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Southwestern Power Administration
 
SF 115
 

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

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

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

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

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

OFFICE OF ADMINISTRATOR 

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

Item 1: Administrator's Schedule of Daily Activities (1000) 
The Administrator's daily activity material may include records documenting the 
"high points" of Senior Staff Meetings and Senior Staff Retreats kept on the agency 
intranet. Electronic files may include SWPA's Weekly Report to the Secretary of 
Energy, and the monthly 30-60-90 Day Report. The Internal Tracking System is 
managed by the Administrator's executive assistant to track all requests (via 
telephone, email, or postal mail) addressed to the Administrator requiring a response 
with a due date. The Weekly and 30-60-90 Day Reports are saved electronically on 
the network under \\pegasus\secretary. Highpoints of Senior Staff Meetings and 
Retreats are published to Southwestern's Intranet. 
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Also includes items covered by the Department of Energy, Administrative Records 
Schedule 23: Records Common to Most Offices, Item 5.1 : 

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

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

h.	 Eleetrallie eapies shaD faDaw: 
Department of Energy, Administrative Records Schedule 23: Records Common to 
Most Offices, Item 5. Schedules of Dailv Activities. Calendars, appointment 
books, schedules, logs, diaries, and other records documenting meetings, 
appointments, telephone calls, trips, visits, and other activities by federal 
employees \vhile serving in an official capacity, EXCWDl}J"G materials 
determined to be personal. [GRS 23(5)] 

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

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

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

TEMPOR}' ..RY. Cut off at the end of the fiscal year. Destroy or delete TNhen 
no longer needed for convenience of reference. 
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Item 2:	 Agency Mission, Vision, Strategic and Objective Plans (1020) 
Material related to SWPA 's mission, vision, strategic, and objectives plans, includes 
long-range plans, 5-year plans, plans are developed in accordance with authority 
delegated to SWPA. (Based on NCl-387-76-1 p. 167) 

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

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

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

LEGAL 

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

Item 4:	 Equal EmpleymeBt CemplaiBts (1660) [CRS 1(25)J 
Records used by General Counsel but not filed in the official discrimination 
complaint case file. Filed in Legal Records, File Room #1604. 

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

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

TEMPORARY. Cut off at end of fiscal year. Place in inactive file when case 
resolved. Destroy 2 years after final resolution of case 
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Item 5: FFeedom of IBfeFmfttion Aet (FOIA) (1700) 
a.	 GeneFftl. 

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

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

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

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

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

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

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

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

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

d.	 Copies of FetIuested FeeOFds. 

TEMPORARY. Dispose of in accordance v/ith approved agency disposition 
instructions for the related records or "'lith the related FOIA request, whichever is 
larer. 
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Item 0:	 PriYsey (1800) 
Records relating to general implementation of the Privacy Act including notices, 
memorandums, routine correspondence and related papers. Filed in Legal Records, 
File Room #1604. 

8.	 Priysey Aet CeDersl AdmiBistrsti"<'e Files. Records relating to the general 
agency implementation of the Privacy Act, including notices, memoranda, routine 
correspondence, and related records. [CRS 14(10)] 

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

b.	 Pri¥sey Aet Reports (1810) 
Records relating to recurring reports and one time information requirements 
relating to Southwestern implementation, including biennial reports to the Office 
of Management and Budget (OMB), and the Report on New Systems at all levels. 
Filed in Legal Records, File Room #1604. [CRS 14(25)] 

TEMPORARY. Cut off at the end of the fiscal year. Destroy 5 years after cut 
eff.. 

e.	 Pri¥sey Aet Requests (1820) 
Csse files created in response to requests from individuals to gain access to 

their records or to any information in the records pertaining to them, as 
provided for under 5 USC 552a(d)(1). Files contain original request, copy of 
reply thereto and all related supporting documents. Filed in Legal Records, 
File Room #1604. [CRS 14(21)] 

1) Appro¥ed 

TEMPO~'\RY. Cut off at the end of the fiscal year. Destroy two years 
after cut off. 

2)	 DeDied 

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

3) Offieisl	 me eopy of requested reeords 

TEMPO~\RY. Dispose of in accordance with approved agency 
disposition instructions for the related records or vlith the related Privacy 
Act request, \vhichever is later. 
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Item 7: Legal Correspondence (2000) 
Correspondence, memorandum and documents regarding legal services and 
procedures related to SWP A 's right to participate in litigation and to take other legal 
action. The official record copy is on one medium, paper, unless otherwise specified. 
Arranged by subject. Annual accumulation is less than 1 linear foot. Filed in Legal 
Records, File Room #1604 and electronically at N:\Dept_Legal\WP\2000\. 

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

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

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

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

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

Item 10: Proposed IlBd PeBdiBg LegisllltioB Cllse Files but Not EBlleted (lOll) 

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

Case files regarding proposed and enacted State Legislation vlhieh documents and 
bills relating to SVlPA functions and responsibilities, includes cooperative efforts 
behveen S\VPA, other agencies, groups, or individuals and the states in obtaining 
particular legislation; related correspondence, copies of legislation, surveys of needed 
laws or amendments, hearings, and comments. The official record copy is on one 
medium, paper, unless otherwise specific. Arranged by subject. A.~.nualaccumulation 
is less than one (1) linear foot. Filed in Legal Records, File Room #1604. 

PER1\4A....1\TENT. Cut off at the end of the fiscal in v,hieh related legislation is 
completed. Maintain onsite for 5 years after cut off and then transfer to offsite 
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Item 11:	 Litigation Case Files (2040) 
Case files relating to legal action or judicial proceedings pertaining to that action, 
filed against SWPA or by SWP A as a lawsuit in either an administrative agency or a 
court. The official record copy is on one medium, paper, unless otherwise specified. 
Including by not limited to: Judicial litigation - includes documentation needed to 
prepare for judicial proceedings before a body that may consist of a judge or judges 
and a jury. Cases arranged by subject and divided into three categories: 1) Cases 
against SWPA; 2) Cases SWPA is a party; and 3) Board of Contract Appeals. Annual 
accumulation varies from less than one linear foot to three linear feet. Filed in Legal 
Records, File Room #1604. 

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

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

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

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

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

SWPA SFl15 - FINAL VERSION 
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hem 14:	 MeFit Systems PFoteetioB BOftFd (MSPB) Cftse Files (2087) [GRS 1(30») 
Files of eases filed with the MSPB. Filed in Legal Records, File Room #1604. Covers 
records relating to grievanees, adv:erse actions and performanee based actions raised 
by agency eftl.13loyees,e*cept EED complaints ineh:ldes statements of witnesses, 
reports of intervie'tvs and hearings, e*aminer's findings and reeommendations, a eopy 
of the original decision, related correspondence and eJdHbits, and records relating to a 
reeonsideration reEIuest.A1so includes a copy of the proposed adverse action with 
supporting documents; statements of witnesses; employee's reply; hearing notices, 
reports, and decisions; reversal of action; and appeal records, EXCLUDING letteFs 
of FePFimftBd whieh ftFemed ill the OPF. 

TEl\'1PORt~. Cut of at the end of fiseal year in vffiich case is resolved. Destroy 
no sooner than 4 years but no later than 7 years after out off. 

hem 15:	 Equftl EmploymeBt OppOrtuBity CoBHBissioB (EEOC) Cftse Files (l088) [GRS 
1(25)(ft)] 
Originating agency's file eontaining eom.plaints with related correspondence, reports, 
emibits, withdrav/al notices, copies of decisions, records of hearings and meetings, 
and other records as described in 29 CFR 1613.222. Cases resolved 'Nithin the 
agency, by EEIualEmployment Opportunity Comrn.ission, or by a U.S. Court. 
Arranged by case file. File in Legal Records, File Room #1604. 

TEMPORfLRY. Cut off and the end of the fiscal year in which ease is resolved. 
Destroy 4 years after out off. 

Item Hi:	 MOBthly Usftge of OBline Legftl ReSeftFeh Tools (2245) 
Electronic files and hard copy printouts ereated to monitor sy'stem usage, including, 
but not lim.ited to, log in files, password files, audit trail files, system usage files, and 
cost back files used to assess charges for system use. Used for billing purposes. Cut 
offend of fiscal year. Arranged by system. Filed in Legal Records, File Room #1604. 
[GRS 20(1)(e)] 

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

Item 17:	 Employee RespoBsibility ftnd COBduet peF the Ethies PFogFftm (3735) [GRS 

~ 
Includes Employee Financial disclosure' forms (450/278), also documents, reports, 
training rosters ofeftl.13loyeesreEIuired to complete 450's filed by eftl.13loyeename. 
Arranged by eftl.13loyeename. Filed in Legal Records, File Room #1604. 

a.	 Exeeutive BFftBeh PeFsoBBel Publie FiBftBeiftl DiselosuFe Reports (SF 278) 
ftBd Felftted FeeOFds. 

SWPA SF115 - FINAL VERSION 
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1)	 SF 278 reparts for individuals filing in aeeordanee '.vith Section 101(b) or (e) 
of the Aet, and not subsequently eonfirmed by the U.S. Senate or eleeted. 

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

2)	 AD ather SF 278s. 

TEMPORARY. Cut off at the end of the fiscal year. Destro)' when 6 years 
old; EXCEPT that documents needed in an ongoing investigation 'Nill be 
rctained until no longer needed in the investigation. 

b.	 ExeeutiYe Br8Beh CaBfiaeBtial FiBaBeial Diselasure Reparts (OCE Farm 
450) aBa CaBfiaeBtial CeFtifieates af Na New IBterests (OCE OptiaBal Farm 
450 A) aBa relatea reeards. 

1)	 OCE Farm 450s for individuals not subsequently confirmed by the U.S. 
Senate. 

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

2) i'...ll ather OCE Farm 450s aBa OCE OptiaBal Farm 450 As. 

TEMPORA ...RY. Cut off at the end of the fiseal year. Destroy 6 year after 
nominee eeases to be under eonsideration for the position; EXCEPT that 
documents needed in an ongoing investigation will "beretained l:Hltilno longer 
needed in the investigation. 
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Item 18:	 CeDers. Ethies Progrsm Reeords (3736) (CRSlS(I)]. 
RecoFds maintained by ethics pFOgFaITIoffices Felating to the development, Feview, 
implementation, and interpFetation ofpFOposed OFestablished exeOtitive bFanoo 
standaFds of ethical conduct and otheF ethics Fegulations; conflict of inteFest and otheF 
ethics Felated statutes and ExeOtitive OFdeFs;and any agency supplemental standaros 
of ethical conduct and otheF agency ethics Felated Fegulations and diFectives. 
Ineluding: FecoFdsdocumenting the Feview ofpFOposed OFestablished ethics Felated 
statutes and Fegulations by ethics pFOgFamofficials, including copies ofpFOposed 
legislation, cOITHIlents,and all Felated FecoFds; deteFminations, including advice and 
counseling to individual employees, and supporting FecoFds;FecoFdsFelating to 
Fequests undeF agency supplemental standaros of ethical conduct [oFpriOFapproval of 
outside employment and activities. {'..Isoincludes ethics log, training FOSteFS,and 
outside employment foFffiS.Filed in Legal RecoFds, File Room #1604. 

TEMPORARY. Cut off at the end of the fiscal yeeF. Destroy when 6 yeeFSold OF 
when supeFseded OFobsolete, wlricheveF is lateF. 

RATES AND REPAYMENT - GENERAL 

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

Arrange subject policy and procedure by fiscal year. 

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

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

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

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

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

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

or 

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

Item 35: OMBlFinancial Practices Task Group (Operations, Maintenance, and 
Replacements Costs) 
Notes and Information for a study requested by the Office of Management and 
Budget (OMB) of all 4 Power Marketing Administrations to assess financial 
management practices for consistency with other electric utilities". (Based on NC1-
387-76-1 p. 167) 

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

Item 47:	 FERC OFfleF 888&889 (Fftte Felftted) (6638) 
Orders and related inronnation as related to establishment of Southwestern policies 
and rate requirements. 

TEMPORf~Y. Cut off at close of odd number Fiscal Year. Transfer to Federal 
Records Center 4 years after out off. Destroy 20 years after cut off. 
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Item 48:	 Rate and Repayment Case Files (6640) 
By rate system, then divided into Congressional, DOE (FERC), customer, other and 
proceedings before FERC. - filed by year of study. Includes copies of all filing 
documents, motions to intervene by outside entities and notices to customers. 

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

p. 

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

Item 59: Rate DaeumeBts (6684) Non-record 
Reference materia-! and historica-! documentation of PERC dockets related to P!>.4As 

a. n4t.. Daekets (6684.1) 
Reference infonnation related to PMAs. 

b. Alaska Par/reF t..dmiBistFatiaB 0.<\Pl'+'..) (6684.11) 
PERC dockets and infonnation specific to APA. 

e. BaBBeville PaweF AdmiBistntiaB (BPt..) (6684.12) 
PERC dockets and infonnation specific to BPA. 
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ti. SoutheasterB Power AtimiBistratioB (SEPA) (6684.13) 
FERC dockets and information specific to SEPA. 

e. "'esterB l ...rea Power AtimiBistratioB (,,'APA) (6684.14) 
PERC dockets and information specific to WAPi\:. 

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

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

Item 60: Repayment (6690) 
Information on Federal investment 
p. 167) 

and changes in balances. (Based on NC 1-387-76-1 

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

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

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

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

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

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

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

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

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

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

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

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

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

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

Arrange alphabetically by customer for each fiscal year. 

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

SWPA SF115 - FINAL VERSION 
Page 22 of 126 



e
 
SFl15 Southwestern Power Administration 

==============--====================== 

INFORMATION TECHNOLOGY 

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

Item 77:	 IT PFogFsm DiFeetioB (3701) 
Infonnation that defines a strategic direction fer implementation of business process 
automation objectives. Records relating to the development of agency IT programs. 
Ine1uded are records that document agency ',vide IT goals; specify milestones to be 
achieved; identify perfofffiance measures for the agency's IT portfolio; or summarize 
the underlying principles and approach by which the agency will plan for and manage 
its IT resources. Records may ine1ude strategic and tactical plans docUHlenting the 
implementation and maintenancc of IT systems in support of the agency mission and 
also may include records supporting fennally issued plans, such as records of 
concurrence, comments, clearances, justifications, and other issuance records. 

TEMPORl ...RY. Cut off when superseded by a new iteration of strategic or mission. 
Destroy/delete when 7 years old or when no longer needed, vihichever is later. [GR8 

~ 

Item 78:	 Polieies, 8tSBtiSFtiS, PFoeetiuFes, SBti GuitieliBes (3702) 

Material related to IT policies, industry standards, procedures, and guidelines that 
serve to accomplish a consistent and unifenn approach in establishing and managing 
a technology program throughout the business enterprise. Perfonnance measurements 
and benchmarks material that pertains to how 8WPA' s IT Division meets regulations 
such as NIST guidance, CIS templates, Clinger Cohen, FISMA, E Gov, Priyacy Act, 
ete-

TEl\4PORARY. Cut off when superseded by a nevI iteration of guidance or polic~'. 
Destroy/delete J.vhen5 years old or 1 year after responsible office determines that 
there are no unresolyed issues, JNhicheyer is longer. [GR824(1)(s)] 
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Item 79:	 EBterprise Areliiteeture ReeorEls (3703) 

Material relating to Southwestern's Enterprise ArchiteetlJre plans. Records 
identifying	 the IT systefflS and networks required to perform the agency's mission and 
the transitional processes required to iffi}3lefflentcomprehensive programs to support 
that mission. Records may include technical reference models, diagrams, graphics, 
models, and Rarratives that deseri13ethe agency's 13aselinearchiteetlJre, target 
architecture, and related sequencing plans. 

TEMPORARY. Cut offwhen superseded 13Ya new iteration of the enteFflrise 
architecture. Destroy/delete ymen 7 years old or wflen no longer needed, \vffiche'v'eris 
later. [GRS 27 (2)] 

Item 80:	 EfluipmeBt TeeliBolegy BBd Offiee AutemotioB (3704) 
Material relating to the selection, use, and managefflent of IT hardy/are and office 
automation equipment, software systefflS, or systeffl cOffi}3onents. Includes material 
as requireffleRts and specifications, costs and 13enefitsof proposed systefflS, and 
justifications, such as doeumeRtation for the change managefflent and material 
relating to equipmeRt types, configurations, uses, and acquisition recoIIlHlendations. 

Arranged 13Ysystem namelhardware maintenance/software maiRtenance. 

B. Net ImplemeBted 

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

h. ImplemeBted 

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

e. IBstoHotieB OBdtestiBg 

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

Item 81:	 IT Customer Seryiee Files (3705) 
Material relating to Helpdesk calls, customer service to cOffi}3uterrelated issues, etc. 

TEl\IPORA.RY. Cut offend of fiscal year. Destroy/Delete 1 year after record is 
superseded or obsolete. [GRS 24(10)] 
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Item 81:	 IT Capital Prajeets (3706) 
Requests to seek capital funding for computer related hardware or sofu¥are 
applications. Case files by organization, equipment, or program. 

TEMPORARY. Cut off end of fiscal year in which funding decision is made. 
Destroy/delete wllen 7 years old or vAlen no longer needed, wfl.iefieYeris later. [CRS 

~ 

Item 83:	 FiBaDeiBg of IT ResoU:FeesaDd Sef'Viees (3707) 
Material relating to financing IT systems, sueh as requirements specifications, 
statements ofv;ork, and other perfonnance metrics required for justifiable approval. 
Case file by organization, equipment, or program. 

TEMPORARY. Cut off end of fiscal year agreement is made or control measures 
and procedures are approve. Destroyfdelete 3 years after agreement is superseded or 
terminated. [CRS 14(9)) 

Item 84:	 IT Asset aDd CODfiguratioD MaDagemeDt Files (3708) 
Material of IT assets and configuration management including efiange controls and 
perfonnance metrics, and routine maintenance. AFranged by system name. 

a.	 Inyentories of IT assets, network circuits, and building or circuitry diagrams, 
including equipment control systems suefi as databases of barcodes affixed to IT 
physical assets. 

TE1\fPORARY. Cut of at the end of the fiscal year. Destroyfdelete 1 year after 
completion of the next inventory. [CRS14(3)] 

b.	 Records ereated and retained for asset management, perfonnance and capacity 
management, system management, configuration and efiange management, and 
planning, follow up, and impact assessment of operational networks and systems. 
Ineludes, but is not limited to: 

1)	 Data and detailed reports on implementation of systems, applications and 
modifications; application sizing, resource and demaFl:dmanagement; 
documents identifying, requesting, and analyzing possible ehanges, 
authorizing ehanges, and documenting implementation of efianges; 
doeumentation of softvt'are distribution and release or version management. 

TEMPORARY. Cut of at the end of the fiscal year. Destroyfdelete 1 year 
after teHllination of system. [CRS 14(3)) 

2) Records of routine IT maintenance on the network infrastructure documenting 
preventative, corrective, adaptive and perfective (enhancement) maintenance 
actions, including requests for service, work orders, service histories, and 
related records. 
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TEMPORt\RY. Gut of at the end of the fiscal year. Destroy/delete when 3 
years old or 1 year after tennination of system, v/hichever is sooner. [GRS 

~ 

Item 85:	 IT OpeFfttioBS ReeoFds (3709) 
Material relating to routine operational procedures, problem reports, and decision 
making plans for systems. Arranged by system name. 

a.	 :Workload schedeles, run reports, and schedeles ofmaintemiflce and s1:1pport 
activities. 

TEMPORARY. Get of at the end of the fiscal year. Destroy/delete when 1 year 
old. [GRS 24(8)] 

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

TEMPORARY. Gut of at the end of fiscal year in vmich problem is resolved. 
Destroy/delete 1 year after problem is resolved. 

c.	 Reports on operations, incleding measures of benchmarks, perfonnance 
indicators, and critical seccess factors, error and exception reporting, self 
assessments, perfonnance monitoring; and management reports. 

TEMPORARY. Get off at the end of the fiscal year in which report completed 
and approved. Destro)1"delete when 3 years old. [GRS 24(3)] 

Item 86:	 Year 2000 (Y2K) (3709.1) 
Material relating to the Year 2000, common to all departments. Based on: DOE 
SF115 NI-434-00-02 last updated on 1122/01. Y2K Policy and Planning Records. 
Records created or approved by the heads of program offices and staff offices, 
including assistant secretaries, site managers, directors of offices, and their assistants, 
that provide documentation on system selection criteria; technical analyses of 
software systems; prioritization report ofY2K systems; Y2K risk assessments; 
project plans, including system requirements. These records have site-wide or 
Department-wide applicability. Dates cover 1996 through project completion. 
Estimated volume is 10 cubic feet. Arrangement by site and system name. 

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

TEMPORARY Cut off or retention period starts 1/112000. Destroy 10 years 
after cut off. 

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

TEMPORARY Cut off or retention period starts 1/112000. Destroy 10 years 
after cut off. 
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c.	 All other policy and planning files. 

TEMPORARY Cut off or retention period starts 11112000. Destroy 10 years 
after cut off or when no longer needed; whichever is sooner. 

Item 87:	 System Baekups Media (3710) [CRS 24 (4)(a)] 
Back up media malfttained for potefttial system restoration in the event of a system 
failure or other unifttentionalloss of data. Arranged by date .. 

a.	 IBeFemeBtftl bael{up tapes. 

TEMPORARY. Deleteldestro)' ineremental backup tapes '#hen sUflerseded by a 
full baekufJ, or when no longer needed for system restoration, 'lihiehever is later. 

b.	 Full Baekup Tapes 

TEMPORz .....RY. Delete,Ldestroy full backUfl tapes when second subsequeftt 
backUfl is verified as successful or when no longer needed for system restoration, 
whichever is later. 

Item 88:	 Files Related to MaiBtaiBiBg the SeeuFity of Systems aBd Datft (3711) [CRS 24 
(SH 
System 8ecurity Plans and Disaster Recovery Plans and documeftts idefttifying IT 
risks and analyzing their iHiflact, certification and acereditation, risk measuremeftts 
and assessments, actions to mitigate risks, iHifllemefttation of risk action plan, service 
test plans, test files and data. Arranged by system name. Cut off after system is 
superseded or obsolete. 

a.	 System SeeuFity PlaBs aBd DisasteF Reeovery PlftBs. 

TEMPORz,\RY. Cut off after system is sUflerseded or obsolete Destroy,Ldelete 1 
year after system is superseded 

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

TEMPORz\RY. Cut off after system is superseded or obsolete Destroy,Ldelete 1 
year after system is sUflerseded 

Item 89:	 ComputeF SeeuFity IBeideBt HaBdliBg, RepoFtiug aBd Follow up ReeoFds. [CRS 
24 (7)] 
Material related to cyber security incidents, points of contacts, communication 
records. Arranged by system name. 

TEMPORz\RY. Cut of at the end of the fiscal year in '>'<'hiehall follow Uflactions 
have been completed. Destroy,Ldelete 3 years after cut off. 
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Item 90:	 FileslReeoFtls RelfttiBg to the CFefttioB, Use, ftBd MftiBteBftBee of ComputeF 
Systems, AppliefttioBs, OFEleetFoBie ReeOFds. (CRS 20(1) 

User Aeeess Request Fonns may eOfltaiflRules of Behavior (may iflelude laptop and 
PKI standards) Arranged by employee's offiee loeatiofl and alphabetized by last flame 
of employee. 

a.	 Eleetronie files or records ereated solely to test system perfonnaHce, as ·Nen as 
hard eopy printouts aHdrelated doeumefltatiofl for the eleetroflic fileslrecords. 

TEMPORJ ..RY. Cut off at the eHd of the fiscal year. Delete/destroy \vb:eflthe 
agefley determifles that they are flOIOflgerfleeded for administrative, legal, audit, 
or other operatioflal purposes. 

b.	 Electronic files or reoords used to ereate or update a master file, ifleludiflg, but flOt 
limited to, work files, valid transactiofl files, and intermediate iflPutLOutput 
reeords. 

TEMPORt+-..RY. Delete after iflfonnatiofl has beefl transferred to the master file 
and verified. 

e.	 Electronic files and hard copy prifltoutS ereated to mOflitor system usage, 
ifleludiflg, but flOtlimited to, log ifl files, pass'l;ord files, audit trail files, system 
usage files, and cost back files used to assess charges for system use. 

TEMPORz .....Ry. Cut off at the efld of the fiscal year. Delete/destroy 'l"hefl the 
ageHey determifles that the~' are flOIOflgerfleeded for administrative, legal, audit, 
or other operatioflal purposes. 

Item 91:	 ReeoFds MftBftgemeBt (3714) (CRS 16(2)] 

Material relatiflg to creatiofl, maiflteflance, use, and dispositiofl ofreeords. Ifleludes 
iflvefltory reports, records schedules, doeumeflts supporting transfers and requests for 
use of records materials. It\rranged by functioflal area and type of record 
(active/iflaetive) . 

a.	 Basie doeumefltatiofl ofreeords deseriptiofl aHd dispositiofl progr8:FflS,iflcludiflg 
SF 115, Request for Records Dispositiofl Authority; SF 135, Records Transmittal 
and Reeeipt; SF 258, Agreemern to Transfer Records to Natioflal Archives of the 
Uflited States; and related dOCUffleHtatiofl. 

1) SF 115s that haTlebeefl approT/edby NARA. 

TEMPORJ	 ..RY. Cut off wheH superseded by a flew iteratiofl of guidance or 
policy. Destroy 2 years after cut off. 
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2) Other records. 

TEMPORARY. Cut off vihen superseded by a new iteration of guidance or 
polie~rDestroy 6 years after the related records are destroyed or after the 
related records are transferred to NARA of the United States, 'Nhichever is 
applicable. 

b. Routine oorrespondence and memoranda. 

TEMPORARY. Cut off when superseded by a new iteration of guidance or 
polioy. Destroy 2 years after out off. 

Item 92:	 Vital ReeoFds PFogFam [CRS 16(7)]. 
Material relating to those records essential to continue an organization's funotion 
during and after an emergency and reoords essential to protect the rights and interests 
of individuals and the government. Arranged by funetional area and type of record 
(active/inaetive). Correspondence, reports, authorizations, and other records that 
relate to the management of agency records, including such matters as forms, 
correspondence, reports, mail, and files management; the use ofmieroforms, ADP 
systems, and word processing; records management surveys; vital records programs; 
and all other aspects ofrecords management not covered elsev/here in this schedule. 

TEMPORARY. Cut off when superseded by a nevI iteration of guidance or policy. 
Destroy 6 years after out off. 

FINANCIAL MANAGEMENT 

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

Item 93:	 OFaele Development, Implementation, and UpgFade (2110) 
Material relating to development, implementation, and upgrade of S'NPA' s Financial 
System. Arranged by Oracle version. Includes: 

• General Ledger 
• Projects 
• Assets 
• Purchasing 
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• Inventory 
• A:ccounts Paya13le 
• Aceounts Reeeiva13le 

The 13ulleteditems are modules of the Oracle Finaneial applieation eaeh module 
will eontain material relating to its development and i-ffitJlementationvlith direet 
regard to hovi each module was UfJgraded. Maintained for future UfJgradereference 
material. CRS 24(11)(e) 

TEl\IPORz.f."RY. Cut off when system is sUfJerseded or obsolete. Destroy/delete 3 
years after final deeision on aceCfJtanee is made. 

Item 94:	 Oraele Teehnieal Assistanee Ret):1:I:ests(TARS) (2111) 
Material relating to Technical Assistanee Requests. Arranged by Oracle version. 

•	 General Ledger 
•	 Projeets 
•	 Assets 
•	 Purchasing 
•	 Inventory 
•	 Aecounts Payable 
•	 Aeeounts Reeeivable 

The bulleted items are modules of the Oraele Financial application each module 
will contain material relating to its development and iHlfJlementation with direct 
regard to how each module vias UfJgraded. Maintained for future UfJgradereferenoe 
material. CRS 24(11)(e) 

TEl\IPORARY. Cut offvihen system is sUfJerseded or obsolete. Destroy/delete 3 
years after final deeision on aooCfJtanceis made. 

Item 95:	 Oraele Change Control (2112) 
Material relating to requests for Oracle changes, neVi chart field values, system 
development, and system enhaneements. Arranged 13yOracle version. [CRS 
24(3)(b)(1) and (2») 

•	 General Ledger 
•	 Projeets 
•	 Assets 
•	 Purchasing 
•	 Inventory 
•	 Accounts Payable 
•	 Aecounts Receivable 

a.	 Records created and retained for asset management, performanee and eapaeity 
management, system management, oonfiguration and ohange management, and 
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planning, follow up, and ifl'ijJaetassessmeBt of operational networks and systems. 
Includes, blit is not limited to: Data aBd detailed reports on implemeBtation of 
systems, applieations aBd modifieations; applieation sizing, reSOl:lfeeand demand 
management; dooomeBts ideBtifying, requesting, and anEH)'zingpossible OOaBges, 
authorizing OOanges,and dool:llleBting implemeBtation of ehanges; dool:lllentation 
of software distribution and release or version managemeBt. 

TEMPORARY. Gut off wheB system terminated or S1:lperseded.Destroy,Ldelete 1 
year after termination of system. 

b.	 Reoords of routine IT maintenanee on the nehvork infrastrl:letllre doeumeBting 
preveBtative, eorreetive, adaptive and perfeetive (enhaneemeBt) mainteBaBee 
aetions, including requests for serviee, work orders, serviee histories, and related 
reeords. 

TEMPORARY. Gut off wheB system terminated or superseded. Destroy/delete 
wheB 3 years old after termination of system. 

[Nate: If any maintenanee aetivities have a major impaet on a system or lead to a sigBifieant 
change, those reeords should be maiBtained as part of the item 94(a)] 

Item 96:	 OFllele Test SeFipts (2113) 
MateriEHrelating to test scripts for the development, ifl'ijJlementation, and upgrade of 
S\VPA's FinaneiEHSystem. Arranged by Orade version. Reeords of individual 
projects desigBed to provide and support new RgeBeyIT infrastrl:lotl:lfe(see :Note), 
systems, and serviees. Ineludes reeords doewneBting (1) requirements for and 
ifl'ijJlementation of funetions suOOas maintaining netv/ork servers, desktop eOfl'ijJliters, 
and other hardv/are, installing and upgrading network operating systems and shared 
applieations, aBd providing data teleeoffiffll:lnieations; (2) infrastrl:letllre developmeBt 
aBd maiBtenanee suOOas aeeeptanee/aeereditation of infrastruerure eOfl'ijJonents, 
analysis ofeomponent options, feasibility, eosts and benefits, and work assoeiated 
with ifl'ijJlemeBtation, modifieation, and troubleshooting; (3) models, diagrams, 
sOOematies, and technieal doeumentation; and (4)quality aSSl:lfaneere'f'iews and test 
plans, data, and results. [GRS 24(11)(e)] 

•	 GenerEHLedger 
•	 Projeets 
•	 Assets 
•	 pl:lfOOasing 
•	 InveBtory 
•	 Aeeol:lBtsPayable 
•	 Aeeounts Reeeiyable 

TEMPORzA",RY.Gut off when system is superseded or obsolete. Destroy/delete 3 
years after final deeision on aeeeptaBee is made. 
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Item 97:	 i·..etiyity Based CostiBg (2130) [GRS 8 (6)]. 
Material relating to Activity Based Costing (ABC) codes and definitions. 
Infonnation is referenced on the Intranet and Finance maintains an l\BC notebook. 

a.	 Cost AeeOH:BtiBgReports. Copies in units receiviflg reports. 
TE~{PORARY. Cut off at the end of the fiscal year ifl which report received. 
Destroy when 3 years old. 

h.	 Copies ifl reporting Wl:itsand related .../Ork papers. 

TEMPORARY. Cut off at the end of the fiscal year ifl ...lhieh report ereated and 
approved. Destroy ,,,,,hen3 years old. 

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

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

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

•	 Statement of Transactions (SF-224) 
•	 Report on Public Receivables (SF-2209) 
•	 Statement of Budgetary Resources (SF-133) (FACTS II) 
•	 Appropriation Certification (SF-21 08) 
•	 FACTS I -Statement of Financing, Statement of Net Cost, Statement of Net 

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

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

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

•	 NETL 
•	 Power Invoice 

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

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

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

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

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

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

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

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

•	 Standard General Ledger (SGL) Reconciliations 

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

•	 Payroll Reconciliation 
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• Fiscal Year End SOL Roll Forward Documentation 

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

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

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

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

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

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

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

Item 107:	 Time & Cast (Payroll Reports) (2208) 
Material relating to the payroll program and payroll reports. 
Payroll reports are arranged by pay period and filed by fiscal year. 

TEMPORARY. Destroy vmen related actions are completed or when no 10Rger 
needed. [GRS 2, item ll] 

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

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

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

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

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

• A = Construction 

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

Item 117:	 Travel (2218) [GRS 9 (1)] 
Material relatiHg to 80uthv;estem's travel program. IHcludes: 

a.	 RelaeatiaB "aBelters: Materials relatiHg to service agreemeHts, cOH'/ersatioH 
records, disputed relocatioH voucher items, and correspoHden:ce (i.e. relocatioH 
items Hot file with payrneHt vouchers). A:rraHgedby employee Hflffie/ftU1:'ft1:>er. 

TEMPORARY. Cut off at the en:dof the fiscal year iHwhich all relocatioH 
activity is completed. Destroy 6 years after cut off. 

b.	 Travell·"BtharizatiaBs: BlaBket Travel ABtharizatiaBs created outside of Gov 
Trip. AITaHgedby employee Hame/Humber, blanket authorizatioH Humber and by 
fiscal year. 

TEMPORARY. Cut off at the eHd of the fiscal year when: blank authOrizatiOHis 
resceHded. Destroy 6 years after cut off. 

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

TEMPOR}"RY. Cut off at the eHd of the fiscal year iHwhich policy is 
superseded. Destroy 6 years after cut off. 

d. Cammereial Freight aBd PasseBger TraBspartatiaB Files. [CRS 9 (1)] 

1) OrigiHal 'iouchers and support documeHts COVeriHgcommercial freight and 
passen:ger transportatioH charges of settled fiscal accouHts, iHeludiHg registers 
and other coHtrol doeumen:ts, but EXCLUDING those covered by item Ib of 
this schedule. 

TEMPOR}"RY. Cut ofat the eHd of the fiscal year iHvihich travel 
completed. Destroy 6 years after cut off. 

2)	 Records COVeriHgpaymem for commercial freight and passen:ger 
traHSPOrtatiOHcharges for services for vihich 1) Hotice of overcharge has beeH 
or is e*peeted to be issued, or if a rail freight overpaymeHt is iHvolved, 2) 
deductioH or collectioH actioH has beeH taken:, 3) the voucher COHtaiHSiHbouHd 
transit shipmem(s), 4) pareHt voucher has prim of paid supplemeHtal bill 
associated, 5) the voucher has become involved iHlitigatioH, or 6) any other 
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cOHditionthat prevents the settling of the account, requiriHg the voucher to be 
retaiHed beyoHd the 6 year retention period, as such as detection of 
overcharge. 

TEMPORARY. Cut of at the end of the fiscal year in vihich pa)'fl'lent 
recovered. Destroy 10 years after eut off. 

3)	 IssuiHg office copies of GovernmeHt or commercial bills ofladiHg, 
commercial passenger transportation vouchers (SF 1113A) and transportatioH 
requests (SF 1169), travel authorizatioHs, and sUJ3portiHgdocuments. 

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

4) Obligation copy of commercial passenger transportation vouchers. 

TEMPORARY. Destroy vihen foods are obligated. 

5)	 UHused ticket redemption fonns, such as SF 1170. 

TEMPORARY. Cut of at the end of the fiscal year in vihich transaction is 
completed. Destroy 3 years eut off. 

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

a.	 Foreign Travel Authorizations. (N1-434-98-12, item 1.1). Forms, reports, 
briefing statements, correspondence, and other records created for travel to 
foreign countries for programmatic, national security, or personal reasons. 
Records related to travel to foreign countries for programmatic reasons. 

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

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

TEMPORARY. Cut off at end of fiscal year in which travel is completed. 
Destroy 7 years after cut off. 
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Item 119:	 Tnn'el IBfeFmatioB System (C07AFip) (2219) 

Material related to the implemeHtatioH Bfld maiHteHance of the curreat tfavel 
iHrofl'HatioH system Govtflp, mandated by the E GovernmeHt Act of2002. 

a.	 Gov Trip: Materials relatiHg to implemeHtiHg and maiHtainiHg Gov Trip. 

TEMPORJ	 ...RY. Destfoy/delete 5 yeB:fs after project is teHHiHated. [GRS 24 
(11)(8)] 

b. Travel	 Manager CeHter: AgreemeHts and statemeHts of'Nork made '.vith SATO. 

TEMPORARY. Destfoy/delete 5 yeB:fs after project is teHHiHated. [GRS 24 
(11 )(8)] 

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

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

Item 121:	 DisbuFSemeBts of Funds (212S) 
Material relatiHg to the authorizatioH of e*peaditw=es. Records showing pa)'fHeHt 
authorized by S'HPA to be issued by the US Treasury. File by batch, veHdo,r Hame & 
ftUfl'lber, iHvoice number. Includes Disbursemeat Schedules (Files B:fecurreHtly beiHg 
sCB::mled)and Supplier Records (vias previously Hamed Veador Invoices and there are 
multiple scar.ned subcategories that B:feOUffeatly setup.) 

a.	 OrigiHal maiHtaiHed by the accouHtable officer for site audit by GAO auditors, 
cOHsistiHg of statemeHts of tfansactioHs, statemeHts of accountability, collectioH 
schedules, colleetioH vouchers, disbursemeHt schedules, disbursemeHt ¥ouchers, 
and all other schedules and vouchers or documeHts used as schedules or vouchers, 
e*clusive of commercial passeHger tfansportatioH and freight records Bfld payToll 
records, EXCLUDING accouHts and SUPPOrtiHg documeHts pertaiHiHg to 
AmericBfl Indians. If Bfl ageacy is operatiHg ooder an iHtegrated accouHtiHg 
system approved by GAO, CertaiH required documeHts SUPPOrtiHg vouchers and/or 
schedules B:feiHcluded iH the site audit records. These records documeHt oBly the 
basic fiHancial tfansactioH, mOHey recei'.zed and mOHey paid out or deposited iH 
the course of operatiHg the ageHcy. All copies e*cept the certified paymeat or 
collectioH copy; usually the OrigiHal or ribboH copy, and all additioHal or 
SUPPOrtiHgdocumeHtatioH Hot iHvolved iH an iHtegrated system B:fecovered by 
succeediHg items iH this schedule. [CRS a[l)] 
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TEMPORARY. Cut off at the end of the fiscal year in which disbursement is 
made Destroy 7 years after cut off. 

b.	 All other copies. 

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

Item 122:	 AeeouDts Reeeivable {:!....eeoUBts CUFFeDt) (2230) [GRS 6(1)] 
Material relating to the collection of receipts, refunds, advances, debt owed to S\l/PA, 
and other funds def)osited and ref)orted to Treasury. Includes: 

•	 Accotlnts Current: Files are currently being scanned. 
•	 SUIllfflIlf)'of Collections (Supplemental Cop;0: Original dOCUfl'lentis CUfl'ently 

being sClHIDed"'lith Accotlflts Current. 
•	 Daily Abstract of Remittances (Supplemental Copy): Original doooment is 

currently being sC8flfl:edwith Accounts Current. 

File by activity (i.e. sef)arate file # per activity0 and by fiscal year. 

a.	 Original maintained by the accotlntable officer for site audit by GAO auditors, 
consisting of statements of transactions, statements of accountability, collection 
schedules, collection vouchers, disbursement schedules, disbursement vouchers, 
and all other schedules and vouchers or dOCUfl'lentsused as schedules or vouchers, 
exclusive of commercial passenger transportation and freight records and payroll 
records, EXCLUDING accotlnts and supporting dOCUfl'lentspertaining to 
:American Indians. If an agency is operating under an integrated accounting 
system approved by GAO, certain required dOCUfl'lentssupporting vouchers and/or 
schedules are included in the site audit records. These records dOCUfl'lentonly the 
basic financial transactioH:, money received and money paid out or def)osited in 
the course of operating the agency. All copies excef)t the certified payment or 
collection copy, usually the original or ribbon oopy, and all additional or 
supporting documentation not involved in an integrated system are covered by 
succeeding items in this schedule. [GRS 6[1)] 

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

b.	 All other copies. 

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

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

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

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

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

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

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

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

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

• Task Orders 
• Findings and Recommendations 

• Work Papers 
• Correspondence 
• Annual Reports 
• Management Representation Letter 
• Subsequent Events Letter 
• Legal Representation Letter 

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

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

• COE Financial Statements 
• COE Correspondence 

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

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

Item 128:	 General Accountability Office (GAO) Audits (2340) 
Material related General Accounting Office Audits. File by activity (i.e. separate file 
# per activity) and by fiscal year. Includes SWP A responses to GAO. Based on DOE 
Administrative Records Schedules 22: AuditlInvestigative Records Item 6a & c. 
: Audit Records. (N1-434-00-1) 

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

Item 129: Department Audit Reports Tracking System (DARTS) (2345) 
Material related to Inspector General Audits. File by activity (i.e. separate file # per 
activity) and by fiscal year. Based on DOE Administrative Records Schedules 22: 
Audit/Investigative Records Item 6a & c. : Audit Records. (N1-434-00-1, Item 2) 
OIG files of internal audits of agency programs, operations, and procedures, and of 
external audits of contractors and grantees. These are files (including audit reports, 
most of which may be released to the public) develop in connection with activities 
that may attract Congressional or national media attention, result in substantive 
changes in Department policies or procedures, or be cited in semiannual reports to 
Congress. 

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

1)	 Official copy. 

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

2)	 All other copies. 

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

b.	 Final audit reports 
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1) Official copy. 

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

2) All other copies. 

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

BUDGET 

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

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

• Issue Papers 
• I-Manage 

a. Budget Policy Files. 

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

PERMANENT. Transfer to National Archives when 25 years old. (Based on 
DOE Administrative Records Schedule 5: Budget Preparation, Presentation, and 
Apportionment Records under SF 115 Nl-434-98-8Iast updated on 11116/00.) 

b. RouMe COFFespoBdeBee GRS 5-1 

Routine correspondence files in fennelly organized budget offices pertaining to 
routine administration, internal procedures, and other matters not covered 
elsewhere in this schedule, EXCLUDING files relating to agency polic)' and 
procedure maintained in fennell), organized budget offices. 

TEMPORARY. Cut off at the end of the fiscal year in which budget approved. 
Destroy 'w'hen2 years old. 

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

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

a. Records documenting substantive programs. 

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

b. Records that document non-substantive programs. 

TEMPORARY. Cut off at the end of the fiscal year in which budget is 
approved. Destroy 6 years after cut off. 
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Item 132: Budget Performance (5103) 
Material related to Southwestern's Budget performance. Records are arranged by 
fiscal year and ICS code. Annual accumulation is less than 1 inch per year. 
Based on DOE Administrative Records Schedule 5: Budget Preparation, Presentation, 
and Apportionment Records under SF 115 Nl-434-98-8Iast updated on 11/16/00.1J. 
Budget Office Estimates, Justifications, and Correspondence (or Subject Files) 
Estimates, justifications and correspondence (or subject files) for those files that 
document budget policy and procedures, and policy decisions that affect expenditures 
for programs. Includes but is not limited to the following: 

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

a. Records documenting substantive programs. 

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

b. Records that document non-substantive programs. 

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

Item 133: Budget Briefmgs (5104) 
Includes all materials related to Congressional, DOE, OMB or Customer briefings. 
Based on DOE Administrative Records Schedule 5: Budget Preparation, Presentation, 
and Apportionment Records under SF 115 Nl-434-98-8Iast updated on 11/16/00.4.1 
Budget Office Estimates, Justifications, and Correspondence (or Subject Files) 
Estimates, justifications and correspondence (or subject files) for those files that 
document budget policy and procedures, and policy decisions that affect expenditures 
for programs. 

a. Records documenting substantive programs. 

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

b. Records that document non-substantive programs. 

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

SWPASF115-FINAL VERSION 
Page 46 of 126 

http:11/16/00.1J


e
 
SFl15 Southwestern Power Administration 

Item 134: Administration Initiatives (5105) 
Includes records documenting SWP A Administration initiatives in response to the 
following: 

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

Based on DOE Administrative Records Schedule 5: Budget Preparation, Presentation, 
and Apportionment Records under SF 115 Nl-434-98-8Iast updated on 11116/00.4.1 
Budget Office Estimates, Justifications, and Correspondence (or Subject Files) 
Estimates, justifications and correspondence (or subject files) for those files that 
document budget policy and procedures, and policy decisions that affect expenditures 
for programs. 

a. Records documenting substantive programs. 

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

b. Records that document non-substantive programs. 

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

Item 135: Alternative Financing Proposals (5106) 
Material related to alternative financing that Southwestern receives from its 
customers in order to supplement appropriations. Based on DOE Administrative 
Records Schedule 5: Budget Preparation, Presentation, and Apportionment Records 
under SF 115 Nl-434-98-8Iast updated on 11/16/00.4.1 Budget Office Estimates, 
Justifications, and Correspondence (or Subject Files) Estimates, justifications and 
correspondence (or subject files) for those files that document budget policy and 
procedures, and policy decisions that affect expenditures for programs. 

a. Records documenting substantive programs. 

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

b. Records that document non-substantive programs. 

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

SWPA SF115 - FINAL VERSION 
Page 47 of 126 



e
 
SFI15 Southwestern Power Administration 

Item 136: Historical Budget Profile (5107) 
The budget history includes proposed appropriation language and an executive budget 
summary. The budget summary is broken down into smaller sections, which go into 
more detail and include SWPA's mission statement, SWPA's goals, and the 
objectives and strategies planned to achieve the goals. Also included are any major or 
significant accomplishments, relevant issues concerninglinvolving SWP A, alternative 
financing, obligation estimates, and performance measures. 

