
{ DOE/NARA
5 _ e . I
QFILB GUIDE AND RETENTION SCHEDULE
OFFICE RETENTION PERIOD o
OFFICE OF RECORD OTHER COPIES
FILE CODE RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION OF e STORAGE N
RECORD OFFICE 8PA FRC OFFICE
BU-14-13 Columbia River and its tributaries, in accordance with the
cont.) . Pacific Northwest Power Act.
. AUTHORIZATION: Recommendation of Management [NDINR
BU-14-14 General and Administrative Resource Requirements DRB At2yrs Atlyr

Material relating to resource requirements for and
related issues on BPA's executive management, financial

control, regulatory compliance, accounting, and
administrative services. ' l;
AUTHORIZATION: Recommendation of Management PENDIN
-|BU-14-15 Associated Agencies' Resource Requirements DRB A+2yrs A+lyr
Material relating to resource requirements for and related ' _ g!
issues on BPA's payments to the U.S. Treasury on
borrowings to finance BPA's construction, energy
congervation, and fish and wildlife programs. Also,
material relating to repayment of the operation and
maintenance (0&M) costs of thirty U.S. Army Corps of ‘
Engineers and U.S. Bureau of Reclamation power generating
projects; O&M of Lower Snake River Compensation Plan
Hatcheries; interest and amortization on the U.S. Bureau
of Reclamation and U.S. Army Corps of Engineers capital

investments in power generating facilities; and
coordination agreement payments to the Federal Energy

K| a-actve x - FIRST LETTER IN AREA OFFICE ROUTING (L. 1. U. W)
E P - PERMANENT Z - OHIGINATING OFFICE . US DEPAIIMENT (F ENEHGY  BONNEVILLE POWEH ADMINSTRATION BPA 1845 NOV 1987
Y

S - SUPERS| 4 .
u EDED/OBSOLETE Seee Seee ion HOG B Jor explmiaton of KEY teones,
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FILE CODE

RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION

OFFICE

OF
RECORD

RETENTION PERIOD

OFFICE OF RECORD

IN
OFFICE

STORAGE

8PA

FRC

(OTHER COPIES
N '
OFFICE

Ii 2 4-15
(%Snt.)

BU-14-16 .

BU-14-17

BU-14-18

Regulatory Commisqion (FERC). See also FI-21-12(c), .

‘Treasury Borrowing/Investing.

AUTHORIZATION: Recommendation of Management

Planning Council Resource Requirements
Material relating to resource requirements for and related
issues on activities of the Pacific Northwest Blectric

Power and Conservation Planning Council required by the
Pacific Northwest Power Act.

AUTHORIZATION: Recommendation of Management

Power Marketing Resource Requirements

Material relating to resource requirements for and related
issues on forecasting regional demand; negotiating power
sales and wheeling, billing, and servicing these contracts;
reviewing and establishing wholesale power and wheeling

rates; and encouraging public participation in the
formation of BPA policies and programs.

AUTHORIZATION: Recommendation of Management

Power Scheduling Resource Requirements
Material relating to resource requirements for and related
issues on scheduling of power.

Recommendation of Management

AUTHORIZATION:

-
A - ACTIVE
P - PERMANENT

K

E
Y

x - FIRST LETTER IN AHEA OFFICE ROUTING (L. T, U. W)
Z - ORIGINATING OFFICE

S - SUPEHSEDLD/OBSOLETE |

e B oo HOODH tor coplanations ol FEY beane,

DRB

DRB

DRB

A+2yrs

A+2yrs

A+2yrs

PENDING.

RENDING

PENDING

ENDING

A+lyr

A+lyr

A+lyr

S IR PANIMENT (8 EREHGY

BONNEVILLE FUMWE I ADMIMISTHATION
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L CHAPTER .
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RECORDS T Coee
MANUAL E % 04-15-88
: ¢ DOE/NARA
. , s e . e — AT
APILE GUIDE AND RETENTION SCHEDULE
t D POV — -
OFFICE RETENTION PERIOD e
OFFICE OF RECORD OTHER COPIES
FILE CODE RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION OF ) STORAGE N
[RECORD) OFFICE BPA FRC OFFICE
BU-14-19 Reimbursable Resource Requirements DRB At+2yrs A+lyr
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. [N"INB
U
AUTHORIZATION: Recommendation of Management P
BU-14-20 Residential Exchange Resource Requirements DRB At2yrs At+lyr
' Material relating to resource requirements for and related
issues on extending the benefits of low-cost Federal power
to the residential and small farm customers of investor-
owned and publicly-owned utilities, in accordance with the
Pacific Northwest Power Act.
AUTHORIZATION: Recommendation of Management FEND'“R
.J~l‘4-21 Acquisition Resource Requirements DRB At+2yrs. A+lyr
Material relating to resource requirements for and related
issues on the orderly planning, acquisition, and oversight
of resources, including resources purchased prior passage of
the Pacific Northwest Power Act.
AUTHORIZATION: Recommendation of Management EN“I B

Kl a-active

Y ,

E P - PERMANENT
5 - SUPERSEDED/OBSOLETE

1 - FIAST LETTER tN AREA OFFICE ROUTING (L, T, U, w)
Z - QRIGINATING OFFICE

B Seos ooy HINGE bt crpaliarsiabnns of KEY tossie

LS G FRREEMENE LF EBF 3Gy BUNMEVHLE PUWEN AUMIRRSE HATIUN

.
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RETENTION PERIOD .
OFFICE ~___ OFFICE OF RECORD OTHER COPIES
FILE CODE RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION OF ™ STORAGE N
RECORD}
OFFICE BPA FRC OFFICE
8‘4—22 Support Services Resource Requirements DRB A+2yrs A+lyr
Material relating to resource requirements for and related
issues on BPA's goods and services. 1Includes aircraft R
services; procurement services; vehicle maintenance; U K3
laboratory services; tool and equipment purchase, use,
and repair; general shop services; GSA rents; and expense
activities related to central automatic data processing
(ADP) services and operations. ‘ PEN“' l;
- . AUTHORIZATION: Recommendation of Management ‘
BU-14-23 . System Maintenance Resource Requirements - | DRB A+2yrs ‘ A+lyr
Material relating to resource requirements for and related
issues on maintaining the facilities and equipment of BPA's
transmission system.

,
. AUTHORIZATION: Recommendation of Management : . [N“lNB

BU-14-24 System Operations Resource Requirements DRB A+2yrs A+lyr

Material relating to resource requirements for and related
issues on operating the transmission lines and substations
of BPA's transmission system.

AUTHORIZATION: Recommendation of Management ' PE DlN

L 3
K A - ACTIVE X x - FIRST LETTER IN AREA OFFICE ROUTING Lrtuw . -
E P - PEAMANENT Z - ORIGINATING OFFICE TS DEPAHIME NS OF LAt HGY  GONNE VILLE POWE R AIMINISHBATON BPA 1845 NOV 1987

S SUPERSLDED/OBSOLETE
Y Sare Soee s KOO o caploanaiion of kEY Benme,
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‘ CE OFFICE OF RECORD OTHER COPIES

OFI e

STORAGE

RECORD
OFFICE

B8PA

FRC

BU-14-25

System Planning and Construction Resource Requirements

Material relating to resource requirements for and related

issues on the continuation of construction work on
transmission lines, substations and related facilities
initiated in prior years; initiation of construction of
system additions; and planning, research, and development
for a reliable, efficient, and cost-effective regional
transmission system.

AUTHORIZATION: Recommendation of Management

K| A-acnive
E| P reAmanent

-

Y S - SUPERSEDED /QOBSOLETE

» - FIASY LEYTER IN AREA OFFICE ROUNING (L. T, U. W)
Z . OHIGINATING OFFIGE

S0 Beokon HGH fos caplaaton of KEY e

DRB A+2yrs

US INPRHIMENY (8 I NEFGY  BORSE VILLE PUWLH AR THAION |

BU-12

mo» T

04-15-8¢
DOE/NAR?

P mei»Q

N
OFFICE

A+lyr
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T

FILE CODE
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04-15-88
DOE/NARA

M=>»0

RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION -

OFFICE

OF
RECORD

RETENTION PERIOD

OFFICE OF RECORD

N
OFFICE

STORAGE

BPA FRC

—_] otHER coPIES

N
OFFICE

CN-11

CONSERVATION

Material relating to the development, implementation, and
management of energy conservation programs and activities.
Data may be recorded on various media including paper, film,

- tape, disk, or diskette, unless otherwise)specified in the

narrative disposition.

Disposition: 1In accordance with instructions for specific
material described by the following related subjects.

conservation Marketing

Material relating to marketing studies, research, and
firms' qualifications. See also FI-11-12, Conservation
Accounting, and SU-12, Routine Procurement Files.

AUTHORIZATION:

Recommendation of Management

Conservation Programs

Programs that offer financial incentives to utilities and
consumers for measures that make the generatjon, transmission,
and end-use of electricity more efficient; or that displace

electricity consumption with renewable resources. Case file
alphabetically by name of program. See also FI-11-12,

Conservation Accounting, and SU-12, Routine Procurement Files.

AUTHORIZATION: Recommendation of Management

\ 4
A - ACTIVE
P - PERMANENT

K
E
Y

x FIRST LETTER IN AREA OFFICE ROUTING (L. T. U, w)
Z - ORIGINATING OFFICE

S - SUPERSEDED/OBSOLETF

S e hopy WHES dan cepiloatr of FE b,

xCB
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) f{f;fpten P CN-2
810 T CONSERVATION g
RECORDS pvs T | ~
B MANUAL E 2 04-15-88
¢ DOE/NARA
- N —— [ o e e , SR
AFILE GUIDE AND RETENTION SCHEDULE
T - -
T o o RETENTION PERIOD o
OFFICE
OFFICE OF RECORD OTHER COPIES
FILE CODE RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION oF |} w STORAGE : o
RECORD OFFICE BPA FRC OFFICE
CN-13 Agricultural Sector R A+lyr 2yrs A+lyr
. ‘Activities, evaluations, and strategies general to all or xCB :
several conservation issues or programs in the agricultural ; ’
areaj lncludes lost opportunities. P[an R
AUTHORIZATION: Recommendation of Management A
CN-14 Commercial Sector R Atlyr 2yrs A+lyr
Activities, evaluations, and strategies general to all or xCB
several conservation issues or programs in the commercial . :
area; includes lost opportunities. PEN"'NR
AUTHORIZATION: Recommendation of Management
CN-15 Industrial Sector R A+lyr 2yrs A+lyr
' Activities, evaluations, and strategies general to all or xCB
several conservation issues or programs in the industrial :
area; includes lost opportunities. » ”END'NG
I AUTHORIZATION: Recommendation of Management '
CN-16 Residential Sector : R Atlyr 2yrs Atlyr
Activities, evaluations, and strategies general to all or xCB
several conservation issues or programs in the residential
area; includes lost opportunities. ’
AUTHORIZATION: Recommendation of Management P[ND'NB

Kl a-actve
P - PERMANENY

Y

-

x - FIRSY LEYVER N AREA OFFICE ROUTING {L. T, U. W)
2 - ORIGINATING OFFICE

5 - SUPERSEDED/OBSOLETE
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CHAPTER T
; . . P CN-
BPA 810 1 CONSERVATION G
RECORDS . ; i ,
M MANUAL £ 2 04-15-88
{ DOE/NARA
— , — S ST Y P
AFILE GUIDE AND RETENTION SCHEDULE
' [ VU
) RETENTION PERIOD
' OFFICE OFFICE OF RECORD OTHER COPIES
FILE CODE RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION OF ,N STORAGE e
RECORD _—
OFFICE BPA FRC OFFICE
C.7 Utility Sector R A+lyr 2yrs A+lyr
Activities, evaluation, and strategies general to all or xCB

several issues or programs relating to conservation in
electrical utility distribution systems; includes lost
opportunities.

AUTHORIZATION: Recommendation of Management

- 3

K| A-acwve

E P PERMANENT

Y S - SUPERSEDIE D/OBSOLE TE

x - FIRST LETTER IN AREA OFFICE ROUTING (L. T, U, W)
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ED-1

CHAPTER

N BRa 810
RECORDS
MANUAL

. mO>»T

ENGINEERING, DESIGN, AND CONSTRUCTION
04-15-88
DOE/NARA

M oy

P me-»Q

FILE GUIDE AND RETENTION SCHEDULE

~D>
I

OFFICE RETENTION PERIOD R
o OFFICE OF RECORD -] OTHER COPIES
STORAGE IN
RECORD ™
OFFICE BPA FRC OFFICE

. : ENGINEERING, DESIGN, AND CONSTRUCTION , See Dispogition At+lyr
Material relating to the planning, design, and construction ,

of the power transmission system. Data may be recorded on L oL
various media including paper, film, tape, disk, or diskette, !
unless otherwise specified in the narrative disposition.

FILE CODE ARECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION

Disposition: 1In accordance with instructions for specific
material described by the following related subjects. ‘

—~tED=11 Engineering Standards and Practices E S. =

Material relating to authorized engineering standards and
ces used in the design and construction of
transmiss :

dule & Files Handbook BD-_13

AUTHORIZATION: BPA Recor

EO S : S

‘-11-—11 : Insulation Coordination
Material relating to the practice of correlating the

insulating strength of engineering equipment with

expected overvoltages and with the characteristics of \
protective devices. _ \'\

>
A - ACTIVE x - FIRST LETTER IN ARE A OF FICE ROUTING (LT, uw

P PEAMANENT Z - OHIGINATING OFFIGE ’ U DEPANE NT (0 ENEIRGY
S SUPEHSEDED/ORSOLETE

BPA 1845 NOV 1987
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- CHAPTER p ED-2
BPA 810 ; ENGINEERING, DESIGN, AND CONSTRUCTION é
RECORDS | o r - |
A MANUAL C g 04-15-88
E DOE/NARA
:FILEEI._)IDB i\ﬁ) RBTBETION gEliBDULE ST o ) o
T o - " RETENTIONPERIOD
. . OFFICE
OFFICE OF RECORD OTHER COPIES |
FILE CODE RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION OF N STORAGE N
RECORD OFFICE 8PA .FRC OFFICE
*iﬂ:if:tf;;;———4ﬂduee4ve—Geefd4aat*on—and—inteffefenee BO 5 — _ 4 s
‘\\J Material relating to the placement, design, construction,
operation, and maintenance of BPA facilties in conformity
w rmoniously adjusted methods that will prevent
inductive
AUTHORIZATION: BPA ReC Schedule & Files Handbook ED-34
ED-11-13 Audible Noise and Radio Interference EE S 14 . , S

Material relating to audible noise and rad terference

from BPA facilities.

AUTHORIZATION: BPA Records Schedule & Files Handbook ED-34 [ ~—~—__|

ED-11-14 Electrical Effects : EES \:;\\\\\\\\ » S "

Material relating to electric and magnetic fields from

BPA facilities. \\‘~\\\\

b AUTHORIZATION+—BPA—Recordo—Sehedule—s—Piles—Handbook—BD—34— T
.iﬂ=&i______ﬁ‘Eeseafeh;—Deve*ogueney—and—Denoneeeae4en AN —A+2yre 2yrs- g

[ Matertal—relating to research, development, and demonstration RAWN
projects and authorities. '

AUTHORTZATION: Recommendation of Management

K A - ACTIVE x - FIRST LETTER IN AREA OFFICE ROUTING (L. T. U, W)

P - PEAMANENT Z - ORIGINATING OFFICE US DEPAHINE NI OF ENERGY  BONNEVILEE POWE I ADMINSS THATION BPA 1845 NOV 1987
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BPA
RECORDS
MANUAL

CHAPTER

810 ENGINEERING, DESIGN, AND CONSTRUCTION

MOty

FILE GUIDE AND RETENTION SCHEDULE

~D>

RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION

RETENTION PERIOD

04-15-88

OFFICE

OFFICE OF RECORD

— ] orHen copies

OF
RECORD

STORAGE

OFFICE

BPA

FRC

IN
OFFICE

ED-12-13

ED-12-14

ED-12-15

.

AN——

Material relating to meetings and exchange of information
with other local, national, and international research and

\\\QEZiigzzz?t groups or committees.
AUTHO TION: Recommendation of Management
Technical Repor

Final technical repo
development projects.

as a result of research and

AUTHORIZATION: Recommendation of

Laboratory Test Reports
Material relating to monitoring and testing of B
facilities and activities. 1Includes final test repor
done by BPA's laboratory. See also OP-19-11, Fault Tests,
and ED-18-11, Test Data.

AUTHORIZATION: Recommendation of Management

System Tests
Material relating to staged system tests conducted on the
energized transmission system. See also OP-19, Tests.

adl .
Ladnd -

AN

EL

EL

— A2V ES——

Y )
L4

A+lyr

A 4
A - ACTIVE
P - PEAMANENT

K
E
Y

x - FIRST LETTERIN AREA OFFICE ROUTING (L. V. U, W)
Z - ORIGINATING OFFICE

S SUPERSEDED/ORSOLLTE

S Seec o BOOB o capbhatsations o KEY e,

VIS U PAIIMENT OF ENERGY  BONNEVILEE PUWEH AUTMITES THATION

BPA 1845 NOV 1987

DOE/NARA




CHAPTER ED-4

ho» v

BPA 810
RECORDS
B MANUAL

ENGINEERING, DESIGN, AND CONSTRUCTION

[y Ll B

04-15-88
DOE/NARA

m=»Q

En'i.é: GUIDE AND RETENTION SCHEDULE
T

OFFICE RETENTION PERIOD -
OFFICE OF RECORD OTHER COPIES
FILE CODE , RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION OF = e CrAGE %

OFFICE BPA FRC ) OFFICE

ED-13 """| Work Orders ] A+6mos
Material relating to project estimates, Construction Project DSOP 10yrs 40yrs A+6mos
. Authorizations (CPRs), and project completions. Case file by
work order number. Original work orders are sent to the

Office of Financial Management (DSOP) immediately. Copies of
work orders as well as other project documents are kept in
the Office of Operations, Maintenance, and Construction (M)
for the duration of the project. Six months after the
conclusion of the project, the entire file is sent to DSOP as
the ultimate Office of Record for a total retention of 50 years. ‘ !
See also FI-12-11, Plant Record Ledgers, and BU-11-15, BPA

Budget and RPAs. , '
AUTHORIZATION: BPA Records Schedule & Files Handbook ED-1(b) [ND'NB

and FPERC-18CPR-125.3/30(a)

ED-14 Interties E A+lyr 3yrs ' A
Material relating to the planning, design, and construction

of transmission lines serving to interconnect geographically
. distinct systems. See also OP-13, Operation of Interties
and Interconnections, and RP-15, Planning for Interties and
Interconnections,

AUTHORIZATION: Recommendation of Management [anNﬁ

K A- ACTIVE w - FIHST LETTER IN AREA OFFICE ROUTING {i.. T. U, W) -
E P - PERMANENT Z - OHIGINATING Of FiCE US D FAHIE NT O £ME RGY  BUNNEVREE PUWE S ADMIN FHAT N C BPA 1845 NOV 1987
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Y Sae G bors HOUH o eapdosratsas of KEY oo

-




>

» ED-5
L PA rIBNGINIBERING, DESIGN, AND CONSTRUCTION (2;
RECORDS ¥ ; =
B MANUAL § € o 04-15-88
; DOE/NARA
ZFILE&&:UIDB AND RBTBNTION SCI';—BB.UIE_“__mwmwwgm S -
' e e e ——
T " RETENTION PERIOD -
OFFICE
OFFICE OF RECORD qar HER COPlES
FILE CODE RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION OF N STORAGE N
RECORD OFFICE | oA ©FRC OFFICE
_Y‘l"l_-l"i"""""'"""AAC Interties E A+lyr 3yrs A
Material relating to alternating current (AC) intertie ;
facilities. G e da
AUTHORIZATION: Recommendation of Management p Nﬂl“
ED-14-12% DC Interties : E A+lyr 3yrs A
_ ‘ Material relating to the direct current (DC) intertie facilitipes. R Pt
T AUTHORIZATION: Recommendation of Management p[N“'
‘|ED-15 Transmission Lines EF A+lyr 3yrs A
Material relating to the planning, design, and construction
of transmission lines. Case file by name of transmission line.
AUTHORIZATION: Recommendation of Management P[anuﬁ
«%——2&&9& SSTD | S0ycs s
awings showing the design and construction
of transmission lines and struc N .
. - \.\'\ .
AUTHORIZATION+—BRA-Records-Schedule—i-Files Handbook ED-4(al)sle) I S
_%—@nm&i—o&—beta—m BO—LA+6yre 8
drawings, site data, stringing data and
instructions, and sim n specifications in
book form.

K
E
Y

L
A - ACTIVE
P - PERAMANENT

S SUPERSEDEN/OBSOLETE

» - FIRST LETTER IN AREA OFFICE ROUTING (L. T. U, W)
Z - ORIGINATING OF FICE
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. CHAPTER p ED-6
BPA 810 ; ENGINEERING, DESIGN, AND CONSTRUCTION é;
RECORDS j 15
IR MANUAL C 3 04-15-8
! é DOE/NAR.
% FILE GUIDE AND RETENTION SCHEDULE o
T : o . e
T ) OFFICE RETENTIONPERIOD
: ' OFFICE OF RECORD OTHER COPIES
FILE CODE RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION OF w STORAGE ~
RECORD] :
OFFICE BPA FRC QFFICE
ED-15-13 Transmission Line Design EF At+lyr dyrs S
Material relating to general design and construction of
transmission lines. File all specific records in case
files by transmission line name. R[ND'NR
AUTHORIZATION: Recommendation of Management
ED-15-14 Conductors, Hardware, and Accessories - EF A+lyr 3yrs S
Material relating to accessories, reconductoring, operating -
temperature and general design of conductors used on
transmission lines. N“'“G
AUTHORIZATION: Recommendation of Management
ED~15~15 Structures and Towers EF A+lyr 3yrs S .
Material relating to design and construction of transmission <
line structures and towers including wood, steel, and other .
footings. PEN“'"B
AUTHORIZATION: Recommendation of Management
ED~15-16 Insulators : EF A+lyr Jyrs S
Material relating to types of insulators used in the design
and construction of transmission lines.
AUTHORIZATION: Recommendation of Management END' 8
K A . ACTIVE » - FIRST LETTEA IN AREA OFFICE ROUTING (L. T, U, W)
P . PERMANENT Z - ORIGINATING OF FICE O UEPAHIME NG OF ENGHGY  BOUNMEVA LE PUWER AUMINISTHAT KN - GPA 843 NOV 1987
Y S - SUPERSEDED/OBSOLETE > S Gt HINH Lo it of KEY Hvoes '

.



http:Uff'I'.HI

AUTHORIZATION: Federal Aviation Administration Records
Retention Schedule, paragraph 5345-1.

W
K| a-acnve
E| P PeAManENT
Y

# FIHST LETTER IN AREA OFFICE ROUTING (L. T. U, w)
2 ORIGINATING OFF ICE

S - SUPERSEDED/OBSOLETE

e e T MK o e splatiation of K8 ¢ e,

ENDI

b

U5 OFPAHIMENS OF ERUIGY  BONTE VI LE PUWE 11 ABMININ THABON

CHAPTEh . Eb;7
.BP;; 810 TENGINEERING, DESIGN, AND CONSTRUCTION (2;
RECORDS i ' I
MANUAL € o 04-15-88
g DOE/NARA
E FI LBGU IDE AND ) RETENTION “S_C_HEDUE.E— -
T e . e o .
i - OFFICE RETENTION PERIOD o
OFFICE OF RECORD
FILE CODE RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION OF N STORAGE
RECORD OFFICE T aPa FRC
_Material relating to crossings such as roads, bridges,
an ts in the construction of transmission lines. o
= AUTHORIZATION: BPA Records e & Piles Handbook ED-49
ED-15-18 Right-of-Way EP A+2yrs 28yrs s
Material relating to permits and clearing during the B
construction of transmission lines. T —
\\
ED-15-19 Underground Power Cables EE A+lyr s .
Material relating to types of underground power cables,
including submarine, used in construction of transmission
lines. ’
. AUTHORIZATION: Recommendafion of Management PEN“'”B
ED-15-20 Airway Lighting and Obstruction Markings EE A Syrs is _
Material relating to the lighting and marking of
transmission lines.

BPA 1845 NOV 1987



CHAPTER » ED-B
BPA alo , ENGINEERING, DESIGN, AND CONSTRUCTION . §
RECORDS i A
B MANUAL E b 04-15-¢
E DOB/NM;
FFILE GUIDE AND RETENTION SCHEDULE ) o
I o T OFI;;(;E T RETENTION PERI(;D o
: ' OFFICE OF RECORD OTHER COPIES
FILE CODE RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION OF TN STORAGE hataas N
. ]
f RECORD OFFICE 8PA FRC OFFICE
ED-15221 Sectionalizing Disconnect Switches EF S S
Material relating to the design and application of manual,
. . automatic, and remotely operated sectionalizing disconnect .
‘ switches on transmission lines. ‘ P[N"'NB
AUTHORIZATION: Recommendation of Management ‘
ED-15-22 Grounding and Lightning Protection ' EBE s s
Material relating to the generic design and application of .
grounding and/or lightning protection on transmission lines. ; :
AUTHORIZATION: Recommendation of Management ?EN“'NG
ED-15-213 Corrosion ' EE s s
Material relating to the investigation and mitigation of L .
corrosion problems on the BPA system. !
AUTHORIZATION: Recommendation of Management P[N“‘NB
ing to the location and design of roads and ‘
related items for the con ew transmission
lines and the maintenance of existing lines. —
""‘\——--.1l.._..,____‘_m_.__‘4
AUTHORIZATION:..-BRA-Records-Schedule—i-RilesHandbook--ED-~48 - frra—
K A - ACTIVE x - FIRST LETTER IN AREA OFFICE ROUTING (L. T, U. W)
E ‘P . PEAMANENT £ - OHIGINA HING OFFICE US D FAGTM NG (W § HIGY  BLINKNLVE L E FOMWT B AUMIRDS TERATION BPA 13453 NOV 1987
Y S - SUPERSEDED/OBSOLETE ks i s HOUE B S ecnplimstints of KEY
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RECORDS
B MANUAL

_CHAPTER

il . .
810 ENGINEERING, DESIGN, AND CONSTRUCTION

I oy

®FILE GUIDE AND RETENTION SCHEDULE
R
T

FILE CODE

ED-15-26

‘ p15-25

RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION

OFFICE
OF

" |[recoro

RETENTION PERIOD

>

mo» v
m
[~
]
-

I mu»Q
;

OFFICE OF RECORD

IN
OFFICE

STORAGE

BPA

FRC

Geotechnical

Material relating to the investigation, evaluation, design,
. and inspection of facility foundations, landslides,

streambank erosion, water wells, and other related

geotechnical concerns. Includes committee work with ASCE,

IEEE, and EPRI to establish geotechnical industry standards.

AUTHORIZATION: Recommendation of Management

Construction ‘Specifications

Material relating to industry standards and specifications
and transmission engineering standard construction
specifications.

AUTHORIZATION: Recommendation of Management

Material Specifications and Evaluation
Material relating to the development of material
specifications for use on transmission line items.

AUTHORIZATION: Recommendation of Management

—Sstringing—Instructions

EP

EF

EF

A+lyr

A+lyr

Atlyr

PEADNG

PENDING

NG

sting of conductor and groundwire
stringing and installa structions which
are not included in construction data books.

-
A - ACTIVE
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K

Y
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BPA

RECORDS |

A MANUAL

CHAPTER

:‘810 ENGINEERING, DESIGN, AND CONSTRUCTION

4
§

U™ e oy

PFILE GUIDE AND RETENTION SCHEDULE

FILE CODE

RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION

RETENTION PERIOD

ED-10

moO»T

| M=>»0

OFFICE OF RECORD

OTHER COPIES

OF pre

OFFICE

STORAGE

BPA FRC

ED-15-29

ED-15-30

ED-15-31

.»15-32

Line Loadings
Material relating to the mechanical and meteorological
loadings on transmiasion lines.

AUTHORIZATION: Recommendation of Management

Line Ratings. .
Material relating to operating temperature and
loading of transmission lines.

electrical

AUTHORIZATION: Recommendation of Management

Conductor Clearance

Material relating to mechanical and electrical clearances
between conductors or groundwires and other conductors,

groundwires, ground structures.

AUTHORIZATION: Recommendation of Management

[

Electrical Clearance Analysis

Material relating to the analysis process which checks
a transmission line for spans having leas than the
required ground clearance {"hot checks").

AUTHORIZATION: Recommendation of Management

Kl . acuve
E| P PERMANENT

Y

L4

5 - SUPERSEOED/OBSOLETE

= - FIRST LETYERA IN AREA OFFICE ROUTING (L. T.U. W)
Z - OHIGINATING OFFICE

Serr: Sectnns WA tor eaplisndin of KEY W
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EE

EP

EF

A+lyr

A+lyr

A+lyr

A+lyr

PENDING
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N
OFFICE
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BPA

RECORDS
B MAMUAL

CHAPTER

' 810 ENGINEERING, DESIGN, AND CONSTRUCTION

M oo

PPILE GUIDE AND RETENTION SCHEDULE
R
T

FILE CODE

i“i’ﬁ:ﬁ”j o

ED-16

—EDelfmll 1 Aeorial Bhotographs

RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION

RETENTION PERIOD

OFFICE

OFFICE OF RECORD

OF
RECORD

Switches .

Manufacturers design criteria and drawings; photographs,
specifications, and design drawings related to new and
existing transmission disconnect switches. ’

AUTHORIZATION: Recommendation of Management

Photogrammetry and Survey

Material relating to planning, surveying, design,
construction, and maintenance of transmission facilities
serving the BPA system.

AUTHORIZATION: Recommendation of Management

EF

EF

a urvey and mapping for the design
and construction of transmission .

AU

B - —

IN
OFFICE

STORAGE

BPA

A+lyr

A+lyr

PENDI

FRC

b

S

mo>»v

S Mm=-»0
i

OTHER COPIES

OFFICE

ED-11
04-15-88

DOE/NARA

rial relating to requests for photogrammetric

transmiss veys, danger tree studies, tower
studies, contour maps, acce
data, photomaps and photomosiacs, special purp
processing products/services, remote sensing studies.

otogrammetric digital

DRAWN

»

L 4
A - ACTIVE
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K
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CHAPTER s ED-12
. A
BPA 810 ; ENGINEERING, DESIGN, AND CONSTRUCTION g
RECORDS i ' .
B MANUAL £ R 04-15-88
.TE DOE/NARA
"FILE GUIDE AND RETENTION SCHEDULE
T e i
[T e OFFICE b - RETENTION PERIOD N .
. OFFICE OF RECORD 01’ HER COPIES
FILE CODE RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION OF N STORAGE N
. RECORD OFFICE 8PA FRC’ OFFICE
ED-16-13 | ApalvEical Stersoplotter Systemg - EF | ayra | —
N . Correspondence and literature pertaining to BPA .
.\ stereoplotter systems.
' AUTHORIZATION: Recommendation of Management
ED-16-14 mmetric Equipment EP 3yrs 5
Correspon ce and literature pertaining to all types of
photogrammetr
AUTHORIZATION: Recommendation of Management
ED-16-15 Remote Sensing S
' Material relating to collection an alysis of remotely.
sensed data. ‘
AUTHORIZATION: Recommendation of Management
‘)—1 6-16 Topographic Mapping A
Material relating to topographic mapping performed by or
for BPA.
AUTHORIZATION: Recommendation of Management
ED-16-17 Digital Photogrammetric Data A
Material relating to photogrammetric digital data prepared
_ by or available for use on BPA systems.
_AUTHORIZATION: Recommendation of Management \\\\\
A} ————— A -
K A - ACTWE x - FIRST LETTER IN AREA OFFICE ROUTING LT uw
E P - PERMANENT Z - ORIGINATING OFFICE U5 DEPARIMENT OF FNLISGY  BONNEVILLE POWEH AUMINIS THATION BPA 1845 NOV 1987
Y S - SUPERSEDED/OBSOLETE S Sechon BONK toe cxplanihions ol KEY leons,
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L 3

ED-16-20"

Material relating to all types of BPA photomaps and
photomosaics including right-of-way maintenance photomaps,
danger tree photomaps, and photomaps/photomosaics for
issues such as new transmission line projects, substation
sites, and PCB studies. »

\W'Mamwu

o CHAPTER R Eb_l 3
A
BPA 810 ; ENGINEERING, DESIGN, AND CONSTRUCTION s
RECORDS i L
A MaANUAL £ D 04-15-88
E DOE/NARA
EFi‘[_.i;.”(;l’l":[_l)_l.;.u‘A_ﬁB“RBTBN’I‘-i6N SCHEDULE o )
T e . . S U
I - FrICE T RETENTIONPERIOD
o OFFICE OF RECORD OTHER COPIES
FILE CODE RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION OF n STORAGE ~
RECORD OFFICE B8PA FRC OFFICE
| 4 }Hs__ . ———IEEQQ F:oconsing - ER 3!|“ 1 > N
Correspondence and literature relating to image processing WITHDRAWN i
systems, methods, and projects. . 'NR
AUTuOR ON: Recommendation of Management [N“ .
ED-16-19" Right-of-Way Clear tudy EP 3yrs A
Correspondence relating t togrammetric danger tree . mwm
N studies and BPA clearing design. : w :
AUTHORIZATION: Recommendation of Management [N“'"a
Photomaps/Photomosaics EF 3yrs S

-APHORIZATION+—Recommendation—of—Managenant

EE A+lyr

Case file by name of station.

PENDI

P - PERMANENT

Y

ED-17 Stations
Material relating to the planning, design, and construction
of stations, including substations, radio stations, gaging
stations, repeater stations.
AUTHORIZATION: Recommendation of Management
K A - A'C"VE x - FIRST LETTER IN AREA OFFICE ROUTING (L. T.U. W)

2 - ORIGINATING OFFICE US DEPAEMI MY OF | NEMGY  BORGEVIEEE PUWE HADMINISTHAT N

S SUPLRSEDED/OBSOLETE

e e e KON ton o platiations o KE f e,
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CHAPTER P ED-14
' A
BPA 810 1 ENGINEERING, DESIGN, AND CONSTRUCTION g :
RECORDS ! ‘ -
B MANUAL C 2 04-15-88
‘ ; DOE/NARA :
Erfﬂa GUIDE AND RETENTION SCHEDULE
T —_— - - —_— -
R RETENTION PERIOD
: OFFICE o
OFFICE OF RECORD OTHER COPIES
FILE CODE RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION OF N T STORAGE N n
RECORD) OFFICE BPA FRC OFFICE
~iER=}/-1—— Drawings. SSTD | 60vre— P
awings showing the design and construction
of stations.
® S
' AUTHORIZATION:  BRA Records—Schedule & Files Handbook ED=4(al)si(e) I—
ED-17-12 ‘Station Design A . | EE A+lyr S
Material relating to general design and construction of
stations. Pile all specific records in case file by o :
station name. F[N“' G
AUTHORIZATION: Recommendation of Management ' '
— ——HVBC—Ferminals BRO—1—5- £
Material relating to the planning, design, and construction, .
DC terminals. ' <
AUTHORIZATION: BP ds Schedule & Files Handbook ED-34.
.17-14 High-Voltage Equipment EO S S
Material relating to the engineering, design, spé tion
and operation of high-voltage substation equipment. Case ——
file by equipment type, such as transformers, power circuit \
breakers, and shunt capacitors. ]
Kl a-actve x - FIRST LETTER IN AREA OFFICE ROUTING (L. T, U. W)
P - PERMANENT Z - ORIGINATING OFFICE US DEPARIMENT (OF EMEHGY  BORNEVILLE POWEH ADSINIS |HATION BPA 1845 NOV 1987
Y S - SUPERSEDED/ORSOLETE Seeer Sureton BOK lan o xphoannistion of KEY lenme,

*
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CHAPTER e ED-15
BPL 810 T ENGINEERING, DESIGN, AND CONSTRUCTION ‘ é;
i  RECORDS ' :
48 MANUAL £ o 04-15-88
, : E DOE/NARA
| i;?i’i.‘é"'&biBE'iiib"'ﬁé’ia'ﬁ&?&ﬁ""s“é‘ﬁEbﬁé""""'
L —— R o — e e
T - - gt (i —— s - nmw -
. wF I s am . P
d OFFICE OF RECORD OTHER COPIES
FILE CODE RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION OF ' v STORAGE N
RE OFFICE B8PA FRC OFFICE
: i_-_ﬁ-l 5 | Power System Control--Substation Data Systems EED A+3yrs A
: Material relating to substation data systems such as SER,
SCADA, and Annunciators. l;
AUTHORIZATION: Recommendation of Managewent pENn'
ED-17-16 Power System Control--sSubstation Metering and Telemetering EED At3yrs ' A
Material relating to SM&T such as RMS, KWN, and AGC telemetry. . .
AUTHORIZATION: Recommendation of Management [ND'NG
-<:SD-L§———————§1§tcn»conet&uo&*on _*45,63 P ; ‘
\\\\\\\\‘~\~ Material relating to the actual on-site construction of t
e power system. Includes daily progress reports, diaries,
corr n memos, and similar documents. See also SU-12-13,
Construction racts.
’ . AUTHORIZATION: BPA Recor hedule & Piles Handbook C-4(b)
ED-18-11 Test Data MK See Dispos&tion A
' Material relating to the testing of power systems
energization. cCase file by line or station name. See a
ED-12-14, Laboratory Test Reports, and OP-19-11, Pault Tests. | ~—~—_]
Disposition: Destroy when related equipment or facility is hf\\\\\\\“*
disPosed . ‘ \\
K A - ACTVE » - FIRST LETFER IN AREA OFFICE ROUTFING (L. T U W) .
P - PERMANENT 2 - ORIGINATING OF FICE IS D PATI A Nl I G NsY DU R ] PUWE H AU THAT N BPA 1845 NOV 1987
S SUPERSEDEN/OBSOLETE et ot b IEHO ISt s el wotbients oo W1 o oretres
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BPA
Y RECORDS
i B MANUAL

ED-18~13

reflect the as constructed configuration.
prawings, and ED-17-11, brawings.

Disposition: Dispose of when no longer needed for
administrative purposes.

\

CHAPTER r ED-16
810  ENGINEERING, DESIGN, AND CONSTRUCTION s,
i
E 0 04-15-88
; DOE/NARA
®PILE GUIDE AND RETENTION SCHEDULE )
- e wk__,ﬂ_,ﬁﬂ e e e et - ,4 |
) OFFICE OFFICE OF ARECORD OTHER COPIES
RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION OF b " "1 """ stoRMGE TN
) RECORD] e e e e
OFFICE BPA FRC OFFICE
S — it O SR P uatie
Material relating to the energization of pover systems.
Case file by line or station name.
Disposit Destroy when related equipment or facility is
disposed.,
AUTHORIZATION: BPA Records S¢ e & Piles Handbook C-5{a)
As-Constructed Schematic Drawings MK - See Dispogiition S
Substation electrical wiring and schematic drawings
See also ED-15-1T3; WITHBRAWN

AUTHORIZATION -GRS3 3/3{b} *
,.-19' . Engineering Environmental Considerations EF A+lyr
Material relating specifically to environmental considerations
guiding the engineering, design, and construction of
transmission facilitles. See also EQ, Environmental Quality. p ND'N(\
AUTHORIZATION: Recommendation of Management 1
Kl a-actve o FIAST LETIER IN AREA OFFICE ROUTING (L. T U W) .
E P - PERMANENT 2 OHIGINAIING OF FICE b T PANIMI NG (B oty BN VR L FUWE FATARSISTHAT B
Y S - SUPERSEDED/OASIONE TE Stz Cper by IHNH B e-agoansistiens of KUY G ,

BPA 143 NOV 1987
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B MANUAL

_ CHAPTER

ENGINEERING, DESIGN, AND CONSTRUCTION

M -

:FILE>GUIDE AND RETENTION SCHEDULE
A .
T

e

ED-19-14

FILE CODE

RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION

RETENTION PERIOD

»

ED-17

" mO»T

Mme=i»Q

OFFICE

OTHER COPIES

OF

RECORD]

OFFICE OF RECORD

iN
OFFICE

STORAGE

BPA

FRC

N
OFFICE

19-12

Spill Prevention Control and Countermeasure
Material relating to design and application of the spill

prevention control and countermeasure (SPCC) system.

AUTHORIZATION: Recommendation of Management

——Weather

EF

Material relating to the planning, design, and construction

tection systems, including records relating to

AUTHORIZATION: BPA Records Sc

Terrain

Material relating to the planning, design, and construction
of protection systems, including records about earthquakes

and slides.

EF

5yrs

PENDING

ED-20

AUTHORIZATION: — BRA Records—Schedule—&RilesHandbook—ED~

Communication and Protection

Material relating to communication equipment and protective
.devices on the BPA system.

AUTHORIZATION: Recommendation of Management

E
Y

K

[ 4
A - ACTIVE
P . PEAMANENT

S - SUPERSEDED/ORSOLE TE

x - FIRST LETTER IN AREA OFFICE ROUTING (L. T. U, w)
Z - OHIGINATING OF FICE

e S o HOD W e srplantino e d KL Terene,

EEC

A+lyr

ENDI

S O PAIIMERT OF ERERGY  BONNEVILE FUWLH ATMING THATON

BPA 1845 NOV 1987

04-15-88
DOE/NARA




J CHAPTER
!\

ENGINEERING, DESIGN, AND CONSTRUCTION

Lt

"PILE GUIDE AND RETENTION SCHEDULE
R.

T . e

FILE CODE

ED-20-12

ED~-21 -

ED-21-11

ED-21-12

ED-20-11 |

ED-18

po»

04-15-86
DOE/NARA

c M=2Q

K A - ACTWVE
E| P PERMANENT

Y

z - FIRST LETTER N AREA OFFICE ROUTING (L, T. U. W)
Z - ORIGINATING OFFICE

S . SUPERSEDED/OBSOLETE

S S tens HOEB Jo asnpoboataisbsesrs 3of €LY denine,

T o T FEICE RETENTION PERIOD '"M___ e
' : 0 OFFICE OF RECORD OTHER COPIES
RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION OF N STORAGE fr
RECORD]
OFFICE BPA FRC OFFICE
Protective Rélaying EEP A+lyr A
Material relating to protective relaying. File
alphabetically by station name. P[ND'N[:
AUTHORIZATION: Recommendation of Management
Microwave System EEC A+lyr A
Material relating to BPA microwave systems, including
frequency management. ’ ;
AUTHORIZATION: Recommendation of Management P[ND'N[:
System Planning EO A+lyr - A
Material relating to planning power transmission systems.
AUTHORIZATION: Recommendation of Management EN“'NR
Customer Utility EO A+lyr A
Customer transmission system data, including studies and
correspondence.
AUTHORIZATION: Recommendation of Management EN"NG
Loads EO A+lyr ' A
Electrical load data, including forecasting information ’
and forecasts.
AUTHORIZATION: Recommendation of Management END'N(;

US DIPARiENT M ENEHGY  BURMEVETE POWEH AUMGaSTRATION

aPA 1845 NOV 1987
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S - SUPERSEDED/OBSOLEVE

Sew Saction 800 8 1o explanaton ol KEY lerms

L iv CHAPTER
BPA , A ED-22
: 810 " ENGINEERING, DESIGN, AND CONSTRUCTION
RECNRDS i ! ! R
B MANUAL E 2 02-24-89
" € DOE/NARA
P
$PILB GUIDE AND RETENTION SCHEDULE
: RETENTION PERIOD
OFFICE OFFICE OF RECORD OTHER COPIES
_FILE CODE RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION OF ™ STORAGE N
OFFICE BPA FRC OFFICE
ED-24-12 RAS for Eastern Interties EEP Atlyr 'S
. Material relating to Bastern Intertie Remedial Action
Schemes. EN“‘ G
AUTHORIZATION: Recommendation of Management
ED-24-13 RAS for Southern Interties EEP 'A+1yr S
Material relating to Southern Intertie Remedial Action
Schemes. P[Nﬂ' G
AUTHORIZATION: Recommendation of Management
ED-24-14 RAS for Direct Current Interties EEP A+lyr [
Material relating to Direct Current (DC) Intertie Remedial ]
Action Schemes. # N -
AUTHORIZATION: Recommendation of Management ENI]' G
‘b-z«!-ls Other RAS EEP A+lyr S
Material relating to remedial action schemes not identified
in the tertiary subjects ED-24-11 through ED-24-14.
AUTHORIZATION: Recommendation of Management P ND'N[‘
ED-24-16 HVDC Control Systems EEP A+lyr S
Material relating to high voltage direct current
, (HVDC) intertie controls. P NDI G
AUTHORIZATION: Recommendation of Management
A - ACTIVE x - FIRST LETYER IN AREA OFFICE ROUTING LT UWwW
P - PERMANENT Z - ORIGINATING OFFICE US OEPARTMENT OF ENERGY - BONNEVILLE POWER ADMINISTRATION BSPA 1843 NOV 1987
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CHAPTER e
r ED-21
810 I ENGINEERING, DESIGN, AND CONSTRUCTION 2
Y  RECORDS 1 | AR
E MANUAL £ % 02-24-89
' ¢ DOE/NARA
= .
a FILE GUIDE AND RETENTION SCHEDULE
T
. \ OFFICE OF RECORD OTHER COPIES
FILE CODE RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION OF ™ STORAGE N
: FRE OFFICE BPA - FRC OFFICE
‘-22-12 Transient Stability Program ' EO Atlyr s
Material relating to the BPA and WSCC transient stability
computer program., '
AUTHORIZATION: Recommendation of Management P[Nn' G
ED-22-13 Electromagnetic Transient Program ' EO A+lyr S
: Material relating to BPA's electromagnetic transient
computer program (EMTP).
AUTHORIZATION: Recommendation of Management PENDING
ED-23 System Reliability Criteria ' EO A+lyr S )
Material relating tolthe planning for system stability.
AUTHORIZATION: Recommendation of Management ' P[ND NG
Q-u Remedial Action Schemes and Control Systems EEP A+lyr ]
1 Material relating to planning, design, and construction of |
remedial action schemes (RAS) and system controls. See also . |
OP-16, Stability Control Schemes. P[ND'NP ' ‘
y |
AUTHORIZATION: Recommendation of Management : Y
ED-24-11 RAS for Northern Interties EEP A+lyr S
Material relating to Northern Intertie Remedial Action .
Schemes. , . : P ND' G
AUTHORIZATION: Recommendation of Management :
K A - ACTIVE x - FIRST LETIER IN AREA OFFICE ROUTING (L. T. U, W) V o
P - PERMANENT 2 - ORIG . . ot 4 AOMESTRATION
5 S - SUPERSEDEN/ORSOLETE EINATING OFFICE U IR Gr ey pomuE : BPA 184S OV 1967

Coton ol KEY e,




ED-19

CHAPTER P
BPA 810 T ENGINEERING, DESIGN, AND CONSTRUCTION é
RECORDS ' E ' P
A £ el
B MANUAL i DOE/NARA
RFILE GUIDE AND RETENTION SCHEDULE
FFICE RETENTION PERIOD
' o OFFICE OF RECORD OTHER COPIES
FILE CODE RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION OF N STORAGE N
RECORD
OFFICE BPA FRC OFFICE
")—2'1-1 3 Resources | EO A+lyr A
Electrical generation power and energy data and forecasts.
AUTHORIZATION: Recommendation of Management H[N“l“ﬁ
ED-21-14 ‘Capacitor Switching EO A+lyr s
Material relating to switching of series and shunt
capacitors for stability control. ,
AUTHORIZATION: Recommendation of Management P[anNR
. . s
ED-21-15 Dynamic Braking _ EO A+lyr ' S
’ Material relating to switching of 1load braking resistors
to control system stability.
AUTHORIZATION: Recommendation of Management [anNG
-21-16 DC_ Modulation EO At+lyr S
Material relating to modulation of power levels on direct
current - (DC) transmission lines for stability control.
AUTHORIZATION: Recommendation of Management EN“I G
ED-21-17 Fast valving EO A+lyr S
Material relating to fast valving of steam supply to
thermal electric generators for stability control. “c
AUTHORIZATION: Recommendation of Management [an ¥
K A - A'C"VE‘ x - FIRST LETTER IN AREA OFFICE ROUNING L. T.U W)
E P . PEAMANENT Z - OHIGINATING OFFICE US UEPARIMENT (8 ENEIGY  BONNEVILEE POWE S AUMINSTHATION BPA 1845 NOV 1987
Y § - SUPERSEOED/OBSOLETE C o WO K Aon caplatation of KE? leae.
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MANUAL
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CHAPTER

810 ENGINEERING, DESIGN, AND CONSTRUCTION

M - -

k: FILE GUIDE AND RETENTION SCHEDULE
A
T

FILE CODE

ED-21-18
ED-21-19
ED-21-20

‘1}-2 2

ED-22-11

RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION

RETENTION PERIOD

ED-20

L)
mo» T

04-15-88
DOE/NARA

m=»0

OFFICE

OFFICE OF RECORD

OF
RECORD]

N
OFFICE

Generator Dropping
Material relating to disconnection or tripping of
electrical generators to control system stability.

AUTHORIZATION: Recommendation of Hanqgement

Single-Pole Relaying
Material relating to single-pole relaying and switching
of power circuit breakers to control system stability.

AUTHORIZATION: Recommendation of Management

Load Representation
Material relating to load representation and modeling in
transient stability computer programs.

AUTHORIZATION: Recommendation of Management

System Analysis Methods
Material relating to methods for controlling the transient
and dynamic stability of electrical power system.

AUTHORIZATION: Recommendation of Management

Power Flow Program
Material relating tc the BPA and WSCC power flow computer
program.

AUTHORIZATION: Recommendation of Management

Kl A-acive
E| P PEAMANENT
Y

v

a - FIRST LETTER IN AREA OFFICE ROUTING IL.T.U. W)

EO

EO

EO

EO

A+lyr

A+lyr

A+lyr

A+lyr

A+lyr

Z - ORIGINATING OFFICE US DEvRRISE N DF LR Y

5 - SUPERSEDED/OBSOMETE

Saser Surs bewar HINEY der eaphintatias of KEY Mo

BXMOE VILE PUVRE H ADRSES T AL 8

OTHER COPIES |
iN
OFFICE

BPA 143 NOV 1987




Material relating to control system support projects.

