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700.1  SCOPE.
Recurring subjects represent general functions that may occur as part of any primary, secondary, tertiary, or case file.  Folders for these subjects are established only as needed.

The recurring subjects allow numerous documents to be separated without dividing a subject into detailed subtopics.  If coding is desired to identify recurring subjects, use the specified single‑digit (1 - 8) code as a final suffix to any other filing code.  Disposition of files with recurring subjects follows the disposition authority of the main subject.
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Recurring subject titles are repeated for reference on each page of Chapter 710, File Outline, as shown at the bottom of this page.

700.2  HOW TO USE RECURRING SUBJECTS.
BPA's recurring subjects define supporting tasks that do not, or should not, exist alone.  For example, we do not hold meetings for the sake of holding meetings; a meeting is, or should be, related to a BPA function.  Thus, the recurring subjects may be used as needed with any primary, secondary, or tertiary subject.  They do not have to be used at all; they are used only when they help organize one's files.  When used, the recurring subject's single‑digit code is a suffix to an record file code.

If excess records accumulate under a primary subject, a records manager may separate it by using secondary or tertiary subjects.  An alternate method is to use the recurring subjects.  For example, one year's records under one primary subject in a non‑Office of Record organization may be managed by using the recurring subject Correspondence (recurring file code 3) and the recurring subject Meetings (recurring file code 6) to separate a quantity of records that would be unwieldy if kept in a primary subject file alone.

700.3  DEFINITIONS OF RECURRING SUBJECTS.
Interchangeable, or synonymous, terms often used at BPA are emphasized in the definitions below.

FILE CODE
SUBJECT AND DESCRIPTION


1

AUTHORIZATIONS.  Includes authorizations or delegations of authority other than those established by directive.  Examples are assignments of responsibility, orders, and confirmations.


2

CASE FILE.  Contains material relating to a specific function, activity, person, organization, location, or project.  Examples are purchase orders, contracts, investigations, projects, and personnel data.  Case files are filed sequentially by name or number.




The digit 2 is added to a primary, secondary, or tertiary file code to indicate that records in the folder form a case file.  The alpha or numeric identifier that makes the records a case file may be added after the recurring file code 2 to make the case file unique and to give it its own place in the records collection.  See Section 400.16, Operation of Case Files, for more information.


3

CORRESPONDENCE.  Includes letters, memorandums, completed forms, and other general material relating to a single subject.  Correspondence relating to a specific project, program, activity, or function is filed with related subject material (see Case File above).  Does not include instructions, manuals, or bulletins.


4

DIRECTIVES.  Includes rules, regulations, policies, procedures, standards, guides, and bulletins.  Supporting and background material used for development is included with the record copy (original).


5

EVALUATIONS.  Includes appraisals, assessments, and reviews.  Conducted for such purposes as determining effectiveness of program management and administration or determining the effect of actions planned, previously taken, or underway.  An evaluation may occur as a report or as the final report in a series.


6

MEETINGS.  Includes rosters, agendas, minutes, and accomplishments of committees, conferences, task forces, panels, and similar groups.  Includes public meetings.  Topics pertain to the establishment, organization, membership, and policies of any such group. 


7

PLANNING.  Includes data reflecting analysis, objectives, preparation, design, investigation, study, improvement, and initiation of a program or issue.  Examples are objectives, plans of action, strategies, forecasts, recommendations, goals, criteria, requirements, and standards.


8

REPORTS.  Includes recorded information, regardless of media, made or received by BPA that pertains to a specific program.  Data may be in narrative, statistical, graphic, or other form.  Examples are trip, comparative, activity, operational, and technical reports.  Does not include reports specified elsewhere in this manual.


1  Authorizations
3  Correspondence
5  Evaluations
7  Planning


2  Case File
4  Directives
6  Meetings
8  Reports
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