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

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

PERMANENT. Cut off at the end of the fiscal year in which budget is approved. 
Transfer to NARA 5 years after cut off. (Based on SEPA's SF115 NI-388-00-01 
approved June 25,2002) 

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

• Shut Down 
• Decision Templates 

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

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

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

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

Item 140:	 Budget guhmissioBs (5150) 
Documentation for annual budget submissions. [CRg 5 (1)]. 
• Budget Internal Pllmfling 
• PMA Conference Call 
• Staffing 
• Field Budget Plamring meetings 

TEMPORARY. Cut off at the end of the fiscal year in ,+Vhichbudget is approved. 
Destroy 2 years after cut off. 

Item 141:	 IBtemal Budget Review (5152) 
Records documenting the internal budget revievl process including: 
• Budget Call 
• Initial Input 
• Office Review 
• Budget Vlorking Group (B\VG) Review 
• Senior Staff Review 
• Support Service Budget 
• Final Database Numbers 
• Working Papers 

TEMPORl~Y. Cut off at the end of the fiscal year in which budget is approved. 
Destroy 2 years after cut off. [CRg 5 item 1] 

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

• Guidance: guidance on the Corporate Review Budget that is formulated by DOE. 
• Program Funding by Contractor and Location (PALS) 
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• Historically Black Colleges and Universities 
• DOE Control Table/Out year Targets 
• Priority Ranking 
• Supplemental Program Direction Information 
• Exhibit 53 - IT Investment Portfolio 

• Crosscuts 
• Safeguards & Security 
• Reimbursable Work 
• Working Papers (not to be scanned) 
• Initial Submission 
• PMLO, OMB, & DOE Mark-ups 
• Final Submission 

• DOEQ&As 
• Program Budget Decision (PBD) 
• Appeals 

Based on DOE Administrative Records Schedule 5: Budget Preparation, Presentation, 
and Apportionment Records under SF 115 Nl-434-98-8last updated on 11/16/00.4.1 
Budget Office Estimates, Justifications, and Correspondence (or Subject Files) 
Estimates, justifications and correspondence (or subject files) for those files that 
document budget policy and procedures, and policy decisions that affect expenditures 
for programs. 

a. Records documenting substantive programs. 

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

b. Records that document non-substantive programs. 

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

Item 143: OMB Budget and Reports (5154) 
Material related to reports submitted to OMB supporting Southwestern's budget. 
• Guidance 
• Program Funding by Contractor and Location (PALS) 
• Historically Black Colleges and Universities 
• Exhibit 53 - IT Investment Portfolio 

• Crosscuts 
• Safeguards & Security 
• Working Papers (not to be scanned) 
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• Initial Submission 
• PMLO, OMB, & DOE Mark-ups 
• Final Submission 

• OMBQ&As 
• OMB Passback 
• Appeals 
• Other PMA Budgets 

Based on DOE Administrative Records Schedule 5: Budget Preparation, Presentation, 
and Apportionment Records under SF 115 Nl-434-98-8Iast updated on 11/16/00.4.1 
Budget Office Estimates, Justifications, and Correspondence (or Subject Files) 
Estimates, justifications and correspondence (or subject files) for those files that 
document budget policy and procedures, and policy decisions that affect expenditures 
for programs. 

a. Records documenting substantive programs. 

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

b. Records that document non-substantive programs. 

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

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

• Guidance 
• Program Funding by Contractor and Location (PALS) 
• Appropriation Authorization 
• Exhibit 53 - IT Investment Portfolio 

• Crosscuts 
• Safeguards & Security 
• Reimbursable Work 
• Galleys/Program & Finance Stmt & Narrative 
• Budget Overview/Highlights 
• Working Papers (not to be scanned) 
• Initial Submission 
• PMLO, OMB, & DOE Mark-ups 
• Final Submission (also see President's Budget Book) 
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•	 Q&As 
•	 Budget Rollout 
•	 House Mark 
•	 Senate Mark 
•	 Other Hearings 
•	 Conference Report 

Based on DOE Administrative Records Schedule 5: Budget Preparation, Presentation, 
and Apportionment Records under SF 115 Nl-434-98-8Iast updated on 11116/00.4.1 
Budget Office Estimates, Justifications, and Correspondence (or Subject Files) 
Estimates, justifications and correspondence (or subject files) for those files that 
document budget policy and procedures, and policy decisions that affect expenditures 
for programs. 

a.	 Records documenting substantive programs. 

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

b.	 Records that document non-substantive programs. 

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

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

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

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

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

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

briefing book. 

Based on DOE Administrative Records Schedule 5: Budget Preparation, Presentation, 
and Apportionment Records under SF 115 Nl-434-98-8Iast updated on 11116/00.4.1 
Budget Office Estimates, Justifications, and Correspondence (or Subject Files) 
Estimates, justifications and correspondence (or subject files) for those files that 
document budget policy and procedures, and policy decisions that affect expenditures 
for programs. 
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a.	 Records documenting substantive programs. 

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

b.	 Records that document non-substantive programs. 

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

Item 146:	 Budget Execution (5160) 
Material relating to Southwestern's execution of its annual budget. Based on DOE 
Administrative Records Schedule 5: Budget Preparation, Presentation, and 
Apportionment Records under SF 115 NI-434-98-8Iast updated on 11116/00.4.1 
Budget Office Estimates, Justifications, and Correspondence (or Subject Files), 
Estimates, justifications and correspondence (or subject files) for those files that 
document budget policy and procedures, and policy decisions that affect expenditures 
for programs. 

a.	 Records documenting substantive programs. 

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

b.	 Records that document non-substantive programs. 

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

Item 147:	 FtlBds f..."I,silsDility (5161) [GRS 5(3)(8)] 
Material relating to available funding, appropriation funding, other funding including: 

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

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

e	 Appropriations Bill: this is the appropriations bill that is passed into law for the 
respective fiscal year. 

e	 Final Public Law: this is the final public Ifr'N that is passed for the respective fiscal 
year. 
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TEMPORz....RY. Cut off at the end of the fiseal yeaT. Destroy 5 yeaTs after eut off. 

Item 148: Oracle Budget Activity (5162) 

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

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

located in this file in order to reconcile budget accounts. 

Based on DOE Administrative Records Schedule 5b: Budget Preparation, 
Presentation, and Apportionment Records under SF 115 Nl-434-98-8 last updated on 
11116/00.4.1 Budget Office Estimates, Justifications, and Correspondence (or 
Subject Files), Estimates, justifications and correspondence (or subject files) for those 
files that document budget policy and procedures, and policy decisions that affect 
expenditures for programs. 

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

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

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

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

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

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

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

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

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

Based on DOE Administrative Records Schedule 5: Budget Preparation, Presentation, 
and Apportionment Records under SF 115 Nl-434-98-8Iast updated on 11116/00.4.1 
Budget Office Estimates, Justifications, and Correspondence (or Subject Files), 
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Estimates, justifications and correspondence (or subject files) for those files that 
document budget policy and procedures, and policy decisions that affect expenditures 
for programs. 

a. Records documenting substantive programs. 

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

b. Records that document non-substantive programs. 

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

Item 150:	 Reception and Representation Fund (5165) 
Material related to costs incurred for receptions and representation as approved by the 
Administrator. Based on DOE Administrative Records Schedule 5: Budget 
Preparation, Presentation, and Apportionment Records under SF 115 Nl-434-98-8 
last updated on 11/16/00.4.1 Budget Office Estimates, Justifications, and 
Correspondence (or Subject Files), Estimates, justifications and correspondence (or 
subject files) for those files that document budget policy and procedures, and policy 
decisions that affect expenditures for programs. 

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

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

a. Records documenting substantive programs. 

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

SWPA SFl15 - FINAL VERSION 
Page 55 of 126 



e
 
SF115 Southwestern Power Administration 

accessioning five years after cut off. Transfer legal custody of electronic records 
to NARA 10 years after cut off. 

b. Records that document non-substantive programs. 

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

Item 152:	 Prior Year Deobligations (Internal Reallotment) (5Hi7) 
• Prior YeW'De o13ligations 
• Replacement Contracts Deo13lReo13 

Correspondence relating to use of prior yeW'funding for current year actions. This is 
internal correspondence only. [GRS 5 (1)]: 

TEl\{POIUJU'. Cut off at the end of the fiscal yeW'.Destroy 2 yeW'safter cut off. 

Item 153:	 End of Year (EO¥) lAetivities (5169) [GRS 5(3)(a)] 
Budget Reports Files: Periodic reports on the status of appropriation accounts and 
apportiomnent. 

Includes 

• Guidance Letter 
• EOY Req1:lirements 
• EOY 013ligations 

• Aceruals 

TEMPORARY. Cut off at the end of the fiscal yeW'in v/hich 13udgetis approved. 
Destroy 5 yeW'safter out off. 

Item 154:	 Budget Reports (Miseellaneous) (5170) 
Based on GRS 5 Item 313:Budget Reports Files: Periodic reports on the status of 
appropriation aCC01:lntsand apportionment. 

TEMPORz ....RY. Cut off at the end of the fiscal yeW'in which 13udgetis approved. 
Destroy 3 years after cut off. 

Item 155:	 Budget Exeeution and Obligations, SF 133 (5171) 
[GRS 5 (3)(a)] 

TEl\{PORARY. Cut off at the end of the fiscal yeW'in which 13udgetis approved. 
Destroy 5 yeW'safter cut off. 

Item 156:	 Internal Reports (5173) [GRS 5 (3)(a)] 
Periodic reports on the status of appropriation accounts and apportionment. 
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• Status of Open Pl:H'chaseOrders 
• Budget Status of Funds 
• Mid Year Re¥iew 
• Uncosted Balances/Work Group 

TKMPORARY. Cut off at the end of the fiscal year in which 1:>udgetis approved. 
Destroy 5 years after cut off. 

Item 157:	 External Reports (5174) [eR8 5 (3)(a)] 
Periodic reports on the status of appropriation accounts and apportiomnent. 

• Uncosted 01:>ligationsReports 
• Payroll/Mass Changes 
• Uno1:>ligatedBalance/Mandatory Req. (Start Up) 
• Financial Management Activities 
• Motor Vehicle Infonnation & Reporting 

TEl\IPORARY. Cut off at the end of the fiscal year in which 1:>udgetis approved. 
Destroy 5 )'ears after cut off. 

Item 158:	 Budget aDd RepoFtiBg Cades (B&R) (5180) [eR8 5 (3)(b)] 
Budget Reports Files: Periodic reports on the status of appropriation accounts and 
apportiomnent. 

TEl\IPORARY. Cut off at the end of the fiscal year in which 1:>udgetis approved. 
Destroy 3 years after cut off. 

Item 159:	 Program aBd FiBaBee 8tatemeBt (M}~ File) (5190) [eR8 5 (3)(a)] 
Periodic reports on the status of appropriation accounts and apportiomnent. 

TEl\WORl",RY. Cut off at the end of the fiscal year in wfl.ich 1:>udgetis approved. 
Destroy 5 years after cut off. 

HUMAN RESOURCES 

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

TEl\iPORARY. Cut of at the end of the fiscal year in v/hieh policy or procedure is 
superseded. Destroy after cut off. 

Item Hi1:	 Offieiftl PenoDDel Folden (OPFs) (3010) 
Material related to the employment Southwestern's federal employees. Files are 
arranged alphabetically by name of employee. Cut off upon separation of effij}loyee. 
'''hen an effij}loyee leaves the agency, only specific temporary documents are 
transferred with the personnel folder. 

l\lete: Rece1'd series is censidered "vital" dNe Ie SWPA retail~iltg lhe OPFs in paper 
/fJf'ffltlt in specitll Ctlhilwls tlt the TN/stl &ffice. All OPFs tl,eescheduled Ie he sCtlnned 
tlnd electreniCtllly ste,-ed by DOE tlfier Mtlrch 2009 

Onginais sh6flid be f8l"fM1'tled 'HJ the Office Pe,.s6nal Alanagement afteF 
lIe1'i-fleati6n 9jeOPF dala. 

ft. Right side of PenoDDel Foldet' [CRS l(1)J. Folders covering employment 
termi-Bated after December 31, 1920, excluding tHose selected by NARA for 
permanent retention. 

The Official Personnel Folder may contain the following: 

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

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

the folder. 
•	 Documents filed on the right side: 
•	 Application 

•	 Resume 
•	 Appointment Affidavit 
•	 Civil Service Forms 
•	 Military Service Documents 
•	 Optional Form 306 
•	 Benefits (Health insurance, life insurance, retirement, TSP) 
•	 Investigation Process 
•	 Personnel Actions, SF50 

1)	 Transferred employees. 
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See Chapter 7 of The GNide te P-er8emwl Reeefflkecping for instructions 
relating to folders of employees transferred to anoilier agency. 

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

b.	 ReeoFds f"tled OBleft side of OPF: (GRS 1 (10)] 

The left side of ilie personnel folder is used for temporary documents. \Vhen an 
employee leaves ilie agency, only specific temporary documents are transferred 
wiili ilie persoflflel folder. 

•	 Documents filed on ilie left side: 
•	 Address form 
•	 Current Position Description 
•	 SFl152, Designation of Beneficiary for Unpaid Compensation 

1)	 An copies of correspondence and forms maintained on ilie left side ofilie 
Official Personnel Folder in accordance wiili Chapter 3 of The Guide te 
P-er8ennel Reeefvikecping, EXCWDING the Immigration and Naturalization 
Service Form I 9 and performance related records. 

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

2)	 Immigration and Naturalization Service Form I 9. 

TE~IPORARY. Destroy 3 years after employee separates from service or 
transfers to anoilier agency. 

Item 162:	 PeFSoBBel COFFeSf)OBdeBeeFiles. (3020) (GRS 1(3)] 
Correspondence, reports, and other records relating to the general administration and 
operation ofpersoflflel functions, but excluding records specifically described 
elsevffiere in this schedule and records maintained at agency staff planning levels. 

TEMPORlU~Y. Cut of at ilie end ofilie fiscal year. Destroy 3 years after cut off. 

Item 163:	 OffeFS of EmploymeBt Files. (ReeFuitmeBt Case Files) (3030) (GRS 1 (4)] 
Correspondence, including letters and telegrams, offering appointments to potential 
employees. Arranged by Vacancy A..-.nOUllcementnumber. Includes: 

•	 Minimum Contents of Recruiting Announcement File Form 
•	 Checklist for Delegated Examining Auiliority 
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• Copy of USA JOBS 
• Copy of SF 52 (with proper classification, PD RUfflaer,& signature) 
• Corn:pleted and signed PD 
• List of all applicants 
• Joa Analysis 
• Rating Gtlide/crediting plan 
• Conversion Taale 
•	 Applications with attachments including Veteran's Preference. (Could include 

DD 214, SF 15, Letter frOfflVA) 
• FEORP Docufflentation FOfffl (Give to EEG official.) 
• .Application Revie'li Checklists 
•	 Basic Qualifications Deteffflination FOfffl (if GS) and reason for ineligiaility. 

(Must ffleet screen out if ViB.) 
• Individual rating sheet if applicaale 
•	 GPM Certificate of Eligiales Sho'liing scores, veterans preference, considerations, 

and declinations. (Properly Audited) 
• Referral and Selection Certificate v/ith aackup including justification 
• Letters to Ineligiales 
• Notice of Selection 
• List of All Concerned 
• Copy of OPM Qualifications Standard Handaook (for GS) 
• A::...~illounCeRlentdistriaution 
• Notices of Rating 
• Copy of Recruiting AnnounCeRlent 
• Certificates of Custoffler Survey 
• Report on Use of Authority 
• Non Select Letters 
• Declinations, (if appropriate) 
• Randoffl Tieareaker FOfffl 
• Ern:ployment offer letter to selectee 
• Recruitfflent cancellation notice frOfflselection official (if applicaale) 
• Custoffler survey on recruiting 

a. Accepted offers. 

TEl\iPORfdtY. Destroy when appointfflent is effective 

a. Declined offers: 

1) Vlhen nrune is received frOfflcertificate of eligiales. 
DISPOSITION: Return to OPM with repl)' and application. 

2) Tern:porary or excepted appointfflent. [GRS 1, items, 33k, 331, 33m, 61' 33n} 
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a.	 Examining and Certifioation Records Canoelled and ineligible 
applications for positions filled fFom a register or inventory. Such 
dOOUffientsinclude Optional fofffi (OF) 612, resumes, supplemental fofffiS, 
and attachments, whether in hard oopy or electronic fofffiat. 

TEl\IPOIU",RY. Cut off 8FJlUally.Destroy 1 year after cut off. 

b.	 Eligible applications for positions filled fFom a register or inventory, 
including OF 612, resumes, supplemental fofffiS, and attachments, vffiether 
in hard copy or eleotronic fofffiat. 

1) On active register or inventory. 

TEl\IPORA:RY. Destroy 90 days after tOfffiination ofthe register or 
inventory, (exoept for those applications that may be brought forward 
to a nevI register or Hl'Ientory, if an)0 

2)	 On inaotive register or inventory. 

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

c.	 Ineligible or incomplete applications for positions filled by case 
examining. Such dOOUffientsinclude OF 612, resumes, supplemental 
fofffis, vffiether in hard copy or electronic fofffiat. 

TEMPOIU",RY. Cut off!Hl1lually. Destroy 2 years after cut off. 

d.	 Eligible applications for positions filled by case examining that either are 
not referred to the hiring official or are returned to the examining office by 
the hiring official. Such documents include OF 612, resumes, 
supplemental fofffiS, and attachments, whether in hard copy or electronic 
fofffiat. 

TEMPORARY. Cut off annually. Destroy 2 years after out off. 

3) All others. 

TEMPORARY. Destroy immediately. 

Item 164:	 Employee Awanls Files. (3040) [CRS 1 (12)] 
Material relating to awards achieved by employees. 

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

1)	 Case files including recommendations, approved nominations, 
correspondence, reports, and related handbooks pertaining to agency 
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sflonsored cash and noncash awards such as incentive aVlards, within grade 
merit inereases, suggestions, and outstanding performance. 

TEMPORARY. Destroy 2 years after IlflprOyalor disllflflfOval. 

2)	 Corresflondence pertaining to a'Nards from other Federal agencies or non 
Federal organizations. 

TEMPORARY. Destroy vrhen 2 years old. 

b.	 Length of service and sick leave aV/ards files. 
Records including corresflondence, reports, computations of service and sick 
lea'fe, and lists of awardees. 

TEl\{PORARY. Destroy \vhen 1 year old. 

c.	 Letters of commendation and aflflreciation. 
Copies of letters recognizing length of service and retirement and letters of 
aflflreciation and commendation for flerformance, EXCLUDING cOflies filed in 
the OPF. 

TEMPORARY. Destroy when 2 years old. 

d.	 Lists of or indexes to agency award nominations.
 
Lists of nominees and winners and indexes of nominations.
 

TEl\{PORt<\RY. Destroy when superseded or obsolete. 

Item H,S:	 IDeeDtiYe AwaFds PFogFam RepoFts. (3050) 
Material related to incentive awards achieved by employees. [CRS 1 (13)] 

TEMPORt,4.&Y. Destroy vrhen 3 years old. 

Item 166:	 MeFit PFomotioD Case Files. (3060) [CRS 1(32)] 
Records relating to the flromotion of an individual that document qualification 
standards, evaluation methods, selection flrocedures, and evaluations of candidates. 

TEMPORtC\RY. Destroy after OPM audit or 2 years after the personnel action is 
completed, v.1richever is sooner. 

Item 167:	 PeFSoDDelOpeFatioBs Statistieal RepoFts (3070). (HumaD Capital RepoFts) [CRS 

W6H
 
Statistical reports based on the oflerating flersonnel.
 

TEMPORA:RY. Destroy vrhen 2 years old. 
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Item Hi8:	 COFFespoBdeBee aBd Forms Files. (3080). [CRS 1(17)] 
Material relatiHg to operating personnel office records relatiHg to individual 
employees HotmaiHta-inedin OPfs aHdnot provided for elsewhere iHthis schedule. 

a.	 CorrespondeHce and forms relating to peHdiHgpersonnel actioHs 

TKMPORARY. Destroy wheH action is completed. 

b.	 ReteHtioH registers and related records. 

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

TEMPORARY. Destroy vmeH 2 years old. 

2)	 Registers from which no reduetioH in force aetioHs have beeH takeH and 
related records. 

TEMPORARY. Destroy 'Nfl:eHsuperseded or obsolete. 

c.	 AU other correspondeHce and forms. 

TEMPORARY. Destroy v;heH 6 months old. 

Item 169:	 Supenr.isors' PersoBBel Files aBd Duplieate OPF DoeumeBt&tioB. (3090) [CRS 1 
(l8jf 
Material relatiHg to an employee's positions found only in the supervisor's file. 

a.	 Supervisors' Personnel files. 
CorrespoHdeHce, forms, and other records relatiHg to positioHs, authorizations, 
peHding actioHs, positioH descriptioHs, requests for personnel actioH, and records 
on individual employees duplicated in or not appropriate for the OPf. 

TEl\{PORARY. Revievl annually aHd destroy superseded or obsolete documeHts, 
or destroy file relating to an employee within 1 year after separatioH or transfer. 

b.	 Duplicate DoeumeHtation. 
Other copies of docurneHts duplicated iH OPfs Hot provided for elsewhere in this 
schedule. 

TEl\{PORARY. Destroy vtheH 6 mOHthsold. 

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

a. Long term medical records as defiHed iH 5 CfR Part 293, Subpart E. 
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1) Transferred employees. See 5 CFR Part 293, Subpart E for instructions. 
[CITE: 5CFR293.511] 

a.	 Temporary EMFS records must not be placed in a newly created EMF for 
a separating employee and must be removed from an already eKisting 
EMF before its transfer to another agenc~ror to the ~tPRC. Such records 
must be disposed of in accordance with General Records Schedule (GRS) 
1, item 21, issued by NARA and Records Administration ~tARA) 

b.	 Occupational Medical Records considered to be long term records must be 
maintained for the duration of employment, plus 30 years or for as long as 
the OPF is maintained, whichever is longer. Therefore, upon separation, 
the records must be provided to the employee's new agency, or they must 
be transferred to the NPRC, \vhich 'Vlill dispose of them in accordance 
with GRS 1, item 21, issued by NARA. 

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

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

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

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

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

Item 171:	 Employee PeFffiFmftBeeFile System ReeoFds. (3110) [CRS 1 (23)J 
Material related to employee performance. 

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

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

TEMPORARY. Destroy after the employee completes 1 year of acceptable 
performance from the date of the written advance notice of proposed removal 
or reduction in grade notice. 
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2)	 Performanoe records sUflerseded through afI: administrative, judicial, or quasi 
judicial procedure. 

TEMPORz,\RY. Destroy when superseded. 

3) Performance related reoords pertaining to a former employee. 

a.	 Latest rating ofreoord 3 years old or less, performlmoe plan Uflon 'Rhieh 
it is based, and Imy summary rating. 

Plaoe records on left side of the OPF and forward to gaining Federal 
agenoy Uflontransfer or to NPRC if employee separates (see item 1b of 
this sohedule) An agenoy retrieving 1m OPF from NPRC will dispose of 
these doouments in accordanoe with GRS 1 item 23a(3)(b). 

b.	 lJI other performance plans Imd ratings. 

TEMPORARY. Destroy 'tyhen 4 years old. 

4)	 All other summary performance appraisal records, including performance 
appraisals and job elements and standards Uflonwhich they are based. 

TEMPORzU~Y. Destroy 'Nhen 4 years old 

5)	 Supporting doouments. 

TEMPORJ~Y. Destroy when 4 years old 

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

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

TEMPORz\RY. Destroy when superseded. 

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

a.	 Latest rating of record that is less than 5 years old, performance plan Uflon 
vihich it is based, and any summary rating. 

Place records on left side of the OPF and forward to gaining Federal agency 
upon trlmsfer or to NPRC if employee leaves Federal servioe (see item 1b of 
this schedule) 

An agency retrieving 1m OPF from NPRC will dispose of those documents in 
accordance vlith item 23b (2) (b) of this schedule. 
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b.	 All other perfonnance ratiHgS and plans. 

TEMPORARY. Destroy wheH 5 years old. 

3)	 All other perfonnance appraisals, aloflg with job elemeHts and standards (job 
e*peetatioHs) UPOHvihich they are based, EXCLUDING those for 8E8 
appoiHtees serviHg OHa PresideHtialappoiH:tmeHt (5 CFR 21 4) 

TEMPORARY. Destroy 5 years after date of appraisal. 

4) 8upportiHg documeHts. 

TEMPORlt.~Y Destroy 5 years after date of appraisal. 

Item 172:	 TFaiBiBg ReeoFtls. (3120) [GRS 1 (29)] 

ft.	 GeBeFal me of ageBey SpoBsoFed tFaiBiBg, EXCLUDING record copy of 
manuals, syllabuses, te*tbooks, and other traiHiHg aids deTleloped by the ageHCY. 

1) CorrespoHdeHce, memoranda, agreemeH:ts, authorizatioHs, reports, 
requiremeH:t revievls, plans, and objectives relatiHg to the establishmeHt and 
operatioH oftraiHiHg courses and cOHfereHces. 

TEMPORlUU'. Cut of at the eHd of the fiscal year trainiHg program 
discoH:tiflUedor completed. Destroy 5 years after cut off. 

2) Background and workiHg files. 

TEMPORlt. ...RY. Cut of at the eHd of the fiscal year traiHiHgprogram 
discoHtiflUedor completed. Destroy 3 years after out off. 

b.	 Employee tFaiBiBg. 

CorrespoHdeHce, memoranda, reports, and other records relatiHg to the availability of 
trainiHg and employee participatioH iHtrainiHg programs spoHsored by other 
gOTiemmeHtageHcies or HOHGovemmeHt iflStitutioflS. 

TEMPORARY. Destroy wheH 5 years old or whefl superseded or obsolete, 
T,vhieheveris SOOfler. 

Item 173:	 ReasoBftble AeeommodfttioB Request ReeoFds (3130) [GRS 1 (24)] 
Material related to reasoHably accommodatioHs made for an employee. IHfonnatioH 
created and maiHtaiHed while receiviHg, coordiHatiHg, reviewiHg, processiHg, 
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approving, afld reporting requests for reasonaale accommodation from federal 
employees afld applicants under the Rehabilitation Act of 1973 and Executive Order 
13164. 

DefmitioD: A reasonable accommodation is a change in the work environment or in 
the way things are customarily done that v/ould enable an individual "'lith a disaaility 
to enjoy equal employment opportunities. 

The three categories ofreasonaale accommodation are: 

Modification or adjustments to a job application process to permit an individual with 
a disability to be considered for a job, such as providing application fonns in IllTge 
print or Braille; 

Modifications or adjustments necessary to enable a qualified individual 'Nith a 
disability to perfonn essential functions of the job, such as providing sign language 
interpreters; and 

Modifications or adjustments that enable employees with disabilities to enjoy equal 
benefits and privileges of employment, such as removing physical barriers in an 
office or cafeteria. 

This schedule includes all requests for reasonable accommodation and/or assistive 
technology devices and services offered through the agency or the 
ComputerlElectronic Accommodation Program (CAP) that llTemade by or on behalf 
of applicants, current or fonner employees. Also included are medical records, 
supporting notes and documentation, as vrell as procedures and records related to 
processing, deciding, implementing, and tracking requests for reasonable 
accommodation(s) 

ft.	 CeDenll Files 
Agency 'Nide and departmental procedures for receiving, processing, and 
appealing requests for reasonable accommodation by employees and applicants. 
Files may include, but llTenot limited to, instructions, directives, notices, fonns, 
timetables and guidelines for requesting, processing and approving requests and 
for appealing decisions for reasonable accommodation. Also included are records 
notifying the Equal Employment Opportunity Commission (EEOC), the agency's 
collective bargaining representfttive(s) and the agency's Equal Employment 
Opportunity office of the agency's reasonable accommodation request and 
processing procedures as well as modifications to established procedures. 

TEMPOR}..RY. Destroy three yellTsafter superceded or when no longer needed 
for reference whichever is later. 

b.	 Employee Case Files 
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Individual employee files that are ereated, reeeived, and maintained by EEG 
reasonable aeeommodation or di'..ersit)¥disability program or employee relations 
eoordinators, immediate supervisors, CAP administrator, or HR speeialists 
eontaining reeords ofrequests for reasonable aeeommodation and/or assistive 
teehnology devises and serviees through the ageney or CAP that have been 
requested for or by an employee. This series also ineludes, but is not limited to, 
request approvals and denials, notiee of pro eedures for informal dispute resolution 
or appeal proeesses, forms, eorrespondenee, e mails, reeords of oral 
eonversations, medioal doeumentation, and notes. 

TEl\{PORARY. Destroy three years after employee separation from the ageney 
or all appeals are eoneluded ,....hichever is later. 

[Natc: Thesc l'ceerds al'CneithCl'p81't e:f8n employec's Offiei8l Pel'sennel File 
(OPF) nel'pal't Of8 supcFllisel"s Hnoffieialpersenneljik.j 

e.	 SupplemeBtal FHes 
Reeords created, reeeived, and maintained by EEG reasonable aoeommodation or 
diversit)¥disability program or employee relation ooordinators, while advising on, 
implementing or appealing requests for or from an individual employee for 
reasonable aeeommodation. Some requests may involve HR matters, ineluding 
but not limited to ohanges in duties, reassignments, leave usage, and performanee 
issues. Files may inelude, but are not limited to, poliey guidanee, resouree 
information about aeeommodation providers, forms, e mails, notes. 

TEl\'IPORAtRY. Destroy tflree years after end of fiseal year in vlhieh 
aeeommodation is deeided or all appeals are eoneluded, whichever is later. 

(Nate: These I'ceerfis arc l'leithap8rt &/an eHtpleyee's Offici8l PCl'sennel Fik 
(OPF) l'lerp81't &/8 supervisel"s Hl'l&jfici8Ipel'seH1'lCljilc.j 

d.	 TraekiBg System 
Reeords and data ereated, reoeived, and maintained for purposes oftraoking 
agenoy oomplianee with E:Keeutive Grder 13164 and Equal Employment 
GpportuBity Commission [GRS 1(24)(d)] 

TEMPORARY. Delete/destroy three years after eomplianee report is filed or 
when no longer needed for referenee. 

Item 174: Labor MaBagemeBt RelatioBs Reeords. (3140) [GRS 1(28)] 

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

TEMPORARY. Cut of at the end of the fiscal year in which agreement 
e*pires. Destroy 5 years after out off. 

2)	 Other offices. 

TEMPOR}·&Y. Destroy vlhen superseded or obsolete. 

b.	 Labor Arbitration General and Case Files. 
Corresflondence, fonns, and background pafJers relating to labor arbitration cases. 

TEl\4POR,;.:\RY. Cut of at the end of the fiscal year in whieb case is resolved. 
Destroy 5 years after final resolution of case. 

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

Fonns, reports, corresflondence, and related medical and investigatory records 
relating to on the job injuries, vihether or not a claim for comflensation was made, 
EXCWDING cOfliesfiled in the Emflloyee Medical Folder and cOflies submitted to 
the Department of Labor. 

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

Item 176: Admi.Bistrati7.le Crie7.lanee, DiseipliBary, and AdYerse AetioB Files [CRS 1 (30)] 

a.	 Administratiye Grievance Files (5 CFR 771) 
Records relating to grieyances raised by agency employees, except EEO 
complaints. These case files inelude statements of witnesses, reflOrtSof interviews 
and hearings, examiner's findings and recommendations, a copy of the original 
decision, related correspondence and exhibits, and records relating to a 
reconsideration request. 

TEl\4PORARY. Cut of at the end of the fiscal year in wh-ieb case is closed. 
Destroy no sooner than 4 years but no later than 7 years after case is closed. 

b.	 Adyerse Action Files (5 CFR 752) and Perfonnance Based Actions (5 CFR 432) 
Case files and records related to adverse actions and perfonnance based actions 
(removal, suspension, reduction in grade, furlough) against emflloyees. The file 
ineludes a copy of the proposed adverse action vlith supporting documents; 
statements of witnesses; employee's reflly; hearing notices, reports, and decisions; 
reversal of action; and afJfleal records, EXCLUDING letters ofrCfJrimand vlhich 
are filed in the OPF. 
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TEMPORARY. Cut ofat the end of the fiscal year in which case is closed. 
Destroy no sooner than 4 years but no later than 7 years after case is closed. 

{]VOTE: OPM has determil'wd that agencies may decide ho'l" long, 'l;ithin the range of 4 to 7 
years, gl"ievance and adverse acti01~.files need to he retai1~ed. To implement this ablt-hority, each 
tlgCncy mbl8t select onejixed retel'f;fio,~paiod, henveen 4 and 7 years, fa," the e''ttire series o/its 
closed cases. Agencies are not ablthorized to bl8e differem retentio" periods far individblal cases. 
The agency shoblltipblhlish (-he chosen retention perioti in the Pri'l!'acy Act ''totice far these 
records, the tlgCncy's records dispositio,t 1I'tal'tblal,anti any other iSSbla,we defIling )vi(-h the 

disposition o/these records.) 

Item 177:	 ExamiBiBg aBd CeFtifieatioB ReeoFds. (Delegated ExamiBiBg UBit DEUs) 
(3170) (eRg 1 (33)] 
Delegated agreements and related records created under the authority of 5 U.s.c. 
1104 betv/een the OPM and agencies, aUov/ing for the e*amination and certification 
of applicants for employment. 

a.	 Delegated agreements. 

TE"MPORARY. Cut of at the end of the fiscal year in v;hich agreement is 
terminated. Destroy 3 years after termination of agreement. 

b.	 Correspondence concerning applications, certification of eligibles, and all other 
e*amining and recruiting operations. Such correspondence, includes, but is not 
limited to, correspondence from Congress, White House, and the general public, 
and correspondence regarding accommodations for holding e*aminations and 
shipment of test materials. 

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

c.	 Correspondence or notices received from eligibles indicating a change in name, 
address, or availability. 

TEl\fPORARY. Destroy 90 days after updating the appropriate record in the 
registry or inventory. 

d.	 Test material stock control. 
Stock control records of e*amination test material including 11lililinginventory of 
test material in stock. 

TEMPOR} ...RY. Destroy ,,..hen test is superseded or obsolete. 

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

f.	 Exami-Ration AnnoUileemeftt Case Documefttation Files. 
CorreSflondenee regarding examination requiremeftts, final version of 
announeemeftt(s) issued, subsequeftt amendments to a:nnoUileement(s), public 
notice documentation, rating schedule, job analysis documentation, record of 
selecti>,.leand quality rating factors, rating procedures, traRsmutation tables, aRd 
other documents associated with the job announcement(s) and the developmeftt of 
the register/inventory or case examination. 

TEMPORARY. Cut off after termination of related register or inventory or after 
final action is taken on the certificate generated by case examining proceaures. 
Destroy 2 years after cut off. 

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

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

h.	 Letters to applicants denying transfer of eligibility (OPM Form 4896 or 
equivalent) 

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

1.	 Test :Answer Sheets. 

\llritten test ansv/er sheets for both eligibles and ineligibles. Filed by date of 
proceSSing. 

TEMPORARY. Destroy 'Nhen 6 months old. 

J.	 Lost or Exposed Test Material Case Files. 
Records shov/ing the circumstances of loss, natuTe of the recovery action, and 
corrective aetion required. 

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

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

TEM:PORARY. Cut off at the end of the fiscal year. Destroy 1 year after cut off. 
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1. Eligible applications for positions filled from a register or inventory, including OF 
612, resumes, supplemental forms, and attachments, whether in hard copy or 
eleetronic format. 

1) On active register or inventory. 

TEMPORl ...RY. Destroy 90 days after termination ofthe register or inventory, 
(except for those applications that may be brought fonNard to a ne\v register or 
inventory, if any) 

2) On inactive register or inventory. 

TEMPORzA...RY. Cut ofat the end of the fiscal year. Destroy 1 year after cut off. 

m. Ineligible or incomplete applications for positions filled by case examining. Such 
documents include OF 612, resumes, supplemental forms, whether in hard copy 
or electronic format. 

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

n. Eligible applications for positions filled by case examining that either are not 
referred to the hiring official or are returned to the examining office by the hiring 
official. Such documents include OF 612, reswnes, supplemental forms, and 
attachments, vlhether in hard copy or electronic format. 

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

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

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

p. Certificate Files, including SF 39, SF 39A, or equivalent, and all papers upon 
vlhich the certification was based: the list of eligibles screened for the vacancies, 
ratings assigned, availability statements, the certificate of eligibles that ,>vasissued 
to the selecting official, the annotated certificate of eligibles that was returned 
from the selecting official, and other documentation material designated by the 
examiner for retention. 

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

q. Certification request control index. Certificate control log system. Records of 
information (e.g. receipt date, series, and grade of position, duty station, etc.) 
pertaining to requests for lists of eligibles from a register or inventory. 
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TEMPOR{\RY. Cut of at the ead of the fiscal year. Destroy 2 years after cut off. 

r.	 Irnerageacy Placement Program (IPP) application and registration sheet. 

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

s.	 DEP control cards, if maintained. 

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

t.	 Reports of audits of delegated examilling operations. 

TEMPORARY. Destro)' 3 years after date of the report. 

Item 178:	 DeDied Heftlth ReDefits Requests UDder Spouse Equity. (3180) [CRS 1(35)] 
Dellied eligibility files consisting of applications, court orders, denial letters, appeal 
letters, and related papers. 

a.	 Health benefits denied, not appealed.
 

TEMPORz"'i:RY. Destroy 3 years after denial.
 

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

1) Appeal successful benefits granted. 

Create enrollment file in accordance with Subchapter S17 of the FEHB 
Handbook.
 

2) .Appeal uasuceessful benefits denied.
 

TEMPORARY. Destroy 3 years after denial.
 

{NOTE: Pursutmt te Subchapter 817 efthe FEHB Htmdbeek enreUmerl:tjiks tYfspeU!iC!ieligible 
.for benefits are transjet't'ed te OP},{ when .fermer speuse ea1'weisthe et'l:reUment,whe« 
enre/l:ment is terminated by the el'lipH7yingeffiee, er when former speuse begins reeei'p'ingan 
annuity paymet'l:t.] 

Item 179:	 Federftl \\'orkplftee Drug TestiBg Program Files. (3190) [CRS 1 (36)] 
Drug testiag program records created under Executive Order 12564 and Public La'll 
100 71, Section 503 (101 Stat. 468), EXCLUDING consolidated statistical and 
nffil'ative reports concerning the operation of agency programs, including afl11ual 
reports to Congress, as required by Pub. L. 100 71, 503(f) 

This authorization does not apply to oversight program records of the Department of 
Health and Human Services, the Office of Personnel Managemern, the Office of 

SWPA SFl15 - FINAL VERSION 
Page 73 of 126 

http:TEMPORA.RY


SFl15 Southwestern POWe~inistration 

Management and Budget, the Office of National Drug Control Polic~" and the 
Departmoot of Justice. 

a.	 Drug test plans and procedures, EXCLUDING dOCUffientsthat are filed in record 
sets of formal issuances (directives, procedures handbooks, operating manuals, 
and the like.) Agency copies of plans and procedures, with related drafts, 
correspondence, memoranda, and other records pertaining to the developmoot of 
procedures for drug testing programs, including the determination of testing 
incumbents in designated positions. 

TE'MPORARY. Destroy whoo 3 years old or ,>",hensuperseded or obsolete. 

b.	 Elllflloyee acknowledgment of notice forms. 
Forms completed by employees whose positions are designated soositi't'e for drug 
testing purposes acknowledging that they have received notice that they may be 
tested. 

TEl\IPORzA,.RY. Destroy vlhen employee separates from testing designated 
position. 

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

TEl\IPORi·"R¥. Destroy when 3 years old. 

d.	 Records relating to the collection and handling of specimoos. 

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

TEl\IPORi·"RY. Destroy 3 years after date of last entry 

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

TEl\IPOR},.RY. Destroy 'Nhen 3 years old. 

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

a) E~loyees. 

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

b) ApplicBflts not accepted for employment. 

TEMPORARY. Destroy vlhen 3 years old 

2) :Negative results. 

TEl\iPORl,.RY. Destroy 'Nhen 3 years old 

(NOTES: 0) Disciplin{lry {lctien etlscjiles pcrltlining ffl {lctiens t{llfCn ttgtlinst cf1ipleyces fer 
tH'f;tgf;t8C,erf;tgpesscssien, faUf;trc Ie cemply ',vith erf;tg leslil'lgprecctiHres, {lne simifflr m{lUcrs 
{lrc cm~crce by' GRS 1, itcm 30b, which {If;ttherizes tiestrf;tctien efrecerds bctwcerl 4 {lnd 7yc{lrs 
[litcr thc C{lSCis clescd. (2) Any rccm¥is ce'lcl"Cd by items 36 {l c th{lt {lrc relc';l{J;ntIe liti~tien er 
disciplin{lI''Y {lctter,s shef;t/d bc dispescd (Tine c{lrlicr th{ln thc re/{ltcd liligtlttm1 er {lrb'crsc (lctien 
c{lscjilc(s» 

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

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

Item 181:	 \\Tage Survey Files. (3210) [CRS 1 (38)] 
Wage survey reports and data, background documents and correspondence pertaining 
to area y;ages paid for each e~lo)'ee class; background papers establishing need, 
authorization, direction, and analysis ofy/age surveys; development and 
implementation of wage sehedules; and request for an authorization of specific rates 
(excluding authorized wage sehedules and wage SUPle)'recapitulation sheets) 

TEl\WORzA"RY. Destroy after co~letion of second succeeding \-vagesUrvey. 

Item 182:	 RetiremeBt AssistaBee Files. (3220) [CRS 1 (39)] 
Correspondence, memoranda, annuity estimates, afld other records used to assist 
retiring employees or survivors claim insurance or retirement benefits. 

TEMPORzA"RY. Destroy when 1 year old. 
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Item 183: Pay COlBflaFability ReeoFds. (pay Flexibility ReeOFds 3 R's) (3230) [GRS 1 
(4Bt 
Records created under iHlfllementation of the Federal EHlflloyees Pay COHlflarability 
Act including written narratives and cOHlfluterized transaction registers documenting 
use ofretention, relocation and recruitment bonuses, allovlBfices, and supervisory 
differentials, and case files consisting of requests for and approval of recruitment and 
relocation bonuses and retention allovlances. 

TEMPORARY. Destroy 3 years fonowing the date of approval or upon cOHlflletion 
of the relevant service agreement or allowance, whichever is later. 

Item 184: TeleeoBHBRtiBg/TelewoFI{ ReeoFds. (3240) [GRS 1 (42)) 

a.	 :Approved requests or applications to participate in an alternate 'Norksite program; 
agreements bet'Neen the agency and the employee; and records relating to the 
safety of the worksite, the installation and use of equipment, hardware, and 
software, and the use of secure, classified information or data subject to the 
Privacy Act. 

TEMPORARY. Destroy 1 year after end of employee's participation in tHe 
program. 

b.	 Unapproved requests. 

TEMPORARY. Destroy 1 year after request is rejected 

c.	 Forms and other records generated by the agency or the participating eHlflloyee 
e>t'aluatingtHe alternate worksite program. 

TEMPORz-\RY. Destroy vmen 1 year old, or ...men no longer needed, 'NHiche¥er 
is later. 

Item 185: EflRal EmploymeBt OppoFtuBity (EEO) ReeoFds. (3250) [GRS 1 (25)) 

a.	 Official Discrimination COHlfllaintCase Files. 
Originating agency's file containing cOHlfllaintswith related correspondence, 
reports, mrnibits, "'/ithdrawal notices, copies of decisions, records of hearings and 
meetings, and other records as described in 29 CFR 1614. Cases resolved within 
the agency, by Equal Employment Opportunity Commission, or by a U.s. Court. 

TEMPORzC\RY. Cut ofat tHe end of the fiscal year in vmich case is resolved. 
Destroy 4 years after cut off. 

b.	 Copies of Complaint Case Files. 
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Duplicate case files or docwnents pertaining to case files retained in Official 
Discrimination COIDfllaintCase Files. 

TEMPORIC\RY. Cm of at the end of the fiscal year in which case is resolved. 
Destroy 1 year after resolmion of case. 

c.	 Preliminary and Background Files. 

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

TEMPORARY. Cm of at the end of the fiscal year in \vhich case is resolved. 
Destroy 2 years after final resolmion of case. 

2)	 Records documenting cOIDfllaintsthat do not develop into Official 
Discrimination COIDfllaintCases. 

TEMPORARY. Cm of at the end of the fisoal year oOIDfllaintfiled. Destroy 2 
years after out off. 

d.	 COIDfllianoeReoords. 

1)	 COIDfllianceRe¥iew Files. 
Reviews, background docwnents, and oorrespondenoe relating to oontraotor 
employment praotioes. 

TEMPO~""~Y. Cm of at the end of the fisoal year in .../hich re¥iew 
oOIDflleted.Destroy 7 years after out off. 

2)	 EEG COIDfllianceROfIorts 

TEMPORARY. Destroy '.vhen 3 years old. 

f.	 EEG General Files. 
General correspondence and oopies of regulations '.vith related records pertaining 
to the Civil Rights l\ot of 1964, the EEG Act of 1972, and any pertinent later 
legislation, and agency EEG Committee meeting records, including minmes and 
rOflorts. 

TEMPORtdtl'. Destroy vmen 3 years old or when sUflerseded or obsolete, 
whichever is applioable. 

g.	 EEG Affinnative Action Plans (MP) 

1) Agency copy of consolidated MP(s) 
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TEMPORA:RY. Destroy 5 years from date ofplafl:. 

2)	 Ageney feeder plan to eonsolidated fnt\P(s) 

TEMPORARY. Destroy 5 years from date of feeder plan or vmen 
administrative purposes have been served, whiehever is sooner. 

3) Report of on site reviev ..s ofA.ffirmative Aetion Programs. 

TEMPORARY. Destroy 5 years from date of report. 

4) Ageney eopy of annual report of Affirmative Aetion aeeomplislnnents. 

TEMPORARY. Destroy 5 years from date of report. 

Item 186:	 PerseBuel CeH:useliBg Reeerds. (3260) [GRS 1 (26)] 

a. Counseling Files. Reports of intervie'lIs, analyses, and related reeords. 