AUTHORIZATION: Recommendation of Management

PENDING

-
A - ACTIVE
P - PERMANENT

K
E
Y

x - FIRST LETTER IN AREA OFFICE ROUTING (L. T, U, w)
Z - ORIGINATING OFFICE

S - SUPERSEDED/OBSOLETE

Seer Sechon BOO B for explianiation ot KEY woens

US OLPAATMENT OF ENERGY - BONMEVILE POWEHR ADMINSTRATION

CHAPTER .
- r ED-23
810 { ENGINEERING, DESIGN, AND CONSTRUCTION 2
T U —
€ © 02-24-89
t DOE/NARA
[ 4
A PILE GUIDE AND RETENTION SCHEDULE
L
- RETENTION PERIOD
OFFICE OF RECORD OTHER COPIES
FILE CODE RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION OF " STORAGE ™
RECORD :
OFFICE BPA FRC OFFICE
"'—24-17 Other Control Systems EEP A+lyr S
Material relating to control systems not identified in the
tertiary subjects ED-24-11 through ED-24-16.
AUTHORIZATION: Recommendation of Management P[Nn NG
ED-24-18 control System Development Support EEP A+lyr S

BPA 1845 NOV 1987




BPA ‘ ,
RECORDS | '
B MANUAL L

ENVIRONMENTAL QUALITY

P - B
AFILE GUIDE AND RETENTION SCHEDULE
T

»

EQ-1

moO>» o

04-15-88
DOE/NARA

¢ M=4>O

FILE CODE

EQ-11

RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION

OFFICE
OF

RECORD] .

RETENTION PERIOD

OFFICE OF RECORD

OTHER COPIES

STORAGE

OFFICE

BPA FRC

IN
OFFICE

ENVIRONMENTAL QUALITY

Material relating to development and implementation of policy
and procedures for environmental evaluations and ecological
and pollution issues. Data may be recorded on various media
including paper, film, tape, disk, or diskette, unless
othervwise specified in the narrative disposition.

Disposition: 1In accordance with instructions for specific
material described by the following related subjects.

AUTHORIZATION: Recommendation of Management

The retention periods for the Environmental Quality series
(including its secondary and tertiary subjects) are justified
as follows:

Temporary Records ~ Retention periods of 5 years and longer
are needed (1) because of the need to support environmental
quality decisions to the Northwest Power Planning Council

and (2) because of potential for being named as a responsible
party in Superfund regqgulatory actions.

Permanent Records - These retention periods are from

Federal environmental regqgulations and Environmental
Protection Agency (EPA) records schedules.

Environmental Quality Issues, Programs, and Projects

Material relating to environmental aspects of various BPA
issues. Case file by BPA organizational unit.

AUTHORIZATION: Recommendation of Management

K
E
Y

L 4
A - ACTIVE
P PERMANENT

= - FIRST LETTER IN AREA OFFICE ROUTING (L. T. U, w)
2 - ORIGINATING OFFICE

S - SUPERSEDED/OBSO ETE

Gene S hon BB lon e pdatiabon of K30 e,

AJ -

See Dispos

ition

5yrs

ENDING

S DEPARTMENT OF ENUIKGY  BONNEVIGLE FOWE I ADMINGS THATION

A
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CHAPTER P
: % BEQ-2
' T ENVIRONMENTAL QUALITY b
RECORDS B T ' o
B MANUAL } € % 04-15-88
¢ DOE/NARA
aFILE GUIDE AND RETENTION SCHEDULE
) e e e e - e e e e -
T i OFFICE RETENTION PERIOD
F| F Rl Al OTHER COPIES
FILE CODE RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION OF L ™ OFFICE O Eg,gnge N ’
RECORD OFFICE BPA ) FRC OFFICE
EQ-12 Environmental Coordination AJ S Syrs S
Material relating to coordination of environmental quality
objectives with all programs and activities of BPA; and the
development and implementation of policy to assess environmental
impact of BPA programs. Includes coordination activities with
other agencies and organizations. Case file by type of agency
or organization. See also ED-19, Engineering Environmental
considerations. P[NDINB
AUTHORIZATION: Recommendation of Management : '
~—}EQ=13 Environmental _Assessnents- - Al Syrs
\ Material relating to the preparation, review, and approval : :
88 for Environmental Assessments. ' Individual assessments WITHDRAWN
and Fin f No Significant Impact are case filed by project e
name at this loca are filed with the applicable program :
or project under another p
. Disposition: Break file upon preparation & al statement
and record of decision. Keep in office 5 years then fer
to FRC. Keep in FRC 10 years, then offer to NARA in 5-year [ ———
blocks. Approximately 10 linear feet retained in case file \
order with an annual accumlation of 2 linear feet.
AUTHORIZATION+—Environnental—PRrotection—Agency-D/LL{9) [
K A - ACTIVE x - FIRST LETTER IN AREA OFFICE RdUIING wruw
E P - PERMANENT Z - ORIGINATING OFFICE US DEPAHIMENT OF ENEHGY  BONNEVILLE POWE H ADMINISTRADON BPA 1845 NOV 1987
Y S - SUPERSEDED/OBSOL ETE Koo Section BB 100 caploanation of KEY fenms
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CHAPTER

810 T
5/ RECORDS i
i B MANUAL £

AFILE GUIDE AND RETENTION SCHEDULE
T

EQ-3

mo>»T

04-15-88
DOE/ NARA

Me=t> O

FILE CODE

RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION

OFFICE

RECORD

RETENTION PERIOD

OFFICE OF RECORD

OTHER COPIES |

OFFICE

STORAGE

8PA

FRC

.

Material relating to the preparation, review, and approval of
statements for BPA projects. Material consists of manuscript

s of statements, notices of intent, correspondence with
citizen oups, news clips, comments on the draft made by all
interested pa 8, transmittal letters, manuscript for final
statement, comments final statement, and DOE approval.
May also include copies o vironmental assessments, special
studies, and other supplementar terial created in the course
of statement preparation. Published and Records of
Decision are case filed by project name at location or
filed with the applicable program or project unde
primary subject.

Disposition: Break file upon preparation of final statement
and record of decision. Keep in office 5 years then transfer
to FRC. Keep in FRC until 15 years old, then offer to NARA in
S-year blocks. Approximately 30 linear feet retained in case
file order with an annual accumlation of 4 linear feet.

D/14(9])
WA

IN
OFFICE

SyEe—

Wi

EQ-15

(v
i Y

Exclusions
Material relating to exclusions. Case file by fiscal year.

AUTHORIZATION: Recommendation of Management

AJ

L 3
A - ACTIVE
P . PERMANENT

K
E

= - FIRST LETTER IN AREA OFFICE ROUTING (L. T. U. W)
2 - ORIGINA TING OFFICE

S - SUPERSEDEN/OBSONETE

St S o BUEH tor caplarcatiosn of KEY beane,

WS D8 PANTNE N 30 € et IRy

A+lyr

ENDI

4yrs
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' KBPA 810 1
i RECORDS | !
B MANUAL : 3

EQ-4

mo»%

ENVIRONMENTAL QUALITY ' ’ . .

04-15~88
DOE/NARA

D mu»o

FILE GUIDE AND RETENTION SCHEDULE

‘,-m)vi

OFFICE HETEN‘I’DON PER!OD L
OFFICE OF RECORD OTHER COPIES
FILE CODE RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION OF " STORAGE TTYTUwdl
’ RECORD OFFICE B8PA FRC . OFFICE

EQ-15-11 Categorical AJ A+lyr 4yrs A

Material relating to categorical exclusions.

EQ-15-12 Individual AJ A+lyr 4yrs A
Material relating to individual exclusions.

AUTHORIZATION: Recommendation of Management PEN“INR

EQ-16 Environmental Reviews ' ) AJ A+lyr - 4yrs A
Reviews and comments prepared relative to environmental ‘
documents of other agencies and organizations. Case file

chronologically or alphabetically. v P[NDING
‘l'

AUTHORIZATION: Recommendation of Management

! ' AUTHORIZATION: Recommendation of Management

—

EQ~17 Environmental Audit and Appraisal Program AJ 4yrs Byrs 4yrs
Appraisals of BPA facilities and activities that have

. environmental effects. Case file by BPA organizational

unit and site using the following subjects as needed.

AUTHORIZATION: Environmental Protection Agency €/18(9) P[ND'NG

K| A acmve » - FIAST LETIER IN AREA OFFICE ROUHNG (L. 1. U, W)
E P . PEAMANENT , Z - ORIGINATING OFFICE

S - SUPERSEDED /(Y T
Y SOLETE e Stections RO for caplinatiun of KEY foon.
- C -

O3 CAPRHIMENT (5 ENEEGY  BUMNEYROE PUWE A AN THATR N BPA 4% NOV 1987




CHAPTER

ENVIRONMENTAL QUALITY

M

T
RECORDS tgf 1
'MANUAL L

P
AFILE GUIDE AND RETENTION SCHEDULE
T -

Material relating to the examination and evaluation of work
with environmental program standards. See also MN-17, Audits.

AUTHORIZATION: Environmental Protection Agency C/18(9)

W
A - ACTIVE

K
| P rermaneny

x - FIRST LEYTER IN AREA OFFICE ROUTING (L. ¥, U, W)
Z - OHIGINATING OFFICE

S - SUPFRSENED/ORSOLE TE

S S o HODH oo capilantion of KE ¢ beone,

US DEPAHTNE N (F | NEFHGY

PENDING

BOMNEVILE FUMWE 1 ADMINIS THATION

OFFICE RETENTION PERIOD o
OFFICE OF RECORD OTHER COPIES
FILE CODE RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION OF N STORAGE N
RECORD OFFICE BPA FRC OFFICE
5‘7—11 Management Appraisals AJ 4yrs 8yrs ‘4yrs
! Material relating to establishment and implementation of '
the Environmental Appraisal Program plans. Case file by -
year performed. P[ND'N[‘
AUTHORIZATION: Environmental Protection Agency C/18(9) y
BQ—l»'_I-IlZ Functional Appraisals AJ 4yrs 8yrs 4yrs
Material relating to annual review of environmental
specialty disciplines as applicable to elements of the
environmental program. Case file by year. p[NnNNr
AUTHORIZATION: Environmental Protection Agency C/18(9) .
EQ-17-13 Field Appraisals AJ 4yrs 8yrs 4yrs
Documentation of annual onsite appraisals of environmental
. program effectiveness. Case file by year and specialty.
AUTHORIZATION: Environmental Protection Agency C/18(9) P[NDING
EQ-17-14 Internal Audits AJ 4yrs 8yrs 4yrs

BPA 1845 NOV 1987
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sinfly. ;i CHAPTER

ENVIRONMENTAL QUALITY

EQ-18

®

EQ-18-11

FILE CODE

i~D» )

FILE GUIDE AND RETENTION SCHEDULE

EQ-6

mo>»<w

04-15-88
DOE/NARA

P mM=»0

RETENTION PERIOD

OFFICE OFFICE OF RECORD
AECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION OF N STORAGE
RECORD
OFFICE BPA FRC
Hazardous Waste Management Program AJ A+2yrs
File all related material here except as specified in the
following tertiary subjects.
AUTHORIZATION: Recommendation of Management v[anNB
Resource Conservation and Recovery Act
(a) Biennial, exception, and other Resource Conservation AJ 3yrs 20yrs
and Recovery Act (RCRA) reports.
AUTHORI ZATION: Recommendation of Management [N"lNB
(b) RCRA test results and waste analyses. AJ See Disposfition
Disposition: Retain in office for 3 years from date last sent
to treatment, storage, or disposal then transfer to FRC until
23 years old, then destroy. PENB'NR
AUTHORIZATION: Recommendation of Management
(c) sStorage facility operating records and closure plans AJ See Disposktion

(Ross Complex).

Disposition: Retain in office until facility closed and
closure is certified. Then transfer to FRC for 20 years.

AUTHORI ZATION: Recommendation of Management

K| A-acmve
E P - PEAMANENT
Y S - SUPERSEDED/OBSOETE

x - FIRST LETTER IN AREA OFFICE ROUTING (L. T U. W)
2 - ORIGINATING OF FICE
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CHAPTER

P EQ-7
}ENVIRONHENTAL QUALITY ‘E:‘
1 L
E © 04-15-88
t DOE/NARA
5 - —— e e e e e e SN HE
APILE GUIDE AND RETENTION SCHEDULE
T - ) e e m ———— e a4 ¢ a2 o ¢ St - i e o et —————— - ———— — —_ -t tm——— - .
N E - RETENTION PERIOD
OFFICE R
OFFICE OF RECORD OTHER COPIES
FILE CODE RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION OF |- Y T STORAGE N
" , RECORD [~ T o OFFICE
5’8-11 (d) All other RCRA material, including compliance data. AJ 6yrs
(cont.)
Digposition: Retain in office forAcurrent year plus 5 years
then transfer to FRC, destroy when 26 years old.
a - AUTHORIZATION: Recommendation of Management
%an Aot Ad A
Break file upon completion of actions. Keep
in office 3 addit 8, then send to FRC. Keep in
" FRC 15 years, then offer to NA ar blocks. ‘
Approximately 12 linear feet retained in caseé der
with an annual accumlation of 20 linear feet through next -"“ﬁ
) 3 years (FY89) then 6 linear feet per year annually.
~h’ AUTHORI ZATION+—ERviconmental-pRrotectionAgeancy C/“;m!‘“!’.\ >-
BQ;18-13 Comprehensive Environmental Response Compensation and Liability Act
(a) Agreements and related material about the AJ A 20yrs A
Comprehensive Environmental Response Compensation and
Liability Act (CERCLA) and the ®*Superfund.* ‘ .
AUTHORIZATION: Environmental Protection Agency B/4(10)(5)(d) p[anNG

E P - PERMANENT Z - OHIGINATING OF FICE . US UEPAIIMENT (8 EHEIKGY  BONNE VIEE POWERCADMINISTHATION BPA 1845 NOV 1987
Y S SUPERSEDED/OBSOLETE

»
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BPA '810
RECORDS rf)

B MANUAL é
!

EQ-8

IBNVIRONHENTAL QUALITY
T

3 0 04-15-88
t DOE/NARA

5 .
aFILE GUIDE AND RETENTION SCHEDULE
T . N

OFFICE RETENTION PERIOD
OFFICE OF RECORD OTHER COPIES
FILE CODE RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION OF - . C

RECORD SO R —
OFFICE BPA FRC OFFICE

(b) Material relating to CERCLA claims. ' AJ See Disposlition |

EQ-18-13 |
(cont.) :
. . Disposition: Retain for 6 years from date of award or until

cost recovery is initiated by EPA, whichever is sooner. p[N“lN"
1.

AUTHORI ZATION: 40 CPFR 306.32, Subpart C

3

o 7 {c).Documentaticn-about--CERCLA remedial. investigations . . LAI __ | V ;
— nd site feasibility studies. l
WITHRRAWN

Disposition: Transfe ears after close of activity.
Offer to NARA in 5-year blocks when

Approximately 4 linear feet retained in case file of .
an annual accumlation of 4 linear feet. \N\mnluﬁ\
_ L

— AUTHORIZATION: Environmental Protection Agency C/21(12)(h)

EQ-16-14 Uniform Hazardous Waste Manifests SRNF | See Disposjition 3yrs

: The original manifest (BPA 1793) for shipping hazardous xD
. wastes which include TSCA regulated PCB and PCB~contaminated
equipment; nonregulated PCB-contaminated equipment; and
hazardous wastes shipped off-site. See also TT-12-13, BPA
Rail cars, Carrier Files, Hazardous Materials.

K A - ACTIVE = - FIRST LETVER IN AREA OFFICE ADUTING (L. . U, W}
P .- PERMANENT Z - ORIGINATING OFFICE U5 IMPARIMENY (F EMNIHGY  BOMMEVE (S PUWVE R AUMINIS |HAT sy BPA 1345 NOV 1987
S - SUPERSEDED/OBSOLETE Coe
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Y

-




_CHAPTER

T ENVIRONMENTAL QUALITY
N
€

P
AFILE GUIDE AND RETBNTION SCHEDULE
A T

»

EQ-9

‘mQoOrv

04-15-88
! DOE/NARA

=->»0

E(

FILE CODE

-14

{cont.)

EQ~-19

RETENTION PERIOD

OFFICE OFFICE OF RECORD 'OTHER COPIES
RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION OF ™ " STORAGE N
RECORD —
OFFICE B8PA FRC OFFICE )

Disposition: Retain in office for 3 years from date of

acceptance by initial transporter or for 3 years from date of

acceptance at a BPA hazardous waste facility. Then transfer

to FPRC for 20 years.

AUTHORIZATION: Recommendation of Management
Environmental Contaminants AJ S S
Material relating to the effects and hazards of all types of
contaminants. Case file by type. l“l?

AUTHORIZATION: Recommendation of Management [N“' 1

 Other—Requlatery-Aeotions- & ton A

Material relating to actions either on the part of or that
a 's programs and activities and that are not wm@mmu
addressed else

Disgositioh: Break file upon comp of actions. Retain

in office 3 additional years, then send to FRCS in at

FRC for 15 years, then offer to NARA in 5-year blocks.

Approximately 1 linear foot retained in case file order N\\“T

with an annual accumlation of 1 linear foot.

AUT . nn\}{‘./'!llnl(f)‘2) -—
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TEXTERNAL ISSUES

mre—t—

FILE GUIDE AND RETENTION SCHEDULE

=-D>»v

EX-1

mo» o

04-15-88
DOE/NARA

[ N

M=t>0

FILE CODE

~RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION

RETENTION PERIOD

OFFICE
OF

RECORD]

OFFICE OF RECORD

OTHER COPIES

STORAGE
BPA

IN
OFFICE

FRC

IN
OFFICE

EX-11

EXTERNAL ISSUES

Material pertaining to the formal and informal relationships
between outside interests and BPA, and efforts to keep the
public informed. Does not include contracts or customer
data or agreements. Data may be recorded on various media
including paper, film, tape, disk, or diskette, unless
otherwise specified in the narrative disposition.

Disposition: In accordance with instructions for specific
material describgd by the following related subjects.

Media/Publications
Material detailing approaches and procedures for use with
various types of media.

Disposition: 1In accordance with instructions for specific
material described by the following related subjects.

(v

ALM

PJS
SSG

See Disposition

See Disposjition

A+lyr

A+lyr

——Audi-ovisual/bhotography
ding still and motion pictures, video and
audio recordings, films 7 osters, and related
captions, texts, and identifications. (All video

retained by SSG. “®Audiovisual® refers to audio, visual,

4and_audiouisual_nate;ial—unlass-othe;uisa—spoc#ﬁ#o4-)

K
E
Y

v
A - ACTIVE
P - PERMANENT

S - SUPERSEDED/OBSOLETE

» - FIRST LET1ER IN AREA OFFICE ROUTING LI.uw
Z - ORIGINATING OFFICE
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RECORDS '
B MANUAL C

CHAPTER

810 EXTERNAL ISSUES

FILE GUIDE AND RETENTION SCHEDULE

T OFFICE T RETENTION PERIOD
OFFICE OF RECORD OTHER COPIES
FILE CODE RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION OF "W STORAGE TN T
[RECORD OFFICE BPA |  FRC OFFICE
~fEXmllall | SSL— {1 Syrs R s
t.) related slide sets, filmstrips, original graphic arts, films, | ALM
‘video and sound recordings, and related documentation. PJS
Includes agency-sponsored media for public distribution or 585G
‘ ernal training as well as other material not identified
below: pproximately 9 linear feet of paper files are stored
in the wor rea. Annual accumulation varies with an average
of 2 inches per ar. Offer to NARA when obsolete or after
5 years, whichever o rs first,
AUTHORIZATION: BPA Records Schedule and Piles Handbook PRI/B(h)(1)
~(b) Routine audiovisual productions no lated to BPA Z 1 yr S
mission functions. or §
AUTHORIZATION: GRS 21/1 ’
‘ {c) Audiovisual material acquired from outside sources for \Z\ ] S
‘ entertainment or recreation.
. ‘ -
AUTHORIZATION: GRS 21446~ 11/10} a)//ls \
(d) Personnel and management training audiovisual materials SPRD A+lyr ‘ \ A
acquired from outside sources. '
AYEHORIZATION 4GRS -31/15 akl 1‘1 } éJ‘t//?{ \\\\\\\\\\h
7

EX~-2

mo» v

04~-15-88
DOE/NARA

P MmO

K
E
Y

A - ACTWE
P - PEAMANENT

S - SUPERSEDED/ORSOLETE

Z - QRIGINATING OF FICE

= - FIRST LETTER IN AREA OFFICE ROUTING (L. T U W}
Saee Gt fene BIGH g coplonsibions oF REY $orme,
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.. CHAPTER .
810 T EXTERNAL ISSUES g
RECORDS S ! .
B MANUAL 3 . A 04-15-88
{ DOE/NARA
- _ e N D
aPILB GUIDE AND RETENTION SCHEDULE
T — —— . e e e e i e e —
o T o ~ RETENTIONPERIOD
o _ OFFICE
‘ OFFICE OF RECORD OTHER COPIES
FILE CODE RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION oOF F—"u STORAGE ™
RECORD OFFICE BPA FRC ' OFFICE
JEX=11=11 (e) Personnel identification photographs-for—curtent— 1 §SS | Swrs A
: t.) employees. or A o ERRE RS :
~_AUTHORIZATION: GRS 21/2
(£) nd halftone negatives, screen paper prints, SSG s A s
and offset 1 raphic plates used for photo-mechanical ‘
‘ reproduction.
AUTHORIZATION: GRS 217t} 3|
(g) Line copies of graphs and charts. 2 A+lyr S
or S

AUTHORIZATION: GRS 23712 9"/7

. ‘ (h) Routine surveillance footage and recordings. . ' ~sss\ S S
AUTHORIZATION: GRS 3317 QJI" )QJ/{K \
(i) Daily' or spot news recordings available to local SSG 6mos \ S

radio stations on a call-in basis. . or S : \

AUTHORIZATIONs_CRE_21/50 ;ug:;(o _ E ~_

-
K| a-acmve 2 FIRST LETIERIN AREA OFFICE ROUTING (L. 1. U. W)
E P . PEAMANENT Z - ORIGINATING OFFICE . US DEPAHIMENT CF RESY  BONNEVILE POWEH ADMBOS THATION BPA 1845 NOV 1987
v | § SUPERSEDED/ORSOLETE

S L A P O S I A TR YT



CHAPTER

: : 1% EX-4
BPA 810 TEXTERNAL ISSUES s
RECORDS !
B MANUAL € 0 04-15-88
! ¢ DOE/NARA
e I L s ) o - _
aPILE GUIDE AND RETENTION SCHEDULE
Lr_ : S — L e e e
OFFICE RETENTION PERIOD e
OFFICE OF RECORD OTHER COPIES
FILE CODE ‘ RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION OF w STORAGE TR
: RECORD OFFICE BPA FRC OFFICE
EX=11-11 {3) Dictation tapes and recordings. made exclusively for v Mu
M transcription or notetaking.
b Destroy immediately after use.
AUTHORIZATION: GRS
EX-11-12 History/Annual Reports ALM 20yrs  WITHDRAWN P : A+lyr
Material reflecting BPA history and including BPA Ann , SSL . :
Reports. Approximately 1 1/2 linear feet of paper files are | —]
stored in the work area with an accumulation of 1 1/2 inches ' \
per year. Offer to NARA in S5-year blocks when 20 years old. \\
AUPHORIZARION+ —GRE-16/4134c) : S
EX-11-13 Media Contacts ALM A+3mos A+3mos :
Records of current contacts for all media and approximate
extent and kind of audience reached by the different news
and public affairs media; schedules of news deadlines and
. style guidelines. .
AUTHORIZATION: Recommendation of Management P[NDINR
—tiXemlleld | News,—Radio,—and—TV-Releases : ALM_} Addyrs R A+lyr
Copies of news rteteases,—scripts of radio and television PJS
presentations. (Radio and TV materials are retainé@ by S836+)}—Ssc_§ =
Approximately 10-linearfeet of paper-and -audiovisual material E—
K| a-acmive » - FIRST LETTER IN AREA OFFICE ROUTING (L. T. U, W) )
E P - PERMANENT . Z - ORIGINATING OFFICE US DUPAITMEND (B ENERGY  BONNE VICLE BOWE 1) AUMINIS [HATION BPA 1945 NOV 1987

S - SUPERSEDED/OBSONLTE

Y . Gaee See on BB Tor capharsion of KEY teame,




CHAPTER o
» EX-5
TEXTERNAL ISSUES € _
T R,
3 % 04-15-88
¢ DOE/NARA
5 . - - — . e |
3 FILE GUIDE AND RETENTION SCHEDULE
14 S _ _ L
) ‘ o ;";"_"'””' " RETENTION PERIOD
| oFRe " OFFICE OF RECORD ] orHen copies
FILE CODE RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION OF ™ STORAGE ™
: , RECORD OFFICE T eea |7 Terc OFFICE
!lliimiéf 1 W ekl l
TEOQEQI\\\\\ linear feet. Offer to NARA when 25 years old.
AUTHORIZATION: BPA Records Schedule and Files Handbook PRI/1
EX-11-15 Publ ions
. {(a) Record co of finished, BPA-numbered publications. SSL A+5yrs P A+lyr
e - Approximately 10 1lin feet of paper files are stored PJS
in the work areas with a rly accumulation of 3 linear
feet. Offer to NARA when 25 8 old.
AUTHORIZATION: BPA Records Schedule an iles Handbook 0S/8
{b)—€amera—copiesof-publications. SSG S S
EX-11-16 Speeches \;;;\\ +4yrs P A+lyr
Copies of speeches by the Administrator and senior officials PJS o
that affect BPA program activities. Approximately 9 linear ALM
feet of paper files are stored in the work area. Annual \\\\\\\\
accumulation varies with ah average of 2 inches per year.
Offer to NARA when 25 years old. \\\\\\\\
PRI \\\\\\\>
K| a ac¥ve x FIHSTLETTER IN AHEA OFFICE ROUTING (L. T, U. W)
E P - PEAMANENT Z - ORIGINATING OF FICE NFS DEPAITAS NI (8 ENEINGY  BRONNE VR LE PUWE R ADMINIS THATHIN BPA 1845 NOV 1987
Y S SUPERSEDED/ORSOLETE S et lne ND B oo Vaphangtens of KEC e,
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'BPA

'RECORDS

810 EXTERNAL ISSUES

:
¥
B MANUAL € -
|

FILE CODE

5 o
GUIDE AND RETENTION SCHEDULE

éFILE

RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION

R R '

RETENTION PERIOD

OFFICE

OF
RECORD

o

Coples Of material-appearing in the press concerning BPA
policies and activities.

IN
OFFICE

. :

OFFICE OF RECORD

STORAGE
R

FRC

0 04-15-8
I DOE/NAR

OTHER COPIES
IN

OFFICE

) |

T

L _Public Involuvement

Material relating to BPA public involvement activities and

procedures. An original Public Record is maintained by the
ogram organization according to the retention period set

for subject classification, unless delegated to ALP

(a) Materia ating to short-term activities and

procedures concerni PA's effort to involve the public
in BPA issues.

(b) Material that supports BPA pub nvolvement policy
and long-standing procedures which impact rights of
individuals. Approximately 2 linear feet of pap iles
are stored in the work area with an accumulation of 4
inches per year. Offer to NARA in 5-year blocks when 20
years old.

AUTHORIZATION: Recommendation of ﬁanagement.

BPA has a unique and overriding public involvement
directive through Public Law 96-501. Records document
estahlishment of sobhstantive policy and procedures.

ALP

ALP

T~

A+5yrs WII‘LIDRAWN

A+l Oyf 8#|TH¢MWN

A+lyr

A+lyr

7z

A - ACTIVE
P . PERMANENT
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CHAPTER

810 EXTERNAL ISSUES

1)
[}
)
L
E

5 . - -
AFPILE GUIDE AND RETENTION SCHEDULE

T

FILE CODE

‘ﬂlgiaf_fuﬂ.

(cont.)

EX-12-11

EXml2=l2

RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION

OFFICE

OF
RECORD

RETENTION PERIOD -

OFFICE OF RECORD

OTHER COPIES _

N
OFFICE

STORAGE

BPA FRC

Permanent retention will permit documentation of BPA's

efforts to uphold the constitutional rights of citizens
for challenge and historical record.

conferences/Symposiums

Planning, implementation, and evaluation of BPA sponsored
or co-sponsored public conferences or symposiums.
Published proceedings assigned BPA publication numbers
are retained according to Ex-11-15,

AUTHORIZATION: DOE 16/12(a)(3)(a)

Commandations/Criticigm

A+2yrs

* PENDIG

8yrs

il |
il

IN
OFFICE

ted comments from the public or other organizations
on BPA activitie blic involvement efforts and

programs, and other programs or polic
request for comments is not issued.

EX-12-13

AUTHORIZATION: GRS 14,2

Requests for Public Involvement/Understanding

(a) Proposals submitted to BPA by the public requesting
BPA resources to further any public involvement process

or public understanding of BPA programs and issues.
Includes funding requests (for example, intervenor
funding), sponsorships, and creation of working committees.

L 4
K A - ACTIVE
E| ¢ PEAMANENT

x FIHST LETTER IN AREA OFFICE AOUTING L 1Luw
Z - ORIGINATING OF FICE .

S - SUPERSEDED/OBSOLE TE

e Suec oo BIER on oot o KEC e,

ALP

A+lyr
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FILE GUIDE AND RETENTION SCHEDULE

-D>7T

EX-8

mo>» v

04-15-88

[v)
A
I DOE/NARA

K

A - ACTIVE
P - PERMANENT

Y

-

x - FIAST LETTER IN AREA OFFICE AOQUTING (L. T.U. W)
Z - ORIGINATING OFFICE

S SUPERASLOEN/OBSOLETE

S S ion BOO K lor capbonition of KUY o,

T OFFICE "RETENTIONPERIOD
' OFFICE OF RECORD OTHER COPIES
FILE CODE RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION OF L N STORAGE TN T
RECORD OFFICE """ epa | - FRC OFFICE
EX-12-13 (b) Rejected proposals. ALP A+lyr A+lyr
' AUTHORIZATION: Recommendation of Management P[N“'NG
—H'RQJMM _ AL Syrs SRS At+lyr
. formally designated information office relating or S
to the creation an n of information designed to wm’pm\wu
help the public or an elected official A programs
and policies. May include confidential information., ————
_\-
AUTHORIZATION: GRS 14/2 as adapted-£or_EBERC
EX-13-11 Educational Activities ) z A+3yrs A
Material relating to cooperative educational programs and
projects with private groups, educational agencies and
organizations, and State and other Federal agencies. [N“l“ﬁ
AUTHORIZATION: Soil Conservation Service (SCS) 260/13
‘%——“amuaquim ' 2 3mos- 3mos
formation and responses to inquiries that
-do not reference the Freé tion Act (FOIA)
and which are not affected by the Privacy Act. S
-\
\-—
Al 14/3 Ml I —

US I PAHTMENT (€N HGY

BONNE VILLE PUWE R ADMINISTHATION

"BPA 1845 NOV 1967
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CHAPTER

810 EXTERNAL ISSUES

P
AFILE GUIDE AND RETENTION SCHEDULE
T - e -

S 04-15-88
¢ DOE/NARA

RETENTION PERIOD

Disgositfon: Destroy 4 years after final determination by
BPA or 3 years after final adjudication by courts, whichever

is later.

AUTHORIZATION: GRS 14/17(a) /‘// (e

OFFICE OFFICE OF RECORD OTHER COPIES _
FILE CODE RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION OF v STORAGE N
RECORD|
OFFICE B8PA FRC OFFICE
B¥=13=13-—-1——ROIA-ROGPONSES
Responses to inquiries that cite the Preedom of Information
Act (FOIA). Responses include the original request and a
copy of all material sent to the requestor.
(a) ses granting access to requested records; AL ‘Atlyr 1lyr A+lyr
responses to uests for nonexistent records; responses
to requests with equate descriptions; and requests for
which agency reproducti
AUTHORIZATION: GRS
(b) Responsgses denying, in part or total, acc AL Atlyr 4yrs A+lyr
requested records.
AUTHORIZATION: GRS l4/i6taM3) /9!l ~_
(c) Appeals to BPA responses to FOIA requests. AL \\Eée\gisngition A+lyr

T~

K
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>
A - ACTIVE
P - PERMANENY

x HHST LETTERIN AREA OFFICE ROUTING (L. T, U, w)
Z - ORIGINATING OFFICE
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} CHAPTER * EX-10
BPA 810 1 EXTERNAL ISSUES , L ‘
‘RECORDS ] .
MAMUAL € 0 04-15~1
? I DOE/NAI
R . — e e SRRSO N
aFILE GUIDE AND RETENTION SCHEDULE
LS J— . U — e s
RETENTIONPERIOD
OFFICE
OFFICE OF RECORD OTHER COPIES
FILE CODE . RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION OF W STORME N
RECORD]
OFFICE 8PA FRC OFFICE
—— BNl et Pl li-G-Involveonent—Reading—Room ALP—1—S5yre AHiyr
T elating to the development, operation, and or S WITHDRAWN
services of the B ent Reading Room which
. provides information to the public.
AUTHORIZATION: GRS. 14/2 as.adapted.for.-BERC.. —— e
EX-13-15 Visgitors . 2 A+3yrs S A

Visitor logs and other documentation of public visits
including preparation, ltlnerarlea, tour arrangements,

and related correspondence.
AUTHORIZATION: Recommendation of Management P[N“l“ﬁ
EX~13~16 congressional Hearings : ALG A+lyr 4yrs A+lyr

"Provisions for information for decisionmaking regarding
policy and issues conducted through congressional hearings

including background information, BPA formal testimony,
‘ questions and answers, contract data and summary,
. memorandums of understanding (MoUs), previous and pending

correspondence, and biographles. : H[Nﬂl"ﬁ
i

AUTHORIZATION: Recommendation of Management

EX-14 Special Events . Z A+3yrs A
: Material for informational and honorary events, and :
evaluations of their effectiveness. Includes preparation,
publicity, and participation. May include a variety of media.

! AUTHORIZATION: . Soil Conservation-Service (5CS) 260/15
K A - ACTIVE x - FIRST LETTER IN AREA OFFICE ROUTING (L. T, U, Wj

P - PEAMANENT £ - DRIGINATING OFFICE b DEPRRIMINT (0 LNLIGY  BORRE VG E PURE H AT S THATION BPA 1845 NOV 1987
S - SUPERSEDED/OBSOLETE .
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CHAPTER _ \ _;
a EX-11
T EXTERNAL ISSUES g
: :
E A 04-15-88
¢ DOE/NARA
P . B
Q FILE GUIDE AND RETENTION SCHEDULE
A
RETENTION PERIOD
. OFFICE
OFFICE OF RECORD OTHER COPIES
FILE CODE RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION . OF m STORAGE N
RECORD
‘ ' OFFICE BPA FRC OFFICE
EX-15 External Relations _ AL A+lyr 4yrs A+lyr
Material relating to contacts and relationships with units
of government and government officials; and other public or
private individuals, organizations, or groups. Includes
agreements and memorandums of understandings. Does not
include contracts or customer files. File alphabetically :
by name of group or individual. ) f
T AUTHORIZATION: Recommendation of Management
EX-15-11 Foreign : z A+lyr 4yrs ) A+lyr
‘ Material relating to Governments, organizations, agencies,
or individuals based outside the United States. l l?
A AUTHORIZATION: Recommendation of Management iiae[l ! '
’-15—12 Federal ‘ ALG A+lyr 4yrs A+lyr
Material relating to Governmental agencies; branches, or
officials of the Federal Government; includes Congressional. .
File by name or agency, official, or committee.
AUTHORIZATION: Recommendation of Management iiviill ‘;
EX-15-13 State ALG A+lyr 4yrs . A+lyr
Material relating to agencies or officials of States. ‘
File by name of State and name of agency or individual. l (;
AUTHORIZATION: Recommendation of Management hi[]
K A - ACTWVE x - FIRST LETTER IN AREA OFFICE ROUTING (L, T, U. W)
E P - PERMANENT Z - ORIGINATING OF FICE US DEPAHIMENT Of ENEHGY — BONNEVILLE POWER ADMINISTRATION BPA 1845 NOV. 1987
S - SUPERSEDED/OBSOLETE . i '
.Y..,,._._..____, . o 7 o me: Sl:l,‘ll(.lll BOO 8 tor explianation of KEY tletms
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P EX-12
G
E

 04-15-88

P
QFILE GUIDE AND RETENTION SCHEDULE
T
) OFFICE RETENTION PERIOD
QFFICE OF RECORD OTHER COPIES
FILE CODE RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION OF N STORAGE N
RECORD OFFICE 8PA FRC OFFICE
EX~15~14 Municipalities : ALG A+lyr 4yrs A+lyr
Material relating to agencies or officials of cities.
File by name of city and name of agency or individual. pEN“‘NR
. 1
AUTHORIZATION: Recommendation of Management
EX-15~15 Tribal ALG At+lyr 4yrs A+lyr
Material relating to agencies or officials of American
Indian tribes. File by name of tribe and name of agency
or official. PEN“‘N[\
AUTHORIZATION: Recommendation of Management
'|EX-15-16 Utility Organizations ‘ 2 A+lyr 4yrs A+lyr
Material relating to utility groups and organizations such
as public utility districts, utility cooperatives, private
utilities, and direct service industries. Does not include , 0
customer files. : PEN“'NG
AUTHORIZATION: Recommendation of Management
EX-15-17 Industries . z A+lyr 4yrs A+lyr
: Material relating to direct service industries and other :
industries. Does not include customer files.
AUTHORIZATION: Recommendation of Management P N“‘Nﬁ
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See Seen tiens KOO Jom cxplaniations of €8 Y fepne.

CHAPTER ,
" EX-13
BPA 4 T EXTERNAL ISSUES &
RECORDS ¢ )
P MANUAL 3 € " 04-15-88
¢ DOE/NARA
PO - e S e e L
' aPILB GUIDE AND RETENTION SCHEDULE
e Y e e e e e S e ;
L o T ) T N N RE‘I’EN‘i’—lb;l FERIOD o _
' ' oFFICe OFFICE OF RECORD OTHER COPIES |
FILE CODE .RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION OF N T STORAGE IN
- RECORD A
OFFICE BPA FRC OFF(:E
,15-18 Northwest Powet Plann ng Councll AR A+lyr 4yrs ' A+lyt
AUTHORIZATION: Recommendation of Management P[ND'NB
EX-15-19 Other Councils A Atlyr 4yrs A+lyr
Material relating to National, regional, and local councils.
AUTHORIZATION: Recommendation of Management ﬂN“'“G
EX-15-20 Public Individuals, Groups, and Organizations A Atlyr 4yrs A+lyr
: Material relating to groups, organizations, and individuals
not associated with Federal, State, or local governmental
bodies.
AUTHORIZATION: Recommendation of Management p[N“'“ﬁ
K| A u:!_v've n - FIST LETTER IN AREA OFFICE ROUTING (L. T.U. W)
E P - PEHRMANENT z- ()“K"NA"NG OFHICE us DY PANTME NI U8 ENEHGY  BUONMEVRTE FUWE H ADMAAES LHATION BPA 1845 NOV 1987
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FINANCE

RECORDS
MANUAL

T
|
T
L
[ 3

04-15-88
DOE/NARA

Me=»C

P
a FILE GUIDE AND RETENTION SCHEDULE
A . .

! RETENTION PERIOD
: . : : FFICE OF RECORD OTHER COPIES
FILE CODE ! " AECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION o |, OFFICE OF RECORD e
, RECORD -
! . OFFICE BPA FRC OFFICE
. | .
i
I
I

OFFICE

FINANCE See Dispogition A+lyr
Material relating to the accounting and control of assets;

. corporate risk insurance; capital acquisition, investment,

i and management of these subjects; financial information;

and financial services such as payroll, collections,

| disbursements, and trust agreements. Data may be recorded on

| various media including paper, film, tape, disk, or diskette,
unless otherwise specified in the narrative disposition.

Dispogition: .

" In accordance with instructions for specific material
described by the following related subjects. - ‘ *

~Journal-Vouchers- DSEQ Q] Atlyr | 2yras | 3yrsg |

The monthly registers of BPA's financial transactions.

TION: GRS 7/2

Operations Accountin

!

!
FI-11-11 l
| Material relating to paymen
|

BPA's goods and services.
(a) Purchase orders, receiving reports, an DSFO 4yrs
obligations & outlays and of material & supply.
are sent to Plant Investment Section (DSOP) at option

for incorporation in FI-12 records series. \\\\\+‘~\~\\\\\\\

AUTHORIZATION: BPA Records Schedule & Files Handbook FM-14 \\\\\‘\~~\\-‘\s

(b} Time~and-attendancecost—detail reports DSEO-}—6mos———18MmOS

\.

-

K|
E

A ACTIVE P FIRSTAEVIERIMAREA OFFICE ROUDBING (L 1.1) W)

N .

P PtHMALL T 7 OHIGINATING OF § 108 U AT A 1O v LT e WO VR L B R AL VAT BPA 1845 NOWV 148/
o RTER D B o T .
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BPA .
RECORDS | 3

... CHAPTER

a1o FINANCE

n MANUAL

FILE CODE

-:‘lh&ﬂa:&L-4-——Awmuuu4az;cu;_4uuL1Jl

=-n>»9

FILE GUIDE AND RETENTION SCHEDULE

RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION

RETENTION PERIOD

OFFICE
OF
RECORD}

OFFICE OF RECORD

N
OFFICE

STORAGE
BPA

FRAC

4

FI-2

mO» v

04-15-88
DOE/NARA

[ Jw]

QTHER COPIES

N
OFFICE

!
i

(c) General ledger reports and detati—ledgersummary reports.

DSFO

A+lyr

6yrs

FI-11-12

K

"

E

L d

A ALUVE
P PEHMA,

MWWWHMMM

Conservation Accounting

Material relating to payment for certain conservation
services. Includes receiving reports, invoices, loan
records, and related cost analyses and reconciliations.
See also CN-11, Conservation Marketing, and CN-12,
Conservation Programs.

AUTHORIZATION: FERC-18CFR-125.3/7{(b)

Plant Accounting

Material relating to the fixed asset charges for allocation
of materials, equipment, and use related to electric plant

in service. Included are data on capital investment,
physical plant, work orders, and costs of specific locations
within the transmission system. See "Land® for real property
details.

Disposition:

In accordance with instructions for specific material
described by the following related subjects.

O FHST R TIVHIMN AREA OFFILE HOUTHNG (L 1 81 Wi

DSFO

DSOP

At+6yrs

See Dispogition

PENDI

S (HUGINABING GEEH : 4 e ERRRY R R R TR SR

AR N P N N ENY RN TN N 1

SONIBE Y TE EE I ADRIE I NATH Y

A+lyr
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CHAPTER

BPA 810 i
/  RECORDS '
M MANUAL +

FI-4
FINANCE

ma» v

04-15-88
DOE/NARA

D Jw]

L 1 aean

"A FILE GUIDE AND RETENTION SCHEDULE

RETENTION PERIOD
OFFICE OF RECORD OTHER COPIES
R STORAGE N
BPA FRC OFFICE

ENDING
NDING

-Q::ff:fj::::::——F&opo&by—cont;ei DSOP 3 A+lyr A
Co : Material relating to matters on property accounting, control, o)
‘ i nd disposition of personal property owned or leased by BPA.

Pers roperty is portable, tagged or numbered,
nonexpendab oninstalled equipment. Includes documents on
lost, damaged, and oyed property; survey reports; and
financial details supportin e plant accounting activity.
. ' See also SU-14, Materials Manageme nd SU-16, Supplies
and Equipment.

! OFFICE
i y

FILE CODE | . RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION OF

i RECORD

F1-12-13 vouchers affecting general ledger accounts and original
(cont.) Cconstruction Project Authorizations (CPAs).

AUTHORIZATION: FERC-18CFR-125.3/39(a)s&(b)

{(b) computer tape(s) enabling regeneration of FI-12-13(a) DSOP [
constitute the continuing plant mortality data.

".,é

AUTHORIZATION: FERC-18CFR-125.2(n)(5)

AUTHORIZATION: GRS 6/5(a)

PI-13-11 | Property Relief Certificates » | psop \\7Y$a\\\\\- 2yrs
' Original copy of Form BPA 31 with unique control numbers. - :

Used to relieve property custodians of accountability. H\“~\\\~\\‘\;\\

|
immmmwmv : .

A ACIN AOPIHSTUE NI ARE A OFFICE HOUNNG | ) 1 W)
P PERN Z ORGINA NG, Gof | i g

GO DE oAt 1

1K
E

T R AN Y 8 G U I VAL 1 AR AT BPA 1845 NOV 1987



FILE CODE

FI-12-11

FI-12-13

K
e

A ACTIVE
P PEHMANGE Y

SOOI RO rOonson g T

FINANCE

LTl

FILE GUIDE AND RETENTION SCHEDULE

=“D>» %

RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION

Plant Record Ledgers
. ¥
(a) Hard copy ledgers of electric plant accounts including
land and other fixed assets of BPA's system showing the
cost by FERC class. Includes the property unit summary,
the Plant Investment Catalog, and the analyzed work orders.
See also ED-13, Work Orders.

AUTHORIZATION: FERC-18CFR-125.3/30(a)

(b) computer tape(s) enabling regeneration of FI-12-11(a)
constitute the continuing plant mortality data.

AUTHORIZATION: FERC-18CFR-125.2(n)(5)

Plant Construction Records

Details of costs collected in the work orders through
construction work-in-progress and supplemental/supporting
documents used for analysis, reports, and studies.

AUTHORIZATION: FERC-18CFR-125.3/31

Depreciation Summaries and Memorandum Adjustments

(a) Hardcopy ledgers listing cost of plant retired by year
installed and retired for mortality studies.
Computerization of depreciation expense of electric plant
includes adjustments to depreciation. Includes journal

A CIHSTRE TR AREA OFFICE HODIG I 1.4 W)

OFFICE

RECORD

DSOP

DSOP

DSOP

DSOP

2 ORKGIA TG OF £ 104 Ve At

RETENTION PERIOD

OFFICE OF RECORD
STORAGE

IN
OFFICE

lOYrs

10yrs

10yrs

BPA

PENDING
ENDING

PENDING

FRC

l40yrs

15yrs

FI-3

mo» v

04-15-88
DOE/NARA

LEP X-)

OTHER COPIES
IN

OFFICE

A+6mos

BPA 1845 NOV W/




7| CHAPTER

L ; r FI-5
BPA ' 810 1 FINANCE €
RECORDS : 1
MANUAL £ 0 04-15-88

K :z DOE/NARA
'p
A FILE GUIDE AND RETENTION SCHEDULE
- — Y .
|
' o N OFFICE OFFICE ozet::::‘:):’: = OTHER COPIES
FILE CODE RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION OF T T T TsToRAGE TN
‘. ! . RECORD .
OFFICE BPA FRC OFFICE
! N B .
DSOPl 3yrs - lyr
original copy of Form BPA 27 with unique control numbers.
Used to affix responsibility for lost, damaged, or destroyed
erty and/or approval disposal and property write-offs.
Inclu nvestigation reports and supporting documents.
l AUTHORIZATION: BP cords Schedule & Files Handbook PM-13
FI1~-13-13 ! Custodian Authorization psor}l S A
’ o ' Original copy of Form BPA 1280F. Use establish and
' ' ! approve designation of BPA employees as prop custodians.
i AUTHORIZATION: BPA Records Schedule & Files Handbook PM-
FI-13-14 | Custodian Account Audits | DSOP \\R#6¥(§\\\N 2yrs
. ‘ Documents that track procedural compliance reviews, field .
[ trip investigations, and account spot-checks (site audits) \\\‘\\\\
' | ’ for personal property custodians. \\\\\\\N
| AUTHORIZATION:. GBS 6/1{a) \
| ]
"FI-13-15 ’ Personal Property Financial Control Reports . Dsop|] 6yrs
! Monthly subsidiary ledger reports.
‘ .
I AUTHORIZATION: FERC-18CFR-125.3/12(b)(1) p[N“'NG
i .
i .
. L
K A ACTIVE o FIST et FIER W AREA OFLICE BROUTIGQ 1.t Wy
E P PHLBMALE DT 4 OHIGIATIIG OF 1L L PRSI e T Ve 1O N SUAR AN BPA 1845 NOV us/
= s SUPERGEDE D OROnE 1




-
e CHAPTER
e RS ';’ FI-6
BRA 810 1 FINANCE G
RECORDS T _
MAMNUAL £ 2 04-15-88
| ¢ DOE/NARA
T, ‘
;a FILE GUIDE AND RETENTION SCHEDULE
T : o
OFFICE OFFICE o?;:gg:: = OTHER COPIES
FILE CODE | RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSIVION | OF W T eonmee | it
| RECORDY OFFICE BPA " FRC  OFFICE
.1—1‘3-16 Annotated Acquisition Documents psor}] 6yrs
Records of BPA's purchase orders, contracts, plant service
requests, receiving reports, and other acquisition
! documents with annotations to include financial data about
capitalized dollars, dates analyzed, serial numbers, and
assigned BPA numbers. |NG
AUTHORIZATION: FERC-18CFR-125.3/12(b)(1)
FI-13-17 Personal Property Accounting System Procedutres DSOP A A
L ! Operating procedures for users of the automated property
system and property management for custodians and Personal A "¢
Property Managers. See also SU~14-16, Personal Property
AUTHORIZATION: FERC-1BCFR-125.3/9(b) :
&:&-———mm DSOS -S. 1S
! ng to the Federal Columbia River Power
) | System's (FCRPS) financ and reports, such as ’
i the Program and Financial Summary.
: e
“‘.——_‘M
AUTHORIZATION: BPA Records Schedule & Flles Handbook EM=41 I et S
o o § : .
i Records showing paym _Gaverpment—for-geods_and
; services rendered and BPA's assets, liabilities; Tevenues, |
- . and costgT—— " —t—
K A ACHVE 5 ‘HNSIUl"R!NAh!A()IH(:l HOUHNG @ 1 13wy ‘
P PEHMa 2 B N 6. :
Ef . -_.:smw.nuwnw..,nu pHANIG r e T HLEAIRE Y G0 G R Vi L] B At BRI SPA 1865 NOV 1487
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CHAPTER

810 INFORMATION RESOURCES

AFILE GUIDE AND RETENTION SCHEDULE
T

IR-13

IR-14

N

IR-15

FILE CODE

fe;hnicél Reviews

RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION

OFFICE

' RETENTION PERIOD

IR-2

T“’)‘

[P -]

DOE/NARA

OFFICE OF RECORD

OTHER COPIES

[, ] STORAGE

BPA FAC

Material relating to technical reviews of proposed hardware
and softwvare systems or system components. Includes such
material as requirements and specifications, costs and
benefits of proposed systems, and justifications.

