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FILE GUIDE AND RETENTION SCHEDULE:  BUDGET 

Last Revision Date:  September 29, 2004

	FILE
CODE
	RECORDS SERIES, TITLE, DESCRIPTION, & DISPOSITION
	OFFICE OF RECORD/ORIGIN



	BU
	BUDGET

Material relating to the development, presentation, and approval of BPA's yearly budget; analyses of funding and resources issues; administration and oversight of funding allocations and use of fiscal and human resources.  Data may reside on various media including paper, film, tape, disk, diskette, or in the ERMS.  All records in this chapter are scheduled in media neutral format. 

Disposition:  In accordance with instructions for specific material described by the following related subjects.


	

	BU-11
	BPA Budget Formulation

Material relating to the development of BPA's planning year, budget year, and outyear budgets.  Active (A) in tertiary subjects below covers BPA's budget planning, formulation, execution, and post-execution analysis period.  See also BU-13, Operating Year Resources.  Based on GRS 5/1.  (SF 115 NI-305-88-1 approved July 14, 1989)

Retention Schedule:

Destroy when 2 years old. 


	KFF

TMF 

	BU-11-15


	BPA Budget and RPAs
(a) The BPA Budget Instructions (call memos) that guide the formulation

of the BPA Budget.  Approximately 15 linear inches retained in chronological order by fiscal year with an annual accumulation of 1 linear inch.   Offer to NARA in annual segments when 25 years old.

(SF 115 NC-305-76-1 approved September 15, 1976)

Retention Schedule:

In Office:3 years    Records Storage: 22  years    NARA:  Permanent

(b) Material relating to the preparation, analysis, presentation, and

approval of BPA's Budget, Budget Review Meetings, and documentation of budget decisions.  "Active" (A) covers BPA's budget planning, formulation, execution, and post-execution analysis period.  Based on GRS 5/2.  (SF 115 NI-305-88-1 approved July 14, 1989)

Retention Schedule:

Destroy 1 year after the close of the fiscal year covered by the budget


	KFF

	BU-11-15 cont.
	(c)  Requests for Program/Project Authorization (RPAs) are documents 

that communicate proposed programs/projects or significant changes in previously approved programs/projects for management approval.  "Active" (A) covers BPA's budget planning, formulation, execution, and post-execution analysis period.  Based on GRS 5/2.  

(SF 115 NI-305-88-1 approved July 14, 1989)

Retention Schedule:

Destroy 1 year after the close of the fiscal year covered by the budget.


	KFF

	
	(d)   Printouts from Budget Formulation System (BFS).  BFS is the

database that collects the official version of the BPA budget.  "Active" (A) covers BPA's budget planning, formulation, execution, and post-execution analysis period.  Based on GRS 5/2.  

(SF 115 NI-305-94-01 approved October 24, 1994)

Retention Schedule:

Destroy 1 year after the close of the fiscal year covered by the budget.


	KFF



	BU-11-16

BU-11-16 cont.


	FTE Planning

Material relating to BPA's full time equivalent (FTE) planning and staffing and the DOE's Manpower Submission.  Formerly FTE and MURS Systems Reports.  See also MN-12, Position Management.  Active (A) covers BPA's budget planning, formulation, execution, and post-execution analysis period.  Based on GRS 5/2.  (SF 115 NI-305-88-1 approved July 14, 1989)

(a) Material relating to requisite internal BPA formulation of program 

and organizational levels of FTE numbers and narrative justifications.  "Active" (A) covers BPA's budget planning, formulation, execution, and post-execution analysis period.

(b) Documentation of preparation, analysis, and approval of FTE

 proposals.  Includes lead program officer's responses to budget formulation or DOE requests for FTE data and/or justification narratives.  "Active" (A) covers BPA's budget planning, formulation, execution, and post-execution analysis period.

(c) Incoming DOE requests and BPA responses to satisfy staffing level

dated requirements.  Active (A) covers BPA's budget planning, formulation, execution, and post-execution analysis period.

(SF 115 NI-305-94-01 approved October 24, 1994)

Retention Schedule:

In Office:  Active    Records Storage:  1 year and then destroy.