TEM:PORARY. Destroy 3 years after termination of eOUfiseling. 

b.	 A1eohol and Drug Abuse Program. 
Reeords ereated in plar.ning, eoordinating, and direeting an aleohol afl:ddrug 
abuse program. 

TEl\fPORf	 ..RY. Destroy v..hen 3 years old. 

ACQUISITION AND FACILITIES SERVICES 

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

Item 187:	 PreetlFemeut Aetieus (4205) [GRS 3 (3)] 
Contraeting documents with original signatures. Contraet and eoatraet modifieations, 
requisition and requisition ehafl:ges,purehase order and purehase order revisions, 
lease, and bond and surety reeords, ineluding eorrespondenee and related papers 
pertaining to award, administration, reeeipt, inspeetion, aeeeptanee, payment and 
warranty, internal revielNS and approvals ofproeurement aetions. Recoffls tll"Ctletive 
fer	 the periodjro1'H solieifflti()1~ until jintll ptlyment, termintltioH a/the C01Ul'6Ct,or 
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,mtil cxpit"tltitm ejwflf'f'tmty f1nd klEcnt dc/ceEsperied. er ""''lEi/pcnding iss""cs f1rc 
reselvcd. 

a.	 Procw=ement or pw=chase organization copy, and related papers. 

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

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

TEMPORl"JlY. Cut of at the end of the fiscal yeai' final payment is
 
made. Destroy 7 after cut off.
 

b)	 TraH:saetions at or below the simplified acquisition threshold aH:dall 
construction contracts at or belo'll $2,000. 

TEMPORA:RY. Cut of at the end of the fiscal yeai' final payment is 
made. Destroy 3 yeai's after cut off.
 

2) TraH:sactions dated earlier than July 3, 1995.
 

a)	 Transactions that utilize other than small pw=chase procedw=es and an 
construction contracts exceeding $2,000. 

TEMPORf ..RY. Cut of at the end of the fiscal yeai' final payment is 
made. Destroy 7 years after cut off. 

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

TEMPORf..RY. Cut of at the end of the fiscal yeai' final payment is 
made. Destroy 3 years after cut off. 

b.	 Obligation copy.
 

TE1\4PORt,\RY. Destroy when funds are obligated.
 

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

TE1\4PORARY. Destroy upon termination or completion. 

d.	 Data Submitted to the Federal Procw=ement Data System (FPDS) 
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Eleetroftic data file maifttaifted by fiscal year, COfttainiftgUftclassified records of 
all prOCtH'effteBts,other than small ptH'ehases, and cOftsistiftg ofiftformatioB 
reql:l:iredUftder 48 CFR 4.601 for traRsfer to the FPDS. 

TEl\{PORA.RY. Destroy or delete whea 5 years old. 

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

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

Item 189: IBveBtor,' ReqllisitioBs (4420) [eRS 3 (8)] 
Requisitiofts for supplies and equipmeftt for curreftt iB¥efttory. 

a.	 Stockroom copy. 

TEMPOR\RY. Destroy 2 years after completioft or cance1latioft ofrequisitioft. 

b. All other copies. 

TEMPORtU~Y. Destroy wheB 6 moRths old. 

Item 190:	 IB7;eBtoFYMftBftgemeBt (4422) [eRS 3 (4)] 
Material relatiBg to managiftg S'NPA:'s supply ift¥efttory. Files of reports OftsUflply 
requiremeftts aRdpfOeuremeftt matters submitted for sUflplymaRagemeBt purposes 
(other than those iftcorporated iB case files or other files of a geaeral ftature) 
a.	 Copies received from other Uftits for internal purposes or for traRsmissioB to staff 

ageacies. 

TEMPOIU	 ...RY. Destroy '.vhea 2 years old. 

b. Copies ift other reportiftg Uftits and related workiftg documeftts. 

TEl\{PORARY. Destroy \vheB 1 year old. 

Item 191:	 LftBd AeqaisitioB (4351) [eRS 3 (1)] 
Case files pertaiftiftg to laRd acquisitioB for transmissioB lifte facilities. lflcludes 
origiftallegal cOBveyance iftstrumeftts, title policies, Geaeral Couftsel' s fiBal opiftioft, 
appraisals, and other related data such as material related to S'NPA and GSA policies 
aBd pfOcedtH'esabout the disposal of land aRd laRd rights ftOloftger fteeded for S'NPA 
traBsmissioft facilities. 
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PreservatiOl=i: 8WPA maintains hardcopy records during the acquisition process. At 
the conclusion of the acquisition process, records are scar.ned and hard copies sent to 
the Federal Records Center (PRC) for contingent retention. These are Vital Records. 

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

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

b.	 :Abstract or certificate of title. 

TEMPORt\RY. Transfer to purchaser after unconditional sale or release by the 
Go....ernment of conditions, restrictions, mortgages, or other liens. 

Item 192:	 Encroachments (Outgrants/Permits) (4353) 
Material relating to the crossing and permit files for SWPA's right of ways such as 
crossing highways, railroads, drainage ditches, public utilities, oil and gas lines, and 
other passages by SWP A transmission lines. Includes official copy of application, 
numbered contract or memorandum permit, related correspondence, maps, profile 
drawings, etc. [SWPA's SF 115 NC1-387-76-1, LND-C, page 148 approved 1976] 

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

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

Item 193:	 Land Policies with Federal Agencies (4354) 
Material relating to land policies and agreements developed between the 
Southwestern Power Administration (SWP A) and other Federal agencies. 
[Based on: BPA's SF 115 N1-305-95-1 approved June 22,1995] 

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

Item 194:	 LaRd lBfoFmotioR System (4355) [CRS 3 (1)] 

8\VPA's Land database is used to track and manage land rights information resulting 
from property right acquisitions, licenses, transfers, exchanges, permits, out grants 
(vlhere 8'NPA is giving rights to Fee/Easement property use for a specific purpose, 
i.e. trees, utilities, etc.), encroachments and disposals in support of construction and 
maintenance programs, right of way tracking for transmission line ....egetation 
management and line maintenance. Information contained in this system: The 
indi ....iduals covered in this system are landovmers and tenants on 80uthv/estem's 
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right of way INhere S'.VPA has acquired or given interests in land or permits. Land 
OVlfler:Full Name, Home Address, Home Phone number, Land Property OVlflership, 
and Other Public Information. Southwestern maintains information received from 
County records (courthouse records, tax records, public records) and information 
obtained from indiyiduallandowners and tenants. 

This LAND system falls under DOE's FFeeEiem of IBfoFmBtioB Ad BBEiPFivlley 
Aet: http:,L/management.energy.gov/doeuments/GSS Land_Record PIA.pdf 

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

TEMPORARY. Dispose 1° years after unconditional sale or release by the 
Goyerrnnent of conditions, restrictions, mortgages or other liens. 

b.	 Abstract or certificate of title. 

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

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

TEMPORARY. Cut of at the end of the fiscal year in vihich vehicle leaye agenc:y 
custody. Destroy 4 years after cut off. 

Item 19a:	 MBteFiBI DispOSBI (4430) [GRS 4 (I») 
Materials relating to the disposal of all excess material and equipment at SVlPA. 
Includes property disposed of through DOE, GSA sale (Standard Form 114e, Sale of 
Go';ernment Property Negotiated Sales Contract, and Standard Form 122e, Transfer 
Order for Excess Personal Property), term contract, and donation (Standard Form 

~ 

TEMPORARY. Cut off at the end of the fiscal year in vihich excess material is 
disposed of. Destroy 2 years after cut off. 

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

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

=--====================================================== 

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

Item 198: National Environmental Policy Act and Related Laws Documentation (5401) 
Includes, but is not limited to, Environmental Impact Statements (ElS), supplemental 
analyses (SA), environmental assessments (EA), categorical exclusion documents, 
environmental checklists, action description memoranda, other records used to reach 
a categorical exclusion determination, and documentation supporting compliance 
with other environmental statutes coordinated with the NEP A process. [Based on: 
DOE's Programmatic Records Schedules for Environmental SF 115 NI-434-98-
28: Environmental Impact Statement, Environmental Assessment, and 
Categorical Exclusion.] 

Includes: 

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

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

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

PERMANENT. Cut off at the end of the fiscal year in which environmental 
study activity is completed. If records are paper or other hardcopy media, transfer 
to NARA 25 years after cut off. If records are electronic, transfer physical custody 
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to NARA for pre-accessioning five years after cut off. Transfer legal custody of 
electronic records, 25 years after cut off. 40CFR1508.9 (N1-434-98-28) 

Item 199: Environmental Regulatory Compliance Records (5402) 
This category covers records documenting compliance with NEP A, state 
environmental policy acts, the Council on Environmental Quality regulations, DOE 
NEPA guidelines, DOE Secretarial policy on NEPA, DOE orders and other Federal, 
state and local environmental regulations. It includes regulatory files containing 
records demonstrating compliance with environmental regulations such as CERCLA, 
RCRA, NEPA, Clean Water Act and Safe Drinking Water Act. [Based on: DOE's 
Programmatic Records Schedules for Environmental SF 115 NI-434-98-28] 

a.	 RCRAICERCLA Related Inspection RecordslInactive Waste Assessment. 
Material related to investigations, inspections, assessments and appraisals relating 
to RCRA and CERCLA compliance, inactive waste sites and hazardous waste. 
Records include, but are not limited to, logs, procedures, checklists, observations; 
and audit and investigative case files pertaining to the environment, health and 
safety topics that did not attract national or Congressional attention and were not 
cited in the semi-annual reports to Congress. 

TEMPORARY. Cut of at the when facility or waste site is closed. Destroy 5 
years after facility or waste site closure. 

h.	 General Inspection Logs and Supporting Documentation. 
General inspection logs related to operations; safety inspections; inspection 
schedules, completed inspection procedures and checklists; internal, job-specific 
inspection checklists and other supporting documentation. Inspection records of 
hazardous waste storage locations, that record date and time of the inspection, 
notes of observations made, and date and nature of any repairs or other remedial 
actions. Inspection logs or records maintained pursuant to 40 CFR 264.347 or 40 
CFR 264.15 or 40 CFR 264.73. 

TEMPORARY. Cut of at the when facility or waste site is closed. Destroy 3 
years after facility or waste site closure. 

c.	 Waste Appraisal Files Hazardous waste appraisals that determine if short-term 
or temporary storage areas, containers, or packaging are in compliance with 
requirements. 

TEMPORARY. Cut of at the when facility or waste site is closed. Destroy 5 
years after facility or waste site closure. 

d.	 Assessment and Corrective Action Documentation. 
Records documenting evaluation, assessment, audits, and associated corrective 
action documentation. Environmental investigations. Audit and investigative 
case files and reports that pertain to environment, health and safety topics, cases 
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or concerns but did not attract national or Congressional attention, result in 
substantive changes in Departmental policy or procedure and were not cited in 
semi-annual reports to Congress. 

TEMPORARY. Cut of at the when facility or waste site is closed. Destroy 75 
years after facility or waste site closure. 

Item 200:	 Environmental Permits/Permitting Documentation (5403) 
Permitting documentation includes records relating to authorizing access or 
permission from a government entity such as a city, county, state or Federal agency to 
initiate action, usually defining specified limits in the form of a written warrant or 
license. This category may include necessary documents that precede the granting of 
a license or warrant, such as applications for permits. [Based on: DOE's 
Programmatic Records Schedules for Environmental SF 115 NI-434-98-28] 

a. RCRA	 Parts A & B. 
Permitting documentation includes detailed definition of the approved process, 
schedules, milestones, reporting requirements, supporting documentation, 
correspondence, terms and conditions of the permit, notification of changes to the 
permit and modifications. Maintained by the Cognizant DOE Operation's Office. 

PERMANENT. Cut off and transfer to NARA at termination of permit. Per (N 1-
434-98-28) 

h. RCRA	 Permit Supporting Documentation and Required Monitoring Data. 
Preparation of the permitting application includes permitting requirements, 
permitting policies, cost information, schedules, application, closure plans, 
notification requests, supporting documentation, negotiations with permitting 
agency modification process and correspondence. RCRA Permit Applications, 
Part A and B and supporting documentation. RCRA Permits Part A and B. 
Required monitoring data. Including, but not limited to, all calibration and 
maintenance records, all original strip chart recordings for continuous monitoring 
instrumentation, and copies of all reports required by permit. 

TEMPORARY. Cut of at the end of the fiscal year in which permit expires. 
Destroy 5 years after permit expires. (N1-434-98-28) 

c.	 Waste Water Discharge, Air Emissions, Pollution Equipment Prevention 
Permit Records/Applications Records. 
Preparation of the permitting application includes permitting requirements, 
permitting policies, cost information, schedules, application, closure plans, 
notification requests, supporting documentation, negotiations with permitting 
agency modification process and correspondence. 

TEMPORARY. Cut of at the end of the fiscal year in which permit expires. 
Destroy 5 years after cut off. 
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d.	 Waste Water Discharge Permit Records. 

These records document the requests for permission to discharge wastewater into 
ground water and sanitary sewers. Includes, but is not limited to: discharge plans, 
approval letters, samples and analysis, certificate of analysis, monitoring 
requirements, renewal applications, chain of custody forms, permits and 
applications, routine storm maintenance requests, including records required by 
National Pollutant Discharge Elimination System (NPDES), State Waste 
Discharge, Injection Well and Storm water Permits. Also, includes reports 
required by the permits, including but not limited to, discharge monitoring 
reports, noncompliance notification, noncompliance reports and corrective action 
measures. Water may be discharged into sewers, ponds, lagoons, etc. Includes 
construction permits submitted after applications are approved, notices to 
discharge surplus water in accordance with permit compliance, purge water 
activity records, and storm drainage inspections and maps; and technical, general 
regulatory and policy correspondence. 

Per the DOE RECORDS SCHEDULE FOR ENVIRONMENTAL RECORDS 
Dated: 08-25-03 (N1-434-98-28) on Page 31 states the following for Waste Water 
Discharge Permit Records: 

(a) Construction permits submitted after applications are approved. 

TEMPORARY. Destroy 3 years after the applicable permit expires. 40 CFR 
122.21 (N1-434-98-28) 

(b) Technical, general regulatory and policy correspondence. 

TEMPORARY. Destroy after 5 years. (N1-434-98-28) 

(c) Notices to discharge surplus water records in accordance	 with permit
 
compliance.
 

TEMPORARY. Destroy 5 year after permit expires. (N1-434-98-28) 

(d) Purge water activity records. 

TEMPORARY. Destroy 5 years afterpennit expires. (N1-434-98-28) 

(e) Storm drainage inspections and maps. 

TEMPORARY. Destroy 5 years after permit expires. (N1-434-98-28) 

e.	 Air emission records. 
Document the process of developing and obtaining approval from Federal, state, 
air quality district, or city officials to emit air pollutants and/or airborne 
particulate matter in compliance with the Federal CAA, associated State 
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implementation plans and laws. Records may include, but are not limited to, 
permit applications and supporting documentation, permits, (such as new 
construction or preconstruction, operating modification, new source, NESHAPS, 
prevention of significant deterioration, acid rain, open burn, top soil disturbance, 
administrative permit amendments, permit renewals, modifications, cancellations, 
suspensions, exemptions, approvals, and disapprovals, monitoring and control 
plans, notices of violation, material safety data sheets (MSDS) for pollutants, 
permit lists, dispersion modeling information, correspondence with and between 
DOE, DOE contractors, city, state, air quality district, or Environmental 
Protection Agency (EPA) officials regarding permitting, documentation of permit 
fee invoices and payments, and ownership of pollution allowances or rights. 
Records may also include air emission permit tracking databases. Related and 
supporting documentation for permits (EPI) 

Per the DOE RECORDS SCHEDULE FOR ENVIRONMENTAL RECORDS 
Dated: 08-25-03 (N1-434-98-28) on Page 31 states the following for Air Emission 
Records: 

(a) Related and supporting documentation for permits. 

TEMPORARY. Destroy 3 years after related permit expires. (N1-434-98-28) 

(b) Pollution allowance ownership rights documentation. 

TEMPORARY. Destroy 3 years after related permit expires. (N1-434-98-28) 

(c)	 Draft documents, supporting notes and calculations. 

TEMPORARY. Destroy when superseded, obsolete, or no longer needed. 
(N1-434-98-28) 

(d) Related databases and data. 
Contains source information and other data gathered from many type of 
environmental activities other than site surveillance/monitoring (e.g., 
groundwater and biota) for potential and established/documented 
environmental sites. 

1) Input Source 
TEMPORARY. Destroy when data is entered in database and validated. 
(N1-434-98-28). 

2)	 Output 
TEMPORARY. File with appropriate series using an approved schedule. 
(N 1-434-98-28) 

3)	 Master File 
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TEMPORARY. Destroy 10 years after certification of post closure care 
and monitoring and when all enforcement actions related to the facility 
have been settled. (N1-434-98-28) 

f.	 Pollution prevention equipment records 
Document the permission to install specific equipment in buildings or facilities at 
DOE contractor sites to meet regulatory compliance. Records may include, but 
are not limited to, permit applications, permits, permit renewals, correspondence, 
emission concentration, and type of pollution control equipment. 

Per the DOE RECORDS SCHEDULE FOR ENVIRONMENTAL RECORDS 
Dated: 08-25-03 (N1-434-98-28) on Page 31 states the following for Pollution 
Prevention equipment records: 

1)	 Document the permission to install specific equipment in buildings or 
facilities at DOE contractor sites to meet regulatory compliance. Records may 
include, but are not limited to, 'permit applications, permits, permit renewals, 
correspondence, emission concentration, and type of pollution control 
equipment. 

TEMPORARY. Destroy 3 years after related permit expires. (N1-434-98-28) 

2)	 All Other Permits 

TEMPORARY. Destroy 3 years after related permit expires. (N1-434-98-28) 

h.	 Permit Petitions/W aivers. Documentation used as a means to request a petition 
or waiver from a permit requirement(s) 

TEMPORARY. Cut of at the end ofthe fiscal year in which petition or waiver 
expires. Destroy 5 years after cut off. 

Item 201:	 Environmental Monitoring (5404) 
Monitoring records document activities that affect environmental quality, such as 
discharging air pollutants to the atmosphere and activities that involve radioactive and 
nonradioactive discharges to the environment, including rivers, sanitary sewers, land 
surfaces, sub-surfaces, and drinking water supply systems. Environmental 
surveillance activities are conducted with the intent of detecting and qualifying 
radioactive and non-radioactive contaminates and assessing their environmental and 
human health significance. Note: See 15130 for logbooks relating to monitoring 
activities. [Based on: DOE's Programmatic Records Schedules for 
Environmental SF 115 NI-434-98-28] 

a.	 Soil and Groundwater 
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1) Procedures, Radiological Equipment Calibrations and Survey Forms and 

Logs. 
Geologist field logs document field test bore holes, indicating the type of 
soils, gravels, cobbles and sand that are found at the field test area. They give 
the sampler type and depth, inches/feet driven, inches recovered, sample 
condition, drilling rate, and other pertinent data. They contain field log boring 
forms and well development/water monitoring data. Drillinglboring field logs 
are used to record geological data (such as the changes in soil or strata with 
depth), what projects are currently being worked on and the time and results 
of routine environmental tasks. Material may include field logbooks 
containing pertinent soil monitoring calculations, observations, and 
interpretations of results. Procedures that detail the specific methods and 
frequency of environmental soil and groundwater monitoring. Radiation 
Detection Equipment (instrument) Calibration. Documentation providing 
assurance that equipment used during soil and groundwater monitoring 
activities was calibrated to established standards. Radiological survey forms 
and logs for soil and groundwater monitoring. 

TEMPORARY. Cut off when superseded or obsolete. Destroy when 75 years 
old. (Nl-434-98-28). 

2) Non-Radiological Equipment Calibrations. Non-radiation equipment 
calibration records for soil and groundwater monitoring. 

TEMPORARY. Cut of at the end ofthe fiscal year. Destroy 5 years after cut 
off. 

3)	 Statistical Monitoring Data. Data used to make statistical comparisons 
between different soil and groundwater monitoring locations or time periods. 

TEMPORARY. Destroy when results are incorporated into summary reports, 
or when 5 years old, whichever is earlier. (Nl-434-98-28) 

4) Pesticide/Herbicide Records. Records of the application of 
pesticideslherbicides. Records include but are not limited to location 
involved, date, time, appropriate meteorological data for exterior applications, 
amounts of chemical associated concentrations and equipment used signature 
and license number of the cognizant operator along with pertinent remarks. 

TEMPORARY. Cut of at the end of the fiscal year. Destroy when 10 years after 
cut off. 

b.	 Air Monitoring Records. 
Procedures that detail the specific methods and frequency of environmental air 
monitoring. Air Filter Records. Records used to gather, analyze and report air 
quality data including hot cell air quality and filter efficiency data in radiological 
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control areas. Records may include, but are not limited to, air filter information, 
raw data derived from filters, such as filter number and amount of particulates, 
filter efficiency test reports and data and filter inventory lists. 

Includes: 

•	 High-Efficiency Particulate Air (HEPA) filter records, including, but not 
limited to; raw data efficiency tests, laboratory analysis and inventory lists. 

•	 Evaporator, Hood, Stack, and Exhaust Fan Discharge Records. Records 
that document equipment types and discharge rates used to calculate the 
potential release of contaminants and radionuclides from specific locations. 
The records are used to supplement the NESHAP reports and to fulfill 
partially the requirements of the EPA. Records may include, but are not 
limited to, trace emissions, location, equipment type, velocity, release rate, 
concentration, parameters, hourly evaporation rate, identification of the 
chemicals purchased and used by the Department, descriptions of air handling 
supply and exhaust systems, descriptions ofthe flow measuring system, flow 
rate testing data sheets, what type of toxic or radioactive material the hood is 
used for, instrument type and serial number, calibration due date, and 
approval. 

•	 Monitoring Baseline Study Record. These records document a study that 
establishes normal monitoring levels for measuring the radioactive and non-
radioactive impact on the environment and surrounding populations. 
Information from these records may be used to compile compliance reports. 
Records may include, but are not limited to, correspondence, plan status, 
performance and technical system audits, wind source direction status, 
preliminary and end results, interpretations, conclusions and 
recommendations, environmental checklist (ECL) system plan and effluent 
particle size. 

•	 Hazardous Air Pollutant Baseline Study Records. These records also 
document measurements collected from upwind and downwind locations 
indicating the hazardous air pollutants specified in 42 USC 112 such as 
asbestos, benzene, beryllium, mercury, vinyl chloride, coke oven emissions, 
and inorganic arsenic. Records may include, but are not limited to, analytical 
procedures, calibrations, monitoring results and recommendations. 

•	 Annual Background Study Records. These records document the 
preliminary results of an approved background study used by the EPA, the 
state, and DOE to evaluate contamination release. These studies are used to 
develop information on the uncontaminated conditions of a site. The data is 
compared with data from areas that might be contaminated. Records may 
include, but are not limited to, data acquisitions and related correspondence, 
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description of data collection methods and technology, data logs, 
subcontractor memos, applicable NEP A documentation and analytical results. 

•	 Stratospheric Ozone Protection Records. These records document a 
unified, cost effective, and competitive approach for a transition from using 
ozone-depleting chemicals to the use of new chemicals or chemical substitutes 
that will not deplete the stratospheric ozone or pollute the air or the 
environment. Records may include, but are not limited to, memos and 
correspondence, summary plans, cost analysis, substance lists, and regulations 
lists. 

•	 Criteria Pollutant Release Records. These records document measures of 
National Ambient Air Quality Standards Program (NAAQS) criteria 
pollutants released into the air that meet pollution prevention requirements. 
The pollutants measured have been identified as being hazardous to human 
health and welfare. These measurements are mandated by DOE as part of 
resolving National Air Quality problems. Records may include, but are not 
limited to, ECL, Request for Facility Services, CX list and EPA checklists. 

•	 Criteria Pollutant Source Inventory. Records document annual inventories 
of criteria pollutant sources at DOE and contractor sites that are used to 
determine the source type and concentration of pollution emitted from 
identified locations. 

•	 Air Monitor/Sampler Radiation Detection Equipment Calibration 
Records. Documentation providing assurance that equipment used during 
monitoring activities was calibrated to established standards. These records 
document the type of calibration performed, the degree of accuracy to which 
the item was calibrated and the date of calibration, and to determine when the 
item is due for recall. Records may include, but are not limited to, 
procurement, equipment serial number and location, manufacturers statement 
of origin, manufacturer code, equipment calibration estimates, calibration data 
forms, checklists, billings, inspection reports, move orders, equipment manual 
information, vendor information, quality and operating checks, 
pre-operational checklists, calibration date, calibration data, calibration recall 
notices, calibration sheets, out-of-tolerance notifications, recall cards, 
equipment standards and specifications, certificates of conformance, 
certificates of completion, instrument status, service performance reports, and 
trouble shooting information. 

a)	 Radiation detection instrument calibration records 

TEMPORARY. Destroy when 75 years old. (N1-434-98-28) 

b) All others 
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TEMPORARY. Destroy 5 years after calibration. (N1-434-98-28) 

c.	 Meteorological Monitoring Records. 
Meteorological Monitoring Records. These records document the data collected 
from weather monitoring stations to support environmental monitoring programs. 
They are also used to report overall annual dose, calculated concentrations of 
routine and accidental releases, and supports the real time plume trajectory 
forecasting system. Records include, but are not limited to, strip charts of real 
time measurements of wind speed and direction, temperature, wind chill, relative 
humidity, dew point, precipitation, barometric pressure, synopsis of expected 
daily weather activity, evening forecast, weather cautionary or alert information, 
semiannual calibration results of tower, logbooks identifying problems, 
abnormalities, documentation of daily checks, correspondence regarding tower 
installation, and construction, milestone report, meteorological system design and 
overview, briefings and findings. 

TEMPORARY. Cut off at the end of the FY data collected. Destroy 75 years 
after cut off. 

d.	 Waste Streams 
Logbooks containing information related to radioactive or hazardous waste 
streams. 

TEMPORARY. Cut off at the end of the FY data collected. Destroy 75 years 
after cut off. 

e.	 Sampling and Analysis. 
Records included in this series document sampling and analysis activities for 
samples collected during environmental investigations, remediation and 
restoration from sample acquisition to sample disposition. Documentation covers 
planning sampling operations (collecting samples), documenting sample 
operations, sample management and control, and reporting sampling results. 
Physical samples and specimens are not records and should be returned to the 
organization from which they originated per EPA requirements. 

Include the following Sampling! Analysis Data packages, Authorization 
forms, and Procedures. 

•	 Sample and Analysis Logbooks. Logbooks containing sample and analysis 
data. Geology Logbooks. Logs and logbooks, such as geologist field logs, 
subcontractor geotechnical operations logbooks, soil and soil gas survey 
sampling field logs and characterization logbooks. Soil and soil gas survey 
sampling field log document efforts to collect and analyze soil and soil gas 
samples for possible site remediation or restoration. 
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•	 Procedures. These procedures detail the methods used and frequency of 

analysis of environmental samples, including records or correspondence that 
give the philosophy and scope, provide interpretations of results, and detail 
the plans for sampling and analysis. 

•	 Sampling Authorization Forms. These forms document field-sampling 
requirements generated to initiate and perform sampling and analysis. 

•	 Analytical Laboratory Data Packages. These packages consist of 
documentation generated during transport and receipt of field samples (e.g., 
chain of custody), sample movement in the laboratory, preparation for 
analysis, laboratory analyses output, raw and processed data, analytical results 
(analysis reports), reanalysis, quality control sample results, and instrument 
calibration data, plus a summary of final results for each batch. May include 
validation and/or verification documentation. 

•	 Physical Property Data Packages. These packages contain analytical results 
for samples taken during borehole or well drilling operations. These files 
contain, among other records, the following records: data transmittals, graphs, 
and laboratory analysis. 

•	 Field Screening Data Packages. These data packages document field 
screening measurements for preliminary determinations of contamination 
levels in support of environmental investigation, restoration, and remediation 
activities. Documentation may include, but is not limited to: sample analysis 
request documentation; narrative description or overview of activities that 
took place; summary of results; table of analyses; logbook pages; strip charts; 
instrument calibration data; and laboratory analysis reports. 

TEMPORARY. Cut off at the end of the FY data collected. Destroy 75 years 
after cut off. 

f.	 Laboratory Sample Processing 
Control records pertaining to work performed in analytical laboratories. Records 
include, but are not limited to Sample Receiving Logs, analysis requests, 
analytical assay records, and comparative analysis logs. 

TEMPORARY. Cut off at the end of the FY data collected. Destroy 10 years 
after cut off. 

Item 202:	 EnvironmentallWaste Monitoring, Identification, Sample and Analysis 
Implementation (5405) 
These records document the scope and extent of both liquid and gaseous effluent 
measurements and related surveillance programs during the active lifetime of 
operations; identify the responsibilities for compliance management, direction, goals 
and objectives to ensure facilities are operated and managed in a manner that will 
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protect environmental quality and minimize potential threats; specify the plan for 
implementing a waste minimization program at contractor sites; document the 
management or elimination of waste to meet pollution prevention requirements; and 
provide plans for sampling at former waste storage locations and at other waste sites. 

The records may include, but are not limited to, analysis, transmittals, compliance 
summaries, findings and concerns, effluent inventory, data management, calculations, 
plans, correspondence, program changes and accomplishments, findings, notes, 
project selection and guidance, position papers, baseline information, waste 
identification and concentration, and waste generator reduction plans. [Based on: 
DOE's Programmatic Records Schedules for Environmental SF 115 NI-434-98-
28] 

TEMPORARY. Cut offwhen superseded, obsolete, or canceled. Destroy 75 years 
after cut off. 

Item 203:	 Environmental Impact Statement, Environmental Assessment, and Categorical 
Exclusion - Background Documentation only. (5406) 
Background documentation includes, but is not limited to, the draft EIS and 
supporting plans, scoping, scheduling, and background information; public and 
agency comments; Notice ofIntent (NOI); ROD; and may include SA, EIS 
Implementation Plan, Community Relations Plan/Public Participation Plan, Records 
of Considerations, Mitigation Action Plan, Supplemental EIS, and Flood 
PlainiW etland Assessments. Includes background documentation for the 
environmental assessments and categorical exclusions. [Based on: DOE's 
Programmatic Records Schedules for Environmental SF 115 NI-434-98-28] 

TEMPORARY. Cut off at the end of the FY data collected. Destroy 20 years after 
cut off. 

Item 204:	 National Environmental Policy Act (NEPA) Support Documentation 

Documentation supporting compliance with other environmental statutes coordinated 
with the NEP A process. 

TEMPORARY. Cut off annually at the end of the calendar year ofproject 
completion. Destroy in 3 years. 10 CFR 1021, 10 CFR 1500, and 10 CFR 1508 (Nl-
434-98-28) 

Item 205:	 Environmental Coordination (5407) 
Material may include coordination of environmental quality objectives within 
programs and activities at Southwestern. Includes coordination activities with other 
agencies and organizations. Arrange case files by coordination type and agency or 
organization name. [Based on: DOE's Programmatic Records Schedules for 
Environmental SF 115 NI-434-98-28] 
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TEMPORARY. Cut off when superseded, obsolete, or canceled. Destroy when 75 
after cut off. 

Item 206:	 Environmental Reports (5408) 
Reports relating to, among other things, the environment, safety, health, oversight, 
background studies, radioactive contamination, noncompliance, quality control and 
surveillance. Reports relating to field office, contractor or subcontractor 
environmental, human health, employee and/or public safety and oversight. [Based 
on: DOE's Programmatic Records Schedules for Environmental SF 115 NI-434-
98-28] 

Includes: 

•	 DOE Field/Contractor Environmental/Safety Reports. Reports relating to 
field office, contractor or subcontractor environmental, human health, employee 
and/or public safety and oversight. Reports documenting the monitoring data to 
determine if the level of hazardous, volatile organic compounds (YOC), visible 
air contaminants, and radionuc1ide airborne materials are being released by a site 
and at what concentrations. Records may include, but are not limited to, 
monitoring data from routine radiological and nonradiological environmental 
surveillance activities, and summary listings of the weekly sample including 
analytical results, detection limits and spikelblank recoveries. 

•	 National Emission Standards for Hazardous Air Pollutants (NESHAP) 
Annual Reports documenting program plans, regulatory drivers and emission 
inventory guidelines for air and pollution monitoring to ensure compliance. 
Records may include, but are not limited to, input parameter and modeling results 
for building ventilation stacks, stack/vent emission survey reports, emission 
sampling reports, type of chemical and amount emitted, reactor data, estimates of 
doses to the population, notes, correspondence, fugitive source emission 
assessment, sample data for surface radioactivity, radionuclide type, location, 
sample range, standard deviation, reference, inventory and documentation source. 

•	 Air Emissions Permit Reports documenting effluent air monitoring activities as 
designated by EPA for permitted sources and equipment. The reports contain raw 
data to authenticate operational integrity. 

•	 Environmental Monitoring Reports containing monitoring data from routine 
radiological and non-radiological environmental surveillance activities. The 
report documents all the environmental activities completed at a site in order to be 
in full compliance with all applicable environmental laws and regulations. 
Records may include, but are not limited to, monitoring data, summary of 
meteorological data, permits, summary of analytical results, sample analysis of 
vegetation, soil, and water, and discussion of sampling procedures. Reports 
provided to identify the progress on the environmental monitoring plans or on 
other related subjects. 
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•	 RCRA Biennial Reports, Tier Two Emergency and Hazardous Chemical 
Inventory Reports and Toxic Chemical Release Inventory Reports. 

TEMPORARY. Cut off when superseded, obsolete, or canceled. Destroy when 75 
after cut off. 

Item 207: Environmental Administrative Record File (5409) 
Records documenting the basis for selecting a CERCLA response action/remediation 
action, RCRA permit/permit modification/or closure plan action by the EPA, the 
DOE, state agencies, the public, or other interested parties. These files contain 
historical data on the identification and remediation alternative of waste sites. The 
Administrative Record also includes documents that demonstrate the public's 
opportunity to participate in and comment on the selection of the remedial action. 
Documents may include, but are not limited to, remedial investigation/feasibility 
study (RIIFS) work plan, guidance documents, proposed plan, public notices, record 
of decision (ROD), explanation of significant differences, permit application, 
corrective measures study report, interim response action proposal, applicable NEP A 
documentation, and all other decision documents available for public comment and 
use. [Based on: DOE's Programmatic Records Schedules for Environmental SF 
115 NI-434-98-28] 

TEMPORARY. Destroy 75 years after the termination of the applicable Federal 
Facility Agreement & Consent Order. 

Item 208: Radioactive/Hazardous Waste, Chemical Inventories (5410) 
Records relating to spills or releases of hazardous substances. Includes, but is not 
limited to, spill response plans, remediation files, inventories, safety information on 
hazardous chemicals and characterization studies. [Based on: DOE's Programmatic 
Records Schedules for Environmental SF 115 NI-434-98-28: Spills/Release 
Records, Radioactive/Hazardous Waste, Chemical inventories, Waste 
Minimization, and Underground Tank Records.] 

Includes: 

a.	 Spill/Release Records. 
Records that report all spills or releases of hazardous substances, identifying the 
location, type, volume, time discovered/occurred, reporting individual, effected 
media, corrective action taken, hazardous substance release records and other 
information considered necessary to document the spill, release and cleanup. 

b.	 Waste/Chemical Inventory Files. Hazardous chemical inventories identifying 
types and amounts of chemicals currently in use, inventories of hazardous waste 
scheduled for transport for disposal, and radioactive and mixed waste, transuranic 
(TRU) waste, and high-level radioactive waste. 

c.	 Materials Safety Data Sheets (MSDS) 
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MSDS provide detailed safety information on hazardous chemical products 
obtained from chemical manufacturers and/or commercial information services. 
MSDS are originated by manufacturers of chemical products and passed on to 
product purchasers to provide detailed product safety information are required by 
public law. 

d.	 Sealed Radioactive Source Inventory. Records concerning the inventory and 
integrity testing of sealed radioactive sources. Records are used for calibrating 
radiation measurement equipment, response checking of radiation detection 
instruments, research, and other applications utilizing sealed radioactive sources. 

e.	 Pollution Prevention and Waste Minimization Program Records. Pollution 
prevention and waste minimization program records encompass records that 
document waste elimination, reduction or minimization, during activities such as 
research, process design, and daily facility or plan operations. 

f.	 Underground Storage Tank Files. Records related to the regulation of storage 
of materials, wastes, and products in underground storage tanks (USTs) 42 USC 
6991, 40 CFR 280, and 40 CFR 281. 

TEMPORARY. Destroy seventy-five (75) years after facility or waste site closure. 

Item 209: Disposal/Cleanup (5411) 
This category includes records documenting cleanup of past practice waste sites or 

units, closure of waste sites under RCRA and other applicable regulations, cleanup of 
waste sites under CERCLA and RCRA corrective action provisions and disposal of 
radioactive and hazardous waste from waste sites. Records include those generated 
once a decision has been made to clean up a given location, encompassing those 
actions from removal/treatment of the contaminated area to restoration of the area to 
its natural condition. [Based on: DOE's Programmatic Records Schedules for 
Environmental SF 115 NI-434-98-28: Designation / Means of Disposal and Waste 
Disposal Characterizations/Records.] 

a.	 Procedures governing disposal and cleanup and waste disposal 
characterization records. 
Waste Disposal Characterizations/Records. Records indicating type 
(classification) and degree of contamination date of disposal, method of disposal 
(burial, landfill, etc.), volume, and disposal location. Records may include 
engineering studies, reports of unusual problems encountered during removal or 
treatment. 

PERMANENT. Retain on site until final cleanup. Transfer to NARA 5 years 
after cut off.(N 1-434-98-28) 

h. Waste Disposal Characterizations/Records Supporting Documentation. 
Supporting documentation includes but is not limited to miscellaneous 
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worksheets, recorder sheets, other data sheets, and correspondence from where 
applicable information has been transcribed or summarized in other 
documentation. 

PERMANENT. Cut off 5 years after disposal. If records are paper or other 
hardcopy media, transfer to NARA 25 years after cut off. (N1-434-98-28) If 
records are electronic, transfer physical custody to NARA for pre-accessioning 
five years after cut off. Transfer legal custody of electronic records 25 years after 
cut off. 

Item 210: Safety Analysis Reports (5412) 

a.	 Safety Analysis Reports (SARs) 
Documents the adequacy of safety analysis and the processes to provide 
systematic identification of hazards within a given DOE operation; to describe 
and analyze the adequacy of measure taken to eliminate, control, or mitigate 
identified hazards; and to analyze and evaluate potential accidents and their 
associated risks. May have documentation similar to nuclear facility SAR's. 
Records should include the related DOE Safety Evaluation Report. Review 
annually. [Based on DOE SF 115 NI-434-00-7, Safety Analysis Reports] 

TEMPORARY. Review annually. Cut off when superseded, obsolete, or 
cancelled. Destroy 75 years after cut off. [N1-434-00-7, item l.b(4)(a)] 

b.	 Other Safety Analyses Reports 
Document a process to provide systematic identification of hazards within a given 
DOE operation; to describe and analyze the adequacy of measure taken to 
eliminate, control, or mitigate identified hazards; and to analyze and evaluate 
potential accidents and their associated risks. May have documentation similar to 
SAR's. Records should include the related DOE Safety Evaluation Report. 
Review annually. Cut off when superseded, obsolete, or cancelled. 

TEMPORARY. Cut off when superseded, obsolete, or cancelled. Destroy 25 
years after cut off. [NI-434-00-7, item l.b.(4)(b)] 

Item 211: Drinking Water and Safe Drinking Water Act (5413) 
Records documenting the condition of drinking water systems operated in support of 
DOE sites. Records relate to bacteriological and chemical analyses, system surveys, 
variances and corrective actions. Includes, but not limited to, written reports, 
summaries, and reports of actions taken to correct violations. [Based on: DOE's 
Programmatic Records Schedules for Environmental SF 115 NI-434-98-28] 

TEMPORARY. Cut off when superseded, obsolete, or cancelled. Destroy 10 years 
after cut off. 

Item 212: Public Involvement RecordslPost Closure Plans (5415) 
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Records containing information relating to public affairs and public involvement in 
restoration and remediation activities. May include, but are not limited to, public 
affairs records not included in the administrative record that are maintained by Public 
Affairs or External Affair Offices; news releases, photos, maps, figures; community 
meetings records, community relations records; public meetings/presentations, 
environmental bulletins; other CERCLA-required public involvement records; Public 
Involvement Plan records. 

Post closure plans include, but are not limited to, descriptions of plans for each unit, 
estimate of maximum inventory during active life, description of steps needed to 
remove a decontaminate, and schedule. 

[Based on: DOE's Programmatic Records Schedules for Environmental SF 115 
NI-434-98-28] 

PERMANENT. Retain onsite until no longer needed. (N1-434-98-28) Ifrecords are 
paper or other hardcopy media, transfer to NARA 25 years after cut off. If records are 
electronic, transfer physical custody to NARA for pre-accessioning five years after 
cut off. Transfer legal custody of electronic records to NARA 25 years after cut off. 
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Item 213:	 Archaeological Records (5416) 
Records resulting in activities conducted on lands owned in fee by Native Americans 
or held in trust by the United States for Native Americans. These records can 
include, but are not limited to; contracts, permits, agreements and related policies, 
procedures, protocols, or waivers; archaeological site locations, surveys of areas, 
correspondence, photographs, analysis, reports and findings, drawings, maps, ground 
surveys, excavation notes, cultural resources; and, site restoration plans, proposals, or 
other reclamation types of activity records. [Based on: DOE's Programmatic 
Records Schedules for Environmental SF 115 NI-434-98-28 1 

PERMANENT. Cut off annually. If records are paper or other hardcopy media, 
transfer to NARA 25 years after cut off, in 5 year blocks. (N1-434-98-28). If records 
are electronic, transfer physical custody to NARA for pre-accessioning five years 
after cut off. Transfer legal custody of electronic records to NARA 25 years after cut 
off. 

Item 214: Health PFagFam (5420) [CRS 1(21)] 
Material relating to employee medical and counseling services and the operation of 
health facilities. 

TEMPORzC\RY. Cut afr apaB teFmiBatiaB aF sepaFatiaB af emplaymeBt. Per 5 
Code of Federa! Regulations Section 293, retain for duration of employment. Do not 
destroy. Forward to next employing agency '.vith the OPF. Transfer records not 
required for filing in the OPF to a local Federal Records Center immediately after cut 
eff.-

Item 215:	 Health UBit CaBtFals (5421) [CRS 1 (20)] 
Logs or registers reflecting ....isits to health units. These records are the property of 
and are controlled by S'.llPA Contracted Medical Officer. 

a. If information is summarized on statistical report. 

TEMPORARY. Destroy 3 months after last entry. 

b. If information is not summarized. 

TEMPOR}",RY. Destroy 2 years after last entry. 

Item 21 (j:	 IBdividual Health ReeaFds (5422) [CRS 1 (20) 
Material \vhich contain such information as date of employee's, visit, diagnosis, and 
treatment. These records are the property of and are controlled by SWPA Contracted 
Medical Officer. 

TEMPORARY. Cut off upon termination or separation of employment. [Per 5 Code 
of Federal Regulations Section 293, retain for duration ofemployrnent. Do not 

SWPA SFl15 - FINAL VERSION 
Page 100 of 126 



SFl15 Southwestern pOW.dministration 

destroy.] FOFlvardto next employing agency with the OPF. Transfer records not 
required for filing in the OPF to a local Federal Records Center [FRC]. 

Item 217:	 IBdiyidusl NOB OeeupstioBsl Heslth ReeoFd Files. [CRS 1 (19)] 
Material related to employee's health condition not related for v/ork purposes. Fonns, 
correspondence, and other records, including summary records, documenting an 
individual employee's medical history, physical condition, and visits to Government 
health facilities, for nonwork related purposes, EXCLUDING records covered by 
item 21 of this schedule. 

TEl\IPORt+-Jn'. Destroy 6 years after date oflast entry. 

Item 218:	 EmploymeBt Felftted Mediesl ReeoFds [CRS 1 (21)] 
Material relating to an employee's medical history, occupational injuries or diseases, 
physical examinations, related to an employee's Federal employment. Includes 
medical surveillance. Individual files maintained in accordance with Privacy Act 
requirements. Disposition: Per 5 Code of Federal Regulations Section 293, retain for 
duration of employment. Do not destroy. Forward to neJlt employing agency with 
the OPF. 

a. Long term medical records as defined in 5 CFR Part 293, Subpart E. 

1)	 Transferred employees. See 5 CFR Part 293, Subpart E for instructions. 

2)	 Separated employees. Transfer to NPRC, St. Louis, MO, 30 days after 
separation. NPRC will destroy 75 years after birth date of employee; 60 years 
after date of the earliest document in the folder, if the date of birth cannot be 
asoertained; or 30 years after latest separation, whichever is later. 

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

TEMPOIV\RY. Destroy 1 year after separation or transfer of employee. 

c.	 Individual employee health case files created prior to establishment of the EMF 
system that have been retired to a NARA records storage facility. 

TEMPOR{\RY. Destroy 60 years after retirement to the NARA records storage 
facility. 
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Item 219	 Occupational Safety Program (5425) 
Material relating in general to Occupational Safety Program other than specific 
material described by the following tertiary subjects. Also included is the Incident 
Rate/Safety Performance document. Reports and logs (including Occupational Safety 
and Health Administration (OSHA) Forms 100, 101, 102, and 200, or equivalents) 
maintained as prescribed in 29 CFR 1960 and OSHA pamphlet 2014 to document all 
recordable occupational injuries and illnesses for each establishment. [Based on 
DOE Administrative Records Schedule 1 Item 34: Personnel Records SF 115 N1-
434-98-4: Occupational Injury and Illness Files. (Nl-434-98-4 item 34)] 

TEMPORARY. Cut off at the end ofthe fiscal year. Destroy after 30 years. 29 CFR 
1910.20 (N1-434-98-28) 

Item 220:	 Industrial Hygiene Reports/Hazard assessments (5426) 
Reports relating to air monitoring, equipment sound measurements, Negative 
Exposures Assessments, Ergonomic evaluations, Material Safety Data Sheets, 
Emergency Response operations. 

a.	 Records Concerning Personnel Exposure to Hazardous Concentrations of 
Toxic Chemicals and Other Materials. 
Records (including correspondence) prepared in the normal course of business 
concerning or documenting the exposure of personnel to hazardous concentrations 
of toxic chemicals and other materials, excluding radionuclides and individual 
employee files. (N 1-434-98-4, item 21.2) a. Standards, operating guides and 
procedures, including revisions and background records that establish or relate to 
establishing operating practices. [Based on DOE Administrative Records 
Schedule 1 Item 21.2 Personnel Records NCl-430-76-9:] 

PERMANENT. Cut off at the close of the fiscal year. Transfer to NARA 25 
years after cut off. (NCI-430-76-9, item 5a) 

b.	 Operating plans for specific jobs within the scope of the above established 
Operating practices. 

