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121.0.  PURPOSE:
This manual chapter establishes the Bonneville Power Administration’s (BPA) policy, procedures and responsibilities for creating, publishing and retaining BPA Records of Decision (ROD).

121.1  DEFINITION:
A.  A ROD is a public document that documents and explains the legal basis, and the policy and technical reasons for the Administrator’s decision.  A ROD is often issued following a BPA public comment period or following a formal rate setting proceeding.  When such a comment period or rate proceeding occurs, the ROD should summarize the public comments, if any, and describe how the comments were considered in the decision.  A ROD is typically not issued for day-to-day or routine decisions.
B.  A Comment Period is the length of time that the public and BPA’s interested parties and stakeholders have to provide their suggestions, ideas and/or comments on a proposed decision or action.
121.2.  POLICY:
RODs are signed by the BPA Administrator/Chief Executive Officer (CEO) and made available to the public.  RODs are also published to BPA’s external web page at: www.bpa.gov/corporate/pubs/rods/
121.3  RESPONSIBILITIES:
A.  Originating Office:  There are a variety of factors that are considered in determining whether a ROD is required, including, but not limited to, policy, and legal needs or requirements.  Consequently, prior to initiating a ROD, consultation with the Office of General Counsel is necessary to determine the requirement for a ROD.  After consultation with the Office of General Counsel, the Originating Office is responsible for writing a BPA ROD consistent with their areas of responsibility and in conjunction with appropriate Agency support and review.
Once a final ROD is drafted, the originating office completes and attaches a BPA Form 1325.68e, "Transmittal for Administrator/CEO's Action" (TAC)  to the ROD indicating the required reviewing officials. 
The Originating Office also documents the status and where abouts of the ROD throughout the TAC and public vetting processes and follows up on any unusual delays. 
After the BPA Administrator/CEO signs the ROD, the Correspondence Officer returns the ROD to the Originating Office who is responsible to upload the electronic ROD to the BPA Electronic Record Management System (ERMS).  The Originating Office is responsible for ensuring the paper and/or electronic ROD document(s) are retained as official records and filed using approved record schedules in accordance with the BPA Records Manual and their Organization File Outline.

B.  Point of Contact:  The originating office will designate a BPA point of contact for each ROD.  Point of contact information is included following the “conclusion” section of the ROD and listed separately in the table of contents.  Contact information is defined as the name of the point of contact, organization, title and telephone and email address.

C.  Reviewing Officials:  All Reviewing Officials identified on the TAC must have reviewed the ROD and signed off on the TAC before the ROD is transmitted by the BPA Correspondence Officer to the Administrator/CEO for review and signature.
D.  BPA Correspondence Officer:  The BPA Correspondence Officer logs the TAC and forwards the ROD and TAC to the BPA Administrator/CEO for review and signature.  Once signed, the ROD is returned to the BPA Correspondence Officer to log the TAC as completed.  The BPA Correspondence Officer will ensure that each ROD lists a point of contact as defined in section A above including the point of contacts’ name, organization, title and telephone and email address.

The Correspondence Officer retains a written and an electronic copy of the ROD for public release and notifies the originating organization that the ROD is signed and returns the TAC and signed ROD to the originating organization to retain in accordance with their organization file plan.
Within three business days after the ROD is signed, the BPA Correspondence Officer completes an external web content request and attaches an electronic copy of the signed ROD, with an electronic signature (in the format: /s/ First M. Last       Month, day, year) for posting to BPA’s external web page.  The request and electronic copy are submitted to the BPA Help Desk.
The BPA Help Desk will create a Customer Relationship Management (CRM) ticket within one business day for the appropriate Information Technology (IT) Application Team to act upon. IT Applications will post the ROD to BPA’s external web page, 3 business days after the CRM ticket’s creation.  Once the ROD is posted to the external website, IT Applications notifies the Correspondence Officer that the ROD has been posted.  The BPA Correspondence Officer logs the date the ROD was  posted to the external web page after visually verifying the ROD has been posted to the external web page.
The BPA Correspondence Officer provides an electronic copy of the signed ROD to the BPA Journal Editor and Policy Writing Manager for publication to the BPA Journal and to the Chief Public Affairs Officer.  The BPA Correspondence Officer provides both paper and electronic copies of the signed ROD to the BPA Library and Public Information Office to have available for the public.
E.  BPA Administrator/CEO:  The Administrator/CEO reviews and signs the ROD.
F.  Information Technology:   IT Business Applications receives the external web content request form along with an electronic copy of the ROD for posting to the RODs section of BPA’s external web page. IT Business Applications posts the ROD to the external web site and notifies the BPA Correspondence Officer that the posting is completed. 
G. BPA Library and Public Information Office:  BPA Library and Public Information Office catalogues the ROD and makes it available in their permanent collection to the public.

H.  Agency Compliance and Governance:   Agency Compliance and Governance monitors compliance with these procedures to assure that all RODs listed in the TAC log maintained by the BPA Correspondence Officer, BPA external web site, BPA Journal, and Library and Public Information Office records are available and consistent across all functions.
121.4. REFERENCES
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