AUTHORIZATION: 8Soil Conservation Service (séh) CRS8/106

Automated Systems Security

Material relating to security of ADP and related information
management systems. Includes such material as authorizations
for computer center access, plans and procedures for physical
security, and security of data files and records. See also
§S-18-13, Computer Security.

AUTHORIZATION: Recommendation of Management

Equipment Technology and Office Automation

Material relating to the selection, use, and management of
ADP hardware and office automation equipment. ' Includes
material relating to equipment types, configurations, uses,
and acquisition recommendations.

AUTHORIZATION: Soil Conservation Service (SCS) CRS/106

<mX
v

- ACTVE
- PERMANENT
- SUPERSEDED/OBSOLETE

a - FIRST LETTER IN AREA OFFICE ROUTING (L. T.U. W)
Z - ORIGINA TING OFFICE

Ser Lot oo MK o caglasnication OF KLY B

SWR

SWR

SWR

2yrs

PENDING

PENDI

2yrs

PENDING

A+2yrs

3yrs

US DR PANIMENE OF § et iKY

BONML VI LE POWEH ADMINS | RATIUN

N
OFFICE

3yrs

3yrs

BPA 1843 NOV 19687

04-15-88




CHAPTER
IR-1
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BPA 810
RECORDS B
E MANUAL

INFORMATION RESOURCES

T
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L
€

04-15-886
DOE/NARA

T ma=>»0

5 S
AFILE GUIDE AND RETENTION SCHEDULE
¥

RETENTION PERIOD .

| OFFICE OF RECORD OTHER COPIES
FILE CODE " RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION | oF . ComD. i cores

" OFFICE BPA FRC OFFICE

IR INPORMATION RESOURCES . ) See Disposglition A
Material relating to the development and implementation of
policy, standards, and procedures for information management

activities. Includes material relating to system software
and hardware, ‘computer operations, telecommunications,

office automation, and library services. Throughout this

subject, "ADP" means "automated data processing.® Data may be
recorded on various media including paper, film, tape, disk, or
diskette, unless otherwise specified in the narrative diapoaltior.

Disposition: In accordance with instructions for specific
material described by the following relatedssubjects.

IR-11 Model Coordination _ swr | 3yrs 2yrs Iyrs
Material relating to the coordination of analytical models. '
. May include material relating to intraagency and interagency

coordination activities including workshops, reviews, and ,
related data collection activities. P[anuﬂ

AUTHORIZATION: Soil Conservation Service (SCS) CRS/106

IR-12 Systems Planning SWR Jyrs 2yrs 3yrs
Material relating to the preparation, maintenance, and )
updating of information resources management plans and
chargeback systems. Includes material relating to
coordinated planning efforts involving BPA and other

Federal, State, and local agencies. P an R

AUTHORIZATION: Soil Conservation Service (SCS) CRS/106

E P - PERMANENT 2 - OHIGINATING OF FICE

05 (U PRIIMEND OF EEHGY  BUMMEVRTE FUWEH ADMNISTHALION B8PA S NOV 1987
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CHAPTER
FW-15

BPA T
RECORDS | E
B MANUAL ! €

FISH AND WILDLIFE

° 04-15-88
I DOE/NARA

P
“FILB GUIDE AND RETENTION SCHEDULE

T o N o OF;; T T T RETENTION PERIOD
' OFFICE OF RECORD B Q_T HER COPIES
FILE CODE RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION OF P STORAGE . N
. . RECORDF OFFICE T eea | FAC OFFICE
FW-21-12 (a) Inventory lists :
(cont.) :
Disposition: At end of fiscal year in which inventory is
superceded, transfer to FRC then destroy at end of 3 years.
(b) Inventory cards
Disposition: At end of fiscal year when tenant vacates
_property or when property is closed to tenancy or leaves
BPA's control, transfer to PRC. Destroy at end of 6 years.
(c) Agreements/Leases .
Disposition: At close of fiscal year in which either (1)
agreement/lease terminates, lapses, or is cancelled or
_ (2) litigation is concluded (whichever is later), transfer
to PRC. Destroy at end of 6 fiscal years. [N“'Nﬂ
AUTHORIZATION: DOE 15/1
PW-21-13 FPunding and Management Records pJ See Dispo&h;i?p;xﬁggﬁ A
Includes all material related to OsM funding, such as cost ' I
and expense data for administration and operation. Case
file by land unit or by facility.
Disposition: Destroy 3 years after date of last entry. '
AUTHORIZATION: DOE 15/3 pENDI
K A :CHVE N 2 FIHST LETTEH IN AHEA OFFICE ROUIIN(: wruw)
5 : Z::,:":::‘?:ulous(" re I' URIGINATING OF HICE ' . DS OEPARIMEME UR ENLIGY  BRIMNE VI LE POWE N AUMINIS AT RN ’ BPA 1845 NOV 1987
. Lot S0t ot BOGH o capibaassbions LR I A TV ITEN
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RECORDS
B MANUAL

CHAPTER

810

FISH AND WILDLIFE

M o

AND RETENTION SCHEDULE

I v
AFILE GUIDE
) |

FW-21-11

.21-12

RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION

. REl-ENm TION PERIOD D

]
OFFICE

Pacility Maintenance

Material relating to the operation and preservation of real
property, including replacement of equipment and enforcement
of O&M agreements. Includes inspections, service and repair
records, and other activities to assert, protect, and
maintain BPA's interests in land. Case file alphabetically
by land unit or by facility.

(a) Summary card/ledger records reflecting service and repair

Disposition: Transfer to PRC at close of fiscal year in
which unit is closed to tenancy or leaves BPA control and
destroy at end of 3 years.

(b) Inspection, service, and repair records.

Disposition: Destroy 5 years after maintenance is performed.

AUTHORIZATION: DOE 15/2

Agreements and Leases

Material relating to policy and procedures for developing
and maintaining agreements and leases. Case file
agreements/leases and facility inventory records by land
unit or facility,

A . ACTVE
P PERMANENT

K

Y

-

S - SUPERSEDEO/OBSOLE TE

2 FIRST LETTER IN AREA OFFICE ROUTING (L. T.U. W)
Z  ORIGINATING OF FICE
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CHAPTER ‘P
P PW-13
1 PISH AND WILDLIFE ¢
1
3 ° 04-15-88
« DOE/NARA
APILE GUIDE AND RETENTION SCHEDULE
: | OFFICE REVENTIONPERIOD ===
OFFICE OF RECORD OTHER COPIES
RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION ofF |- - - e SRR
IRECORD] o g e
OFFICE PR FAC OFFICE
{c).  Conatruction files incliuding final working drawings,
*as built® drawings, shop drawings, repair and alteration WITHORAWN

raulngp, standard drawings, specifications, and related
rec

for architectural, historical, and
significances

(1) Material
Atechnologlcal

Permanent. Offer to NARA

Disposition:

eéords are
inactive. «

(2) Material not included in Item ] above.

Disposition: Dispose of when no longer needed for
administrative purposes.

'

AUTUORIZATION — SRS—2272:
A - v —

Real Property Management

Material relating to the direction and supervision of the
operation and maintenance (O&M) of real property. Includes
coordination with other entities;
definition of objectives and performance standards; securing
operation and maintenance performance; monitoring,
evaluating, and reporting operational performance; and
meeting administrative requirements. Use tertiary subjects

and dispositions below for case files.

. FHSII[I'&RINAR[A“FOCI:ROUIM‘.II.IV‘U.M
1 UIGINA TING OF FICE

FW~21
but ia not limited to:
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CHAPTER

610 FISH AND WILDLIFE

FILE GUIDE AND RETENTION SCHEDULE

-t B Vi

RECORDS SERIES TITLE, DESCRIWPTION, AND DISPOSITION

FHW-12

mO»x

04~15~8;
DOE/NAR.

m=>»C

'OTHER COPIES

N
OFFICE

or otherwise permanently placed where BPA does not acquire

or hold property interests. Case file by project, land
unit, or other appropriate category. :

reements and related material

stroy 10 years after unconditional release
or restrictionsa.

Disposition:
by BPA of condit

AUTHORIZATION: GRS 372 /[

{b) Design files including prelimi and presentation

drawings.

(1) Material selected for architectural, historic
technological significance.

Disposition: Permanent. Offer to NARA within five years
after completion of project. .

{2) Material not included under Item 1 above.

Disposition: Dispose of when no longer needed for
adminietrative purposes.

AUTHORI ZATION, GRS 22/1
- ¥

T~
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FW-~20-12

RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION

"] ovHER COPIES

OFFICE

FH-11

mS»

04-15-88
DOE/NARA

MR

—— A -

Pisposition: Dispose of when no longer needed for
administrative purposes. ‘

\Amgnﬂou:

(c)

GRO—22/9-

Abstrac nd certificates of title

purchaser after unconditional sale
of conditions, restrictions,

Disposition: Transfe
or release by the Governme

mortgages or other liens.

Au'rgonl SATION: GRS 7% 3/ 16

{(d) All other material

Pisposition:

[-petense—bhy-the-Soverment—of-eonditiono—sestriobionty-
. . )

AUTHORIZATION: GRS 3@ 3/h

Class II Real Property

Agreements and other material related to funding of
vegetation, rip-rap, boulders, gravel, berms, weirs,
gabions, gravel recruitment structures, flow deflectors,

PJ

WITHERAWN

W’

stiuctuses -£or-stsean—pooling, fencing, culverts, and

P PERMANENT

K\ A ACTE

S SUPEASEDIO:ONSOLL IE

n FINSTLETIER IN AREA OFFICE ROUTING (1, | U W)
2 ORIGINATING OF F ICE

Car ay s PINEHS b g agibadnabrons 8 KD F foanne

I LT TR R I

Wt v L § R £ AL £ TR e

BMA 5843 NOV 10/




CHAPTER
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RECORDS !
# MANUAL €
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B £

FILE CODE ' RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION

"] otHeR copies

FW-10

mo>» v

04-15-86
DOE/NAR}

me>»0

N
OFFICE

. —
™ nt.) drawvings. '

chnological significance.

Disposit

after complet of project.

(2) mMaterial not inclu under Item 1 above.

,:;; Disposition: Dispose of when no er needed for
. : administrative purposes.

drawings, standard drawings, speclficationp, and related

technological significance.

Disposition: Permanent. Offer to NARA when records are
inactive.

(1) Material selected for architectural, historical, and

Permanent. Offer to NARA within five years

AUTHORIZATION: GRS—22/d - ‘
(b) Construction files including final working ;::::;;3?\\\\\

*as built® drawings, shop drawings, repair and alteration

records.
’ (1) material selected for architectural, historical, and

oA,
“
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FH-9

BPA T
RECORDS E
B MANUAL €

FISH AND WILDLIFE

% 04-15-88
¢t DOE/NARA

FILE GUIDE AND RETENTION SCHEDULE

b} 1

et

, . - RETENTION PERIOD |
' OFFICE OF RECORD OTHER COPIES |
FILE CODE RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION - OF Y sioaae T T TTw T |
‘ r . OFFICE T e ] e OFFICE |
’-19-20 Hatcheries . PJ | Bee FW-19 [Disposition
FH-19-21 Diets/Foods ' : PJ ?ee FW-19 [Disposition
FW-19-22 FPish Kills PJ See PW-19 [Disposition
FW-19-23 Diseases ‘ PJ See FW-19 [Dispositiion
FW-19-24 FPish Species PJ See PW-19 I:isposltlon
FW-19-25 Surveys and Census _ I PJ See PW-19 _}'gpqqu_:;qp
FW-19-26 Statistics PJ See PW-19 Dispositiion £
—iBH=20 | Real Propecty Acquisition and Constguction : N
\-\ Material relating to the acquisition of real property and
. ruction of fish and wildlife related facilities.
Use the fol rtiary subjects and dispositions.
FW-20-11 Class 1 Real Property PJ See Dlapo&lition A
’ Material relating to land and improvements to such -
as fish propagation facilities, fish ladders, fish scree S—
and trap-and-haul facilities. Includes appraisals, title \
search documents, titles, easements, leases, permits, i
rights-of-way, cost share agreements, and related material. T
Case£ile by land unit and/or facility \

P PFAMANENT 2 OHIGINATING OF ¢ 1.t WS IR PRI Nl R Ly N Va1 P H AT L HATR e BPA 1845 NOV 1987
S SUPEASEMD/OBSONE T

—— '3 <
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RECORDS 43
10 MANUAL €

CHAPTER

810 FISH AND WILDLIFE

g e e L
AFILE GUIDE AND RETENTION SCHEDULE

FILE CODE

1PW-19-11
FW-19-12
FW-19-13
FW-19-14
qu-l 9-15
FW-19-16
FW-19-11
FW-19-18

wW-19-19

PH-19 |

8 - _
' OFFICE OFFICE o:E ;:gg:: T
RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION OF B STORAGE
|RECORD] S
GFCE 8PA FRC
Fish and FPisheries PJ
Material relating to the identification, evaluation,
control, management, and ecology of fish species and habitats.
Use the following tertiary subjects. Case file specific
projects at FW-17.
(a) Correspondence 3yrs
(b) All other material [
AUTHORI ZATION: Soil Conservation Service (SCS8) CRS/75 n NG
Habitat PJ See FW-19 Dispositiion
Passage PJ See PQ{19,”;3§§thion
Migration PJ See FW-19 Disposition
Transportation PJ See PW-19 pispositiion
Distribution PJ See PW-19 Disposiﬂion
Requiiementa PJ See FW-19 [pispositiion
Population Management PJ See Pw-i9;:iéﬁéd¥éion
_Tagging PJ See FW-19 Dispositiion
Physiology PJ See FW-19 Dispositiion

A - ACTVE

K
€
Y

-

P - PERMANENT
S SUPERSEDED/OBSOLETE

n-FIRST LETTER IN AREA OFFICE ROUTING (L. 1. U. W)
Z ORIGINATING OF FICE

Sacer Lee s WO H tew e aplaatiabon oV KLY W,
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OFFICE

3yrs
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B MANUAL

FILE CODE

FW-17-14

FW-17-15

FW-17-16

FW-18

FW-168-11

FW-18-12

FW-18-13

FW-18-14

OTHER COPIES

FW-7

mo>»

04-15-88
DOE/NARA

T M=>»0

}FISH AND WILDLIFE
RECORDS |8 ; |
N [ 3
e e i i e _ - - -
aFILE GUIDE AND RETENTION SCHEDULE
Y. . I o e O
) I T - N RETENTION PERIOD
' OFFICE OFFICE OF RECORD
RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION OF o STORAGE
REOOIIDF —— SN
OFFICE aPA FN;
Proposals PJ See FW-17-11 Dbispqgsition
Approvals PJ See FW-17-11 DispJaltion
Evaluations PJ See FW-17411 Diqusition
Wildlife PJ
Material relating to the identification, evaluation, control,
management, and ecology of wildlife species and habitats.
Included are records relating to diseases, effects of
drainage, pollutants, food and cover requirements. Case
file specific facility/geographic projects at FW-17.
(a) Correspondence dyrs
{b) All other material "8 ‘
AUTHORIZATION: Soil Conservation Service (SCS) CRS/75 B umg
Wildlife Species PJ . See FW-18 ; i gl
Upland Habitat - PJ See FW-18 Dispositfion
Wetland Habitat PJ See FW-18 [Dispositiion
Rare and Endangered Species , PJ See FW-18 |[Disposit{ion
Material relating to identification, control, management,
and ecology of fauna and flora.
3 t

- -
K A ACTIVE
E P PLRMANENT

ly

x HIHSTLEYTEH IN AREA OFFICE ROUTING (L. T,U. W)

Z - UHIGINA TING OF ¢ ICE WS AN N o LT

S SUPERSEDED/ORSOLETE

Tl e N MOER o o aparnation G EE Bt
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OFFICE

3yrs
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CHAPTER ° PW-6
BPA 810 1 PISH AND WILDLIFE G
RECORDS !
B MANUAL e © 04-15-88
¢ DOE/NARA
.‘,I’ILB GUIDE AND RETENTION SCHEDULE
S U - -
T T T omc: T RETENTIONPERIOD
' - OFFICE OF RECORD __§ OTHER COPIES
FILE CODE RECORDS SERIES TITLE, DESCRAIPTION, AND DISPOSITION OF T w17 T S1ORAGE -
m! OFFICE ~<»ﬁm»___.-,..ﬁ-':- - OFFICE
EWN=17 | (1) MNatecial-selectedfor—arehitectural,—historical,—and
ﬁmﬁf\ technological significance. : -
‘ Disposition: t. Offer to NARA when records are
inactive.
(2) Material not included in Item 1 above.
- \ :
Disposition: Dispose of when no longer needed for \
administrative purposes. \\ :
AUTHORI ZATION: — GRE=B270— e
(c) All other material. A 7yrs
AUTHORIZATION: Recommendation of Management '.X
FW-17-11 Requests PJ an B
(a) Correspondence 3yrs 3yrs -
, (b) All other material ] s
" AUTHORIZATION: Recommendation of Management [N“' B
|PW-17-12 Cost Analysis PJ See FW-17-11 Dispdsition -
FW-17-13 Financing Alternatives PJ See PW-17-11 Dis ition
K A - ACTIVE = FIRST LETIER I AREA OFFICE ROUTING (L T. 11, W)
E P - PERMANENT Z  ORIGINATING OF FICE 45 DEPMMIAE M1 OF ENEINLY  BINUME VR CE FURE H AUMIESTHAIE 0 BPA 1845 NOV 1987
Y S - SUPERSEDED/OBSOLETE St G s IO H b gl il o KEY tnee, ‘ '




CHAPTER .
a FW-5
BPA 810 TPISH AND WILDLIFE ¢
RECORDS ! : ‘
MANUAL € . 04-15-88
+ DOE/NARA
T e e
APILE GUIDE AND RETENTION SCHEDULE
o E e e e e e - e e e e e e
- et e w w e P ) ._..“.‘....j.._....,....... s e ..‘.:,..\, e i s+ i —— g — - . -
’ V orFice OFFICE OF RECORD 'GTHER COPIES
FILE CODE RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION OF " ] sormce. Tl T w T
; [reconol OFFICE e ] Emc OFFICE
-;eeoﬁeoeafsbudﬁeevv . 2t So0-Disposition A
Material relating to projects and studies including contract '
documents, evaluations, accounting records, bills, reports, WITHERAWN
oss assessments, mitigation plans, implementation material : ‘
an nvironmental documents, Case file numerically by
projec mber. Use the following tertiary subjects.
{a) Design file ncluding preliminary and preéentatlon
drawings.
{1) Material selected for architectural, historical, and
technological significance. .
Digposition: Permanent. Offer to NARA with ive years
after completion of project.
. (2) HMaterial not included under Item 1 above. ‘
Disposition: Dispose of when no longer needed for ‘ ‘N\\‘\\ oy
administrative purposes. \\\\\\\\\\\\ R
AUTHORIZATION: -GRS-23/.0- . \
"(b) cConstruction files including final working drawings, \\~\\\\\
®*as built® drawings, shop drawings, repair and alteration:
drawings, standard drawings, specifications, and related ‘ \\\\<\\\\\‘
5000sde. :
Dk
K A M::NE 2 FIRST LR TTLAIN AREA DI FICE ROVING A T 1 W)
E P PERMANENT Z OHIGINATING OF FiCE SN PRPSUIME M1 U NG TR YE I E U AR AT Y ' BPA 1943 NOV 1987
Y S - SUPERSEDEL/OBSOUETE TR R TTITY ' NVRTOR BV OYF S 7 I RTN




CHAPTER
P FW-4
BPA 810 TFISH AND WILDLIFE ' - o8
RECORDS T _
i MANUAL € © 04-15-81
¢ DOE/NAR/
- . e _ B e
aFILB GUIDE AND RETENTION SCHEDULE
e m— e '. ——— e e e e e e e e e T —— - —mmme e st e = - e e m e e e e mm e+ = emeeee e e e e A——————— e s
OFFICE " RETENTION PENOD L )
OFFICE OF RECORD QT*!E.R_.QQ!’!ES
FILE CODE RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION ofF L w STORAGE T
RECORD) OFFICE " epa | ?ﬁ:"—_ OFFICE
rw-u 11 Hanaggment System PJ 2yrs 5yrs S
Material relating to funding and equipment for water
budget managers. ) :
AUTHORIZATION: Recommendation of Management P[anNB
FW-15 Research and Monitoring PJ
Policy material. File specific research material at FW-17.
(a) Correspondence ' 3yrs 3yrs

. (b) All other material [ [

AUTHORIZATION: Recommendation of Management

s ‘{
FW-16 Consultants PJ REND'NB "

Material relating to consultants and consultlng.

File project/study material at FwW-17. 'i g liky e 4
. {a) cCorrespondence : ‘ 3yrs Jyks
(b) All other material _ S [

AUTHORIZATION: Recommendation of Management “[N“' R

E P PEAMANENT Z - ORIGINA IING OF £ ICE
Y S SUPEHSEDED/OBSOLETE
-

% DEPAKIAERT OF ENEIGY  BONNE VD PUWE I ADMMNES TIATH Iy BPA 1843 NOV 1987
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RECORDS J§ !
B MANUAL E £

FILE GUIDE AND RETENTION SCHEDULE

(3>

FILE CODE

FHW-13
(cont.)

FW-13-11
FW-13-12
FW-13-13

FW-13-14

FH-13-15

FW-13-16

PW-14

RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION

(a) Correspondence
(b) All other material
AUTHORIZATION: Recommendation of Management

Mitigation Accounting

FPish Mitigation

Wildlife Mitigation

Podaible Liabilities

Matertial relating 'to protection, mitigation, and
enhancement actions.

Protected Northwest Streams
Listing of streams

‘pacific Northwest River Studies

Water Budget

Material relating to streamflows for fish and wildlife
benefit.

AUTHORIZATION: Recommendation of Management

M L J
Kl & acmve

Y

E P PERMANENT
S SUPERSEDED/OBSOLETE

n HRST LETTER IN AREA OFFICE HOUTING (L. 1. U. W)
Z  ORIGINATING OF FICE

L PN TR T T IR ORI TP T O I B N TETTTEN

RETVENTION PERIOD
OFFICE OFFICE OF RECORD
OF IN
RECORD
OFFICE

3yrs

S

i
PJ See FW-13
PJ See FW-13 pDispositijion
PJ See FW-13 Disposition
PJ See FPW-13 riapoaition
PJ See FW-13 Dispositiion
PJ See FW-13 Diapoaidion
PJ 2yrs Syrs
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~ ] orHen copies.
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CHAPTER

810

TPISH AND WILDLIFE
{
E

P
‘FILB GUIDE AND RETENTION SCHBDULB

Y —

FILE CODE

FW-11- 12

FW-12

FW-12-11

FW-12-12

..

e T TR

0 04-15-88
. DOE/NARA

OFFICE

US——

Amendments

Amendments to BPA's Fish and Wildlife Program and
Case file by amendment number.

supporting

AUTHORIZATION:

material.

Recommendation of Management

Fish and Wildlife Compensation

losses.

AUTHORI ZATION:

Recommendation of Management

BPA Compen

sation Plan and Policy

AUTHORI ZAT

ION: Recommendation of Management

Lower Snak

e River Compensation Plan

AUTHORI ZAT

ION: Recommendation of Management

Protection/M

itigation/Enhancement

_Material relating to compensation for fish and wildlife

Material relating to the protection, mltigation, and
enhancement of fish and wildlife species and habitats.

Use the foll

owing tertiary subjects.

Case file specific

project material at FW-17, Projects/Studies; acquisition

and construction material at FW-20, Real Property Acquisition
and Construction; and property management material at FW-21,

Real Propert

Yy Management.

A - ACTIVE
P - PERMANENT

K
E
Y

L\ d

% - FIRST LETTER IN AREA OFFICE AQUTING (L. T . U. W)
Z - ORIGINATING OFFICE

S  SUPERSEDED/OBSOLETE

S N
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PJ

PJ

PJ

5+2yrs

S+2yrs

St+2yrs
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CHAPTER .
r FW-1
BPA I FISH AND WILDLIFE G
RECORDS § ! :
B MANUAL ¥ € % 04-15-88
¢ DOE/NARA
o e e e i e i .
QFILB GUIDE AND RETENTION SCHEDULE
T _ _ e e e e
- e e E
FILE CODE RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION OF ™ STORAGE T T T e T
' RE | OFFICE aPA FAC OFFICE
FW FISH AND WILDLIFE ) iSee DiBPOTitlpn A+lyr
Material relating to fish and wildlife resources, policies, ' )

and issues., Data may be recorded on various media including

paper, film, tape, disk, or diskette, unless otherwise .
specified in the narrative disposition. '

Disposition: In accordance with instructions for specific
material described by the following related subjects.

AUTHORIZATION: Recommendation of Management

All retentions in this series that are by "Recommendation
of Management® are justified as follows: (a) to document .
requirements of the Pacific Northwest Power Planning and %
Conservation Act, Public Law 96-501, 94 Statute 2697-2736 ’
and the 1984 Columbia River Basin Fish and Wildlife

P : Program (as amended); and (b) and because of potential

challenge of contracts and land acquisition.

FW-11 BPA Pish and Wildlife Program , PJ S5+2yrs Syrs S

case file by Northwest Power Planning Council's Plan
sections. File cCouncil's Fish and Wildlife Program under. Co
the primary subject ®External Issues." P[N“INB

AUTHORIZATION: Recommendation of Management

FW-11-11 Implementation Work Plans PJ S+2yrs Syrs S
Work plans and background material, case filed by year.

AUTHORIZATION: Recommendation of Management HEN"ING w

\ 4
K A - ACTWVE x FIRST LETTEH IN AREA OF FICE ROUTING (L. 1. U W)
E P PERMANENT 2 ORIGINATING OF HICH . LS PRI N O MY BUNNE VR POWEH ALRESS THATUN X BPA 1845 NOV 18987
Y

S SUPEHSELED/OBSOLETE
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.y CHAPTER , 20
% FI-
BPA o 810 T FINANCE ‘ 5
. RECORDS T : . L
B MANUAL € . ° 04-15-i -
¢ DOE/NA’
. e S e R D
AFILE GUIDE AND RETENTION SCHEDULE
T ————— —— —— ot —— e b

RETENTION PERIOD |

: OFFICE OFFICE OF RECORD OTHER COPIES _
RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION ] OF o STORAGE TN
RECORD et S i
OFFICE 8PA FRC OFECE o
Revenue Requirements DRFR A+5yrs A
Material relating to total costs which BPA must recover
through its rates, such as interest, amortization, and

operating expenses. See also PM-13-13, Wholesale Power Rate; N E
PM-13-14, Transmission Power Rate; and PM-16, Rate FPilings

and Hearings. ) p{"m
- AUTHORIZATION: Recommendation of Management

1] .
FI-29 Repayment , DRFR | A+5yrs A
Material relating to BPA's methods, practices, and balances
owed the U.S. Treasury to repay the Government for its . |
investment in the Pederal Columbia River Power System (PCRPS).
Includes repayment policy formulation and studies, adequacy

‘ of proposed rates pursuant to FERC regulations, alternative

repayment methodologies, and interest and amortization payment
studies on the effects of program or policy changes on revenue

requitemeqts. See also PM-13-13, Wholesale Power Rate; PM-13-14,
Transmission Power Rate; and PM-16, Rate Filings and Hearings. 4 p[“mm

AUTHORIZATION: Recommendation of Management

K A . ACTIVE = - FIRST LLTTERIN ARE A OFFICE ROUTING (L. T.uw ’
E| F-PeAMaL 2 - ORIGINATING OFFICE . : U CRTME ML (M R O v UM 10 ALART T80 A 1845 NOV 198
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FI-27

CHAPTER ;
‘ a FI-19
BPA 810 |1 FINANCE | 6
RECORDS § o c
B MANUAL B € . 04-15-..
¢ DOE/NE
S } — —— DA
éPILE GUIDE AND RETENTION SCHEDULE
N RETENTION PERIOD o
OFFICE o
OFFICE OF RECORD OTHER COPIES
RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION OF - STORAGE N
RECORD .
OFFICE BPA FRC OFFICE
r——_a8i-Change—€Control - DSED A AY¥rs A
ing to requests for PMIS changes, new segment WIThbRAWN
values, system develo en enhancements as
recorded on form BPA 1827 or 1827A.
_AUTHORIZATION: Recommendation of Management. See PI-2f, —
Average System Cost . DRE A+6yrs A
Material relating to the Residential Purchase and Sale
Agreement (RPSA) and the Exchange Transmission Credit
Agreement (BETCA). Includes records about utility rate-change
proceedings and Record of Decision (ROD) sigped by the BPA ' {
Administrator. Average gystem cost (ASC) methodology documents :
(as outlined in 18 CFR 301) constitute a highly specialized
exhibit to contracts with BPA's customers. (Hardcopy documents
are microfilmed and destroyed 90 days after completion of the
microfilm quality check. The microfilm constitutes the i
official record.) p["“'“ﬁ I
AUTHORIZATION: FERC-18CFR-125.3/7(b)
Residential Exchange Invoicing DREF A+lyr Syrs A |

A - ACTIVE
P - PERMANENT

K
£

Material relating to BPA's Residential Exchange Program.
Includes original load audits, revised Exhibit C to

Appendix I of Residential. Purchase and Sale Agreement (RPSA)
.and Exchange Transmission Credit Agreement (ETCA) contracts,
and supporting documents. See also PM-11-14, Contiacts,
Original and Master Authenticated, and FI-17, Vouchers.
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S HUPERGEDN DrORSOUE T

LTI T

ﬁmonrznron:—-rgﬂe-i-eefﬁzﬁﬁﬁibj : - S
T« msTen

PENDI

Ing e

TR 1 1L Y ALIRINS (AT ION

BPA 1848 HOW 1087




BPA
RECORDS
B MANUA

M e -

I
|
FILE CODE |
i
1

FI-26-16
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FILE GUIDE AND RETENTION SCHEDULE

~D>7T

RETENTION PERIOD

F1-18

2 04-15-8
{ DOE/NAR

file
procedur

AUTHORI ZATION:

: OFFICE
RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION OF " OFFICE OF “-55,09“@;25
' RECORD
OFFICE BPA FRC
. N T
DSFD] A 2yrs | o~
Material relating to the "front end®” portion of the
Planning, Accounting, and Control System (PACS), including: w"’ﬂ“"“
change control procedures; segment value and other tables;
Detail Ledger, Front-End, and FTE reports; report
tribution and processing programs; data and parameter
reformatter; data conversion; and special year-end
Ré mendation of Management. See FI-26. [Nﬂl”ﬁ
DSFD A 2yrs

PACS General Ledger

nd implementation of
nning, Accounting,

Material relating to developmen
the "general ledger® portion of the
and control System (PACS), including: ¢t Walker GL

accounts; metasets; management and Walker co ol reports;
budget system; budget. entry; forecast versus act
reports; and organizational and program hierarchies.

AUTHORIZATION: Recommendation of Management. See FI-26.

ADP Resource Management Reporting Syétem

Material relating to development of the subsidiary ledger
system to the PACS system, including EDS status reports,
task orders, and submittal calls with instructions to IMAG
members.

AUTHORIZATION: Recommendation of Management. See FI-26.

manwn
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Mmet»

P
A FILE GUIDE AND RETENTION SCHEDULE
T

RETENTION PERIOD
OFFICE OFFICE OF RECORD OTHER COPIES

RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION. 9% DR S OrAGE n

OFFICE BPA FRC OFFICE

practices and BPA management s experience with intégrated
database systems and the life cycle of automated hardware ,
and software. ‘n'*nAWN

Accounts Payable - - DSFD| A 2yrs A

! Materia elating to development and installation of the
Walker Acco s Payable and Purchase Order system that . wind

supports the in ce approval and processing requirements
of BPA's general vou ring activity. EN"'NG

f Management. See FI-26. ﬁ

FI-26-11

AUTHORIZATION: Recommendatio

.FI-26-12 FMIS Internal Controls DSF | A 2yrs A
. Material relating to establishing standar or petforming
assessments, implementing improvements, and pr
internal and external reports related to internal
responsibilities and activities of the Office of Financ
Management. Includes requests for FMIS changes, new
segment values, system development, and system enhancements. \\\\\\

AUTHORIZATION: Recommendation of Management. See FI-26.

WITHDRAWN

FI1-26-13 FMIS A-127 DSF
Material relating to the establishment of FMIS objectives
and standards, implementation directives, and related review
and assessment reports as directed by OMB Circular A-127.

AUTHORIZATION: Recommeadation—of Management—See—Ri-26-
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i+ CHAPTER
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)
[}
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L
E

FILE GUIDE AND RETENTION SCHEDULE

'

"J)V

RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSH"ION

Risk Identificiation

Documents that track BPA's analysis of its exposure to loss
and available alternatives,
exposure acquired through contracts and agreements.

AUTHORIZATION: FERC-18CFR-125.3/20(a)

Cost Analyses

Material relating to the allocation and distrlbutlon of
BPA's overheads and cost pools and to the rates associated
with the overheads and cost polls.
plant mortality data.

AUTHORIZATION: FERC~18CFR-125.3/31(f)

FI-16

mey>» o

04-15-88
DOE/NARA

M > O

" RETENTION PERIOD

__Rinancial-Managementlaformation System—

Material relating to all financial information for the
inancial Management Information System (FMIS).

manua
program managem

See IR-23, Computer Appl
material.

! AUTHORI ZATION:

The retention period for the FI-26 series (including its
tertiary subjects) is justified as follows:

' The Financial Management Information System (FMIS) was

developed with major review points at 10-year intervals.

oFFice "OFFICE OF RECORD OTHER COPIES
OF N | STORAGE N
RECOROr -
OFFICE BPA FRC OFFICE
DRFAf A A
including direct exposure and Ptﬂnl“c
DRBO 3yrs Tyrs A
DSFO
See FI-12 for continuing
B
!lsl A A
DSF
Includes
utomated accounting; managerial, budgetary, ‘and
formation processing; and reporting. v
for technical ADP development fi- - 08
Recommendation of Management L\\§\~_ ‘;

_The active life-ef—the Thaterials will be the 10-year
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—D» T

FILE GUIDE AND RETENTION SCHEDULE

‘ | - S o ] , RETENTION PERIOD

i . OFFICE
) FFICE OF RECOR! THER COP
. FILE CODE RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION OF - . OFFICE Of -~~§g5,~,££ OTHE o ‘ES
RECORD] =

OFFICE BPA FRC . OFRCE

- Revenue—and-Receipts- : , nsoGl aslyr | 2yes | 2lyrs L A
aterial relating to data on BPA's revenues and receipts

from & es; also, material relating to issues about
general procedures a jces related to BPA's billings
i to customers for power, residen nge, and related
services. Includes contract compliance, timely™ ing
of payments, penalty charges, and interest charges. See

i -_\'
' also PM-11-19, Billings. VF~‘"““*--“

'FI-24 | Risk Management : ‘ 3

{(a) Material relating to all aspects of risk management as it DRFA A A
relates to BPA's internal matters. Includes commerical :

. insurance policies purchased by BPA, participation in nuclear

insurance pools, certain self-insured and uninsured risks,

' Washington Public Power Supply System insurance program,

| Trojan Nuclear Power Plant insurance, and brown/black-out

i insurance. : P[N"'NB
AUTHORIZATION: o

FERC~1BCFR-125.3/20(a)

(b) Material relating to amounts recovered from insurance -| DRFA Iyrs Iyrs 3yrs
policies due to losses and other claims by BPA and financing .
of both property and liability loss exposure.

_AUTHORIZATION: FERC-18CFR-125.3/20(c) . PEN“'”B

*

K
E
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BPA

CHAPTER

810 ‘T FINANCE

RECORDS
B MANUAL

mrm e L awn

FILE CODE

1-21-12
(cont.)

FI-21-13

.-‘1—22

A

A ACTH
P PEHIA

K
€

. ) )
a FILE GUIDE AND RETENTION SCHEDULE
T

RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION

(b) oOother related documents except those specified in (c).

AUTHORIZATION: FERC-18CFR-125.3/58(a)&(b)

(c) Material relating to financial planning for BPA's
borrowing of funds from the U.S. Treasury for work and
services provided by BPA. See also BU-14-15, Associated
Agencies' Resource Requirements.

AUTHORIZATION: FERC-18CFR-125.3/7(a)

bash Flow
Material relating to projections and historical data about

BPA's cash position.

AUTHORIZATION: FERC-18CFR-125.3/61(a)

Credit Management

Material relating to BPA's debt management and collection
activities.

(a) Collection documents

AUTHORIZATION: FERC~-18CFR-125.3/12(b)(2)

(b) Other related documents

AUTHORIZATION: BPA Records Schedule & Files Handbook FM-48

BT LRV TEHAREA OF 1 IGE HOUTIIG (U Tt W)
O OHIKIA I U

sLUBERE D O Tt

OFFICE

OF
RECORD

DRFA

DRFA

DSOG

DSOG

DSOG

R AT L IR RET RTIN

RETENTION PERIOD

OFFICE OF RECORD

IN
OFFICE

A+5yrs

A+lyr

] STORAGE
BPA

ip i

A i‘ﬁ:ix ‘;

 PENDING

FRC

" 4yrs

PENDING

L RTITEEY

b AUMRIIC AT R WG

b

FI-14

2 04-15-8:
DOE/NAR.

me

OTHER COPIES
IN

OFFICE
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‘BPA
RECORDS
MANUAL

‘me CODE

-FI-20-14

FI-21

FI-21-11

FI-21-12

K
E

r

A ACLIVE

P
3 SHUIPEHSEDE Do 1t

PtRMAlLH)

P

CHAPTER |

RETENTION PERIOD

OFFICE OF RECORD
STORAGE

IN
OFFICE

A+3yrs

A+6yrs

810 : FINANCE
N
E
.
-a FILE GUIDE AND RETENTION SCHEDULE
LT
OFFICE
RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION OF
_ IRECORD
Reimbursements DR
Material relating to financial planning for reimbursements
received by BPA from outside entitites for work and
services provided by BPA.
AUTHORIZATION: FERC-18CFR-125.3/7(a)
Cash Management DSOG |’
Material relating to overall BPA cash concerns, including DRFA
short-term forecasting and dealings with the U.S. Treasury.
AUTHORIZATION: FBRC-IBCFR-IZS.J/SB(a)&(b)
‘Banking » . DSOG
Material relating to BPA's banking, lockboxes, and wire
transfer arrangements. ’ :
AUTHORIZATION: FERC-18CFR-125.3/59(c)
Treasury Borrowing
Material relating to BPA's investment policies and to the
sale of BPA bonds and notes to the U.S. Treasury for the
purpose of funding BPA‘'s capital programs.
(a) Bonds and their background data DRFA
AUTHORIZATION: FERC-18CFR-356.11/6
A HIRLEEE TR I AHEA OFFIGE HOUTNG (1 | U W)
¢ OHIGCHIA NG OF Kt e A ft e 4 e

FI-13

mO»T

04-15-88
DOE/NARA ’

L Xl

OTHER COPIES
IN

OFFICE

A+lyr

BPA 1885 NUV 1/




BPA :
RECORDS i
. 'E

FILE CODE

g i :
:;:;:;::2;:::::ng to health insurance deductions. Includes

CHAPTER

810 FINANCE

P
A FILE GUIDE AND RETENTION SCHEDULE
T .

RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION

FI-12

moO» T

04-15-8t
DOE/NAR/

ma»0

reports, vouchers, and schedules,

AUTHORIZATION: GRS 272z 2|3

FI1-20-12

*

A ALY
L NN T

K
E

Non-Treasury Financing

Material relating to non-Treasury sources of credit, funds,
or other-than-traditional (alternative) sources of funds for
work and services provided by BPA. (Traditional sources of
funds are Treasury borrowing (FPI-21-12); reimbursements from
outside entities (FI-20-14); and revenues from power sales
and wheeling agreements (FI-23).) K

AUTHORIZATION: FERC-18CFR-125.3/7(a)

Non-Treasury Pinancing Negotiations
Material relating to development of BPA's financing
contracts.

AUTHORIZATION: FERC-18CFR-125.3/7(a)

Non-Treasury Financing Implementation
Material accounting for BPA's financing contracts with
sources other than the U.S. Treasury.

AUTHORIZATION: FERC-18CFR-125.3/7(a)

 HHLVUETIE R ARE = R HICE HOUTING 0 1 UL W)
Z OMIGINA RN, G et

RN S NN RN N VT IS N I )

IR TR RPN

A IR VI 1N 3Y AR AT

RETENTION PERIOD
OFFICE I OFFICE OF RECORD OTHER COPIES
OF J N STORAGE IN
RECORD
OFFICE BPA FRC OFFICE
DSpp | dyrs. _
RN ESEES &
DRPA At+3yrs . 3yrs A+lyr
v
4?
DR A+3yrs 3yrs
DR A+3yrs 3yrs
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CHAPTER |
! : * FI-11
BPA 810 ‘1 FINANCE G
RECORDS I
MANUAL € 0 04-15-88
| ¢ DOE/NARA
e
ia FILE GUIDE AND RETENTION SCHEDULE ‘
I .
j o _ | OFFICE. ' " RETENTION PERIOD
: aFILE CODE RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION ofF I OFFICE OF -"%&’}‘—35 - QTHE_R"? OPIES
ORDJ
!. ’ REC OFFICE BPA FRC OFFICE
' payroll Schadules ‘ , pspp} 3yrs
Material relating to schedules used in the payroll process.
Includes U.S. Treasury and non-Treasury schedules.
ORIZATION: GRS 2/16(a)
FI-19-19 Payroll Adm tration Reports ‘ DSDP 3yrs
| Material relatin statistical and narrative reports
i about payroll operatio
' : AUTHORIZATION: GRS 2/17(b)
H “ '(
F1-19-20 ! Taxes DSbpP 4yrs !
; o [ Material relating to withheld Federal taxes, such
' Internal Revenue Service Form W-3. Includes reports
. relating to income and Social Security taxes. ' \ ‘
AUTHORIZATION: GRS 2/18(b)a(c) \
| -
FI-19-21 Retirements pspp | 3yrs \
; ‘ Material relating to employees' accrual of retirement :
credit. Includes reports, registers, and control documents. i’;j\\\\\\
P ER :'r wiiy -
\_ AUTHORIZATION: GRS 2/23fer) 2 I (a \
1
. ! ! e
' K A ALTIVE a FISTURLIEH I AREA OFOICE HODUNRG R 1 U Wy
E [ t‘l N.MA‘I“ Hl . ¢ OIRIGINATING Ot e AR I st e e tD E e o4 AR AL BPA 1845 NOV 1/




CHAPTER
* FI-10
} ; 810 ! FINANCE g
J RECORDS i |
8 MANUAL € ° 04-15-88
- ¢ DOE/NARA
. P -
‘A FILE GUIDE AND RETENTION SCHEDULE
T
l TEN b
| OFFICE RE TION PERIOD
-OFFICE OF RECORD OTHER COPIES
FILE CODE RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION OF | W T T STORAGE T N
i . RECORD]
. OFFICE BPA FRC OFFICE
3- —Bond-Busrchases DSR4 Iyss
Material relating to deposits and purchases of U.S.
savings bonds.
THORIZATION: GRS 2/7
FI-19-14 | Payroll pSDP| 1yr 2yrs
o g to payrolls, check lists, earnings and
- | elated certification sheets,
| AUTHORIZATION: GRS 2/13(b
FI-19-15 ; Payroll Processing Final Edit DSDP 3yrs
! Comparative report of time-and-attendance ta and payroll
| master record for DOE's Payroll and Personnel tem (PAY/PERS).
. AUTHORIZATION: GRS 2/3(a)
FI-19-16 ! Payroll Control -Registers \7HHuL 3yrs i
! Material relating to control totals and values used for d
payroll balancing .and reporting. :
i AUTHORIZATION: GRS 2/14 \
i » .
FI-19-17 | Payroll Changes pspp] 3yrs \\\\\\\\
! Payroll adjustments. \\\\\\\\\\\\
|
. MOBHORIFMI-ONs+—-GRE—I/1-5-(a) b
K A ACTWVE o PIRGVIETTERINAREA OFOCE BOUTIG U T U wW) | N
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IR LT T T T

YRR N

SPA 1845 NOV 198/



RECORDS |

i
MANUAL BB L

FILE CODE

FI—lS-ll

‘FI~-19~-12

|
|

FINANCE -

,a FILE GUIDE AND RETENTION SCHEDULE

’RECORDSSERIES TITLE, DESCRIPTION, AND DISPOSITION

Material relating to salary disbursements to BPA employees
for personal services performed for BPA. See also PE-30, . Pay
inistration.

: In accordance with instructions for specific
material desc ed by the following related aubjects.

Individual Accounts
Material relating to employe
leave by pay period, quarter, an

rnings, deductions, and

Disposition: Transfer at end of each pay ye to National
Personnel Records Center, St. Louis, MO, Destroy
after date of last entry.

AUTHORJZATION: GRS 2/1

Employee Payroll Folders

Material relating to each employee, including personnel
actions (SF-50s), W-4s, voluntary deduction authorizations,
garnishment authorizations, and special leave authorizations.

AUTHORIZATION: GRS 2/4(a)(2)&(b)(2), 8(b), 10(b), 11(a},

:
i
$
!
) -
K A ALTIVE
E P PtHMAL 3]
- Lot D e )

18-{a)r—and—23
1 43~

DSDP

DSDP

RETENTION PERIOD

FI-9

mo»T

04-15-88
DOE/NARA

m=»0

OFFICE |-

RECORD

N
OFFICE

A\ZY{B\

OFFICE OF RECORD

STORAGE
aPA

FRC

'OTHER COPIES
iN
OFFIQE
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CHAPTER
. ° FI-8
BPA 810 1 FINANCE G
RECORDS 1
MANUAL E 0 04-15-88
: t DOE/NARA
‘e
.Q FILE GUIDE AND RETENTION SCHEDULE
T
OFFICE OFFICE O:E;::;':: = OTHER COPIES
FILE CODE RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION OF - w1 TS1oRAGE TN
: RECORD
OFFICE BPA FRC OFFICE
_‘ltf:?s-4;—-—-__—25A_Suppoctiag_nncunents
\\\\\\~ - {a) The prescribed form, such as SF 71, used to record Z 3yrs
\\\\13313\::::¥by the employee, except as specified below.
AUTHOR ION: GRS 2/8(b) '
{b) The document to approve and record advanced sick DSDP 3yrs : 1yr
leave (Form BPA 543), a ced annual leave (SF 71), and
extended (over 80 hours) lea ithout pay (SF 50).
AUTHORIZATION: GRS 2/8(b) ’2
(c) The document, such as SF-71, used to aJthoriz e use DSDP lyr

of sick or annual leave or compensatory time in the pay
period immediately before termination of employment.

GRS 2/8(b)

AUTHORIZATION:

(d) Time Books, sign-in/sign-out sheets, credit hour logs,
and other documents that record employees' attendance
(hours of work), including flexitime/flexischedule documents.

3yrs

3yrs

GRS--2/3(b)

AUTHORIZATION:

|

E

A ACHV
P PEHMA,

A PIRST EE VIR ARE A OFHICH HOulnG O T O w)

O ORIGINAIIIG OF F AN 1Y )
TIPS

IHar A ARl Vst LR b w1 AR AT
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2 FI-~7
g 1 FINANCE g
RECORDS N
MANUAL & © 04-15-88
‘ : ! DOE/NARA
ip )
.A FILE GUIDE AND RETENTION "SCHEDULE
T
. OFFICE REYENTION PERIOD
OFFICE OF RECORD QTHER COPIES
RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION ofF |- o T TSToRAGE T
: RECORD! . e
OfFICE OFFICE
DSOG 2YLS A
AUTHORIZATION: = 10(a)(1) P
(b) Subsidiary ledgers Je bk M- DSOG 2yrg———= A
Bpﬂ RCCA‘W* F;( 24 u M P
— : 1173 —
I i : =
FI-16 i Treasury Schedules pSpG | 1yr A
. | Records showing checks authorized by BPA to be issued by the DSDT
] U.S. Treasury as payment for specific vouchers. See also
F1-19-18, Payroll Schedules, and FI-21-13, Cash Flow. . o,
| ‘
" AUTHORI ZATION: FERC-18CFR-125.3/14(a)
.-17 | Vouchers pspG | 1yr lyc Ayrs A
L Records that authorize expenditures and that convey entries
} to the general ledger. See also LA~-13, Title and Payment,
i LA-15, Maintenance Trees, and S5U-12, Routine Procurements.
i AUTHORIZATION: FERC-18CFR-125.3/15 ”[Nﬂ'"(;
: ‘
' fg DSDR L 2moR ddémos L1008
cument (BPA 1718/M) that records the hours '
of work and leave (time an TsA) for each BPA
i employee. See also PE-32, Attendance and Leave. T
L‘_-—Rﬁ—qu
i WM__
H AUTHORIZATION. GCRS-2/34{a}{1}e{d})
. - -
‘K‘ A ALTIWE s PG AT HINARIA OFFILE HOUNKGH 1 v w
t‘ muuaimm 7 OUMGIA TG (Ut b AT Ta a1 e e R VAR FOAAY T Af AT BPA 1845 NUV 1987
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FILE CODE

IR-16

CHAPTER

BPA
RECORDS
MANUAL

810

‘FILB GUIDE AND RETENTION SCHEDULE

RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION

RETENTION PERIOD

IR-3

me»©

04-15-88
DOE/NARRA

M=>»0

OFFICE OF RECORD

N
OFFICE

STORAGE

BPA "FRC

OTHER COPIES

Telecommunications

equipment.

AUTHORI ZATION:

Material relating to request for and assignment of radio
frequencies, use, and restriction; use of commercial cable,
teletype, telex, and similar services; use of the Pederal
Telephone System (PTS) and commercial telephone service;
facsimile and other electronic communications equipment;
directory listings; and electronic transmission of text or
data originating from ADP (including word processing)

See also S§5-12, Mail Services.

Soil Conservation Service (8CS) CRS/111

AUTHORIZATION:

(a) Logs of long distance telephone calls kept by some
originating organizations for certifying bills.
also FI-17, Vouchers.

GRS 12/3(a)

AUTHORIZATION:

"(b) Material other than logs relating to a specific
telecommunication function, activity, person, organization,
location, or project.

Case file by name or number.

Soil Conservation Service (SCS) CRS/111

K
E
Y

(4
A - ACTIVE
P - PERMANENT
S SUPERSEOED/OBSOLETE

x FIRST LETTER IN AREA ()F‘HCE ROUTING (L. T.U. W)
Z - ORIGINATING OF FICE
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|

SSTC
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"~ 6mos ‘x

RS
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CHAPTER
IR-4

moa>» v

BPA 810 |1
RECORDS |
B MANUAL t

INFORMATION RESOURCES

-
-» .