TEMPORARY. Destroy when purpose is served or when 1 year old, whichever 
is earlier. (NCI-430-76-9, item 5b) 

c.	 Records and investigations establishing the extent of employee exposure to toxic 
chemicals and materials. These records should be filed in the Health Hazard case 
file (item 21.4 below), whenever possible. 

TEMPORARY. Cut off at the close of the fiscal year in which the employee left 
employment. Destroy 75 years after cut off. [NCI-430-76-9, item 5c] 

d.	 Industrial hygiene log sheets recording surveys for industrial hazards other than 
radiation and contamination. 
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1) Surveys indicating no industrial hazard. 

TEMPORARY. Cut off at the close of the fiscal year. Destroy 75 years after 
cut off. (NCI-430-76-9, item 5d(1)] 

2) Surveys indicating a potential industrial hazard. 

TEMPORARY. Cut off when the facility is dismantled. Destroy 75 years after 
cut off. [N1-434-98-4 item 21.2d(2)] 

Item 221:	 Personal Injury (5427) 
Material relating to medical and investigatory records about on-the-job injuries 
whether or not a claim for compensation was made, excluding copies filed in the 
Official Personnel Folder and copies submitted to the Department of Labor. [Based 
on DOE Administrative Records Schedule 1 Item 31 Personnel Records N1-434-
98-4 item 31] 

TEMPORARY. Cut off on termination of compensation or when deadline for filing 
a claim has passed. Destroy 75 years after cut off. 

Item 222:	 Motor VehielelAirersft Aeeidents (5428) [CRS 10 (5)] 
Material relating to accidents involving Federal vehicles or Contracted Aircraft 
occurring at a SVlPA facility or S\VPA right of way. 

TEMPO&A~y. Cut ofst the end of the fiscal year in 'Nhich case is closed. Destroy 6 
years after cut off. 

Item 223:	 Fatalities (5429) 
Material relating to incidents results in the death of a Federal employee or contractor 
performing duties for SWP A; also, material relating to the death of a third party 
which occurs in a SWPA vehicle, at a SWPA facility, or on a SWPA right-of-way. 
[Based on BPA's SF 115 N1-305-04-2 approved March 22, 2005, N1-305-07-1, 
approved in 2008] 

TEMPORARY. Cut of at the end of the fiscal year in which investigation is closed. 
Destroy no sooner than 75 years after cut off. 
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===--========================================== 

SECURITY 

Records relating to activities, systems, programs, facilities, and policies for the protection of 
personnel; classified and sensitive information; and Southwestern's facilities, property, and 
equipment. The key elements ofthe Southwestern Security Program consist of program 
management and support, physical security, information security, personnel security, 
unclassified visits and assignments by foreign nationals, and counterintelligence. Information 
may be recorded on various media including paper, film, tape, disk, diskette, or in the electronic 
document management system. All records in this chapter are scheduled in media neutral 
format. 

Item 224: ProgFilm MaDagemeDt IlDdSupport (0240) [GRS 18 (8») 
Records relating to protection program management, security pla:r..ningand 
procedures, management control, and program TNidesupport. 

Ine1udes: 
•	 Protection Program Management 

Records relating to program management and administration, resources and 
budgeting, and personnel development and training. 

•	 Security Planning and Procedures 
Records relating to planning documents, external factors, security conditions, and 
property accoootability. 

•	 Management Control 
Records relating to surveys and self assessments, performance assurance, 
resolution of findings, and incident reporting and management. 

•	 Security and Protective Services Administrative Correspondence Files. 
Correspondence files relating to administration and operation of the facilities 
security and protective services programs, not covered elsevlhere in this schedule. 

TEMPORARY. Destroy when 2 years old. 

[NOTE: This item does not cover records documenting policies and procedures accumulated in 
offices having agency wide responsibilities for security and protective services programs.] 

SWP A SF115 - FINAL VERSION 
Page 104 of 126 



SFl15 Southwestern POW~dministration 

Item 115: PhysiealgeeliFity l"EimiBistFative Files (0471) [GRg 18 (8») 
Material relating to the proteetion of buildings, substations, vefficles, equipment, 
personnel and materials. Correspondence files relating to administration and 
operation of the facilities security and proteetive services programs, not covered 
else'>'ihere in this schedule. 

TEMPOR{\RY. Destroy '>'+'flen2 years old. 

[NOTE: This item does not cover records documenting policies and procedures accumulated in 
offices having agency wide responsibilities for security and protective services programs.} 

Item 116: PeFs8ftftel Aeeess C8fttF81 Files (0472) [GRg 18 (13») 
Material related to authorized access to employees and contractors. Records contain 
access controls and records witffin the badge program. Access control logs document 
access to the facilities including after hours logs and security computer logs. 

Southwestern's card key (badge) program records are considered vital records and 
include files that document the termination/destruction/disposal of card keys such as 
S\VPA Form 4300.21, Separation Clearance, requests for and actual background 
investigations, and S'NPA Form 5632.1B, Security Badge Request/Issue Form 
(Federal employees), and SWPA Form 5632.1C, Security Badge Request'Issue Form 
(Non Federal employees) 

TEMPOR!-..RY. Destroy when superseded or obsolete. 

Item 227:	 Security System Maintenance Records (0473) 
Material related to the support and maintenance of the security system and its 
subcomponents including cameras and alarm system. Includes all of the user activity 
and alarm activity for all of the alarm and access control system. Files consist of 
system activity journals containing the on-site records for alarm system activity. 
Records that contain all activity concerning preventative and corrective maintenance 
performed on the alarm system and the sub components. Files consist of maintenance 
requests, test reports, schedules, and testing and maintenance of the security system. 
[Based on DOE Administrative Records Schedule 18 Item 8.4: Security, 
Emergency Planning, and Safety Records under SF 115 NI-434-98-21: Security 
Alarm and Access Control System Files.] 

a.	 System Manufacturers Documentation. 
Files include manufacturer's operations and technical manuals for the equipment 
installed as part of the Security Alarm System. These records include information 
on individual components, for both the security alarm systems and the electronic 
access control systems. 

TEMPORARY. Destroy when current system is upgraded or replaced. 
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b. Systems Operations Files. 
Files include on-site configuration files for systems operations. Includes 
information on individual components, systems operations, and how the systems 
are currently installed for both the security alarm systems and the electronic 
access control system. 

TEMPORARY. Destroy when current system is upgraded or replaced. 

c. Open Storage Approval Records. 
Files contain on-site records of areas approved for the open storage of classified 
information. Includes information concerning the motion detection and alarm 
devices within specific areas. 

TEMPORARY. Destroy when superseded. 

d. Activity Journals. 
These records include all ofthe user activity and alarm activity for all portions of 
the alarm and access control system. User activity includes operations of 
DaylNight mode access of alarmed rooms, and access/exit through card reader 
controlled doors or access points. Alarm activity includes alarm devices, line 
supervision, and administrative alarms as they occur. Files consist of System 
activity journals containing the on-site records for alarm system activity. 

TEMPORARY. Cut off at the end of the fiscal year. Destroy 3 years after cut off. 

e. Maintenance Records. 
These records contain all activity concerning preventive and corrective 
maintenance performed on the alarm system and the sub-components. Files 
consist of maintenance requests, test reports, schedules, notification letters and 
maintenance activity journals containing the on-site records for alarm system 
maintenance activity. 

TEMPORARY. Cut off at the end of the fiscal year. Destroy 3 years after cut off. 
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Item 228:	 VisitOF Aeeess COBtFol Files (0474) [CRS 18 (17)(b)] 
Material related to visitors access to Southwestern's facilities. Visitor Control Files. 
Registers or logs used to record names of outside contractors, service persoooel, 
visitors, employees admitted to areas, Bfl:dreports on automobiles and passengers. 

a.	 For areas under maximum security. 

TEMPORARY. Destroy 5 years after final entry or 5 years after date of 
document, as appropriate. 

b.	 For other areas. 

TEMPORARY. Destroy 2 years after final entry or 2 years after date of 
document, as appropriate. 

Item 229:	 Faeilities SeeuFity Files (0475) [CRS 18 (9)] 
Records relating to the protection and control of classified information and sensitive 
information and matter from compromise Bfl:dunauthorized disclosure. This includes 
operations security, sensitive information, and classified information Bfl:dcontrol. 
NOTE: Southv/estern does not have classified material. 

a.	 Survey and Inspection Files for Southwestern owned facilities: 
Reports of surve)'s and inspections of Government ovmed facilities conducted to 
ensure adequacy of protective Bfl:dpreventive measures taken against hazards of 
fire, explosion, and accidents, Bfl:dto safeguard information and facilities against 
sabotage and unauthorized entry. 

TEl\4PO&A,.,RY. Destroy when 3 years old or upon discontinuance of facility, 
vlhiehever is sooner. 

b.	 Survey and Inspection Files for pri'f'ately owned facilities that Soutlr.vestern 
operates within: 
Reports of surveys and inspections of privately owned facilities assigned 
security cognizance by Government agencies and related documents. 

TEMPORf.:RY. Destroy 'Nhen 4 years old or ,tYhensecurity cognizance is 
terminated, whichever is sooner. 
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Item 230:	 PersoBBel SeetlFity (0476) [GRS 18 (22)] 
Records relating to access authorizations and security awareness. These records 
include documents that infoflH individuals of their security responsibilities and 
promote continuing avt'areness of good seeurity practices. It also includes access 
authorization (security clearance) requests, investigative requests and processes, and 
reinvestigations. 

a.	 Personnel Security Clearance Files. Personnel security clearance case files created 
under Office ofPersoBfiel Management procedures and regulations and related 
indexes maintained by the personnel seeurity office of the employing agency. 

Case files documenting the processing of investigations on Federal employees or 
apfllicants for Federal employment, v.rhether or not a security clearance is granted, 
and other flersons, such as those flerfoflHing work for a Federal agency under 
contract, v.rhorequire an apflroval before having access to Government facilities 
or to sensitive data. These files include questionnaires, sUlmnanes ofreflorts 
prepared by the investigating agency, and other records reflecting the flrocessing 
of the investigation and the status of the clearance, exclusive of coflies of 
investigative reports furnished by the investigating agency. 

TEMPORARY. Destroy uflon notification of death or not later than 5 years after 
separation or transfer of employee or no later than 5 years after contract 
relationshifl eXflires, whichever is aflfllicable. 

b.	 Investigative reports and related documents furnished to agencies by investigative 
organizations for use in making security/suitability determinations. 

TEMPORA.RY. Destroy in accordance vAth the investigating agency 
instructions. 

c.	 Index to the Personnel Security Case Files. 

TEMPORA.RY. Destroy v/ith related case file. 
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Item 231:	 Unclassified Visits and Assignments by Foreign Nationals (0477) 
Records relating to foreign national visits, foreign national assignments, hosts, 
approvals and reporting, sensitive countries list, and state sponsors of terrorism list. 
Includes registers or logs used to record names of outside contractors, service 
personnel, visitors, employees admitted to areas, and reports on automobiles and 
passengers. [Based on DOE Admin Schedule 18: Security, Emergency Planning, 
and Safety Records - NI-434-98-21 which is based on GRS 18, item 17] 

a.	 For areas under maximum security. 

TEMPORARY. Destroy 5 years after final entry or 5 years after date of 
document,	 as appropriate. 

b.	 For other areas. 

TEMPORARY. Destroy 2 years after final entry or 2 years after date of 
document,	 as appropriate. 

Item 232:	 Counterintelligence (0478) 

Records relating to the protection of information (e.g. classified, unclassified 
controlled information, proprietary, unclassified, and economic information affecting 
national security), personnel, and assets from international terrorist activities and 
from intelligence collection by or on behalf of foreign powers or entities. [Based on 
DOE Admin Schedule 18: Security, Emergency Planning, and Safety Records -
NI-434-98-21, item 8.3] 

a.	 Threat Files 
Files contain reports of known or suspected technical and non-technical security 
information, methodology, technologies used, suspected individual(s) or groups, 
reports of actions directed against U.S. Government and commercial interest 
and/or personnel. 

TEMPORARY. Review annually. Destroy when superseded or obsolete. 

b.	 Hazard and Penetration Files 
Files provide general and specific design information on known or suspected 
surveillance devices, electronic anomalies, methodology, and historical technical 
data. These files are used for technical surveillance threat reference. 

TEMPORARY. Review every 2 years. Destroy when no longer needed. 
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Item 233: Emergency Management and Planning (0150) 
Records relating to the identification of hazards and threats, hazard mitigation, 
development and preparation of emergency plans and procedures, and identification 
of personnel and resources needed for an effective response. 

[Based on DOE Administrative Records Schedule 18 Item 26.1: Security, Emergency 
Planning, and Safety Records under SF 115 Nl-434-98-21. 

•	 Emergency Planning Program Correspondence. . 
•	 Records that document the policy, program, standards, and procedures pertaining 

to the administration of the emergency planning program.] 

a.	 Program and policy guides, information papers, operational manuals, and 
documents used as guides for determining appropriate DOE action. Unless issued 
as a DOE directive, a record copy of Departmental emergency plans. 

PERMANENT. Cut off when superseded. If records are paper or other hardcopy 
media, transfer to NARA 25 years after cut off. [Based on Nl-434-98-21, item 
26.1 a] If records are electronic, transfer physical custody to NARA for pre-
accessioning five years after cut off. Transfer legal custody of electronic records 
to NARA 25 years after cut off. 

b.	 Emergency planning reports of operations tests, consisting of consolidated or 
comprehensive reports reflecting Department-wide results oftests conducted 
under emergency plans. 

PERMANENT. Cut off when superseded. If records are paper or other hardcopy 
media, transfer to NARA 25 years after cut off. [Based on Nl-434-98-21, item 
26.1 a] If records are electronic, transfer physical custody to NARA for pre-
accessioning five years after cut off. Transfer legal custody of electronic records 
to NARA 25 years after cut off. 

c. Files documenting the development of policy, including policy studies. 

TEMPORARY. Cut off when superseded. Destroy 10 years after cut off. 

d.	 Procedures and activities implementing DOE policy and guides. 

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

Item 234: Emet'geBey Pt'epftt'edBess Test files (9151) [CRS 18(28») 
Records relating to training, drills, and exercises. Files accumulating from tests 
conducted under agenc)' emergency plans, such as instructions to members 
participating in test, staffing assignments, messages, tests of communications and 
facilities, and reports EXCLUDING consolidated and comprehensive reports. 
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TEMPOIV\RY. Cut of at the end of the fiscal yelH'in event took place. Destroy 3 
yelH'safter cut off. 

Item 235:	 COBtiBaity of OpeFstioBs (0152) [GRS 20(11)] 
Records relating to the continued perfonnance of essential functions from alternate 
operating sites during an emergency or situation that may disrupt nonnal operations. 

a.	 Documentation. 
Data systems specifications, file specifications, codebooks, record layouts, user 
guides, output specifications, and final reports (regardless of medium) relating to 
a master file or data base that has been authorized for destruction by the GRS or a 
NARA approved disposition schedule. 

TEMPORl..RY. Destroy or delete TNhensuperseded or obsolete, or upon 
authorized deletion of the related master file or database or upon the destruction 
of the output of the system if the output is needed to protect legal rights, 
whichever is latest. 

b. Copies of records relating to system security, in eluding records documenting 
periodic audits or revie ..., and recertification of sensitive applications, disaster and 
continuity plans, and risk analysis, as described in OMB CircullH'No. A 130. 

TEMPORA..RY. Destroy or delete ...,hen superseded or obsolete. 

==--=========================================---== 

POWER MAINTENANCE 

Material relating to the maintenance of the power system. Information may be recorded on 
various media including paper, film, tape, disk, diskette, or in the electronic document 
management system. All records in this chapter are scheduled in media neutral format. 

Item 236:	 Power Facilities Maintenance Standards (6900) 
This function helps to coordinate and develop standards, procedures, instructions, and 
information (SPIFs) for SWP A's Transmission Field Services regional and district 
offices to ensure consistent and effective maintenance ofSWPA's transmission lines 
and performance level guides. This function assists in the development and 
implementation of transmission line maintenance tools and training for SWP A's 
Transmission Field Services regional and district offices. These standards are 
reviewed each year for compliance with several industry standards regulatory 
commissions such as the North American Electric Reliability Corporation (NERC) 

Arranged by specific type of maintenance standard. 
•	 MA - General 
•	 SU - Substation 
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• TR - Transmission 
• EL - Electrical 

These are available to view online under the Maintenance Division on the Intranet. 
Electronic	 copies of the documents are located on the server: Pluto under MMIS 
under SOP - these standards will be moved into Documentum where the official 
copies will be stored with approved records retention. [Based on BPA's SF 115 Nl-
305-88-1,	 MA-17 approved July 14, 1989] 

TEMPORARY. Cut off when superseded by a new version or standard becomes 
obsolete. Destroy 5 years after cut oft: 

Item 237:	 Maintenance Management Information System (6903) 
Material related to the information system's development, implementation, testing, 
documentation, and any upgrades. Current system is called Cascade which stores 
maintenance and utility equipment that is recorded within this inventory management 
system, any maintenance or test information, manufacturer guides (non-record), and 
switching orders, system also creates reports for NERC compliance and other 
diagnostic measures. [Based on BPA's SF 115 NI-305-88-1 approved July 14, 
1989] 

TEMPORARY. Cut off when system is retired. Destroy 5 years after cut off. 

Item 238:	 Transmission Line Maintenance Reports (6920) 
Reports relating to periodic inspections and maintenance actions made by field 
stations on transmission lines. All replacement reports may include poles, cross arms, 
braces, insulators, conductors, etc. All patrol reports may include aerial and foot 
patrols. All maintenance replacement records are stored electronically within the 
CASCADE system. All related drawings are stored within the CADD system using 
Drawing Viewer system for remote access. Arranged by line number. [Based on 
SWPA's SF 115 NCI-387-76-1, MA-D, pg. 150] 

TEMPORARY. Cut off end of each fiscal year in which report is approved. Destroy 
3 years after cut off. 

Item 239:	 Right-of-Way Maintenance Reports (6921) 
Reports relating to the maintenance of rights-of-way including access roads, 
encroachments, vegetation management, herbicide application and clearing. All 
patrol reports may include aerial and foot patrols. All maintenance replacement 
records are stored electronically within the CASCADE system. All related drawings 
are stored within the CADD system using Drawing Viewer system for remote access. 
Arranged by line number. [Based on SWPA's SF 115 NCI-387-76-1, MA-C, pg. 
150] 

TEMPORARY. Cut off end of each fiscal year. Destroy 2 years after cut off. 
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Item 240:	 Microwave and Radio Sites (6940) 
Material related to building and power maintenance within Southwestern's 
microwave and radio sites. Diagnostic reports may include equipment performance 
and failures. All maintenance replacement records are stored electronically within the 
CASCADE system. All related drawings are stored within the CADD system using 
Drawing Viewer system for remote access. [Based on BPA's SF 115 NC-305-76-1, 
MA-11-12, approved September 15, 1976] 

TEMPORARY. Cut off when superseded or obsolete or replaced. Destroy when 
related equipment is disposed. 

Item 241:	 Substation Equipment and Materials (6942) 
Material related to building and power maintenance within Southwestern's 
substations. Diagnostic reports may include equipment performance and failures. All 
maintenance replacement records are stored electronically within the CASCADE 
system. All related drawings are stored within the CADD system using Drawing 
Viewer system for remote access. [Based on BPA's SF 115 NC-305-76-1, MA-11-
12, approved September 15, 1976] 

TEMPORARY. Cut off when superseded or obsolete or replaced. Destroy when 
related equipment is disposed. 

ENGINEERING AND PLANNING 

Material relating to the planning, design, and construction support of the power transmission 
system. Information may be recorded on various media including paper, film, tape, disk, 
diskette, or in the electronic document management system. All records in this chapter are 
scheduled in media neutral format. 

Item 242:	 Engineering Policies and Procedures (6400) 
Material relating to engineering and planning documentation and support for 
Southwestern's adherence to the statutory requirements to support a power 
transmission system. These records document the implementation of substantive 
policies and procedures. Retention ofthese materials allows orderly access to 
information which may be required for reference and verification of Southwestern's 
project work, geographical studies, environmental considerations, and other material 
relating to project estimates and general/budgetary material related to work orders 
and project planning. Also includes project completions. Background material to 
work orders. Includes, but not limited to, preliminary material not included in work 
orders, working notes, and annotated copies of work order documents, project 
requirements diagram, and other correspondence. Arrange subject policy and 
procedure by fiscal year. [Based on SWPA SF 115 NCI-387-76-1 ED-I, pg 68.] 
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PERMANENT. Cut off file at the close of the fiscal year in which policy or 
procedure is canceled, superseded, or revoked. Transfer to FRC 4 years after cut off. 
Offer to NARA 20 years after cut off. 

Item 243: Work Orders (Project Data) (6410) 
Material relating to planning power transmission systems, generation interconnection 
projects, lines and/or loads interconnection, and requests for new transmission 
service. Also, electrical load data, including forecasting information and forecasts. 
Southwestern's project work, geographical studies, environmental considerations, and 
other material relating to project estimates and general/budgetary material related to 
work orders and project planning. Also includes project completion, background 
material to work orders which includes, but is not limited to, preliminary material not 
included in work orders, working notes, and annotated copies of work order 
documents, project requirements diagram, and other correspondence such as support 
of station serving to interconnect geographically distinct systems. Arrange by 
structure type. [Based on SWPA SF 115 NC1-387-76-1, ED-4, pg 69)] 

TEMPORARY. Cut off when superceded. Transfer to FRC 4 years after cut off. 
Destroy 20 years after cut off. 

Item 244: Protective Relaying (6420) 
Relay settings, and related paper regarding relay settings at various stations. Includes 
schematic diagrams and other work papers. Arranged alphabetically by substation. 
[Based on SWPA SF 115 NC1-387-76-1 (ED-7 page 69)] 

TEMPORARY. Cut off when superceded by new relay settings. Transfer to FRC 4 
years after cut off. Destroy 20 years after cut off. 

Item 245: Engineering Environmental Considerations 6421) 
Material relating specifically to environmental considerations guiding the 
engineering, design, and construction support of transmission facilities. 

TEMPORARY. Cut off in the fiscal year in which final facility design is accepted. 
Destroy 30 years after cut off [Based on N1-434-98-28] 

Item 246: Spill Prevention Control and Countermeasure (SPCC) Records (6422) 
Material relating to design and application of the spill prevention control and 
countermeasure (SPCC) system. 

TEMPORARY. Cut off when superseded. Destroy after 3 years. 40 CFR 112.7 (Nl-
434-98-28) 
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Item 247:	 System Reliability Criteria (6423) 
Material relating to the planning for system stability. [Based on SWPA SF 115 NC1-
387-76-1 (ED-5-1 page 69)] 

TEMPORARY. Cut off at end of reliability study. Transfer to FRC 4 years after cut 
off. Destroy 20 years after cut off. 

Item 248:	 Engineering Drawings and Maps (6430) 
All SWP A numbered and non SWP A numbered drawings showing the design, line 
locations and property including line structures and construction support of 
transmission lines, stations, and structures. 

Includes: 

• Transmission System work. 
• Fiber Optics work. 
• Wireless Antenna work. 
• Substations work. 

Arranged by type of structure and line number. [Based on SWPA SF 115 NCl-387-
76-1 (ED-B page 141)] 

TEMPORARY. Cut off when superseded by new standard Destroy upon cut off. 

Item 249:	 System Analysis Methods (6435) 
Material relating to methods for controlling the transient and dynamic stability of 
electrical power system. 

Includes: 

• Transient stability program. 
• Power flow program 
• Operating temperature and electrical loading 
• Communication equipment and restorative procedures 
• Material relating to SM&T, such as RMS, KWH, and AGC telemetry 
• SWP A microwave systems, including frequency management 
• Fiber optics technology 

[Based on SWPA SF 115 NCl-387-76-1 (ED-10 page 70)] 

TEMPORARY. Cut off at end of reliability study. Transfer to FRC 4 years after cut 
off. Destroy 20 years after cut off. 
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Item 250: Line Crossings (6440) 
Material relating to crossings such as roads, bridges, and culverts in the construction 
support of transmission lines. Arrange by structure. [Based on SWPA SF 115 NCl-
387-76-1 (ED-12 page 70)] 

TEMPORARY. Cut off when superseded. Transfer to FRC 4 years after cut off. 
Destroy 20 years after cut off. 

POWER OPERATIONS 

Material relating to the scheduling and dispatching of power and the operation of the power
 
transmission system. Coordinates power operations with the Corps of Engineers (Corps),
 
connected utilities, and other parties to collect operations data including hourly energy
 
generation quantities, loads, stream flow, water levels, schedules for deliveries and receipts of
 
power, and status of generating equipment. Schedule all power supplied by and to Southwestern
 
Power Administration (SWPA), schedule storage and release of water controlled by SWPA,
 
determine and schedule pumping operations to provide peaking power, administer contractual
 
operation requirements, provide for testing and maintenance of metering equipment, and
 
maintain power system operating records and prepare reports. Timely information must be
 
utilized for maintaining system integrity, analysis for safety and efficiencies of operation,
 
database entries, and billing of power deliveries under SWPA's contracts. Information maybe
 
recorded on various media including paper, film, tape, disk, diskette, or in the electronic
 
document management system. All records in this chapter are scheduled in media neutral
 
format.
 

Authorization: Recommendation of Management
 
All retentions in this series that are by Recommendation of Management are justified as follows:
 
(a) for historical documentation of the SWP A power system, (b) because oflegal responsibilities 
relating to power system accidents, or (c) to serve as reference to trace trends in equipment 
problems. 

Item 251: Operations Policy and Procedures (6701) 
Policy-related documents, letters, memos, etc., covering a requested modification of 
the operation of the hydro system by SWPA. Such correspondence would generally 
be between SWPA and the U.S. Army Corps of Engineers, or other Federal, public 
interest groups, or customers. Internal memoranda could also be covered. The need 
to modify operations would be necessary to deal with critical supply situations. 
[Based on BPA's SF 115 NI-305-03-1 approved January 24,2003] 

TEMPORARY. Cut off after three (3) years. Transfer to offsite storage. Destroy 
after two (2) years. 

SWP A SF 115 - FINAL VERSION 
Page 116 of 126 



e
 
SFl15 Southwestern Power Administration 

Item 252:	 Standard Switching Orders (6702)
 
Instructions for accomplishing uniform switching operations at various stations.
 
Current format is on paper; may be scanned electronically. Only the completed
 
switching orders will be kept as record material. Arranged by switching order
 
number. [Based on SWPA SF 115 NCI-387-76-1 (pO-E, page 154)]
 

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

Note: Switching orders need to be retained for the same period as the dispatcher's log. These
 
are an extension of the log and provide support documentation.
 

Item 253: Power Dispatcher's Logs (6703) 
Material contains daily operations logs. A chronological record of the operations of 
SWPA's electrical system. Includes information on switching operations, clearances, 
weather data, Federal plant loading, line and substation equipment trouble, etc. 
Current format is on paper; may be scanned electronically. [Based on SWP A SF 115 
NCI-387-76-1 (PO-E, page 154)] 

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

Item 254:	 Interruption Reports (6704) 
Reports of each case of interruption affecting continuity or quality of service to 
customers, transmission lines, or station power. Such trouble includes momentary 
line outages, permanent faults, switching errors, failure of major electrical equipment, 
and accidental tripping of power circuit breakers. [Based on SWPA SF 115 NCl-
387-76-1 (PO-I, page 155)] 

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

Item 255:	 Integrated System Log Sheets. (6705) 
Material of daily log sheets showing: Generation to SWP A by plants, monthly totals 
and maximums; maximum generation; and maximum generation and load record; 
SWP A firm system loads; non-firm system loads; customer loads; transactions 
consisting of actual and scheduled interchange, and inadvertent interchange. As of 
2008, the format is comma delimited file exported daily to server \\achilles\lakes\msa 
folder; each file has the .TRN extension and is sorted by date. Past year's data is in a 
zip folder. Arranged chronologically (daily) [Based on SWPA SF 115 NCI-387-76-
1 (pO-M, page 156) 

TEMPORARY. Cut off after close of calendar year. Destroy 40 years after cut off. 
Maintain onsite for 10 years and then transfer to off site storage. 
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Item 256:	 Power Operations Reports Data (6706) 
Reports and correspondence required by DOE under the Energy Policy Act of 2005 
(EPACT), and developed by the Regional Entity, and other regulatory entities for 
which CPS - Control Performance Standards, DCS - Disturbance Control Standards, 
UFLS - Underfrequency Load Shedding, Loss of Load, etc. data is submitted by 
Operations monthly, quarterly and annually. 

Regional Entity reports are developed and maintained in repositories maintained by 
them, and may be accessed via web interface. 

North American Electric Reliability Corporation (NERC) relies on the regional 
entities to enforce the NERC standards with bulk power system owners, operators, 
and users through approved delegation agreements. 

Regional entities are responsible for monitoring compliance of the registered entities 
within their regional boundaries, assuring mitigation of all violations of approved 
reliability standards and assessing penalties and sanctions for failure to comply. 

TEMPORARY. Cut off 3 years after date of monthly, quarterly, or annual report 
Destroy 9 years after cut off. 

(Note: quarterly data should be filed with annual data for Regional Entity Reporting.) 

Item 257:	 Regulatory Compliance Records (6707) 
Materials related to readiness and compliance audit information, compliance 
documentation, including support documentation and correspondence. Arranged as 
indexed by required standards. Based on FERC Order 693, Mandatory Reliability 
Standards for the Bulk-Power System: 

TEMPORARY. Cut off at the close of every third calendar year. Destroy 9 years 
after cut off. 

Item 258:	 Operator Certification Records (6708) 
All records related to operator training and certification as required by the Electric 
Reliability Organization or the Regional Entity. Arranged as indexed by required 
standards. Based on FERC Order 693, Mandatory Reliability Standards for the 
Bulk-Power System: 

TEMPORARY. Cut off at the end of the fiscal year in which certification expires. 
Destroy 9 years after cut off. 
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Item 259:	 Supervisory Control and Data Acquisition (SCADA) (6709) 
Material relating to supervisory control and data acquisition (SCADA) system status 
reports, equipment, software, and remote terminal units and telemetering data. 
Maintenance log books are kept with equipment and are retained for the life of the 
equipment. 

TEMPORARY. Cut off after system is retired. Destroy 5 years after cut off. 

Item 260:	 SCADA Log Data (6710) 
Material relating to SCADA events, alarms, analogs, windows system logs, network 
monitoring logs. NERC Critical Infrastructure Protection (CIP) Requirements CIP-
005 requires all bulk electric systems to have a 24- hour intrusion detection capability 
to detect intrusions and intrusion attempts at the electronic security perimeter and on 
critical cyber assets. [Based on NERC Standard CIP-005-1- Cyber Security-
Electronic Security Perimeter(s) under Section D. Compliance 1.3. Data 
Retention] 

TEMPORARY. Cut off after close of calendar year. Destroy 3 years after cut off. 

Item 261:	 SCADA Remote Terminal Units (6711) 
Material relating to requirements for connecting remote terminal units (RTU s) such 
as alarms and controls to control centers. Current configurations for each RTU plus 
one (1) previous configuration. This process is manufacturer dependent and also 
dependent on RTU ownership. For foreign RTUs, only maintain a current points list 
(the foreign company generally does not provide the actual RTU configuration) 

TEMPORARY. Cut offwhen superseded or obsolete. Destroy 3 years after cut off. 

Item 262:	 Voice Recording System (6712) 
Telephone conversations are recorded within the control center command room 
between dispatchers or schedulers with customers or the Corps of Engineers. These 
verbal recordings are captured onto digital media format and transcribed in the event 
of a discrepancy or dispute regarding actions agreed to via verbal communication. 
Arranged by date. 

a. non-incident 

TEMPORARY. Cut off and delete after ninety (90) days. 

b. incident 

TEMPORARY. Cut off at the end of the fiscal year in which investigation is 
completed. Destroy 10 years after cut off. 
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POWER MARKETING 

Customer services such as contract development and administration for power acquisition, sales, 
exchange, and transmission. The official copy is only on one medium, paper, unless otherwise 
specified. Information may be recorded on various media including paper, film, tape, disk, 
diskette, or in the electronic document management system. All records in this chapter are 
scheduled in paper format, unless otherwise specified. 

Item 263:	 Power Marketing Management and Planning Projects (6510) 
Case files such as proposed dam construction, general files of marketing modification 
studies, etc. 

TEMPORARY. Cut of at the end of the fiscal year in which project or study is 
completed. Store on-site for 5 years after completion of the project or study. Transfer 
to offsite storage 5 years after cut off. Destroy 15 years after cut off or when no 
longer needed which ever is longer. 

Item 264:	 Power Allocation (6520) 
Case files on such issues as Final Power Allocations of 1980, allocation of 7.5 MW in 
1987, Capacity Loan Program, Power Allocation Policy, New Customer Policy; etc. 
[Based on SWPA's SF 115 NCI-387-76-1, PRO-I, pg.167 (pO-I, pg. 79)] 

PERMANENT. Cut off at the end of odd-numbered fiscal. If records are paper or 
other hardcopy, transfer to FRC 4 years after cut off and transfer to NARA 20 years 
after cut off. If records are electronic, transfer physical custody to NARA for pre-
accessioning five years after cut off. Transfer legal custody of electronic records 20 
years after cut off. 

Item 265:	 Requests for Power and Services (6530) 
General correspondence requesting Federal power allocations [Based on SWPA's SF 
115 NCI-387-76-1, PRO-I, pg. 167 (PM-I, pg. 76)] 

PERMANENT. Cut off at the end of odd-numbered fiscal. Ifrecords are paper or 
other hardcopy, transfer to FRC 4 years after cut off and transfer to NARA 20 years 
after cut off. If records are electronic, transfer physical custody to NARA for pre-
accessioning five years after cut off. Transfer legal custody of electronic records 20 
years after cut off. 

Item 266:	 Executed Contracts and Correspondence (6541) 
Original copies of power sales, transmission, and other contracts. Store by customer 
and contract number. Correspondence related to Executed Contracts. Copies of 
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executed contracts. [Based on SWPA SF 115 NCI-387-76-1, PRO-I, pg 167 (PM-
1, pg 76)] 

PERMANENT. Cut off at the end of odd-numbered fiscal. If records are paper or 
other hardcopy, transfer to FRC 4 years after cut off and transfer to NARA 20 years 
after cut off. If records are electronic, transfer physical custody to NARA for pre-
accessioning five years after cut off. Transfer legal custody of electronic records 20 
years after cut off. 

Item 267:	 Contracts under Negotiation (6542) 
Includes correspondence, meeting notes, and other material related to contracts under 
negotiation. 

TEMPORARY. Cut off at the end of the fiscal year in which negotiation is 
completed. Store onsite for 5 years. Transfer to the Federal Records Center 5 years 
after cut off. Destroy 10 years after cut off. 

Item 268:	 Contract Administration (6543) 
Departmental policy statements regarding agency and DOE directives that may affect 
Power Marketing operations, materials on legalities of contract administration, and 
materials on SWPA's Energy Deferral Program. 

Includes 
• 6543.1 Southwestern's Annual Customer conferences 
• 6543.2 NEPA policy documents related to power sales and other contracts. 
• 6543.3 Southwest Power Pool (SPP) and SWPA tariff information. 
• 6543.4 Questions, answers and analyses ofSWPA's periodic customer surveys. 
• 6543.6 Directory of Electric Power Producers and Distributors 

[Based on SWPA SF 115 NCI-387-76-1, PRO-I, pg 167 (PM-I, pg 76)] 

PERMANENT. Cut off at the end of odd-numbered fiscal. If records are paper or 
other hardcopy, transfer to FRC 4 years after cut off and transfer to NARA 20 years 
after cut off. If records are electronic, transfer physical custody to NARA for pre-
accessioning five years after cut off. Transfer legal custody of electronic records 20 

.years after cut off. 

Item 269:	 Power Marketing Liaison Office (1220) 
Inquiries, reports, and other information submitted to the PMLO. 

TEMPORARY. Cut off at the end of the fiscal year in which activity is completed. 
Destroy when superseded or obsolete. 

Item 270:	 Customer Associations - Regional (1262) 
Meeting notes, correspondence, and materials related to regional power organizations. 
Includes: 
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•	 1262.1 Southwest Power Pool non-tariff materials 
•	 1262.2 Southwestern Power Resources Association (SPRA) briefings from 

SWP A, SPRA meeting materials, and notes taken by SWP A staff at SPRA 
meetings. 

•	 1262.3 Southeast Missouri Northeast Arkansas (SEMO-NEARK) Association 
•	 1262.4 Western Systems Power Pool 
•	 1262.5 Arkansas/Missouri Association 

[Based on SWPA SF 115 NCl-387-76-1, PRO-I, pg 167 (pM-8, pg 77)] 

TEMPORARY. Cut off at close of odd-numbered FY. Transfer to off site storage 4 
years after cut off. Destroy 20 years after cut off. 

Item 271: Customer Associations - National (1263) 
Meeting notes, correspondence, and materials related to national power organizations. 
Includes 
•	 1263.1 American Public Power Association (APPA) 
•	 1263.2 North American Electric Reliability Council/Corporation (NERC) (Notice: 

Thisfile has been moved to Executed Contracts DE-PM75-07SW00552) 
•	 1263.3 National Rural Electric Cooperative Association (NRECA) 
•	 1263.4 Electric Power Research Institute (EPRI) 
•	 1263.5 Public Power Weekly (periodical) 
•	 1263.6 Public Power (periodical) 

[Based on SWPA SF 115 NCl-387-76-1, PRO-I, pg 167 (PM-8, pg 77)] 

TEMPORARY. Cut off at close of odd-numbered FY. Transfer to Federal Records 
Center 4 years after cut off. Destroy 20 years after cut off. 

PUBLIC AFFAIRS 
Material related to writing, publishing, editing, audio/visual services, and public relations 
materials for the Agency for both internal and external customers. Official copies of deliverables 
are stored in electronic format on the network or on external hard drive, unless indicated 
otherwise. 

Item 272: Public Relations Correspondence (1210) 
Letters in response to public or congressional inquiries, letters conveying public 
affairs materials, letters of congratulation, official memorandums or notices regarding 
public relations activities, etc. Can be signed by Public Affairs staff or other agency 
staff. Official copies are routed versions stored on paper or printed e-mails. 
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[Based on SWPA SF 115 NCl-387-76-1, ADM-I, pg 166 (IPR-8, pg 46)] 

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

Item 273:	 News Media (1211) 
Relations with external news media outlets. 
Includes: 
• 1211.1 Press Releases issued by SWP A. Stored on paper before 1998. 
• 1211.2 Transcripts, notes of press interviews 
• 1211.3 News clips that mention SWPA or Corps projects. Stored on paper. 

[Based on SWPA SF 115 NCl-387-76-1, ADM-I, pg 166 (IPR-9 pg47)] 

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

Item 274:	 Speeches (12120 
Copies of speeches by the Administrator and senior officials that affect SWP A 
program activities. Prior to 2002 on paper - is after 2002 electronic. Based on 
SWPA SF 115 NC1-387-76-1, ADM-I, pg 166 (IPR-10, pg47) 

TEMPORARY. Cut off at close of odd-numbered FY. Transfer to the Federal 
Records Center 5 years after cut off. Destroy 20 years after cut off. 

Item 275:	 Biographical Data (1213) 
Biographies of senior staff. 

PERMANENT: Cut off at end of calendar year of employee separates from 
employment at Southwestern. Transfer to NARA when 3 years old. 

Item 276:	 Intranet Content (1214) 
Internal web site for SWP A employees for disseminating general employment 
information, forms, agency news (informal), verbiage, documents, and design 
elements of internal SWP A web site. 

TEMPORARY. Destroy when superseded, updated, replaced or no longer 
applicable. 

Item 277:	 Internet Content (1215) 
SWPA's external web site that disseminates information to external visitors 
worldwide. Includes content, documents, publications, brochures, generation 
reporting, and general information about SWP A. 

TEMPORARY. Destroy when superseded, updated, replaced or no longer 
applicable. 

Item 278:	 Special Events (1216) 
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Support materials for meetings, celebrations, campaigns, etc.
 
Includes:
 

• 1216.1 SPRA
 
• 1216.2 CFC
 
• 1216.3 SWPA Anniversaries
 
• 1216.4 SWPA Employee Retirements
 
• 1216.5 Dam Anniversaries
 
• 1216.5 Other Events
 
[Based on SWPA SF 115 NCI-387-76-1, ADM-I, pg 166 (IPR-7, pg46)]
 

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

Item 279:	 Photography (1351) 
Still photographs in either paper or electronic format. 

• 1351.1 Employees 
• 1351.2 Groups related to mission of the agency 
• 1351.3 Meetings related to the mission of the agency 
• 1351.4 Sites and equipment 
• 1351.5 Training related to the mission of the agency 
• 1351.6 Customers and stakeholders 

Based on SWPA SF 115 NCI-387-76-1, IPR-B-l-a, pg 111 

TEMPORARY. Cut off when no longer needed for News Releases and/or 
Publications. Destroy 5 years after cut off. 

Note: Photographs of historical interest, such as dam construction, senior level staff, etc., will be 
considered under the 1460 code. 

Item 280:	 Graphic Arts (1353) 
General artwork, including logos, clip art, maps, used for 

• 1353.1 Brochures & flyers to support agency mission. 
• 1353.2 DisplayslPosters 

Based on SWPA SF 115 NCI-387-76-1, IPR-B-l-b, pg 111 

TEMPORARY. Destroy when no longer needed. 

Item 281:	 Video (1354) 

• 1354.1 SWP A Agency Film 
• 1354.2 Training Films (includes both externally and internally produced) 
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• 1354.3 SWPA Meeting Films 
• 1354.4 Special Project Films 

TEMPORARY. Cut off when no longer needed for News Releases and/or 
Publications. Destroy 5 years after cut off. 

Note: any video ofhistoric events or histories of the agency are covered under (1460J 

Item 282: Audio (1356) 
Clips of music files, sound effects, interviews, used for news releases. 

TEMPORARY. Cut off when no longer needed for News Releases and/or 
Publications. Destroy 5 years after cut off. 

Note: any audio recordings of historic events or histories of the agency are covered under 
(1460) 

Item 283: Agency History (1460) 
Official histories, relevant news clippings, comprehensive plans, photographs of 
facilities, high level administrators and dam construction, significant graphic art such 
as logos, posters, brochures, publications, video of historic events or video histories, 
speeches, and audio interviews of high level officials. 

Based on SWPA SF 115 NCI-387-76-1, OAD-C, pg.116. 

PERMANENT. Cut off upon completion of project or study. If records are paper or 
other hard copy media, transfer to FRC 3 years after cut off and transfer to NARA 15 
years after cut off. If records are electronic, transfer physical custody to NARA for 
pre-accessioning five years after cut off. Transfer legal custody of electronic records 
to NARA 15 years after cut off. 

Item 284: External Newsletter (1470) 
Content and graphic elements of external newsletters. 

Based on SWPA SF 115 NCl-387-76-1, PER-L, pg 121 

PERMANENT. Cut off at the end of fiscal year. Transfer to NARA 3 years after cut 
off. 

Item 285: Internal Newsletter (1472) 
Content and graphic elements of internal newsletters. 

Based on SWPA SF 115 NCl-387-76-1, NR-G, pg 165 

TEMPORARY. Destroy when obsolete or no longer needed. 
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Item 286:	 Annual Reports (1473) 

Material reflecting SWP A mission objectives, strategies, annual accomplishments, 
annual financial activities. Official record is on one medium, paper. 

Based on SWPA SF 115 NCl-387-76-1 (lPR-A, page 111) 

PERMANENT. Cut off at the end of the fiscal year in which report is approved. 
Transfer to NARA 4 years after cut off. 

Item 287:	 Power Billing Invoices (6920) 
Material related to billing and invoicing for the hydropower Southwestern transmits 
and markets across its system. The main function of accounting is to account for all 
business assets. Power and energy are business assets and the function of the 
accountant is to protect the business assets; therefore, every kilowatt and kilowatt -
hour generated and marketed by Southwestern must be protected by being properly 
accounted for. The primary benefit to having the files in a time of disaster would be 
quicker reconstruction of funds that might be due. 

Case files filed alphabetically by customer containing power invoices, schedules and 
billing information. Based on SWPA SF 115 NCl-387-76-1 (PO-A, page 154) 

TEMPORARY. Cut off at close of calendar year in which related contract or 
agreement is terminated. Destroy 10 years after cut off. 

Item 288:	 Power Accounting Spreadsheets (6922) 
Information related to power accounting and billing. Based on SWPA SF 115 NC1-
387-76-1 (PO-A, page 154) 

TEMPORARY. Cut off at close of calendar year in which related contract or 
agreement is terminated. Destroy 10 years after cut off. 

Item 289: Inspector General (lG) Audits (2326) 
Material related to Inspector General Audits. File by individual case and by fiscal 
year. 

