200.1  SCOPE.





The following terms and definitions are aids for following BPA's records management procedures and for using this manual.





200.2  DEFINITIONS.


Active Records�
Current records needed to carry out an organization's day-to-day business; records subject to frequent use (at least once per month).�
�
Accession Number�
A tracking number assigned by BPA or the Federal Records Center.�
�
Case File�
One or more recurring record files relating to a specific function, activity, person, organization, location, or project. Examples are procurement actions  (SU�12), contracts, expenditure documentation (FI�17), investigations, projects, and employee files such as personnel, payroll (FI�18 or FI�19�11), or travel (TT�11). Case files are filed sequentially by name or number that is usually naturally occurring (rather than assigned purely as a file code). The indicator for a case file is the recurring file code "�2" which follows the primary, secondary, or tertiary record file code. (See Part 700, Recurring Subjects). All BPA records consist of case files or subject files.�
�
Disaster Recovery�
A disaster is a sudden, unexpected event that interrupts operations for a prolonged period.  Catastrophes are disasters that result in great destruction or irreplaceable loss.  The ideal way to cope with disaster is prevention; however, some disasters, such as earthquakes, hurricanes, and floods, are virtually impossible to prevent.  Recovery from disasters for records management purposes involves taking immediate steps to prevent further loss to records and precise steps to remove or mitigate the effects of wind, fire, and water from records, whatever their format, so data are preserved to the greatest extent possible and so that the ravages of deterioration are minimized.�
�
Electronic Record�
Information in machine�readable [as opposed to human�readable] form; sometimes, specifically information, or data, that is [are] recorded so that only a computer can process.  May include analog and/or digital records.  Analog records include phonograph [audio] and video recordings; digital records include punched paper tapes and cards, computer tapes, disks, and diskettes, compact disks [CDs], and optical disks.  Analog and digital records may be in magnetic, optical, or other machine�readable form.  Electronic records generally refer to those that require both hardware and software to read; thus, they are more complex than other machine�readable records.�
�
�



Evaluation�
The inspection, audit, or review, either comprehensive or selective, of any records management program or practice or the records themselves with respect to effectiveness and compliance with records management laws, regulations, and internal guidelines. Includes recommendations for correction or improvement of any records management function.�
�
File Code�
A series of alpha and/or numeric characters assigned to a record to identify its subject classification in a concise manner. Also called designated file code.�
�
File Guide�
(a) A comprehensive listing and description of records created or accumulated. It describes all legally authorized and required actions to be taken in relation to the retention and disposition of specific records. (b) A divider inserted between groups or series of files.�
�
FRC�
Federal Records Center. A facility of the National Archives and Records Administration (NARA) for low-cost storage and servicing of records pending their disposal or transfer as permanent records to NARA.�
�
Imaging�
Technology that involves digital creation or capture of a picture of a document rather than [merely] capturing its text; terminology may include “imaging system” as well as optical disk and scanning technology.�
�
Inactive Records�
Material used less than once a month yet which must be retained. These records may be removed from the work area to off-site records storage until disposal is appropriate.�
�
Information System�
The organized collection, processing, transmission, and dissemination of information in accordance with defined procedures, whether automated or manual.�
�
Media�
Various physical means of recording material such as paper, film, tape, disk or diskette. (See Record.)�
�
Media Neutral�
Information that may be retained either on paper or electronically. �
�
Microform�
A form containing microimages. Material in miniature photographic form. Microforms include microfilm, microfiche, and aperture cards.  Original microforms, or "silvers" are black in color.  Copies of microforms, or “diazos” are blue to purple in hue.  Microfiche is a set of microfilm that may contain a large amount of data in reduced form.  Microfilm is film on which data have been photographed, greatly reduced in size.  Aperture card is a punched card on which a microfilmed document is mounted.�
�















NARA�
National Archives and Records Administration. The Federal agency responsible for appraising, accessioning, preserving, and making available permanent records of the U. S. government.�
�
Non Record�
Material is considered non record when it is of short-term interest with no documentary or evidentiary value. File codes are not used on non records. Example include routine requests for information or publications; copies of replies which require no administrative action, no policy decision, and no special compilation or research for reply; notices that do not serve as the basis of official actions, such as notices of picnics and parties; stocks of publications; reference material, catalogs, trade journals; duplicate copies of non records, such as reading files; drafts, worksheets, informal notes, telephone messages, and routing slips.�
�
Off-Site Storage�
Depository for inactive records such as BPA Records Storage or the National Archives and Records Administration's (NARA's) Federal Records Centers (FRCs).�
�
Office Clean-up�
The regular, routine practice of reviewing records and other office material for the purpose of eliminating unneeded, outdated material. Records are reviewed for storage or purging during the (annual) clean-up process, according to established retention periods.�
�
Office of Record�
The BPA organization which, by definition of its mission or function, has legal responsibility for the record.�
�
Organization File Outline�
An outline based on file codes and prepared at any level that lists the records an organization holds in its work space.�
�
Permanent Record�
Any record that has been determined by the Archivist of the United States to have sufficient historical or other value to warrant its continued preservation by the Government.�
�
Personal Papers�
Non records of a private or non official character that pertain only to the employee's (or contractor's) personal affairs and which are kept in the individual's office space. Personal papers must be clearly marked by the employee as such and must at all times be filed separately from records. �
�
�



