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1122.1  PURPOSE:  This chapter authorizes the BPA Records Management program and authorizes the BPA Records Manual which contains detailed guidance relating to records management policies and procedures, and applies to all BPA employees and contractor personnel who create, receive, and maintain recorded information.

1122.2  DEFINITIONS:  See the BPA Records Manual, Part 200, for definitions.

1122.3  POLICY:  BPA will conduct an effective and efficient records management program ensuring that the right recorded information is available in the right format, when needed, and at the right cost.

1122.4  RESPONSIBILITIES
A. The BPA Records Officer and staff are responsible for:

1. Providing analysis, training, consultation, and assistance BPA-wide on records management policies and practices;

2. Developing, overseeing, and implementing records management policies, guidelines, and records series;

3. Publishing, maintaining, and distributing the BPA Records Manual (paper and electronic);

4. Acting as liaison with the Department of Energy (DOE), the National Archives and Records Administration (NARA), the Association of Records Managers and Administrators (ARMA), and other Federal agencies;

5. Receiving, tracking, and providing a secure, climate controlled environment for inactive records.  Inactive records are stored in facilities where they are identified, located and retrieved easily;

6. Retrieving records from storage upon request by the Office of Record.

7. Disposing of records in storage at the end of specified retention periods with the approval of the owning organization; and

8. Transferring records, according to an approved retention schedule, to NARA for permanent retention as archival data.

B.
BPA managers and supervisors are responsible for ensuring that records management policies are understood and implemented by their organizations.

B. BPA authors and recipients of correspondence, reports, and other data are responsible for determining which ones constitute official records and for incorporating these records into an official recordkeeping system at BPA.
D.  The Office of Record for a record series is that office which, by definition of its mission and function, has primary responsibility for the maintenance and retention of official record copies.

1122.5  PROCEDURES:  Records management procedures are contained in the BPA Records Manual, which is available electronically and in hardcopy.  The BPA Records Manual may be accessed from BPA’s Internal Home Page.  Information is also available from the Records Management staff.

1122.6  REFERENCE:

C.  Title 36, Code of Federal Regulations (CFR), Chapter XII, Subchapter B.

B.  44 United States Code (USC), Section 2904, 3101, and 3102.
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