TEMPORARY. Cut off at the end of the fiscal year in which all audit related 
findings have been addressed and no further corrective action is required. Destroy 5 
years after cut off. 
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RECOMMENDA TION TO THE'AlCHIVIST ON~ ~,ob ..:...N~o..:......"..---N-l---3-87---09---1------

RECORDS DISPOSITION REQUEST rTtemCount: 230 
-------------------------------------------- __ --~I __ ~----------------------------------------------
SUMMARY \ 
Southwestern Power Administration submits Job Nl-387-09-1. 11nsjob is a comprehensive schedule covering all administrative 
and program records for the agency. This job repiaces all previous schedules. Originally, there were 481 items submitted on the 
SF115. A total of287 items were removed for the following reasons: 226 items are covered by the GRS, 9 items were withdrawn 
as non-record, 1 item was withdrawn as a duplicate item, 17 items were identified as previously scheduled permanent records, 
which on re-appraisal the retention is unchanged, leaving a total of230 new items. There are 38 of230 previously scheduled 
temporary records where the retention is unchanged. There are 85 of 230 that are paper only, 145 of 230 are electronic or media 
neutral. There are 190 new temporary items and 40 new permanent items. 

Southwestern Power Administration (SWP A) was established in 1943 by the Secretary of the Interior. SWP A now operates within 
the Department of Energy (DOE) under the authority of Section 5 of the Flood Control Act of 1944. SWPA is one of four entities, 
known as Power Marking Administrations (PMA) that makeup the Federal power marketing program. SWP A markets 
hydroelectric power in Arkansas, Kansas, Louisiana, Missouri, Oklahoma, and Texas from twenty-four U.S. Army Corps of 
Engineers multipurpose dams. The records covered by this schedule include records ofthe Office of the Administrator, general 
administrative records, legal matters, policy, rate settings, security, power maintenance and power generation. 

Notice of this job was published in the Federal Register. Two individuals requested copies. One person submitted a letter with 
questions and comments concerning the length of retention on several records tracking environmental impact and facility security. 
There were other related records with longer and/or permanent retention that contained more detailed information than the ones in 
question. There were no additional comments received in response to the letter sent by NARA containing detailed information 
regarding each record series in question. 

The appraisal memo was updated after the comment period to better reflect items that were previously scheduled where the 
original retention period was not changed and the disposal authority superseded in order to change the items to media neutrality. 

RECOMMENDATION 

[gJ I, APPROVED FOR DISPOSAL. The records described under all items of the schedule, except those that may be listed in blocks 2. 3. and 4 of this section. are disposable 

because they do not, or will not after the lapse of the period specified. have sufficient administrative, legal. research or other value to warrant their continued preservation by 
the Government 

[gJ 2. APPROVED FOR PERMANENT RETENTION. The records described under the following item or items have been appraised by the National Archives and Records 

Administration (NARA) and are determined to have sufficient historical or other value to warrant their continued preservation by the United States Government. The 
agency will transfer these records to the National Archives as specified. (List included as an attachment to appraisal report) 

D 3. DISPOSITION NOT APPROVED. The records described under the following item or items are not approved for disposition. 

[gJ 4. WITHDRAWN. The records described under the following item or items have been withdrawn at the request of the agency and/or NARA. Item 10 duplicates item 9; 
47 and 59 along with their respective sub-parts were determined to be non-record 

FEDERAL REGISTER NOTICE 
D Not required. [gJ Required - Publication Date: 3/25/2009 

Co ies Re uested: 2 Comments Received: 1 

SIGNATURE TITLE 
NR Appraiser 

Appraisal Cindy Smolovik 

NR RM Director
 
Bill Fellers
 

Concurrences 
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National Archives and Records Administration 

Southwest Region 
1500 John Burgess Drive 
fort Worth. Texas 76140 

http://www.archives.gov/southwest 

Date: February 3, 2009 
Appraiser: Cindy C. Smolovik, CA CRM, NARA-SW Region RMT 
Agency: Department of Energy/Southwestern Power Administration 
Subject: NI-387-09-1. 

Schedule Overview 

This is a comprehensive schedule for Southwestern Power Administration replacing previous 
schedule NCI-387-76-1. 

Administrative History 

Southwestern Power Administration (SWPA) was established in 1943 by the Secretary of the 
Interior. SWPA now operates within the Department of Energy (DOE) under the authority of 
Section 5 of the Flood Control Act of 1944. SWPA is one of four entities, known as Power 
Marketing Administrations (PMA) that makeup the Federal power marketing program. 

SWPA markets hydroelectric power in Arkansas, Kansas, Louisiana, Missouri, Oklahoma, and 
Texas from twenty-four U.S. Army Corps of Engineers multipurpose dams. By law, SWPA's 
power is marketed and delivered primarily to public bodies such as rural electric cooperatives 
and municipal utilities, who in tum serve another seven million end-use customers. SWPA 
operates and maintains 1,380 miles of high-voltage transmission lines, substations, and a 
communications system that includes microwave, VHF radio, and state-of-the-art fiber optics. 
Headquartered in Tulsa, Oklahoma, other offices are located in Gore, Oklahoma; Jonesboro, 
Arkansas; and Springfield, Missouri. Around-the-clock power scheduling and dispatching are 
conducted from the Springfield Operations Center. 

SWPA's mission is to market and reliably deliver Federal hydroelectric power with preference to 
public bodies and cooperatives. 

Additional Background Information 

The previous records retention schedule for SWPA (NCI-387-76-1) was approved in 1976. Due 
to the extended length of time between the old schedule and the proposed new one a major 
review of agency functions and associated records was conducted. The results predictably 
indicate that there are new items; existing items where the retention needs updating and existing 
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items previously approved which do not require change. There are also administrative items 
covered by the GRS which do not require appraisal, but are listed on the SF115. Once approved 
this disposal authority will be incorporated into a new manual which will include recordkeeping 
policies and procedures. 

SWPA operates under rules and regulations of the Department of Energy (DOE). DOE approved 
disposal authorities will be referenced as background for the retention requested when 
appropriate. SWP A has similar records to the other Power Marketing Administrations: 
Bonneville Power Administration (BPA), Southeastern Power Administration (SEP A), and 
Western Area Power Administration (WAPA). Occasionally references to other Power 
Administration schedules have been made for comparison to similar processes with particular 
emphasis on the recently approved schedule for BP A. SWP A elected to submit a traditional 
schedule instead of the flexible big bucket approach taken by BPA. 

SWPA maintains a long track record of expenditures, services provided, and other information 
for or about their customers. This is a service provided for SWP A customers. In order to create 
internal and external reports regarding customer relations tracing 25-50 years SWP A requested 
exceptions to GRS items for the following item numbers: 100, 103, 104, 106, 108, 109, 110, 111, 
and 112. 

All records are considered media neutral unless otherwise specified, however at this time most of 
the permanent records are paper. SWP A uses an electronic document management system with a 
records management application powered by Documentum. Records stored in the systems are 
scanned at 200-300 dpi and saved as tagged image files format (tiff) files. Electronically stored 
records are stored in native format, but are also converted in some cases to PDF. The full 
implementation of the records management module of Documentum is pending approval of this 
schedule. Agency Certification of Compliance with NARA Transfer Requirements forms have 
been signed and are included as part of this appraisal. 

Included with this appraisal are five appendices designed to assist in review of this extensive 
document: 

Appendix 1: List of all Non-GRS items 
Appendix 2: List of all items appraised 
Appendix 3: List of all previously approved Permanent items, retention unchanged 
Appendix 4: List of all previously approved Temporary items, retention unchanged 
Appendix 5: List of all Permanent records all inclusive in numerical order 
Appendix 6: List of all Permanent records e-records only in numerical order 
Appendix 7: Descriptions of e-systems - all are temporary or GRS 
Appendix 8: Volume of permanent records where it could be determined 

Overall Recommendation 

I recommend approval of the attached schedule. 
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APPRAISAL 

This section covers previously approved permanent records. 
The following are records previously approved by NCl-387-76-1 as permanent. A re-
appraisal of these records concurs with the original permanent designation. SWP A is 
currently maintaining these in paper format and scanned images 

Item 2: Agency Mission, Vision, Strategic and Objective Plans 
Item 264: Power Allocation 
Item 265: Requests for Power and Services 
Item 266: Executed Contracts and Correspondence 
Item 268: Contract Administration 
Item 283: Agency History 
Item 284: External Newsletter 

Proposed Disposition: Permanent
 
Appropriateness of Proposed Disposition: Appropriate
 
Appraisal.Justification:
 

*Documents significant actions of Federal officials. 
*Previously scheduled as Permanent under NCl-387-76-1 
*High potential research value 
*Retains significance for documenting legal rights despite the passage of time 

Adequacy of Transfer Instructions: Appropriate 
Media Neutrality: Requested and Approved. Currently maintaining paper and scanned 
Images. 

This section covers previously approved permanent records. 
The following are records previously approved by NCl-387-76-1 as permanent. A re-
appraisal of these records concurs with the original permanent designation. These official 
media for these records is paper. 

Item 13: General Proceedings Regulatory Commissions 
Item 26: Delegation Orders 
Item 48: Rate and Repayment Case Files 
Item 40:Rate Adjustment Threshold 
Item 49: Power Repayment Study and Rate Proposal (bound) 
Item 50: Rate Proposal Backup Material 
Item 57: Rate Schedules 
Item 58: Southwestern Rate Orders 
Item 242: Engineering Policies and Procedures 
Item 286: Annual Reports 

Proposed Disposition: Permanent
 
Appropriateness of Proposed Disposition: Appropriate
 
Appraisal Justification:
 

*Documents significant actions of Federal officials. 
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*Previously scheduled as Permanent under NCl-387-76-1 
*High potential research value 
*Retains significance for documenting legal rights despite the passage of time 

Adequacy of Transfer Instructions: Appropriate
 
Media Neutrality: Not Requested. The official media for these records is Paper
 

This section covers record created by the Office of the Administrator. 

The Administrator provides executive direction and exercises authority over all organizational 
elements. Information may be recorded on various media including paper, film, tape, disk, 
diskette, or in the electronic document management system. All records in this section are media 
neutral unless specifically indicating otherwise. 

This section covers administrative items that are not covered by the General Records Schedule. 

Item 1a. Administrator's Schedule of Daily Activities - Records of High-Level Officials 
Proposed Disposition: Permanent 
Appropriateness of Proposed Disposition: Appropriate 
Appraisal Justification: 

*Documents significant actions of Federal officials. 
*Related to other permanent records for DOE under Nl-434-98-25 
*Additional justification. SEPA scheduled these as permanent under N 1-388-00-0 1 

BPA has a similar permanent category under Nl-305-07-1 as part of bucket 5. 
Agency Management and Policy Development Records
 

Adequacy of Transfer Instructions: Appropriate
 
Media Neutrality: Requested and Approved.
 

Item 3: Delegations of Authority 
Proposed Disposition: Temporary 
Appropriateness of Proposed Disposition: Appropriate 
Appraisal Justification: 

*Previously scheduled as Temporary under NCl-387-76-1, retention unchanged 
*Has little or no research value 

Adequacy of Proposed Retention Period(s): Adequate from the standpoint oflegal rights 
and accountability 

Media Neutrality: Requested and Approved 

NI-387-09-1 - Final Version 
Page 4 of69 

OFFICE OF REGIONAL RECORDS SERVICES 



NI-387-09-1 • 
This section covers legal records. 

Material related to agency legal affairs that provide legal services and legal counsel, includes 
documentation relating to interpretation oflaw, litigation, legislation, and related activities. All 
records in this section are media neutral unless specifically indicating otherwise. 

(Schedule items 4 through 6 are GRS items and are not part of this appraisal.) 

Item 7: Legal Correspondence 
Proposed Disposition: Temporary 
Appropriateness of Proposed Disposition: Appropriate 
Appraisal Justification: 

*Has little or no research value 
*Other justification. Any correspondence of permanent value is reflected in Item 8: 

Legal Opinions 
*Other justification. Similar records are scheduled as temporary for BPA under Nl-305-

07-1 Item 6(e)1 and SEPA Nl-388-00-1, Item 6b. 
Adequacy of Proposed Retention Period(s): Adequate from the standpoint oflegal rights 
and accountability 

Media Neutrality: Requested and Approved 

Item 8: Legal Opinions 
Proposed Disposition: Permanent 
Appropriateness of Proposed Disposition: Appropriate 
Appraisal Justification: 

*High potential research value. Records document significant interpretations of treaties, 
long-standing regional agreements, and precedents. 

*Other justification. BPA under Nl-305-07-1 Item 6(e)2 and SEPA Nl-388-00-1 Item 3 
records are permanent. 

* Retains significance for documenting legal rights despite the passage of time 
*Related to other permanent records listed as items 9 and 11 of this schedule.
 

Adequacy of Transfer Instructions: Appropriate
 
Media Neutrality: Requested and Approved
 

Item 9: Federal Legislation 
Proposed Disposition: Permanent 
Appropriateness of Proposed Disposition: Appropriate 
Appraisal Justification: 

*High potential research value. Records document governance of hydro-electric power 
generation and environmental regulation. 

*Documents significant actions of Federal officials. 
*Retains significance for documenting legal rights despite the passage of time 
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*Other justification. Southwest Power Administration has related and similar functions 
to the other power administrations. SEPA scheduled these as permanent under 
Nl-338-00-1. 

Adequacy of Transfer Instructions: Appropriate
 
Media Neutrality: Requested and Approved
 

Item 10:Proposed and Pending Legislation Case Files - this item was withdrawn from the 
SFl15. After reviewing the related procedures it was determined that all items in this category 
are filed with Item 9 above. 

Item 11: Litigation Case Files 
Proposed Disposition: Permanent 
Appropriateness of Proposed Disposition: Appropriate 
Appraisal Justification: . 

*High potential research value. Records document significant litigation, interpretations 
of treaties, long-standing regional agreements, and precedents. 

*Documents significant actions of Federal officials. 
*Retains significance for documenting legal rights despite the passage of time. Types of 

litigation is usually deals with rate charges, easements, right of way, and 
environmental impact all of which related to the rights of the government and 
property rights of individuals. 

*Related to other permanent records listed as in Item 9. These serve as background and 
finding guide and/or index to Item 9. 

*Other justification. Southwest Power Administration has related and similar functions 
to the other power administrations. Southeast Power Administration scheduled 
these as permanent under Nl-388-00-1. Bonneville Power Administration 
schedule these as permanent under Nl-305-07-01 

Adequacy of Transfer Instructions: Appropriate
 
Media Neutrality: Requested and Approved
 

Item 12: Claim Case Files 
Proposed Disposition: Temporary 
Appropriateness of Proposed Disposition: Appropriate 
Appraisal Justification: 

*Previously scheduled as Temporary under NCl-387-76-1. 
*Has little or no research value 

Adequacy of Proposed Retention Period( s): Request to reduce retention from 20 years to 
lOis adequate for business needs and meets legal rights and accountability 
Media Neutrality: Requested and Approved 

(Schedule items 14 through 18 are GRS items and are not part of this appraisal) 

NI-387-09-1 - Final Version 
Page 6 of69 

OFFICE OF REGIONAL RECORDS SERVICES 



Nl-387-09-1 

This section covers Items 19 through 76 for records related to rates and repayment in 
keeping with regulations and statutory requirements including adherence to 
requirements of the Federal Energy Regulatory Commission (FERC). 

Item 19:Recurring Reports 
Proposed Disposition: Temporary 
Appropriateness of Proposed Disposition: Appropriate 
Appraisal Justification: 

*Has little or no research value 
*Does not document significant actions of Federal officials. 

Adequacy of Proposed Retention Period(s): Adequate from the standpoint oflegal rights 
and accountability 
Media Neutrality: Requested and Approved 

Item 20: One-Time or General Information (rate related) 
Proposed Disposition: Temporary 
Appropriateness of Proposed Disposition: Appropriate 
Appraisal Justification: 

*Has little or no research value 
*Does not document significant actions of Federal officials. 

Adequacy of Proposed Retention Period(s): Adequate from the standpoint oflegal rights 
and accountability 
Media Neutrality: Requested and Approved 

Item 21 :Rate Related Subject File 
Proposed Disposition: Temporary 
Appropriateness of Proposed Disposition: Appropriate 
Appraisal Justification: 

*Has little or no research value 
*Does not document significant actions of Federal officials. 

Adequacy of Proposed Retention Period(s): Adequate from the standpoint of legal rights 
and accountability 
Media Neutrality: Requested and Approved 

Item 22:Report of Rate Related Telephone Calls (w/particular subject> 
Proposed Disposition: Temporary 
Appropriateness of Proposed Disposition: Appropriate 
Appraisal Justification: 

*Has little or no research value 
*Does not document significant actions of Federal officials. 

Adequacy of Proposed Retention Period(s): Adequate from the standpoint oflegal rights 
and accountability 
Media Neutrality: Requested and Approved 
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Item 23:Current Rate Filing Status 
Proposed Disposition: Temporary 
Appropriateness of Proposed Disposition: Appropriate 
Appraisal Justification: 

*Has little or no research value 
*Does not document significant actions of Federal officials. 

Adequacy of Proposed Retention Period(s): Adequate from the standpoint oflegal rights 
and accountability 
Media Neutrality: Requested and Approved 

Item 24:Marketing PMA Primary Statistics (contract related) 
Proposed Disposition: Temporary 
Appropriateness of Proposed Disposition: Appropriate 
Appraisal Justification: 

*Has little or no research value 
*Does not document significant actions of Federal officials. 

Adequacy of Proposed Retention Period(s): Adequate from the standpoint oflegal rights 
and accountability 
Media Neutrality: Requested and Approved 

Item 25:Rate and Repayment Policies and Procedures 
Proposed Disposition: Permanent 
Appropriateness of Proposed Disposition: Appropriate 
Appraisal Justification: 

*Documents significant actions of Federal officials 
*High potential research value. These records document all decisions regarding energy 

rates charged to customers. Also documents strategies for repayment of 
investments, financial reporting policies, procedures and methodologies. 

*Retains significance for documenting legal rights despite the passage of time. 
Documents decisions affecting the overall cost of energy production, the 
government's right to generate, distribute and charge for power. Policies and 
procedures document the rights of customers of SWP A who receive power from 
the government and redistribute it to their customers. 

*Additional justification. The retention meets requirements of DOE Order No. RA 
6230.3
 

Adequacy of Transfer Instructions: Appropriate
 
Media Neutrality: Requested and Approved
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Item 27:DOE Regulations 
Proposed Disposition: Temporary 
Appropriateness of Proposed Disposition: Appropriate 
Appraisal Justification: 

*Has little or no research value. 
Adequacy of Proposed Retention Period(s): Adequate from the standpoint oflegal rights 
and accountability. Complies with DOE regulations based on 10 CFR 903.1 revised January 
2006 
Media Neutrality: Requested and Approved 

Item 28:Rate Adjustment Procedures 
Proposed Disposition: Temporary 
Appropriateness of Proposed Disposition: Appropriate 
Appraisal Justification: 

*Has little or no research value. Procedures for setting and adjusting rates are based on 
DOE order RA 6120.3 and Title 10 CFR 903: PART 903-POWER AND 
TRANSMISSION RATES Subpart A-Procedures for Public Participation in 
Power and Transmission Rate Adjustments and Extensions for the Alaska, 
Southeastern, Southwestern, and Western Area Power Administrations. 

*Does not document significant actions of Federal officials. 
Adequacy of Proposed Retention Period(s): Adequate from the standpoint oflegal rights 
and accountability 

Media Neutrality: Requested and Approved 

Item 29: Statutes 
Proposed Disposition: Temporary 
Appropriateness of Proposed Disposition: Appropriate 
Appraisal Justification: 

*Has little or no research value. These are SWP A copies for reference. 
*Does not document significant actions of Federal officials. 

Adequacy of Proposed Retention Period(s): Adequate from the standpoint oflegal rights 
and accountability 

Media Neutrality: Requested and Approved 

Item 30:PURPA Co Generation (Public Utilities Regulatory Policies Act) 
Proposed Disposition: Temporary 
Appropriateness of Proposed Disposition: Appropriate 
Appraisal Justification: 

*Has little or no research value. 
*Does not document significant actions of Federal officials. 

Adequacy of Proposed Retention Period(s): Adequate from the standpoint oflegal rights 
and accountability 

Media Neutrality: Requested and Approved 
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Item 31:Philosophies (preference, cost basis) 
Proposed Disposition: Temporary 
Appropriateness of Proposed Disposition: Appropriate 
Appraisal Justification: 

*Has little or no research value. 
*Does not document significant actions of Federal officials. 

Adequacy of Proposed Retention Period(s): Adequate from the standpoint oflegal rights 
and accountability 
Media Neutrality: Requested and Approved 

Item 32:Environmental (rate related) 
Proposed Disposition: Temporary 
Appropriateness of Proposed Disposition: Appropriate 
Appraisal Justification: 

*Has little or no research value. 
*Does not document significant actions of Federal officials. 

Adequacy of Proposed Retention Period(s): Adequate from the standpoint oflegal rights 
and accountability 
Media Neutrality: Requested and Approved 

Item 33:Meetings, Conferences, and Committees 
Proposed Disposition: Temporary 
Appropriateness of Proposed Disposition: Appropriate 
Appraisal Justification: 

*Has little or no research value. 
*Does not document significant actions of Federal officials. Any significant decisions 

or actions related to rates generated by these meetings, conferences, and 
committees are reflected in updates to policies and procedures documented by 
item 25. 

*Captured elsewhere in permanent records. Any information related to rate adjustment 
thresholds; rate and repayment cases; power studies and rate proposals discussed 
at these meetings, conferences and committees are documented by items 40, 48, 
49 and 50 of this schedule. 

Adequacy of Proposed Retention Period(s): Adequate from the standpoint oflegal rights 
and accountability 

Media Neutrality: Requested and Approved 

Item 34: Interagency Task Force on Interest Rates 
Proposed Disposition: Temporary 
Appropriateness of Proposed Disposition: Appropriate 
Appraisal Justification: 

*Previously scheduled as temporary under NC1-387- 76-1, retention unchanged
 
*Has little or no research value.
 
*Does not document significant actions of Federal officials.
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Adequacy of Proposed Retention Period(s): Adequate from the standpoint oflegal rights 
and accountability 
Media Neutrality: Requested and Approved 

Item 35:0MBlFinancial Practices Task Group (Operations, Maintenance, and 
Replacements Costs)
 

Proposed Disposition: Temporary
 
Appropriateness of Proposed Disposition: Appropriate
 
Appraisal Justification:
 

*Previously scheduled as temporary under NC 1-387-76-1, retention unchanged
 
*Has little or no research value.
 
*Does not document significant actions of Federal officials.
 

Adequacy of Proposed Retention Period(s): Adequate from the standpoint of legal rights 
and accountability 
Media Neutrality: Requested and Approved 

Item 36: Operations Maintenance & Replacement Group (OM&R) 
Proposed Disposition: Temporary 
Appropriateness of Proposed Disposition: Appropriate 
Appraisal Justification: 

*Has little or no research value.
 
*Does not document significant actions of Federal officials.
 
*Other justification. This is a defunct committee.
 

Adequacy of Proposed Retention Period(s): Adequate from the standpoint oflegal rights 
and accountability 
Media Neutrality: Requested and Approved 

Item 37:Rates Subcommittee (SPRA) [Southwestern Power Resources Association) 
Proposed Disposition: Temporary 
Appropriateness of Proposed Disposition: Appropriate 
Appraisal Justification: 

*Has little or no research value.
 
*Does not document significant actions of Federal officials.
 
*Captured elsewhere in permanent records. SPRA is a voluntary organization
 

comprised of rural electric cooperatives and public power systems who are 
customers of SWP A. Outcomes of interaction with this organization would be in 
the form of a rate study or rate filing which schedule as permanent under items 25 
and 48 of this schedule. 

Adequacy of Proposed Retention Period(s): Adequate from the standpoint of legal rights 
and accountability 
Media Neutrality: Requested and Approved 
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Item 38: Special Studies (rate-related case iIles) 
Proposed Disposition: Temporary 
Appropriateness of Proposed Disposition: Appropriate 
Appraisal Justification: 

*Previously approved temporary under NCl-387-76-1, retention unchanged
 
*Has little or no research value.
 
*Does not document significant actions of Federal officials.
 

Adequacy of Proposed Retention Period(s): Adequate from the standpoint oflegal rights 
and accountability 
Media Neutrality: Requested and Approved 

Item 39: Special Services/Charges 
Proposed Disposition: Temporary 
Appropriateness of Proposed Disposition: Appropriate 
Appraisal Justification: 

*Previously approved temporary under NCl-387-76-1, retention unchanged
 
*Has little or no research value.
 
*Does not document significant actions of Federal officials.
 

Adequacy of Proposed Retention Period(s): Adequate from the standpoint oflegal rights 
and accountability 
Media Neutrality: Requested and Approved 

Item 40:Rate Adjustment Threshold 
Proposed Disposition: Permanent 
Appropriateness of Proposed Disposition: Appropriate 
Appraisal Justification: 

*Previously approved as Permanent NCl-387-76-1 
*Documents significant actions of Federal officials. Rates charged to customers are 

based on these documents. 
Adequacy of Proposed Retention Period(s): Adequate from the standpoint oflegal rights 
and accountability 
Media Neutrality: Requested and Approved 

Item 41:Area Wholesale Electric Rates 
Proposed Disposition: Temporary 
Appropriateness of Proposed Disposition: Appropriate 
Appraisal Justification: 

*Has little or no research value.
 
*Does not document significant actions of Federal officials.
 
*Captured elsewhere in permanent records. Decisions and procedures for setting rates
 

including area wholesale are documented by item 25 of this schedule. 
Adequacy of Proposed Retention Period(s): Adequate from the standpoint oflegal rights 
and accountability 

Media Neutrality: Requested and Approved 
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Item 42:RatelRepayment Reform 
Proposed Disposition: Temporary 
Appropriateness of Proposed Disposition: Appropriate 
Appraisal Justification: 

*Has little or no research value.
 
*Does not document significant actions of Federal officials.
 
*Captured elsewhere in permanent records. Decisions and procedures affecting rates
 

and repayment including changes and reforms are documented by item 25 of this 
schedule. 

Adequacy of Proposed Retention Period(s): Adequate from the standpoint of legal rights 
and accountability 
Media Neutrality: Requested and Approved 

Item 43:Buy-Out Option (Repayment Reform) 
Proposed Disposition: Temporary 
Appropriateness of Proposed Disposition: Appropriate 
Appraisal Justification: 

*Has little or no research value.
 
*Does not document significant actions of Federal officials.
 
*Captured elsewhere in permanent records. Decisions and procedures affecting rates
 

and repayment including any buy-out options are documented by item 25 of this 
schedule. 

Adequacy of Proposed Retention Period(s): Adequate from the standpoint oflegal rights 
and accountability 
Media Neutrality: Requested and Approved 

Item 44:Integration of Isolated Projects 
Proposed Disposition: Temporary 
Appropriateness of Proposed Disposition: Appropriate 
Appraisal Justification: 

*Previously schedules as Temporary under NCl-387-76-1, retention unchanged
 
*Has little or no research value.
 
*Does not document significant actions of Federal officials.
 

Adequacy of Proposed Retention Period(s): Adequate from the standpoint oflegal rights 
and accountability 
Media Neutrality: Requested and Approved 
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Item 45:Financial Performance Indicators 
Proposed Disposition: Temporary 
Appropriateness of Proposed Disposition: Appropriate 
Appraisal Justification: 

*Has little or no research value. 
*Does not document significant actions of Federal officials. 

Adequacy of Proposed Retention Period(s): Adequate from the standpoint of legal rights 
and accountability 
Media Neutrality: Requested and Approved 

Item 46: FinanciallEconomic Studies 
Proposed Disposition: Temporary 
Appropriateness of Proposed Disposition: Appropriate 
Appraisal Justification: 

*Has little or no research value.
 
*Does not document significant actions of Federal officials.
 
*Captured elsewhere in permanent records. Decisions and information from the
 

financial and economic studies are documented by item 25,48,49, and 50 of this 
schedule. 

Adequacy of Proposed Retention Period(s): Adequate from the standpoint of legal rights 
and accountability 
Media Neutrality: Requested and Approved 

(Item 47 was determined to be non-records and not part of this appraisal) 

Item 51:Revenue Distribution 
Proposed Disposition: Temporary 
Appropriateness of Proposed Disposition: Appropriate 
Appraisal Justification: 

*Has little or no research value. 
*Does not document significant actions of Federal officials. 

Adequacy of Proposed Retention Period(s): Adequate from the standpoint oflegal rights 
and accountability 
Media Neutrality: Requested and Approved 
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Item 52: Cost Allocation 
Proposed Disposition: Temporary 
Appropriateness of Proposed Disposition: Appropriate 
Appraisal Justification: 

*Has little or no research value.
 
*Does not document significant actions of Federal officials.
 
*Other justification. Meets requirements under DOE Order RA 6120.2
 

Adequacy of Proposed Retention Period(s): Adequate from the standpoint oflegal rights 
and accountability 

Media Neutrality: Requested and Approved 

Item 53:Cost Allocation Case Files 
Proposed Disposition: Temporary 
Appropriateness of Proposed Disposition: Appropriate 
Appraisal Justification: 

*Previously scheduled as temporary under NCl-387-76-1, retention unchanged.
 
*Has little or no research value.
 
*Does not document significant actions of Federal officials.
 

Adequacy of Proposed Retention Period(s): Adequate from the standpoint oflegal rights 
and accountability 

Media Neutrality: Requested and Approved 

Item 54: Interagency Committee on Cost Allocation 
Proposed Disposition: Temporary 
Appropriateness of Proposed Disposition: Appropriate 
Appraisal Justification: 

*Has little or no research value. These records have little context outside ofthe 
activities they were generated to support, and their research value is limited by 
their specificity and organization, 

*Does not document significant actions of Federal officials. 
Adequacy of Proposed Retention Period(s): Adequate from the standpoint oflegal rights 
and accountability 

Media Neutrality: Requested and Approved 

Item 55:Rates 
Proposed Disposition: Temporary 
Appropriateness of Proposed Disposition: Appropriate 
Appraisal Justification: 

*Has little or no research value. These records have little context outside of the 
activities they were generated to support. 

*Captured elsewhere in permanent records. Information from these records is 
incorporated into permanent records listed in items 56,57 and 58 of this schedule. 

*Does not document significant actions of Federal officials. 
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Adequacy of Proposed Retention Period(s): Adequate from the standpoint oflegal rights 
and accountability. The retention complies with DOE Order RA 6120.2 and 10 CFR 903.1 
Media Neutrality: Requested and Approved 

Item 56:Rate History 
Proposed Disposition: Permanent 
Appropriateness of Proposed Disposition: Appropriate 
Appraisal Justification: 

*Documents significant actions of Federal officials
 
*Related to other permanent records listed as item 25, 48, 49 and 50 of this schedule.
 
*Retains significance for documenting legal rights despite the passage of time.
 

Documents the overall cost of energy production, the government's right to 
generate, distribute and charge for power.
 

Adequacy of Transfer Instructions: Appropriate
 
Media Neutrality: Requested and Approved
 

(Items 59a through 59f were determined to be non-record and are not part of this 
appraisal) 

Item 60:Repayment 
Proposed Disposition: Temporary 
Appropriateness of Proposed Disposition: Appropriate 
Appraisal Justification: 

*Previously scheduled as Temporary under NCl-387-76-1, retention unchanged
 
*Has little or no research value.
 
*Does not document significant actions of Federal officials.
 
*Captured elsewhere in permanent records. Significant decisions on rates and
 

repayment are documented by items 25,48,49 and 50 of this schedule. 
Adequacy of Proposed Retention Period(s): Adequate from the standpoint oflegal rights 
and accountability 
Media Neutrality: Requested and Approved 

Item 61:Interest Rates and Repayment 
Proposed Disposition: Temporary 
Appropriateness of Proposed Disposition: Appropriate 
Appraisal Justification: 

*Previously scheduled as Temporary under NCl-387-76-1, retention unchanged
 
*Has little or no research value.
 
*Does not document significant actions of Federal officials.
 
*Captured elsewhere in permanent records. Significant decisions on rates and
 

repayment are documented by items 25, 48, 49 and 50 of this schedule. 
Adequacy of Proposed Retention Period(s): Adequate from the standpoint oflegal rights 
and accountability 
Media Neutrality: Requested and Approved 
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Item 62:0perations and Maintenance 
Proposed Disposition: Temporary 
Appropriateness of Proposed Disposition: Appropriate 
Appraisal Justification: 

*Previously scheduled as Temporary under NCl-387-76-1, retention unchanged
 
*Has little or no research value.
 
*Does not document significant actions of Federal officials.
 
* Captured elsewhere in permanent records. Significant decisions on operation and 

maintenance 25, 48,49 and 50 of this schedule. 
Adequacy of Proposed Retention Period(s): Adequate from the standpoint oflegal rights 
and accountability 
Media Neutrality: Requested and Approved 

Item 63: Replacements 
Proposed Disposition: Temporary 
Appropriateness of Proposed Disposition: Appropriate 
Appraisal Justification: 

*Previously scheduled as Temporary under NCl-387-76-1, retention unchanged
 
*Has little or no research value.
 
*Does not document significant actions of Federal officials.
 

Adequacy of Proposed Retention Period(s): Adequate from the standpoint oflegal rights 
and accountability 
Media Neutrality: Requested and Approved 

Item 64:Amortization 
Proposed Disposition: Temporary 
Appropriateness of Proposed Disposition: Appropriate 
Appraisal Justification: 

*Previously scheduled as temporary under NCl-387-76-1, retention unchanged
 
*Has little or no research value.
 
*Does not document significant actions of Federal officials.
 

Adequacy of Proposed Retention Period(s): Adequate from the standpoint oflegal rights 
and accountability 
Media Neutrality: Requested and Approved 

Item 65:Purchased Power Accounting Mechanism (PPAM) 
Proposed Disposition: Temporary 
Appropriateness of Proposed Disposition: Appropriate 
Appraisal Justification: 

*Has little or no research value. This is an accounting tool. 
*Does not document significant actions of Federal officials. 

Adequacy of Proposed Retention Period(s): Adequate from the standpoint oflegal rights 
and accountability 
Media Neutrality: Requested and Approved 
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Item 66:Power Accounting Files 
Item 66a. Integrated System Log Sheet (P001lMidnight Reports) (6701) 
Item 66b. Meter Reading Load Profiles. 
Item 66c. Coordinated Bulk Power Supply Program Report 

(Energy Information Administration 411) and Public Utility 
Commission of Texas Annual Reports
 

Proposed Disposition: Temporary
 
Appropriateness of Proposed Disposition: Appropriate
 
Appraisal Justification:
 

*Has little or no research value. 
*Does not document significant actions of Federal officials. 

Adequacy of Proposed Retention Period(s): Adequate from the standpoint oflegal rights 
and accountability 

Media Neutrality: Requested and Approved 

Item 67:Annual Electric Control and Planning Area Report WERC 714): 
Based on Federal Power Act (FPA) sections 202, 207, 210, 211, 212, and 213, as 
amended, and sections 4, 304, 309, and 311 of the same act. 

Proposed Disposition: Temporary
 
Appropriateness of Proposed Disposition: Appropriate
 
Appraisal Justification:
 

*Has little or no research value. 
*Captured elsewhere in permanent records. Documentation on hydro-electric planning 

which includes information from this report are covered by items 70, 71, 73 of 
this report. 

Adequacy of Proposed Retention Period(s): Adequate from the standpoint oflegal rights 
and accountability 

Media Neutrality: Requested and Approved 

Item 68:Competing Uses 
Proposed Disposition: Temporary 
Appropriateness of Proposed Disposition: Appropriate 
Appraisal Justification: 

*Has little or no research value. 
*Does not document significant actions of Federal officials. 

Adequacy of Proposed Retention Period(s): Adequate from the standpoint oflegal rights 
and accountability 

Media Neutrality: Requested and Approved 
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Item 69:Arkansas-White-Red Basins Interagency Coordinating Committee (AWRBIAC) 
Proposed Disposition: Temporary 
Appropriateness of Proposed Disposition: Appropriate 
Appraisal Justification: 

*Has little or no research value.
 
*Does not document significant actions of Federal officials.
 
*Other justification. Any permanent records would be maintained by the Water
 

Resources Council. 
Adequacy of Proposed Retention Period(s): Adequate from the standpoint oflegal rights 
and accountability 

Media Neutrality: Requested and Approved 

Item 70:Hydroelectric Power Planning - General 
Proposed Disposition: Permanent 
Appropriateness of Proposed Disposition: Appropriate 
Appraisal Justification: 

*Documents significant actions of Federal officials 
*High potential research value. These may be of value to researching the background on 

the development and use of hydroelectric power
 
Adequacy of Transfer Instructions: Appropriate
 
Media Neutrality: Requested and Approved
 

Item 71:Hydroelectric Power Planning - Case Files 
Proposed Disposition: Permanent 
Appropriateness of Proposed Disposition: Appropriate 
Appraisal Justification: 

*Documents significant actions of Federal officials 
*High potential research value. These may be of value to researching the background on 

the development and use of hydroelectric power
 
Adequacy of Transfer Instructions: Appropriate
 
Media Neutrality: Requested and Approved
 

Item 72:Hydroelectric Power Operations 
Proposed Disposition: Permanent 
Appropriateness of Proposed Disposition: Appropriate 
Appraisal Justification: 

*Documents significant actions of Federal officials 
*High potential research value. These are of value for researching the development and 

use of hydroelectric power
 
Adequacy of Transfer Instructions: Appropriate
 
Media Neutrality: Requested and Approved
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Item 73: Operational Projects - Case Files 
Proposed Disposition: Permanent 
Appropriateness of Proposed Disposition: Appropriate 
Appraisal Justification: 

*Documents significant actions of Federal officials 
*High potential research value. These are of value for researching the development and 

use of hydroelectric power
 
Adequacy of Transfer Instructions: Appropriate
 
Media Neutrality: Requested and Approved
 

Item 74:Monthly Reports 
Proposed Disposition: Temporary 
Appropriateness of Proposed Disposition: Appropriate 
Appraisal Justification: 

*Has little or no research value.
 
*Other justification. Information by itself is incomplete.
 
*Captured elsewhere in permanent records. Information from these reports is reflected
 

hydroelectric planning and operations case files and related reports covered by 
items 70-73 of this schedule. 

Adequacy of Proposed Retention Period(s): Adequate from the standpoint oflegal rights 
and accountability 
Media Neutrality: Requested and Approved 

Item 75:Weekly Reports 
Proposed Disposition: Temporary 
Appropriateness of Proposed Disposition: Appropriate 
Appraisal Justification: 

*Has little or no research value.
 
*Other justification. Information by itself is incomplete.
 
*Captured elsewhere in permanent records. Information from these reports is reflected
 

hydroelectric planning and operations case files and related reports covered by 
items 70-73 of this schedule. 

Adequacy of Proposed Retention Period(s): Adequate from the standpoint of legal rights 
and accountability 
Media Neutrality: Requested and Approved 
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Item 76:Daily Reports 
Proposed Disposition: Temporary 
Appropriateness of Proposed Disposition: Appropriate 
Appraisal Justification: 

*Has little or no research value.
 
*Other justification. Information by itself is incomplete.
 
*Captured elsewhere in permanent records. Information from these reports is reflected
 

hydroelectric planning and operations case files and related reports covered by 
items 70-73 of this schedule. 

Adequacy of Proposed Retention Period(s): Adequate from the standpoint oflegal rights 
and accountability 
Media Neutrality: Requested and Approved 

This section covers items related to Information Technology development, implementation, 
procedures, and procurement for hardware, software, telecommunications and office 
automation. 

(Items 77 through 85 are covered by the GRS and are not included in this appraisal) 

Item 86:Year 2000 (X2K) 
Proposed Disposition: Temporary 
Appropriateness of Proposed Disposition: Appropriate 
Appraisal Justification: 

*Has little or no research value. 
*Other - Matches temporary records under DOE Nl-434-00-2 

Adequacy of Proposed Retention Period(s): Adequate from the standpoint oflegal rights 
and accountability 
Media Neutrality: Requested and Approved 

(Items 87 through 92 are covered by the GRS and are not included in this appraisal) 

This section covers items relating to finaneial management including accounting and control 
of assets, capital acquisition, investment, alternative financing and management of these 
subjects, including audits and reviews. 

(Items 93 through 97 are covered by the GRS and are not part of this appraisal) 

Item 98: Financial Management Reports Onternal Reports) 
Proposed Disposition: Temporary 
Appropriateness of Proposed Disposition: Appropriate 
Appraisal Justification: 

*Has little or no research value. 
Adequacy of Proposed Retention Period(s): Adequate from the standpoint oflegal rights 
and accountability 
Media Neutrality: Requested and Approved 
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Item 99:Federal Agencies Financials Reports (External Reports) 
Proposed Disposition: Permanent 
Appropriateness of Proposed Disposition: Appropriate 
Appraisal Justification: 

*Documents significant actions of Federal officials
 
Adequacy of Transfer Instructions: Appropriate
 
Media Neutrality: Requested and Approved
 

Some of the following items are exemptions to the GRS. SWP A has a very long term 
relationship with current and past customers and uses this information longer than the 
GRS retentions. This note covers items 100,103-104,106,108,109-112 

Item 100: Accounts Receivable (Customer Invoices) 
Proposed Disposition: Temporary 
Appropriateness of Proposed Disposition: Appropriate 
Appraisal Justification: 

*Has little or no research value. 
*Does not document significant actions of Federal officials. 

Adequacy of Proposed Retention Period(s): Adequate from the standpoint oflegal rights 
and accountability. Exception to GRS 6-1(a), required for business processes for customer 
relations. 
Media Neutrality: Requested and Approved 

Item 101:Credit Management 
Proposed Disposition: Temporary 
Appropriateness of Proposed Disposition: Appropriate 
Appraisal Justification: 

*Has little or no research value. 
*Does not document significant actions of Federal officials. 

Adequacy of Proposed Retention Period(s): Adequate from the standpoint oflegal rights 
and accountability. Exception to GRS 6-1O(b)(2(a) required for business processes for 
customer relations. 
Media Neutrality: Requested and Approved 

Item 102: Alternative Financing 
Proposed Disposition: Temporary 
Appropriateness of Proposed Disposition: Appropriate 
Appraisal Justification: 

*Has little or no research value. 
*Does not document significant actions of Federal officials. 

Adequacy of Proposed Retention Period(s): Adequate from the standpoint of legal rights 
and accountability 
Media Neutrality: Requested and Approved. 
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Item 103: General Ledgers 
Proposed Disposition: Temporary 
Appropriateness of Proposed Disposition: Appropriate 
Appraisal Justification: 

*Has little or no research value. 
*Does not document significant actions of Federal officials. 

Adequacy of Proposed Retention Period(s): Adequate from the standpoint oflegal rights 
and accountability. Exception to GRS 7-2, required for business processes for customer 
relations. 
Media Neutrality: Requested and Approved 

Item 104: Journal Vouchers 
Proposed Disposition: Temporary 
Appropriateness of Proposed Disposition: Appropriate 
Appraisal Justification: 

*Has little or no research value. 
*Does not document significant actions of Federal officials. 

Adequacy of Proposed Retention Period(s): Adequate from the standpoint oflegal rights 
and accountability. Exception to GRS 7-2, required for business processes for customer 
relations. 
Media Neutrality: Requested and Approved. 

Item 105: Banking & Purchased Power Deferral Account Activity 
Proposed Disposition: Temporary 
Appropriateness of Proposed Disposition: Appropriate 
Appraisal Justification: 

*Has little or no research value. 
*Does not document significant actions of Federal officials. 

Adequacy of Proposed Retention Period(s): Adequate from the standpoint of legal rights 
and accountability 
Media Neutrality: Requested and Approved 

Item 106: Accruals 
Proposed Disposition: Temporary 
Appropriateness of Proposed Disposition: Appropriate 
Appraisal Justification: 

*Has little or no research value. 
*Does not document significant actions of Federal officials. 

Adequacy of Proposed Retention Period(s): Adequate from the standpoint oflegal rights 
and accountability. Exception to GRS 7-2, required for business processes for customer 
relations. 
Media Neutrality: Requested and Approved. 

(Item 107 is covered by the GRS and is not part of this appraisal) 
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Item 108: Cost Journals (Pre-approved Batches) 
Proposed Disposition: Temporary 
Appropriateness of Proposed Disposition: Appropriate 
Appraisal Justification: 

*Has little or no research value. 
*Does not document significant actions of Federal officials. 

Adequacy of Proposed Retention Period(s): Adequate from the standpoint of legal rights 
and accountability. Exception to GRS 7-1, required for business processes for customer 
relations. 
Media Neutrality: Requested and Approved. 

Item 109: Plant Accounting 
Proposed Disposition: Temporary 
Appropriateness of Proposed Disposition: Appropriate 
Appraisal Justification: 

*Has little or no research value. 
*Does not document significant actions of Federal officials. 

Adequacy of Proposed Retention Period(s): Adequate from the standpoint oflegal rights 
and accountability. Exception to GRS 8-3, required for business processes for customer 
relations. 
Media Neutrality: Requested and Approved 

Item 110: Work Orders (Projects) Closed 
Proposed Disposition: Temporary 
Appropriateness of Proposed Disposition: Appropriate 
Appraisal Justification: 

*Has little or no research value. 
*Do~s not document significant actions of Federal officials. 

Adequacy of Proposed Retention Period(s): Adequate from the standpoint oflegal rights 
and accountability. Exception to GRS 8-5 required for business processes for customer 
relations. 
Media Neutrality: Requested and Approved. 

Item 111: Cost Analyses 
Proposed Disposition: Temporary 
Appropriateness of Proposed Disposition: Appropriate 
Appraisal Justification: 

*Has little or no research value. 
*Does not document significant actions of Federal officials. 

Adequacy of Proposed Retention Period(s): Adequate from the standpoint oflegal rights 
and accountability. Exception to GRS 8-6(a), required for business processes for customer 
relations. 
Media Neutrality: Requested and Approved 
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Item 112: Cash Management Reports 
Proposed Disposition: Temporary 
Appropriateness of Proposed Disposition: Appropriate 
Appraisal Justification: 

*Has little or no research value. 
*Does not document significant actions of Federal officials. 

