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300.1  SCOPE.

Records Management is the systematic approach to the creation, organization, maintenance, use, and disposition of all recorded information required in an organization's business.  Records management reduces waste and duplication of effort by having:

the right information,

in the right format,

at the right time,

in the right place,

at the right cost.

300.2  RESPONSIBILITIES.

The BPA Records Officer and staff are responsible for coordinating the overall records management program; for providing related technical advice and assistance to all BPA organizations; for supervising disposal of records; and for coordinating required records reviews, evaluations, and reports.

The supervisor of each organization is responsible for operating an effective records management program within his or her area of responsibility in accordance with the provisions in the BPA Records Manual.

300.3  OFFICE OF RECORD.

The Office of Record for a records series is that office which, by definition of its mission or function, has primary responsibility for maintenance and retention of record material.  This responsibility is mandated by law, regulation, or executive decision.  Other organizations maintain non-record copies needed in the management and performance of obligations.  Examples of records series maintained as a convenience in "other organizations" as well as by the Office of Record are personnel, financial, and procurement records.

Retention periods for records held in the Office of Record are mandated by Congress through the Archivist of the United States.  The retention periods for convenience copies are based on anticipated use. 

300.4  RECORDS REVIEW.

The BPA Records Management staff will review each organization's records on a regular basis in carrying out the responsibilities stated in Section 300.2 of this manual.  The reviews are conducted in accordance with Code of Federal Regulations (CFR) Chapter 36, Part 1220.54 and with OMB Circular No. A-130, Management of Federal Information Resources. The purpose of the reviews is to assist each manager in operating an effective records management program. 

300.5  MICROFORMS.

Microforms are data reproduced in miniature photographic form.  Microforms include 16 millimeter and 35 millimeter microfilm, microfiche, and aperture cards.  Factors to be considered before microfilming include:  the nature of the records; the type of viewing and printing equipment available or needed; and the ease of supplementing microfiche or aperture cards as opposed to microfilm.

There are two types of microfilming.  The first is source document microfilming, or the filming of paper records.  The second, and less costly, is computer output microfilm (COM), or generating microfilm directly from a computer's magnetic tape.

If an organization has a collection of records that may be suitable for microfilming, the supervisor may request analytical assistance through BPA's Records Officer.  Before records are microfilmed, the following are taken into consideration.  The records should:
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Not have exceeded the approved retention period.
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Be from the Office of Record.
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Continue to be needed frequently and/or on short notice in the Office of Record





for 7 to 10 years after microfilming.
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Be covered by an established records series (approved file code).
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Replace hardcopy (paper) records.  Hardcopy should be destroyed or sent to





long‑term storage after microfilming.
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In addition, the cost of microfilming vs potential space savings becomes part of





the analysis.

EXHIBIT 300‑I

Content of Records Management Reviews

(References are to BPA Records Manual sections)

 1.
Are subject file folders separated by year?  (400.14)

 2.
Are file folder labels properly prepared?  (400.8)  Full file code?  Year of coverage?  Folders numbered sequentially?  Created only when needed?

 3.
Does Organization File Outline accurately reflect the contents of the record collection?  (400.13)
 4.
Are records correctly identified (as opposed to non records--reference material and working files)?  (400.3)

 5.
Is the BPA Records Manual used to identify file codes?  (400.5/810)

 6.
Is the file code on the record copy of all outgoing correspondence?  (400.2)

 7.
Does the author take responsibility for identifying correct file code?  (400.2)

 8.
Is the BPA Records Manual used to obtain retention dates?  (800.6/810)

 9.
Are records storage transfer documents filed properly?  (500.4)

10.
Are the correct forms used to send records to storage?  (500.4)

11.
Are Privacy Act materials safeguarded?  (630.3)

12.
Can Records Management provide you assistance in these areas?
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Does staff need training in using the BPA Records Manual?
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Are all records included in the Files Guide and




Retention Schedule?
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Is there any duplication of records efforts?  Any area where





records could be consolidated with those of another work





group?
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Would the organization benefit from a Clean‑up Day?
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