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100.1  SCOPE.
The BPA Records Manual is prepared by Records Management to provide information for day-to-day document filing functions and familiarity with records management procedures that affect Bonneville’s recordkeeping. The manual is a supplement to Chapter 1122 of the BPA Manual.

100.2  GENERAL ORGANIZATION.
The BPA Records Manual is divided into 10 Parts:



 100

Manual Organization



 200

Glossary



 300

Records Management



 400

Files Operations



 500

Records Disposition



 600

Public Information



 700

File Outline and Recurring Subjects



 800

File Guide and Retention Schedule



 900

Index



1000

Organization File Outline

The material in each Part is organized so that related topics are grouped together.  Each Part may consist of three levels.  Example:

PART  -  700

CHAPTER  -  710

SECTION  -  710.1

The upper right of each page shows its number and the release date.  Only the current version of each page should be retained in the manual.

100.3  REVISIONS.
Hardcopy

Revisions are issued as entire Chapter replacements or as page replacements. 

Electronic Version

The internet version of the Manual is updated immediately as changes/additions are approved.    The effective date of any change is the date that approval was received.  Portions which have been modified will be denoted with a special “New” icon for ease of reference.  Note:  the electronic version will usually be posted prior to hardcopy distribution of the same information.

100.4  HARDCOPY DISTRIBUTION.
The BPA Records Manual is distributed by name to BPA employees and contractors whose duties include responsibility for filing and/or records management.  Inclusion or removal from the list is by request only.  Addressing and list maintenance are through BPA's Central Mail List System (CMLS).  To add, delete, or change a name on the list, contact Records Management.  We encourage use of the internet site, where practical, rather than maintaining a hard copy of the manual.
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