Adequacy of Proposed Retention Period(s): Adequate from the standpoint oflegal rights 
and accountability. Exception to GRS6-4, required for business processes for customer 
relations. 
Media Neutrality: Requested and Approved. 

Item 113: Tax Reporting 
Item 113a. IRS 1099 Forms to vendors and e-flllng with the IRS 
Item 113b. IRS Tax Exemption and Identification 
Item 113c. IRS Tax Exemption Number 
Item 113d. Tax Exemption Log 

Proposed Disposition: Temporary
 
Appropriateness of Proposed Disposition: Appropriate
 
Appraisal Justification:
 

*Has little or no research value. 
*Does not document significant actions of Federal officials. 

Adequacy of Proposed Retention Period(s): Adequate from the standpoint oflegal rights 
and accountability. Exception to GRS 3-12 and GRS 2-13, in order to maintain 6 years and 3 
months instead of 3 and 4 years respectively, in order to give employees and customers this 
information for a full tax cycle of 7 calendar years. 
Media Neutrality: Requested and Approved. 

Item 114: Banking E-Systems 
Proposed Disposition: Temporary 
Appropriateness of Proposed Disposition: Appropriate 
Appraisal Justification: 

*Has little or no research value. 
*Does not document significant actions of Federal officials. 

Adequacy of Proposed Retention Period(s): Adequate from the standpoint oflegal rights 
and accountability 
Media Neutrality: Requested and Approved. 
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Item 115: Designations / Point of Contacts 
Proposed Disposition: Temporary 
Appropriateness of Proposed Disposition: Appropriate 
Appraisal Justification: 

*Has little or no research value. 
*Does not document significant actions of Federal officials. 

Adequacy of Proposed Retention Period(s): Adequate from the standpoint oflegal rights 
and accountability 

Media Neutrality: Requested and Approved. 

Item 116: Intra -Governmental Payment & Collection System OPAC) - Transaction 
Backup
 

Proposed Disposition: Temporary
 
Appropriateness of Proposed Disposition: Appropriate
 
Appraisal Justification:
 

*Has little or no research value. 
*Does not document significant actions of Federal officials. 

Adequacy of Proposed Retention Period(s): Adequate from the standpoint oflegal rights 
and accountability 

Media Neutrality: Requested and Approved. 

(Item 117a through d are covered by the GRS and are not part of this appraisal) 

Item 118: Foreign Travel 
Item 118a. Foreign Travel Authorizations 
Item 118b. Records related to travel to foreign countries for personal reasons. 

Proposed Disposition: Temporary
 
Appropriateness of Proposed Disposition: Appropriate
 
Appraisal Justification:
 

*Has little or no research value.
 
*Does not document significant actions of Federal officials.
 
*Other justification. Retention complies with DOE Administrative Schedule 9, Nl-434-

98-12, items 1.1 a. and 1.1. b. 
Adequacy of Proposed Retention Period(s): Adequate from the standpoint oflegal rights 
and accountability 

Media Neutrality: Requested and Approved. 

(Items 119a and 119b are covered by the GRS and are not part ofthis appraisal) 
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Item 120: Credit Card Program 
Proposed Disposition: Temporary 
Appropriateness of Proposed Disposition: Appropriate 
Appraisal Justification: 

*Has little or no research value. 
*Does not document significant actions of Federal officials. 

Adequacy of Proposed Retention Period(s): Adequate from the standpoint of legal rights 
and accountability 
Media Neutrality: Requested and Approved. 

(Items 121a, 121b, 122a, and 122b are covered bytbe GRS and are not part oftbis 
appraisal) 

Item 123: Federal Managers Financial Integrity Act Reports & Reviews 
Proposed Disposition: Temporary 
Appropriateness of Proposed Disposition: Appropriate 
Appraisal Justification: 

*Has little or no research value. 
*Does not document significant actions of Federal officials. 

Adequacy of Proposed Retention Period(s): Adequate from the standpoint oflegal rights 
and accountability 

Media Neutrality: Requested and Approved. 

Item 124: Internal Control Reviews 
Proposed Disposition: Temporary 
Appropriateness of Proposed Disposition: Appropriate 
Appraisal Justification: 

*Has little or no research value. 
*Does not document significant actions of Federal officials. 

Adequacy of Proposed Retention Period(s): Adequate from the standpoint oflegal rights 
and accountability 
Media Neutrality: Requested and Approved. 

Item 125: Inspector General (lG) Investigations (Privacy Act Case Files) 
Proposed Disposition: Temporary 
Appropriateness of Proposed Disposition: Appropriate 
Appraisal Justification: 

*Has little or no research value. 
*Does not document significant actions of Federal officials. 

Adequacy of Proposed Retention Period(s): Adequate from the standpoint of legal rights 
and accountability 
Media Neutrality: Requested and Approved. 
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Item 126: Independent / CPA Audits 
Proposed Disposition: Temporary 
Appropriateness of Proposed Disposition: Appropriate 
Appraisal Justification: 

*Has little or no research value. 
*Does not document significant actions of Federal officials. 

Adequacy of Proposed Retention Period(s): Adequate from the standpoint of legal rights 
and accountability 

Media Neutrality: Requested and Approved. 

Item 127: Corps of Engineers (CORPS) Activities 
Proposed Disposition: Temporary 
Appropriateness of Proposed Disposition: Appropriate 
Appraisal Justification: 

*Has little or no research value. 
*Does not document significant actions of Federal officials. 

Adequacy of Proposed Retention Period(s): Adequate from the standpoint oflegal rights 
and accountability 

Media Neutrality: Requested and Approved. 

Item 128: General Accountability Office (GAO) Audits 
Proposed Disposition: Temporary 
Appropriateness of Proposed Disposition: Appropriate 
Appraisal Justification: 

*Has little or no research value.
 
*Does not document significant actions of Federal officials.
 
*Other justification. GAO maintains official record.
 
*Other justification. Complies with DOE disposal authority, Nl-434-00-1, Items 2a (1)
 

and 2a (2) 
Adequacy of Proposed Retention Period(s): Adequate from the standpoint oflegal rights 
and accountability 

Media Neutrality: Requested and Approved. 

Item 129: Department Audit Reports Tracking System (DARTS) 
Item	 129a(1) Official copy of OIG files containing information which does not 

result in a formal audit, as well as information requiring no action by the 
OIG. 

Item 129a(2) All other copies
 
Proposed Disposition: Temporary
 
Appropriateness of Proposed Disposition: Appropriate
 
Appraisal Justification:
 

*Has little or no research value.
 
*Does not document significant actions of Federal officials.
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*Other justification. Complies with DOE disposal authority, NI-434-00-1, Items 2a (1) 
and 2a (2) 

Adequacy of Proposed Retention Period(s): Adequate from the standpoint oflegal rights 
and accountability 

Media Neutrality: Requested and Approved. 

Item 129b(1) Official copy of Imal audit reports
 
Proposed Disposition: Permanent
 
Appropriateness of Proposed Disposition: Appropriate
 
Appraisal Justification:
 

*Related to other permanent records under DOE disposal authority N 1-434-00-1, Item 
2c(1)
 

Adequacy of Transfer Instructions: Appropriate
 
Media Neutrality: Requested and Approved
 

Item 129b(2) All other copies of Imal audit reports
 
Proposed Disposition: Temporary
 
Appropriateness of Proposed Disposition: Appropriate
 
Appraisal Justification:
 

*Has little or no research value.
 
*Does not document significant actions of Federal officials.
 
*Other justification. Complies with DOE disposal authority NI-434-00-1, Item 2c(2)
 

Adequacy of Proposed Retention Period(s): Adequate from the standpoint oflegal rights 
and accountability 

Media Neutrality: Requested and Approved. 

This section covers records related to the annual budget preparation, funding allocations 
and fiscal resources 

Item 130:Budget Policies and Procedures 

Item 130a. Budget Policy Files. 

Proposed Disposition: Permanent
 
Appropriateness of Proposed Disposition: Appropriate
 
Appraisal Justification:
 

*Documents significant actions of Federal officials. 
*Related to other permanent records. SWP A would be considered a substantial program 

under DOE Administrative Records Schedule 5, disposal authority NI-434-98-8 
*Other justification. Southwest Power Administration has related and similar functions 

to the other power administrations Bonneville Power Administration schedule 
these as permanent under NI-305-07-01 

Adequacy of Transfer Instructions: Appropriate
 
Media Neutrality: Requested and Approved
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Item 130b. is covered by the GRS and is not part of this appraisal 

Item 131 :Budget Activity Case Files 

Item 130a. Records documenting substantive programs. 

Proposed Disposition: Permanent
 
Appropriateness of Proposed Disposition: Appropriate
 
Appraisal Justification:
 

*Documents significant actions of Federal officials. 
*Other justification. Complies with DOE Administrative Records Schedule 5, disposal 

authority N 1-434-98-8 
*High potential research value. These records document large-scale environmental 

assessment and mitigation initiatives. 
*Other justification. Southwest Power Administration has related and similar functions 

to the other power administrations. Bonneville Power Administration schedule 
these as permanent under Nl-305-07-01 

Adequacy of Transfer Instructions: Appropriate
 
Media Neutrality: Requested and Approved
 

Item nOb. Records that document non-substantive programs. 

Proposed Disposition: Temporary
 
Appropriateness of Proposed Disposition: Appropriate
 
Appraisal Justification:
 

*Has little or no research value.
 
*Does not document significant actions of Federal officials.
 
*Other justification. Complies with DOE Administrative Records Schedule 5, disposal
 

authority Nl-434-98-8 
Adequacy of Proposed Retention Period(s): Adequate from the standpoint oflegal rights 
and accountability 
Media Neutrality: Requested and Approved. 

Item 132: Budget Performance 

Item 132a. Records documenting substantive programs. 

Proposed Disposition: Permanent
 
Appropriateness of Proposed Disposition: Appropriate
 
Appraisal Justification:
 

*Documents significant actions of Federal officials. 
*High potential research value. These records document large-scale environmental 

assessment and mitigation initiatives. 
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*Other justification. Complies with DOE Administrative Records Schedule 5, disposal 
authority Nl-434-98-8 

*Other justification. Southwest Power Administration has related and similar functions 
to the other power administrations. Bonneville Power Administration schedule 
these as permanent under Nl-305-07-01 

Adequacy of Transfer Instructions: Appropriate
 
Media Neutrality: Requested and Approved
 

Item 132b. Records that document non-substantive programs. 

Proposed Disposition: Temporary
 
Appropriateness of Proposed Disposition: Appropriate
 
Appraisal Justification:
 

*Has little or no research value.
 
*Does not document significant actions of Federal officials.
 
*Other justification. Complies with DOE Administrative Records Schedule 5, disposal
 

authority Nl-434-98-8 
Adequacy. of Proposed Retention Period(s): Adequate from the standpoint oflegal rights 
and accountability 

Media Neutrality: Requested and Approved. 

Item 133: Budget Brief'mgs 

Item 133a. Records documenting substantive programs. 

Proposed Disposition: Permanent
 
Appropriateness of Proposed Disposition: Appropriate
 
Appraisal Justification:
 

*High potential research value. These records document large-scale environmental 
assessment and mitigation initiatives. 

*Documents significant actions of Federal officials. 
*Other justification. Complies with DOE Administrative Records Schedule 5, disposal 

authority Nl-434-98-8 
*Other justification. Southwest Power Administration has related and similar functions 

to the other power administrations. Bonneville Power Administration schedule 
these as permanent under N 1-305-07-01 

Adequacy of Transfer Instructions: Appropriate
 
Media Neutrality: Requested and Approved
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Item 133b. Records that document non-substantive programs. 

Proposed Disposition: Temporary
 
Appropriateness of Proposed Disposition: Appropriate
 
Appraisal Justification:
 

*Has little or no research value.
 
*Does not document significant actions of Federal officials.
 
*Other justification. Complies with DOE Administrative Records Schedule 5, disposal
 

authority Nl-434-98-8 
Adequacy of Proposed Retention Period(s): Adequate from the standpoint oflegal rights 
and accountability 
Media Neutrality: Requested and Approved. 

Item 134:Administration Initiatives 

Item 134a. Records documenting substantive programs. 

Proposed Disposition: Permanent
 
Appropriateness of Proposed Disposition: Appropriate
 
Appraisal Justification:
 

*Documents significant actions of Federal officials.
 
*Related to other permanent records. Complies with DOE Administrative Records
 

Schedule 5, disposal authority Nl-434-98-8
 
Adequacy of Transfer Instructions: Appropriate
 
Media Neutrality: Requested and Approved
 

Item 134b. Records that document non-substantive programs. 

Proposed Disposition: Temporary
 
Appropriateness of Proposed Disposition: Appropriate
 
Appraisal Justification:
 

*Has little or no research value.
 
*Does not document significant actions of Federal officials.
 
*Other justification. Complies with DOE Administrative Records Schedule 5, disposal
 

authority Nl-434-98-8 
Adequacy of Proposed Retention Period(s): Adequate from the standpoint oflegal rights 
and accountability 
Media Neutrality: Requested and Approved. 
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Item 135:Alternative Financing Proposals 

Item 135a. Records documenting substantive programs. 

Proposed Disposition: Permanent
 
Appropriateness of Proposed Disposition: Appropriate
 
Appraisal Justification:
 

*Documents significant actions of Federal officials. 
*Related to other permanent records. Complies with DOE Administrative Records 
Schedule 5, disposal authority Nl-434-98-8 

Adequacy of Transfer Instructions: Appropriate
 
Media Neutrality: Requested and Approved
 

Item 135b. Records that document non-substantive programs. 

Proposed Disposition: Temporary
 
Appropriateness of Proposed Disposition: Appropriate
 
Appraisal Justification:
 

*Has little or no research value.
 
*Does not document significant actions of Federal officials.
 
*Other justification. Complies with DOE Administrative Records Schedule 5, disposal
 

authority Nl-434-98-8 
Adequacy of Proposed Retention Period(s): Adequate from the standpoint oflegal rights 
and accountability 
Media Neutrality: Requested and Approved. 

Item 136: Historical Budget Profile 
Proposed Disposition: Permanent 
Appropriateness of Proposed Disposition: Appropriate 
Appraisal Justification: 

*Documents significant actions of Federal officials 
*Other justification. Similar to records scheduled by Southeastern Power 

Administration under Nl-388-00-01.
 
Adequacy of Transfer Instructions: Appropriate
 
Media Neutrality: Requested and Approved
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Item 137: Special Studies (case me by study title) 

Proposed Disposition: Temporary 
Appropriateness of Proposed Disposition: Appropriate 
Appraisal Justification: 

*Previously scheduled as Temporary NCl-387-76-1, retention unchanged
 
*Has little or no research value.
 
*Does not document significant actions of Federal officials.
 
*Captured elsewhere in permanent records. See item 49 of this schedule.
 

Adequacy of Proposed Retention Period(s): Adequate from the standpoint oflegal rights 
and accountability 

Media Neutrality: Requested and Approved. 

Item 138: National Energy Technology Laboratory (NETL) 
Proposed Disposition: Temporary 
Appropriateness of Proposed Disposition: Appropriate 
Appraisal Justification: 

*Has little or no research value. 
*Does not document significant actions of Federal officials. 

Adequacy of Proposed Retention Period(s): Adequate from the standpoint oflegal rights 
and accountability 
Media Neutrality: Requested and Approved. 

Item 139: Program Analysis 
Proposed Disposition: Temporary 
Appropriateness of Proposed Disposition: Appropriate 
Appraisal Justification: 

*Previously scheduled as Temporary NCl-387-76-1, retention unchanged
 
*Has little or no research value.
 
*Does not document significant actions of Federal officials.
 

Adequacy of Proposed Retention Period(s): Adequate from the standpoint oflegal rights 
and accountability 
Media Neutrality: Requested and Approved. 

(Items 140 and 141 are covered by the GRS and are not part of this appraisal) 
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Item 142: Corporate Review Budget 

Item 142a. Records documenting substantive programs.
 
Proposed Disposition: Permanent
 
Appropriateness of Proposed Disposition: Appropriate
 
Appraisal Justification:
 

*Documents significant actions of Federal officials.
 
*Related to other permanent records. Complies with DOE Administrative Records
 

Schedule 5, disposal authority Nl-434-98-8
 
Adequacy of Transfer Instructions: Appropriate
 
Media Neutrality: Requested and Approved
 

Item 142b. Records that document non-substantive programs. 

Proposed Disposition: Temporary
 
Appropriateness of Proposed Disposition: Appropriate
 
Appraisal Justification:
 

*Has little or no research value.
 
*Does not document significant actions of Federal officials.
 
*Other justification. Complies with DOE Administrative Records Schedule 5, disposal
 

authority Nl-434-98-8 
Adequacy of Proposed Retention Period(s): Adequate from the standpoint oflegal rights 
and accountability 
Media Neutrality: Requested and Approved. 

Item 143: OMB Budget and Reports 

Item 143a. Records documenting substantive programs. 

Proposed Disposition: Permanent 
Appropriateness of Proposed Disposition: Appropriate 

*Documents significant actions of Federal officials. 
*Related to other permanent records. Complies with DOE Administrative Records 

Schedule 5, disposal authority Nl-434-98-8
 
Adequacy of Transfer Instructions: Appropriate
 
Media Neutrality: Requested and Approved
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Item 143b. Records that document non-substantive programs. 

Proposed Disposition: Temporary
 
Appropriateness of Proposed Disposition: Appropriate
 
Appraisal Justification:
 

*Other justification. Complies with DOE Administrative Records Schedule 5, disposal 
authority Nl-434-98-8 

Adequacy of Proposed Retention Period(s): Adequate from the standpoint oflegal rights 
and accountability 
Media Neutrality: Requested and Approved. 

Item 144: Congressional Budget Request and Reports 

Item 144a. Records documenting substantive programs. 

Proposed Disposition: Permanent 
Appropriateness of Proposed Disposition: Appropriate 

*Documents significant actions of Federal officials. 
*Related to other permanent records. Complies with DOE Administrative Records 

Schedule 5, disposal authority Nl-434-98-8
 
Adequacy of Transfer Instructions: Appropriate
 
Media Neutrality: Requested and Approved
 

Item 144b. Records that document non-substantive programs. 

Proposed Disposition: Temporary
 
Appropriateness of Proposed Disposition: Appropriate
 
Appraisal Justification:
 

*Has little or no research value.
 
*Does not document significant actions of Federal officials.
 
*Other justification. Complies with DOE Administrative Records Schedule 5, disposal
 

authority Nl-434-98-8 
Adequacy of Proposed Retention Period(s): Adequate from the standpoint oflegal rights 
and accountability 
Media Neutrality: Requested and Approved. 
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Item 145: Budget Brieimg Book 

Item 145a. Records documenting substantive programs. 

Proposed Disposition: Permanent
 
Appropriateness of Proposed Disposition: Appropriate
 
Appraisal Justification:
 

*Documents significant actions of Federal officials.
 
*Related to other permanent records. Complies with DOE Administrative Records
 

Schedule 5, disposal authority Nl-434-98-8
 
Adequacy of Transfer Instructions: Appropriate
 
Media Neutrality: Requested and Approved
 

Item 145b. Records that document non-substantive programs. 

Proposed Disposition: Temporary
 
Appropriateness of Proposed Disposition: Appropriate
 
Appraisal Justification:
 

*Other justification. Complies with DOE Administrative Records Schedule 5, disposal 
authority Nl-434-98-8 

Adequacy of Proposed Retention Period(s): Adequate from the standpoint oflegal rights 
and accountability 
Media Neutrality: Requested and Approved. 

Item 146: Budget Execution 

Item 146a. Records documenting substantive programs. 

Proposed Disposition: Permanent 
Appropriateness of Proposed Disposition: Appropriate 

*Documents significant actions of Federal officials. 
*Related to other permanent records. Complies with DOE Administrative Records 

Schedule 5, disposal authority Nl-434-98-8
 
Adequacy of Transfer Instructions: Appropriate
 
Media Neutrality: Requested and Approved
 

Item 146b. Records that document non-substantive programs. 

Proposed Disposition: Temporary
 
Appropriateness of Proposed Disposition: Appropriate
 
Appraisal Justification:
 

*Other justification. Complies with DOE Administrative Records Schedule 5, disposal 
authority Nl-434-98-8 
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Adequacy of Proposed Retention Period(s): Adequate from the standpoint oflegal rights 
and accountability 
Media Neutrality: Requested and Approved. 

(Item 147 is covered by the GRS and is not part of this appraisal) 

Item 148: Oracle Budget Activity 
Proposed Disposition: Temporary 
Appropriateness of Proposed Disposition: Appropriate 
Appraisal Justification: 

*Has little or no research value.
 
*Does not document significant actions of Federal officials.
 
*Other justification. Complies with DOE Administrative Records Schedule 5, disposal
 

authority Nl-434-98-8 
Adequacy of Proposed Retention Period(s): Adequate from the standpoint oflegal rights 
and accountability 
Media Neutrality: Requested and Approved. 

Item 149: DOE Allotments 

Item 149a. Records documenting substantive programs. 

Proposed Disposition: Permanent
 
Appropriateness of Proposed Disposition: Appropriate
 
Appraisal Justification:
 

*Documents significant actions of Federal officials.
 
*Related to other permanent records. Complies with DOE Administrative Records
 

Schedule 5, disposal authority Nl-434-98-8
 
Adequacy of Transfer Instructions: Appropriate
 
Media Neutrality: Requested and Approved
 

Item 149b. Records that document non-substantive programs. 

Proposed Disposition: Temporary
 
Appropriateness of Proposed Disposition: Appropriate
 
Appraisal Justification:
 

*Has little or no research value.
 
*Does not document significant actions of Federal officials.
 
*Other justification. Complies with DOE Administrative Records Schedule 5, disposal
 

authority Nl-434-98-8 
Adequacy of Proposed Retention Period(s): Adequate from the standpoint oflegal rights 
and accountability 

Media Neutrality: Requested and Approved. 
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Item 150: Reception and Representation Fund 
Proposed Disposition: Temporary 
Appropriateness of Proposed Disposition: Appropriate 
Appraisal Justification: 

*Has little or no research value.
 
*Does not document significant actions of Federal officials.
 
*Other justification. Complies with DOE Administrative Records Schedule 5, disposal
 

authorityNl-434-98-8, updated on 11116/2000 
Adequacy of Proposed Retention Period(s): Adequate from the standpoint oflegal rights 
and accountability 
Media Neutrality: Requested and Approved. 

Item 151: Reimbursable Authority 

Item 151a. Records documenting substantive programs.
 
Proposed Disposition: Permanent
 
Appropriateness of Proposed Disposition: Appropriate
 
Appraisal Justification:
 

*Documents significant actions of Federal officials. 
*Related to other permanent records. Complies with DOE Administrative Records 
Schedule 5, disposal authority Nl-434-98-8, updated on 11116/2000 

Adequacy of Transfer Instructions: Appropriate
 
Media Neutrality: Requested and Approved
 

Item 151b. Records that document non-substantive programs. 
Proposed Disposition: Temporary
 

Appropriateness of Proposed Disposition: Appropriate
 
Appraisal Justification:
 

*Has little or no research value.
 
*Does not document significant actions of Federal officials.
 
*Other justification. Complies with DOE Administrative Records Schedule 5, disposal
 

Adequacy of Proposed Retention Period(s): Adequate from the standpoint oflegal rights 
and accountability 

Media Neutrality: Requested and Approved. 

(Items 152 through 159 are covered by the GRS and are not part of this appraisal) 

This section covers records related to human resources all items (Items 160 through 186) 
are covered by the GRS and are not part of this appraisal). 

This section covers records related to procurement, other acquisitions and facilities 
services. 

(Item 187 is covered by the GRS and is not part of this appraisal) 
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Item 188: Authorities, Responsibilities, and Certifications 
Proposed Disposition: Temporary 
Appropriateness of Proposed Disposition: Appropriate 
Appraisal Justification: 

*Previously scheduled as temporary under NCl-387-76-1, retention unchanged 
* Has little or no research value. 
*Does not document significant actions of Federal officials. 

Adequacy of Proposed Retention Period(s): Adequate from the standpoint oflegal rights 
and accountability 
Media Neutrality: Requested and Approved. 

(Items 189 through 191 are covered by the GRS and are not covered by this appraisal) 

Item 192: Encroachments (Outgrants/Permits) 
Proposed Disposition: Temporary 
Appropriateness of Proposed Disposition: Appropriate 
Appraisal Justification: 

*Previously scheduled as temporary under NCl-387-76-1, retention unchanged 
* Has little or no research value. 
*Does not document significant actions of Federal officials. 

Adequacy of Proposed Retention Period(s): Adequate from the standpoint oflegal rights 
and accountability 

Media Neutrality: Requested and Approved. 

Item 193: Land Policies with Federal Agencies 
Proposed Disposition: Temporary 
Appropriateness of Proposed Disposition: Appropriate 
Appraisal Justification: 

* Has little or no research value.
 
*Does not document significant actions of Federal officials.
 
*Other justification. Similar to records scheduled temporary by BPA under Nl-305-07-

1 
Adequacy of Proposed Retention Period(s): Adequate from the standpoint oflegal rights 
and accountability 
Media Neutrality: Requested and Approved. 

(Items 194 thorough 196 are covered by the GRS and are not part of this appraisal) 

Item 197: Personal Property Policy 
Proposed Disposition: Temporary 
Appropriateness of Proposed Disposition: Appropriate 
Appraisal Justification: 

* Has little or no research value.
 
*Does not document significant actions of Federal officials.
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Adequacy of Proposed Retention Period(s): Adequate from the standpoint oflegal rights 
and accountability 
Media Neutrality: Requested and Approved. 

This section covers records related to environmental, safety and health programs in 
accordance with a variety of laws and regulations. Including but not limited to: Resource 
Conservation and Recovery Act (RCRA) of 1976, Comprehensive Environmental Response, 
Compensation, and Liability Act (CERCLA), Clean Air Act (CAA), Clean Water Act, Soil and 
Water Resources Conservation Act of 1977, United States Code (USC), Code of Federal 
Regulations (CFR), and National Environmental Policy Act (NEP A) requirements, as well as 
other regulatory requirements. 

Item 198: National Environmental Policy Act and Related Laws Documentation 
Includes: 

• Environmental Impact Statement. 
• Environmental Assessment Records. 
• Categorical Exclusion Records. (These are all electronic records).
 

Proposed Disposition: Permanent
 
Appropriateness of Proposed Disposition: Appropriate
 
Appraisal Justification:
 

*High potential research value. These may be of interest as a basis for study of 
hydroelectric power's impact on the environment 

*Documents significant actions of Federal officials 
*Other justification. Complies with DOE requirements under NI-434-98-28, Items 2 

f(I)(a); 2f(2)(a); and 2f(3)(a). 
*Other justification. Documents compliance with 40 CFR 1508.9 

Adequacy of Transfer Instructions: Appropriate 
Media Neutrality: Requested and Approved 

Item 199: Environmental Regulatory Compliance Records 

Item 199a. RCRAICERCLA Related Inspection Recordsllnactive Waste 
Assessment. 

Proposed Disposition: Temporary
 
Appropriateness of Proposed Disposition: Appropriate
 
Appraisal Justification:
 

*Has little or no research value.
 
*Other justification. Complies with DOE requirements under NI-434-98-28, Item
 

2a(3)(a) and NI-434-00-7 
Adequacy of Proposed Retention Period(s): Adequate from the standpoint of legal rights 
and accountability 
Media Neutrality: Requested and Approved. 
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Item 199b. General Inspection Logs and Supporting Documentation. 

Proposed Disposition: Temporary
 
Appropriateness of Proposed Disposition: Appropriate
 
Appraisal Justification:
 

*Has little or no research value 
*Other justification. Inspection logs or records maintained pursuant to 40 CFR 264.347 

or 40 CFR 264.15 or 40 CFR 264.73. 
Adequacy of Proposed Retention Period(s): Adequate from the standpoint oflegal rights 
and accountability 
Media Neutrality: Requested and Approved. 

Item 199c. Waste Appraisal Files 

Proposed Disposition: Temporary
 
Appropriateness of Proposed Disposition: Appropriate
 
Appraisal Justification:
 

*Has little or no research value.
 
*Other justification. Complies with DOE requirements under N1-434-98-28, Item
 

2a(3)(a) and N1-434-00-7 
Adequacy of Proposed Retention Period(s): Adequate from the standpoint oflegal rights 
and accountability 
Media Neutrality: Requested and Approved. 

Item 199d. Assessment and Corrective Action Documentation. 

Proposed Disposition: Temporary
 
Appropriateness of Proposed Disposition: Appropriate
 
Appraisal Justification:
 

*Has little or no research value. 
*Other justification. Complies with DOE requirements under N1-434-98-28 

Adequacy of Proposed Retention Period(s): Adequate from the standpoint oflegal rights 
and accountability 
Media Neutrality: Requested and Approved. 

Item 200: Environmental Permits/Permitting Documentation 

Item 200a. RCRA Parts A & B 

Proposed Disposition: Permanent
 
Appropriateness of Proposed Disposition: Appropriate
 
Appraisal Justification:
 

*Documents significant actions of Federal officials 
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*Other justification. Complies with DOE requirements under Nl-434-98-28
 
Adequacy of Transfer Instructions: Appropriate
 
Media Neutrality: Requested and Approved
 

Item 200b: RCRA Permit Supporting Documentation and Required Monitoring 
Data. 

Proposed Disposition: Temporary
 
Appropriateness of Proposed Disposition: Appropriate
 
Appraisal Justification:
 

* Has little or no research value 
* Other justification. Complies with DOE requirements under Nl-434-98-28 

Adequacy of Proposed Retention Period(s): Adequate from the standpoint oflegal rights 
and accountability 
Media Neutrality: Requested and Approved. 

Item 200c: Waste Water Discharge, Air Emissions, Pollution Equipment 
Prevention Permit Records/Applications Records. 

Proposed Disposition: Temporary
 
Appropriateness of Proposed Disposition: Appropriate
 
Appraisal Justification:
 

*Has little or no research value 
*Other justification. Complies with DOE requitements under Nl-434-98-28 

Adequacy of Proposed Retention Period(s): Adequate from the standpoint oflegal rights 
and accountability 
Media Neutrality: Requested and Approved. 

Item 200d: Waste Water Discharge Permit Records. 
Includes: Construction permits submitted after applications are approved; 
Technical, general regulatory and policy correspondence; Notices to discharge 
surplus water records in accordance with permit compliance; Purge water activity 
records; and Storm drainage inspections and maps 

Proposed Disposition: Temporary
 
Appropriateness of Proposed Disposition: Appropriate
 
Appraisal Justification:
 

*Has little or no research value. 
*Other justification. Complies with DOE requirements under Nl-434-98-28 
*Other justification. Complies with 40 CPR 122.21 which states records must be 

maintained 3 to 5 years 
Adequacy of Proposed Retention Period(s): Adequate from the standpoint oflegal rights 
and accountability 
Media Neutrality: Requested and Approved. 
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Item 200e: Air emission records. 
Includes: Related and supporting documentation for permits; Pollution allowance 
ownership rights documentation; Draft documents, supporting notes and 
calculations and related databases master file data, input sources and outputs. 

Proposed Disposition: Temporary 
Appropriateness of Proposed Disposition: Appropriate 
Appraisal Justification: 

*Has little or no research value. 
*Other justification. Complies with DOE requirements under N 1-434-98-28 

Adequacy of Proposed Retention Period(s): Adequate from the standpoint oflegal rights 
and accountability 
Media Neutrality: Requested and Approved. 

Item 200f: Pollution prevention equipment records, item~ 1 and 2 

Proposed Disposition: Temporary 
Appropriateness of Proposed Disposition: Appropriate 
Appraisal Justification: 

*Has little or no research value. 
*Other justification. Complies with DOE requirements under NI-434-98-28 and 

Adequacy of Proposed Retention Period(s): Adequate from the standpoint oflegal rights 
and accountability 
Media Neutrality: Requested and Approved. 

Item 200h: Permit PetitionslWaivers 

Proposed Disposition: Temporary 
Appropriateness of Proposed Disposition: Appropriate 
Appraisal Justification: 

*Has little or no research value. 
*Other justification. Complies with DOE requirements under NI-434-98-28 

Adequacy of Proposed Retention Period(s): Adequate from the standpoint oflegal rights 
and accountability 

Media Neutrality: Requested and Approved. 
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Item 201: Environmental Monitoring 

Item 201a: Soil and Groundwater 
Includes: Procedures, Radiological Equipment Calibrations and Survey Forms 
and Logs; Non-Radiological Equipment Calibrations; Statistical Monitoring Data; 
and Pesticide/Herbicide Records. 

Proposed Disposition: Temporary
 
Appropriateness of Proposed Disposition: Appropriate
 
Appraisal Justification:
 

*Has little or no research value. 
*Other justification. Complies with DOE requirements under NI-434-98-28 

Adequacy of Proposed Retention Period(s): Adequate from the standpoint of leg a! rights 
and accountability 
Media Neutrality: Requested and Approved. 

Item 201b: Air Monitoring Records. 
Includes: High-Efficiency Particulate Air (HEPA); Evaporator, Hood, Stack, and
 
Exhaust Fan Discharge Records; Monitoring Baseline Study Record; Hazardous
 
Air Pollutant Baseline Study Records; Annual Background Study Records;
 
Stratospheric Ozone Protection Records; Criteria Pollutant Release Records;
 
Criteria Pollutant Source Inventory; and Air Monitor/Sampler Radiation
 
Detection Equipment Calibration Records.
 

Item 201b(a): Radiation detection instrument calibration records 

Proposed Disposition: Temporary
 
Appropriateness of Proposed Disposition: Appropriate
 
Appraisal Justification:
 

*Has little or no research value. 
*Other justification. Complies with DOE requirements under N 1-434-98-28 

Adequacy of Proposed Retention Period(s): Adequate from the standpoint of legal rights 
and accountability 

Media Neutrality: Requested and Approved. 
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Item 201b(b): All others 

Proposed Disposition: Temporary
 
Appropriateness of Proposed Disposition: Appropriate
 
Appraisal Justification:
 

*Has little or no research value. 
*Other justification. Complies with DOE requirements under Nl-434-98-28 

Adequacy of Proposed Retention Period(s): Adequate from the standpoint oflegal rights 
and accountability 
Media Neutrality: Requested and Approved. 

Item 201c: Meteorological Monitoring Records 

Proposed Disposition: Temporary
 
Appropriateness of Proposed Disposition: Appropriate
 
Appraisal Justification:
 

*Has little or no research value. 
*Other justification. Complies with DOE requirements under Nl-434-98-28 

Adequacy of Proposed Retention Period(s): Adequate from the standpoint oflegal rights 
and accountability 
Media Neutrality: Requested and Approved. 

Item 201d: Waste Streams 

Proposed Disposition: Temporary
 
Appropriateness of Proposed Disposition: Appropriate
 
Appraisal Justification:
 

*Has little or no research value. 
*Other justification. Complies with DOE requirements under Nl-434-98-28 

Adequacy of Proposed Retention Period(s): Adequate from the standpoint oflegal rights 
and accountability 
Media Neutrality: Requested and Approved. 
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Item 20te: Sampling and Analysis. 
Includes the following Sampling! Analysis Data packages, Authorization forms, and 

Procedures:
 
Sample and Analysis Logbooks
 
Procedures
 
Sampling Authorization Forms
 
Analytical Laboratory Data Packages
 
Physical Property Data Packages
 
Field Screening Data Packages
 

Proposed Disposition: Temporary
 
Appropriateness of Proposed Disposition: Appropriate
 
Appraisal Justification:
 

*Has little or no research value. 
*Other justification. Complies with DOE requirements under Nl-434-98-28 

Adequacy of Proposed Retention Period(s): Adequate from the standpoint oflegal rights 
and accountability 
Media Neutrality: Requested and Approved. 

Item 201f: Laboratory Sample Processing 

Proposed Disposition: Temporary
 
Appropriateness of Proposed Disposition: Appropriate
 
Appraisal Justification:
 

*Has little or no research value. 
*Other justification. Complies with DOE requirements under Nl-434-98-28 

Adequacy of Proposed Retention Period(s): Adequate from the standpoint oflegal rights 
and accountability 
Media Neutrality: Requested and Approved. 

Item 202: EnvironmentallWaste Monitoring, Identification, Sample and Analysis 
Implementation
 

Proposed Disposition: Temporary
 
Appropriateness of Proposed Disposition: Appropriate
 
Appraisal Justification:
 

*Has little or no research value. 
*Other justification. Complies with DOE requirements under Nl-434-98-28 

Adequacy of Proposed Retention Period(s): Adequate from the standpoint oflegal rights 
and accountability 
Media Neutrality: Requested and Approved. 
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Item 203: Environmental Impact Statement, Environmental Assessment, and Categorical 
Exclusion - Background Documentation only.
 

Proposed Disposition: Temporary
 
Appropriateness of Proposed Disposition: Appropriate
 
Appraisal Justification:
 

*Has little or no research value. 
*Other justification. Complies with DOE requirements under Nl-434-98-28 

Adequacy of Proposed Retention Period(s): Adequate from the standpoint oflegal rights 
and accountability 
Media Neutrality: Requested and Approved. 

Item 204: National Environmental Policy Act (NEPAl Support Documentation 
Proposed Disposition: Temporary 
Appropriateness of Proposed Disposition: Appropriate 
Appraisal Justification: 

*Has little or no research value. 
*Other justification. Complies with DOE requirements under Nl-434-98-28 
*Other justification. Complies with 10 CFR 1021, and 10 CFR 1500 

Adequacy of Proposed Retention Period(s): Adequate from the standpoint oflegal rights 
and accountability 
Media Neutrality: Requested and Approved. 

Item 205: Environmental Coordination 
Proposed Disposition: Temporary 
Appropriateness of Proposed Disposition: Appropriate 
Appraisal Justification: 

*Has little or no research value. 
*Other justification. Complies with DOE requirements under Nl-434-98-28 

Adequacy of Proposed Retention Period(s): Adequate from the standpoint oflegal rights 
and accountability 
Media Neutrality: Requested and Approved. 

Item 206: Environmental Reports 
Includes: DOE Field/Contractor Environmental/Safety Reports: National 
Emission Standards for Hazardous Air Pollutants (NESHAP) Annual Reports; Air 
Emissions Permit Reports; Environmental Monitoring Reports; and RCRA 
Biennial Reports 

Proposed Disposition: Temporary
 
Appropriateness of Proposed Disposition: Appropriate
 
Appraisal Justification:
 

*Has little or no research value. 
*Other justification. Complies with DOE requirements under Nl-434-98-28 

Adequacy of Proposed Retention Period(s): Adequate from the standpoint oflegal rights 
and accountability 
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Media Neutrality: Requested and Approved. 

Item 207: Environmental Administrative Record File 
Proposed Disposition: Temporary 
Appropriateness of Proposed Disposition: Appropriate 
Appraisal Justification: 

*Has little or no research value. 
*Other justification. Complies with DOE requirements under NI-434-98-28 

Adequacy of Proposed Retention Period(s): Adequate from the standpoint oflegal rights 
and accountability 
Media Neutrality: Requested and Approved. 

Item 208: RadioactivelHazardous Waste, Chemical Inventories 
Includes: Spill/Release Records; Waste/Chemical Inventory Files; Materials 
Safety Data Sheets (MSDS); Sealed Radioactive Source Inventory; Pollution 
Prevention and Waste Minimization Program Records; and Underground Storage 
Tank Files covered by 42 USC 6991, 40 CFR 280, and 40 CFR 281. 

Proposed Disposition: Temporary
 
Appropriateness of Proposed Disposition: Appropriate
 
Appraisal Justification:
 

*Has little or no research value. 
*Other justification. Complies with DOE requirements under NI-434-98-28 

Adequacy of Proposed Retention Period(s): Adequate from the standpoint oflegal rights 
and accountability 
Media Neutrality: Requested and Approved. 

Item 209: Disposal/Cleanup 

Item 209a: Procedures governing disposal and cleanup and waste disposal 
characterization records. 

Proposed Disposition: Permanent
 
Appropriateness of Proposed Disposition: Appropriate
 
Appraisal Justification:
 

*Related to other permanent records listed in Item 209b of this schedule.
 
*Other justification. Retention complies with DOE requirements under NI-434-98-28
 

for all DOE related entities.
 
Adequacy of Transfer Instructions: Appropriate
 
Media Neutrality: Requested and Approved
 

Item 209b: Waste Disposal CharacterizationslRecords Supporting 
Documentation. 

Proposed Disposition: Permanent 
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Appropriateness of Proposed Disposition: Appropriate
 
Appraisal Justification:
 

*Related to other permanent records listed in Item 209a: of this schedule. 
*Other justification. Complies with DOE requirements under Nl-434-98-28
 

Adequacy of Transfer Instructions: Appropriate
 
Media Neutrality: Requested and Approved
 

Item 210: Safety Analysis Reports 

Item 210a: Safety Analysis Reports (SARs) 

Proposed Disposition: Temporary
 
Appropriateness of Proposed Disposition: Appropriate
 
Appraisal Justification:
 

*Has little or no research value 
*Other justification. Complies with DOE requirements under Nl-434-98-28 and N1-

434-00-7, Item 1 b (4) (a) 
Adequacy of Proposed Retention Period(s): Adequate from the standpoint oflegal rights 
and accountability 
Media Neutrality: Requested and Approved. 

Item 210b: Other Safety Analyses Reports 

Proposed Disposition: Temporary
 
Appropriateness of Proposed Disposition: Appropriate
 
Appraisal Justification:
 

*Has little or no research value 
*Other justification. Complies with DOE requirements under Nl-434-98-28 and N1-

434-00-7, Item 1 b (4) (b) 
Adequacy of Proposed Retention Period(s): Adequate from the standpoint oflegal rights 
and accountability 
Media Neutrality: Requested and Approved. 

Item 211: Drinking Water and Safe Drinking Water Act 
Proposed Disposition: Temporary 
Appropriateness of Proposed Disposition: Appropriate 
Appraisal Justification: 

* Has little or no research value.
 
*Other justification. Complies with DOE requirements under Nl-434-98-28.
 
*Other justification. Complies with 40 CFR 141.33
 

Adequacy of Proposed Retention Period(s): Adequate from the standpoint oflegal rights 
and accountability 
Media Neutrality: Requested and Approved. 
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Item 212: Public Involvement Records/Post Closure Plans) 
Records containing information relating to public affairs and public involvement 
in restoration and remediation activities. Post closure plans include, but are not 
limited to, descriptions of plans for each unit, estimate of maximum inventory 
during active life, description of steps needed to remove a decontaminate, and 
schedule. 

Proposed Disposition: Permanent 
Appropriateness of Proposed Disposition: Appropriate 
Appraisal Justification: 

*High potential research value. These records are designed for public access to 
information related to environmental concerns that would otherwise be difficult to 
compile from other records. 

*Documents significant actions of Federal officials 
*Other justification. Complies with DOE requirements under Nl-434-98-28. 

Adequacy of Transfer Instructions: Appropriate 
Media Neutrality: Requested and Approved 

Item 213: Archaeological Records 
Proposed Disposition: Permanent 
Appropriateness of Proposed Disposition: Appropriate 
Appraisal Justification: 

*Documents significant actions of Federal officials 
*Retains significance for documenting legal rights despite the passage of time because 

includes handling of sacred lands 
*Additional Justification. Complies with DOE Nl-434-98-28, item 1 c
 

Adequacy of Transfer Instructions: Appropriate
 
Media Neutrality: Requested and Approved
 

(Items 214 through 218 are covered by the GRS and are not covered by this appraisal) 

Item 219: Occupational Safety Program 
Proposed Disposition: Temporary 
Appropriateness of Proposed Disposition: Appropriate 
Appraisal Justification: 

* Has little or no research value. 
*Other justification. Complies with DOE requirements under Nl-434-98-4, item 34 

Adequacy of Proposed Retention Period(s): Adequate from the standpoint oflegal rights 
and accountability 
Media Neutrality: Requested and Approved. 
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Item 220: Industrial Hygiene Reports/Hazard assessments 

Item 220a: Records Concerning Personnel Exposure to Hazardous Concentrations 
of Toxic Chemicals and Other Materials. 

Proposed Disposition: Permanent
 
Appropriateness of Proposed Disposition: Appropriate
 
Appraisal Justification:
 

*Documents significant actions of Federal officials 
*Other justification. Complies with DOE Administrative Records Schedule 21.2 

Personnel Records item 5a (NCl-430-76-9)
 
Adequacy of Transfer Instructions: Appropriate
 
Media Neutrality: Requested and Approved
 

Item 220b: Operating plans for specific jobs within the scope of the above 
established Operating practices. 

Proposed Disposition: Temporary
 
Appropriateness of Proposed Disposition: Appropriate
 
Appraisal Justification:
 

* Has little or no research value.
 
*Other justification. Complies with DOE Administrative Records Schedule 21.2
 

Personnel Records item 5b (NCl-430-76-9) 
Adequacy of Proposed Retention Period(s): Adequate from the standpoint oflegal rights 
and accountability 
Media Neutrality: Requested and Approved. 

Item 220c: Records and investigations establishing the extent of employee exposure 
to toxic chemicals and materials. 

Proposed Disposition: Temporary
 
Appropriateness of Proposed Disposition: Appropriate
 
Appraisal Justification:
 

* Has little or no research value.
 
*Other justification. Complies with DOE Administrative Records Schedule 21.2
 

Personnel Records item 5c (NCl-430-76-9) 
Adequacy of Proposed Retention Period(s): Adequate from the standpoint of legal rights 
and accountability 
Media Neutrality: Requested and Approved. 
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Item 220d: Industrial hygiene log sheets recording surveys for industrial 
hazards other than radiation and contamination. 

Item 220d(l) Surveys indicating no industrial hazard. 

Proposed Disposition: Temporary
 
Appropriateness of Proposed Disposition: Appropriate
 
Appraisal Justification:
 

*Has little or no research value.
 
*Other justification. Complies with DOE Administrative Records Schedule 21.2
 

Personnel Records item 5d(l) (NCl-430-76-9) 
Adequacy of Proposed Retention Period(s): Adequate from the standpoint oflegal rights 
and accountability 
Media Neutrality: Requested and Approved. 