04-15-86
DOE/NARA

M >0

FILE GUIDE AND RETENTION SCHEDULE

;
=D > 9|

OFFIce OFFICE OF AECORD OTHER COPIES

FILE CODE RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION OF " STORAGE ,,,
- [Re OFFICE BPA FRC OFFICE

IR-17 Database Management ' SWS dyrs 2yrs dyrs
Material relating to establishing and managing resource and
. management information in organized databases. Includes
material relating to the storage of automated data and the
retrieval and use of such data using automated database

management techniques. Case file material for a specific

database, program, or other management aspect, as needed. 4 pEan R
RO

AUTHORIZATION: Soil Conservation Service (8C8) CRS/106 & GRS

IR-106 . , Software Develbpnent SWS dyrs 2yrs 3yrs'
Material relating to the development, maintenance, and use of
ADP software (computer programs). Includes material relating

‘to the design and programming of automated systems and the use
and applicability of ADP software. HN"I ﬁ g

AUTHORIZATION: Soil Conservation Service (8CS) CRS/106

IR-19 Computer Operations ' SWH dyrs o|,2yre |1 dyrs
’ Material relating to the operation of ADP and associated ' R A
equipment. Includes standard operating procedures,

recommended maintenance schedules, and vendor training in
equipment operation and maintenance. Also includes records
of maintenance performed on ADP (includgng telecommunications)

equipment. END
AUTHORIZATION: sSoil Conservation Service (SCS) CRS/106 . 1lastdudt: 4

Kl a. actve  » - FIRST LETTER IN AREA OFFICE ROUTING (1. T, U. W)
P .- PEAMANENT 2 - ORIGINATING OF FICE . ; ; ’ BPA 104!
TR L RR VUL RN Y J1 H3 BONNE VI LE POWELH AUDMSNESTHAI N MN '”]
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CHAPTER P
v P IR-5
BPA 810 r INFORMATION RESOURCES g
¥ RECORDS i ; s
J B MANUAL o |E © 04-15-88
¢ DOE/NARA
e R R
APILE GUIDE AND RETENTION SCHEDULE
X O O S . e
I O orrce RETENTIONPERIOD
: : OFFICE OF RECORD OTHER COPIES
FILE CODE RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION OF N STORAGE - o
) [RecorD) - OFFICE 8PA FRC OFFICE
I1R-20 Computer Center * SWH dyrs
: See tertlary subjects below.
IR-20-11 Operations ‘ ) SWH 3yrs 2yrs 3yrs
Material relating to BPA's computer center's operations :
and services. ﬂENﬂ'“ﬂ
AUTHORIZATION: Soil Conservation Service (SCS8) CRS/106
IR-20-12 Liaigon SWH Iyrs %; ?¥E§!§ﬁ% dyrs
Material relating to operation of non-BPA computer centers, . ﬂ‘ﬂ‘saarzw*“ .
such as those operated by the Department of Energy, other .
Federal agencies, State agencies, and universities. ' : ‘4
Includes material relating to equipment, operating systems,
access procedures, fee schedules, and training material
specifically related to an individual computer center.
AUTHORI ZATION: Soil conservation Service (SCS) CR5/106
IR-21 Computer Assistance ' SWH Iyrs 3yrs
' Material relating to BPA's computer-related Information
Center's operations and services.
AUTHORIZATION: Recommendation of Management
!
- |
K A - NCTWVE . 1 - FIRST1ETTEH IN AREA OFFICE FK)U"NC;(L Luw
E P .- PERAMANENT Z - OMIGINATING OF FICE U IR PAIIAE N CF LRSIy HUMME YN K N IS ADMSRS THATION BPA 1345 NOV 187 l
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INFORMATION RESOURCES

rO>T

™ o oy

04-15-88
DOE/NARA

m=>»0

PILE GUIDE AND RETENTION SCHEDULE

;
-m)!l

\

RETENTION PERIOD
ODE ER C D OTHER COPIES
e e v, o o sirion or |, OFFICE OF RECORD _ ] R COPIES

Recorol] 0 |- -
OFFICE BPA FRAC OFFICE

IR-22 Resource Proposals ' SWR A 2yrs A
Reguests for computer-related hardware and for software ’

applications. Includea all documentation for data processing,
. word processing, office automation, and telecommunication
requests. Case file by organization, equipment, or program. PEN“'N“

AUTHORIZATION: Recommendation of Management h a%
t

w v Wy i
IR-23 Computer Applications ‘ g 3yrs 2yrs % 3yrs
Material relating to all computer applications, Includes '
the planning, budgeting, development, maintenance, operation
and management of each application. NOTE: Office of Record
is often SWS.

AUTHORIZATION: Recommendation of Management REND'NR

IR-24 ADP Coordination z 3yrs 2yrs 3yrs
‘Material relating to providing coordinated ADP services.

NOTE: Office of record is often SWS.
. AUTHORIZATION: Recommendation of Management ' - R[N“'NR

IR-25 Libracy Servicea SSL A s

Material relating to the o:dering of any publication. ’ d

O (M PREINE MO G EM G HORGNE VN IE P T ADRSRSTHATR N BPA 945 NOV 198}

o

.
a4

AUTHORIZATION: Recommendation of Management
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_CHAPTER . .

810 LAND

Mo =

FILE GUIDE AND _RETBNTION SCHEDULE

-D» D

LA-1

LA-11

LA-11~-11

LA-11-12

RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION

OFFICE

RECORD

RETENTION PERIOD

OFFICE OF RECORD

OFFICE B8PA

STORAGE

FRAC

] orHer copies.

IN
OFFICE

LAND

Material relating to the appraisal, condemnation, and
acquisition of land or rights and to permits and agreements
relating to the use of land.
media including paper, film, tape, disk, or diskette,
otherwise specified in the narrative disposition.,

Disposition:
material described by the following related subjects.

General Project Management

Material relating to general project management, project
plans, and estimates.

AUTHORIZATION: Recommendation of Management

Project Plans
Materjal relating to broad project plans and negotiations
covering multiple segments of a transmission line project.

AUTHORIZATION: Recommendation of Management

Project Estimates
Estimates prepared on a project basis showing the
anticipated cost of land acquisition,

AUTHORIZATION: Recommendation of Management

°»

m

~
K - ACTIVE
- PEAMANENT

x - FIRST LETTER IN AREA OFFICE ROUTING (L. T. U. W)
2 - ORIGINATING OFFiCE

S - SUPERSEDED/ORSOLETE

Seer Sed i HODH tor exptiistion of KEY tenns

Data may be recorded on various
unless

In accordance with instructions for specific

MMLA

MMLA

MMLA

A

See Dispoafgion
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CHAPTER _ ‘P LA-2
BPA 810 |, LAND A
! E
'RECORDS E
B MANUAL E o 04-28-88
- ' I DOE/NARA
5 FILE GUIDE AND RETENTION SCHEDULE ) T ) A
1 S - —_—— e
OFFice OFFICE o?;:::‘::: a—— OTHER COPIES
FILE CODE RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION OF J—— " ' STORAGE !
RECORD] e ]
S RS I oo | | fRe | oree
-12 Appraisal ' MMLA] s A
Material relating to the appraisal of unacquired land rights. '
See LA-14, Land Acquisition, for approved original report.
AUTHORIZATION: Recommendation of Management [Nn NG
LA-13 Title and Payment ‘ MMLA S A
Material relating to general title and payment for land.
AUTHORIZATION: Recommendation of Management [an G
LA-13-11 Real Property Title | - muLa| s A .
Material relating to the title to land. R
AUTHORIZATION: Recommendation of Management EN“' G
‘-13—12 Real Property Payment MMLA S A
Material relating to payment for land. See also FI-17, . .
Vouchers,
AUTHORIZATION: Recommendation of Management i P an G
‘Ftw MMIA ] A
files pertaining to land acquisition for transmission
line facilities: iginal legal conveyance ‘ ‘
instruments, title policies, Genera inion,
appraisals, and related data. A microfilm copy of the I
records is maintained in the Office—of-Record—feor—its =
K A - ACTIV x - FIRST LETTER IN AREA OFFICE ROUTING (L. T, U. W)
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CHAPTER

BPA 810
RECORDS
B MANUAL

[l B ]

PILE GUIDE AND RETENTION SCHEDULE

mb 2

FILE CODE RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION

RETENTION PERIOD

'OTHER COPIES

OFFICE OFFICE OF RECORD
REOF IN . STERAGE

OFFICE BPA FRC

N
OFFICE

J

y
p
| od
-

-
Qf d

: Maintain hardcopy records at BPA during the
acquistion pro At the conclusion of the acquisition
process, records are m med. Hardcopy and archival
microfilm are sent to the FPeder ords Center (PRC) for
contingent retention. PRC retains docum 8 long as BPA
retains use of the land. When land is transferre from
BPA's use, certain appropriate documents are transferred
the new owner. Residual documents are retained at FRC. BPA
reviews residual records held by FRC 10 years after transfer
of property.

‘--\_\-4~\--\~

LA-15 Maintenance Trees

Material relating to the acquisition of operations and
maintenance “"danger® trees, including vouchers. See also
FI-17, Vouchers.

AUTHORIZATION: PERC-18CPR-125.3/15

LA-16 Disposal and Release of Easement
Material related to BPA and GSA policies and procedures
about the disposal of land and land rights no longer needed

for BPA transmission facilities,

AUTHORI ZATION: Recommendation of Management

MMLA 1yr 1lyr 4yrs

ENDING

PENDING

MMLA S

»

K] A - ACTIVE = - FIAST LETTER IN AREA OFFICE ROUTING Lruw
A4

S SUPHFRSEDFD/ORSOLETE

P - PERMANENT Z - ORIGINATING OFF ICE US OUPATREND (F | NEHGY  BOMNE VI LE POWE M ADMINIS |RATION

BPA 1843 NOV 1987




CHAPTER
810

BPA
RECORDS
¥ & MARNUAL

LAND

mr—t——

FPILE GUIDE AND RETENTION SCH

~“T> 7,

mo» v

Mme>»0

EDULE

RECORDS SERIES TITLE, DESCRIPTION, AND

OFFICE RETENTION PERIOD

_OFFICE OF RECORD___

OF |— -
N STORAGE N
RECORD —
8PA FRC

DISPOSITION

OFFICE

"] oTHER COPIES

OFFICE

MMLA

Material related to the disposal of land and land rights

no longer needed for BPA transmission facilities. Portions
of these records are merged into LA-14, Land Acquisition,
at the conclusion of the disposal process.

TION: NARS letter dated July 26, 1983

Release of Ease
Material documenting
these records are merged
the conclusion of the release

LA-16-12

ease of real property. Portions of
LA-14, Land Acquisition, at

AUTHORIZATION: NARS letter dated July

Land Management
Material relating to rights granted others to use BPA lan
held in fee or easement.

LA-17

Disposition: Maintain hardcopy records at BPA during the
acquistion process. At the conclusion of the acquisition
process, records are microfilmed. Hardcopy and archival
microfilm are sent to the Federal Records Center (FRC) for
contingent retention. FRC retains documents as long as BPA
retains use of the land. When land is transferred away from
BPA's use, certain appropriate documents are transferred to

MMLA

MMLA

L See LA-14

See LA-14

~

the new owner, Residual documents are retained at FRC. BPA

P . PEAM, Z - ORIGINATING OFFICE .
S SUbEEk . :

K A-ACHUVE x - FIRST LETTER IN AREA OFFICE ROUTING (L. T.U. W) -
E
Y

. /OBSOLETE
. Sexe- S bon BOO B 1o eaplarismy b b 8

See Dispogition

| Dispasi

Disposi

‘—JL-‘f

04-28-88
DOE/NARA

<
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CHAPTER ) i
A LA-S
BPA 810 |T LAND €
.RECORDS T =
B MANUAL E A 04-28-8
€  DOE/NAR/
5 N - e e
é FILE GUIDE AND RETENTION SCHEDULE B
] OFFICE RETENTION PERIOD
OFFICE OF RECORD OTHER COPIES
“FILE CODE AECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION OF " T STORAGE N
! . RECORD OFFICE ““ePa FARC OFFICE
LA=17 f45s#ious—s0s4dua4—&eceids—he4d—by—BRG—%O—yeafe—efeef—trcnsfef
nt.) of property.
~~_AUTHORIZATION: NARS letter dated July 26, 1983. (RS -’/k-.é
LA-17-11 outgrant MML See LA-17 Disposjition A
Material relat 9 land use agreements about permission
to use rights-of-way.
AUTHORI ZATION: NARS letter dated Ju
LA-17-12 Leases HMLﬂ See LA-17 pisposition A .
Material relating to outleases of BPA real estate. \\\\\N
AUTHORIZATION: NARS letter dated July 26, 1983 \
LA-17-13 Land Trust Agreements MMLR  See LA-I:\B;EBDSJ ion A
Material relating to record copy of trust agreements, JQ\‘\\\\
A AUTHORI ZATION: NARS -letterdated-July 26,2983 \
K A .vA(‘,nVE x - FIRST LETTER IN AREA OFFICE ROUTING w.Tuw
E P - PERMANENT Z - ORIGINATING OFFICE US UEPAINTMENG UF ENERGY  BONNEVILLE 1PUWEH ADMINISTHATION BPA 1845 NOV 1947
Y S SUPERSEDED/ORSOLETE Soere St o BONA b e aplatiatiton O KEY e,
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v CHAPTER. P Lw-1
BPA 810 TLAW G
RECORDS T .
B MANUAL £ © 04-15-88
i ! DOE/NARA
|
EPILE GUIDE AND RETENTION SCHEDULE
T S
D S B RETENﬁbN PERIOD o
OFFICE
OFFICE OF RECORD OTHER COPIES
FILE CODE RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION OF e STORAGE TN
nscono& | T :
OFFICE B8PA FRC OFFICE
LW LAW : See Disposr.u:ion ‘ A+lyr
Material relating to interpretation of law, litigation, -
legislation, and related activities. Data may be recorded on
various media including paper, film, tape, disk, or diskette,
unless otherwise specified in the narrative disposition. : g st
Disposition: 1In accordance with instructions for specific
material described by the following related subjects.
—~jlu-1 Legal Sesuices -
Interpretations of law and related analyses and recommendations
8 they pertain to BPA programs and Offices. '
(a) cas termined by DOE to have a significant effect AP Atlyr i Syng;: ! WP A+lyr
on a statute, r tion, or rule; or having attracted R A
. intense public interests ase filed by program or Office. wn?mwm
Approximately 150 linear fee aper files are stored
off-site and approximately 45 linear are stored in
the work area with a yearly accumulation o inear feet. '
Material is organized by case title. Offer to NAR
S-year blocks when .20 years old. . \ EN“' ﬂ
AUTHORIZATION: DOE 26/9(a)&(b) : \
(b) Other cases. : AP A+lyr %hﬂus\ A+lyr
' wim’)RAwu ‘ ~_

A - ACTIVE ) . 2 - FIRST LETTER IN AHEA OFFICE ROUTING (L. T, U. W)
P - PEAMANENT Z - ORIGINATING OFFICE ’ US DUPANIMENT OF €1 HGY
S - SUPEHRSELEN/ORSOLL TE

K

E
Y

BN VILLE 7 med 1) ADMINIS T HATKON BPA 1845 NOV 198/

Poers faes e BEOH bt oot o B e,



CHAPTER p
) A L"-Z
BPA 810 TLAW ¢ .
RECORDS \

B [MANUAL € A 04-15-88
| ¢ DOE/NARA
e S _ o - o T D
f aFI LE GUIDE AND RETENTION SCHEDULE

r — — e
OFFICE RETENTION PERIOD o
OFFICE OF RECORD OTHER COPIES
FILE CODE : RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION L ‘OF N STORAGE N
RECORD] OFFICE BPA fRC OFFICE
JLM=12 Litigatian AP} See Digposiition
™ Legal action or process reflecting all aspects of litigation
_ proceedings and documenting General Counsel. actions taken in
protecting the interest of BPA and the Federal government. \ W"H#MWN
ed alphabetically by name of action. ‘
Disposi : In accordance with instructions for specific
material des ed by the following related subjects.
LW-12-11 BPA
Litigation in which BPA is a
(a) cCases determined by DOE to have a nificant effecﬁ AP Atlyr 5yrs P A+lyr
on a statute, regulation, or rule; or havin ttracted
intense public interest. Approximately 300 lin vdiHPRAWN P
paper files are stored off-site and approximately 30
feet are stored in the work area with a yearly accumulat
of 15 linear feet. Material is organized by case title. \\\\\\
l Offer to NARA in 5-year blocks when 20 years old.
AUTHORIZATION: DOE 26/9(a)&(b) . ’ \
(b) Other cases. AP A+lyr K;;:;\\\\4Z£i\\\ A+lyr
AUTHORTZATION: DOE 26/9(e) ~_
\
. K A - ACTIVE x - FIHST LETTER IN AHEA OFFICE HOUI.ING wiuw
P - PEAMANENT 2 - ORIGINATING UFFI.CE US DEPAHIMENT UF ENEHGY  BONNEVILEE POWEH AUMINISTHADON BPA 1845 NOV 1987

S - SUPERSEDED/OBSOI t TE
Y Sewe Seat ton BOO IS for eaploanition of KIY tenns
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CHAPTER e
! P LW-3
BPA 810 TLAW g
RECORLS T D
MANUAL . E > 04-15-88
‘ E DOB/NARA
- e B, SR
APILE GUIDE AND RETENTION SCHEDULE
T _ e
OFFICE RETENTION PERIOD o
OFFICE OF RECORD OT HER COPIES
FILE CODE RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION OF o STORAGE "
. RECORD OFFICE aPA FRC OFFICE
-fbW=ld~1d— 1 __ Nopn=BRA
f\\\\\“‘~\\ Litigation in which BPA is not a party but has an interest.
8 determined by DOE to have a significant effect AP A+lyr Syrs P A+lyr
on a statutey ulation, or rule; or having attracted
intense public inter Approximately 1 linear foot of WITHBRAWN
paper files are stored in t k area with an annual
accumulation of 2 linear inches. Ma 1 is organized
by case title. Offer to NARA in 5-year bloc
Years old.
AUTHORIZATION: DOE 26/9(a)&(b)
(b) Other cases. A+lyr
AUSHORIZADION+—DOE—26/9-(0) T
LW-12~13 Potential A+lyr

Issues that may result in litigation.

AUTHORIZATION: Recommendation of Management

——Toxrts-

Material relIatimg—to—any—wrongful act, damage, or injury

done willfully, negligently, or in circumstances 1Involving

breach—ef—-eontraot £OFr ",hioh a—civil-sguit canh-be hrnnnht

K
E
Y

»
A - ACTIVE
P - PERMANENT

n - FIRST LETTER IN AREA OFFICE ROUTING .. T. U, W)
Z - ORIGINATING OFFICE

S SUPEHSEDED/ORSOLLTE

St e o HOO W B skt o KE Y e,
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CHAPTER
; P LW-4
BPA 810 TLAW G
RECORDS i L
B MANUAL € X 04-15-88
¢t DOE/NARA |
EFILE GUIDE AND RETENTION SCHEDULE
T —— — __ e e e e e e o e

RETENTION PERIOD

. OFF‘CE U
R COPIES
FILE CODE RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION OF N OFFICE OF neme OTHE ,NC -
RECORD} OFFICE BPA FRC OFFICE
LH-12-14 (aJ__Caaes_deLexnuJuuLJapJEmLto_haue_a_signtticéat_attactf AR Adlyr Sycs ) Aedys
:1 cont.) on a statute, regulation, or rule; or having attracted N
intense public interest. Approximately 5 linear feet of WIHDIAW
paper files are stored off-gsite and approximately 25 linear
eet are stored in the work area with a yearly accumulation ‘
of near feet. Material is organized by case name.
Offer to A in S-year blocks when 20 years old.
AUTHORIZATION: DO 9(a)s(b) '
(b) Other cases. AP A+lyr £5¥fq5 4yrs Atlyr
AUTHORIZATION: DOE 26/9(e) P[an B
LW-13 Legislative Actions AP A+lyr Syrs P A+lyr .
Material pertaining to legislation, draft legislation, WiTtibiawn
testimony, bills; reports; and opinions pending before \\\\\\
Congress and state legislatures concerning BPA as a Federal
power agency. Approximately 15 linear feet of paper files N\\\\\\\\\\\
. are stored off-site .and approximately 30 linear feet are
stored in the work area with a yearly accumulation of 3 linear \\\\\\\\
feet. Material is organized by title and legislative number. \\\\\\\\
Offer to NARA in S-year blocks when 20 years old. '
AUTHORIZATION: BERC IIAHHH1- \4
K A - ACTIVE . x - FIRST LETTERIN A‘REA OFFICE ROUIING (L. T,U. W)
5 Z :SF;::::LTJDIOBSOLE'E Z‘ O'I‘IIGmAIING OFFICE . N . US UEPARTMEND OF EHEHGY  BONNEVILLE POWEH AUMINISTHANON BPA 1845 NOV. 1987
v S Sechon BOOB i caplassition “_' KEY teenme
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RECORDS
i ;MANUAL

CHAPTER

810

Mr —t——

p
AFILE GUIDE AND RETENTION SCHEDULE
T

13

LW-5

Tmo» v

04-15-88
DOE/NARA

P me->»0

‘ILE CODE

LW-13-11

LW-14

‘1 4-11

LW-14-12

RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION

Pending Legislatijon
Bills, reports, statements, hearings, abstracts, and
other material relating to legislation prior to enactment.

AUTHORIZATION: Recommendation of Management

Patents and Copyrights

Material relating to patents and copyrights obtained for
BPA products. Material will be transferred to Office of
the General Counsel upon its request.

Disposition: In accordance with instructions for specific
material described by the following related subjects.

Patents _ 4
Technical and legal material relating to patents and
pending patents on BPA developments. Formerly included
in ED-12-11. Office of Record is usually AN.

AUTHORIZATION: 35 United States Codes (USC), paragraph 286

Copyrights
Technical and legal material relating to copyrights

on BPA-developed material.

AUTHORIZATION: 17 United States Code (USC), paragraph 507(b)

*
A - ACTIVE
P - PEAMANENT

<mxX

n - FIRST LETTER IN AHEA OFFICE HOUTING (L. 1. U. W)
Z - ORIGINATING OFFICE

S SUPEHSEDED/OBSOLETE

Do Sec o MG B Ton capboagioatan ol KLY lenne,

o B RETENTION PERIOD
OFFICE OFFICE OF RECORD _____ | OTHER COPIES
OF IN STORAGE IN
RECORD| o Somee N
OFFICE 8PA W FRC OFFICE
1. I S T
AP A+lyr 4yrs A+lyr
Yo e?ﬁﬁéﬁ%
2 See Diepobhtion ' A+lyr
'_\'
2 A+lyr jj* ‘ .| SYrs A+lyr
| %.ﬂﬁﬂyﬁﬁmé
2 A+lyr 2yrs A+lyr

5 IR PARTAMENT OF ENLIGY  BORNE VI LE POWEH ADMINISTHATION

BPA 1845 NOV 198/



CHAPTER

-

‘ . P MA-1
BPA T MAINTENANCE G
RECORDS | i . e
B MANUAL [ C 2 04-15-88
i ' £ DOB/NARA
S _ . - NN
al’l LE GUIDE AND RETENTION SCHEDULE
Y - —_ _ ——— e
_ R - U
OFFICE TENTION PERIOD O
OFFICE OF RECORD OTHER COPIES
RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION OF e STORAGE ™
’ RECORD .
OFFICE BPA FRC OFFICE
MA MAINTENANCE See Disposjiition A+lyr
Material relating to the maintenance of the power system.
pata may be recorded on various media including paper, film,
tape, disk, or diskette, unless otherwise specified in the
narrative disposition.
Disposition: In accordance with instructions for specific
material described by the following related subjects.
~{MA-2 _émm_nisposFtinn S
~\\\\\\‘\\\\ Material relating to maintenance of specific substations. xD
ludes data about substation equipment and its performance.
Disposition: troy when related equipment is disposed. )
]H’ o $ix
. AUTHORIZATION: BPA Records le & Files Handbook MA-16(a) ﬁ
MA-11-12 BEquipment and Materials MM See Dispos#tion S
Material relating to the equipment and material use xD
the maintenance of substations and non-electric plants. —— A
Also used for equipment performance and failure. T‘-\\\\\\\4 fj g
: HEO
Disposition: Destroy when related equipment is disposed. ~\\\\\\\
ALTE \
gl gi ]
K A AC:IVE x - FIRSTLETTERA IN AREA 6rrlce ROUTING (L. T, U. W)
E P - PERMANENT Z - ORIGINA TING OF FICE US GEPAHIMENT OF ENEIGY  BONMEVILE FOWE H AUMINS FHATION BPA 1845 NOV 1987
Y S SUPERSEOLL/ORSOLEIE Sens SeCRon MO o capilandion o K1Y e,




CHAPTER

BPA 810 v
RECORDS E
[ | fMANUAL €

!

. e
. A
MAINTENANCE ' rg

AFILE GUIDE AND RETENTION SCHEDULE
t -

OFFICE ~ RETENTIONPERIOD
- T COPIE
RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION OF N OFFICE OF RES,OCORR,DGE A 9"ﬁ§ﬂ,',‘;—““§
_ RECORD] i
OFFICE BPA FRC OFFICE
-«%—@nmmmm Sao—NspoaPsinn S-
1 relating to the maintenance of transmission lines xD
such as equipm ood poles, towers, line upgrades.
Disposition: Destroy when 5 years old excep
action is involved or reasonably anticipated. \\
AUTHORIZATION: BRARecords—Schedule— e FRiles—Handbook—MNaA-3(al) h\x.
MA-12-11 Right~of-Way Maintenance : . _ MM S+3yrs s
Material relating to the maintenance of rights-of-way xD
including access roads, encroachments, vegetation :
management, and clearing. See also LA-15, Maintenance Trees. END NR
AUTHORIZATION: Recommendation of Management ' q .
WW&&G} : S42yES— -
lating to the planning, programming, testing, xb
. and maintenance o ion of the electrical and
D nonelectrical facilities. 1Includes geneé t
files which are not specific to a brand or location. ] '
. D
AUTHORIZATION: BRA Records-Schedule & Piles Handbook MA=dla) [
K A - ACTIVE x - FIRST LETTER IN AREA OFFICE ROUTING (L, T, U. W)
P - PEAMANENT 2 - ORIGINATING OFFICE

s P S DEPAHIMEND (OF EREHGY  BUNNE VI LE POWE H ALMING FHATION BPA 1845 NOV 1987
- SUPERSEDED/OBSOL ETE

Y s Sezer SeChon BOOE Lo explatanon of KEY leone,
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B MANUAL [is €
|

CHAPTER

8l0 MAINTENANCE

P
AFILE GUIDE AND RETENTION SCHEDULE
i

RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION

RETENTION PERIOD

OFFICE OF RECORD

OTHER COPIES

R

Pmo»®

04-15-88
DOE/NARA

rm~>o

Material relating to aystem protection maintenance.

STORAGE N
. OFFICE BPA OFFICE
—~giA=l3=ll | BSC Communications Equipment. - S4+2yc8- —S—
\\\\\\\\\\\N Material relating to equipment specific to support the PSC
rogram to a particular budget or account number. i '
EATIT 4
BPA Records Schedule & Files Handbook MA-4(a) ] ‘
MA-14 System Protection Maintenanc S+2yrs ]
Material relating to the planning, mming, testing, '
and maintenance for the SPM function of the trical and | ETI \o
nonelectrical facilities. SEELTILE L
AUTHORIZATION: BPA Records Schedule & Files Handbook MA-4(a) . .
. \ A
MA-14-11 SPM Equipment S

| Matertalrelating to the System Maintenance Information
System (SMIS).

WITHBAAWN

AUTHORIZATION+—Recommendationof Management-

L 4
K| A-acnve
E| ©-PeAmanenT

Y

= - FIRST LETTER IN AREA OFFICE ROUTING wiuw
Z - ORIGINATING OFFICE

US DN PARIME NG OF LRt Ity

S - SUPERSEDED/OBSOLETE

S0 Seechen B0 bor e aphaniotion of KUY denne,

]

BUONNLVILE POWEH ALMINISTRAT KM
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CHAPTER

' F MA-4
BPA 810 1 MAINTENANCE . 3
RECORDS ' o
B MANUAL E 2 04-15-88
| I DOE/NARA
ZFILE GUIDE AND RETENTION SCHEDULE
A ON
Y | orrice o oiACaRES
FILE CODE RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION OF ™ STORME T
' RECORD] OFFICE arA FRC OFFICE
MA-16 Maintenance Improvement and Efficiency Activities MM A+5yrs A
" | Material relating to studies, analyses, and actions taken
to improve the reliability of the equipment of the power
. system. Includes studies to streamline administrative and
maintenance work procedures and procedures to ensure that
equipment is not over- or under-maintained. Also includes

ateps for implementation of employee suggestions related
to maintenance of the power system. ‘ ’

AUTHORIZATION: Recommendation of Management
MA-16-11 O&M Data Collection Studies ’ MM A+5yrs A

Material realting to streamlining administrative

requirements for field personnel. :

AUTHORIZATION: Recommendation of Management A ENB'NR )
MA-16-12 Maintenance VerTeam Studies MM A+5yrs _ A

Studies by the Vertical Teams about specific subjects '
. . related to the power system.

AUTHORIZATION: Recommendation of Management ' ) EN"‘NB

K A - ACTIVE x- FIAST LETTER iN AREA OFFICE AOUTING {L. T, U, W)
E P - PERMANENT 2 - OHIGINATING OFFICE

S - SUPEHSEDEL/OBSOLETE
Y Serr Geee ot MREH S eexqiboridion of KUY o

y .
s INFAHITRMNE OF RNEIMET  BONNE VR (T POV 8 AUMINSTRATHUN o Pt BPA W45 NOV 1987




CHAPTER '
i P MA-5
BPA ¥ MAINTENANCE s
RECORDS ; N
A MANUAL € ? 04-15-88
o ! DOE/NARA
I Moot 5 s astmam — aem e aaea———_ ot s S ms A s min o an — —_ —_— e mm = ememm e
‘ APILE GUIDE AND RETENTION SCHEDULE
T . B

RETENTION PERIOD

. C
OFFICE OFFICE OF RECORD OTHER COPIES
ILE CODE ‘ RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION OF o STORAGE ™
RECORD]
- . OFFICE BPA FRC OFFICE
MA-16-13 Performance Level Guides MM A+5yrs A

Guidelines (PLGs) for performing maintenance on power
system equipment. Includes multiyear statistics; intervals

for routine and preventive maintenance; and technical data, :
procedures, schedules, and recommendations. ¥R\ |
: 5 ] (o ot

SR AUTHORIZATION: Recommendation of Management

MA-17 SPIFs MM | A+Syrs A
Material relating to the standards, procedures, instructions,
and information (SPIFs) for maintaining the power system.

. Includes indirect maintenance subjects such as grounding .
. and removal of storage tanks. . PEN“'“B
| i g ad ot E’éi

‘ AUTHORIZATION: Recommendation of Management
¢
.
i
bff | 4
3
K A - ACTIVE x - FIRST LETTEH IN AHEA OFFICE HOUTING (L. T. U, W)
E P - PEAMANENT Z - ORIGINATING Of FICE U BEPANIME NE (8 ENEHGY  BONME VI LE PUWE 8 ADMINGS | HALION BPA 1845 NOV 198/
S - SUPEHSEOLU/OBSOLETE
Y e ey BOO A Tt espalanatione of KE ¢ tene
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A - ACWVE
P - PERMANENT

S - SUPERSEDED/ORSOLETE

x - FIRST LETTER IN AHEA OFFICE AROUTING . -uw
Z - ORIGINATING OF ¢ ICE
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: CHAPTER ' 2 MN-1
BPA - NG 1 MANAGEMENT g :
RECORDS S i S
B MARNUAL € © 04-15-88
| ! DOE/NARA
| . — S IS
E FILE GUIDE AND RETENTION SCHEDULE
L - . .
orFice e —
RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION OF ™ STORAGE ™y )
RECORD -
OFFICE 8PA FRC OFFICE
MN MANAGEMENT See Dispogition A+lyr
Records accumulated by individual organizations that relate
to internal administrative activities rather than the
functions for which the organization exists. Data may be
recorded on various media including paper, film, tape, disk,
or diskette, unless otherwise specified in the narrative
disposition.
Disposition: In accordance with instructions for specific T |
material described by the following related subjects. b 1tatl
— —orgqenisation —6M—f—+Syea— P -
Organizational charts and reorganization proposals. v
. ximately 1 linear foot of paper files are stored in the WITHDRAWN
work are an accumulation of 1 linear inch per year.
. Offer to NARA in r blocks when 20 years old.
AUTHORIZATION: &S A6(lila)—
MN-12 Position Management SM A+5yrs oo [
Material dealing with the use made of positions in performin | W’THDR;WN‘";:«F,..,
an organization's mission. Includes studies relating to -\§\\§\\\\
design of efficient organization framework including '
position design, planning and tracking of staffing levels, ~\\"‘~\~\\\\\\ﬂ
and staffing cost controls. Approximately 1 linear foot of
paper—£iles are stored—in—the-work—-area—with an—accumulation— \\\‘\“\-

BPA 1845 NOV 1967
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CHAPTER

810 MANAGEMENT

N o=

FILE GUIDE AND RETENTION SCHEDULE

{cont.)

RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION

OFFICE

OF
ﬁRECORD

RETENTION PERIOD -

OFFICE OF RECORD

OTHER COPIES

IN
OfFICE

BPA

| of -tuo to three folders-per—yeat—O0LLes—Lo-NARA iR S~yoas

bIoCks—when—d0-years o0ld. See also BU-11-16, FTE and MURS
Systems Reports, !

——

N
OFFICE

MN-13

Activity Reports

Periodic (monthly) repotta of work in progress reflecting
activities, status, and accomplishments.

AUTHORI ZATION:

DOE 1s/a(b)(1')(a)

--ManualefHandbocks

2yrs

‘Pormal directives distributed as circulars, handbooks, or
manual form announcing changes to BPA policies and

the Office o

(a) 1Issuances and background
program functions. Accumulation of ma
the agency. Offer to NARA in 5-year blocks whé

AUTHORIZATION: GRE~¥6/Ha)~

{b) 1Issuances and background material related to such
administrative functions as travel, procurement, and budget.

AUTHOREZAZLONs_cRE 16140 10 ][0

é{ii’# t

K
E
Y

A - ACTIVE
P - PERMANENT

x - FIRST LETTER IN AREA OFFICE ROUTING @ T U, w)
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RETENTION PERIOD

OFFICE
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RECORD

IN
OFFICE

STORAGE

8PA FRC

MN-15

—Manaqement—Analyses/Studies

Long Range Goals and Strategic Choices

Material relating to multiyear program direction and plans,
including their development and implementation. Includes
intra-agency memorandums of understanding (MoUs) and
memorandums of agreement, unless filed by function or
subject as specialized correspondence.

AUTHORIZATION: Recommendation of Management

Annual Management Plan
Records pertaining to the manner in which specific BPA
organizations propose to implement BPA's strategic choices

and objectives in a given period. This Plan is submitted
yearly to the Department of Energy.

AUTHORIZATION: Recommendation of Management

A
Z

A+5yrs

A+5yrs

IN
OFFICE

A

Management improvement, evaluation, and cost-reduction
activ Does not include inspections and audits.
Approximately ear feet of paper final reports are
stored in the work area w cumulation of 1/2 foot
annually. Offer to NARA when 25 years

(a) Final report.

(b) Working papers.

AUTHORIZATION; —BRA-Recorde—Schedule-and-Eiles—Handbook-AbM—4

w
K| A acuve
g1 P PERMANENT

Y

S - SUPERSEDED/OBSOLE TE

x - FIRST LETTER IN AREA OFFICE ROUTING (L. T. U, W)
Z - ORIGINATING OFFICE

e e b MO M bop cagloanalnmy o BEE e,

SM
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A+5yrs

\
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A+lyr
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OFFICE

OFFICE OF RECORD

OTHER COPIES.
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RECORD ™

OFFICE

STORAGE

B8PA

FRC

e

MN-17-11

A-76 Review .

An examination, evaluation, or assessment of a Government
commercial or industrial activity, a proposed new start,
or a contract in excess of $100,000 annual cost, in
accordance with OMB Circular A-76 and DOE Order 4510.1.

(a) Pinal report.

AUTHORIZATION: FERC-18CFR-125.3/7(a)

(b) Background papers.

AUTHORIZATION: FPERC-18CFR-125.3/7(a)

—Audits

SM A+2yrs
2 A+2yrs

AK A+2yrs.

i [

lgr

4yrs

4yrs

Ryrg

Official examinations, verifications, and reviews of
fina and program records and accounts.

AUTHORIZATION: GRS

222~
Audits by BPA
Material relating to impending audits or reviews and
results of planning surveys and audits which result in
no reportable - findings.

AUTHORIZATION +—GRS—35/4-

AK A+2yrs

IN
OFFICE

A+lyr

A+2yrs

SVIEN
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P - PEAMANENT
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P - PERAMANENT

v

S SUPERSEDED/OBSOME TE

Z - ORIGINATING OF FICE: '

ot BOGER lew capbagsatin oot BE Y e,

HSUEPAITMG NT O E N GY

BONNL VIR 1OWE 1) AUMINS THATR Y

I - i o OFFICE  RETENTIONPERIOD
' OFFICE OF RECORD OTHER COPIES
. RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION OF ™ ; STORAGE N
g RECORD| :
‘ OFFICE BPA FRC | 4—__gffﬁmwm“
- —Audits by DOE— ’ MK Addy s lyg 59-;3-——4\-&35;“—-
Material relating to Internal Audit's function as point of
contact for handling DOE matters. Also contains material
relating to DOE's position on Inspector General (IG) reports.
. L £ ’:{ i f‘k‘"
: IZATION: GRS 2574 J-
.. MN-17-13 Audits by G al Accounting Office AK A+2yrs 1lyr Syrs A+2yrs
Material relatin o Internal Audit's function as point of ‘
contact for handling vernment Accounting Office (GAO)
matters. Includes mater about DOE's position on.GAO . _
reports. L T
AUTHORIZATION: GRS 2544 9}/7’
’-17—15 Audits by Others ) AK A+2yrs ‘1_‘yr Syrs A+2Yrs
Material relating to obtaining Inspector General (I .
authorization of audit services contracts from external !
audit groups. ' \
AUTHORIZATION: GRS 23574 (;9'(3* \
%N-17-16 DOE Audit Report Tracking System AK A+2yrs : ( A+2yrs
Material relating to the Department of Energy's Audit CETS 108
Report Tracking System (DARTS), including input reports
required by DOE Order 2300.1A, "Audit Compliance and \
Followup."*
7}(/\)
AL - ' I_A' « t
i8],
[ 3 -
K A - ACTIVE x FIRST lE”(.RINAREAOFHCER()UllNG(l.].U,W)

BPA 1845 NOV 1987
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BPA 810 TMANAGEMENT G,
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B MANUAL E 0 04-15-88
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a?n.s GUIDE AND RETENTION SCHEDULE
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S o8 /1 ‘ OFFICE OFFICE OZE;::;::): Pemoo 'OTHER COPIES
FILE CODE '|'’ RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION OF T e "
' ' RECORD L STomeE

OFFICE ara FRC OFFICE

%" | Pederal Managerle Finaneial Integrity Aot a—) aayee— Diye — lawes | aAddvee——
Material relating to the biannual vulnerability assessment

pro 11 BPA programs and administrative functions,
. to Internal Con

ews (ICRs), to the Administrator's
annual assurance memorandum ecretary on BPA's
internal control and accounting systems, Internal
Audit's annual review of BPA's accounting system as ¢ ., )
by the Federal Manager's Financial Integrity Act (FMFIA) and 5“““-~m-k‘h§‘~‘~§ [ I P R
OMB Circular A-123. 1+ — ' :
9 i

AUZHORIZAPION: —GRE—25/.4
bl T -

v

MN-18 Productivity SM 3ycs i 3yrs 2yrs
Material relating to BPA's attempt to link its p:oducts and AP B

services directly to the consumption of resources used to
create those products. Includes BPA's response to OMB
Circular A-11l.

AUTHORIZATION: DOE 16/8(b)(1)(b)

K A . ACTIVE # - FIRST LETTER IN AREA OFFICE ROUTING (L, 1, U, W)
E P - PEAMANENT 2 - DHIGINATING UF FICE X . . ' Cheag oA

US 4 PAHTME Nt L ¢ N HGY BANNE VI UL PR H ADNEAIS ] HAT WM - *
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CHAPTER i
' '» OP-1
BPA .810 1 OPERATIONS | 8
RECORDS HUNNNE | |
B MANUAL & 3 ' : © !0 04-15-88
s 'Y DOE/NARA
A FILE GUIDE AND RETENTION SCHEDULE
' - - - . : .
OFFiCE OFFICE 025;:2;:)[? —— OTHER COPIES |
RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION OF Mk STORAGE N '
: RECORD | - SO
o . . . ) L - ] . OFFICE ) 8PA i FRC OFFICE
op——— ORERATIONS- SeeDisposition Adlye
§

\\\\\\\\\\\\ Material relating to the operation of the pbwer transmission ‘ |
stem. Data may be recorded on various media including paper, '
film, disk, or diskette, unless otherwise specified in

the narrative

[and T
oz

instructions for specific
ed subjects.

i Digposition: 1In accordance
B material described by the following

AUTHORIZATION: Recommendation of Management
All retentions in this series that are by "Recommendation
of Management" are justified as follows:

(a) for historical documentation of the BPA power system,
{b) because of legal responsibilities relating to power
system accidents, or (c) to serve as reference to trace

trends—in eguipment—problemns.—
0b-11 Dispatch

Official records of dispatcher actions taken, conversations
recorded, and procedures

AUTHORIZATION: Recommendation of Management : P[N“lNB )

. |

\K ‘ A - ACTIVE s PIRSTUETTERIN AREA OF FICE ROUTING (1. T (). W)

P PERMANENT 7 ORKGIIATING OFF i) e N . . N
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A FILE GUIDE AND RETENTION SCHEDULE
T . RO

FILE CODE

OP-!!-II

OP-‘I'IZ

K1
E

A  ACTWE
1 PEHRMARE
L e 2 T]

RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION

Logs
A chronological record of the operation of BPA's

electrical system. Includes information on switching
operations, clearances, weather data, Federal plant
loading, line and substation equipment trouble.

Prior to 1980, records are hardcopy; since 1980,
records are microfilm (COM),

Disposition: Records constitute 1life study data for the
PPA electrical system. Retain 3 years in office; store
for 25 years thereafter or for 10 years after plant is
retired, whichever is longer (FERC 125.2(n}(5)).

AUTHORIZATION: FERC-18CFR-125.3/23

Recordings ¢ )
Tape recordings of Dispatcher's telephone conversations.

Disposition: Recordings of major system trouble,
accidents, and other unusual conditions - indefinite;

all others - reuse when 2 years old.

AUTHORIZATION: Recommendation of Management

o EIHSTLETTERIN AREA OFFICE HOUTING £ | £ Wy
Z - OBKUNATIIG O F I :

OFFICE

OF
RECORD

MO

MO

RETENTION PERIOD

~ OFFICE OF RECORD
N ! * STORAGE

GFFICE i 8FA ; FAC

See Disposition §

!
{
SREEE LNt R

PENDIN

See Disposition
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' MDSU
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OTHER COPIES
N
OFFICE

3yrs
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oP-11-15
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E

P PERMANENT

K\ A ACTIVE

CHAPTER

810 OPERATIONS

)
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1
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FILE GUIDE AND RETENTION SCHEDULE

'RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION

‘paily Interruption Reports

Reports of interruptions to customers' service,
interruptions in lines, faulty operation of electrical
equipment, system weather conditions, and other unusual
conditions. Ten years of data is kept continuously on
magnetic tape as a working file for analysis; data is
recorded on microfilm (COM) as the official record.

Disposition: Records constitute life study data for the
BPA electrical system. Retain COM 3 years in office; store
for 25 years thereafter or for 10 years after plant is
retired, whichever is longer (FERC 125.2(n)(5)).

AUTHORIZATION: PERC-18CFR-125.3/23

Standing Orders

. Dispatcher guides for special operating conditions.

AUTHORIZATION: Recommendation of Management

Loop Flow Curtailment Procedures

Records documenting guidance to mitigate Western
interconnecting line overloads due to unscheduled power
transfers.

AUTHORIZATION: Recommendation of Management
 FIRST LETTERIN AREA OFFICE ROUTING (1 1 U W)
7 OHIGINATING OF 610§

OFFICE |

OF
RECORD

MO

MO

MO

RETENTION PERIOD

~ OFFICE OF RECORD
N | STORAGE

OFFICE 8PA l FAC

i

See Dispodition :

ENDING

l op-3

mO>» v

M~=>»0

04-15-88
DOE/NARA

OTHER COPIES
IN

OFFICE

3yrs
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|t DOE/NARA
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A PILE GUIDE AND RETENTION SCHEDULE
‘ D T T T S .
OFFICE 'RETENTION PERIOD ;
FILE CODE RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION o | -, OFF'CE OF RECORD OTHER COPIES
RECORD .. S
op-12 Outages MO s S
Procedures and records for equipment outages required by ‘
coordination through BPA outage dispatcher as outlined in
BPA Reliability Criteria and Northwest Power Pool (NWPP)
Operating Manual.
AUTHORIZATION: Recommendation of Hanagement
oP~12-11 Planned Outages - MO S S
Computer generated reports ) : 4
AUTHORIZATION: Recommendation of Management
opP-12-12 Requirements for Outages MO S S
. AUTHORIZATION: Recommendation of Management ,
%—Wm MO 1 dyrs A
Qutage Dispatcher Lo remove energized
equipment from service to sary line work.
See also OP-19, Tests. ]
AUTHORIZATION ;. BRA-Records—Schedule—b-Eiles-Handbook-PO-1D : \\T\"“‘*‘“—-—
Cpahiialk
: i
i
5
tK A ACTIVE e FIRST LETIER N ARER OFFICE ROUBNG L | U W)
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DOE/NARA

FILE GUIDE AND RETENTION SCHEDULE

“D» D

RETENTION PERIOD

OFFICE | _ .
£FICE O A THER I
.ILE CODE RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION OF " OFFICE OF “Ef,f,’h ,-JgE OTHE ,NCOP ES.
|recorp ! '
FAC OFFICE

OFFICE : 8PA

|

orP-13 Operation of Interties and Interconnections MO A+lyr
Material relating to operating interties and

interconnections. File alphabetically by line name. See also
ED-14, Interties, and RP-15, Planning for Interties and '
Interconnections.

AUTHORIZATION: Recommendation of Management

oP-14 Joint Operating and Coordination Agreements MO A

Agreements with other utilities and generating companies PS ;

about clearance procedures, coordination of work, scheduling

practices, and performing reciprocal work during emergencies.

File alphabetically by name of utility or company. See also
EX-15-16, Utility Organizations, and EX-15-17, Industries.

. AUTHORIZATION: Recommendation of Management :
opP-15 Security Application Programs _ MO Syrs ERLIE
Material rélating to on-line control computer programs that . ' '
assess current state of the power system.
AUTHORIZATION: Recommendation of Management PEN“INB
opr-15-11 Voltage Control ' ' MO Syrs { Syrs

. Material relating to both monitoring and control action
documentation and requirements.

" AUTHORIZATION: Recommendation of Management PEN“'NB
>

L O ) - [ ——
K A - AGTIVE s FIRSTULETTERINAREA OFFICE ROUTING (1 1 U, W)
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RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION

Power Flow
Material relating to system requirements and design details.

AUTHORIZATION: Recommendation of Management

Contlnggncy Selection - Fast Outaée Program
Material relating to requirements to interface to bus
forecast and outage schedule program.

AUTHORIZATION: Recommendation of Management

Stability - Transient Energy Function
Material relating to research and development project for
‘direct stability analysis.

AUTHORIZATION: Recommendation of Management

Stability Control Schemes

Also known as Remedial Action Scheme and Special Protectijon
Schemes by Western Systems Coordinating Council {WScC) and
North American Electric Reliability Council (NERC). The
schemes control dynamic energy inbalances when sudden changes
in generation or transmission separations occur, See also

OFFICE

OF
RECORD

MO

MO

MO

HO

ED-24, Remedial Action Schemes,
AUTHORIZATION: Recommendation of Management
o FIAST L TTIFRINAREA DITICE ROUBTING i T 1 W)
FOGINGIMA TR OF ) 1] bt T AR 1T 0 ) faf bE

RETENTION PERIOD

~ OFFICE OF RECORD

IN
QFFICE

5yrs

S5yrs

Atlyr

! STORAGE

} 8PA FRC

5yrs
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A FILE GUIDE AND RETENTION SCHEDULE
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RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION

Under—Frequency Load Shed/Load Droppiqg

A NWpPP-coordinated program. Includes Area correspondence

"to identify customer load to drop.

AUTHORIZATION: Recommendation of Management

Import Contingency Load Trip Scheme

Material relating to AC intertie import stability
conditions and trips industrial load.

AUTHORIZATION: Recommendation of Management .

Industrial Load Drop Signaling System

Material relating to manual load drop due to 1nadequate
system reserves.

AUTHORIZATION: Recommendation of Management

Pacific Intertie Stability Control Schemes

AUTHORIZATION: Recommendation of Management

Open Loop Operation
variation of OP-16-14 for direct current (DC) intertie

-operation when 500-kvV system is open in Los Angeles area.

AUTHORIZATION: Recommendation of Management

Z  ORIGINATING OF F1CE
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A FILE GUIDE AND RETENTION SCHEDULE
T y

RETENTION PERIOD

OFFICE : :
FILE CODE RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION OF . OFFICE OF REE&HEE - mHEH;E OPIES
RECORD | .
’ e OFFICE | oA FRC OFFICe
opP~-1%-16 Stability Control Intertie Monitor MO S {

varjation of OP-16-14 for 'stabilipyuggntrol intertie monitor
(SCIM); new controller to replace Grizzly Substation control/

logic scheme. | P[N”'
;, R ek R ot
|

AUTHORIZATION: Recommendation of Management

OoP-16-17 Generator Dropping--Libby Substation MO S

Material relating to local controls for special stability

problems. .
AUTHORIZATION: Recommendation of Management [N"' [; «
i i
! § .

orP-16-18 Boundary & BC Hydro SCh‘emes : MO S : |
. Material relating to controls to maximize Seattle City g i
. Light (SCL) Boundary generation on three Bound@ry-nell ) : |

H

230~kV lines. . : Nn NG
AUTHORI ZATION: Recommendation of Management : P[

;5 R

EPR LR

oP-16-19 Chief Joseph Brake MO S
Material relating to several special conditions which
require mitigation of more complex controls.