Primary Subject�
A functional or mission-related subject area; the most general classification for BPA filing purposes.�
�
Purge�
To clear file collections of outdated or unnecessary material; to destroy (records).�
�
Record�
A record has informational or evidentiary value. It is not defined by physical form. It is created or received in connection with the transaction of BPA's business and is preserved as evidence of BPA's organization, functions, policies, decisions, procedures, operations, and other activities. Data may be recorded in various ways (for example, electronic mail) and on various media (for example, tape, disk diskette, and so forth). �
�
Records Collection�
A group of related records used and filed as a unit, also called a records series.�
�
Records Disposition�
Action taken to remove records from their current location and, according to an approved retention schedule, either to purge them, to transfer them to an official storage facility, or to transfer them to the National Archives and Records Administration (NARA) for permanent retention as archival data. The regular and systematic practice of records disposal assures that records of continuing value are preserved and that records no longer of use are promptly destroyed or transferred to inexpensive storage. Federal records can be legally disposed of only through the procedures of an approved records disposal program.�
�
Records Management�
The systematic planning, controlling, directing, organizing, training, promoting, and other managerial activities involved with records creation, maintenance, use, and disposition.�
�
Records Series�
A group of records filed together in a unified arrangement which results from or relates to the same function or activity and permits evaluation as a unit.�
�
Recurring Subject�
A generic subject that may be established under any BPA Primary, Secondary, Tertiary, subject or under any case file. Folders for recurring subjects are established only as needed. (See Part 700, File Outline and Recurring Subjects.)�
�
�



Reference File�
An organized collection of material accumulated and used strictly for convenience. Reference files are non records.�
�
Retention�
The practice of keeping a record for a period prescribed by law, regulation, or executive decision.�
�
Retention Schedule�
A comprehensive list of records series indicating for each series the length of time it is to be maintained in office areas and in storage and when and if such series may be destroyed. A retention schedule summarizes the results of the appraisal of records and makes possible an orderly, efficient retention and disposition of such records.�
�
Retrieval�
A formal request to retrieve stored records.�
�
Secondary Subject�
The second division of a file outline. It details functions performed that relate to the Primary subject.�
�
Sorting�
The process of arranging records in the order in which they will be filed; a preparatory step to actual filing.�
�
Subject File�
Documents filed by subject rather than alphabetically or numerically. All BPA records consist of subject or case files. (See Section 400.3, Types of Records.)�
�
Temporary Record�
Any record approved by the Archivist of the United States for disposal, either immediately or after a specified retention period.�
�
Tertiary Subject�
The third division of a file outline. It encompasses material detailing the processes involved in executing the function of the Secondary subject.�
�
Text Document�
Narrative or tabular documents, such as letters, memorandums, and reports in loosely prescribed form and format.�
�
Unscheduled Record�
Any record that has not been appraised by the National Archives and Records Administration (NARA). A record that has neither been approved for disposal nor designated as permanent by the Archivist of the United States in accordance with 36 CFR.�
�
�



Vital Records�
Vital records mean essential agency records that are needed to meet operational responsibilities under national security emergencies or other emergency or disaster conditions (emergency operating records) or to protect the legal and financial rights of the Government and those affected by Government activities (legal and financial rights records). 36 CFR 1236.14   Vital records are stored off�site and/or duplicated due to their importance.  There are two types of vital records, emergency operating records and legal and financial rights records.  Emergency Operating Records are those essential to continued functioning or reconstitution of an organization during and after an emergency or disaster.  Included are emergency plans and directives, orders of succession, delegations of authority [as specified in BPA Manual Chapters 20 and 21], staffing assignments, selected program records needed to continue critical agency operations, and related policy or procedural records that assist staff in conducting operations under emergency conditions and for resuming normal operations after an emergency.  Legal and financial rights records are those essential to protect the legal and financial rights of the Government and of the individuals directly affected by its activities.  Examples include accounts receivable, Social Security, payroll, retirement, and insurance.  �
�
Working File�
Non-record documents retained at the discretion of the individual employee; portions of working files may become records.�
�
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