Item 220d(2) Surveys indicating a potential industrial hazard. 

Proposed Disposition: Temporary 
Appropriateness of Proposed Disposition: Appropriate 
Appraisal Justification: 

*Has little or no research value.
 
*Other justification. Complies with DOE Administrative Records Schedule 21.2
 

Personnel Records: item 5d(2) (NCl-430-76-9) 
Adequacy of Proposed Retention Period(s): Adequate from the standpoint oflegal rights and 
accountability 
Media Neutrality: Requested and Approved. 

Item 221: Personal Injury 
Proposed Disposition: Temporary 
Appropriateness of Proposed Disposition: Appropriate 
Appraisal Justification: 

*Has little or no research value.
 
*Other justification. Complies with DOE Administrative Records Schedule 1 Item 31
 

Personnel Records (N1-434-98-4) 
Adequacy of Proposed Retention Period(s): Adequate from the standpoint oflegal rights 
and accountability 
Media Neutrality: Requested and Approved. 

(Item 222 is covered by the GRS and is not part of this appraisal) 
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Item 223: Fatalities 
Proposed Disposition: Temporary 
Appropriateness of Proposed Disposition: Appropriate 
Appraisal Justification: 

*Has little or no research value. 
*Similar to records approved as temporary for BPA under NI-305-07-1 

Adequacy of Proposed Retention Period(s): Adequate from the standpoint oflegal rights 
and accountability 

Media Neutrality: Requested and Approved. 

This section covers records related to security. 

(Items 224 through 226 are covered by the GRS and are not part of this appraisal) 

Item 227: Security System Maintenance Records 

Item 227a: System Manufacturers Documentation. 

Proposed Disposition: Temporary
 
Appropriateness of Proposed Disposition: Appropriate
 
Appraisal Justification:
 

*Has little or no research value.
 
*Other justification. Complies with DOE Administrative Record Schedule 18 Item 8.4
 

(N 1-434-98-21) 
Adequacy of Proposed Retention Period(s): Adequate from the standpoint oflegal rights 
and accountability 

Media Neutrality: Requested and Approved. 

Item 227b: Systems Operations Files. 

Proposed Disposition: Temporary
 
Appropriateness of Proposed Disposition: Appropriate
 
Appraisal Justification:
 

*Has little or no research value.
 
*Other justification. Complies with DOE Administrative Record Schedule 18 Item 8.4
 

(N1-434-98-21) 
Adequacy of Proposed Retention Period(s): Adequate from the standpoint oflegal rights 
and accountability 

Media Neutrality: Requested and Approved. 
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Item 227c: Open Storage Approval Records. 

Proposed Disposition: Temporary
 
Appropriateness of Proposed Disposition: Appropriate
 
Appraisal Justification:
 

*Has little or no research value.
 
*Other justification. Complies with DOE Administrative Record Schedule 18 Item 8.4
 

(N1-434-98-21 ) 
Adequacy of Proposed Retention Period(s): Adequate from the standpoint oflegal rights 
and accountability 

Media Neutrality: Requested and Approved. 

Item 227d: Activity Journals. 

Proposed Disposition: Temporary
 
Appropriateness of Proposed Disposition: Appropriate
 
Appraisal Justification:
 

*Has little or no research value.
 
*Other justification. Complies with DOE Administrative Record Schedule 18 Item 8.4
 

(N1-434-98-21) 
Adequacy of Proposed Retention Period(s): Adequate from the standpoint oflegal rights 
and accountability 

Media Neutrality: Requested and Approved. 

Item 227e: Maintenance Records. 

Proposed Disposition: Temporary
 
Appropriateness of Proposed Disposition: Appropriate
 
Appraisal Justification:
 

*Has little or no research value.
 
*Other justification. Complies with DOE Administrative Record Schedule 18 Item 8.4
 

(N1-434-98-21) 
Adequacy of Proposed Retention Period(s): Adequate from the standpoint oflegal rights 
and accountability 

Media Neutrality: Requested and Approved. 

(Items 228 through 230 are covered by the GRS and are not part of this appraisal) 
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Item 231: Unclassified Visits and Assignments by Foreign Nationals 
Item 231 a: For areas under maximum security 
Item 231 b: all other areas 

Proposed Disposition: Temporary
 
Appropriateness of Proposed Disposition: Appropriate
 
Appraisal Justification:
 

*Has little or no research value.
 
*Other justification. Complies with DOE Administrative Record Schedule 18 Item 8.4
 

(N1-434-98-21) 
Adequacy of Proposed Retention Period(s): Adequate from the standpoint oflegal rights 
and accountability 
Media Neutrality: Requested and Approved. 

Item 232: Counterintelligence 

Item 232a: Threat Files 

Proposed Disposition: Temporary
 
Appropriateness of Proposed Disposition: Appropriate
 
Appraisal Justification:
 

*Has little or no research value. 
*Other justification. DOE Administrative Record Schedule 18 Item 8.3 (N1-434-98-21) 

Adequacy of Proposed Retention Period(s): Adequate from the standpoint oflegal rights 
and accountability 
Media Neutrality: Requested and Approv~d. 

Item 232b: Hazard and Penetration Files 

Proposed Disposition: Temporary
 
Appropriateness of Proposed Disposition: Appropriate
 
Appraisal Justification:
 

*Has little or no research value.
 
*Other justification. Complies with DOE Administrative Record Schedule 18 Item 8.3
 

(N1-434-98-21) 
Adequacy of Proposed Retention Period(s): Adequate from the standpoint oflegal rights 
and accountability 
Media Neutrality: Requested and Approved. 
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Item 233: Emergency Management and Planning 
Includes: Emergency Planning Program Correspondence; Records that document the 
policy, program, standards, and procedures pertaining to the administration of the 
emergency planning program. 

Item 233a: Program and policy guides, information papers, operational manuals, 
and documents used as guides for determining appropriate DOE action; and 

Item 233b: Emergency planning reports of operations tests, consisting of 
consolidated or comprehensive reports reflecting Department-wide results of 
tests conducted under emergency plans. 

Proposed Disposition: Permanent
 
Appropriateness of Proposed Disposition: Appropriate
 
Appraisal Justification:
 

*Documents significant actions of Federal officials 
*Other justification. Complies with DOE Administrative Records Schedule 18 Item 

26.1: (N1-434-98-21)
 
Adequacy of Transfer Instructions: Appropriate
 
Media Neutrality: Requested and Approved
 

Item 233c: Files documenting the development of policy, including policy studies. 

Proposed Disposition: Temporary
 
Appropriateness of Proposed Disposition: Appropriate
 
Appraisal Justification:
 

*Has little or no research value.
 
*Other justification. Complies with DOE Administrative Records Schedule 18 Item
 

26.1: (N1-434-98-21) 
Adequacy of Proposed Retention Period(s): Adequate from the standpoint oflegal rights 
and accountability 

Media Neutrality: Requested and Approved. 

Item 233d: Procedures and activities implementing DOE policy and guides. 

Proposed Disposition: Temporary
 
Appropriateness of Proposed Disposition: Appropriate
 
Appraisal Justification:
 

*Has little or no research value.
 
*Other justification. Complies with DOE Administrative Records Schedule 18 Item
 

26.1: (N1-434-98-21) 
Adequacy of Proposed Retention Period(s): Adequate from the standpoint oflegal rights 

and accountability
 
Media Neutrality: Requested and Approved.
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(Items 234 through 235 are covered by the GRS and are not part of this appraisal) 

This section covers records related to power maintenance 

Item 236: Power Facilities Maintenance Standards 
Proposed Disposition: Temporary 
Appropriateness of Proposed Disposition: Appropriate 
Appraisal Justification: 

*Has little or no research value. 
Adequacy of Proposed Retention Period(s): Adequate from the standpoint oflegal rights 
and accountability 
Media Neutrality: Requested and Approved. 

Item 237: Maintenance Management Information System 
Proposed Disposition: Temporary 
Appropriateness of Proposed Disposition: Appropriate 
Appraisal Justification: 

*Has little or no research value. 
Adequacy of Proposed Retention Period(s): Adequate from the standpoint oflegal rights 
and accountability 
Media Neutrality: Requested and Approved. 

Item 238: Transmission Line Maintenance Reports 
Proposed Disposition: Temporary 
Appropriateness of Proposed Disposition: Appropriate 
Appraisal Justification: 

*Previously scheduled as Temporary under NCl-387-76-1, retention unchanged 
* Has little or no research value 

Adequacy of Proposed Retention Period(s): Adequate from the standpoint oflegal rights 
and accountability 
Media Neutrality: Requested and Approved. 

Item 239: Right-of-Way Maintenance Reports 
Proposed Disposition: Temporary 
Appropriateness of Proposed Disposition: Appropriate 
Appraisal Justification: 

*Previously scheduled as Temporary under NCl-387-76-1, retention unchanged 
* Has little or no research value 

Adequacy of Proposed Retention Period(s): Adequate from the standpoint oflegal rights 
and accountability 
Media Neutrality: Requested and Approved. 

NI-387-09-1 - Final Version 
Page 58 of69 

OFFICE OF REGIONAL RECORDS SERVICES 



Nl-387-09-1 

Item 240: Microwave and Radio Sites 
Proposed Disposition: Temporary 
Appropriateness of Proposed Disposition: Appropriate 
Appraisal Justification: 

*Has little or no research value. 
Adequacy of Proposed Retention Period(s): Adequate from the standpoint oflegal rights 
and accountability 
Media Neutrality: Requested and Approved. 

Item 241: Substation Equipment and Materials 
Proposed Disposition: Temporary 
Appropriateness of Proposed Disposition: Appropriate 
Appraisal Justification: 

*Has little or no research value. 
Adequacy of Proposed Retention Period(s): Adequate from the standpoint of legal rights 
and accountability 
Media Neutrality: Requested and Approved. 

This section covers records related to engineering and planning 

Item 243: Work Orders (Project Data) 
Proposed Disposition: Temporary 
Appropriateness of Proposed Disposition: Appropriate 
Appraisal Justification: 

*Previously scheduled as Temporary under NCl-387-76-1, retention unchanged 
* Has little or no research value 

Adequacy of Proposed Retention Period(s): Adequate from the standpoint oflegal rights 
and accountability 
Media Neutrality: Requested and Approved. 

Item 244: Protective Relaying 
Proposed Disposition: Temporary 
Appropriateness of Proposed Disposition: Appropriate 
Appraisal Justification: 

*Previously scheduled as Temporary under NCl-387-76-1, retention unchanged 
* Has little or no research value 

Adequacy of Proposed Retention Period(s): Adequate from the standpoint of legal rights 
and accountability 
Media Neutrality: Requested and Approved. 
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Item 245: Engineering Environmental Considerations 
Proposed Disposition: Temporary 
Appropriateness of Proposed Disposition: Appropriate 
Appraisal Justification: 

*Has little or no research value. 
*Other justification. Complies with DOE schedule NI-434-98-28 

Adequacy of Proposed Retention Period(s): Adequate from the standpoint oflegal rights 
and accountability 

Media Neutrality: Requested and Approved. 

Item 246: Spill Prevention Control and Countermeasure (SPCC) Records 
Proposed Disposition: Temporary 
Appropriateness of Proposed Disposition: Appropriate 
Appraisal Justification: 
Appraisal Justification: 

*Has little or no research value. 
* Other justification. Complies with DOE Administrative Records Schedule 18 Item 

26.1: (N1-434-98-2l) and 40 CFR 112.7 
Adequacy of Proposed Retention Period(s): Adequate from the standpoint oflegal rights 
and accountability 

Media Neutrality: Requested and Approved. 

Item 247: System Reliability Criteria 
Proposed Disposition: Temporary 
Appropriateness of Proposed Disposition: Appropriate 
Appraisal Justification: 

*Previously scheduled as Temporary under NCl-387-76-1, retention unchanged 
* Has little or no research value 

Adequacy of Proposed Retention Period(s): Adequate from the standpoint oflegal rights 
and accountability 

Media Neutrality: Requested and Approved. 

Item 248: Engineering Drawings and Maps 
Includes: Transmission System; Fiber Optics; Wireless Antenna and Substations 

Proposed Disposition: Temporary 
Appropriateness of Proposed Disposition: Appropriate 
Appraisal Justification: 

*Previously scheduled as Temporary under NCl-387-76-1, retention unchanged 
* Has little or no research value 

Adequacy of Proposed Retention Period(s): Adequate from the standpoint oflegal rights 
and accountability 

Media Neutrality: Requested and Approved. 
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Item 249: System Analysis Methods 
Includes: Transient stability program; Power flow program; operating temperature 
and electrical loading; communication equipment and restorative procedures; 
material relating to SM&T, such as RMS, KWH, and AGC telemetry, SWPA 
microwave systems, including frequency management; and Fiber optics 
technology 

Proposed Disposition: Temporary
 
Appropriateness of Proposed Disposition: Appropriate
 
Appraisal Justification:
 

*Previously scheduled as Temporary under NC 1-387-76-1, retention unchanged 
* Has little or no research value 

Adequacy of Proposed Retention Period(s): Adequate from the standpoint oflegal rights 
and accountability 
Media Neutrality: Requested and Approved. 

Item 250: Line Crossings 
Proposed Disposition: Temporary 
Appropriateness of Proposed Disposition: Appropriate 
Appraisal Justification: 

*Previously scheduled as Temporary under NCI-387-76-1, retention unchanged 
* Has little or no research value 

Adequacy of Proposed Retention Period(s): Adequate from the standpoint oflegal rights 
and accountability 
Media Neutrality: Requested and Approved. 

This section applies to records related to power operations. 

Item 251: Operations Policy and Procedures 

Proposed Disposition: Temporary
 
Appropriateness of Proposed Disposition: Appropriate
 
Appraisal Justification:
 

*Has little or no research value 
Adequacy of Proposed Retention Period(s): Adequate from the standpoint oflegal rights 
and accountability 

Media Neutrality: Requested and Approved. 
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Item 252: Standard Switching Orders 
Proposed Disposition: Temporary 
Appropriateness of Proposed Disposition: Appropriate 
Appraisal Justification: 

*Previously scheduled as Temporary under NCI-387-76-1, retention unchanged 
* Has little or no research value 

Adequacy of Proposed Retention Period(s): Adequate from the standpoint of legal rights 
and accountability 
Media Neutrality: Requested and Approved. 

Item 253: Power Dispatcher's Logs 
Proposed Disposition: Temporary 
Appropriateness of Proposed Disposition: Appropriate 
Appraisal Justification: 

*Previously scheduled as Temporary under NCI-387-76-1, retention unchanged 
* Has little or no research value 

Adequacy of Proposed Retention Period(s): Adequate from the standpoint oflegal rights 
and accountability 
Media Neutrality: Requested and Approved. 

Item 254: Interruption Reports
 
Proposed Disposition: Temporary
 
Appropriateness of Proposed Disposition: Appropriate
 
Appraisal Justification:
 

*Previously scheduled as Temporary under NCl-387-76-1, retention unchanged 
* Has little or no research value 

Adequacy of Proposed Retention Period(s): Adequate from the standpoint oflegal rights 
and accountability 
Media Neutrality: Requested and Approved. 

Item 255: Integrated System Log Sheets 
Proposed Disposition: Temporary 
Appropriateness of Proposed Disposition: Appropriate 
Appraisal Justification: 

*Previously scheduled as Temporary under NCI-387-76-1, retention unchanged 
* Has little or no research value 

Adequacy of Proposed Retention Period(s): Adequate from the standpoint oflegal rights 
and accountability 
Media Neutrality: Requested and Approved. 
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Item 256: Power Operations Reports Data 
Proposed Disposition: Temporary 
Appropriateness of Proposed Disposition: Appropriate 
Appraisal Justification:

* Has little or no research value 
Adequacy of Proposed Retention Period(s): Adequate from the standpoint oflegal rights 
and accountability 
Media Neutrality: Requested and Approved. 

Item 257: Regulatory Compliance Records 
Based on FERC Order 693, Mandatory Reliability Standards for the Bulk-Power 
System:
 

Proposed Disposition: Temporary
 
Appropriateness of Proposed Disposition: Appropriate
 
Appraisal Justification:


* Has little or no research value 
*Other justification. Complies with FERC Order 693 

Adequacy of Proposed Retention Period(s): Adequate from the standpoint oflegal rights 
and accountability. Complies with FERC Order 693 
Media Neutrality: Requested and Approved. 

Item 258: Operator Certification Records 
Based on FERC Order 693, Mandatory Reliability Standards for the Bulk-Power 
System:
 

Proposed Disposition: Temporary
 
Appropriateness of Proposed Disposition: Appropriate
 
Appraisal Justification:
 

* Has little or no research value 
*Other justification. Complies with FERC Order 693 

Adequacy of Proposed Retention Period(s): Adequate from the standpoint oflegal rights 
and accountability. Complies with FERC Order 693 
Media Neutrality: Requested and Approved. 

Item 259: Supervisory Control and Data Acquisition (SCADA) 
Proposed Disposition: Temporary 
Appropriateness of Proposed Disposition: Appropriate 
Appraisal Justification:

* Has little or no research value 
Adequacy of Proposed Retention Period(s): Adequate from the standpoint oflegal rights 
and accountability 
Media Neutrality: Requested and Approved. 
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Item 260: SCADA Log Data 
Proposed Disposition: Temporary 
Appropriateness of Proposed Disposition: Appropriate 
Appraisal Justification:

* Has little or no research value 
Adequacy of Proposed Retention Period(s): Adequate from the standpoint oflegal rights 
and accountability. Complies with NERC Standard CIP-005-1- Cyber Security- Electronic 
Security Perimeter(s) 
Media Neutrality: Requested and Approved. 

Item 261: SCADA Remote Terminal Units 
Proposed Disposition: Temporary 
Appropriateness of Proposed Disposition: Appropriate 
Appraisal Justification:

* Has little or no research value 
Adequacy of Proposed Retention Period(s): Adequate from the standpoint oflegal rights 
and accountability 
Media Neutrality: Requested and Approved. 

Item 262: Voice Recording System 

Item 262a: non-incident 

Proposed Disposition: Temporary
 
Appropriateness of Proposed Disposition: Appropriate
 
Appraisal Justification:


* Has little or no research value 
Adequacy of Proposed Retention Period(s): Adequate from the standpoint oflegal rights 
and accountability 
Media Neutrality: Requested and Approved. 

Item 262b: incident 

Proposed Disposition: Temporary
 
Appropriateness of Proposed Disposition: Appropriate
 
Appraisal Justification:


* Has little or no research value 
Adequacy of Proposed Retention Period(s): Adequate from the standpoint oflegal rights 
and accountability 
Media Neutrality: Requested and Approved. 
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This section covers records relating to power marketing. 

All records in this section are scheduled in paper format, unless otherwise specified. 

Item 263: Power Marketing Management and Planning Projects 
Proposed Disposition: Temporary 
Appropriateness of Proposed Disposition: Appropriate 
Appraisal Justification:

* Has little or no research value 
Adequacy of Proposed Retention Period(s): Adequate from the standpoint oflegal rights 
and accountability 
Media Neutrality: Paper. 

Item 267: Contracts Under Negotiation 
Proposed Disposition: Temporary 
Appropriateness of Proposed Disposition: Appropriate 
Appraisal Justification:

* Has little or no research value 
Adequacy of Proposed Retention Period(s): Adequate from the standpoint oflegal rights 
and accountability 
Media Neutrality: Paper. 

Item 269: Power Marketing Liaison Office 
Proposed Disposition: Temporary 
Appropriateness of Proposed Disposition: Appropriate 
Appraisal Justification: 

* Has little or no research value 
Adequacy of Proposed Retention Period(s): Adequate from the standpoint oflegal rights 
and accountability 
Media Neutrality: Paper. 

Item 270: Customer Associations - Regional 
Proposed Disposition: Temporary 
Appropriateness of Proposed Disposition: Appropriate 
Appraisal Justification: 

*Previously scheduled as Temporary under NCl-387-76-1, retention unchanged
* Has little or no research value 

Adequacy of Proposed Retention Period(s): Adequate from the standpoint oflegal rights 
and accountability 
Media Neutrality: Paper. 
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Item 271: Customer Associations - National 
Proposed Disposition: Temporary 
Appropriateness of Proposed Disposition: Appropriate 
Appraisal Justification: 

*Previously scheduled as Temporary under NCl-387-76-1, retention unchanged 
* Has little or no research value 

Adequacy of Proposed Retention Period(s): Adequate from the standpoint oflegal rights 
and accountability 

Media Neutrality: Paper. 

This section records related to public affairs 
Official copies of deliverables are stored in electronic format on the network or on external hard 
drive, unless indicated otherwise. 

Item 272: Public Relations Correspondence 
Proposed Disposition: Temporary 
Appropriateness of Proposed Disposition: Appropriate 
Appraisal Justification: 

*Previously scheduled as Temporary under NCl-387-76-1, retention unchanged 
* Has little or no research value 

Adequacy of Proposed Retention Period(s): Adequate from the standpoint oflegal rights 
and accountability 

Media Neutrality: Requested and Approved 

Item 273: News Media 
Proposed Disposition: Temporary 
Appropriateness of Proposed Disposition: Appropriate 
Appraisal Justification: 

*Previously scheduled as Temporary under NCl-387-76-1, retention unchanged 
* Has little or no research value 

Adequacy of Proposed Retention Period(s): Adequate from the standpoint oflegal rights 
and accountability 

Media Neutrality: Requested and Approved 

Item 274: Speeches 
Proposed Disposition: Temporary 
Appropriateness of Proposed Disposition: Appropriate 

*Captured elsewhere in permanent records. See item 283 of this schedule.
 
Adequacy of Transfer Instructions: Appropriate
 
Media Neutrality: Requested and Approved
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Item 275: Biographical Data 
Biographies of senior staff.
 

Proposed Disposition: Permanent
 
Appropriateness of Proposed Disposition: Appropriate
 
Appraisal Justification:
 

*High potential research value.
 
Adequacy of Transfer Instructions: Appropriate
 
Media Neutrality: Requested and Approved
 

Item 276: Intranet Content 
Proposed Disposition: Temporary 
Appropriateness of Proposed Disposition: Appropriate 
Appraisal Justification: 

* Has little or no research value 
Adequacy of Proposed Retention Period(s): Adequate from the standpoint oflegal rights 
and accountability 
Media Neutrality: Electronic 

Item 277: Internet Content 
Proposed Disposition: Temporary 
Appropriateness of Proposed Disposition: Appropriate 
Appraisal Justification: 

* Has little or no research value 
Adequacy of Proposed Retention Period(s): Adequate from the standpoint of legal rights 
and accountability 
Media Neutrality: Electronic 

Item 278: Special Events 
Proposed Disposition: Temporary 
Appropriateness of Proposed Disposition: Appropriate 
Appraisal Justification: 

*Previously scheduled as Temporary under NCl-387-76-1, retention unchanged 
* Has little or no research value 

Adequacy of Proposed Retention Period(s): Adequate from the standpoint of legal rights 
and accountability 
Media Neutrality: Requested and Approved 
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Item 279: Photography 
Proposed Disposition: Temporary 
Appropriateness of Proposed Disposition: Appropriate 
Appraisal Justification: 

*Previously scheduled as Temporary under NC 1-387-76-1, retention unchanged 
* Has little or no research value 
*Captured elsewhere in permanent records. Photographs of historical interest, such as 

dam construction, senior level staff, etc., are covered by Item 283 of this schedule. 
Adequacy of Proposed Retention Period(s): Adequate from the standpoint oflegal rights 
and accountability 
Media Neutrality: Requested and Approved 

Item 280: Graphic Arts 
Proposed Disposition: Temporary 
Appropriateness of Proposed Disposition: Appropriate 
Appraisal Justification: 

*Previously scheduled as Temporary under NCl-387-76-1, retention unchanged 
* Has little or no research value 

Adequacy of Proposed Retention Period(s): Adequate from the standpoint oflegal rights 
and accountability 

Media Neutrality: Requested and Approved 

Item 281: Video 
Proposed Disposition: Temporary 
Appropriateness of Proposed Disposition: Appropriate 
Appraisal Justification: 

*Has little or no research value 
*Captured elsewhere in permanent records. Video of historical events or histories ofthe 

agency are covered by Item 283 of this schedule. 
Adequacy of Proposed Retention Period(s): Adequate from the standpoint oflegal rights 
and accountability 
Media Neutrality: Video 

Item 282: Audio 
Proposed Disposition: Temporary 
Appropriateness of Proposed Disposition: Appropriate 
Appraisal Justification: 

* Has little or no research value 
*Captured elsewhere in permanent records. Audio of historical events or histories of the 

agency are covered by Item 283 of this schedule. 
Adequacy of Proposed Retention Period(s): Adequate from the standpoint of legal rights 
and accountability 

Media Neutrality: Electronic format 
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Item 285: Internal Newsletter 
Proposed Disposition: Temporary 
Appropriateness of Proposed Disposition: Appropriate 
Appraisal Justification: 

*Previously scheduled as Temporary under NCl-387-76-1, retention unchanged 
* Has little or no research value 

Adequacy of Proposed Retention Period(s): Adequate from the standpoint oflegal rights 
and accountability 

Media Neutrality: Requested and Approved 

Item 287: Power Billing Invoices 
Proposed Disposition: Temporary 
Appropriateness of Proposed Disposition: Appropriate 
Appraisal Justification: 

*Previously scheduled as Temporary under NCl-387-76-1, retention unchanged 
* Has little or no research value 

Adequacy of Proposed Retention Period(s): Adequate from the standpoint oflegal rights 
and accountability 

Media Neutrality: Requested and Approved 

Item 288: Power Accounting Spreadsheets 
Proposed Disposition: Temporary 
Appropriateness of Proposed Disposition: Appropriate 
Appraisal Justification: 

*Previously scheduled as Temporary under NCl-387-76-1, retention unchanged 
* Has little or no research value 

Adequacy of Proposed Retention Period(s): Adequate from the standpoint oflegal rights 
and accountability 

Media Neutrality: Requested and Approved 

Item 289: Inspector General aG) Audits 
Proposed Disposition: Temporary 
Appropriateness of Proposed Disposition: Appropriate 
Appraisal Justification: 

*Has little or no research value
 
*Other justification, Complies with DOE disposal authority, Nl-434-00-1, Items 2a (1)
 
and 2a (2)
 

Adequacy of Proposed Retention Period(s): Adequate from the standpoint oflegal rights 
and accountability 

Me . NCty: ~'1and Approved 

C.SMOr:U~~
 
Sen' r Records Analyst, NARA-SW Region
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Appendix 1: Non-GRS Items Southwestern Power Administration 
N1-387-09-1 

Item Number Record Series Title 

la	 Administrator's Schedule of Daily Activities - Records of High-Level 
Officials 

2	 Agency Mission, Vision, Strategic and Objective Plans 

3	 Delegations of Authority 

7	 Legal Correspondence 

8	 Legal Opinions 

9	 Federal Legislation 
11	 Litigation Case Files 

12	 Claim Case Files 

13	 General Proceedings Regulatory Commissions 

19	 Recurring Reports 

20	 One-Time or General Information (rate related) 
21	 Rate Related Subject File 

22	 Report of Rate Related Telephone Calls (w/particular subject) 
23	 Current Rate Filing Status 

24	 Marketing PMA Primary Statistics (contract related) 
25	 Rate and Repayment Policies and Procedures 

26	 Delegation Orders 

27	 DOE Regulations 

28	 Rate Adjustment Procedures 

29	 Statutes 

30	 PURP A Co Generation (Public Utilities Regulatory Policies Act) 
31	 Philosophies (preference, cost basis) 
32	 Environmental (rate related) 
33	 Meetings, Conferences, and Committees 

34	 Interagency Task Force on Interest Rates 

35	 OMB/Financial Practices Task Group (Operations, Maintenance, and 

Replacements Costs) 
36	 Operations Maintenance & Replacement Group (OM&R) 

Media PERM/TEMP 

Electronic Permanent 

Paper and Scanned image Permanent 
Paper only Temporary 

Paper only Temporary 

Paper only Permanent 
Paper only Permanent 
Paper only Permanent 
Paper only Temporary 

Paper only Permanent 
Paper only Temporary 

Paper only Temporary 

Paper only Temporary 

Paper only Temporary 

Paper only Temporary 

Paper only Temporary 

Paper only Permanent 
Paper only Permanent 
Paper only Temporary 

Paper only Temporary 

Paper only Temporary 

Paper only Temporary 

Paper only Tempotary 

Paper only Temporary 

Paper only Temporary 

Paper only Temporary 
Temporary 

Paper only 
Paper only Temporary 
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37 Rates Subcommittee (SPRA) [Southwestern Power Resources 

Association] 
38 Special Studies (rate-related case files) 
39 Special Services/Charges 

40 Rate Adjustment Threshold 

41 Area Wholesale Electric Rates 

42 Rate/Repayment Reform 

43 Buy-Out Option (Repayment Reform) 
44 Integration of Isolated Projects 

45 Financial Performance Indicators 

46 Financial/Economic Studies 

48 Rate and Repayment Case Files 

49 Power Repayment Study and Rate Proposal (bound) 
50 Rate Proposal Backup Material 
51 Revenue Distribution 

52 Cost Allocation 

53 Cost Allocation Case Files 

54 Interagency Committee on Cost Allocation 

55 Rates 

56 Rate History 

57 Rate Schedules 
58 Southwestern Rate Orders 

60 Repayment 
61 Interest Rates and Repayment 
62 Operations and Maintenance 

63 Replacements 

64 Amortization 

65 Purchased Power Accounting Mechanism (PP AM) 
66b Power Accounting Files - Meter Reading Load Profiles. 

Temporary 

Paper only 

Paper only Temporary 

Paper only Temporary 

Paper only Permanent 
Paper only Temporary 

Paper only Temporary 

Paper only Temporary 

Paper only Temporary 

Paper only Temporary 

Paper only Temporary 

Paper only Permanent 
Paper only Permanent 
Paper only Permanent 
Paper only Temporary 

Paper only Temporary 

Paper only Temporary 

Paper only Temporary 

Paper only Temporary 

Paper only Permanent 
Paper only Permanent 
Paper only Permanent 
Paper only Temporary 

Paper only Temporary 

Paper only Temporary 

Paper only Temporary 

Paper only Temporary 

Paper only Temporary 

Paper Temporary 
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Paper and Electronic 

Paper and Electronic 
Paper only 
Paper only 

Paper only 

Paper only 
Paper only 
Paper only 
Paper only 
Electronic 
Electronic 
Electronic 
Paper only 
Paper and Scanned image 

Paper and Scanned image 
Paper and Scanned image 

Paper and Scanned image 
Paper and Scanned image 
Paper and Scanned image 
Paper and Scanned image 
Paper and Scanned image 
Paper and Scanned image 
Paper and Scanned image 
Paper and Scanned image 
Paper and Scanned image 
Paper and Scanned image 

Temporary 

Temporary 

Temporary 
Temporary 
Temporary 

Permanent 
Permanent 
Permanent 
Permanent 
Temporary 
Temporary 
Temporary 
Temporary 
Temporary 

Permanent 
Temporary 
Temporary 
Temporary 
Temporary 
Temporary 
Temporary 
Temporary 
Temporary 
Temporary 
Temporary 
Temporary 

66a	 Power Accounting Files - Integrated System Log Sheet (POOl/Midnight 
Reports) (6701) 

66c	 Power Accounting Files - Coordinated Bulk Power Supply Program 

Report Energy Information Administration 411) and Public Utility 
Commission of Texas Annual Reports 

67	 Annual Electric Control and Planning Area Report (FERC 714) 
68	 Competing Uses 

69 Arkansas- White-Red Basins Interagency Coordinating 
(AWRBIAC) 

70 Hydroelectric Power Planning - General 
71 Hydroelectric Power Planning - Case Files 

72 Hydroelectric Power Operations 

73 Operational Projects - Case Files 

74 Monthly Reports 

75 Weekly Reports 

76 Daily Reports 

86 Year2000 (Y2K) 
98 Financial Management Reports (Internal Reports) 
99	 Federal Agencies Financials Reports (External Reports) 
100 Accounts Receivable (Customer Invoices) 
101 Credit Management 
102 Alternative Financing 

103 General Ledgers 

104 Journal Vouchers 

105 Banking & Purchased Power Deferral Account Activity 

106 Accruals 

108 Cost Journals (Pre-approved Batches) 
109 Plant Accounting 

110 Work Orders (Projects) Closed 

111 Cost Analyses 

Committee 
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112	 Cash Management Reports 
ll3a.	 IRSI099 Forms to vendors and e-filing with the IRS 

ll3b.	 IRS Tax Exemption and Identification 

ll3c.	 IRS Tax Exemption Number 
113d.	 Tax Exemption Log 
114	 Banking E-Systems 
115	 Designations / Point of Contacts 
116	 Intra -Governmental Payment & Collection System (IPAC) -

Transaction Backup 
118a.	 Foreign Travel - Foreign Travel Authorizations 

118b. Foreign Travel - Records related to travel to foreign countries for 
personal reasons. 

120 Credit Card Program 

123 Federal Managers Financial Integrity Act Reports & Reviews 
124 Internal Control Reviews 
125 Inspector General (lG) Investigations (Privacy Act Case Files) 
126 Independent / CPA Audits 
127 Corps of Engineers (CORPS) Activities 
128 General Accountability Office (GAO) Audits 

129a(l) Department Audit Reports Tracking System (DARTS) -Official copy 
of OIG files containing information which does not result in a formal 
audit, as well as information requiring no action by the OIG. 

129a(2)	 Department Audit Reports Tracking System (DARTS) - All other 
copies 
Department Audit Reports Tracking System (DARTS) - Official copy 

129b(l) of final audit reports 
129b(2) Department Audit Reports Tracking System (DARTS) - All other 

copies of final audit reports 

l30a Budget Policies and Procedures - Budget Policy Files 

Paper and Scanned image Temporary 
Paper and Scanned image Temporary 

Paper and Scanned image Temporary 

Paper and Scanned image Temporary 
Paper and Scanned image Temporary 

Electronic Temporary 
Paper and Scanned image Temporary 

Temporary 
Paper and Scanned image 
Paper and Scanned image Temporary 

Temporary 

Paper and Scanned image 

Electronic Temporary 

Paper and Scanned image Temporary 

Paper and Scanned image Temporary 
Paper and Scanned image Temporary 

Paper and Scanned image Temporary 

Paper and Scanned image Temporary 

Paper and Scanned image Temporary 
Temporary 

Electronic 
Temporary 

Electronic 
Electronic Permanent 

Temporary 

Electronic 

Paper only Permanent 
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131a Budget Activity Case Files - Records documenting substantive 
programs 

131b. Budget Activity Case Files - Records that document non-substantive 
programs.
 

132a Budget Performance - Records documenting substantive programs
 
132b. Budget Performance - Records that document non-substantive
 

programs. 
133b. Budget Briefings - Records that document non-substantive programs. 
133a Budget Briefings - Records documenting substantive programs 

134a Administration Initiatives - Records documenting substantive 
programs 

134b. Administration Initiatives - Records that document non-substantive 
programs. 

135a Alternative Financing Proposals - Records documenting substantive 
programs 

135b. Alternative Financing Proposals - Records that document non-
substantive programs. 

136 Historical Budget Profile 
137 Special Studies (case file by study title) 
138 National Energy Technology Laboratory (NETL) 
139 Program Analysis 

142a Corporate Review Budget - Records documenting substantive 
programs 

142b. Corporate Review Budget - Records that document non-substantive 
programs. 

143a OMB Budget and Reports - Records documenting substantive 
programs 

143b. OMB Budget and Reports - Records documenting substantive 
programs 
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Paper only Permanent 

Temporary 
Paper only 

Paper only Permanent 
Temporary 

Paper only 
Paper only Temporary 
Paper, also printing of power Permanent 
point slides 
Paper only Permanent 

Temporary 
Paper only 

Paper only Permanent 

Temporary 
Paper only 

Paper only Permanent 
Paper only Temporary 

Paper and Scanned image Temporary 

Paper and Scanned image Temporary 

Paper and Scanned image Permanent 

Temporary 

Paper and Scanned image 
Paper and Scanned image Permanent 

Temporary 

Paper and Scanned image 



Appendix 1: Non-GRS Items Southwestern Power Administration 
N1-387-09-1 

144a Congressional Budget Request and Reports - Records documenting 
substantive programs 

144b. Congressional Budget Request and Reports - Records that document 
non-substantive programs 

145a	 Budget Briefing Book - Records documenting substantive programs 
145b. Budget Briefing Book - Records that document non-substantive 

programs 

146a Records documenting substantive programs. 
146b. Budget Execution - Records that document non-substantive programs 
148 Oracle Budget Activity 
149a DOE Allotments - Records documenting substantive programs 
149b. DOE Allotments - Records documenting substantive programs 
150 Reception and Representation Fund 
15la Reimbursable Authority - Records documenting substantive programs 

151b.	 Reimbursable Authority - Records that document non-substantive 
programs 

188	 Authorities, Responsibilities, and Certifications 
192	 Encroachments (Outgrants/Permits) 
193	 Land Policies with Federal Agencies 
197	 Personal Property Policy 

198	 National Environmental Policy Act and Related Laws Documentation 

199a. Environmental Regulatory Compliance Records -RCRAICERCLA 
Related Inspection Records/Inactive Waste Assessment. 

199b. Environmental Regulatory Compliance Records - General Inspection 
Logs and Supporting Documentation. 

199c. Environmental Regulatory Compliance Records - Waste Appraisal 
Files 

Paper and Scanned image Permanent 

Temporary 

Paper and Scanned image 
Paper and Scanned image Permanent 

Temporary 
Paper and Scanned image 

Paper and Scanned image Permanent 
Paper and Scanned image Temporary 
Paper and Scanned image Temporary 

Paper and Scanned image Permanent 
Paper and Scanned image Temporary 

Paper and Scanned image Temporary 

Paper and Scanned image Permanent 

Temporary 

Paper and Scanned image 

Paper and Scanned image Temporary 

Paper and Scanned image Temporary 

Paper and Scanned image Temporary 

Paper and Scanned image Temporary 

Paper prior to 2006 after is Permanent 
Electronic 

Temporary 

Paper prior to 2006 after is Elec 
Temporary 

Paper prior to 2006 after is Elec 
Temporary 

Paper prior to 2006 after is Elec 
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199d. Environmental Regulatory Compliance Records - Assessment and 

Corrective Action Documentation. 
200a Environmental Permits/Permitting Documentation - RCRA Parts A & 

B 

200b Environmental Permits/Permitting Documentation - CRA Permit 
Supporting Documentation and Required Monitoring Data. 

200c Environmental Permits/Permitting Documentation - Waste Water 
Discharge, Air Emissions, Pollution Equipment Prevention Permit 
Records/Applications Records. 

200d Environmental PermitslPermitting Documentation - Waste Water 
Discharge Permit Records. 

200e Environmental Permits/Permitting Documentation - Air emission 

records. 
200f Environmental Permits/Permitting Documentation - Pollution 

prevention equipment records, s I and2 

200h Environmental Permits/Permitting Documentation - Permit 
Petitions/Waivers 

20la Environmental Monitoring - Soil and Groundwater 
20Ib(a) Environmental Monitoring - Air Monitoring Records - Radiation 

detection instrument calibration records 

20Ib(b) Environmental Monitoring - Air Monitoring Records - All others 

20Ic Environmental Monitoring - Meteorological Monitoring Records 

20Id Environmental Monitoring - Waste Streams 

20Ie Environmental Monitoring - Sampling and Analysis. 
20lf Environmental Monitoring - Laboratory Sample Processing 

202 Environmental/Waste Monitoring, Identification, Sample and Analysis 

Implementation 

203 Environmental Impact Statement, Environmental Assessment, and 
Categorical Exclusion - Background Documentation only. 

204 National Environmental Policy Act (NEP A) Support Documentation 
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Temporary 

Paper prior to 2006 after is Elec 

Paper prior to 2006 after is Permanent 
Electronic 

Temporary 

Paper prior to 2006 after is Elec 
Temporary 

Paper prior to 2006 after is Elec 
Temporary 

Paper prior to 2006 after is Elec 
Temporary 

Paper prior to 2006 after is Elec 
Temporary 

Paper prior to 2006 after is Elec 
Temporary 

Paper prior to 2006 after is Elec 
Paper prior to 2006 after is Elec Temporary 

Temporary 

Paper prior to 2006 after is Elec 
Paper prior to 2006 after is Elec Temporary 
Paper prior to 2006 after is Elec Temporary 
Paper prior to 2006 after is Elec Temporary 
Paper prior to 2006 after is Elec Temporary 
Paper prior to 2006 after is Elec Temporary 

Temporary 

Paper prior to 2006 after is Elec 
Temporary 

Paper prior to 2006 after is Elec 
Paper prior to 2006 after is Elec Temporary 
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205 

206 

207 

208 

209a 

209b 

210a 

2 lOb 
211 

212 

213 

217 
219 
220a 

220b 

220c 

220d(l) 

Environmental Coordination 
Environmental Reports 

Environmental Administrative Record File 

Radioactive/Hazardous Waste, Chemical Inventories 

Disposal/Cleanup - Procedures governing disposal and cleanup and 
waste disposal characterization records 
Disposal/Cleanup - Waste Disposal Characterizations/Records 
Supporting Documentation 
Safety Analysis Reports (SARs) 
Other Safety Analyses Reports 

Drinking Water and Safe Drinking Water Act 
Public Involvement Records/Post Closure Plans) 

Archaeological Records 

Customer Associations - National 
Occupational Safety Program 

Industrial Hygiene Reports/Hazard assessments - Records Concerning 
Personnel Exposure to Hazardous Concentrations of Toxic Chemicals 
and Other Materials 

Industrial Hygiene Reports/Hazard assessments - Operating plans for 
specific jobs within the scope of the above established Operating 
practices. 
Records and investigations establishing the extent of employee 
exposure to toxic chemicals and materials 

Industrial Hygiene Reports/Hazard assessments - Industrial hygiene log 
sheets recording surveys for industrial hazards other than radiation and 

contamination. Surveys indicating no industrial hazard. 

Paper prior to 2006 after is Elec Temporary 

Paper prior to 2006 after is Elec Temporary 

Paper prior to 2006 after is Elec Temporary 

Paper prior to 2006 after is Elec Temporary 
Paper prior to 2006 after is Permanent 
Electronic 
Paper prior to 2006 after is Permanent 
Electronic 
Paper prior to 2006 after is Elec Temporary 

Paper prior to 2006 after is Elec Temporary 

Paper prior to 2006 after is Elec Temporary 
Paper prior to 2006 after is Permanent 
Electronic 
Paper prior to 2006 after is Permanent 
Electronic 
Paper only Temporary 
Paper only Temporary 

Paper only Permanent 

Temporary 

Paper only 
Temporary 

Paper only 
Temporary 

Paper only 
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220d(2)	 Industrial Hygiene Reports/Hazard assessments - Industrial hygiene log 
sheets recording surveys for industrial hazards other than radiation and 

contamination. Surveys indicating a potential industrial hazard. 

Temporary 

Temporary 

Temporary 
Temporary 

Temporary 

Temporary 
Temporary 

Temporary 

Temporary 

Temporary 

Temporary 

Temporary 
Permanent 

Permanent 

Temporary 

221 Personal Injury 

223 Fatalities 

227b Security System Maintenance 
Files. 

227c Security System Maintenance 
Approval Records. 

227d Security System Maintenance 
227e 

Security System Maintenance 

227a Security System Maintenance 
Documentation. 

Records - System Systems Operations
 

Records - System Open Storage
 

Records - System Activity Journals.
 

Records - System Maintenance Records.
 
Records - System Manufacturers
 

231 a Unclassified Visits and Assignments by Foreign Nationals - For areas 
under maximum security 

231 b Unclassified Visits and Assignments by Foreign Nationals - all other 
areas 

232a Counterintelligence - Threat Files 

232b Counterintelligence - Hazard and Penetration Files 

233a Emergency Management and Planning - Program and policy guides, 
information papers, operational manuals, and documents used as 
guides for determining appropriate DOE action 

Paper only 

Paper only 
Paper only 

Electronic 

Electronic 
Electronic 

Electronic 

Paper only 

Paper only 

Paper only 
Electronic 
Electronic 

Electronic 

233b	 Emergency Management and Planning - Emergency planning reports of Electronic 
operations tests, consisting of consolidated or comprehensive reports 
reflecting Department-wide results of tests conducted under emergency 
plans. 