AUTHORIZATION: Recommendation of Management P[ND'NG ‘
| . |

!
i :
| .
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RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION

Lower Snake/Grand Coulee Line Loss Schemes
Material relating to local controls to prevent
instability for multiple contingencies.

AUTHORIZATION: Recommendation of Management

Colstrip Integration Control Scheme
Material relating to transmission and generation
constraints to maximize Colstrip transfers.

AUTHORIZATION: Recommendation of Management

Bellingham Area Load Trip Scheme

Material relating to the Bellingham area load trip scheme
(BALTS); local scheme to account for contingencies in Canada
and PSPL line outages. '

AUTHORIZATION: Recommendation of Management

System Restoration
A plan to restore service after local or regional blackouts.

AUTHORIZATION: Recommendation of Management

Remote Synchronization Scheme
Material relating to aid to quickly synchronize islanded
area via Supervisory Control and Data Acquisition (SCADA).

AUTHORIZATION: Recommendation of Management
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P PERMANENT
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Dead Bus Clearing Scheme

Material relating to aid to gquickly clear a transmission

path between generation and load via SCADA.

AUTHORIZATION: Recommendation of Management

System Restoration Tests

Material relating to practice procedures of skills
needed for blackout restoration.

AUTHORIZATION: Recommendation of Management

Substations
Material relating to operation of each substation.

AUTHORIZATION: Recommendation of Management

Customer Service Substation
General torrespondence for all stations of this class.

AUTHORIZATION: Recommendation of Management

Small Generation Resources
Material relating to integration into BPA substations.

AUTHORIZATION: Recommendation of Management
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RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION

Substation Alarm Logger
Material relating to substation alarm logger (SAL), which is
used only where SCADA would not be cost effective.

AUTHORIZATION: Recommendation of Management

Substation Integrated Control Systems
Material relating to substation integrated control systems
(SICS) used in large stations. ‘

AUTHORIZATION: Recommendation of Management

Gas Insulated Substation
General guidance on special operating and alarm requirements
of gas-insulated substations (GIS).

AUTHORIZATION: Recommendation of Management

Annunciators
General guidance on alarm requirements.

AUTHORI ZATION: Recommendation of Management

Tests

Material relating to tests of BPA equipment.
tests of energized equipment must be approved by directors
of System Engineering and System Operations.

All system

Scheduling
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3 FILE GUIDE AND RETENTION SCHEDULE .
‘ OFFICE OFFICE O:E;:g:):l: —_ OTHERA COPIES
FILE CODE RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION OF o~ N STORAGE N :
RECORD .
OFFICE BPA FRC OFFiCE
oP-19 the test is through the outage dispatcher. File alphabetically
{cont.) by type of test. See also OP-12-13, Applications for Outages,
and ED-12-15, System Tests.
AUTHORIZATION: Recommendation of Management
orP-19-11 Fault Tests : ' ’ A MO Atlyr
Records documenting planned tests to verify new eguipment
per formance. See also ED-12-14, Laboratory Reports, and
ED-18-11, Test Data.
AUTHORIZATION: Recommendation of Management E
op-19-12 Switching Tests MO A+lyr
Material relating to visible arcs and improperly applied
. switches. See also OP-19-11, Fault Tests.
AUTHORIZATION: Recommendation of Management
oP-19-13 Transformer Tests . MO A+lyr
Material relating to phasing checks, soaking, and test ;
energization procedures. ! i |
i
AUTHORI ZATION: Recommendation of Management P[NB'NB
. ‘ : ) X ' {ic
»
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CHAPTER
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RECORDS 11

MANUAL €
F
a FILE GUIDE AND RETENTION SCHEDULE
r. .

.FILE CODE RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION
oP-19-14 Fast Power Change Tests

Material relating to stability controls on High Voltage
Direct Current (HVDC) terminal.

AUTHORIZATION: Recommendation of Management

OP-19-15 Startup Tests

Material relating to tests on new equipment. See also
OP-19-11, Fault Tests.

AUTHORIZATION: Recommendation of Management

oP-19-16 1100-kV_Tests

AUTHORIZATION: Recommendation of Management

orP-19-17 500-kV & HV Line Tests

Material relating to insulation level checks. See also
OoP-19~11, Fault Tests.

AUTHORIZATION: Recommendation of Management

oprP-19-18 Series Capacitor Tests
Material relating to equipment performance, and switching
capability.

L 4
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AUTHORIZATION: Recommendation of Management
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FILE CODE

oP-20
oP-20-11
0oP-20-12

opP-20-13

)K‘ A ACHIVE
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RECORDS
MANUAL :

CHAPTER

N .

810 OPERATIONS

P .
A FILE GUIDE AND RETENTION SCHEDULE
T

RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION

Voltage & Loads

. P PERAMATH ..

Equipment needs, usage studies and reports, and monltoring
requirements.

AUTHORI ZATION: Recommendation of Management

Capacitors
Material relating to rating needs for various voltage -

applications.

AUTHORIZATION: Recommendation of Management

Reactors
Material relating to studies and requirements at system
and local level.

AUTHORIZATION: Recommendation of Management

Power Factor
Waliver applications.

AUTHORIZATION: Recommendation of Management
x  FiH5¥ !klﬂ RN ARFA OFFICE ROUNING G U W)
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RECORD

MO
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'BPA
RECORDS
'MANUAL

. FILE CODE

opP-20-14

OP-20-15

OoP-20-17

oP-20-18

OP-20-16

CHAPTER

810 OPERATIONS

T
|
T
L
E

FILE GUIDE AND RETENTION SCHEDULE

- > V!

RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION

Schedules
Annual studies and requirements for station and generation

profiles coordinated with Northwest Power Pool (NWPP)
criteria.

AUTHORIZATION: Recommendation of Management

Transformers _
Material relating to requirements for system transformers,

spares, and tap changers.

AUTHORIZATION: Recommendation of Management.

Load Curtailment
Procedures and studies to mitigate overloads.

AUTHORIZATION: Recommendation of Management

Load Tripping
Material relating to automatic load shedding for overloads

and reserve contingencies.

AUTHORIZATION: Recommendation of Management

DSI Contract Demands
Material relating to the investigation of load shifts.

AUTHORIZATION: Recommendation of Management
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CHAPTER

8lo ! OPERATIONS
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A FILE GUIDE AND RETENTION SCHEDULE
T V. . B .

RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION

Vvoltage Charts

System substation voltage readings.

AUTHORIZATION: FERC-18CFR-125.3/23

op~21 Control Centers

opP-21-11

opP-21-12

opP-21-13

-

E

© PFHMANE.

Material relating to power system control centers in general.
Use tertiary subjects below for specific sites.

AAUTHORIZATION: Recommendation of Management

pittmer Control Center

Materlal relating to the Dittmer Control Center, includlng
guide book development.

AUTHORIZATION: Recommendation of Management

Eastern Control Center
Material relating to the Eastern Control Center,

AUTHORIZATION: Recommendation of Management

Software Security
Material relating to and regulations on software securlty.
See also SS-18-13, Computer Security, and IR-14, Automated
Systems Security.

AUTHORIZATION: Recommendation of Management

2 OIRGINATING (F 10t

K‘ A . AGTIVE - TIRSTHETIEA N ARFA OFFIGE ADUHING it T U W) 1

OFFICE

~ OF
RECORD

MO

MO

MO

MO

MO

RETENTION PERIOD

N

OFFICE

lyr

Syrs

S5yrs

5yrs

OFFICE OF RECORD_
SKmAGE

FRC

2yrs

oP-16

kel -]

04-15-88
DOE/NARA

m=->0

OTHER GOPIES
iN

OFFICE

A 1088 NV TR




BPA
RECORDS
N MANUAL §

b FILE CODE

orP-21-14
oP-21-15

OoP-21-16

oP-21-17

*

CHAPTER

810 T OPERATIONS

M -t

A FILE GUIDE AND RETENTION SCHEDULE
T. , o

RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION

Emergency Standby Power/Uninterruptable Power Supply
Material relating to building requirements during outages
of station service. :

AUTHORIZATION: Recommendation of Management

Fire Protection

Material relating to halon systems, alarm procedures,
and evacuation procedures specifically for power system
control centers. '

AUTHORIZATION: Recommendation of Management

Human Factors Design :

Material relating to guidance and requirements for
dispatcher's displays, consoles, and group boards.
also 0P-26-22, Display System,

See

AUTHORIZATION: Recommendation of Management

Contingency Plans

Material relating to vital records and contingency plans
for control centers' emergency preparedness. See also
OP-21-15, Fire Protection.

AUTHORIZATION: Recommendation of Management
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B MANUAL £

|
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A FILE GUIDE AND RETENTION SCHEDULE
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FILE CODE

op-21-18

opP-22

tm‘lp-ll

oP-22-12

[

K A . ACTIVE
E P PERMANI

o [URA oot an
e s v e Ty

RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION

nterutlllty Data Exchange
Material relating to other utilities about installation
and requirements for control center interface and user
applications.

AUTHORIZATION: Recommendation of Management

Automatic Generation Control

Material relating to the use of and requirements for automatic

‘generation control (AGC, also known as Load Frequency Control

or LFC).

Dlsgositlon: In accordance with instructions for specific
material described by the following related subjects.

AGC Interim Spinning Reserve
Material relating to manual data system from powerhouse
to Realtime Operation Dispatch System (RODS).

AUTHORIZATION: Recommendation of Management

AGC Powerhouse Data Acquisition System

Material relating to AGC powerhouse data acquisition
system (PHDAS), the automatic spinning reserve system
between the Army Corps of Engineers and BPA. Ties into
the rotary accounts like CBT.

AUTHORIZATION: Recommendation of Management
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CHAPTER i

P opr-19
;BPA 810 T OPERATIONS e
.RECORDS ! |
B MANUAL : E |9 04-15-88
' if DOE/NARA
5 4
A FILE GUIDE AND RETENTION SCHEDULE
‘ OFFiCe OFFICE o.zegég:)fg = OTHER COPIES _
FILE CODE RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION OF R STORAGE ~ :
' : RECORD o -
OFFICE BPA FRC OFFICE
opP-22-13 AGC Backup MO 7yrs I
' Material relating to alternate automatic generation :
control backup (BUAGC) at control centers. \
AUTHORIZATION: Recommendation of Management ‘ P[N"'“G ,
oP-22-14 Celilo Digital MO A+lyr |
Material relating to the control link to send power orders |
to and receive alarms from High Voltage Direct Current (HVDC). e & 4 28k
AUTHORIZATION: Recommendation of Management PEN“' G
: | .
. t Al
~ | 0P-22-15 AGC _Cost of Service--Load Following MO A+lyr :
Material relating to the determination of charges to serve
’ borderline loads (transfer customers). . [N"'NB
AUTHORIZATION: Recommendation of Management ? A | 2 LY
OoP-22-16 Number s/Energy Accounting MO 10yrs
. Material relating to after the fact accounting of automatic '
generation control (AGC) interchange flows vs. schedules.
AUTHORIZATION: Recommendation of Management P ND' [;
oP-22-17 Meter Check MO 10yrs -
Material relating to the weekly check of meters. ' i :
AUTHORIZATION: Recommendation of Management P[ND'NB
i _ o : .
K A . ACTIVE x - FIRST LETTERIN AREA OFFICE ROUTING (1. T 1. W) .
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A PILE GUIDE AND RETENTION SCHEDULE

RETENTION PERIOD

OFFICE |

FILE CODE RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION OF " OFFICE OF R'Ef;g;:ﬁe OTHER;S OPIES .
’ |RECORD . .
OFFCE BPA FRC OFFICE
or-22-18 AGC & Line Load Charts MO 2mos 34mos

Records of power interchange with other utilities, Federal
generation, and control information used to monitor and |

analyze the operation of the power systenm. REN"'NG
. , } T

AUTHORIZATION: FERC-18CFR-125.3/22.1(f)
|

orP-23 Frequency & Time Synchronization : ‘ MO 10yrs
Material relating to central and remote time transmission
to substations, local, and alternate frequeancCcy sources. ;
- Lal .
AUTHORIZATION: Recommendation of Management P N“'NB‘ 3
or-23-11 System Time Synchronization L [o] A+lyr {

Guidelines and agreements for central and satellite time

. systems. - . -
AUTHORIZATION: Recommendation of Management ‘ | P[N“'NGg A

op-24 Meter, Relay, and Metering MO S
Requirements and use of these systems for engineering, S
operations, and maintenance programs. '

AUTHORIZATION: Recommendation of Management PEN“'NG
\ . ;
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CHAPTER
‘BPA 810 { OPERATIONS
RECORDS :
B 'MANUAL E

!

! P

| a FILE GUIDE AND RETENTION SCHEDULE
b L

.ru.e CODE

oP-24-11

OP-24-12
P-24-13

oP-25

-

: \ K\ A ACTIVF
P PERMALENT
Bl

RECORDS SERIES TITLE, DESCRIPTlON, AND DISPOSITION

Revenue Metering Systems

Material relating to the implementation, addition, or.

change of remotes, central computer, and links to
mainframe computer, RODS, and the field.

AUTHORIZATION: Recommendation of Management

Interchange and KWH Meters ,
Agreements with other utilities to install or delete

meters. See also OP-22-16, Numbers/Energy Accounting.

AUTHORIZATION: Recommendation of Management

Oscillographs
Requirements for central monitoring and disturbance
analysis.

AUTHORIZATION: Recommendation of Management

Monitoring Systems

Material relating to SCIM, DTLLM, IPS, PSDM, SEMM/SUDS/SER,
Microwave Monitoring, and FLAR. Monitoring systems to aid

dispatchers in operating power system close to maximum

capability with adequate security. Usually small systems

linked to RODS to facilitate central monitoring.
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' .

RETENTION PERIOD

OFFICE |

FILE CODE RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION OF . w OFFICE OF REE,-S:‘& OTHEH"? OPIES .
’ RECORD . .
’ ) OFFICE ara FAC OFFICE
oP-25-~11 Control Systems Monitor MO 5yes

Material relating to general program requirements and
administrative requirements in the control systems monitor

(CSM) room. Monitors alarms in areas such as microwave and
substations. ?[an l‘

AUTHORIZATION: Recommendation of Management

|
op-25-12 pynamic Thermal Line Load MO Syrs §
Material relating to the program to compute actual wire » :

temperature on overloaded transmission. _
: ‘x
AUTHORIZATION: Recommendation of Management P[N”'NG

opP-25-113 Intertie Protection Scheme MO Syrs
. Material relating to intertie protection scheme (IPS), v ;
remedial action schemes arming and disarming.

OoP-25-14 Local/General Generator Dropping MO Syrs
Subset of OP-25-13 to monitor local generator dropping
conditions. See also OP-16-20, Lower Snake/Grand Coulee

Line Loss Scheme.
AUTHORIZATION: Recommendation of Management P[Nu' B

AUTHORI ZATION: Recommendation of Management ?[N”'NB
|
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oP-25-15

OoP-25-16
OP-25-17

op-25-18

L 4

CHAPTER
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T
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Rob-b h-H

FILE GUIDE AND'RETENTION-SCHEDULE

RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION

Load Tripping Schemes
Subset of OP-25-13 to monitor import levels. See also
OP-16-12, Import Contingency Load Trip Scheme.

AUTHORIZATION: Recommendation of Management

Power System Disturbance Monitor

Records saving interchande and generation data at high
speed for post-disturbance analysis, including design
and trigger requirements.

AUTHORIZATION: Recommendation of Management

Sequence of Bvents Monitor/Recorder

Records that show centrally ‘the events of local and
regional disturbances. Includes requirements and alarm
standards. Also known as SEMM/SUDS/SER.

AUTHORIZATION: Recommendation of Management

voltage Monitoring Program
Records that show SCADA voltade control actions, including
program specifications.

AUTHORIZATION: Recommendation of Management
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_CHAPTER

' ikoorP-24
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RECORDS ! ‘ ?
B MANUAL ; € .9 04-15-88
!/l DOE/NARA
5
A PILE GUIDE AND RETENTION SCHEDULE
r e e et s e -
- oo ' OFFICE: RETENfiGN PEﬁlOb )
FILE CODE RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION OF ) N OFHCE; OF HE;?%%E : QTHER':: OPIES
’ RECORD | . L.
’ L . o ) . OFFICE ! BPA FRC OFFICE
opP-9-19 Powerhouse Response Test MO S z
Guides for minimum performance and procedures for
conducting tests. o PEN“' G
AUTHORIZATION: Recommendation of Management o ‘
! ! A
0P-25-20 Trends .\ MO 5 i |
Material relating to alarm and requirements features. “ !
 AUTHORIZATION: Recommendation of Management ' ‘ ‘ ' PEND' l;
. i
OoP-25-21 Hydromet /GOES ’ i MO 5yrs }
Material relating to operation and maintenance of PS ‘ f
Geostationary Orbital Environmental System (GOES) :
o "gatellite receiver. Also includes data gathered by the ' ' ; .
. GOES which is managed by the Division of Power Supply (PS). PEN"' (\
AUTHORIZATION: Recommendation of Management ] }
opP~25-22 Fault Locator Acquisition Recorder MO 7yrs
Material relating to user requirements and display - l
features of the fault locator acquisition records (FLAR). *
See also 0OP-25-17, Sequence of Events Monitor/Recorder. '
AUTHORIZATION: Recommendation of Management ?[N"'NG
)
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RECORDS
MANUAL

CHAPTER

810 OPERATIONS

[l B

s
-|& FILE GUIDE AND RETENTION SCHEDULE
18 _ .

04-15-88
DOE/NARA

OFFICE RETENTION PERIOD .
‘ILE CODE RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION OF w OFFICE OF “532325 OTHER,NC OPIES .
: RECORD i
X . OFFICE BPA - FRC OFFICE
-—4—9{‘ 26 —Real—Bime—Operation—bispateh—&-Scheduling MO- 3 a3 .
< ) Material relating to planning and maintaining real-time WITHERAWN
operation dispatch and scheduling (RODS) system, including v
performance, software, hardware, database, and consoles.
‘ o includes material on the main computer system at
pittm control Center, material on interchange scheduling,
e load forec ing, generation allocation, generation control, _ .
monitoring (OP- , system security, and reliability power ; |
flow studies. P[N“'NG
AUTHORIZATION: Recommenda of Management ; ‘
I
OoP-26-11 RODS_Coordination Committee MO At+lyr ATHERAWN 1
Material relating to meeting agendas and
’_ AUTHORIZATION: Recommendation of Management PEN"'NG
OP-26-12 RODS_Console Replacement MO A+2yrs )
Material relating to requirements and vendor correspondence. \ WHHDR*‘““
AUTHORI ZATION: Recommendation of Management N"'NG
OoP-26-13 RODS Integration Committee MO A+2yrs
Material relating to the migration plan and requirements WHHPRAWN \
for the new system. !
ulmuog;zgmxoﬁ, Recommendation—of Management \ .
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opP-26

04-15-88
DOE/NARA

OFFICE RETENTION PERIOD ]
FILE CODE RECORDS SERIES TITLE, DESCRIP‘i’lON, AND DISPOSITION OF N OFF'CEI OF RE;:&T;E OTHERIE OPIES .
RECORD i : A
. v ) OFFICE | aPa ’ FAC OFFICE
4OB=26=-14 |  Microwave Communication System Atlyr * i
Material relating to the program to monitor BPA's microwave vnmt)nAwu
system. Includes Badger, Microwave Monitor, and Leased ;
Line Lists. P[Nn NB
AUTHOR ION: Recommendation of Management -
WITHDRAWN |
OP-26-15 Performance MO A -’( ;
Semiannual report on av bility and reliability. ’
AUTHORIZATION: Recommendation of P[N""NG
OP-26-16 Software : MO s Wit nnwu ! s
Material relating to and including guides on docume i |
and change control. |
. AUTHORIZATION: Recommendation of Management \ P[Nn'”ﬁ
orP-26-17 Rotary Account Database MO S
Material relating to the Rotary Account Database and FHHDRAWN
account assignment methods.
AUTHORIZATION: Recommendation of Management \
[}
]
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| oP-26-19

OP-26-20

OoP-26-21

CHAPTER

810 T OPERATIONS
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= D> T

FILE GUIDE AND RETENTION SCHEDULE

RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION

RETENTION PERIOD

Material relating to migration plans, upgrade needs, and
problem reports.

RIZATION: Recommendation of Management

Upgrade Pro
Material relating
requirements, and migra

AUTHORIZATION: Recommendation of

Low-Cogt Console Display System
Material relating to consoles for management in O
Power Sales (P) and in Divisions of System Operations
- and of Power Supply (PS).

of

AUTHORIZATION: Recommendation of Management

Front End Reconfiguration

Material relating to plans to change computers, software,
and interfaces to new RODS.
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OFFICE
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oP-27-12
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op-20

mO» v

04-15-88
DOE/NARA
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K A - ACHIVE
F ®  PEAMANE

RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION OF ,~~-°F~F'QE- oF RE-SC;g;F}gé-- OTHER;,?OP'ES
RECORD e e g e
OFFICE I 8PA FRC OFFICE
nj : Mo ) 10yrs ll dyrs
Material relating to plans to combine consoles for RODS wuﬂDM\NN
and SCADA CRTs. New equipment and display guides. See
also OP-21-16, Human Pactors Design. P[Nﬂ' G
A IZATION: Recommendation of Management
Supervlsml & Data Acquisition MO 3yrs " *bunﬁ;!: ; ihﬂ:r
Material relating to ervisory control and data acquisition . ’
(SCADA) system status re g, equipment, software, and remote .
terminal units. Maintenance 1 ooks are kept with equipment :
and are retained for the life of the
AUTHORI ZATION: Recommendation of Management 3 ” 91'643
, o b bl
SCADA 1 , MO Iyrs ) |
SCADA 1 , IDRAWN
System status reports, equipment, and software problems. \
AUTHORI ZATION: Recommendation of Management [ND'NG
SCADA 11 MO
t uipment, and software problems. Loy e~
Syastem status reports, eq‘ P ¢ an P WITHO R0 \
AUTHORIZATION: Recommendation of Management T~
% MAST LEYTEA IN AREA GF FICF ROUEING Htuw
7 OREGINATING (#1105 WO W ERINAE G s TH e s ~A 1845 Ny W9R-
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. FILE CODE

'BPA

—Op—2F—33——

orP-27-14

OoP-27-15%

orP-27-16

oP-27-17

'RECORDS !
'MANUAL £

CHAPTER

810 OPERATIONS

-“» v

FILE GUIDE AND RETENTION SCHEDULE

RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION

oP-29

04-15-8:
DOE/NAR,

——SEADA—I1E
System status reports, equipment, and software problems.

AUTHORIZATION:

Recommendation of Management

elating to TCDS (future replacement for SCADA).

AUTHORI ZATION: ommendation of Management

SCADA Remote Terminal Un
Material relating to requirem
terminal units (RTUs) such as alar
centers.

for connecting remote

AUTHORIZATION: Recommendation of Management

Substation Data System Work Group
Material relating to needs for future RTUs,

including SER.

AUTHORIZATION: Recommendation of Management

Sequentjial Automatic Switching
Material relating to plans to perform several switching
steps with one command.

24RO R-E
NMUITTONX . .

and controls to control

OTHER COPIES |

\ K \ A ACTHIVF

F f PERMANELH

 OEIRSTLEVTERINAREA OFLIGE BOUTING 1 T U W)
7 ORIGINATING Of 1|

i RETENTION PERIOD
OF;:__CE OFFICE OF RECORD
RECORD ™ STORAGE N
OFFICE | BPA | FAC OFFICE
mmum\WN ],
MO A+2yrs
Y mnﬂmwn N
: jd “"’;
MO loyrs SIE
NI]HDRAWN |
MO
\ WITHDRAWN ;
!
! MO 10yrs
iﬂlnpiAWN

BPA 184S W 1



BPA

810

RECORDS §

MANUAL

CHAPTER

OPERATIONS

T
i
T
t
E

Verongmee

[y

FILE CODE

-“D» v

FILE GUIDE AND RETENTION SCHEDULE

RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION

FopP=77-18 .

orP-27-19

!

RETENTION PERIOD

04-15-88
DOE/NARA

OTHER COPIES |
N

OFFICE

SCADA Backup for EmefEERETEE“”‘--~»

Material relating to communication, RTU, and central site

AUTHORIZATION: Recomm of Management

Southern Idaho Control
Material relating to plans to place this area under
Eastern Control Center (ECC) dispatch Jjurisdiction.

AUTHORIZATION: Recammendation aof Management.

or-28

opP-29

A ACTIVE

P PERMAL:

OFFICE
oF OFFICE OF RECORD
m-:connJ ™ | swonae
OFFICE l aPA FRC
Ch o e
MO 20yrs % [IREIRE L
shed i\WN

Microwave Transfer Trip/Telephones

Material relating to microwave transfer trip/telephone (MWTT)
requirements for monitoring, installation for stability
reasons, and calling out repaira.v

AUTHORIZATION: Recommendation of Management

System Protection Relaying .

Material relating to requirements to change existing.
practices. Studies on need to reclose, three terminal
trip needs, bus, and bank protection schemes.

AUTHORIZATION: Recommendation of Management

» FIHSEFLETIFRINAREA NTFICE ROMTING 0. T 8 Wy
JOOHRNGHIATING (H L

MO

MO

Tyrs

Tyes

?'

PENDING

i
‘

PENDING

f

dPA 1845 HNOY g




CHAPTER
BPA 810 1 OPERATIONS
Y RECORDS I
3 MARUAL £
S
FA! FILE GUIDE AND RETENTION SCHEDULE
T .

RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION

RETENTION PERIOD

04-15-88
DOE/NARA

Material relating to after the fact events such as equipment
els, customer and transmission outages, dispatcher:

actions taken;, change transactions, and méter readings.
Case file by individual

(a) Paper records
(b) Magnetic tape

AL 0 nt

R
A
|
i

OFFICE '
OFFICE OF RECORD OTHER COPIES
nggno N , STORAGE N IN
OFFICE i 8PA FRC OFFICE
-MO- "
WITHDRAWN

*

K A ACTIVE x FIRSTLETIERIN ARFA OFFICE ROUTING (L T U W)
E P PERMAHENT 7 ORIGINATING OF FICE

G e a et

PENDING

BPA 1845 NOV iR






CHAPTER .
, P PE-1
BPA 810 1 PERSONNEL o
RECORDS T L
B 'MANUAL € © 04-15-88
! ! DOE/NARA
} e e —- — e e e e e o
P
a FILE GUIDE AND RETENTION SCHEDULE
_ _AT e e e, I 4 . - s e e
OFFiCE OFFICE 0?:5;::(;::): Psmoo OTHER COPIES
RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION oF I o somct TN w
RECORD PR o
OFFICE BPA FRC OFFICE R
PE PERSONNEL '
ta—Material—relating—toobjectives;—policy;procedures; = 2z 3yrs S
ions of personnel activities excluding records ., )
specifically sewhere in this schedule and records . A
maintained at agency staff plan ls. Data may be
recorded on various media including paper, disk,
or diskette, unless otherwise specified in the narrative — ]
disposition. T
P - \\ .
—AUTHORIZATION+—GRS—1£3 E—
(b) Operating personnel office records relating to sp 6émos s
individual employees not maintained in Official Personnel XA
Polders (OPFs) and not provided for elsewhere in this
. Schedule. Data may be recorded on various media including
paper, film, tape, disk, or diskette, unless otherwise
specified in the narrative disposition. "[an G
AUTHORIZATION: Recommendation of Management
Disposition: with instructions for specific N 1
material described by the followin ubjects. : ' ’
PE-11-11 Permanent Individual Employee Records h““‘*———__;\__ﬂ
Records filed on the right side of the Official Personnel h‘_"*“~--____
Bolder {ORE ) I —
K{ a- ACII\'IE x - FIRST LETTEH IN AREA OFFICE ROUTING (L. T, U. W)
$ Z ’ gfj?*:l:;‘{[?('wuasm LTE Z‘ Uj‘lG‘NA“N(; ?FH(:E | » US DELPARIMENTD OF §NEIGY  BURNE VILE POWEH AUMINS LHATION BPA 1845 N(\)V 1987
S D o OGS o a-aplatmion ol KE Y b,




BPA
RECORDS
B MANUAL

CHAPTER

810 PERSONNEL

M o=

g S
AFILE GUIDE AND RETENTION SCHEDULE

P—n-lz.

04-15-8¢
DOE/NAR:

" RETENTION PERIOD

({b) Transferred employeés

on:
instructio

(c) Separated emplo

OFFICE s e
R THER COPIE
RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION OF ™ OFFICE OF Ef ORDE o -INQ OPIES .
RECORD] o STORAS
OFFICE BPA FRC OFFICE
5P6 3 S
XA
SPO See Disposjition S
XA '
See Federal Personnel Manual for
elating to folders of transferred employees.
SPO See Disposjfition s
XA

ational Personnel
after separation.

Disposition: Transfer folder
Records Center, St. Louis, MO, 30 da
NPRC will destroy 75 years after birth da
the date of the earliest document in the folde
birth date is given) or 5 yrs after separation, wh
is later.

AUTHORIZATION: GRS 1/1

Temporary Individual Employee Records

All correspondence and forms maintained on the left side
of the Official Personnel PFolder except Performance
Appraisal materials. See also PE-25-14,. Non-SES Employee

. Performance File System Records.

(60 years after

SPO
XA

lyr
or A

1210
7T =T

AUTHORIZATION—GR

A - ACTIVE

P - PERMANENT
S - SUPERSEDED/OBSOLETE
-

< mX

x - FIRST LETTEH IN AREA OFFICE ROUTING (L. 1. U. W)
Z - ORIGINATING OFFICE

S0 Sehon 8OO B lor cxpbinahion oF KEY leons

US DECAHEMEN] Uf ENEIGY

BUMNE VELE POWE B ADMINIS T HATION

BPA 1845 NOV 1987




CHAPTER
BPA 810 + PERSONNEL
‘RECORDS i
N 'MANUAL £
AFILE GUIDE AND RETENTION SCHEDULE
i S

PE-14

[3

PE-3

moO>»v

04-15-88
DOE/NARA

M=>»0

RETENTION PERIOD

'OFFICE e s
RECOR OTHE PIE
RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION OF - —",‘,“O-FF'CE OF sn-?mge - "‘"“F“‘,',;C“ OPIES
) RECORD} = e e
OFFICE 8PA FRC OFFICE
| Rorsonnel Management—Agencies sep § S Q
Material relating to general program concepts, planning,
and policies, including prototypes.
' *h

~AyTHORIZATION: GRS 16/1 (36 ta)
DOE Perso 1 Organization and Functions SPP S S
Material rela to Department of Energy personnel
management concept lanning, and policies, including Y
prototypes. o

ad
AUTHORIZATION: GRS 16/1 ¢tertrtdy
BPA Personnel Organization and Functions SPP s S
Material relating to BPA headquarters and area sonnel
management concepts, planning, and policy, includin :
prototypes. i
a_i-L o
AUTHORIZATION: GRS 16/1 teh66d) \
SPP - \:;:;\\\\\ 2yrs

Reporting Requirements

Reports, audits, justifications, and related material
prepared for other Federal agencies such as the Office of
Management and Budget (OMB), and for DOE or BPA. Case file
alphabetically by name of report or by requesting agency.

~__

~ T w

K A - ACTIVE

E| P PERMANENT
Y

x - FIRSY (ETTERIN AREA OFFICE ROUTING (. T, U, w)
Z - ORIGINA TING Of FIGE

S SUPEHSEDED/OBSOLE TE

et O L s ot cd B e,

U3 LEFANTMENT OF ENEIKDY  BONNE VLD UMW HALMINISTHATKGN

BPA 1845 NOV 1987




CHAPTER
: PE-4
BPA 810 1 PERSONNEL ¢
RECORDS T )
B MANUAL e © 04-15-88
y T DOE/NARA
[ A e e e mee e e e i e e} et e e emmieme cm e s maer e e a2 s s o e - -
: P
i ! aFILE GUIDE AND RETENTION SCHEDULE
e A e e e e e+ et e o2 m o oo e+ et st tam+ o e« ot n e e e -
oFFice GFFIGE O AECORD ) oTHER cories
FILE CODE RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION OF TN STORAGE B J
. RECORD] St O
. OFFICE BPA FRC OFFICE
~—RE-15——— —Personnel Records Systems 2 A A
tracking such personnel data as employee position .
numbers, positiof ersonal histories. Includes
. Employee Record Cards used outside pet
Office of Record is often SPP. ,}
AUTHORIZATION: —Recommendationof MNanagement é\gﬁ 7'
PE~16 Processing Personnel Actions Sp S s
Material relating to Standard Form 52, Request for Personnel SPO
Action, and associated forms and processes. Includes XA
material not maintained in OPF and pertaining to pending
personnel actions.
AUTHORIZATION: | Recommendation of Management PEND'NR .
X
w_umuwm SRO. 1y ‘ a
(a) Standard Form 50 documents initial employment, XA
prom ransfers, separation, and all other
. individual personn s, exclusive of those in
: Official Personnel FPolders.
(b) Chronological file copies of material listed in (a), -8RQD | 2yrs ' . : 1yr
including fact sheets maintained in personnel offices. \\
) \
AUTHORIZATION: GRS 1/14 ‘ —
K A - ACVIVE x>~ FIRST LE TTéR N AHEA OFFICE HOUTING (L. T. U, W)
E P . PEAMANENT Z - ORIGINATING UF FICE 5 OUCPAUTMLET OF L sy BURNE VIS E OWE H ADMINISTHAT IR
S - SUPERSEDED/OBSOLETE o v ! * ‘ BPA 1843 NOV 1947
Y 5‘,:“ .\fi:« heans mﬂlh.hu ::-gd.u-;slﬁm m O TN

T v




BPA

RECORDS
MANUAL

i
|
I
i

CHAPTER

810 " PERSONNEL

M o =y

FILE GUIDE AND RETENTION SCHEDULE

~D>» D

»

PE-5

P mO»0

P m=a»0

DOE/NAR!

FILE CODE

PE-17

RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION

OFFICE

OF
RECORD

RETENTION PERIOD

OFFICE OF RECORD

OTHER COPIES

IN

STORAGE

OFFICE

BPA

Employment
Material relating to procedures, eligibility, implementation,

and authority-of employment activities and programs.
(Includes Career/Career-Conditional and Temporary and Term
Employment, Excepted and Senior Executive Service, Details,
Status Reinstatement, Other-Than-Pull-Time Permanent
Employment, Veterans Preference, Volunteers, Veteran's
Readjustment Appointments (VRA), Youth and Student
Employment, and others.) Case file by name of program/
activity or by FPM chapter number.

AUTHORIZATION: DOE 1/3(b)

Promotion and Internal Placement

Material relating to the development ‘and implementation of
policy and procedures for promotion and placement within
Federal Government service.

AUTHORIZATION: Recommendation of Management

—BRAMeritPromotion-Rlan

SppP

SPP

se files relating to the promotion of an individual that
documen idual's qualification standards, the
evaluation methods, selecC edures, and evaluations

"of candidates, excluding any records tha i e
information in the promotion plan, the Official Personne
Folders, or in other personnel records.

5yrs
or. S

5yrs
or S

FRC

N
OFFICE

S

AUTHORIZATION+ GRS—MAZS (/3%

w

K| a acmve
E| ¥ PERMANENT

x - FIHST LETTER IN AREA OFFICE ROUTING (L. 1. U. W)
2 - OHIGINATING OF FICE

S SUPERSEDEN/OBSOLE1E

Y

St Sren i BODK Jeop caplonaibion od KEY oo,

OO D PAHTAMENT LW TRl I HONNE VY LE HOWEH ADBINISTHA OM

BPA 1845 NOV 1987

04-15-8t
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CHAPTER . 6
A PE~-
BPA 810 1 PERSONNEL .le
RECORDS i
B MANUAL E D 04-15-8t
} I DOE/NAR!
, g e s N s
QFILE GUIDE AND RETENTION SCHEDULE
Y S e e N
S T orrice _ PRETENTIONPERIOD
FILE CODE . RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION ' oF I—u OFFICE OF "55,3325 OTHER,,?OP!§§-
' RECORD e —
OFFICE BPA FRC OFFICE
-—-%WM&MH* SRO 1 A+2yrs
es ods) prepared for use in evaluation
of candidates. ]
————
AUTHORISATEON:— GRE—ia9=- l/ Lo R e e
PE-18-14 Status Applicant File SPO lyr S
Material relating to applications for reinstatement or
transfer to positions at BPA. Does not apply to
applications from current BPA employees. H[N"l"ﬁ
AUTHORIZATION: Recommendation of Management
PE-18-15 Reassignments and Transfers: ' SPP S S
Material pertaining to the movement of current employees
from one position to another or from one Federal agency to i
another. . F[N"' B
AUTHORIZATION: Recommendation of Management
PE-18-16 . Temporary Promotions . SPP S . S
Material relating to promotions which are temporary o
limited in duration. |
AUTHORIZATION: Recommendation of Management : P[N"'NG ‘
\
\
K A - ACTIVE x FIRST'LETTEH IN AREA OFFICE ROUTING (L. T. U, W) -
E £ - PEAMANENT Z - ORIGINATING OFFICE US OUPAHIMENT (8 ENEHGY  BOMNE VI (E PUWE H ADMIMISTHALION
Y S - SUPERSEDEO/OBSOLETE S0 Section B E lor caplanition of KEY leans BPA 1has O 1907

A
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CHAPTER e
A
BPA 810 1 PERSONNEL G
RECORDS i S
B MANUAL € o 04-15-88
L ! DOE/NARA
e .
aFILE GUIDE AND RETENTION SCHEDULE
| ] T — Y
FILE CODE - .~ RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION OF w STORAGE TN _
. . RECORD R
OFFIC; 8PA FRC OFFICE
PE-18-18 Assessment Centers ’ A | SPR S s
Material relating to assessment and screening processes
for special program selections.
AUTHORIZATION: Recommendation of Management P[NB'NB
|pE-19 Probation - sep | s s
Material including instructions, policy, and directives :
concerning employee probation.
AUTHORIZATION: Recommendation of Management } H[Nﬂ'“ﬁ
PE-19-11 New Employee Probation ’ SPO A A
Material covering new career-conditional employee ) :
I : information, including lists. Case file by employee name.
AUTHORIZATION: Recommendation of Management PEND'NR
PE-19-12 Probation for New Supervisors and Managers SPO A ’ A
Material including lists, staff functions, class offerings,
and mandated tasks.
AUTHORIZATION: Recommendation of Management ' P Nﬂl R
1K AVAC,’,VE x FIRST LETTEH IN AREA OFFICE ROUTING (L, T, U. W)
- PERMANENT 2 - OHIG > FIC : S OLPAHEMENT UOF ENLHGY  BUONNEVILLE FOWE H ALMINISTHATOR
5 S SUPEHSEDED/ORSOLETE '-.--.‘.IT“:,:':::)”.“T o us BPA 1845 NOV 1987




CHAPTER
!
BPA 810 T PERSONNEL
RECORDS !
iMANUAL £
gt ﬁ.,.< . P ) - - e e e e e e - . DI
A PILE GUIDE AND RETENTION SCHEDULE
IUUSTI i SNSRIV S

e PE-8
G
&

Y

-

TK] a-acuve
E| P PeRmanenT
S - SUPERSEDED/OBSOLE TE

x - FHHST LETIER tN AREA OFFICE HOUHING (L, T, U W}
Z - ORIGINATING OF FICE

S el BNGH Tor coplinahon of KEY ks,

OFFICE AETENTION PERIOD -
PIE
FILE CODE RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION OF -i;'gff ICE OF RESC,OOGR,DGE -JorHen ConeS
IRECORD} e ‘
3 OFF'CE aPA FRC OFFICE
o o PO —— - —— SO «-_.,r.(...,.._ o v s+ anmm T
PE-20 Recruitment, Selection, and Placement SPP s S
Material relating to actlons concerning both employees and
. the general public. "
AUTHORIZATION: Recommendation of Management ﬁNul B
PE-20-11 Priority Placement Program SPOF S 'S
{a) Material relating to priority placement for
consideration for vacant positions (for example, employees
who were previously downgraded by RIF or changes in .
positions).
(b) case files. SPOF | A A
AUTHORIZATION: Recommendation of Management HEND'NR
PE-20-12 | SPQ 2yrs A
, cations (Standard Form 171) and related records, XA
' excluding mate to appointments requiring
Senatorial confirmation and applica in
appointments which are filed in the Official Personnel e
M
AUTHORLZATION:——GRS—1/15— -

O3 (RPAIIMUNG O B R HGY  BORSEVREE PUWEH ATMENSTHETON

B8R 1845 NOV 1987

2 04-15-88
t DOE/NARA




CHAPTER ‘
PE-9

S B N

P
- A
.BPA 810 1 PERSONNEL 6
RECORDS T S
MANUAL € 0 04-15-88
' I DOE/NARA
e e e e o bl e 4 e e i s el .
a FILE GUIDE AND RETENTION SCHEDULE
x e e e e e n e e e
‘ OFFICE OFFICE o?f;:zg:: —— "GIIER COPIES
FILE CODE " RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION OF m ot T W T
’ RECORD e ] e
W — : e office Baia N I idee
PE=20=13 . Off nt
\\\\\\\\‘~\~ Offers of employment to potential employees.
- cepted offers SPO See Disposlition
XA
Dispogition: Des
. AUTHORIZATION: GRS 1/4(a)
(b) Declined offers SPO See Disposfition
XA
Disposition: For names received on Certificate of T :
Eligibles, return to OPM or certifying office with reply j\\\\‘*~\\\
and application; for temporary and excepted appointments, “‘\-\\\
file inside application; for all others, destroy immediately. : "“-\\\
AURHORIZAPION—GRE—1/A4{b)
g1l 0 T
PE-20-14 Suitability for Employment ' SPO 3yrs _w{ A AW, S
Case files relating to the application of suitability XA AR
criteria. :
AUTHORIZATION: Recommendation of Management L P[anNB
—RE-20-156 1+ Interview—Reeords SRO. A+6VLS A
_-_ig?g??%i:;E;;;;;g—ee—iahenxigxg*yith employees. XA
AUTHORIZATION+—GRS—1 /8.
K A -ACIKIE x - FIRST LETTER N AREA OFFICE HOULING (L. T. U. W)
E P PERMANENT Z - ORIGINADING OF HICE WhS D PARTAENT I8 ENEEGY  HONNE VILEE PUWE ADMINISTHALON BPA 1845 NOV 1987

S SUPLHSEOED/ORSOLE TE
Y e e w0 BOD B o capdanaliins LR e,



BPA
RECORDS
B MANUAL

CHAPTER

810

PERSONNEL

T
[}
A
L
E

AFILE GUIDE AND RETENTI

ON SCHEDULE

RETENTION PERIOD

PE-10

moO» o

04-15-88
DOE/NARA

P meeQ

OFFICE I
. H
FILE CODE RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION OF | ~°FF'CE°FREm - 91——55,,?9?@5
RECORD P D
OFFICE BPA FRC OFFICE
PE-21 Recruitment and Examining A ‘ SPOFP | S S
» Material relating to recruitment of positions open to the SPOC
. general public other than tertiary subjects listed below, XA
AUTHORIZATION: Recommendation of Management PEN"'“G
m%t*wmmwr hority SPOE_§ A
reements between OPM and BPA to w ]q:uw-\
authorize recruitment and rating Eor T . .
AUTHORIZATION: Recommendation of Managemest \m
PE-~21-13 Direct-Hire Programs SPO s S
Materjial relating to competitive and noncompetitive spp
employment processes and programs. Includes Engineer XA
Direct Hire Program. - o PEN“'NB
AUTHORIZATION: Recommendation of Management
r.l-u PACE/PAC_Positions SPOF | Syrs
Material relating to entry at the G5-5 and GS-7 level,
including authorizations, correspondence, and permission ‘ Ciael b
to use program. o
AUTHORIZATION: Recommendation of Management pEan B
K AA;;::VG 2 FIHST LETIER IN AHEA DFFICE HOU"N(;{LIAU,Wj .
. P . PERMANENT Z - OHIGINAY 3 g™ 5
E S . SUP&RSEDE“]OBSO‘ E]E 'Nb UF,“F \ UL G FAHIML T OH M R BUMNE v & PIRVEH AM!},IM“’! “ '“s mv ‘w,
Y * MTRY ?n:r et GO B Caploanitoss ob BE o eans

.




BPA
RECORDS

CHAPTER

810 T PERSONNEL

[ LY

5 _ e e e e
AFILE GUIDE AND RETENTION SCHEDULE
T

PE-11

: MEO» 0

04-15-88
DOE/NARA

RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION

L me»0

RETENTION PERIOD

OFFICE

OFFICE OF RECORD

OF

RECORDW

STORAGE

OFFICE

BPA

| —— Tests—and Evaluations—

———_i5EEFTEI‘?EIattng—te—ehe—testinq of candidates.

_AUTHORIZATION: Recommendation of Management

——Ceor-tificate—of—Eligibles—

Cer ' s with related requests, forms,
and statements from applicants and se -

XA

CMLQIrnoon

FRC

OTHER COPIES
IN
OFFICE

AUTHORIZATIONT —GRS—1/5
LA 7

Examining. § .

Material relating to rated applications which are recruited
general public and held for referral to p¢sitions
under compe i xamining procedures.

Disposition: Move application to
applicant fails to respond to inquiry or does
application at one year intervals. Destroy inactive
applications after one year. Destroy both active and
inactive applications when register is terminated.

Al . 3 t

| See Disposition

K
E

\'4

A - ACTIVE
P - PEAMANENT

S SUPERSEDED/OHSOLE TE

2 - FIRSTLETVEH IN AREA OFFICE ROUTING (. V.U w)
2 ORIGINATING OF FICE

Ce e MUK b oot o 60 L,

WS UEFARTMEND (8 ENEHGY  BONRLVIELE PUWE S ADMING THATGON

BPA 1845 NOV 1987



CHAPTER
' i PE-12
BPA 810 1 PERSONNEL g
RECORDS i |
‘MANUAL £ 0 04-15-8t
3 I DOE/NAR? |
aFILE GUIDE AND RETENTION SCHEDULE
OFFICE OFFICE OZE;::;:)?: o 'OTHER COPIES
FILE CODE RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION OF " sroragE IR
’ . RECORD} e AN
OFFICE BPA FRC OFFICE
~PE-21-18—1—Cesrtification Files -
5 ~
; Requests for recruitment or certification of names from a L(/“(",Jmn
. register which include the position description, job ‘
analysis to document rating factors, applications, and V
ated material such as clearances, objections, forms. B
Inclu the original Standard Form 39, Request for ' ’
Certificat Eligibles. .
{a) OPM delegated au SPOF 5yrs
(b) DOE and BPA authority spoc | 2ycs
. XA
AUTHORIZATION: Recommendation of Manageme
PE-21-19 Record/Register Cards SPOF
Cards used to document the application-status and scores '
of applicants. g \
. (a) Applicants in register
(b) Applicants for specific recruitment
Disposition: Maintain with certification file.’ | - o \
__AUTHORIZATION: Recommendation of Management :
P anmr ittt —
K A - ACHWVE A - FIRST LETTEH IN AHEA OFFICE ROUTING IL, T.U. W)
E P - PERMANENT Z - ORIGINATING OF FICE - U5 TN PANISE ML OF EMEHGY  BUNRS VI LE PLANE S ADMSMS THALR
5 - SUPERSEDED/OBSOLE TE o i BPA 1843 NOV 1987
i .. S e B0 W ko sapharston o KUY e
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CHAPTER . _ | PE-13

BPA 810
RECORDS
B MANUAL

moO>»©

PERSONNEL

M oy -y

04-15-88
DOE/NARA

P Me>»Q

. e = e s
FILE GUIDE AND RETENTION SCHEDULE

A
R

T

|
}
v o vm
!

OFF.CE . RE“ENT'ON PER.OD e
_ AECOR
FILE CODE RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION OF  OFFICE OF RECORD OTHER COPIES

RECORD -
OFFICE BPA FRC OFFICE

PE-22 Qualification Requirements SPP S S
Material relating to Handbook 118, Qualifications Standards )
for Positions under General Schedule, requirements and related
material and requests for exceptions and proposed changes. ‘ﬁ' .
Includes comments on draft gqualification standards; Y
professional licensing requirements and implications;

qualification appeals, challenges, and inquiries; career

development agreements; and medical qualification requirements. |
case file by FPM chapter number or alphabetically by topic. EN"I c

AUTHORIZATION: Recommendation of Management

PE-23 - Intern Programs SPP '} S S
Materjal relating to formally designated programs and
correspondence for approvals. Includes Presidential

‘ ’ Management Interns, career interns, and similar programs.
case files are included in Official Personnel Folder. P[Nﬂ'NR

AUTHORIZATION: Recommendation of Management

PE-24 | Training ' SPR See Disposfition
Material relating to employee development programs and
courses offered by BPA, other Federal agencies, and

private institutions.

Disposition: 1In accordance with instructions for specific
material described by the following tertiary subjects.

w N
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AFILE GUIDE AND RETENTION SCHEDULE
oFrice SFTIGE DF nEcOD Y orheR CoPiES
FILE CODE RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION OF w T STORAGE P
RECORD R
OFFICE BPA FRC OFFICE
PE-24-18 Employee Development-Sponscred Training Programs SPR A+5yrs A
: Material relating to institutionalized programs such as
. New Employee Orientation, Executive Development,
Management and Middle Management Development Programs .
among others. Case file alphabetically by name of program. an B
j
AUTHORIZATION: Recommendation of Management
~tPE=24-19 BPA-sponsored Training SPR | A+Syrs A
\ Material relating to the establishment and operation
of training courses and conferences, including course
ann / A - sﬂ% ;
J?Ql R -
AUTHORIZATION: GRS ) )
PE~24-20 Other~-than-BPA-spongored Training SPR Syrs ] !

Material relating to the availability of trainin or S

employee participation in training programs sponsored
by other governmental agencies or nongovernmental ‘
. institutions. 1Includes material captured on BPA's \

Automated Training System (ATS). \\

.AWI,Q‘% | ' T

K| A-achve x - FIRST LETTER N AREA OFFICE ROUTING 1. T, U. W)
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CHAPTER
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[ o
AFILE GUIDE AND RETENTION SCHEDULE

T

FILE CODE

PEw24=2l

RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION

RETENTION PERIOD

OFFICE

OF
RECORD

-

\

_mraining Aids/Course Conteats

OTHER COPIES _

OFFICE OF RECORD
’ STORAGE

OFFICE

FRC

(]
OFFICE

developed

PE-25

institutions.