223d	 Emergency Management and Planning - Procedures and activities 
implementing DOE policy and guides. Paper and Scanned image 
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233c Emergency Management and Planning - Files documenting the 
development of policy, including policy studies 

236 Power Facilities Maintenance Standards 

237 Maintenance Management Information System 

Temporary 

Paper and Scanned image 

Electronic Temporary 

Electronic Temporary 

Electronic Temporary 

Electronic Temporary 

Electronic Temporary 

Electronic Temporary 

Paper only Permanent 
Paper only Temporary 

Paper only Temporary 

Paper only Temporary 

Paper only Temporary 

Electronic Temporary 

Paper and Electronic Temporary 

Electronic Temporary 

Paper only Temporary 

Paper and Scanned image Temporary 

Paper and Scanned image Temporary 

Paper and Scanned image Temporary 

Electronic Temporary 

Electronic Temporary 

Electronic Temporary 

Paper only Temporary 

Paper only Temporary 

Electronic Temporary 

Electronic Temporary 

Electronic Temporary 

Electronic Temporary 

Electronic Temporary 

238 Transmission Line Maintenance Reports 

239 Right-of-Way Maintenance Reports 

240 Microwave and Radio Sites 

241 Substation Equipment and Materials 

242 Engineering Policies and Procedures 

244 Protective Relaying 

245 Engineering Environmental Considerations 

243 Work Orders (Project Data) 
246 Spill Prevention Control and Countermeasure 

247 System Reliability Criteria 

248 Engineering Drawings and Maps 

249 System Analysis Methods 

250 Line Crossings 

251 Operations Policy and Procedures 

252 Standard Switching Orders 

253 Power Dispatcher's Logs 

254 Interruption Reports 

255 Integrated System Log Sheets 

256 Power Operations Reports Data 

257 Regulatory Compliance Records 

258 Operator Certification Records 

259 Supervisory Control and Data Acquisition (SCADA) 
260 SCADA Log Data 

261 SCADA Remote Terminal Units 

262a Voice Recording System - non-incident 
262b Voice Recording System - incident 
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263 Power Marketing Management and Planning Projects 

264 Power Allocation 

265 Requests for Power and Services 

266 Executed Contracts and Correspondence 

267 Contracts Under Negotiation 

268 Contract Administration 

269 Power Marketing Liaison Office 

270 Customer Associations - Regional 
272 Public Relations Correspondence 

273 News Media 

274 Speeches 

275 Biographical Data 

276 Intranet Content 
277 Internet Content 
278 Special Events 

279 Photography 

280 Graphic Arts 

281 Video 

282 Audio 

283 Agency History 

284 External Newsletter 
285 Internal Newsletter 
286 Annual Reports 

287 Power Billing Invoices 

288 Power Accounting Spreadsheets 

289 Inspector General (IG) Audits 

271 Customer Associations - National 

Paper and Scanned image Temporary 

Paper and Scanned image. Permanent 
Paper and Scanned image Permanent 
Paper and Scanned image Permanent 
Paper and Scanned image Temporary 
Paper and Scanned image Permanent 
Paper and Scanned image Temporary 
Paper and Scanned image Temporary 
Paper, also printing of emails Temporary 
Paper and Scanned image Temporary 
Paper prior to 1998, scanned im Temporary 
Paper and Scanned image Permanent 
Electronic Temporary 
Electronic Temporary 
Paper and Scanned image Temporary 
Digital images, Prints, and Scan Temporary 
Electronic Temporary 
Electronic Temporary 
Electronic Temporary 

Paper, scanned images, digital Permanent 
images, photographic prints, 
audio and videl 
Paper and Scanned image Permanent 
Electronic Temporary 

Paper only Permanent 
Paper and Electronic Temporary 

Electronic Temporary 

Paper only Temporary 

Paper and Scanned image Temporary 
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Item Number Record Series Title Media PERM/TEMP 

la Administrator's Schedule of Daily Activities - Records of Electronic Permanent 
High-Level Officials 

3 Delegations of Authority Paper only Temporary 

7 Legal Correspondence Paper only Temporary 

8 Legal Opinions .Paper only Permanent 
9 Federal Legislation Paper only Permanent 
11 Litigation Case Files Paper only Permanent 
12 Claim Case Files Paper only Temporary 

19 Recurring Reports Paper only Temporary 

20 One-Time or General Information (rate related) Paper only Temporary 

21 Rate Related Subject File Paper only Temporary 

22 Report of Rate Related Telephone Calls (w/particular Temporary 

subject) Paper only 

23 Current Rate Filing Status Paper only Temporary 

24 Marketing PMA Primary Statistics (contract related) Paper only Temporary 

25 Rate and Repayment Policies and Procedures Paper only Permanent 
27 DOE Regulations Paper only Temporary 

28 Rate Adjustment Procedures Paper only Temporary 

29 Statutes Paper only Temporary 

30 PURP A Co Generation (Public Utilities Regulatory Temporary 

Policies Act) Paper only 

31 Philosophies (preference, cost basis) Paper only Temporary 

32 Environmental (rate related) Paper only Temporary 

33 Meetings, Conferences, and Committees Paper only Temporary 

34 Interagency Task Force on Interest Rates Paper only Temporary 

35 OMB/Financial Practices Task Group (Operations, Temporary 

Maintenance, and Replacements Costs) Paper only 

36 Temporary 

Operations Maintenance & Replacement Group (OM&R) Paper only 
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37 Rates Subcommittee (SPRA) [Southwestern 
Resources Association] 

38 Special Studies (rate-related case files) 
39 Special Services/Charges 

41 Area Wholesale Electric Rates 

42 Rate/Repayment Reform 

43 Buy-Out Option (Repayment Reform) 
44 Integration of Isolated Projects 

45 Financial Performance Indicators 

46 Financial/Economic Studies 

51 Revenue Distribution 

52 Cost Allocation 

53 Cost Allocation Case Files 

54 Interagency Committee on Cost Allocation 

55 Rates 

56 Rate History 

57 Rate Schedules 

58 Southwestern Rate Orders 

60 Repayment 
61 Interest Rates and Repayment 
62 Operations and Maintenance 

63 Replacements 

64 Amortization 

Power 

65 Purchased Power Accounting Mechanism (PPAM) 
66a Power Accounting Files - Integrated System Log Sheet 

(POOlIMidnight Reports) (6701) 
66c 

Power Accounting Files - Coordinated Bulk Power Supply 
Program Report Energy Information Administration 411) 
and Public Utility Commission of Texas Annual Reports 

Temporary 

Paper only 

Paper only Temporary 

Paper only Temporary 

,Paper only Temporary 

Paper only Temporary 

Paper only Temporary 

Paper only Temporary 

Paper only Temporary 

Paper only Temporary 

Paper only Temporary 

Paper only Temporary 

Paper only Temporary 

Paper only Temporary 

Paper only Temporary 

Paper only Permanent 
Paper only Permanent 
Paper only Permanent 
Paper only Temporary 

Paper only Temporary 

Paper only Temporary 

Paper only Temporary 

Paper only Temporary 

Paper only Temporary 
Temporary 

Paper and Electronic 
Temporary 

Paper and Electronic 
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66b Power Accounting Files - Meter Reading Load Profiles. Paper Only Temporary 

67 Annual Electric Control and Planning Area Report (FERC Temporary 

714) Paper only 

68 Competing Uses Paper only Temporary 

69 Arkansas- White-Red Basins Interagency Coordinating Temporary 

Committee (AWRBIAC) Paper only 

70 Hydroelectric Power Planning - General Paper only Permanent 
71 Hydroelectric Power Planning - Case Files Paper only Permanent 
74 Monthly Reports Electronic Temporary 

75 Weekly Reports Electronic Temporary 

76 Daily Reports Electronic Temporary 

86 Year2000 (Y2K) Paper only Temporary 

98 Financial Management Reports (Internal Reports) Paper and Scanned image Temporary 

99 Federal Agencies Financials Reports (External Reports) Paper and Scanned image Permanent 
100 Accounts Receivable (Customer Invoices) Paper and Scanned image Temporary 

101 Credit Management Paper and Scanned image Temporary 

102 Alternative Financing Paper and Scanned image Temporary 

103 General Ledgers Paper and Scanned image Temporary 

104 Journal Vouchers Paper and Scanned image Temporary 

105 Banking & Purchased Power Deferral Account Activity Paper and Scanned image Temporary 

106 Accruals Paper and Scanned image Temporary 

108 Cost Journals (Pre-approved Batches) Paper and Scanned image Temporary 

109 Plant Accounting Paper and Scanned image Temporary 

110 Work Orders (Projects) Closed Paper and Scanned image Temporary 

111 Cost Analyses Paper and Scanned image Temporary 

112 Cash Management Reports Paper and Scanned image Temporary 

l13a. IRS 1099 Forms to vendors and e-filing with the IRS Paper and Scanned image Temporary 

113b. IRS Tax Exemption and Identification Paper and Scanned image Temporary 

l13c. IRS Tax Exemption Number Paper and Scanned image Temporary 

113d. Tax Exemption Log Paper and Scanned image Temporary 
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114 

115 
116 

118a. 
118b. 

120 
123 

124 

125 

126 
127 
128 
129a(1) 

129a(2) 

129b(1) 
129b(2) 

130a 

131a 

Southwestern Power Administration
 
N 1-387 -09-1
 

Banking E-Systems 

Designations / Point of Contacts 

Intra -Governmerital Payment & Collection System (IPAC) 
- Transaction Backup 

Foreign Travel - Foreign Travel Authorizations 

Foreign Travel - Records related to travel to foreign 
countries for personal reasons. 
Credit Card Program 
Federal Managers Financial Integrity Act Reports & 

Reviews 

Internal Control Reviews 

Inspector General (IG) Investigations (Privacy Act Case 
Files) 
Independent / CPA Audits 

Corps of Engineers (CORPS) Activities 
General Accountability Office (GAO) Audits 

Department Audit Reports Tracking System (DARTS) -
Official copy of OIG files containing information which 
does not result in a formal audit, as well as information 
requiring no action by the OIG. 
Department Audit Reports Tracking System (DARTS) -
All other copies 

Department Audit Reports Tracking System (DARTS) -
Official copy of final audit reports 
Department Audit Reports Tracking System (DARTS) -
All other copies of final audit reports 

Budget Policies and Procedures - Budget Policy Files 

Budget Activity Case Files - Records documenting 
substantive programs 

Electronic 

Paper and Scanned image 

Paper and Scanned image 

Paper and Scanned image 

Paper and Scanned image 
Electronic 

Paper and Scanned image 

Paper and Scanned image 

Paper and Scanned image 
Paper and Scanned image 
Paper and Scanned image 
Paper and Scanned image 

Electronic 

Electronic 
Electronic 

Electronic 
Paper only 

Paper only 

Temporary 

Temporary 

Temporary 

Temporary 
Temporary 

Temporary 
Temporary 

Temporary 
Temporary 

Temporary 
Temporary 
Temporary 
Temporary 

Temporary 

Permanent 

Temporary 

Permanent 
Permanent 
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131b. Budget Activity Case Files - Records that document non- Temporary 
substantive programs. Paper only 

132a Budget Performance - Records documenting substantive Paper only Permanent 
programs 

132b. Budget Performance - Records that document non- Temporary 
substantive programs. Paper only 

133b. Budget Briefings - Records that document non-substantive Temporary 
programs. Paper only 

133a Budget Briefings - Records documenting substantive Paper, also printing of power Permanent 
programs point slides 

134a Administration Initiatives - Records documenting Paper only Permanent 
substantive programs 

134b. Administration Initiatives - Records that document non- Temporary 
substantive programs. Paper only 

135a Alternative Financing Proposals - Records documenting Paper only Permanent 
substantive programs 

135b. Alternative Financing Proposals - Records that document Temporary 
non-substantive programs. Paper only 

136 Historical Budget Profile Paper only Permanent 
137 Special Studies (case file by study title) Paper only Temporary 

138 National Energy Technology Laboratory (NETL) Paper and Scanned image Temporary 

139 Program Analysis Paper and Scanned image Temporary 

142a Corporate Review Budget - Records documenting Paper and Scanned image Permanent 
substantive programs 

142b.	 Corporate Review Budget - Records that document non- Temporary 

substantive programs. Paper and Scanned image 
143a	 OMB Budget and Reports - Records documenting Paper and Scanned image Permanent 

substantive programs 

143b.	 OMB Budget and Reports - Records documenting Temporary 

substantive programs Paper and Scanned image 
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144a Congressional Budget Request and Reports - Records 
documenting substantive programs 

144b. Congressional Budget Request and Reports - Records that 
document non-substantive programs 

145a Budget Briefing Book - Records documenting substantive 
programs 

145b. Budget Briefing Book - Records that document non-
substantive programs 

146a	 Records documenting substantive programs. 
146b. Budget Execution - Records that document non-

substantive programs 
148 Oracle Budget Activity 
149a DOE Allotments - Records documenting substantive 

programs 

149b. DOE Allotments - Records documenting substantive 
programs 

150 Reception and Representation Fund 

151a Reimbursable Authority - Records documenting 
substantive programs 

151b. Reimbursable Authority - Records that document non-
substantive programs 

188 Authorities, Responsibilities, and Certifications 

192 Encroachments (Outgrants/Permits) 
193 Land Policies with Federal Agencies 

197 Personal Property Policy 

198 National Environmental Policy Act and Related Laws 
Documentation 

199a.	 Environmental Regulatory Compliance Records -
RCRA/CERCLA Related Inspection Records/Inactive 
Waste Assessment. 

Paper and Scanned image Permanent 

Temporary 
Paper and Scanned image 
Paper and Scanned image Permanent 

Temporary 
Paper and Scanned image 
Paper and Scanned image Permanent 

Temporary 
Paper and Scanned image 
Paper and Scanned image Temporary 

Paper and Scanned image Permanent 

Temporary 

Paper and Scanned image 

Paper and Scanned image Temporary 

Paper and Scanned image Permanent 

Temporary 

Paper and Scanned image 

Paper and Scanned image Temporary 

Paper and Scanned image Temporary 

Paper and Scanned image Temporary 

Paper and Scanned image Temporary 

Paper prior to 2006 after is Permanent 
Electronic 

Temporary 

Paper prior to 2006 after is Elec 
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199b. Environmental Regulatory Compliance Records - General Temporary 

Inspection Logs and Supporting Documentation. Paper prior to 2006 after is Elec 

199c. Environmental Regulatory Compliance Records - Waste Temporary 

Appraisal Files Paper prior to 2006 after is Elec 

199d. Environmental Regulatory Compliance Records - Temporary 

Assessment and Corrective Action Documentation. Paper prior to 2006 after is Elec 

200a Environmental Permits/Permitting Documentation - Paper prior to 2006 after is Permanent 
RCRA Parts A & B Electronic 

200b Environmental Permits/Permitting Documentation - CRA Temporary 

Permit Supporting Documentation and Required 
Monitoring Data. Paper prior to 2006 after is Elec 

200c Environmental Permits/Permitting Documentation - Waste Temporary 

Water Discharge, Air Emissions, Pollution Equipment 
Prevention Permit Records/Applications Records. Paper prior to 2006 after is Elec 

200d Environmental Permits/Permitting Documentation - Waste Temporary 

Water Discharge Permit Records. Paper prior to 2006 after is Elec 

200e Environmental Permits/Permitting Documentation - Air Temporary 

emission records. Paper prior to 2006 after is Elec 

200f Environmental Permits/Permitting Documentation - Temporary 

Pollution prevention equipment records, s1 and2 Paper prior to 2006 after is Elec 

200h Environmental Permits/Permitting Documentation - Permit Temporary 
Petitions/Waivers Paper prior to 2006 after is Elec 

201a Environmental Monitoring - Soil and Groundwater Paper prior to 2006 after is Elec Temporary 

20Ib(a) Environmental Monitoring - Air Monitoring Records - Temporary 
Radiation detection instrument calibration records Paper prior to 2006 after is Elec 

20Ib(b) Environmental Monitoring - Air Monitoring Records - All Temporary 
others Paper prior to 2006 after is Elec 

20lc Environmental Monitoring - Meteorological Monitoring Temporary 
Records Paper prior to 2006 after is Elec 

201d Environmental Monitoring - Waste Streams Paper prior to 2006 after is Elec Temporary 
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20te Environmental Monitoring - Sampling and Analysis. Paper prior to 2006 after is Elec Temporary 

20 I f Temporary 

Environmental Monitoring - Laboratory Sample Processing Paper prior to 2006 after is Elec 

202 Environmental/Waste Monitoring, Identification, Sample Temporary 
and Analysis Implementation Paper prior to 2006 after is Elec 

203	 Environmental Impact Statement, Environmental Temporary 
Assessment, and Categorical Exclusion - Background 
Documentation only. Paper prior to 2006 after is Elec 

204	 National Environmental Policy Act (NEPA) Support Temporary 
Documentation Paper prior to 2006 after is Elec 

205 Environmental Coordination Paper prior to 2006 after is Elec Temporary 
206 Environmental Reports Paper prior to 2006 after is Elec Temporary 

207 Environmental Administrative Record File Paper prior to 2006 after is Elec Temporary 

208 Radioactive/Hazardous Waste, Chemical Inventories Paper prior to 2006 after is Elec Temporary 

209a Disposal/Cleanup - Procedures governing disposal and Paper prior to 2006 after is Permanent 
cleanup and waste disposal characterization records Electronic 

209b Disposal/Cleanup - Waste Disposal Paper prior to 2006 after is Permanent 
Characterizations/Records Supporting Documentation Electronic 

210a Safety Analysis Reports (SARs) Paper prior to 2006 after is Elec Temporary 
210b Other Safety Analyses Reports Paper prior to 2006 after is Elec Temporary 
211 Drinking Water and Safe Drinking Water Act Paper prior to 2006 after is Elec Temporary 

212 Public Involvement Records/Post Closure Plans) Paper prior to 2006 after is Permanent 
Electronic 

213 Archaeological Records Paper prior to 2006 after is Permanent 
Electronic 

217 Customer Associations - National Paper only Temporary 
219 Occupational Safety Program Paper only Temporary 

220a Industrial Hygiene Reports/Hazard assessments - Records Paper only Permanent 
Concerning Personnel Exposure to Hazardous
 
Concentrations of Toxic Chemicals and Other Materials
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220b 

220c 

220d(1) 

220d(2) 

221 
223 
227b 

227c 

227d 

227e 

227a 

231 a 

231 b 

232a 
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Industrial Hygiene Reports/Hazard assessments -
Operating plans for specific jobs within the scope of the 

above established Operating practices. 
Records and investigations establishing the extent of 
employee exposure to toxic chemicals and materials 

Industrial Hygiene Reports/Hazard assessments - Industrial 
hygiene log sheets recording surveys for industrial hazards 
other than radiation and contamination. Surveys indicating 
no industrial hazard. 
Industrial Hygiene Reports/Hazard assessments - Industrial 
hygiene log sheets recording surveys for industrial hazards 
other than radiation and contamination. Surveys indicating 
a potential industrial hazard. 
Personal Injury 
Fatalities 

Security System Maintenance 
Operations Files. 
Security System Maintenance 
Storage Approval Records. 
Security System Maintenance 
Journals. 
Security System Maintenance 
Maintenance Records. 
Security System Maintenance 

Records - System Systems 

Records - System Open 

Records - System Activity 

Records - System 

Records - System 
Manufacturers Documentation. 
Unclassified Visits and Assignments by Foreign Nationals 
- For areas under maximum security 
Unclassified Visits and Assignments by Foreign Nationals 
- all other areas 

Counterintelligence - Threat Files 

Paper only
 

Paper only
 

Paper only
 

Paper only
 
Paper only
 
Paper only
 

Electronic
 

Electronic
 

Electronic
 

Electronic
 

Paper only
 

Paper only
 

Paper only
 
Electronic
 

Temporary
 

Temporary
 

Temporary
 

Temporary 

Temporary 
Temporary 
Temporary 

Temporary 

Temporary 

Temporary 

Temporary 

Temporary 

Temporary 

Temporary 



Appendix 2: All items appraised 
Southwestern Power Administration 

N 1-387 -09-1 

232b	 Counterintelligence - Hazard and Penetration Files Electronic Temporary 
233a	 Emergency Management and Planning - Program and Electronic Permanent 

policy guides, information papers, operational manuals, 
and documents used as guides for determining appropriate 
DOE action 

233b	 Emergency Management and Planning - Emergency Electronic Permanent 
planning reports of operations tests, consisting of 
consolidated or comprehensive reports reflecting 
Department-wide results of tests conducted under 
emergency plans. 

223d	 Emergency Management and Planning - Procedures and Temporary 

activities implementing DOE policy and guides. Paper and Scanned image 

233c	 Emergency Management and Planning - Files Temporary 

documenting the development of policy, including policy 
studies Paper and Scanned image 

236 Power Facilities Maintenance Standards Electronic Temporary 

237 Maintenance Management Information System Electronic Temporary 

238 Transmission Line Maintenance Reports Electronic Temporary 

239 Right-of-Way Maintenance Reports Electronic Temporary 

240 Microwave and Radio Sites Electronic Temporary 

241 Substation Equipment and Materials Electronic Temporary 

244 Protective Relaying Paper only Temporary 

245 Engineering Environmental Considerations Paper only Temporary 

243 Work Orders (Project Data) Paper only Temporary 

246 Spill Prevention Control and Countermeasure (SPCC) Temporary 

Records Paper only 

247 System Reliability Criteria Electronic Temporary 

248 Engineering Drawings and Maps Paper and Electronic Temporary 

249 System Analysis Methods Electronic Temporary 

250 Line Crossings Paper only Temporary 
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Southwestern Power Administration 

N1-387-09-1 

251 Operations Policy and Procedures Paper and Scanned image Temporary 

252 Standard Switching Orders Paper and Scanned image Temporary 

253 Power Dispatcher's Logs Paper and Scanned image Temporary 

254 Interruption Reports Electronic Temporary 

255 Integrated System Log Sheets Electronic Temporary 

256 Power Operations Reports Data Electronic Temporary 

257 Regulatory Compliance Records Paper only Temporary 

258 Operator Certification Records Paper only Temporary 

259 Supervisory Control and Data Acquisition (SCADA) Electronic Temporary 

260 SCADA Log Data Electronic Temporary 

261 SCADA Remote Terminal Units Electronic Temporary 

262a Voice Recording System - non-incident Electronic Temporary 

262b Voice Recording System - incident Electronic Temporary 

263 Power Marketing Management and Planning Projects Paper and Scanned image Temporary 

267 Contracts Under Negotiation Paper and Scanned image Temporary 

269 Power Marketing Liaison Office Paper and Scanned image Temporary 

270 Customer Associations - Regional Paper and Scanned image Temporary 

271 Customer Associations - National Paper and Scanned image Temporary 

272 Public Relations Correspondence Paper, also printing of emails Temporary 

273 News Media Paper and Scanned image Temporary 

274 Speeches Paper prior to 1998, scanned im Temporary 

275 Biographical Data Paper and Scanned image Permanent 
276 Intranet Content Electronic Temporary 

277 Internet Content Electronic Temporary 

278 Special Events Paper and Scanned image Temporary 

279 Photography Digital images, Prints, and Scan Temporary 

280 Graphic Arts Electronic Temporary 

281 Video Electronic Temporary 

282 Audio Electronic Temporary 

285 Internal Newsletter Electronic Temporary 
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Southwestern Power Administration 

N1-387-09-1 

287 Power Billing Invoices Paper and Electronic Temporary 

288 Power Accounting Spreadsheets Electronic Temporary 

289 Inspector General (IG) Audits Paper only Temporary 
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Appendix 3: Previously Approved PERM Items, unchanged 
Southwestern Power Administration 

N1-387-09-1 
PERM/TEMP Change 

Permanent no 

Permanent no 

Permanent no 
Permanent no 

Permanent no 

Permanent no 

Permanent no 
Permanent no 

Permanent no 

Permanent no 

Permanent no 

Permanent no 

Permanent no 

Permanent no 

Permanent 

no 

Permanent no 

Permanent no 

Item Record Series Title 

2 Agency Mission, Vision, Strategic and Objective Plans 

13 General Proceedings Regulatory Commissions 

26 Delegation Orders 
40 Rate Adjustment Threshold 

48 Rate and Repayment Case Files 

49 Power Repayment Study and Rate Proposal (bound) 
50 Rate Proposal Backup Material 
57 Rate Schedules 

58 Southwestern Rate Orders 
242 Engineering Policies and Procedures 

264 Power Allocation 

265 Requests for Power and Services 

266 Executed Contracts and Correspondence 

268 Contract Administration 

283 Agency History 

284 External Newsletter 
286 Annual Reports 

Media 
Paper and Scanned image 

Paper only 
Paper only 
Paper only 

Paper only 

Paper only 
Paper only 
Paper only 
Paper only 
Paper only 
Paper and Scanned image 
Paper and Scanned image 
Paper and Scanned image 
Paper and Scanned image 
Paper, scanned images, digital 
images, photographic prints, 
audio and videl 
Paper and Scanned image 

Paper only 

1 of 1 



Appendix 4: Previously Approved TEMP Items, unchanged 
Southwestern Power Administration 

N1-387-09-1 

Item Record Series Title 

3 Delegations of Authority 

34 Interagency Task Force on Interest Rates 

35 OMBlFinancial Practices Task Group (Operations, Maintenance, and 
Replacements Costs) 

38 Special Studies (rate-related case files) 
39 Special Services/Charges 

44 Integration of Isolated Projects 

53 Cost Allocation Case Files 

60 Repayment 
61 Interest Rates and Repayment 
62 Operations and Maintenance 

63 Replacements 

64 Amortization 

137 Special Studies (case file by study title) 
139 Program Analysis 

188 Authorities, Responsibilities, and Certifications 

192 Encroachments (Outgrants/Permits) 
238 Transmission Line Maintenance Reports 

239 Right-of-Way Maintenance Reports 

243 Work Orders (Project Data) 
244 Protective Relaying 

247 System Reliability Criteria 

248 Engineering Drawings and Maps 

249 System Analysis Methods 

250 Line Crossings 

252 Standard Switching Orders 

253 Power Dispatcher's Logs 

254 Interruption Reports 

255 Integrated System Log Sheets 

1 of 2 

Media 
Paper only 

Paper only 

Paper only 

Paper only 
Paper only 
Paper only 
Paper only 
Paper only 
Paper only 
Paper only 
Paper only 

Paper only 
Paper only 
Paper and Scanned image 
Paper and Scanned image 
Paper and Scanned image 

Electronic 
Electronic 
Paper only 

Paper only 
Electronic 
Paper and Electronic 

Electronic 
Paper only 
Paper and Scanned image 
Paper and Scanned image 
Electronic 
Electronic 

PERMITEMP Change 

Temporary no 

Temporary no 

Temporary 
no 

Temporary no 

Temporary no 
Temporary no 
Temporary no 

Temporary no 

Temporary no 

Temporary no 

Temporary no 

Temporary no 

Temporary no 

Temporary no 

Temporary no 

Temporary no 

Temporary no 

Temporary no 

Temporary no 

Temporary no 

Temporary no 

Temporary no 

Temporary no 

Temporary no 

Temporary no 

Temporary no 

Temporary no 

Temporary no 



Appendix 4: Previously Approved TEMP Items, unchanged 
Southwestern Power Administration 

N1-387-09-1 

270 Customer Associations - Regional Paper and Scanned image Temporary no 

271 Customer Associations - National Paper and Scanned image Temporary no 

272 Public Relations Correspondence Paper, also printing of emails Temporary no 

273 News Media Paper and Scanned image Temporary no 

278 Special Events Paper and Scanned image Temporary no 

279 Photography Digital images, Prints, and Scan Temporary no 

280 Graphic Arts Electronic Temporary no 

285 Internal Newsletter Electronic Temporary no 

287 Power Billing Invoices Paper and Electronic Temporary no 

288 Power Accounting Spreadsheets Electronic Temporary no 
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Southwestern Power Administration
 

N1-387-09-1
 

Item # Record Series Title Media PERMITEMP Format 
la Administrator's Schedule of Daily Activities - Electronic Permanent Created using standard office suite 

Records of High-Level Officials COTS, maybe saved as PDF or retained 
in native format, stored in Documentum 

System 

2 Agency Mission, Vision, Strategic and Paper and Permanent Exists in paper and scanned to PDF, 
Objective Plans Scanned image stored in Documentum System 

8 Legal Opinions Paper only Permanent Printed 

9 Federal Legislation Paper only Permanent Printed 

11 Litigation Case Files Paper only Permanent Printed 

13 General Proceedings Regulatory Commissions Paper only Permanent Printed 

25 Rate and Repayment Policies and Procedures Paper only Permanent Printed 

26 Delegation Orders Paper only Permanent Printed 

40 Rate Adjustment Threshold Paper only Permanent Printed 

48 Rate and Repayment Case Files Paper only Permanent Printed 

49 Power Repayment Study and Rate Proposal Paper only Permanent Printed 

(bound) 
50 Rate Proposal Backup Material Paper only Permanent Printed 

56 Rate History Paper only Permanent Printed 

57 Rate Schedules Paper only Permanent Printed 

58 Southwestern Rate Orders Paper only Permanent Printed 

70 Hydroelectric Power Planning - General Paper only Permanent Printed 

71 Hydroelectric Power Planning - Case Files Paper only Permanent Printed 

72 Hydroelectric Power Operations Paper only Permanent Printed 

73 Operational Projects - Case Files Paper only Permanent Printed 

99 Federal Agencies Financials Reports (External Paper and Permanent Exists in paper and scanned to PDF, 
Reports) Scanned image stored in Documentum System 
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Southwestern Power Administration 

N1-387-09-1 

Department Audit Reports Tracking System Electronic Permanent Created using standard office suite 
(DARTS) - Official copy of final audit reports COTS, maybe saved as PDF or retained 

in native format, stored in Documentum 
129b(l) System 
130a Budget Policies and Procedures - Budget Paper only Permanent Printed 

Policy Files 
13la Budget Activity Case Files - Records Paper only Permanent Printed 

documenting substantive programs 
132a Budget Performance - Records documenting Paper only Permanent Printed 

substantive programs 
133a Budget Briefings - Records documenting Paper, also Permanent 

substantive programs printing of 
power point 
slides 

134a Administration Initiatives - Records Paper only Permanent Printed 
documenting substantive programs 

135a Alternative Financing Proposals - Records Paper only Permanent Printed 
documenting substantive programs 

136 Historical Budget Profile Paper only Permanent Printed 
142a Corporate Review Budget - Records Paper and Permanent Exists in paper and scanned to PDF, 

documenting substantive programs Scanned image stored in Documentum System 

143a OMB Budget and Reports - Records Paper and Permanent Exists in paper and scanned to PDF, 
documenting substantive programs Scanned image stored in Documentum System 

144a Congressional Budget Request and Reports - Paper and Permanent Exists in paper and scanned to PDF, 
Records documenting substantive programs Scanned image stored in Documentum System 

145a Budget Briefing Book - Records documenting Paper and Permanent Exists in paper and scanned to PDF, 
substantive programs Scanned image stored in Documentum System 

146a Records documenting substantive programs. Paper and Permanent Exists in paper and scanned to PDF, 
Scanned image stored in Documentum System 
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Southwestern Power Administration 

N1-387 -09-1 

149a	 DOE Allotments - Records documenting Paper and Permanent 
substantive programs 

151a Reimbursable Authority 

documenting substantive 

198 National Environmental 
Laws Documentation 

Scanned image 

- Records Paper and Permanent 
programs Scanned image 

Policy Act and Related Paper prior to Permanent 

200a	 Environmental Permits/Permitting 

Documentation - RCRA Parts A & B 

209a	 Disposal/Cleanup - Procedures governing 
disposal and cleanup and waste disposal 
characterization records 

209b	 Disposal/Cleanup - Waste Disposal 
Characterizations/Records Supporting 
Documentation 

212	 Public Involvement Records/Post Closure 
Plans) 

2006 after is 
Electronic 

Paper prior to Permanent 
2006 after is 
Electronic 

Paper prior to Permanent 
2006 after is 
Electronic 

Paper prior to Permanent 
2006 after is 
Electronic 

Paper prior to Permanent 
2006 after is 
Electronic 

Exists in paper and scanned to PDF, 
stored in Documentum System 

Exists in paper and scanned to PDF, 
stored in Documentum System 

No longer printed after 2006. Created 
using standard office suite COTS, maybe 
saved as PDF or retained in native 
format, stored in Documentum System 

Paper only 

No longer printed after 2006. Created 
using standard office suite COTS, maybe 
saved as PDF or retained in native 
format, stored in Documentum System 

No longer printed after 2006. Created 
using standard office suite COTS, maybe 
saved as PDF or retained in native 
format, stored in Documentum System 

No longer printed after 2006. Created 
using standard office suite COTS, maybe 
saved as PDF or retained in native 
format, stored in Documentum System 
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Appendix	 5: Permanent Records 
Southwestern Power Administration 

N1-387-09-1 
213 Archaeological Records	 Paper prior to Permanent 

2006 after is 

Electronic 

220a	 Industrial Hygiene Reports/Hazard assessments Paper only Permanent 
- Records Concerning Personnel Exposure to 
Hazardous Concentrations of Toxic Chemicals 
and Other Materials 

233b	 Emergency Management and Planning - Electronic Permanent 
Emergency planning reports of operations tests, 
consisting of consolidated or comprehensive 
reports reflecting Department-wide results of 
tests conducted under emergency plans. 

233a	 Emergency Management and Planning - Electronic Permanent 
Program and policy guides, information papers, 
operational manuals, and documents used as 
guides for determining appropriate DOE action 

242 Engineering Policies and Procedures Paper only Permanent 
264 Power Allocation Paper and Permanent 

Scanned image 
265 Requests for Power and Services Paper and Permanent 

Scanned image 
266 Executed Contracts and Correspondence Paper and Permanent 

Scanned image 
268 Contract Administration Paper and Permanent 

Scanned image 

No longer printed after 2006. Created 
using standard office suite COTS, maybe 

saved as POP or retained in native 

format, stored in Documentum System 

Printed 

Created using standard office suite 
COTS, maybe saved as PDF or retained 

in native format, stored in Documentum 

System 

Created using standard office suite 
COTS, maybe saved as PDF or retained 
in native format, stored in Documentum 

System 

Printed 
Exists in paper and scanned to PDF, 
stored in Documentum System 
Exists in paper and scanned to PDF, 
stored in Documentum System 
Exists in paper and scanned to PDF, 
stored in Documentum System 
Exists in paper and scanned to PDF, 
stored in Documentum System 
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Southwestern Power Administration 

N1-387-09-1 
275 Biographical Data	 Paper and Perrnanent Exists in paper and scanned to PDF, 

Scanned image stored in Documentum System 

283 Agency History	 Paper, scanned Permanent 
images, digital 
images, 
photographic 
prints, audio and 
videl 

284 External Newsletter Permanent Exists in paper and scanned to PDF, 
Paper and Scanne stored in Documentum System 

286 Annual Reports Paper only Permanent Printed 
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Appendix	 6: Permanent E-Records 
Southwestern Power Administration 

Item Record Series Title 

la 

2 

Administrator's Schedule of Daily Activities-
Records of High-Level Officials 

Agency Mission, Vision, Strategic and Objective 
Plans 

99 Federal Agencies Financials Reports (External 
Reports) 

129b(1) Department Audit Reports Tracking System 
(DARTS) - Official copy of final audit reports 

142a	 Corporate Review Budget - Records documenting 
substantive programs 

143a	 OMB Budget and Reports - Records documenting 
substantive programs 

144a	 Congressional Budget Request and Reports -
Records documenting substantive programs 

145a	 Budget Briefing Book - Records documenting 
substantive programs 

146a	 Records documenting substantive programs. 

N 1-387 -09-1 
Media 

Electronic 

Paper and Scanned 
image 

Paper and Scanned 
image 

Electronic 

Paper and Scanned 
image 

Paper and Scanned 
image 

Paper and Scanned 
Image 

Paper and Scanned 
image 

Paper and Scanned 
Image 

Permanent 

Permanent 

Permanent 

Permanent 

Permanent 

Permanent 

Permanent 

Permanent 

Permanent 

Exists in paper and scanned to PDF, stored 
in Documentum System 

Exists in paper and scanned to PDF, stored 
in Documentum System 

Created using standard office suite COTS, 
maybe saved as PDF or retained in native 
format, stored in Documentum System 
Created using standard office suite COTS, 
maybe saved as PDF or retained in native 
format, stored in Documentum System 

Created using standard office suite COTS, 
maybe saved as PDF or retained in native 
format, stored in Documentum System 

Created using standard office suite COTS, 
maybe saved as PDF or retained in native 
format, stored in Documentum System 

No longer printed after 2006. Created using 
standard office suite COTS, maybe saved as 
PDF or retained in native format, stored in 
Documentum System 

No longer printed after 2006. Created using 
standard office suite COTS, maybe saved as 
PDF or retained in native format, stored in 

Documentum System 

No longer printed after 2006. Created using 
standard office suite COTS, maybe saved as 

PDF or retained in native format, stored in 
Documentum System 
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Southwestern Power Administration 

N 1-387 -09-1 

149a	 DOE Allotments - Records documenting substantive Paper and Scanned Pernnanent No longer printed after 2006. Created using 
programs lnnage	 standard office suite COTS, nnaybe saved as 

PDF or retained in native fornnat, stored in 

Docunnentum System 

l5la	 Reinnbursable Authority - Records docunnenting Paper and Scanned Pernnanent No longer printed after 2006. Created using 
substantive programs image	 standard office suite COTS, maybe saved as 

PDF or retained in native fornnat, stored in 
Docunnentunn System 

198	 National Environnnental Policy Act and Related Laws Paper prior to 2006 
Docunnentation after is Electronic 

209a	 Disposal/Cleanup - Procedures governing disposal Paper prior to 2006 Pernnanent 
and cleanup and waste disposal characterization after is Electronic 
records 

209b	 Disposal/Cleanup - Waste Disposal Paper prior to 2006 Pernnanent Exists in paper and scanned to PDF, stored 
Characterizations/Records Supporting after is Electronic in Docunnentunn System 
Docunnentation 

212 Public Involvennent RecordslPost Closure Plans)	 Paper prior to 2006 Pernnanent Exists in paper and scanned to PDF, stored 
after is Electronic in Docunnentunn System 

213 Archaeological Records	 Paper prior to 2006 Pernnanent Exists in paper and scanned to PDF, stored 
after is Electronic in Docunnentunn System 

233b	 Emergency Management and Planning - Emergency Electronic Pernnanent Exists in paper and scanned to PDF, stored 
planning reports of operations tests, consisting of in Docunnentunn System 
consolidated or comprehensive reports reflecting 
Department-wide results of tests conducted under 
emergency plans. 
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N1-387-09-1
 

233a	 Emergency Management and Planning - Program and Electronic Penn anent Exists in paper and scanned to PDF, stored 
policy guides, information papers, operational in Documentum System 
manuals, and documents used as guides for 
determining appropriate DOE action 

264 Power Allocation Paper and Scanned Permanent Exists in paper and scanned to PDF, stored 
image in Documentum System 

265 Requests for Power and Services Paper and Scanned Permanent Exists in paper and scanned to PDF, stored 
image in Documentum System 

266 Executed Contracts and Correspondence Paper and Scanned Permanent Exists in paper and scanned to PDF, stored 
image in Documentum System 

268 Contract Administration Paper and Scanned Permanent Exists in paper and scanned to PDF, stored 
image in Documentum System 

275 Biographical Data Paper and Scanned Permanent Exists in paper and scanned to PDF, stored 
image in Documentum System 

283 Agency History	 Paper, scanned Permanent Exists in paper and scanned to PDF, stored 
images, digital in Documentum System 
images, 
photographic 
prints, audio and 
video 

284 External Newsletter	 Paper and Scanned Permanent Exists in paper and scanned to PDF, stored 
Image in Documentum System 
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Southwestern Power Administration 
e-Systems 

9/3/2008 
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SWPA
 

SWPA
 

SWPA 

SWPA 

SWPA 

SWPA 

SWPA 

SWPA 

SWPA 

SWPA 

SWPA 

SWPA 

SWPA 

SWPA 

GSS Enclave
 

GSS Enclave
 

GSS Enclave 

GSS Enclave 

GSS Enclave 

GSS Enclave 

GSS Enclave 

GSS Enclave 

GSS Enclave 

GSS Enclave 

GSS Enclave 

GSS Enclave 

GSS Enclave 

GSS Enclave 

SCADA 

Code 

Data Gateway (DNP3) Master Source 

DNP 

Provides 

Protocol 
Information on Digital Network 

communications for SCADA 

Symantec Backup Exec 

Exchange Server 

Symantec Backup Exec 

Numara Track-It 

Powerworld Simulator 

12.0 for Microsoft 

SQl Agent 

Backup program for MS Exchange 

Backup program for MS SQl 

Helpdesk software for IT 

High-voltage power system simulation 

analysis package 

and 

SWPA Drawing Information System 

SWPALAND 

SWPA Power Repayment Optimization 

System 

SWPA Power Resource Simulation Model 

PROS 

PRSM 

Provides Information on AutoCAD drawings. 
Custom application to track land ownership 

for SWPA rlght-of-ways. 
Custom application that's used to pay 

Investments, operating costs, and Interest 
over a 50 year period. 
A simulation model that can explore 

alternative power scenarios. 

SWPA Cascade MMIS Cascade 

Asset management software used for 
tracking, planning, scheduling, reporting 

and managing the maintenance and IIfecycle 

of substation equipment.. 

Enoserv Relay 

SWPAEDMS 

Test System RTS 

ENOSERV Is a relay testing system to 

streamline processes through true 

automation for relay testing, reporting, and 

warehousing of all relay records. 
SWPA's electronic document management 
system. 

Oracle Federal Flnanclals (FMS) SWPA's financial management system. 

Power System Simulator I Engineers 

This Is a package of programs for the study 

of the power system transmission network 

and generation performance In both steady-
state and dynamic conditions. PSS/E 

handles power flow, fault analysis (balanced 

and unbalanced), network equivalent 
constructlo 

Operational
 

Operational
 

Operational 

Operational 

Operational 

Operational 

Operational 

Operational 

Operational 

Operational 

Operational 

Operational 

Operational 

Operational 

Production
 

Production
 

Production 

Production 

Production 

Production 

Production 

Production 

Production 

Production 

Production 

Production 

Production 

Production 

259 Temp 

87 GRS 
87 GRS 
81 GRS 

259 Temp 

248 Temp 

194 GRS 

55 Temp 

55 Temp 

237 Temp 

259 Temp 

91 GRS 

93 GRS 

259 Temp 
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SCADA Is used to monHor and control the 

SWPA Supervisory 

Data Acquisition 

Control and SWPA Supervisory Control 
Acquisition (SCADA) 

and Data power 
power 

generation process and electrical 
transmission and distribution. Operational Production 259 Temp 

Custom application that uses energy 

accounting data to generate power billing 

SWPA Supervisory Control and Invoices for all our power contract 
Data Acquisition SWPA Power Billing Invoice PBI customers receiving federal power. Operational Production 66 Temp 

SWPA Supervisory 

Data Acquisition 

Control and 

SWPAXISA ISA 

Custom application that provides a graphical 
user Interface for the SCADA system. Operational Production 66 Temp 

SWPA Supervisory 

Data Acquisition 

SWPA Supervisory 

Data Acquisition 

Control 

Control 

and 

and 

SWPA Dispatcher 

Hron MV90 

Tool Box DTB 

MV90 

An application/database that organizes 

energy accounting data for dispatcher and 

power scheduler use and manages changes 

to the data for archival purposes. 
Meter reading software. SWPA Pervasive 

2000 

Operational 

Operational 

Production 

Production 

253 Temp 

66 Temp 
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Appendix 8: Volume Southwestern Power Administration 

N 1-387 -09-1 

Southwestern Power Administration 
Volume of Records 

01/20/09 

Current 
Volume on 

Hand (# of Annual Accumulation 

Record Owner SF 115 Item No. ICS Code Record Series boxes & files) (in inches) 
Administrator's Schedule of Daily 

Administrator 1 1000 Activities unknown 
Agency Mission, Vision, Strategic and 

2 1020 Objective Plans 8 files No new since 1994 

General Counsel 8 2010 Legal Opinions unknown 
9 2020 Legislation unknown 
11 2040 Litigation Case Files 9 files No new since 2005 

General Proceedings Regulatory 

13 2082 Commissions unknown 
Federal Agencies Financials Reports 

Finance 99 2190 (External Reports) 10 files 
Department Audit Reports Tracking 

129 2345 System (DARTS) unknown 

Public Affairs 275 1213 Biographical Data unknown 

283 1460 Agency History 6 Boxes- 5 file 

284 1470 External Newsletter 1 file No new since 1985 

286 1473 Annual Report unknown 

Facilities Security 233 0150 Emergency Management and Planning 1 box 5 inches per year 
Budget 130 5101 Budget Policies & Procedures 11/2 boxes 

131 5102 Budget Activity 1/2 box 

132 5103 Performance 1 box 
133 5104 Budget Briefings 1/2 box 
134 5105 Administration Initiatives 1 box 

7 documents 
for past 5 yrs 
(not even 1/2 

135 5106 Alternative Financing Proposals inch) 
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No documents 
136 5107 Historical Budget Profile for past 5 yrs 

1 1/2 boxes 

142 5153 Corporate Review Budget plus 8 files 

143 5154 OMB Budget and Reports 7 boxes 
Congressional Budget Request and 

144 5155 Reports 3 boxes 

145 5156 Budget Briefing Book 1/4 box 

146 5160 Budget Execution 31/4 boxes 

149 5163 DOE Allotments 21/2 boxes 

151 5166 Reimbursable Authority 1 file 

National Environmental Policy Act and 

Environmental 198 5401 Related Laws scanned documents 
Environmental Permits/Permitting 

200 5403 Documentation scanned documents 
209 5411 DisposaVCleanup scanned documents 

212 5415 Public Involvement scanned documents 
213 5416 Archaeological Records scanned documents 

Safety and Health 220 5426 Industrial Hygiene 

Engineering 242 6400 Engineering Policies and Procedures 2 boxes 

."ustomer Service 264 6520 Power Allocation 3 boxes No new since 2005 
1/2 box (8 

265 6530 Requests for Power and Services files) 1 inch per year 
24 full shelves 

Executed Contracts and full, 42 boxes 

266 6541 Correspondence ? approx 5 inches 

268 6543 Contract Administration 2 boxes approx 2 inches 
Rate and Repayment Policies and 

ources and Rates 25 6610 Procedures unknown 

2 files approx. 
26 6611 Delegation Orders 2 inches no new since 2000 

2 files approx. 
40 6632 Rate Adjustment Threshold 2 inches no new since 1987 

Page 2 of3 



Appendix 8: Volume Southwestern Power Administration 
N1-387-09-1 

7 boxes - 4 
48 6640 Rate and Repayment Case Files files 1 inch per year 

Power Repayment Study and Rate 

49 6650 Proposal 1 box no new since 2005 

50 6651 Rate Proposal Backup Material 1 box no new since 2005 
3 files, 2 1/4 

56 6681 Rate History boxes no new since 2005 
10 files, 1/4 

57 6682 Rate Schedules box no new since 1994 

58 6683 Southwestern Rate Orders unknown 

70 6810 Hydroelectric Power Planning - General 2 boxes 1/4 box per year 
Hydroelectric Power Planning - Case 

71 6811 Files 16 boxes no new since 2005 

72 6820 Hydroelectric Power Operations 2 boxes no new since 2000 
73 6821 Operational Projects - Case Files 8 boxes 1 inch per year 

• 
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