AUTHORIZATION: — GRO-NLIMLarI-E T~
==

by -the BPA.

™) Training aids from other Federal agencies and priva
Office of Record is often SPR.

Performance

Management

management .,

AUTHORIZATION:

cluding objectives and course contents

ecord is often SPR.

Pow -record

S

VIITrBRAWN

S

Material relating to program requirements for performance

Case file by name of appraisal system or FPM

chapter number.

Recommendation of Management

SPP

3yrs

—lon-SE8-Enployee—Rerfornance—LRile—Systomn-Records

(a)

non-SES app
appraisals are filed in the

anhd-all crelated-documents

leted performance appraisals and related material for
defined in 5 USC 4301(2). Completed .

sonnel Folder.

Appraisals of unacceptable performance, where a notice
of proposed demotion or removal is issued but not effected,

XA

-
A - ACTIVE
P - PEAMANENT

K

Y

S - SUPERSEDEN/OBSOLE TE

« FIMSTLETTER IN AREA OFFICE HOUING (L. T. U. W)
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- L........_v.,___.._..._..____,__.._...__4.. aet b e e e e eieal e SAeett & bme m mm e e - am Mt m M e im e eis  eeemat = = irmmme . ee - @ie mmmm it s o= e e e . e e e et —e - = %4 tn o e bimie
; A _ S - BN S e e
‘ : OFFICE OFFICE oﬁE;:g(T)?: — 'OTHER COPIES
FILE CODE ‘ RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION OF B STORAGE N T
: RECORD e
R e oFmce B o rRe )L oeeee
~<}BE=25=14 Digposition: Destroy-afterthe-employeecompletes—l-year
t.) of acceptable performance from the date of the written
' advance notice of proposed removal or reduction in grade
notice.
AUTHO, TION: GRS 1/23(a)(1)
(b) Performanc ecords superseded through an .| SPOD S ’ S
administrative, jud , or quasi-judicial procedure. XA
AUTHORIZATION: GRS 1/23(a)(2
(c) Performance related records pertain to a former SPOD 3yrs ‘ A
employee. XA or A
AUTHORIZATION: GRS 1/23(a)(3) !
(d) All other summary performance appraisals records, \SPOD\ 3yrs A
" including performance appraisals and job elements and XA '
‘ ' standards upon which they are based. ' v ;
i_- i i8N
AUTHORIZATION: GRS 1/23(a)(4) ’ '
(e) sSupporting documents z Jyrs \ A
AUTHORIZATION: GRS 1/23(a)(5) ‘ \
) -
K A AC“Vé 2 - FIHSTALETIER IN AHEA OFFICE ROUTING (L, 1. U, w)
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PE-17
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04-15-88

C ma>»0

K
E
1Y

S SUPEFHSEDED/OBSOLE TE

G Secton OB o s pkoriation GFRE 6 e,

OFFICE s
FILE CODE RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION of |y SFHCECE 55593:-‘%»5—-~—-~ | OTHER COPIES .
RECORD o o e
OFFICE 8PA FRC OFFICE
PE=25-15__ |  SES Employee Parformance Bile System Recosds —
completed performance appraisals and related material for
Senior Executive Service (SES) appointees as defined in
5 USC 3132a(2). Completed appraisals are filed in the
fficial Personnel Folder. ’
ioaEvE
rmance records superseded through an SPOD S R
administrat judicial, or quasi-judicial procedure.
AUTHORIZATION: GRS ~ ?
(b) Performance related reco pertaining to a former SPOD See Disposjfition
SES appointee. ’
I Disposition: PENDING (according to GRS)
AUTHORIZATION: GRS 1/23(b)(2)
(c) All other performanée appraisals with the job elements POD See Disposjition A
and standards (job exceptions) upon which they are based.
Disposition: Destroy 5 years after date of appraisal, \\\\\\\\\\\\
exclusive of any interim service as a Presidential appointee. \\\\\\\\
AUTHORIZATION: GRS 1/23(b)(3) \
(d) Supporting documents z 5yrs ‘\q\\\\\\\‘
AHTHODTZATTAM: GRS L#23lb)£$)
L 3
A - ACTWVE x FIRST LEITERIN AHEA OFFICE RHOUNING w. 1.4 w)
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a FILE GUIDE AND RETENTION SCHEDULE
e AL e e e e T
] e — )
FILE CODE RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION OF n STORAGE N -
RECORD e
OFFICE B8PA FRC OFFICE
<{RE=26 Employee Awards and Becognition SpR—1 See Disposition
Material relating to awards presented to or recognition
. given Federal employees.
igposition: 1In accordance with instructions for specific
mater described by the following subjects.
PE-26-14 Employee Recogn on Program SPR 3yrs A
Material including t reparation, publicity, and
participation in Employee cognition Day and similar
activities.
AUTHORIZATION: GRS 1/13
PE-26-15 Length of Service

SPR 1yr A

Material relating to computation of service and sick 1
awards, and lists of awardees.

AUTHORI ZATION: GRS 1/12(b) - \\\\\\\\\\\\
PE-26-16 SPR 2 A

Letters of Commendation or Appreciation 2

yrs
Copies of letters recognizing length of service and \\\\\\\\4
retirement, and letters of appreciation and commendation \\\\\\\\
-excluding copies filed in the Official Personnel Folder.:

AUTHORIZATION: —GRS—1/124(c) : \\\\\\\\\\

K| »-acuve x FIHST LETTER IN AREA OFFICE ROUTING (1. 1. U, W)
g| P PeAMANENT Z - ORIGINATING OF FICE
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Y Sare St oy HOGOH 1 acapibannabion of KEY e
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AFILE GUIDE AND RETENTION SCHEDULE

PE-26-18

RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION

" RETENTION PERIOD

OFFICE

__OFFICE OF RECORD

OTHER COPIES

OF
RECORD

OFFICE

BPA

SDR

’1&1{3

IN
OFFICE

A

i Cash Awards
BPA-sponsored awards such as sustained superior awards,
increase awards, and special act awards, excluding
the Official Personnel Folder.

copies

AUTHORIZATION: GRS 1/12(a)l(

Honor/Non-monetary Awards
DOE and Administrator awards such as distinguished service
and special achievement awards, excluding copies filed in

the Official Personnel Folder.

2yrs

AUTHORIZATION: GRS 1/12{a){(l)

PE-28

Personnel Research and Demonstration Projects
Special studies and project proposals. Case file by name
of project.

AUTHORIZATION: Recommendation of Management

Position Classification

Material relating to policies and approaches affecting the
determination of appropriate General Schedule (GS) series
and grade levels. '

AUTHORIZATION: Recommendation of Management

[ 3
A - ACTIVE
P PERAMANENT

K
£

* - FIRSTLETTEH IN AHEA OFFICE ROUTING (L. T.U. W)
Z - ORIGINATING OF HiCE

S SUPEHSEDED/OBSOLE TE
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SPP

SPO
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B MANUAL | € 0 04-15-88
¢ DOE/NARA
e L . AN
A PILE GUIDE AND RETENTION SCHEDULE
_ L U RO S e e e e
OFFICE OFFICE oiEnT:gtT)':: —— 'OTHER COPIES
FILE CODE RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION . OF |-y T e ST OTIED
RECORD R T

OFFICE BPA FRC OFFICE

~s~\\\\\‘\\\ (a) Standards or guidelines issued by OPM and used to SPO S S
. classify and evaluate positions for series and grade level. XA

RS 1/7(a)(1l)

lopment of standards for
e agency and OPM

(b) Material relating to th
classification of positions peculiar
approval or disapproval.

(1) Case files TSRQ_] St5yrs
XA

(2) Review file sPO 2yrs \\

AUTHORIZATION:— GRS 1/ 1{a){3)ta)elb)
PE~28-13 Series Subcodes--GS Positions |spop | s : s
. Material relating to coding of positions for General ‘ :
Schedule series as required by the PAY/PERS system. ‘ P[an“R
AUTHORIZATION: Recommendation of Management
k.%:m—pmm v - SRO—§ . S42yrs dyrs s
cribing established positions including’ XA
information on titie; duties, and ‘
responsibilities.
.‘-'-"'_--_.
M\N
H‘_‘-“-"""'---
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PE-21

mo>» T

04-15-88
DOE/NARA

OFFICE T o
1
ILE CODE RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION OF TN OFFICE OF ng,gsge """"" Qﬂgﬂ'SQELE'§ -
RECORD i
‘ I B - - N 3 ) ormee  } e PR Bbekintly
Classification Appeals SPO A+3yrs
Ef::: Employee or agency-instituted appeals.
AUTHORI
PE-28-17 Claggification Studies an
(a) Classification survey reports. Survey 8 on SPO 3yrs
various positions prepared by classification specialis XA
including periodic reports. “‘-\‘_\§§§~\\\‘\~
(b) Inspection, audit, and survey file. Material relating SPO S D
to inspections, surveys, desk audits, and evaluatijons. XA \“-\\$
f AUTHORIZATION +—GRS—IAF{e 1529
PE-29 Hourly Job Evaluation SPOC S _
Material relating to sets of duties assigned hourly positions.
AUTHORIZATION: Recommendation of Management R[an B
PE-29-11 Job Standards SPOC [ ' [
Material relating to duties set by labor agreements.
" AUTHORIZATION: Recommendation of Management ENDWNG
¥
K A - ACTIVE = - FIRST LETIEAIN AREA OF FICE ROUTING (L. T, U, W)
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o e ‘ . - e e orﬂc;_ e , o
' ) ] T
FILE CODE RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION oF b FFICE OF “Ef,g‘,fgs B ﬂgﬁfgf 1ES

RECORD] it e m g e
OFFIGE BPA FAC OFFICE

PE- 30 Pay Admnistration e SPP S . s
General and administrative material relating to the various
. pay plans and schedules. Case file by pay system or FPM :
chapter number. PEN“'NB
AUTHORIZATION: i '

Recommendation of Management

PE-31 Hours of Duty SPP S HE BTN FIEN S
Material relating to policies and procedures concerning
various government-approved work schedules. Includes
flexitime, part-time, and alternative work schedules.

case file by title of program or by FPM chapter number. . P[anNr

AUTHORIZATION: Recommendation of Management

PE-32 Attendance and Leave SPP S s N
Material relating to accrual and eligibility for leave, :
administrative dismissal, hazardous weather policy, leave
without pay, and various types of leave such as annual, sick,
. court, maternity, and military. See also FI-18, Time and

Attendance Reporting. PEND,NG

AUTHORIZATION: Recommendation of Management
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! a FILE GUIDE AND RETENTION SCHEDULE
S S U I - U
OFFICE OFFICE 025;:::):: o 'OTHER COPIES |
FILE CODE RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION OF AR sormace T
: RECORD e
W N _ S . J e _eA | fRe ) o
——Fuad—Ra4a4ng—and—eemmun4éy-9§efeaeh SPP- & &
v ol ke g alaidur
. A L
HPE—34————habor—Management—Relatiene— SPE—f—Syre— 65—
.\\~\>\\\\\\~ Material relating to the relationship between management or S
v - d employee unions and other groups.
AUTHORIZ :_ GRS 4729 ([2¥
PE-34-15 Labor Unions SPL AtSyrs ¢ | ¢ dE e

8 such as contrficts and
ically by name

Material relating to employee 4
negotiated agreements. Case file alp

._ of union.

AUTHORIZATION: GRS tr29tar (/0%

PE-34-16 Labor Arbitration Decisions : SPL +\;:§Yra~;;;g :

Material relating to decisions resulting from labor

arbitration.
leat
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04-15-88
DOE/NARA

P
AFILE GUIDE AND RETENTION SCHEDULE
l’ o

0 ormee RETENTION PERIOD
FILE CODE RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION oF | = OFFICE OF REE,S:& ,angﬂi:_zgmg§

RECORD e e et e e e
OFFICE 8PA FRC OFFICE

I B : _13: e e -~ e . =
Case FiTIesTonsieting. aof grievances and resulting

‘ arbitration.

AUTHORIZATLON+—GRS-:35TET) l/} i ’ ‘ -, e

PE-35 Employee Organizations and Activities A S S
Material relating to employee organizations such as the
Professional Engineers in Govérnment (PEG), Society of
Concerned Engineers (SCE), and Northwest Federal Employees

Association ("Associates"). [N“l”ﬁ

AUTHORIZATION: Recommendation of Management

‘ﬂ%\——aqua-l—ﬂmpioymeﬂt—om‘% ey AH—12yre- 1yE Iy
tation relating to all aspects of administering the or § or S

federally man opportunity program at BPAL

Includes special emphasis progra nces of special

"events, monitoring and reporting, and discrimina

. complaints.

AUTHORIZATION ;GRS A(36:(5 /9{4 . —

PE-36-11 Programs ' AH 2yrs lyr lyr
Special emphasis programs managed by the BPA EEO office, or S or S
including the Federal Women's Program and the Hispanic

Employment Program. File alphabetically by program name. [Nﬂl”[‘

AUTHORIZATION: Recommendation of Management
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FILE GUIDE AND RETENTION SCHEDULE

2> 0,

FILE CODE

PE-36-12

PE-36-13

Y (SR S,

RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION

S mo»v |

P M=»0

RETENTION PERIOD

OFFICE

OF
RECORD

 OFFICE OF RECORD

v
|

| oTHER COPIES

!
N
o

04-15-88
DOE/NARA

OFFICE

STORAGE
BPA

IN.
OFFICE

FRC

Observances

Activities held to celebrate holidays and for recognition
relating to civil rights and employment, including Martin
Luther King Holiday and Hispanic Heritage Week. File
alphabetically by activity pame.

AUTHORIZATION: Recommendation of Management

Outreach

Contacts with schools, community groups for the purpose of
generating interest in careers at BPA., Includes career
fairs, speeches at schools, and seminars. File
alphabetically by name of contact.

AUTHORIZATION: Recomméndation of Management

AH

AH

—— DiscriminationComplaints—
ition of complaints of discrimination filed by DOE
or BPA employees s. Includes contacts,
consultations, precomplaint, and forma
processing. File by assigned number.

l/ 254

AUTHORI-ZATION+——GRS—IEd6-tan)-

PE-37

2yrs
or S

2yrs
or S

1 2w
or S

lyr

ENDING

lyr . 8

ENDING

Political Activity of Federal Employees
Material relating to restrictions on political activity
. under the Hatch Act.

AUTHORIZATION: Recommendation of Management

A
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FILE GUIDE AND RETENTION SCHEDULE

1~ >» v

RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION

" RETENTION PERIOD

PE-26

meo>»T,

04-15-8
DOE/NAR

M>»0

(a)

HPE—38———— 1 Rinancial-DisclosureRequirements—
=:ﬁ\\\~\\§\\\§\ Reports and related documents submitted by individuals as
uired under the Ethics in Government Act of 1978, Public

(b) All other records, including Standard Form 278.

Records including
‘filing according to Section 201b o
subsequently confirmed by the US Senate. .

Act, and not

(c) All other statements of employment and financial
interests and related records.

AW U}

h&g\\\ Atébyrs

APW

OF;:: € " OFFICE OF RECORD OTHER COPIES
RECORD| ™ [ Stomee ™
OFFICE BPA FRC OFFICE
d Form 278A for individuals AP | A+lyr

>

Statements of past employment, current financial
interests, and related material as required for specified
BPA employees. C

AUTHORIZATION: DOE 1/25

A - ACTIVE
P . PERAMANENT
S - SUPERSEDED/OBSOLETE

=< M X

-

x - FIRST LETTER IN AREA OFFICE ROUTING (L. T. U, W)
Z - ORIGINATING OF FICE

St SaeChon BB lr caphition ol KEY leone,

ENDI

b

AP S S
_ a es of ethics and standards of
conduct for Federal employees.
o Ges 2] ]
AUTHORIZATION: HOE--1/28 4 —————
PE-39-12 conflict of Interest AP A+2yrs
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2> .

PE

FiLE CODE

PE-41

-42-11

voluntary Separations and Reductions in Grade/Rank/Pay

Adverse—Actions/biscipline—

t

RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION

__RETENTION PERIOD

-

PE-27

mO>»v

04-15-88

CMe-»0

OFFICE

OF
RECORD

___ OFFICE OF RECORD _

™

STORAGE

OFFICE

Material relating to actions such as resignations,
separations, and changes to lower grade when such actions
are voluntary and not due to reductjion in force or employee
performance.

AUTHORIZATION: Recommendation of Management

SPP

Case files and related records created in reviewing an
adverse advice (disciplinary or nondisciplinary removal,
sion, leave without pay, or reduction-in-force)
mployee. The file includes a copy of the
proposed adver ction with supporting papers; statements
of witnesses; employ reply; hearing notices, reports,
and decisions; reversal of on; and appeal records,
excluding letters of reprimand.
(f30b

AUTHORIZATION: GRS 1/433-4b)

Unacceptable Performance Actions

Case files and related records created in reviewing
performance-based actions as defined in 5 USC 432.
Includes a copy of the proposed action with supporting
documents; statements of witnesses; employee's reply;
hearing notice(s); reports and decisions; reversal of
action; and appeal records.

SPO

S

B8PA

PENDING

FRC

OTHER COPIES
IN

At4yrs

\

R A A

Y
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_— e e e e e e ot et e e e e et e e e -
| | oFFice T T
RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION oOF | P leranbinbl R S
RECORD e e e e e e
OFFICE BPA FAC OFFICE
et P 2wl d . Reduction in Eorce
m‘\““-~s\~ Material relating to policies and procedures aboqt
. r g in force (RIFs), including retention registers.
(a) Registers from whic on-in-force actions SpPO 2yrs
have been taken.
(b) Registers from which no reduction-in-force actions sre—1_ S
have been taken. | hm““"“”*~«-~\~‘----~m~4
ANTHORIZATION: GRS 1/17(b}{1)s({2) [—
PE-42-14 Grade and Pay Retention SPO At+dyrs

Material relating to entitlement to grade and pay
retention during reduction in force or other adverse

action procedures., v ‘ HEN“'N(‘ K
, j | y ,

AUTHORIZATION: Recommendation of Management

T rievance and appeals raised by agency employees, SPL
except EEQ complain iles include statements of
witnesses, reports of interviews and hé
findings and recommendations, a copy of the original decis T —

w

exhibita, and material relating to a reconsideration request. e ]
: e
Includes. grisvances-under—both—adainistrative—and-negotiated ————
K A - ACTWE x - FIRST LETTER IN AHEA OFFICE ROUBING {1 1. U, wi 1
e PEHMANEN' 2 ‘J“'GlNA'lN(; OFF.Ct uy llrﬁ;iu&Ni O NI BUNL Vi L UM ALNSUNTS § HAS N m es mv 198/

S - SUPEHSEDED/ORSOLETE
-

Y

Sa G dion MO Bt capdassstion: GF KEY Tenng
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BPA

T
RECORDS |
M MANUAL ;

CHAPTER'

810 PERSONNEL

5
‘FILE GUIDE AND RETENTION SCHEDULE

RETENTION PERIOD

PE-29

mo>»©

04-15-88
DOE/NARA

C M-»0Q

K
E| P PrAMANENT
\4

S SUPERSEDED/OBSONF TE

2 OHIGINATING QFFICE

B BORE B v s palanndtiann o KB € b,

LS Uk VAR N 8 LRty

BONNEVILEY 1OWE IOADMINISTHAON

: : OFFICE o e
: N i
FILE CODE RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION OF e OFFICE OF “Ef,gf‘ge - ~9m§ﬂ;,,99f-§§-
: RECORD] bl
OFFICE BPA FRC OFFICE
- S . SO DU S S, S SN Rt S
~%dewmm¢aun¢a{w
{(cont.) rotection Board (MSPB) maintained by SPOD;
nondiscipline-related mate d by SPL. See also _
PE-28-16, Classification Appeals. N ’
. \F\_
AUTHORIZATION: GRS }z3ttad ((30a :
PE-44 Injury Compensation sp S S
Material relating to claims under the Office of Workers
Compensation Programs (OWCP). See also PE-53, Personal Injury.
AUTHORIZATION: Recommendation of Management R[N“l ﬁ .
~ o ‘
‘J‘ﬁ @\@" &C
PE-44-11 Chargeback Billings SP Syrs !
Material relating to costs of compensation made under .
. OWCP claims,
AUTHORIZATION: Recommendation of Management P[NDINR
PE-44-12 OWCP Cases _ sp A+5yrs
Material relating to individual employees with OWCP claims. XA
AUTHORIZATION: Recommendation of Management, EN”'NP
L 4 .
A . ACTIVE » - FIRST LETTER IN AREA OFFICE RODTING (L. T. U, W)

BPA 1845 NOV 1987



BPA

RECORDS 5
MANUAL E

CHAPTER

810 PERSONNEL

g e e e
AFILE GUIDE AND RETENTION SCHEDULE
X e

PE-46-11

—Health Program.

RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION

Retirement System

Material relating to policies concerning governmental
retirement systems including Social Security, Medicare,
Federal Employees Retirement System (FERS), and Civil
Service Retirement System (CSRS). Case file by name of
system or by FPM chapter number. See also FI-19-21,
Retirements.

AUTHORIZATION: Recommendation of Management

Material relating to employee medical and counseling
vices and the operation of health facilities,

Disposition: FPM Bulletin 293-31, retain for duration
of employment. Do no roy. Forward to next employing
agency with the OPF or transfe e records not required
for £iling in the OPF to a local Federa rds Center.

AUTHORIZATION: GRS 1/21

Individual Health Records
Cards which contain such information as date of employee's
visit, diagnosis, and treatment. These records are the

SPRE

RETENTION PERIOD

PE-30

mo» v

04-15-8¢
DOE/NAR?

m=»0

OFFICE OF RECORD

i
OFFICE

S

STORAGE

FAC

See tion

property of and are controlled-by U.S.—Rublic-Health-—Serviee~

K
E
Y

A - ACTIVE
P - PERMANENT

.-

S - SUPERSEDED/OBSOLETE

x - FIRST LETIEAIN AREA OFFICE ROUTING (. T U W)
2 - DRIGINA TING OF FICE

Siees St iy BOLEB Ho0 cxpabanistion ol KLY e

by
L

45 D AL NS OF £ N TuiY

SRR VH tE IRUwE AR HALON

BFA 1845 NOV 1987




, CHAPTER r RP-26
i BPA 810 , RESOURCE PLANNING AND FORECASTING _é;
RECORDS ! | | S
‘MANUAL € o 10-14-8¢
‘ . E DOE/NAR?
X FILE GUIDE AND RETENTION SCHEDULE o S
T _ .
_ RETENTION PERIOD
OFFICE
OFFICE OF RECORD OTHER COPIES
FILE CODE RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION OF N STORAGE IN
. RECORD OFFICE BPA FRC OFFICE
| RP=34-14 | Coordination Agreement RP $ee-RR-34 Disposition————
‘P-35 Losses RP At+2yrs 5yrs A
AUTHORIZATION: Recommendation of Management [Nn NG
RP-36 Peak Loads RP S+2yrs 3yrs S
AUTHORIZATION: Recommendation of Management nEND NG
h RP,-36-_11 Load Factors RP See RP-3 sposition "
S :‘;l;«i?
“FRP-36-12 Diversity Pactors RP See RP-36 [Dispositiion
RP-36-13 Load Shapes RP See RP-36 [Disposit{ion )
At
RP-37 . Weather Adjustments - RP S+2yrs 3yrs S
AUTHORIZATION: Recommendation of Management P NﬂlNG
_%.B__- | Sum _of Utilities
Case of study. WITHDRAWN

{a)——Published-documents—andforecasts.—

A - ACTIVE
P - PERMANENT

K
E
Y

-

x - FIRST LETTER IN AREA OFFICE ROUTING (L. T, U, w)
Z - ORIGINATING OFFICE

S - SUPERSEDED/OBSOLETE

S Seechion HOOD B o explanaton of KLY tenime,

US DEPAHIMENT OF ENERGY  BONNEVELE POWER ADWMINMISTRATION

BPA 1845 NOV 1987



K| a-actve -
E| P PERMANENT
v S SUPERSEOHD/OASOLEFTE

# - FIRST LETTER IN AREA OFFICE ROUTING (L. T, U, W)
Z - ORIGINATING OFFICE .

Ca e e ot B M o

caplmabon Gl E e,

— CHAPTER » RP-25
BPA 810 T RESOURCE PLANNING AND FORECASTING é
E) RECOF’DS E V ‘10"‘:1‘3 88
; MANUAL € Ao oA
E DOE/NARA
:FILE E;UIDE AND RETENTION SCHEDULE
T -
OFFICE RETENTION PERIOD _
OFFICE OF RECORD OTHER COPIES
FILE CODE RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION OF RJ N STORAGE N
’ RECO OFFICE BPA FRC OFFICE
RP=32-11 Model Conservation Standards RP See RP-32 |Disposifjion
RP-32-12 Program Savings Estimates RP See RP-32 |Dispositjion
Case file by program.
RP-33 Demand Side Management RP A+2yrs Syrs A
AUTHORIZATION: Recommendation of Management P ND'NG
: i
< RB=34 Short Term Borecasts and Analyses ition
. Within tertiary subjects, case file chronologically by year.
: WiTHbRAWN
Published documents and forecasts.
Disposition: oximately 5 linear feet retained in
alphabetical or nume 1l order with an annual accumulation
‘. of 1 linear foot. Transfe FRC when ten years old.
Offer to NARA in S-year blocks w 5 years old.
(b) Supporting documentation 2yrs S5yrs A
AUTHORIZATION: Recommendation of Management \ NG
RP-34-11 Direct Service Industries RP See 4 [Dispositiion
RP-34-12 - Generating Publics RP See RP-34 Iﬂ&?p\osié‘hn\
RPp-—34—13 Nongeneia-t—i-ng—llub-h-e& RR SeeRRa34 Digposition \

S 10 PANEME NI OF |0 by

HBUOMNE VILLE POWE HADMINGS THADION

BPA 1845 NOV 1987
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K] A-actve
E| P-PERMANENT
Y

S - SUPERSEDED/OBSOLETE

-

« - FIRST LETTER IN AREA OFFICE ROUTING (L, T.U. W)
Z - ORIGINATING OFFICE

S Sechon B K ter cxplination of KEY letms

US DEPARTMENT (F ENEHGY

BONME VILLE POWE R ADMKNIST RATION

CHAPTER p RP-24
BPA 810 ; RESOURCE PLANNING AND FORECASTING é
RECORDS 1 ‘
MANUAL E o 10-14-8t
Z DOE/NAR?
EFILB GUIDE AND RETENTION SCHEDULE
' ——— [
- OFFICE RETENTION PERIOD -
) OFFICE OF RECORD OTHER COPIES
FILE CODE RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION OF ™ STORAGE N
RECORD ‘
OFFICE B8PA l FRC OFFICE
RP-30-11 Northwest Power Planning Council RP See RP-30 [Disposition
RP-30-12 Pacific Northwest Utilities Conference Committee RP See RP-30 |Disposition
Q-30-13 Internal RP See RP-30 ([Disposition
RP-31 Methodological Development and Integration RP A+2yrs Syrs S
AUTHORIZATION: Recommendation of Management PEND'NF
N RP—31—1i Internal Planning RP S+2yrs 5yrs [
I AUTHORIZATION: Recommendation of Management P ND' G
RP-31-12 contracts RP A+2yrs Syrs A i
Case files. ¢
AUTHORIZATION: Recommendation of Management P ND' G
-31-13 I1ssue/Sector RP A+2yrs S5yrs A
: Case Files. Al
AUTHORIZATION: Recommendation of Management P[NDING
RP-32 Conservation Issue Forecasts RP A+2yrs Syrs A
AUTHORIZATION: Recommendation of Management PﬁND'NG
)

BPA 1845 NOV 1987



»

, ] CHAPTER p RP;23
BPA 810 ; RESOURCE PLANNING AND FORECASTING é
RECORDS i - e
A MANUAL € 0 10-14-88
) E DOE/NARA
FILE CUIDE A;JD RETENTION SCHEDULE '
L . o e —
I RETENTION PERIOD -
OFFICE
, OFFICE OF RECORD OTHER COPIES
FILE CODE , RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION OF N STORAGE N i
RECORD OFFICE BPA FRC OFFICE
~<:!29 Ecanomic Farecasts BRPC | See Dispodition | 1
\ Case file by draft, final and year, using subjects below.
- ' _ WITHDNAWN
ke {a) Published documents and forecasts.
Approximately 10 linear feet retained in
or numerical order with an annual accumulation
of 2 linear fee€ Transfer to FRC when ten years old.
Offer to NARA in 5-y blocks when 25 years old.
(b) Supporting documentation 2yrs Syrs A
AUTHORIZATION: Recommendation of Manage P[ND'NG
RP-29-11 Summary RPC 2yrs 3yrs ' A
"
‘ AUTHORIZATION: Recommendation of Management \ P[N“ING
RP-29-12 National Economics RPC RP-29 |Disposition
RP-29-13 Regional Economics RPC See RP-29 |D sigion
RP-29-14 Demographics RPC See RP-29 |Dispositiion
RP-30 Comparisons to Other Forecasts RP 3yrs 2yrs Syrs S
AUTHORIZATION: Recommendation of Management 1
L 4
K A . ACTIVE x - FIRST LETTER IN AREA OFFICE ROUTING (L. T, U. W)
E P PERMANENT Z - ORIGINATING OFFICE Ut DEFARIMENY OF EREHGY  BONNEVILLE POWE I AURGNISTHATK N BPA 1845 NOV 1987
% S - SUPFASEDED/OBSOLETE ot s W oor cr st <4 ED €l




L CHAPTER - RP-22
A
BPA 810 + RESOURCE PLANNING AND FORECASTING g
RECORDS - 1 U
{0 'MANUAL 3 o 10-14-8
! DOE/NAR/
EFILB GUIDE AND RETENTION SCHEDULE
T S _—_
‘ o OFFICE RETENTION PERIOD
OFFICE OF RECORD OTHER COPIES
FILE CODE RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION OF N STORAGE N
' - |rEcorD]
OFFICE BPA FRC OFFICE
 BP-28 | H 1 in
(Tontw )| alphabetical or numerical order with an annual accumulation WiTHERAWN

Transfer to FRC when ten years old.
en 25 years old.

et.
Offer to NARA in 5-yea

(b) Supporting documentation

AUTHORIZATION: Recommendation of Management
Summarx

Includes plans and schedules.

N: Recommendation of Management

RP-28-12 Residential

RP-28-13 Commercial

RP-28-14 Industrial

. Case file by specific industry.

RP-28-15 .Irrigation

RP-28-16 Direct Service Industry ‘
Case file by specific direct service industry (DSI) or plant.

—|RP=2R-11 H;ggellaneoué Loads

RP
RP

RP

RP

RP

See RP-28
See RP-28

See RP-28

See RP-28

See 8

See RP-28

Disposifion

Disposition

Disposifjion

Disposition

T~

bisposition

K| A-actve
E| © - reRMaNEM

Y

-

* - FIRST LETTER IN AREA OFFICE ROUTING (L. T, U. W)
Z - ORIGINATING OF FICE

S - SUPERSEDED/OBSOLETE

Saee Seee iore WIKER Ton explivisbion of €17 lenmne,

US DEPARIMENT OF ENEHGY  BUNNEVILLE POWER ADMINISTRATION
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RP-21

CHAPTER P
BPA 810 + RESOURCE PLANNING AND FORECASTING é
RECORDS ' i
B MANUAL € 2 10-14-88
4 ! DOE/NARA
2 FIL? GUIDE AND RETENTION SCHEDULE - o
. . OFFICE : RETENTION PERIOD o
\ OFFICE OF RECORD OTHER COPIES
FILE CODE RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION OF o STORAGE m
. REC OFFICE BPA I FRC OFFICE
".23’-117 State RPC See RP-26 Disposityion
RP-26-18 Tribal ‘ RPC See RP-26 |Disposition
RP-27 Utilization Data : o RPC S ' s
AUTHORIZATION: Recommendation of Management ' , PEND' G
RP-27-11 Domestic o RPC See RP-27 |Disposifion
RP-27-12 Commercial : « RPC See RP-27 |pisposition
RP-27-13 Industrial/Non-Direct Service Industry RPC See RP-27 Dispoaijion K
RP-27-14 Industrial/Direct Service Industry ' RPC See RP-27 [Dispositjion
.27-15 Diversity Pactors RPC See RP-27 Dispositiion
RP-27-16 Load Factors RPC See RP-27 |Dispositiion
—tRP=28 | _lLoad Rorecasts » : RRC | ition A
Tase tiire—by-dcraft, final, and year, using tertiary Wit L
subjects below. ' :
{a)—Bublished documents and forecasts ' ' =
K A - AC""VE x - FIRST lE”EélN AREA OFFICE ROUTING (L. T, U, W) ’
E P - PERMANENT Z - ORWGINATING OF FICE US (A PAHIME T OF £RERGY  BUNNE V4 (] FRWE H AOMBASTHIATION BPA 1845 NOV 1587
Y 5 SUPERSEDED/OBSOLETE e St st MO Bt o pdatndirnts o 01 € i,




CHAPTER . s RP-20
‘BPA 810 ", RESOURCE PLANNING AND FORECASTING B é
¥ RECORDS ' :
I B 'MANUAL E 2 10-14-8¢
: z DOE/NAR/
P'FILE GUIDE AND RETENTION SCHEDULE T i - o
? —. [
RETENTION PERIOD
OFFICE
OFFICE OF RECORD OTHER COPIES |
FILE CODE RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION OF ™ STORAGE : N
. RECORD :
. OFFICE 8PA FRC OFFE” -
RP-25~13 . Data Requests and Responses RP A+lyr A
AUTHORIZATION: Recommendation of Management END NG
QZS-M Study Types/Methodology/Models RP S+2yrs S
Capacity and energy computer modeling techniques,
development and utilization. Case file by type.
AUTHORIZATION: Recommendation of Management P[ND'NG
RP-26 Utility/Customer Basic Data _ RPC [ S
: File all basic data, including load. projections received
from customers, using tertiary subjects below.
AUTHORIZATION: Recommendation of Management P]END' G 3
RP-26-11 -Utilities RPC See RP-26 [Disposition
RP-26-12 Direct Service Industries-Aluminum RPC See RP-26 |Disposition
.26-13 Direct Service Industries-Other RPC See RP-26 [Disposition
RP-26-14 " other Industries RPC See RP-26 Disposi]ion
RP-26-15 Agricultural/Irrigation RPC See RP-26 |Disposition
RP-26-16 Federal RPC See RP-26 Disposiq ion
K A - ACTWE » - FIAST LE n’en IN AREA OFFICE AOUTING (L. T. U. W)

Y

'S

P - PEAMANENT
S - SUPERSEDED/OBSOLETE

Z - ORIGINATING OFFICE

e Secnom BODH o cxptinratins of KEY tenne

US OLPARTMINT OF EMEHGY  BONNEVELE POWEH ADMINISTHATIUN
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_— CHAPTER o
BPA :;; RP-19
; 810 H URCE PLANNING AND FORECASTING
{  RECORDS ; RESOUR L
1B MANUAL € ® 10-14-88
o ¢t DOE/NARA
; — —_ - U
A PILE GUIDE AND RETENTION SCHEDULE
OFFICE RETENTIONPERIOD
FILE CODE RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION OF N OFFICE OF nsm OTHER,,? OPIES
. RECORD)
OFFICE BPA FRC OFFICE
RP-24-12 ' Evaluation Guidelines RPP S S
AUTHORIZATION: Recommendation of Management ' P[anNG
RP-24-13 pata Requests and Responses RPP A+_1yr ' A
AUTHORIZATION: Recommendation of Management . p[NDmNG
RP-24-14 Project Types/Methodology/Models RPP S+2yrs S
: Case file by type. S
AUTHORIZATION: Recommendation of Management PEND'NG | s
RP-25 Power Studies RP A+2yrs | Syrs S,
Consists of data, decision analysis background and results ’ .
. of power studies. Case file alphabetically by study name
or by type of study. Use tertiary subjects below. Index _
all studies. : P[ND' G
AUTHORIZATION: Recommendation of Management
RP-25-11 Unsolicited Proposals ' RP 3yrs ‘ :
AUTHORIZATION: liecommendation of Management PENU NG
RP-25-12 Study Guidelines RP S e ]
AUTHORIZATION: Recommendation of Management . : _ [NI]I G
K A - ACTIVE n - FIRST LETTER IN AREA OFFICE ROUTING (L, T. U, W) |
5 :':lel::‘l::f(;‘;[)lﬂﬂsﬂlFlE ’ Z‘"(.)'a'..G:NA::'::;It’Fi"(;’tm.""'“."r'“P . . ‘ 15 OF PAHUMENT OF EN1INGY  BOMNEVIHEE POWEH ADMINISTHAT KON BPA 1845 NOV 1987




[

BPA

RECORDS E
| iMANUAL E

CHAPTER

810 RESOURCE PLANNING AND FORECASTING

g 10-14-8!
¢ DOE/NAR:

PILE GUIDE AND RETENTION SCHEDULE

~J» 9

FILE CODE

RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION

RETENTION PERIOD

OFFICE

OFFICE OF RECORD

OTHER COPIES

OF
RECORD

OFFICE

. STORAGE

BPA FRC

N
OFFICE

| RP-24

R _OL NQ

nt.)
®

activity. Offet-to NARA in 5-year
blocks when 20 years old. Approximately 300 linear feet and
10 vertical feet of map files retained in alphabetical or

AUTHORIZATION: FERC (C)(3)

{b) specific economic evaluations a alyses of potential

power projects including the Washington Nu Power projects.
Case file alphabetically by project name or numer
project file number. Use tertiary subjects below.

Disposition:

Transfer to FRC when no longer active or no

longer has potential for activity. Offer to NARA in 5-year
blocks when 20 years old. Approximately 8 linear feet
retained in alphabetical or numerical order with an annual
accumulation of 3 linear feet.

RPP

WITHDRAWN

PENDING

WITHDRAWN

\

AUTHORIZATION: —Recommendation—ofManagement—

RP-24-11 Unsolicited Proposals
AUTHORIZATION: Recommendation of Management
K A - ACTWE x - FIRST LETTER IN AREA OFFICE ROUTING (L. T, U, w)

P - PERMANENT

E
Y

-

.S - SUPERSEDED/OBSOLETE

Z - ORIGINATING OFFICE

See Sechon RO K tor cxplasidaon of KEY leons

RPP

3yrs

ENDING

US DEPAHTMENT OF EREHNGY  BONNEVILLE POWEH ADMINISTRATION

BPA 1945 NOV 1987
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CHAPTER

‘BPA g RP-17
§ 810 T RESOURCE PLANNING AND FORECASTING
1 RECORDS E £
| I MANUAL € ® 10-14-88
¢ DOE/NARA
SEUEE S — : . e
Tal?_IL‘B GUIDE AND RETENTION SCHEDULE
( OFFICE RETENTION PERIOD -
FILE CODE RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION OF ,N QFFICE OF “55,3,'125 orusnl::omss
RECORD ]
f o OFFICE FRC OFFnci L
RP-23-12 Peaking Studies : RPS A+2yrs 8yrs [
Capacity studies and sales, total system and individual
long term capacity deVelopment and analysis.
AUTHORIZATION: BPA Records Schedule & Files Handbook POM-39
RP-23-13 Monthly Power Situation RPS 15yrs R 2yrs
Includes energy load forecasting. PS ] :
AUTHORIZATION: Recommendation of Management [N'llNG
RP-23-14 Load/Resource Balance RPS See Dispogition S+2yrs
Pacific Northwest loads and resources study, rate case '
studies and related documents.
‘ Disposition: Destroy published studies when 25 years old.
Destroy supporting data 10 years after study published.
Destroy computer printouts when 10 years old.
AUTHORIZATION: BPA Records Schedule & Files Handbook POM-36
1 - —Rower—REO-je0ts-
ﬁ—‘ applications and supporting material such PG See Dis;;os*ition A
as notices and maps of spec - c _projects filed RPEC :

by the BPA with the FERC, Case file alphabetically by

project—name—or—numerically by project file numher

t

!

»
A - ACTIVE
P - PERMANENT

K
E
Y

S SUPERSEDEO/OBRSOLE TE

x - FIRST LETTER IN AREA OFFICE ROUTING (L. T. U, W)
Z - ORIGINATING OFFICE

e Ser heors KOO H Lot esplaniions oL EE £ b,

VS DEMHTMENT (F §NEIMY

BONNE VILEE POWE R ADMINISTRATION

BPA 1845 NOV 1987




K
E
Y

A - ACTWVE
P - PERMANENT

x - FIRST LETTER IN AREA OFFICE RAOUTING (L, T.U. W)
Z - ORIGINATING OFFICE

S - SUPERSEDED/OBSOLETE

-

S S ion OB lor cagilanation of KEY o

_ CHAPTER ° RP-16
BPA 810  |1RESOURCE PLANNING AND FORECASTING G
RECORDS I ‘ o
 MANUAL € © 04-15-88
{ DOE/NARA
e e e e e e - R § e
AFILE GUIDE AND RETENTION SCHEDULE
L N S - B} y
OFFICE RETENTION PERIOD e
» OFFICE OF RECORD OTHER COPIES
FILE CODE RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION OF N STORAGE N
RECORD OFFICE BPA FRC OFFICE
RP-22-15 Streamflow RPS St+2yrs 20yrs S
Data relating to historical modified streamflows, actual
runoff experience and estimated long term flows. an R
. AUTHORIZATION: Recommendation of Management 19
RP-22-16 Headwater/Downstream Determinations RPS A+2yrs 10yrs 1 a
o Data relating to determinations of headwater benefits |
and payment. P[N“‘“B
AUTHORIZATION: Recommendation of Management
'IRP-23 Load Studies/Study Types RPS s ]
' File general material about load studies here. File
specific load studies using the following subjects. When
material pertains to specific projects or studies that are
indexed at RP-24 or RP-25, file in those locations or
cross-reference material in both locations. Cross reference .
location of all computer printouts. pEan G
‘ AUTHORIZATION: Recommendation of Management
IRP-23-11 Study Requests RPS A+lyr A
AUTHORI ZATION: Récommendation of Management

U5 DEPAIIMENT OF EMENGY  BUNMEVEIE PUWEH AUMINISTHATIUN
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CHAPTER

: [
A
BPA 810 RESOURCE PLANNING AND FORECASTING' ' g

T
RECORDS P DU
B MANUAL E

P
AFPILE GUIDE AND RETENTION SCHEDULE
T

RETENTION PERIOD

OFFICE

OFFICE OF RECORD OTHER COPIES
FILE CODE RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION OF N STORAGE N 1
RECORD
’ . OFFICE ) FRC OFFICE
RP=22 - Water Resources Basic Data RP s ' s

Case file by using the following tertiary subjects. See
also RP-24, Power Project Evaluations and Analyses and

RP-25, Power Studies. P[anuc

AUTHORIZATION: Recommendation of Management

RP-22-11 Depletion RP See RP-22 Disposltion
Data relating to streamflow depletion due to irrigation, :
evaporation, drought, and other conditions and situations.

‘IrRP-22-12 Pumped Storage RP See RP-22 [pDispositiion
Data relating to pumped storage sites, including
generation and pumping capability.

2-13 Floods and Flood Control : : RPS S+2yrs S
Data relating to flood control requirements.

AUTHORIZATION: Recommendation of Management P[N“lNG

RP-22-14 Storage RP S+2yrs , ]
Data relating to site storage capabilities. ’

AUTHORIZATION: Recommendation of Management

L3
A - ACTIVE = FIRSY LETTER IN AREA OFFICE ROUTING (L. T U. W)
£ - PEAMANENT Z - ORIGINATING OFFICE
S - SUPERSEDED/OBSOLE TE

K

US DEPARTMENT (F ENEHGY  BONNEVILLE POWEH ADMINISTHATION BPA 1845 NOV 1987

Y

e Sechon NOOH Bor cxplaceiton ob KL e,




>

, P
i ) CHA .TER : RP-14
BPA 810 TRESOURCE PLANNING AND FORECASTING 1K
RECORDS N : :
R MANUAL € ° 04-15-88
' t DOE/NARA
i—P——- ——— - e e rm e e —n - —_— - -_—— —_ - e
aPILE GUIDE AND RETENTION SCHEDULE
i — — -
RETENTION PERIOD o
OFFICE
OFFICE OF RECORD OTHER COPIES
FILE CODE RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION OF N STORAGE N
RECORDJ OFFICE BPA FRC OFHCE
RP~-21~15 Hydroelectric RP See RP-21 pispositiion
RM
|.21416 Biomass RP See RP-21 pispositiion
RM
RP-21-17- Cogeneration RP See RP-21 pisposition
3 RH P 54 U
RP-21-18 . Nuclear RP See RP-21 Ppispositiion
‘ RM '
RP-21-19 Hydroelectr ic--Secondaty RP See RP-21 pispositiion
Material relating to production and marketing of secondaty :
hydroelectric powver. -
AUTHORI ZATION: Recommendation of Management P[an s
RP-21-20 Conservation RM See RP-21 Dispositjion
=21-21 Potential and New Resources RP See RP-21 Ppispositiion
Regsources not listed above. Case file as needed. RM :
RP-21-22 Generation and Sales Statistics RMG See RP-21 Dpispositiion
RP-21-23 Generation Equipment RMG See RP-21 pispositiion
Technology issues and advances.
K A - ACTIVE x - FIRSI.tElIEH IN AREA OFFICE ROUVTING (L. T. U, W)
E P - PEAMANENT Z - ORIGINATING OF FICE US DFPAHIMENT OF ENEHGY  BONNE VI I E POWEH ADMIMISTHATION BPA 1843 NOV 1987
Y § - SUPERSEDED/OBSOLETE Seeer SHectnon BOOH lor caplivimon ol KEY W,
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_ ) OFFICE: RETENTION PERIOD
OFFICE OF RECORD
FILE CODE RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION OF e STORAGE
RECORD - |
OFFICE BPA FRC
-20~13 Potential Hydroelectric Power ‘RP See RP-20 pispositiion
RM
RP-20-14 Efficiency Improvements RP See RP-20 pispositiion
RM '
RP-20-15 Options RP See RP-20 pispositiion
RP-21 Energy and Capacity Resources--Basic Data RP A+2yrs Syrs
Data and information related to resource technologies, RM
operating characteristics and research and development. ?[an ﬂ
AUTHORIZATION: Recommendation of Management
RP-21-11 Geothermal ) RP See RP-21 pispositiion
‘ Regional data base and summary of legal and institutional RM i
factors in various jurisdictions.
RP-21-12 Thermal/Fossil RP See RP-21 |pispositiion
Material relating to both thermal and fossil fueled RM ‘
generating resources.
RP-21-13 Solar RP See RP-21 |Dispositiion
RM
RP-21-14 wind RP See RP-21 pispositiion
Regional database and summary of legal and institutional RM '
factors in various jurisdictions. -
L
K A - ACTIVE x - FIRST LETTERA IN AREA OFFICE ROUTING {L.T.U W)
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CHAPTER
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BPA 810 TRESOURCE PLANNING AND PORECASTING G
RECORDS \
B MANUAL € © 04-15-88
: { DOE/NARA
. ) - I - e o
APILE GUIDE AND RETENTION SCHEDULE
T _ e - _ o _ ~
OFFICE RETENTION PERIOD e
) OFFICE OF RECORD OTHER COPIES
FILE CODE RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION OF " STORAGE B "
' RECORD OFFICE BPA FRC OFFICE
RP-19 Income Analjaia RPC A+5yrs A
Material relating to income analysis. See also RP-24, Power ‘
l’ Project Evaluations and Analyses, and RP-25, Power Studies. P an B
AUTHORIZATION: Recommendation of Management ' [
: RP-19-11 - Analytical Tools/Modeling Techniques RPC S+2yrs PR S
o - AUTHORIZATION: Recommendation of Management [Nn' B
. |RP=19-12 Marketing RPC A Syrs Syrs | A

Material relating to analysis of capacity and energy
computer modeling techniques, development and utilization.

AUTHORIZATION: Recommendation of Management [an s «

RP-20 ' Non-Federal Development at Federal Facilities RP A+3yrs Syrs A
Pile general material using the following tertiary subjects.
See also RP-24, Power Project Evaluations and Analyses and

. RP-25, Power Studies. : [an B
AUTHORIZATION: Recommendation of Management

RP-20-11 Financing | re See RP-20 pispositjion

RP-20-12 Marketability | rP See RP-20 pispositiion

K A - ACTWE x - FIRST LETTER IN AREA OFFICE ROUTING Liuw

E P - PERMANENT Z - ORIGINATING OFFICE US DIPARIMENT (8 ENEHGY  BORNE Vit LE IRIWE I AOMINISTHATION BPA 1845 NOV 1987
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BPA 810 TRESOURCE PLANNING AND FORECASTING g
RECORDS o
# MANUAL € * 04-15-88
¢t DOE/NARA
- - . - —_ et e e o b
,‘,FILB GUIDE AND RETENTION SCHEDULE
L) —— - S
T B RETENTION PERIOD
' ‘ OFFICE OFFICE OF RECORD OTHER COPIES
FILE CODE RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION . OF " STORAGE TN T
RECORD OFFICE BPA FRC OFFICE
~-17-16 Tracking RP S+3yrs ]
Periodic surveys of resource specific technology and
institutional trends and accomplishments
AUTHORIZATION: Recommendation of Management HEN“'“B
RP-18 Cost .Analysis RPP | A+Syrs ' A
Material relating to cost analysis. See also RP-24, Power
Project Evaluations and Analyses and RP-25, Power Studies.
AUTHORLZATION: Recommendation of Management FEND'NG
. .
RP-18-11 Analytical Tools/Modeling Technigues RPP S+2yrs S ¥
AUTHORIZATION: Recommendation of Management PENB' R
‘-18-—12 Cost-Effectiveness RPP A+4yrs 5yrs A
AUTHORIZATIOﬁ: Recommendation of Management [an B
RP-18-13 Marginal Costs ) RPP A+5yrs 10yrs A
Consists of documentation, such as rate analyses, used to
derivg BPA marginal cost estimates
AUTHORIZATION: Recommendation of Management , END' ﬂ
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CHAPTER

v P RP-10
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BPA 810 TRESOURCE PLANNING AND FORECASTING ‘ _ " 18
RECORDS I S
B MANUAL € 0 04-15-88
= { DOE/NARA
. e : e e e e S SR U
AFILE GUIDE AND RETENTION SCHEDULE
‘- — e s 4 v
‘ OFFICE RAETENTION PERIOD i
: OFFICE OF RECORD OTHER COPIES
FILE CODE RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION OF P STORAGE N
RECORD} OFFICE BPA FRC OFFICE
RP-17-11 Acquisition Methods ‘ RP A+5yrs 10yrs A
Documentation of terms and conditions of purchase A S IR .
agreements outside BPA. Case file by resource types. P[anuc
. AUTHORIZATION: Recommendation of Management
RP-17-12 Small Resources Program RP A+Syrs |- ;.. 1} 10yre A

s Documentation of issues and criteria for acquisitions by
any party and in various gtates.

AUTHORIZATION: Recommendation of Management : ﬁ"“l“s

RP-17~113 ‘Lost Opportunity Resources RP A+dyrs 5Yrs A
: Material relating to programs, policles, evaluation
criteria and similar documentation for lost opportunity

generating resources. , ' P[N“l“ﬁ
AUTHORIZATION: Recommendation of Management

1‘17-14 Displacement RP | A+3yrs Syrs A
AUTHORIZATION: Recommendation of Management : ”END'
RP~17~15 Pre-Construction Assistance Program | RP A+3yrs ‘ S5yrs A

AUTHORI ZATION: Recommendation of Management

& . ACTIVE x - FIRST LETTER IN AREA OFFICE ROUTING (L. T.U. W)
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B MANUAL | E S 04-15-88
‘ ¢ DOE/NARA
P I - e e e ————— e ——— Tt T T
APILE GUIDE AND RETENTION SCHEDULE
T e
o RETENTION PERIOD
OFFICE -
OFFICE OF RECORD OTHER COPIES
FILE CODE RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION OF - s e
RECORD
OFFICE

RP-16-20

1.16-21

- Assured Operating Plan Hydrgelectric Studies

Disposition: Transfer to FRC 10 years after year in which
ated. Offer to NARA in 5-year blocks when 20 years old.
icrofilm (COM) for 30 years or until no longer

r comes first. Approximately 6 linear

feet retained in c logical order with an annual
accumulation of 2 linear

AUTHORIZATION: Recommendation of Manag

Detailed Operating Plan
Detailed operating plan (DOP) and supporting documents.
Approximately 2 linear feet retained in chronological order
with an annual accumulation of 1 linear foot.

Entity Report
Approximately 1 linear foot retained in chronological

RP-17

See RP-16-

\

\‘.'!THDTAWN

19 Dispasition

-order—with—an—anntal-—-acounulation—of-l—linearfoot

Resource Acquisitions

Material relating to resource acquisitions. See also
RP-24, Power Project Evaluations and Analyses and RpP-25,
Power Studies.

AUTHORI ZATION:

Recommendation of Management

-
K| A-acTive
£ P PEAMANENT

Y

x - FIRST LETTER IN AREA OFFICE ROUTING (L, I U, w)
Z - ORIGINATING OFFICE

S - SUPERSEDED/OBRSOLETE

S Sec o BOOH b cephoniabinon oV KEY tenoee,

RPS See RP-16-19 Dis tion
WiTHbrawn ~\\\\\\‘
RP A+3yrs Syrs A
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RESOURCE PLANNING AND FORECASTING

P
AFILE GUIDE AND RETENTION SCHEDULE
T

FILE CODE

RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION

REVENTION PERIOD

OFFICE

OFFICE OF RECORD

OTHER COPIES

RECORD|

iN
OFFICE

STORAGE

N

BPA FRC

OFFICE

RP-16-16

RPelfml?

Plant Data v .
Data received from Canada for use in studies and models.

AUTHORIZATION: Recommendation of Management

RP-16-18

Data, policy, and procedures related to hydroelectric
meteorology. Does not include meeting minutes, agenda, and
related material. Approximately 3 linear feet retained in
betical order with an annual accumulation of 6 linear
inches?

fer to FRC 10 years after material is
to NARA in 5-year blocks when 20

Disposition:
no longer active.
years old.

AUTHORIZATION: Recommendation of Ma

Assured Operating Plan
Assured operating plan (AOP) and supporting documenta

Disposition: Transfer to FRC 10 years after year in which
created. Offer to NARA in 5-year blocks when 20 years old.
Maintain microfilm (COM) for 30 years or until no longer
needed, whichever comes first. Approximately 15 linear
feet retained in chronological order with an annual
accumulation of 3 linear feet.

wi

T~

tEe

HDRAWN

WITHDRAWN

PENDING

See Dlsposﬁtion

PENDING

— AUTHORTZATION: Recommendation of Management

K
E
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S - SUPERSEDED/OBSOLETE
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x - FIRST LETTER IN AREA OFFICE ROUTING Lt 1uw
Z - ORIGINATING OF FICE
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CHAPTER
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‘ { DOE/NARA
. - - S I
APILE GUIDE AND RETENTION SCHEDULE
T — —
OFFICE OFFICE O:E;:::)':l;‘ =t OTHER COPIES
FILE CODE RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION OF ™ STORAGE N
RECORD OFFICE B8PA FRC OFFICE
— Disposition+—Transfer—Lto—FRC10—yearsafter materialie
no longer active. Offer to NARA in S5-year blocks when 20 WITHDRAWN
years old. Pianus
UTHORIZATION: Recommendation of Management »
RP~16-14 Benefits RPS See Dispdsltion Syrs
Special stud and reports. Approximately 5 linear feet
retained in alphab cal order with an annual accumulation wnmohwu
of 1 linear foot.
Disposition: Transfer to FRC 1 ars after material is no
longer active. Offer to NARA in S5-ye blocks when 20
years old. Nﬂl"ﬁ
. AUTHORIZATION: Recommendation of Management
RP-16-15 Storage and Storage Requests RPS See Disposjition Syrs
Special requests, studies, and reports. Approximately 6 \ cTHDRAWN
) linear feet retained in alphabetical order with an annual
accumulation of 1 linear foot.
Disposition: Transfer to FPRC 3 years after material is no | \
longer active. Offer to NARA in S-year blocks when 20 \
years old.
AUTHORIZATION+—Recommendation—of Nanagement Pmm \
K A - A(;INE x - FIRST LETTER IN AREA OFFICE ROUTING (L., uw

BPA 1845 NOV 1987
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‘FILE GUIDE AND RETENTION SCHEDULE

T

RP-6
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FILE CODE

RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION

P M-»Q

DOE/NARA

RETENTION PERIOD

OFFICE

OFFICE OF RECORD

OF
RECORD

STORAGE

OFFICE

8PA FRC

S0 RRP-15

- Western Systems—Power—Pool

—Material relating to the Western Systems Power Poonl (WSPP).

Disposition—

OTHER COPIES

RP-16-11

RP-16-12°

IR

Columbia River Treaty

(CRT), Permanent Engineering Board (PBEB), and Permanent
Engineering Board Committee (PEBCOM). Use the following
tertiary subjects and dispositions, filing material
alphabetically by name or title.

Canadian Projects

AUTHORIZATION: Recommendation of Management

U.S. Projects
Material relating to existing and new U S. projects.

AUTHORIZATION: Recommendation of Hanagement

All treaty-related material including Columbia River Treaty

Material relating to existing and new Canadian projects.

——Agreements
elated to the treaty, between the
U.S. and Canada. Approximate

A+3yrs

A+3yrs

MTHDRA

10yrs

PENDING

10yrs

ENDING

3yrs

3yrs

in alphabetical order with an annual accumulation of 1

linear foot.
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RESOURCE PLANNING AND FORECASTING

g
AFILE GUIDE AND RETENTION SCHEDULE
T

| H:p!_- N
nt.)

FILE CODE

RETENTION PERIOD

RP-15-11

RP-15-12

RP-15-13

nﬁi.i—14

RP-15-15

RP-15-16

RP-15-17

: OFFICE v
R OTHER COPIES
RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION OF ™ OFFICE OF ESC,S,,“,‘;E N €
RECORD
OFFICE BPA FRC OFFICE

Di . 3.

for reference, or when 10 years old, whichever is sooner. EN”' R

AUTHORI ZATION: Recommendation of Management SRS S

Wi¥drawnl

In tie Development and Use RP See RP-15 Dispositiion
North;:;\;ﬁte(ties . RP See RP-15 [pispositlion

Material relating-to development and use of interties (IDU)"

with canada (not rel d to RP-15-16, BC Hydro).

Eastern Interties RP See RP-15 Dpispositiion

Material relating to interties wi Idaho, Hontana, Utah,

Wyoming, and other states to the east. {

Southern Interties RP See RP-15 Dispositiion

Material relating to interties with California an

Inland Southwest. i

Third AC Inter;ie \Rﬂ\\\ See RP-15 [pispositiion

British Columbia Hydro RP Se -15 Dispositiion

Material relating to non-treaty policies and studies of

interties with British Columbia Hydro (BCH) (not related \\\\\\\\'

to RP-15-12, Northern Interties). ‘

,Loog Flow RP See RP-15 Disposit::;\\\\\

Material relating to system and individual utility load \\\\\\\
_and resource data. : . 4

L 4
K| »-actve
gl P -renmanent

Y

x - FIRST LETTER IN AREA OFFICE ROUTING (L. T. U. w)
Z - ORIGINATING OF FICE

S - SUPERSEDEN/OBSOMETE
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DB — e e e S I i R
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RETENTIONPERIOD .
, OFFICE 1
OFFICE OF RECORD OTHER COPIES
FILE CODE RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION OF ™ STORAGE N
RECORD .- OFFICE aPA FRC OFFICE
RP-14-13 Nonfirm Surplus RP S 2yrs S
Material relating to availability of nonfirm surplus
. hydroelectric energy. : REN“'NG
AUTHORIZATION: Recommendation of Management -
BP=]15 Rp. Soa_nispij:::fn —S
withd

Material relating to the development of policies,
procedures and agreements and the development and analysis
ntertie marketing and operational alternatives. Within
.tertia ubjects case file alphabetically by name of
intertie or connection. See also ED-14, Interties,
and‘'0pP-13, Operatig Interties and Interconnections. -

(a) Correspondence and other erial establishing BPA
policies and procedures governing '
interconnections. Approximately 15 linea et retained
in alphabetical order with an annual accumulatio

3 linear feet.

Disposition: Transfer to FRC when no longer active and
offer to NARA when 20 years old.

(b) Correspondence regarding format and content of

agreements, prototype agreements, letter agreements,
and other related matters except when concerning a

\‘

speetfic-contract.

A - ACTWE
P - PERMANENT
S SUPERSEDED/OBSOLETE

L d

x - FIAST LETTER IN AREA OFFICE ROUTING (L. T. U, w)
2 - ORIGINATING OFFICE

K
E
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; " a RP~3
BPA 10 TRESOURCE PLANNING AND FORECASTING ¢
RECORDS § i e
B MANUAL € % 04-15-88
‘ ¢ DOE/NARA
QFILE GUIDE AND RETENTION SCHEDULE
i — — e
T RETENTION PERIOD
OFFICE
OFFICE OF RECORD OTHER COPIES
FILE CODE RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION OF N STORAGE e
S , ' RECORD OFFICE BPA FRC OFFICE
Rl.3-13 'Supply curves RPP A+3yrs 5yrs .8
Material relating to the assessment of resource costs and :
availabilities. ' PEN“'“B
"AUTHORIZATION: Recommendation of Management
RP-13-14 Responses to Resource Program Proposals RPP A+3yrs 5yrs S
AUTHORIZATION: Recommendation of Hanaéement : P[anNG
RP-14 Enerqgy and Capacity Types RP S 2yrs . sh S
Material relating to the availabillty of various types of v
electrical power, including studies, reports, and tables. EN”'”G
o
- AUTHORI ZATION: Recommendation of Management :
Rl‘-—ll Firm _ RP S 2yrs S
Material relating to availability of total system firm . .
energy or capacity and hydroelectric system firm energy
or capacity. an c
AUTHORIZATION: Recommendation of Management :
RP-14-12 Firm Surplus ' RP S 2yrs S
‘ Material relating to availability of total system firm )
surplus energy or capacity. P[N"'Nﬂ
AUTHORIZATION: Recommendation of Management
K A - ACI'IVE 2 - FIRST LETTER IN AREA OFFICE ROUTING wiuw
E P - PEAMANENT Z - ORIGINATING OFFICE U5 DEPAHIMENT (6 EFRGY  BONNE VILEE POWLH AUMINGG PHALION BPA 1845 NOV 1987
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FILE GUIDE AND RETENTION SCHEDULE
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FILE CODE

RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION

RETENTION PERIOD

OFFICE

OFFICE OF RECORD

OTHER COPIES |

OF
RECORD

IN
OFFICE

STORAGE

BPA FRC

N
_OFFICE

RP 11
RP-12

RP-13

RP-13-11

Power Plan ]Issues

Material relating to the NW Power Planning Council's (NWPPC)
Power Plan and issues of concern, impact, or interest to BPA.
case file by issue.

Recommendation of Management

AUTHORI ZATION:

Responses to NWPPC Two-Year Action Plan
Material relating to the Northwest Power Planning Council's
Action Plan and BPA's Workplan. Case file by year and title.

AUTHOR] ZATION: Recommendation of Management

Resource Program
Material relating to development of annual resource program.

AUTHORIZATION: Recommendation of Management

Integrated. Resource Planning

AUTHORIZATION: Recommendation of Management

RPP

RPP

RPP

RPP

A+3yrs

A+3yrs

A+3yrs

A+3yrs

[/ -]

| ____Database

] on and ranking of Primary Resource Sites and
Potentials. 'InC ethodologies.

_AUTHORIZATION: Recommendation of Management

K| A-acwwe
gl P -reAMANENT

Y

>
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« - FIRST LETTER IN AREA OFFICE ROUTING (L, . U. W)
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RECORDS Ji T U
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' ¢ DOE/NARA
HFMMM““____“__“N__ T —— - _ I —— e
n APILE GUIDE AND RETENTION SCHBDULE
, OFFICE RETENTION PERIOD o
OFFICE OF RECORD 'OTHER COPIES
FILE CODE RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION OF n " STORAGE = N
!’ ' RECORD OFFICE 8PA FRC OFFICE
) » RESOURCE PLANNING AND FORECASTING See Disposition A+lyr
Material relating to resource planning and forecasting,
including BPA's resource strategy and generation studies. TR T (%)
pData may be recorded on various media including paper, film, i B
tape, disk, or diskette, unless otherwise specified in the
narrative disposition. '
Disposition: In accordance with instructions for specific

material described by the following related subjects. ' R TN

AUTHORIZATION: Recommendation of Management

All temporary records under the primary subject "Resource
Planning and Porecasting® with retention periods of 5

years and longer are justified because of (a) the need to
support program and policy decisions to the Northwest Power

Planning Council; and (b) the need to document decisions
‘ in light of the potential for lawsuits against BPA.

All permanent records under the primary subject "Resource
planning and Forecasting® are justified because of (a)

the Columbia River Treaty which documents with Canada the
annual operating and planning data needed permanently for
historical purposes; and (b) published forecasts which are
needed to provide an historical record of data bases and
of the bases for rate and income decisions.
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[/ RECORDS ! e
M B MANUAL € 0 04-15-88
‘ I DOE/NARA
5 . S ORI HO
a FILE GUIDE AND RETENTION SCHEDULE
T S
' OFFICE OFFICE 07:5;:2;:: = OTHER COPIES
FILE CODE RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION OF . ™ STORAGE - N :
' RECORD .
. 1 OFFICE BPA FRC OFFFE__“"
PM-15-12 Outyear Forecasts. PML See PM-15|Disposition
PM-15-13 Revenue Forecasts PML See PM-15| Disposition
Includes Non-Firm Revenue Analysis Program-Revenue
Estimates (NFRAP-REVEST) printouts.
PM-16 Rate Filings and Hearings PML See DispoTition A
Includes all material related to rate filings and hearings. , R
case file by year of filing. Do not include duplicate copies.
See also PI-28, Revenue Requirements, and FI-29, Repayment.
Disposition: When no longer active, transfer to FRC until [ ]
S0 years old, then destroy. ’ L R
h AUTHORIZATION: FERC III/I(B)(3)
-16-11 Schedules and Charts PML’ See PM-16|Disposition
PM-16-12 Exparte PML See PM-16|Disposition
PM-16-13 Official Record PML See PM-16|Disposition
Case file by year of rate filing using numerical index.
K A - ;cnvg x - FIRSTLETTER IN AREA OFFICE ROUTING LIuw

P - PEAMANENT

E
Y

S SUPERSENLL/OBSOIETE
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lTE DOE/NARA
EPILB GUIDE AND RETENTION SCHEDULE
T _ _
OFFICE OFFICE o:E;::cTJ?: s OTHER COPIES |
FILE CODE RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION OF ™ STORAGE o 1
RECORD] .
OFFICE BPA FRC - OFFICE
<PM-14-16 | Cost of Service Analysis P | See PM-14 Digpogition .
Pl'4-17 Marginal Cost Analysis PML See PM-14 Dbispositjon
PM-14-18 Transmiss te Design Study PML See PM~14 Pispositjon
PM-14-19 Long Range Incremental Cos | PML See PM-14 Ppispositjon
PM-14-20 Low Density Discount PML See PM-14 Dispositjon
PM-14-21 Customer Schedules and Studies PML See PM-14 lsposition
'bh-li-zz Retail Industrial Market PML See isposition
—PM=l4-23 1 Washington duclear Projects PML See PM-14 Dispositjom~. |
PM-15 Rate Forecasts PML See Disposjtion A
Case file rate forecasts using the following tertiary
subjects as needed.
.' Disposition: Destroy 5 years after adopted or effective
or 10 years from date of forecast, whichever is sooner.
AUTHORIZATION: Recommendation of Management P[NﬂlN’:
pM-15-11 Load Forecasts PML | see PM-15 Pispositjion
K A - ACYNE x - FIRST LETTER IN AREA OFFICE ROUTING iw.ruw
E P - PERMANENT Z - ORIGINATING OFFICE US OtPANTMENT (F EMEHGY  BORNEVIILE POWEH ADMINISTHATION BPA 1845 NOV 1987
Y S - SUPERSEDED/OBSOLETE See Seee o BOD K lor ecapliasaation of KEY tems



L.

PM-9

W——ﬂieemm—%eer—emen&a—l——@e&b&— d

K| a-acive
E

Y

P - PERMANENT
S - SUPERSEDEDN/OBSOLETE

x - FIRST LETTER IN AREA OFFICE ROUTING (L, T U. W)
Z - ORIGINATING OFFICE

S S o NS os caplanabion of KEY oo,

|_See PM-14

CHAPTER :
; A
RPA I POWER MARKETING G
RECORDS : ! D
i MANUAL | € © 04-15-88
!  DOE/NARA
5 e - e
a. FILE GUIDE AND RETENTION SCHEDULE
T —— —_— — —
OFFICE OFFICE OF ns::‘::: S OTHER COPIES _
FILE CODE RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION OF N STORAGE — P
: . RECORD
OFFICE BPA FRC OFFICE
—Rate—Analysis—
Case file by using the following subjects as needed. ! .
Cross reference location of all computer printouts. WITHDRAWN, -~ 1.y
a) Correspondence - 3yrs A
(b) ther hardcopy, including computer printouts [ [
(c) Magnetic ta disks, and microfilm S+5yrs
AUTHORIZATION: Recommenda n of Management P[NDINR
PM-14-11 Rate Database PML See PM-14]| Disposition E
Includes Revenue Information System (RIS nd Variable :
Industrial Historical Data printouts.
’-14-12 Rate Analysis Model PML | See PM-14|Disposition
Material relating to the rate analysis model. (RAM).
PM-14-13 Resource- Strategy - }‘ ee PM-14(Disposition
Includes all utilities programs resource loads and '
resource strategy runs printouts.
PM-14-14 Supply Pricing Model PML See PM-14|Dispos on
Material relating to the supply pricing model (SPM).
— | nisposition \

US GEPARTIMENT (F | NEHGY

BONNE VIVIE POUWE N ADMINISIRATHON

BPA 1845 NOV 1987




CHAPTER .
_ P PM-8
BPA . 810 1T POWER MARKETING &
RECORDS ! i
i MANUAL € 0 04-15-8
! DOE/NAR!
LP__.. _— — e ot _ R n i ot et e e+ b w o eiie s e e ——— —————— U e - —
a FILE GUIDE AND RETENTION SCHEDULE
T — e _ e . -
: OFFICE OFFICE 015;::;?: P2 OTHER COPIES
FILE CODE RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION OF ™ T STORAGE N
. RECORD
OFFICE 8PA FRC OFFICE
PM-13-12 Pre-Initial Proposal PML 2yrs 3yrs [
AUTHORIZATION: Recommendation of Management EN“'NB
!—13-13 Wholesale Power Rate PML ‘See Dispogition A
Case file all background and supporting material by rate
schedule and by year. See also PM-16, Rate FPiling and
Hearings; FI-28, Revenue Requirements; and FI-29, Repayment.
Disposition: When no longer active, transfer to PRC until
50 years old, then destroy. PEN“ING
AU'I_'HORIZATION: FERC III/I(B)(3) At ’
PM-13-14 Transmission Power Rate PML See Disposition A .
~Case file all background and supporting material by rate )
schedule and by year. See also FI-28, Revenue .
Requirements, and FI-29, Repayment.. Y
. Disposition: When no longer active, transfer to FRC
until 50 years old, then destroy. PEND' R
AUTHORIZATION: FERC III/I(B)(3)
K A - ACTIVE » - FIRST LETTER IN AREA OFFICE ROUTING (L. T U, w)
E P - PERMANENT 2 - ORIGINATING OFFICE BPA 1845 NOV 1987

Y

-

S - SUPERSEDED/OBSOLETE

Sen: Section BOOH bor explamaton of KEY feans

US DFPANIMENT OF ENERGY  BONNE VILLE POWEH ADMINRSTHAION



CHAPTER N
- . A PM-7
810 TPOWER MARKETING g )
RECORDS i B
MANUAL € 0 04-15-88
{ DOE/NARA
ZPILB GUIDE AND RETENTION SCHEDULE
T [ e
‘ OFFICE OFFICE O:E ;EE:;.:: — OTHER COPIES
FILE CODE RECORODS SERIES TITLE, DESCRIPTION, AND DISPOSITION _ OF ™ STORAGE ™
!\ ' RECORD OFFICE BPA FRAC  OFFICE
PH=12-22 \\Cogeneratlon : PM See PH-I%,_ pisposition
PM-12-23 Other er Transactions _ PM See PM-12 5ispositlon
pPM-~12-24 Residential Pur se and Exchange _ PM | See PM-12 Ppispositjon
PM-12-25 conservation PM See PM-12 Dispositjon
PM~-12-26 Purchase PM See PM-12 Dpispositjon
PM-12-27 Resjdential Bxchange PM See PM-12 Dispositjon
PM-12-28 Intertie Assured Access PM | See PM-12 Dispositjon K
PM-12-29 Construction , QK See PM-12 pispositjon ‘
: . |
[—‘2-30 Emergency ' ' PM M~12 pispositfon |
PM-13 '| Rates ' PML See Dispos[’bLon\
Disposition: See PM-13 tertiary subjects for disposition.
pM-13-11 Responses to Power Planning Council Requirements PML | S 3yrs . S
~Case file by section/subsection of the Act. : :
AUTHORIZATION: Recommendation of Management , FEN"'NR
L3 7
K A - ACTIVE « - FINST LETTER IN AREA OFFICE ROUTING w.T.uw
Bl S Sommstoomomsocte e v s oo s v 1o




: CHAPTER . : | | 2 PM-6
BPA 810 TPOWER MARKETING » G,
RECORDS ! . | - |
MANUAL E D 04-15-88
"5 DOE/NARA
o _ _— e - e e - _
AFILE GUIDE AND RETENTION SCHEDULE
T I e e e e e e e
RETENTION PERIOD |
OFFICE OFFICE OF RECORD OTHER COPIES
FILE CODE RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION OF N STORAGE N -
RECO“D' OFFICE BPA FRC OFFICE
\PH-—IZ Disposition: Destroy when superceded, no longer required
t.) for reference, or when 10 years old, whichever is sooner. ‘
. AUTHORIZATION: Recommendation of Management [N“I“B
pM-12-11 PM See PM-12 Dispositjon
pPM-12-12 PM See PM-12 pispositjon
PM-12-13 PM See PM-12 Ppispositjon
PM~12-14 Exchange Transmission PM ' See PM-12 pisposition
pM-12~15 Service and Exchange PM See PM-12 Ppispositjon
pM-12-16 ~ Trust/Customer Service Reimbursable PM See PM-12 pispositjon
pPM-12-17 Operation and Maintenance PM Seé PM-12 Ppispositjon
PH‘-IB Transmission PM See PM-12 pispositjon
pPM~12-19 Transfer ' }H\ PM-12 Disposition
v f . .
PM-12-20 Voltage Regqulator PM M-12 Pispositjon
pM-~12-21 Lease PM See jon
K A - ACTIVE x - FIRST LETTER IN AREA OFFICE ROUTING (LT, uw
E P - PERMANENT . Z - ORIGINATING OF FICE US DI PAHIMEND OF EMERGY  BUNKE VI |E PUWEH ADMINISTHATION BPA 1845 NOV 1987
Y S - SUPERSEDED/OBSOLETE See Gethon BINE lor cagiliniahon of KEY leone,




CHAPTER A,
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810 POWER MARKETING

04-15-88
! DOE/NARA

T
!
T
L
E

->»0 .

MAMUAL

3 )
aFILB GUIDE AND RETENTION SCHEDULE
T

=~

RETENTION PERIOD -
OFFICE OFFICE OF RECORD OTHER COPIES

FILE CODE RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION " OF ,N ORAGE ™

RECORD -
OFFICE 8PA FAC OFFICE

(cont.) [ hard Topy—to-—BRC_for 8 years. Destroy microfilm 20 years,

and hard copy 8 years, after end or N IS 1Y

AUTUORIZATION: —BRA Records—Schedule b Riles Handbook—RON-16

Pialld | Power—Transactions PM____ | See Disposjition A
“\\\\\\\\\\ Material relating to type of power transaction including ' 1 RAWN )
policies, procedures, and developmental material. File here . wnﬁb S
) e the following subjects as needed. Within tertiary
ase file alphabetically by customer name or

numer ically b tomer number. Collection includes

approximately 10 1lin feet maintained in numerical or
alphabetical order. Annua cumulation i8 2 linear feet.

stablishing BPA

- (a) Correspondence and other mater
. energy.

policies and procedures governing the sale

Disposition: Transfer to FRC when no longer active an .
offer to NARA in S5-year blocks when 20 years old. s\\\\\ o N

AUTHORIZATION: Recommendation of Management : nluﬂ

(b) Correspondence regarding format and content of energy
sales agreements, prototype agreements, letter agreements, \\‘\\\\\
and other related matters, EXCEPT when concerning a B \‘\\\\\

specific _contract

L 4
K A - ACTIVE x - FIHST LETTER IN AREA OFFICE ROUTING (L, T. U, w)
E P - PEAMANENT Z - ORIGINATING OF FICE S O PAHISM T OF ENEHGY  BONNE VILLE POWEH ADMINGS THADUN
Y

S - SUPERSEDEDN/ORSOLETE

BPA 1845 NOV 1987
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A PM-4
+ POWER MARKETING g
RECORDS 1 R
MANUAL € 0 04-15-
; DOE/NAl
E FILE GUIDE AND RETENTION SCHEDULE
T
B RETENTION PERIOD .
OFFICE 3
OFFICE OF RECORD OTHER COPIES |
FiLE CODE RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION OF YRS STORAGE N
. RECORD OFFICE . B‘PA‘ n VFRC OFFICE
j‘lllsla______Juatt—COat;act—lateﬁia1 PH——~—€ee—D4epoT*e¥é= : A
\\\\\\\\\\\\ Material related to contract formulation. xC A+lyr
. Disposition: Executed Contracts, store on site one year;
i nsfer to FRC for life of contract plus 5 years, then
dest Nonexecuted Contracts, store on site one year,
transfer t C for 5 years from end of negotiations, then »
destroy. B
AUTHORIZATION: BPA Recor chedule & Files Handbook POM-6
PM-11-17 Meter Slips , PM 1yr Tyrs lyr
' Originals and copies of meter slips. InC es Demand Graph 518 :
(DG) charts and Print Demand (PD-57) tapes.
AUTHORIZATION: BPA Records Schedule & Files Handbook PO Q\\ :
P!l-la Meter Chart Printouts PH\ 1yr 1yr 1yr .
Computer printouts of various data related to metering. \\\\\\\\\\ﬂ
AUTHORIZATION: BPA Records Schedule & Files Handbook POM-17 - \\\\\\\\
PM-11-19 Billings PM See Dispoaition .
Copies of bills, related notes, and correspondence. See xC 2yrs 8yrs ~~2yrs
also FI-23, Revenue and Receipts, for accounts receivable
oopy—ef—bill-and-acoounting-data
K| A-actve x - FIRST LETTER IN AREA OFFICE ROUTING (L, T, U, W) -
E P - PEAMANLNT Z - ORIGINATING OFFICE U5 OFPAHEMENT OF § NEHGY  BONKE VILLE POWE 1) ADMINIS | IATION BPA 1045 NOV 1987
=, S SUPERSEDED/OBSON ETE e,



http:Ofi'A.II

CHAPTER

' % PM-3
BPA N 810 T POWER MARKETING 3
RECORDS T S ——
MIAHUAL £ X 04-15-¢
£ DOE/NAF
5 NN W
gFILE GUIDE AND RETENTION SCHEDULE
OFFICE RETENTION PERIOD
OFFICE OF RECORD OTHER COPIES
‘LE CODE . RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION OF N STORAGE - N
. RECORD OFFICE BPA FRC OFFICE
PM-11-13 Contract Administration PM See PM-11 Disposit#ion
Material related to the administering of all contracts., - xC
PM-11-14 Contracts, Original and Master Authenticated
Contracts for all types of power transactions.
{a) Original signed contract. See also PI-27-11, DSA Atlyr 5ycs A+lyr
Residential Exchange Invoicing. '
AUTHORIZATION: PERC-18CPR-125.3/7(b)
(b) Master authenticated contract PM See Dispo%itlon
Disposition: Microfilm when contract is terminated.
.’ Destroy hard copy. Review in 25 years and destroy when no
’ longer needed for reference.
AUTHORIZATION: BPA Records Schedule & Files Handbook POM-2 i
—tP=ii} 5 ——ContractarAuthenticated-Hork—Copies : PM—1 ALy ‘ Adlyr
Copiéy Tor—eetive _use ip various headquarters organizations
and Area Offices.
AUTHORIZATION+—BPA—Records—Sohedule—S—RilesHandbook—ROM-4 I—— |
\ K \ A . ACTIVE ¢ HIRST LETTER IN AREA OFFICE ROUTING .. T U W)
Z - OBGINAFING OFFic:) ‘ et e G vk E U ) AL AT BPA 1845 NV M7
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CHAPTER
810

BPA
RECORDS
B MANUAL

TPOWER MARKETING
'

mr =

EFILB GUIDE AND RETENTION SCHEDULE
T

PM-2

mo>»T

° 04-15-88
1 DOE/NARA

FILE CODE RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION

RETENTION PERIOD

OFFICE

OFFICE OF RECORD

OTHER COPIES

OF
RECORDY

IN
OFFICE

STORAGE

BPA

FRC

PM-11
(cont.)

subjects. For example, Meter Slips may be case filed, by
customer name, in a location separate from Billings as is
the situation at Headquarters Customer Services.

Disposition: The following applies to PM-11's tertiary
subjects where the notation ®"See PM-11 Disposition® occurs:

PK--Correspondence and other specific, customer-related
material: Store on site 1 year; then microfilm and send
hard copy to FRC for 8 years. Destroy hard copy when 9
- years old. Destroy microfiche 5 years after service is
LN " terminated. Destroy all other material when superseded.

- . xC--Correspondence and other specific, customer-related
v - material: Store on site 2 years; then transfer to FRC for

7 years. Destroy when 9 years old. Destroy all other
K material when superseded.

PJ!!!-II

pM-11-12

AUTHORIZATION: Recommendation of Management

Contract Management System
All material related to contract support activities.

Contract Development and Negotiation
All material related to the development of contract policy,
principles, and terms and to contract negotiations.

A - ACTIVE

P - PERMANENT

S - SUPERSEDED/OBSOLETE
*

x - FIRST LETTER IN AREA OFFICE ROQUTING (L. 1. U. W)
Z - QRIGINATING OFFICE

<mX

S Sechon B H or cxploasations oF KEY teome,

PM
xC

PM
xC

See PM-11

See PM-11

PENDING

Disposit

Disposit

jon

fon

IN
OFFICE

US DEPAHIMENT OF ENEIGY  BONNE VILLE POWE R ADMINISTHADON

BPA 1845 NOV 1987
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CHAPTER

{ 810 POWER MARKETING

mr———

. .
aFILE GUIDE AND RETENTION SCHEDULE
T

0 04-15-88
I DOE/NARA

FILE CODE

RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION

OFFICE

RECORD

RETENTION PERIOD

OFFICE OF RECORD

OTHER COPIES

IN
OFFICE

STORAGE

BPA FRC

iN
OFFICE

e e e

L

pPM-11

POWER MARKETING

Material relating to rate determination, revenue requirements
and to customer services such as, contract development and
administration for powver acquistion, sales, exchange, and
transmission; and power billing. Data may be recorded on
various media including paper, film, tape, disk, or diskette,
unless otherwise specified in the narrative disposition.

Disposition: In accordance with instructions for specific
material described by the following related subjects.

AUTHORIZATION: Recommendation of Management

All retentions in this series that are by "Recommendation

of Management®" are justified as follows: (a) because of
potential legal challenge of rates and contracts; (b) because
of potential of error in billing calculations and need to
adjust billing amounts; (c) to document decisions for
potential Northwest Power Planning Council review,

FERC refers to Federal Energy Regulatory Commission.

Ccustomer Relations

Power contracting and power billing related material for
specific customers. Case file alphabetically by customer

name. All material may be filed in one folder or in several
folders using recurring subjects as needed. When volume of
material dictates, file may be subdivided by specific contract
name or number. Note: Case files, by customer name, or number,
may be established using any of the below listed tertiary

K
E
Y

\ 4

A - ACTIVE
P - PERMANENT

S - SUPERSEDED/OBSOLETE

x - FIRST LETTER IN AREA OFFICE ROUTING (L. T, U. W)
Z - ORIGINATING OFFICE

e Sec o BOOH W cegbonation of K1Y Weame,

PM
XC -

See Dispos

See Dispos

jtion

ition

US OFPAHIMENT OF ENEHGY  BONNLVILLE PUWE H ADMINS THATION

A+lyr
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CHAPTER

810

M -

PERSONNEL

LE GUIDE AND RETENTION SCHEDULE

Safety‘Hanagement

worksites.
Incidents.

AUTHORIZATION:

Reports of inspections, appraisals, audits, studies,
tests, and pertinent correspondence maintained by the
Safety Office covering unsafe conditions, hazards of
criticality, fire hazards, fires, and explosions at BPA
See also SS-18-15, Vandalism, Theft, and Other

Recommendat}on of Management

K

Y

A - ACTIVE
P - PERMANENT

S - SUPERSEDED/OBSOLETE

P

x - FIRST LETTEH IN AHEA OFFICE ROUTING (L. T.U, W)

Z - ORIGINATING OF FICE

S0 SeLhon BOD B lon caglausition ol KEY e,

_RETENTION PERIOD _

— otHER CoPIES

OFFICE
pa | ~_OFFICE OF RECORD
RECORD N . /STomAGE
OFFICE BPA FRC
e T L T
S1 5yrs
ol gl ik
}
.':f. l ) .?
?t_i’é %

0 04-15-88
t DOE/NARA

IN
OFFICE

BPA 1045 NOV 1987
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CHAPTER p
BPA 810 1 PERSONNEL ‘2
RECORDS I U
B ‘MANUAL E 0 04-15-88
! E DOE/NARA
AFILE GUIDE AND RETENTION SCHEDULE
T O O
' OFFICE OFFICE o’:E;::(')f: PemoD OTHER COPIES
RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION OF W sorace m -
RECORD :
B I e — . i ki e | fRe ) O
-pE~53-13—— | —Motor Vehicle-Accidente— ' S$I—3—A+Eyrs- A
Material relating to accidents . involving Federal vehicles
or occurring at a BPA facility or BPA right-of-way.
IZATION: GRS 10/5 L
_ Pl dbery i
PE-53-14 Employee Driv Records SI A+3yrs : A
Material relating ndividual employee operations of
Government-owned vehicle including driver tests,
authorization to use, safe dr g awards, and related
correspondence.
. i : a, i L‘”?l
1, {aow
AUTHORIZATION: GRS 10/4 S ARELERY ;
PR=53-15 Employee Claims for Property Loss SI A+3yrs . A
‘ Material relating to accountability for personal property
lost or stolen. See also LW-12-14, Torts. \\\\\N
AUTHORIZATION: GRS 487T6t2r) (%/ ' Sa : \ I L
PE-53-16 Private Party Claims ‘ S1 A+3yrs \\\\\‘\\ A
Material relating to accountability for personal property \\\\\\\\
lost or stolen. See also LW-12-14, Torts. ‘\\\\\\\\\\\
AUTHORIZATION: GRS Hthetery ,L$,/ (fa : L
PR TR ‘j
K A - ACTI\VE % - HIHST LETTER IN AREA OFFICE R(‘)UIIN(; L LU W
E P . PlRMAN[Nl l (,H“"NAllN(‘ U""(‘t : WL L PAKIN N LA NGy IMUNNE VILLE 1O ) AUMINIS | HATION m l“s mv |%,
S SUPERSEDEDFOBSOLL TE e B T v aghapoatients s KD € et
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8lo PERSONNEL

[ i ]

5 - . - I
"|A FILE GUIDE AND RETENTION SCHEDULE

T —

PE-33

mo»v

04-15-88
DOE/NARA

C Me=i»0

- S o S OFFI c; RETENTION PERIOD o
THER
FILE CODE RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION ofF I— OFFICE OF REE,S:AEE OTHE ,,? OFIES.
' RECORD L SomeE
- OFFICE BPA FRC OFFICE
PE-49 Employee Services SPRE 5yrs A
Material relating to programs such as smoking cessation, ' or S
fitness facility, and child care.
AUTHORIZATION: Recommendation of Management
" |PE-50 Career Counseling Program SPRE A+3yrs A
B A Material relating to counseling about career enhancement
opportunities or personal development programs which may
increase an employee's qualifications for higher-level
positions. '
AUTHORIZATION: DOE 1/27(a)
PE-51 Rosters/Directories of Professionally Licensed Employees SPP S S
Material relating to employees who are licensed or certified
by state accredition or gimilar boards.
AUTHORIZATION: Recommendation of Management
<;_§§Eé£:::::::_nnbilizatina_neadinassf SRR S S
. d plans issued by BPA, the Federal Emergency
Management Agency . agencies, State and
local governments, and private sector. pm -rec# S \
\1
AUTHORIZATION, GRS 18/29 I
w
K A - ACTIVE .- ruus? LETTEHIN AREA OFFICE HOUTING (L. 1. U. W)
5 g B gzl:):‘:::‘?:n“msol e Z‘ . U‘lrtlbiNAllN(i IUF FICE . L5 U6 PAITME NG MDY BN VIS KW HADSRMISTHAT K e BPA 184S NOV 1967
s 53 e BOO K e oot ol k. e,



CHAPTER

a Federal employee or contractor performing
also, material relating to the death of a third pa
occurs in a BPA vehicle, at a BPA facility, or on a BPA
right-of-way. See also PE-44, Injury Compensaton.

Disposition: Per FPM Bulletin 293-31, retain for duration
of employment. Do not destroy. Forward to next employing
agency with the OPF or transfer those records not required
for filing in the OPF to a local Federal Records Center.

GRS 1/21

es for BPA;
which

' P PE-34
BPA 810 r PERSONNEL G
RECORDS '
B MANUAL £ > 04-15-88
. I DOE/NARA
(“"“’" rer P PO e wee e PR v e e P D —
E aFILE GUIDE AND RETENTION SCHEDULE
U 5 U OO . -
o0 e ) I omce ~ _RETENTION PERIOD
ey Tailhaee ‘
FILE COD!'E'""4Jh.‘;"f“‘?gg'i RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION OF TN OFFICE OF REfmogge - ,Qfﬁ_gﬁi:_: OPIES
RECORD e e g s et
OFFDQE BPA FRC OFFICE
PE-53 Occupational Safety Program SI A A
Material relating in general to Occupational Safety Program
. other than specific material described by the following A
tertiary subjects. "
AUTHORIZATION: Recommendation of Management P[anN N
~<::4MB-53-44————-——4n0¢aoagl—laje:g $i—1}-Sygs A
N\\““wmk Material relating to medical and investigatory records "
~ about on-the-job injuries whether or not a claim for R ol
compensation was made, excluding copies filed in the
of 1 Personnel Folder and copies submitted to the
Depar tmen Labor. See also PE~44, Injury Compensation.
AUTHORIZATION: GRS |(](
PE-53-12 Fatalities S1 See Dispos}tion . A
Material relating to incidents result n the death of i gvﬁhﬁfét'ﬂ

“\\\\N\\‘

AUTHORTZATION -

K1 A-Acnve
E| P-PeERMaNENT
v| s SUPERSEDED
- >

% - FIAST LETTER IN AHEA OFFICE AOUTING {L. 1. U, W}
£ - OHIGINATING OF FICE :
7OBSGLETE
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AFILE GUIDE AND RETENTION SCHEDULE
B 1

£E:1§:t§:::———s&a&4st4ea4—8unmaf4ea

RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION

Employee Assistance Program
Material relating to psychological testing, evaluation, and
counseling of employees and their families and files for

alcohol and drug abuse counseling.

AUTHORIZATION: Recommendation of Management.

The retention period for this records series is justified

as follows: Professionals in this program are bound by
American Psychological Association to secure confidential
material as generated in this program for 12 years.

Yearly accumulation is 1 to 1 1/2 linear feet of paper files.

OFFICE

OF
RECORD

SPRE

£nh
L2 23]

" RETENTION PERIOD

IN

OFFICE o

5yrs

“OFFICE OF RECORD

PE-32

o>

04-15-88
DOE/NARA

>0

tome

OTHER COPIES

STORAGE

PENDING

7yrs

B8PA T fRC

IN
OFFICE

A

T Stattstical-summaries and reports with related documents

about employee health.

AUTHORE ZATLON :—GRS—1,(22
A yEL

Benefits
Material relating to policy and procedures governing

employee benefit programs such as unemployment benefits,
life insurance, health benefits (FEHB), Federal Employees
Group Life Insurance (FEGLI), and dental insurance. File
by name of program or by FPM chapter number. See also
FI-19-22, Insurance Deductions.

Recommendation of Management

AUTHORIZATION:

K
3
Y

A - ACTIVE
P - PERMANENT
S - SUPEHSEDED/OBSOLETE

.

x - FIRST LETTER IN AHEA OFFICE HOUTING (L. T. U W)
2 - ORIGINATING OFFICE

S Lo BOO B Ao cxplasimon of KEY e,
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: CHAPTER K PE-31
BPA 810 T PERSONNEL &
RECORDS ' L
B MANUAL € 0 04-15-88
' ! E DOE/NARA
e T o _
a FILE GUIDE AND RETENTION SCHEDULE
L - e e e e e
R orFice ST OF REGORD ] OiHER GOPIES
FILE CODE RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION OF TTTTW STORAGE ™ =
‘ RECORD R .
OFFICE BPA . FRC OFFICE
EI‘_AK_‘I 1
t.) of employment. Do not destroy. Forward to next employing
agency with the OPF or transfer those records not required
for £iling in the OPF to a local Federal Records Center.
N\\\;;EhonleTlon: GRS 1/21
PE-46-12 Health ;:I:\Ebn;gols SPRE | A+3mos |7 “Hiiofh
Logs or registers lecting daily number of visits to )
dispensaries, first-ai ooms, and health units. These
records are the property o d are controlled by U.S.
pPublic Health Service. : . b
e ] d

AUTHORIZATION: GRS 1/20(a) .

P‘6—13 Employment-related Medical Records
Material relating to an employee's medical history,
occupational injuries or diseases, physical examinations,
related to an employee's Federal employment. Individual
files must be maintained' in accordance with Privacy Act
requirements.

Disposition: Per FPM Bulletin 293-31, retain for duration \\\\\\\\
of employment. Do not destroy. Forward to next employing
agency with the OPF or transfer those records not required

for filing in the OPF to a local Federal Records Center. _ N\\\\\\\\\\

AUTHORIZATION:GRS1/21

SPO See Disposﬂtiop
. syl s

P - PEAMANENT Z - ORIGINATING OF FICE s
. AN NI o BON PO Thal
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w
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L CHAPTER p RP-27
‘BpA 810 T RESOURCE PLANNING AND FORECASTING e
' E
f RECORDS 1 £
I B MANUAL € o 10-14-88
‘ ! DOE/NARA
f?ﬂ.—é'bdﬁéinn RETENTION SCHEDULE T - ) S 7
? i e
RETENTION PERIOD o _#__A ; _ __J
OFFICE
OFFICE OF RECORD OTHER COPIES |
RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION OF N STORAGE o
RECORD ]
) OFFICE BPA FRC OFFICE
. ™ .
hronological order with an annual accumulation of 2 witherawn
linear sfer to FRC when ten years old., Offer
to NARA in 5-year blocks W
(b) Supporting documentation N% Syrs A
. . - \
AUTHORIZALION: —Recommendation-of-Management. —
?
K A - ACTIVE = - FIRST LETTER IN AREA OFFICE ROUTING (L. T. U, W)
E P - PEAMANENT Z - ORIGINATING OF FICE ’ u.*‘- DEPAHTAM Il OF ENEHGY  HONNE VIEEE POWER l‘nlllNlS"lAllN BPA 1845 NOV 1987
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CHAPTER

8lo 1SUPPORT SERVICES
'

me -

EFILE GUIDE AND RETENTION SCHEDULE

T e i e e e e e et e e it e

FILE CODE

RETENTION PERIOD

Ss-1

mo>»vo

204-15-88
I DOE/NARA

RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION

OFFICE

OFFICE OF RECORD

OTHER COPIES

OF
RECORD]

OFFICE BPA

STORAGE

FRC

»--

5S-11

SUPPORT SERVICES :
Material relating to support service functions, such as
correspondence, forms, facilities (buildings), records,
reports, mail services, reproduction, and security management.
Data may be recorded on various media including paper, film,
tape, disk, or diskette, unless otherwise specified in the
narrative disposition.

Disposition: In accordance with instructions for specific
material described by the following related subjects.

Correspondence Management Program :
Material relating to the Correspondence Management Program.

AUTHORIZATION: Recommendation of Management

SSTD

See Disposjtion

ENDI

B

IN
OFFICE

_A+ljr

—Adainistratorls—Chronologieal-Rile
sharp, reproducible copy of every letter or memorandum
signed, af r_concurred in by the Administrator or
Deputy Administrator on mately 4 linear feet
of paper files are stored in the work area )
accumulation of 2 linear feet. Offer to NARA in 5-year
blocks when 20 years old.

»

AUTHORYZATIQN: RPA Recards Schedule & Files Handbook R=l3(a)

K A - ACTIVE x - FIRST LETTER IN AREA OFFICE ROUTING (L. T. ). W)
£| P PEAMANENT Z - OHIGINATING OF £ICE

S SUPEHSEDED/OBSOLL TE
Y e e T OO B scnqioaeiotion of KE o teenne,

S D8 FAITIMENT U8 £ NERGY
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BPA

RECORDS /]
B MANUAL j}

CHAPTER
s
}SUPPORT SERVICES

me -

P N .
AFILE GUIDE AND RETENTION SCHEDULE
T ——

|r ss-2
G

E‘

© 04-15-88
I DOE/NARA

FILE CODE

RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION

RETENTION PERIOD

OFFICE OFFICE OF RECORD

OTHER COPIES

OF
RECORD

STORAGE
BPA

N
OFFICE

FRC

5S-11-12

: s‘z-n

Controlled Mail Log
Log of correspondence from elected officials and other
government agencies showing BPA-assigned tracking number.

AUTHORIZATION: Recommendation of Management

ALG Syrs

PENDING

SSTC

IN

| Mall Services
Material relating to certified, return registered, and
express mail. Also material on sample survey and support
doc 8 required by the U.S. Postal Service (USPS).

(a) USPS samples upport documents

AUTHORIZATION: GRS 12/7

(b) All other material

AUTHORIZATION: GRS 12/5

Mailing/Distribution Lists '
Request forms and other material relating to changes in
BPA's mailing and distribution lis;s.

[ ﬂ,sﬁ

6yrs

lyr

|

or S

1lyr

AUTHORIZATION: GRS IayStd) ' 3.’ (./'*

A - ACTIVE
P - PEAMANENT

K
E
Y

-

S - SUPERSEDED/OBSOLETE

x - FIRST LETTER IN AREA OFFICE ROUTING (1. T. U, w)
Z - OHIGINATING OFFICE

S0 Seec i BOO K lon caplaarsitiors OF KEY W,
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: CHAPTER ; Ss-3
BPA 810 1SUPPORT SERVICES 6
/  ‘RECORDS } e
B MANUAL € 0 04-15-88
| E DOE/NARA
5 - - R e — e S
QFILB GUIDE AND RETENTION SCHEDULE
T — —
' ' OFFICE OFFICE oter:::(‘af: — OTHER COPIES
FILE CODE RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION OF ™ STORAGE ~IN
RECORD :
OFFICE BPA FRC OFFICE
' Rosm' 'in ag‘n‘n* Y Tn T T
Material relating to the Porms Management Program which covers
the initiation, review, and approval of BPA forms. Includes
porting, background, justification, and clearance documents y B
for BPA form. Also includes inactive forms pending disposal, ' i
catalog o roved forms, and forms control records.
(a) One record co f each form created by BPA with Aor S Syrs Aor S
related instructions an cumentation showing inception,
scope, and purpose of the for ‘
" | AurHoRIZATION: GRS Hereted (6/3a
- A or S A or S

(b) Working papers, background materials, requisi
specifications, processing data, and control records.

AUTHORI ZATION: GRS 167/%tb) /G/]é

Includes non-electric plant maintenance

{SSK

MM
XD

”\

Y

S SUPERSEDED/OBSOLETE

' BS-14 Pacilities Management
Material relating to the operation and maintenance of BPA
occupjied buildings.
issues such as roofing, painting, and grounds care.
AUTHORIZATION:—GRS—1/1
K A AC:IVE « - FIRST LETTER IN AREA OFFICE ROUTING (L. T. U, W)
E P - PEAMANENT Z - ORIGINATING OFFICE

S e o KOO b coapliatiabcan GE KL o lenne,

S OFPAREMEN] OF £ NERGY

BONNE VILLE #OWLE IS ADMINISTIVATION

BPA 1845 NOV 1987 /



o .. ...CHAPTER
" "3 P 55-4
BPA 810 TSUPPORT SERVICES E o
RECORDS 2 r
MANUAL E 0 04-15-88
t DOE/NARA
5 _— e . e e s e = s e e o e . S R
aPILB GUIDE AND RETENTION SCHEDULE
' e om o . A A o o G W PU— et -
OFFICE F— OFFICE ol:ERT::g:: — OTHER COPIES
RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION OF w STORAGE ™ 4
AECORD]
OFFICE BPA FRC OFFICE
——PRarking S$SK—}- As3m0s- A
Material relating to parking issues, including statistics, '
carpool background information, and problems.
MIZATION: GRS 11/4(a) '
Records Manage _ SSTD
Material relating to~ereation, maintenance, use, and
disposition of records. ludes inventory reports, records
schedules, documents supportin ansfers and requests for
use of records materials,
(a) Descriptive inventories, disposal authori A A

schedules, and reports.

AUTHORIZATION: GRS l6/3{a)- l‘/ Ja. ‘ . \

(b) Project background records, including étudles, analyses, 8  WITHDRAWN A
notes, and interim reports. i

. AUTHORIZATION: .GRS=ICI18 : \

{c) Records holding reports V ' 3yrs ' ‘1i\\\\\\\\

AUTHORIZATION:— GRS—I6r61E) oo : =
>~ d L 32
K A - ACTVE ! © a - FIAST LETYER IN AREA OFFICE ROUTING (L. 1.uw

P . PERMANENT Z - DRIGINATING OFFICE US DLPAHIMENT OF LNGHUY  BOMME VI EE POWEH ADMINS THAT IS BPA 1845 NOV 1987

Y 5 - SUPERSEDED/OBSOLETE

s
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CHAPTER

P
‘ A
BPA 810 1SUPPORT SERVICES G
RECORDS i S
# MANUAL £ © 04-15-88
! DOE/NARA
APILE GUIDE AND RETENTION SCHEDULE
Y [ [ — — e —— et — — =
. OFFICE. RETENTION PERIOD o
OFFICE OF RECORD OTHER COPIES
FILE CODE RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION OF n ORAGE ~
RECORD OFFICE BPA FRC OFFICE
Raperuork-Reduction Act ssto 1 s e

Material relating to the Paperwork Reduction Act and the
Information Collection Budget (ICB).

\mggomzmmuz crs 1671 {6/ 7 |

" ss-15-12 f Vit;I\;;ZBrdaLPtograﬁ ' sstp | s . S

Material relat to those records essential to continue
an organization's fu ion during and after an emergency
and records essential to tect the rights and interests
of individuals and the govern

g

i

" | AUTHORIZATION: - GRS 1é#++ [ 6/ 7

5S-16 Reproduction/Printing v SSG 2yrs A
_ Material relating to the reproduction of records by any
‘ medium (such as duplication, photocopying, and microfilming).

Includes procedures about and responses to reproduction N\\\\\
requests. \\\\\\\\\\\\_
AUTHORIZATION: GRS 3342 /7// .

5S-16-11 Copier Management Program © |8SSG’ A+lyr \\\\\\\\ A
Material relating to convenience copiers, including

analyses and rental information. ' \\\\\\\\\\\\
- -—

- : Alwummmue_cm} 4 3,/‘)4

A 4
A - ACTIVE x - FIRST LETTER IN AREA OFFICE ROUTING (LT, U, wj
P . PERMANENT Z - ORIGINATING OF FICE Q5 (4 PAHIMI AT OF ENEIRGY  BONNEVILLE POWE 1 ADMINISTHATION BPA 1845 NOV 1987
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BPA
RECORDS
B NMANUAL

CHAPTER

810 SUPPORT SERVICES

Mt —

= - -
AFILE GUIDE AND RETENTION SCHEDULE
irx

FILE CODE

RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION

RETENTION PERIOD

T moO»v
Te
-7

N

04-15-88
DOE/NARA

o
A
T
E

OFFICE § %

OFFICE OF RECORD

| orHeR copies |

OF ™

- |[RECORD
OFFICE

STORAGE

BPA

FRC

IN
OFFICE

—JCR-Reports

686—13yro—

Reports to Congress through the Joint Committee on
ing (JCP) and related recprds.

AUTHORIZATION:

Reports Management
Material relating to the supporting, initiation
of recurring internal or public use reports. Includes
documentation of required reviews and evaluation, reports of
committee actions, and related procedures for effective
reports management.

AUTHORTZATION: GRS 36l lbl(’

SSTD A+2yrs

\\\5\\\“-<

5S-18

Security
Material relating to the direction and coordination of

security plans, programs, and procedures that are required
for the protection of BPA's office space, facilities,
materials, and equipment and for BPA employees and visitors.

AUTHORIZATION: Recommendation of Management

ity

SSS 2yrs

lyr

PENDING

Material relating to

substations,—vehicles,—equipnent,-and materials

A - ACTIVE
P - PERMANENT

K
E
Y

L 4

S - SUPERSEDED/OBSOLETE

Z - ORIGINATING OFFICE

x - FIRST LEFTER IN AREA OFFICE ROUTING (L. T.U. W)
Sazer Seechons BOOH lor explinihion of KEY teons

US DEPARIMEN) (F ENEHGY  BONNE VR LE POWEH ADMINISTRANDON
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) e §S8-7
SUPPORT SERVICES ' ' : (E;

RECORES
R MANUAL

M -t

204 15 -88
I DOE/NARA

EFILE GUIDE AND RETENTION SCHEDULE
A .

OFFICE RETENTIONPERIOD =
OFFICE OF RECORD or HEH COPIES
FILE CODE RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION OF N STORAGE N

[RECORD]
OFFICE BPA FRC OFFICE
= | (a) Security and protective Services Administration. = 1sss | Jyrg /
t.) Material relating to administration and operation of the
facilities security protective services programs and o F
related contracting. o

ction Files ‘ SSS See Dispos]ition
surveys and other Department
A facilities which are

Disposition: Destroy when 3 years old, or upon
. discontinuance of facility, whichever is sooner. \

AUTHORTZATION: GRS 38710~ / ?/ ? : | \
(c) Pacilities data sheets, including card key summaries, SSS ‘1yr \\

check sheets, and Security Officer Reports (SORs).

AUTHORIZATION: GRS 18338¢ad (€//8a ’ " \

-
K| a- acive x - FIRST LETTER IN AREA OF FICE ROUTING (L. T, U, W)
P . PERMANENT Z - ORIGINATING OF FICE
S - SUPERSEDEN/OBSOLE TE

Hh DEPAHIME N (M § NEIRGY nuomu‘mu FURWE HADMIIS THATON BPA 184S NOV 1987
e Sace et BOOH G ceplanatiesn of BEY teanee,



CHAPTER

': 55-8
BPA 810 1SUPPORT SERVICES g
RECORDS i R
MANUAL E 0 04-15-88
! DOE/NARA
EPILB GUIDE AND RETENTION SCHEDULE
1 — — I e
' ' OFFiCE OFFICE o';e ;::cr;:: — 'OTHER COPIES
FILE CODE RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION OF pre STORAGE 1 N
RECORD]
OFFICE ara FRC QFFICE
tral S88 .gzng
t.) Piles. Registers, logs, and computer reports showing names LDN
of contractors, service personnel, visitors, and employees
admitted to areas. Also, reports on vehicles and passengers.
" AUTHORTSATION: GRS L8/364b) (‘/nl"
$5-18-~12 Pefeonnel‘;::;;Tty\gleatances §S8 See Disposition

oyee hackground information,

ohol abuse, misrepresentation
actions of security

ce case files and

Material relating to
criminal records, drug an
or falsification of facts, and
regulations. Personnel security cle
related indexes. Case files documenting rocess of
investigations on BPA employees, applicants fo A
employment, and other persons (such as those perfor
work for BPA under contract) for whom approval is requir
for access to Government facilities and/or to sensitive
data, whether or not a security clearance is granted.
These files include questionnaires, summaries of reports
prepared by the investigating agency, and other records
reflecting the processing of the investigation and the
status of the clearance.

Disposition: Destroy 10 years following termination or
clearance of access authorization, discontinuance, or

cancellation,. provided-that—all-copies—of—persennel

K| aA-acive
E| P - PERMANENT

Y

N »

s FIAST LETTER IN AREA OFFICE ROUTING L, ¥, U, W)
Z . ORGINATING OF FICE

S - SUPERSEDED/OBSOLETE

Savre S bon HOOH toe seaplinnation o KE Y Jerpa

US UEPAMIMINT oFf ENBINGY  BUNNE VML E HOWE R ADMRNISEHATION
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o

CHAPTER

(2]

m:
1

O

Protection of documents that are considered vital to
National security or sensitive to BPA operations.
Includes forms accompanying documents to ensure continuing
control, showing names of persons handling the documents,
intra-office routing and comparable data.

Disposition: Destroy when related document is downgraded,
transferred, or destroyed.
| ( §/5h

T

T

A
! BPA 810 /SUPPORT SERVICES §
; RECORDS 1
i MANUAL 3 0 04-15-88
' T DOE/NARA
ZF_I_LE GUIDE_-;—NNDWRBTENTION SCHEDULE
1 S e e —— .
N } RETENTION PERIOD .
OFFICE .
; . - OFFICE OF RECORD OTHER COPIES
FILE CODE ’ RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION OF " STORAGE .N
RECORD OFFICE 8PA FRC OFFICE
.) sent to this address: Director of Medical and Health
Services Division, Oak Ridge Associates Universities o
~(Receiving), 230 Warehouse Road, Oak Ridge, TN 37830. 33 y
AUTHORTZATION: GRS lefastmy [ 6/ 2a _
S_S_’-lB-l.‘! Computer Security . SWR 3yrs s
- Material relating to th ysical protection of computer
e centers and computer hardwar d software. See also
IR-14, Automated Systems Security.
AUTHORIZATION: GRS to710- (879
55-18-14 Classified Documents SSS See bisposjtion

\'

AUTHORI-ZATION+—GRE—18y- 64

K
E

“ly

w
A - ACTIVE
P - PERMANENT

» FIRSTLETTER IN AREA OFFICE ROUTING (L. T.U. W)
Z - ORIGINATING OFFICF

S - SUPEHSEDED/OBSOMETE

S e oy HOD N bog eerpilonc o OFFE Y W,

DS DFVAHTME NS (8 | et by

HONNE VILEE FOWE 1 ADMINGS THADUN
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MANUAL

10 SUPPORT SERVICES

VP nf e nf

P S5-10

G

E

D 04-15-88

T
E

D

P s
AFILE GUIDE AND RETENTION SCHEDULE
I

FILE CODE

RECORDS SERIES TITLE, bESCRIPTION. AND DISPOSITION

RETENTION PERIOD

OFFICE OFFICE OF RECORD

OTHER COPIES

OF
RECORD}

STORAGE
BPA

IN
OFFICE

FAC

N
OFFICE

s

L— Vandaligs,-Theft —and-Obther—Ineidents

Material relating to incidents such as vandalism and theft
olving BPA buildings, equipment, materials, and
ase flle records accumulating from
investigations o t and vandalism as well as incidents
of fires, explosions, an nts, consisting of
retained copies of reports and rela ers when the
original reports are submitted for review an
other agencies or organizational elements, and reports
related papers concerning occurrences of such a minor
nature that they are settled locally without referral to
other organizations.

See also PE-53-17, SAEety Management.

_AUTHORIZATION: cRS vazee- [ 8[!(

551816

Intelligence

Collection of information bearing on physical and
personnel security awareness programs, security of
facilities and personnel, and National Security
information required in the conduct of BPA's operations.
Authorization for retention is by direction from DOE.

AUTHORIZATION: Recommendation of Management

K A . ACTIVE
E| P - PERMANENT
Y

| 4

S - SUPERSEDED/OBSOLETE

1 - FIRST LETTER IN AREA OFFICE ROUTING (L, T, U, W)
Z - ORIGINATING OFFICE

S Sat tron BOO B by cxpaliastions o KE Y ving

SSS Iyrs 1lyr

PENDING

US DLEAHTMENT OF ENGAGY  BURSE VILLE PUWE H ADMIS S THAT UM

BPA 1845 NOV 1987
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SUPPLY SERVICES

BPA
RECORDS §
MANUAL

{0 04-15-88
1 DOE/NARA

M =

AFILB GUIDB AND RBTBNTION SCHBDULB

L_”__A_“,,“____W“_ e m O

 RETENTION PERIOD
OFFICE OF RECORD OTHER COPIES

. FILE CODE RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION OF T T ] STORAGE ) N
: RECORD} -

OFFICE | aPA G OFFICE
su‘ . SUPPLY SERVICES ~ r See Disposjtion
Materjial relating to procurement, materials management, and
quality assurance. Includes material relating to procurement e CEN IS TS
contracts, purchase orders, and such issues as their S
negotiation, award, provisions, and termination. Data may be
recorded on various media including paper, film, tape, disk,
or diskette, unless otherwise specified in the parrative
disposition. .

s Disposition: 1In accordance with instructions for specific CFap g
material described by the following related subjects. '

AUTHORIZATION: Recommendation of Management

All retentions in this series that are by 'Recommendation

of Management® are justified as follows:

For historical/legal documentation of equipment purchases,

. to document quality inspections of equipment, or to

document tests completed by the manufacturers of equipment.

#u:u\_____uuqnumm;‘enenuxm se_ | as3yea P
files documenting the initiation and  witierawn " '

development of tran are highly unusual, highly ’

significant, or that deviate substantla lished
precedents to general agency procedures or major procuremeé

programs. Maintained by and for BPA's Contracting Officers.

Apptoximately lS--linear—feet—of—resordes—retained-numerically
X

(

. P - PEAMANENT 2 OHIGINATING OFFKCE 105 PAIIASE NT (0 |y RN VIS PO AN TN BPA 1845 NOV 1987
S - SUPERSEOLD/OBSOE TE

o \ 4
.
K\\ A ACTIVE n FIRST LEVIERIN AREA OF FICE ROUTING (1, V. uw

e e b B Lo gl o KE ¢ lesnny,

Y
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. CHAPIER
BPA 810 1 SUPPLY SERVICES
RECORDS i
MANUAL £
. o o R
A PILE GUIDE AND RETENTION SCHEDULE
. v T

mo» o

04-15-8!
DOE/NAR!/

. me»0

I OFFICE  RETENTION PERIOD .
FILE CODE RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION oF 1w OFFICE Q—F-EES,O@,:PGE-- St ng_n_";c OPIES
RECORD e e
Si=11 by contract number by fiscal-year—with-an—anaual-accumulation
(cont.) O 0—1inear—feet, Offer to NARA in annual segments after
25 years. ol
_AUTHORIZATION: QPR SAY
su-12 ' Routine Procurements : . DSDG A+lyr Syrs A+lyr
Contracting documents with original signatures. See also
FPI-17, Vouchers. ' 3 .
AUTHORIZATION: PERC-18CPR-125.3/7(a)e(b) PENnt
SU-12-11 Solicitations SR
‘ Solicitation files maintained in the Division of Materials MK
and Procurement and the Division of Construction iy
consisting of drafts, addendums, mailing lists, bidders’ -
data, abstracts, and related correspondence. T
l‘ » MK withd
Disposition: ears and 3 months after final
payment. or at expiration of warr tent defects
period. Transfer fiscal year block to Pederal Recd _——
Center after 2 years. . L---_‘-"“‘———-
\
L AU ’y} I ———
~——— 1  (h) Unsuccessful Bids and Proposals,including late Sk —See—Dispopition
————— | proposals and-modifications—that—arenet—consideredr————1 MKk
i . WITHDRAWN
K A M:LI::E 2 -FIRST LETTERIN AREA OFFICE ROUTING (L. T. U W)
P Pt ANENT b4 3 5 > -
s S SUPELRSEOED/ORSOLETE - ORIGINA TING :)f”(,l’. . RS DEFAITAN MY (8 § 0 HHGY  BOMNE VLS 1YW HADSISS THATE N BPA 1845 NOV 1987
. T e e HOUH bt cagdoanion o KR Y tesnee,


http:04-15.:.81

T ~ CHAPTER A suU-3
BPA 810 1SUPPLY SERVICES G
RECORDS i

B MANUAL £ 0 04-15-88
E DOE/NARA
QPILB GUIDE AND RETENTION SCHEDULE
Y e e e e e -
. o o ) - - i " REVENTION PERIOD
: OFFICE OFFICE OF RECORD OTHER COPIES
FILE CODE RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION oOF b wmi = SR [ttt
RECORD L
OFFICE OFFICE
g. ) e T T T O T i Y St ArStlll RSt M . o
(cont.) « In the event of a protest, the 90-day period will Wit
begin after of the protest or contract awvard,
whichever is later. All othe f materials
submitted by unsuccessful bidders shall be de
following awvard. E—
AUTHORIZATION:—Recommendation of Management
\ ‘WW. 'sa—_ "s“—mspo"
. espondence and other records relating to the decision MK w

to accep ect grant applications.

Disposition: Accepted application
months after final payment or at expiration o
and latent defects period. Transfer fiscal year block

to Pederal Records Center after 2 years.

' oy 6 yeays and 3

-AUTHORIZATION—GRS I %/2 I
i on ot ed -abe bt ions egtre 1 daves . Wf‘umol\ .
T d_to the successful bidder. In the event of a protest,
1 begin after resolution of the protest

or contract award, whichever All other copies of

materials submitted by unsuccessful bidders

destroyed following award. e

AUTHORIZATION+ —Recommendation of -Management— ————
K A - ACTIVE n FIRSTULETIERIN AREA OF FICE HOUTING (1. T U, w)
E P . PERAMANENT Z  ORIGINATING Of FICE G5 DEFAIIIR N (AR BN s SO AL AT RN BPA 1845 NOV- 1987
1o S SUPFRSEDEN/OBSONVE T PRV )
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HFHAPTER P 5U-4
BPA 1SUPPLY SERVICES G,
RECORDS F '
MANUAL £ £ © 04-15-88
! DOE/NARA
;FILB GUIDE AND RETENTION SCHEDULE
S
. S - - e T pe e
' OFFICE OFFICE o:E ;::c')':: OTHER COPIES
FILE CODE RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION OfF | W T sToRAGE B
‘ RECOﬂDr e
OFFICE . BPA FRC OFFICE )
==F£:£§:§i::::———4d4——Unae%&e%ted—?&opeea}e—~ SR —6ee—Pisposition
(Cont. ) . MK w:{'LL’a«W‘ ;
Disposition: sals -~ 6 months following b
. disposition of proposal. Accepte ome '
part of the awvard file and are retained there. T
—AUTHORIZATION+—Recommendation of Management E——
- —AWasds— 2 —See Diapaajtiaon Atlyr |
Requisition, Contract, Purchase Orders, lease, bond and , 1 . '
. surety records, including correspondence and related :
pap rtaining to award, administration, receipt,
inspection, eptance, termination, and payment.
Maintained by an the Contracting Officer. Office
of Record is usually SR.
(a) Materials, supplies, equipment (ot an that SR See Disposjtion
identified under SU-11 above), and service con
over $25,000.
| position ' T
Disposition: 6 years and ) months after final payment L‘\\\\\\\\\
or until expiration of warranty and latent defects
period. Transfer fiscal year block to Pederal Records ' ~\\“-\
Center after 2 years. : “‘\\\\\
K A - ACTWVE = - FIRSTLETTER IN AREA OFFICE ROUTING (L. T, U. W)
E L "m"' Z - URIGINATING OF FICE US OFPAIIMUNT OF ENEMGY  BONIE VR I E FOWEH ADMSSSTHAIION BPA 1845 NOV 1987
Y S SUPERSEDED/OBSOLETE Sacte Suee boont KIRIH Sem congoannationn o KE Y feam,

.




BPA
RECORDS |
MANUAL

CHAPTER
1SUPPLY SERVICES

M ——

ZFILB GUIDE AND RETENTION SCHEDULE
i L

04-15-88
DOE/NARA

>0

LM

K

E
v

v

A - ACTIVE
P PEAMANENT

S SUPEHSEDED/OBSOINE TE

x FIHST LETTER IN AHEA OFFICE HOUTING (L, T. U, w)
Z - OHIGINATING Of FICE

Srece o B s coplaeaatiate ol B b,

T omce - _RETENTION PERIOD
. OFFICE OF RECORD__ | OTHER COPIES
RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION OF TN T T stonAGE N
RECORD JE
OFFICE 8PA FRC OFFICE
I _ _ — e ;S -
of $25,000 or less acquired-using Small Purchase procedures SSL
iden n Part 13 of the Bonneville Acquisition Guide.
Disgdsition: 3 years after ment. Close file
at the end of the fiscal year, retain 3 ye destroy
except that files on which actions are pending shall
brought forward to the next fiscal year's files for \‘\ .
destruction therewith.
AUTWW__Z'ZZS.Z G LOTI Wi
—Gonstruction—Contraots- - MK y ‘v"és A
tion, solicitation, addendums, mailing listsy Wiﬂ\!rown
bidders' data, bonds, abstracts, contract,
performance and payment bonds, dence and related
papers pertaining to award, administration, acce
and payment. \J\_pm
AUT 1) I
—Grants—and-CooperativeAgresnents— SR ____{ See. Dispasitian A
or _applications, financial assistance award, U/A"I\men
project reports, ificates, agreements, .
memoranda, correspondence, and other ré@
to receipt, review, award, evaluation, status and "\L\
monitoring of grants and cooperative agreements, ]
allocation of funds,—and-preject—budgete— E————

NG R PATIAE N O ) Ny

HONKE VICE OWE T AUMINIS RN

BPA 1845 NOV 1937



BPA
RECORDS
B MANUAL

CHAFIEN

Blo ySUPPLY SERVICES
1

mr -

e e s e e o
AFILE GUIDE AND RETENTION SCHEDULE
1

RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION

"RETENTION PERIOD

5U-6

mO» v

Q

04-15-88
DOE/NARA

oMt

OFFICE

or until expiration of warranty and latent defects
period. Transfer fiscal year block to Federal Records
ter after 2 years. .

d documents about the
ayment for services
d development
ed by and

Requisition, agreement, and re
award, administration, termination,
such as engineering, economic, and resgearc
studies obtained from government entities. Main

for the Contracting Officer.

Disposition: 3 years after final payment. Close file

at the end of the fiscal year, retain 3 years and destroy
except that files on which actions are pending sliaj]l be
brought forward to the next fiscal year's files for
destruction therewith.

\;\“-

oF OFFICE OF RECORD 'OTHER COPIES
RECORD ™ . Stomase N
OFFICE . BPA FRC OFFICE
- ‘
g i
SR See Disposjition

T

AUTHORIZATION: —GRS.-3/4(a){2) 3[341.

P . PERMANENT

BU-13 Socio-Economic Programs
Material relating to small, minority, and woman-owned
businesses.
AUTHORIZATION: Recommendation of Management
K A - ACTIVE ‘ x - FIRST LETTER IN AREA OFFICE ADUTING (L. T, U W)

Z - ORIGINATING OFFICE

S - SUPEASEDED/OBSOL ETE

4

St e b0t HOLEH for oo dations of KEY G

SR

AfZYIB

U DU PRISMENT F ¢ M RLY

BUNNL Vi €3, POV 1 ADMISS S1aaT 0 B

BPA 1345 NOV 1987



BPA
RECORDS
MANUAL

CHAPTER

FILE CODE

P
810 1SUPPLY SERVICES g;
£ 0 04-15-88
g DOE/NARA
S S e e e, - e . R
EPILB GUIDE AND RETENTION SCHEDULE
R § ) I g -
o T omc; " RETENTION PERIOD
' OFFICE OF RECORD | OTHER COPIES
RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION OF - STORAGE - N
. RECORD e
OFFICE BPA FRC OFFICE
Materials Management SR At+lyr A
Material relating to inventory management, material storage MM
and disposal, tools and work equipment, BPA Standards
Catalog, and property management policies. See also FI-13,
Property Control. ’
AUTHORIZATION: Recommendation of Management
- Inventory-—Management SRM i
Material relating to BPA stock and non-stock items, as MM defké
as System Equipment Records (SER). Includes all xD ' Mn
items in A Standards Catalog, management of
substation, transm and general stock jtem material
inventories, and material a ipment loans to non-BPA
organizations. See also SU-14-12, ndards Cétalog, and
SU-14-17, Maintenance Catalogs.
(a) System equipment records SRM—] S s
(b} Material reguests. i SRM Atlyr [
MM
xD

L 4
A - ACTIVE
P - PERMANENT

K
E
Y

x - FIRST LETTER IN AREA OFFICE ROUTING (L. T.U. W)
2 - ORIGINATING OF FICE

S - SUPERSEDED/OBSOLETE

e S ot HOD M tor ecapoaanationy o KEC e,

U5 DEPAIIMENT O ba1 1Y BONNEVIUEE PUWE I ADMINIS TRATKON

BPA 1845 NOV 1987
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RECORDS §
B MANUAL

SUPPLY SERVICES

M oo -

AFILE GUIDE AND RETENTION SCHEDULE
r e - -

FILE CODE

SU-14-11
{cont.)

SU-14-12

SU-14-13

RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION

(c) Equipment loans

AUTHORIZATION: Recommendation of Management

BPA Standards Catalog

Material relating to the maintenance of the BPA Standards
catalog, including stock and non-stock items, Stock/Catalog
Recommendations, and the Material Identification System.

AUTHORIZATION: Recommendation of Management

Tools and Work Equipment
Materials relating to stock and special tools and work

equipment. Includes requests, tools and work equipment
custodian inventories, and the Ross Stock Catalog.i

(a) Tools and Work Equipment Requesth
(b) Tools and Work Equipment Custodian Inventories
(c) Ross Stock Catalog

AUTHORI ZATION: Recommendation of Management

K1 a-actve
P . PEAMANENT

Y

i

S - SUPEASEDE(OBSOLETE

# - FIRST LETTERIN AREA OFFICE ROUTING (L, T. U, W}
Z - ORIGINATING OFFICE

G Sest Weons MO b szapoarsiahon o) KEY heses

" RETENTION PERIOD

5U-8

mQa» T

04-15-88
DOE/NARA

m=t»0Q

OFFICE

OF
RECORD

MM
xD

.| SRM

SRM

SRM

SRM

SRM

US LR PASIMENT (8 & Gy

iN STORAGE
OFFICE T aea T eRe
‘A
A+5yrs’
A+5yrs
A+3yrs
S

__ OFFICEQFRECORD

FRC

OTHER COPIES
N
OFFICE

A

U Vit LE PUWA H AUMSNTSTIAN BN

BPA 1845 NOV 1987




» <4

. CHAPTER . U-9
BPA 810 1SUPPLY SERVICES G
; RECORDS '
{1 B MANUAL E 0 04-15-88
llE DOE/NARA
gFILE GUIDE AND RETENTION SCHEDULE
S T S e e T, . el e
T o S i 'RETENTION PERIOD -
. OFFICE :
OFFICE OF RECORD | oTHER CcOPIES
FILE CODE _ RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION ofF | SRSt TR "
' RECORD e
FRC ) OFFICE
3.4-14 Material Storage o ' ~ |srm
: Materials relating to the atorage and warehousing of
items at the Ross warehouse, Washougal Material Yard,
and outlying storage facilities under the management of
2 - the Supply Operations Section 7SRMA).
£ . AUTHORIZATION: Recommendation of Management
gu_ﬁg:if:if::::___Iataalal_ntgposai SRM
B ) Materials relating to the disposal of all excess material :
. an ent at BPA. 1Includes property disposed of
through DOE, G term contract, and donation. See
also FI-13, Property Controls
2, 29 A5
(a) Transactions of more than $10;000 4yrs A
(b) Transactions of $38+600 or less ;; A
® GRS —
Je s S oI Aana—Fxrit rs—Hanmnook—P=Y \
5U-14-16 Personal Property Policy SRM A+lyr A
Material relating to BPA personal property policy on
expendable materials and supplies and issuance of the BPA
Personal Property Policy Manual. See also PI-13-17,
Personal Property Accounting System Procedurea, and MN-14,
Manuals/Handbooks. . EN“' B
AUTHORIZATION: Recommendation of Hénagement _
K A AC'I:E = HIRSTIETIERIN ARLA OFFICE AOUTING (W T .U W)
E| ¥ Peamanent 4 OMGINATING OF FRCE ) 1S N AT 1 1 € i A I e T AT DA BPA 1845 NOV 1987
v S SUPEHSEDED/OHSONE TH o o I Bt gt o L€ 0 .




BPA

RECORDS ;
"AANUAL

CHAPTER

‘810 SUPPLY SERVICES

!

P -

- » i

FILE GUIDE AND RETENTION SCHEDULE

FILE CODE

5U-14-17

5U-15

5.5-11

RECOADS SERIES TITLE, DESCRIPTION, AND DISPOSITION

Maintenance Catalogs
catalogs and related data prepared and maintained by
System Maintenance for stock and nonstock parts, equipment,
and materials used in maintaining the power transamission
system. See also SU-14-11, Inventory Management, and
SU-16-13, Maintenance and Repair.

(a) Substation Maintenance Parts (SMP) Catalog
(b) System Protection Maintenance (SPM) Catalog
(c) Power System Control (PSC) Catalog

AUTHORIZATION: Recommendation of Management

Quality Assurance
Material relating to BPA's Quality Assurance Program

'AUTHORI ZATION: Recommendation of Management

Bidders' Information File
Centralized file of vendor history used to support factory

surveillance and contract administration. Case file by
vendor name.

AUTHORIZATION: Recommendation of Management

Kl a - acve
E P - PERMANENT

Y

» FWRSTLEYTER IN AREA OFFICE ROUTING @, T U W)
T - OHIGINA TING DF FICE

S - SUPERSEDED/ORSCHETE

R TE, L I L ETRRI L L  CIRL AL S I A TTITIN

| orHER coPies
N

" RETENTION PERIOD
ot o ormecomD
RECORD] B o STOmeE

« OFFcE 4 B | e
MM A+5Yyrs8

srg | s

srg | s ’

¢ SU-10
A
G
B

0 04-15-88
! DOE/NARA

OFFICE

A

BPA 1945 NOV 1987




B Bra
Bf  RECORDS
il 8 MANUAL

CHAPTER

810 'SUPPLY SERVICES

mr -

U em e e s e s el e
aFILE GUIDE AND RETENTION SCHEDULE
T

FILE CODE

SU-15-13

5U-15-14

5U-15-15

EU-15-16

”HBPA 8pecifications

RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION

RETENTION PERIOD

-

mo»v
72}
[}
|
[
-

T me>»0

Master copies of BPA material specifications. Case file

by BPA specification number.

AUTHORIZATION:

Recommendation of Management

Factory Surveillance Activities

Material relating to activities involved in factory
inspection and tests.

AUTHORIZATION: Recommendation of Management

Inspection and Test Plans

Centralized file of approved vendor inspection and test
plans. Case file by vendor name and contract number.

AUTHORIZATION: Recommendation of Management

Programs for Supply Contracts
Quality program requirements for supply contracts.

AUTHORIZATION: Recommendation of Management

Programs for Service Contracts
Quality program requirements for service contracts.

AUTHORI ZATION: Recommendation of Management

[ 4
K| a-acmve
E P .- PERMANENT

Y

x - FIHST LETTER IN AHEA OFFICE ROUTING (L. 1. U, w)
2 ORIGINATING OFFICE

S SUPEHSEDEDN/OBSOLETE

- O e HODH b et ol ¥4 ¢ e,

,77 ""
OFFICE OFFICE OF RECORD
OF N STORAGE
RECORD c
OFFICE 8pPA FRC
SRQ 5
SRQ 3yrs
‘N i . ;1
SRQ S |
. . : E A N
SRQ 2yrs
SRQ 2yrs

ENDING

] or+en copies

04-15-88
DOE/NARA

N
OFFICE

G5 DLEANIMET (8 CNEIRY HONNE VILEE CUWE I ADMITKSTHATION

BPA 184S NOV 1987




BPA
I!  RECORDS
J o MANUAL

CHAPTER

810 SUPPLY SERVICES

M -

i e e e
AFILE GUIDE AND RETENTION SCHEDULE

FILE CODE

SU-15-17

SU-15-18

18U-15-19

jsu-15-20

5U~15-21

Quality Assurance Program Manuals

Centralized file of vendor quality assurance program
manuals. Case file by vendor name.

AUTHORIZATION: Recommendation of Management

Qualified Bidders® List
Material relating to qualification of vendors and
supporting data. Master copy of QBL Program. Case

file by vendor name.

AUTHORIZATION: Recommendation of Management

Quality Control
Material relating to quality control activities.

AUTHORIZATION: Recommendation of Management

Quality Costs
Material relating to quality costs data/analysis.

AUTHORIZATION: Recommendation of Management

Qualified Products Lists
Material relating to qualifications of vendors and
supporting data.

AUTHORIZATION: Recommendation of Management

K{ A-actve
E| P PERMANENT

L 4

Y S . SUPEHSEDED/OBSOLETE

5 - FIAST LETTER IN AREA OFFICE ROUTING (L. T.U. W)
I ODIMGINATING OF FICE

Keas Sace tors HOUK e gl cthers oL KEY W

P SU-12
G
a
B 04-15-88
! DOE/NARA’
oF OFFICE OF RECORD OTHER COPIES
RECORD] " STORMGE . N
i OFFICE BPA FRC. OFFICE
SRQ s
SRQ S
SRQ 2yrs s
SRQ S
SRQ s
S U PRI N M § R PG BN YN 1 E PO H AU Y § HAS e m mswv 'g’]




»

: CHAPTER » SU-13
A
BPA 810 1SUPPLY SERVICES G
RECORDS E - B
B MANUAL 3 © 04-15-88
; DOE/NARA
R D D - I _ .
aFILE GUIDE AND RETENTION SCHEDULE
—— A - e e VT . N
I I D ~ RETENTIONPERIOD
: OFFICE Lo e
OFFICE OF RECORD OTHER COPIES
FILE CODE RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION OF TN “Tsrorace VT w T
RECORD ) e .
: OFFICE sPA | FAC OFFICE
SUQ—zz Quality Problem Notices ‘ SRQ (] _ A
: Records of quality problem notices (QPNs) issued and
statements of corrective actions by contractors. _ pEN“I R
AUTHORIZATION: Recommendation of Management '
SU-15-23 Reliability/Availability/Maintainability Requirement SRQ 2yrs
Material relating to reliability/availability/
maintainability (RAM) requirement and related activities. H[ND'N"
AUTHORIZATION: Recommendation of Management . . ‘ ' :
5U-15-24 Receiving Inspection Activities SRQ  3yrs
Material relating to the inspection of materials
received by BPA.
‘ AUTHORIZATION: Recommendation of Management ' [N"l G
5U-15-25 Reliability Improvement Warranties . SRQ 3yrs
Material relating to activities of BPA's Reliability
Improvement Warranties (RIW) Program.
AUTHORI ZATION: Recommendation of Management EN“' ﬂ
EU-15-26 Sampling Plans . SRQ S
Material relating to sampling plans and their application.
AUTHORIZATION: Recommendation of Management . pENDING
K| ~- ACI’I\'IE x - FIRST LEVFER IN AREA OFFICE ROUTING (L, T. U, W)
E P - PEAMANENT Z  OHIGINATING Of FICE Ut OFPAITMENT O F e ey BORHE VI E R 8 AOMINSTHAT R BPA 1845 NOV 1987
Y S SUPERSEDEL/OBSOLETE Canie S T HOO W o esploanalion GEEL ¢ e, ) ’




CHAPTER
| ' P SU-14
BPA 810 |1 SUPPLY SERVICES ¢
RECORDS ' S
B MANUAL £ 0 04-15-8t
| I DOE/NARP
T T TP
a FILE GUIDE AND RETENTION SCHEDULE
e 1 b e e e e e o e e e OFnc; e o
FILE CODE RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION OF | WM_OFF!CE OF RECORD . _}OT HEB,EQP €S |
RECORD OFFICE OFFICE
5U-15-27 Statistical Process Control SRQ 3yrs
Material relating to statistical process control (SpC) »
' ‘ and its application.
AUTHORI ZATION: Recommendation of Management
SU-15-28 Test Reports ) SRQ 15yrs ISyrs
Material relating to testing done by manufacturers on
equipment purchased by BPA. Case file by vendor name and
contract number. PEN“I“B
_ AUTHORIZATION: Recommendation of Management
WMW* SSK.-} 2yrs ; lyr
\\ Material relating to requests for supplies and equipment. g
FI-13, Property Control, and SU-12, Routine , '
Procurementsy
AUTHORIZATION: GRS 375 %
SU-16~11 : Personal Property Requisitions SSTE S+lyr S
Material relating to inventories of office equipment, \\
including numbered office equipment. ———
AUTHORIZATION: RPA Records Schedule and Files Handhaok PM-1 Nﬁ“““-~_
K A - ACTIVE s - FIHST LEVIERIN :.‘-\REA OFFICE BOUTING (L. T U. W)
E P - PERMANENT 2 - OHIGINATING OFFICE LES M PRI NT (M F MR PGy BURir v 11 PUWE 3 ADMSM S BAE M BPA 1845 NOV 1987

S - SUPERSEDED/OBSO! ETE
Y - St G tiens D H B0 sophanahon of REY e
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CHAPTER

’ » SU-15
'BPA 810 , SUPPLY SERVICES {;
i .
'RECORDS : 1
B 'MANUAL : g 04-13-88
! ' E DOE/NARA
EFILE GUIDE AND RETENTION SCHEDULE
O 15 U
I T - T T Tl I RETENTIONPERIOD
. OFFICE T
OFFICE OF RECORD | OTHER COPIES |
FILE CODE ' RE_CORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION : OF N STORAGE - % N
' ‘ B | RECORD OFFICE 7 I " OFFICE
T : BPA 29 and material relating to the SRMC '
. receipt of equipment. :
1 . . F\'\J
SU-16-13 Maintenance and Repair ' ' SSTE A+lyr A
Material relating to the maintenance and repair of BPA-owned MM
or leased office and substation equipment See also xD
SU-14-11, Inventory Management, and SU-14-17, Maintenance
Catalogs.
AUTHORIZATION: Recommendation of Management
Ssu-17 Materials Management System I. ) SWSI 3yrs Syrs 2yrs
. Material relating to the implementation of the automated ,
materials management system.
AUTHORIZATION: Recommendation of Management : "n'
SU-17-11 Current System SWSI 3yrs 5yrs 2yrs
: Material relating to the analysis of the manual materials
management system.
AUTHORIZATION: Recommendation of Management PEND'
K. A - ACTIVE . FIRSTLETTEH IN AREA OFFICE HOUTING it.. T.U. W)
E P PEHMANENT 2 - OHIGINATING OFHICE U U EARTME R O ENENGY  BONNE VT FOE HADMING THATION BPA 1845 NOV 1987
v S SUPENSEDLD/OBSOLETE

A CEE UL AR TN RN EE T RTPWI TRIIREUN 4 B A TR TTTEN



™
RECORDS
N MANUAL

SU-

SU-

FILE CODE

5U-17-12

17-13

17-14

CHAPTER

810 }SUPPLY SERVICES
T
L
E
B e e e e -
aFILE GUIDE AND RETENTION SCHEDULE

— T. e -

RECORDS SERIES TITLE, DESCRIP?ION, AND DISPOSITION

Scheduling

Material relating to the conversionjfrom the manual to
the automated materials management system.

AUTHORIZATION: Recommendation of Management

Cost-Benefit Analysis :
Material relating to the cost-benefit analysis prepared
for the proposed automated system.

AUTHORIZATION: Recommendation of Management

MMS History
Material detailing how the automated system evolved.

AUTHORI ZATION: Recommendation of Management

K

Y

A - ACTWVE
P . PERMANENT

x - FINST LETTER IN AHEA OFFICE ROUTING (L, T, U. W)
Z - ORIGINATING OF FICE

S - SUPERSEDEV/OBSOLETE

A4

S ezt one BODH tor espliaigion of KEY teone,

__RETENTION PERIOD

: OF;CE i ~ OFFICE OF RECORD
RECORD " - :
v OFFICE ) FRC
SWSI | 3yrs Syrs
swWs1 | 3yrs Syrs
sws1 | 3yrs Syrs

OTHER COPES |

US INPAHINGNT OF ENERGY  BONNE VILTE FUWEH AUMINMISTRAIION

|2 04-15-88
! DOE/NARA

IN
OFFICE

Zyrs

2yrs

2yrs

BPA 1345 NOV 1987
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CHAPTER -1

mo» T

TRAVEL AND TRANSPORTATION

BPA 810
RECORDS
MANUAL

P -t -y

04-15-88
DOE/NARA

M=»0Q

FILE GUIDE AND RETENTION SCHEDULE

l=D» 0.

__RETENTION PERIOD _

= : : OFFICE OTHER COPIES
FILE CODE RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION [ e " 1T W
RECORD OFFICE T OFFICE

o e mmimce i m ee et 4 e et e A i oo e )...,__.,___. - IOy SR —- C e B
See Dispopition A+lyr

'. : TRAVEL AND TRANSPORTATION
Material relating to the movement of goods and persons under
FPederal Property Management Regulations and reimbursement of
employees for travel expenses under the Pederal Travel
Regulations. 1Includes transportation requests, travel
authorizations, payment to employees, bills of lading,

use of aircraft and motor vehicles, and fuel used for such
transportation. Data may be recorded on various media
including paper, film, tape, disk, or diskette, unless
otherwise specified in the narrative disposition.

Disposition: 1In accordance with instructions for specific
material described by the following related subjects.

~FP-31 ———  Bmpleyee—Pravel _ | psoz] A 2yrs | Ayrs lyc
~\\5\\‘5~\\~ Material relating to reimbursing individuals for official
. : 1. Includes travel authorizations, travel vouchers,
and trans tion requests. A microfilm copy of these
records is mainta the Office of Record for its
convenience on an as-neede not to exceed the official

retention period of seven years.

AUTHORIZATION: BPA Records Schedule & Files Handbo
FM-1(3),21,&27

TT-12 Transportation--Passengers and Freight : Y/ g§;;:;\\‘~4~§\\\\s~ )
Material relating to freight consisting of export T
certificates, transit certificates, demurrage card record : ““~4~\;\\\\

books,—shippingdocuments pertinent to freight : =

K 4
K| A-acive * FIRST LETTERIN AREA OFFICE ROUTING (L. T.U. W) ]
E P - PERMANENT 2 ORIGINATING OF $1CE G5 U AT M ) o IR, B NN VR 1R DT AL THATRON BPA 1845 NOV 1987

S SUPERSEDED/OASOIETE
Y Corees e ot HUEA Beoar g ateation of K07 b,
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. SSEEINY vAvv . A —
BPA 810 1 TRAVEL AND TRANSPORTATION g
RECORDS ; , .
B MANUAL € o 0 04-15-8
. 1‘ o ! DOE/NAF |
. . . . Ce e S ,
A FILE GUIDE AND RETENTION SCHEDULE 4
T e e
OFFICE OFFICE o:E F:::(T)':: = OTHER COPIES
FILE CODE RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION oF | ‘N7 Teromage T e T
RECORD s e e
R e e IR e f. | oFReE
] o113 cl 1
nt.) bills of lading, shortage and demurrage reports, and supporting
documents. Alsoc includes Government Transportation Requests
. Re) for common carrier transportation services. Office of
Recor usually DSDT or SRQB.
AUTHORI ZATION: A 9 {b
TT-12-11 Preight Bills 4 3yrs
Bills of Lading for common carrlier rtation,
shipment of household goods, and transporta of goods.
NOTE: Office of Record is usually DSDT or SRQOB.
AUTHORIZATION: GRS G //[, T
T™r-12<12 Passenger Bills snnc.\\;;:;"“\- a
Material relating to payment of Government Transportation \\M““~\\
: Requests (GTRs). \\‘Ns\\‘
__. AUTHORIZATION: —GRS-8/1 \
' TT-12-13 BPA Rail Cars, Carrier Files, Hazardous Material SRQB} S
All material relating to the four BPA-owned rail cars
including drawings, file of commercial carriers in
alphabetical order, and regulations pertaining to
shipments of hazardous material. See also EQ-18,
Hazardous Waste Management Program.
AUTHORIZATION: Recommendation of Management
K} a.actE x FIRST LETTER IN AREA OFFICE ROUTING L. T, U, W) .
P . PERMANENT I ORGINAT 1
5 s . smmmo"me'e V:"-“ b'“ ""‘A'.:'::i:,::::." oA R ¥ 4 M PRPEERE NE O § el tuy BONMA VA 17 M1l 1 A{GiS T AT L N “ m"")v |H’

K
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CHAPTER _ e T-3
BPA 810 1 TRAVEL AND TRANSPORTATION G
] RECORDS ' .
B MANUAL £ © 04-15-88
Cod ! DOE/NARA
L N €
! :A: FILE GUIDE AND RETENTION SCHEDULE
: e W e - e e e
I B T e T RETENTION PERIOD
: OFFICE e o e
OFFICE OF RECORD OTHER COPIES |
FILE CODE RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION oF F—w sornce W T
RECORD OFFICE 8PA fAC OFFICE
@214 | 86 substation and Storage Yard Shipping Destinations | swgs| s
Shipping destinations for all BPA substations and storage
vards in alphabetical order. “lm
AUTHORIZATION: Recommendation of Management '
TT=12~=15 Lustoms==nlmnport/Export —SRQB/] 3ycs
Records of all import and export shipments made on behalf
of BPA; special U.S. Customs forms required for import and
€ t. '
AUTHORIZATION:
TT-12-16 Freight Rates SRQB 3yrs

Material relating to freight rates commercial carriers
for studies and movement of BPA equipment &

AUTHORIZATION: GRS 9/1(c)
TT-12-17 Rail, Truck, Ship Reports and Tracing Sheets SRQB \ns.s\
Material relating to shipment of BPA materials and

equipment from the contractor's plant to BPA by rail, ‘ \\\\“-
truck, and ship. \\

AUTHORIZATION:—GR6—9/1{e}
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CHAPTER e TT-4
BPA 810  TRAVEL AND TRANSPORTATION ' : : .é
RECORDS E .
MANUAL € 0 04-15-88
) E DOE/NARA
A FILE GUIDE AND RETENTION SCHEDULE
— t ———— e e ——— e et e e bv i et b e e - R b e —— PR — —
T T e B ()_lrr;ce " RETENTION PERIOD
OFFICE OF RECORD ] otHER COPIES
FILE CODE RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION OF N STORAGE B A -
RECORD OFFICE “8PA FRC OFFICE
<<:T22-13-———————Land—and—Soa—¥oh#oloagf 3456 A-
_ Material relating to assigning, scheduling, dispatching,
operating, and maintaining land and sea vehicles in the
: course of official government business. Includes heavy
: m le equipment such as bucket trucks and cranes. Does not
inclu terial about vehicular accidents or about the
purchase, s transfer, exchange, or disposal of vehicles.
AUTHORIZATION: GR
TT-13-11 Fleet Management MMNB A+3yrs A
: Material relating to GSA fleet mana ent {(motorpools and
vehicle assignments). '
AUTHORIZATION: GRS 10/7 .
T™r-13-12 Assignment Records MMNB A+3yrs A
Material relating to assignment of BPA-owned vehicles. \\\\\\ '
b AUTHORIZATION: GRS 10/7 - "
TT-13-13 Service Requests MMND 1lyr \\\\\\\\ ' A
Material relating to the service and repair of government- \\\\\\\\ .
owned vehicles. ' g\\\\\\\\>
AUTHORIZATION: GRS 10/2¢b) ' : :
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BPA ‘
RECORDS
MANUAL

CHAPTER
t TRAVEL AND TRANSPORTATION

me——

FILE GUIDE AND RETENTION SCHEDULE

1= D> v

TT-14-11

Ti.‘4—12

TT-14-13

 Adrcraft

‘government business.

RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION

Material relating to assigning, scheduling, and dispatching
fixed-wing and other aircraft in the course of official
Not included are records about
accidents and the purchase, sale, transfer, exchange, or
disposal of aircraft. '

AUTHORIZATION: Recommendation of hanagement

Fixed Wing
Material relating to the usage of fixed wing ajtcraft

including registrations and insurance.

AUTHORIZATION: Recommendation of Management

Helicopter :
Material relating to the usage of helicopters including

registrations, insurance, noise complaints.

AUTHORIZATION: Recommendation of Management

Flight Logs
Records of flight logs for all aircraft (fixed wing and

helicopter). Establish case files by type of aircraft
and serial number.

AUTHORIZATION: Recommendation of Management
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f CHAPTER p TT-6
' 'BPA 810 ; TRAVEL AND TRANSPORTATION c:; .
FECORDS E
B MANUAL E D 04-15-88
i ' é DOE/NARA
EFILE GUIDE AND RETENTION SCHEDULE
S B O . - S
S e e e e e e e ::
' OFFICE PRy
» ‘ . ) OFFICE OF RECORD _ | oTHER CcoPIES
FILE CODE RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION OF TN e N
RECORD
OFFICE OFFICE
TT-14-14 |  Adrcraft Maintenance o MC
. (a) Material relating to maintenance and alteratidn of S
. each aircraft and of each engine, propeller, rotor, and
appliance of an aircraft.
AUTHORIZATION: Federal Aviation Regulation 91.173(b)(1)&(b)(3)
(b) Materials relating to total time in service for each A
aircraft.
AUTHORIZATION: Federal Aviation Regulation 91.173(b)(2)
PE=1§ Euel MMNB ) 2yrs A
Material relating to the consumption of fuel for vehicles.
BPA Records Schedule & Piles Handbook EMP-21&32(a)

TT-15-11 Fuel Utilization MMNB | 2yrs A
Material relating to BPA's fuel ut
AUTHORI ZATION: BPA Records Schedule & Files Handbook )

TT-15-12 Fuel Logs wune | Zyes—0o_ | A
Material relating to BPA's vehicle fuel logs. L“\-\N
AMWMW&ML%J e
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1 TRAVEL AND TRANSPORTATION
RECORDS |
B MANUAL L
EFILE GUIDE AND RETENTION SCHEDULE
- N B S e e e e e e e e e e et e e

FILE CODE

’i‘s’:ji """ _

RECORDS SERIES TITLE, DESCRIPTION, AND DISPOSITION

RETENTION

PERIOD

OFFICE

OF
RECORD

OFFICE OF RECORD

Fu [d &

MMNB

~ Monthly reporto—ef£fuel inventory in fuel tank.
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p TT-7
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E

0 04-15-88
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N STORAGE N
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AUTHORIZATION; —BRA-Records—Schedule——Riles—Handbook—ENR-2]
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