	KD

KD

	BU-11-18
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	OMB Budget

(a) The OMB Budget Instructions, OMB Budget document, the OMB

Budget Document Appendix (formerly "Flatbook"), passback, and appeals document.  Approximately 5 linear inches retained in chronological order by fiscal year with an accumulation of 1 linear inch.  Offer to NARA in annual segments when 25 years old.  (SF 115 NC-305-76-1 approved September 15, 1976)

Retention Schedule:

In Office:  3 years    Records Storage:  22 years    NARA:  Permanent

(b) Material relating to the preparation and presentation of BPA's budget

for formal documentation to the OMB, the OMB hearings, and the OMB passback and appeals.  "Active" (A) covers BPA's budget planning, formulation, execution, and post-execution analysis period.  Based on GRS 5/2.  (SF115 NI-305-88-1 approved July 14, 1989)

Retention Schedule:  

Destroy 1 year after the close of the fiscal year covered by the budget.


	KFF

	BU-11-19
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T

A

L


	Congressional Budget

(a) The Congressional Budget Instructions, Congressional Budget

documents, the Congressional Budget Appendix (formerly "Flatbook"), and Appropriation Subcommittee reports.  Approximately 6 linear inches retained in chronological order by fiscal year with an annual accumulation of 1 linear inch.  Offer to NARA in annual segments when 25 years old.  (SF 115 NC-305-76-1 approved September 15, 1976)

Retention Schedule:
In Office:  3  years    Records Storage:  22  years    NARA:  Permanent


	KFF

	BU-11-19 cont.
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	(b) Material relating to the preparation and presentation of BPA's budget for formal documentation to the Congress, the Congressional hearings, and Congressional report language.  "Active" (A) covers BPA's budget planning, formulation, execution, and post-execution analysis period.  Based on GRS 5/2.  (SF 115 NI-305-88-1 approved July 14, 1989)

Destroy 1 year after the close of the fiscal year covered by the budget.


	KFF

	BU-13
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L


	Operating Year Resources

Material relating to the administration and oversight of BPA's operating year budget, allocations, and the monitoring and analysis of the use of fiscal and human resources.  Based on GRS 5/1.  

(SF 115 NI-305-88-1 approved July 14, 1989)

Retention Schedule:

Destroy when 2 years old.


	KFF

TMF

	BU-13-11
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	OMB Apportionment

Material relating to the distribution made by the OMB of amounts available for obligation in the BPA Fund account into amounts available for specified periods, activities, projects or combinations thereof.  The amounts so apportioned are limits for the stated period.  Based on GRS 5/3(a).  (SF 115 NI-305-88-1 approved July 14, 1989)

Retention Schedule:

Destroy when 5 years old.


	KFF



	BU-13-13
	BPA Allocations

Material relating to allocations issued to BPA managers (formerly Assistant Administrators and Area Managers), authorizing them to incur obligations for their programs.  Based on GRS 5/3(a).  (SF 115 NI-305-88-1 approved July 14, 1989)

Retention Schedule:

Destroy when 5 years old.


	KFF

	BU-13-15
	Outlays

Material relating to BPA's outlays, receipts and net outlays.  For budget purposes, outlays include both cash and non-cash (such as net billing) transactions.  Based on GRS 5/1

(SF 115 NI-305-88-1 approved July 14, 1989)

Retention Schedule:

Destroy when 2 years old.


	KFF

	BU-13-16
	Reception and Representation Fund

Material relating to expenses authorized under this fund expressly for and by BPA's Administrator.  Based on GRS 5/1. 

 (SF 115 NI-305-88-1 approved July 14, 1989)

Retention Schedule:

Destroy when 2 years old.


	KD



	BU-13-17
	Capital Analyses

Material relating to BPA's programs which include a capital component.  Includes memos, responses to special requests about capital projects.  Does not include apportionment material but may include material relating to apportionment’s for capital.  (SF 115 NI-305-92-1 approved April 26, 1993)

Retention Schedule:

In Office:  2 years and then destroy.


	TMF



	BU-13-18
	Program and Reporting Analyses

Special analyses performed for programs pertaining to operating year results.  Includes memos, letters, graphics, and charts in response to special, one-time requests.  (SF 115 NI-305-92-1 approved April 26, 1993)

Retention Schedule:

In Office:  2 years and then destroy.


	TMF



	BU-14
	Program Resource Requirements

Material relating to the fiscal and human resource requirements and related issues for accomplishing and maintaining BPA's programs.  (SF 115 NI-305-88-1 approved July 14, 1989)

Retention Schedule:

In Office:  3 years and then destroy.


	KFF

	BU-14-11


	Capital Equipment Resource Requirements

Material relating to resource requirements for and related issues on purchase of capitalized equipment that supports all BPA programs.  Includes automated data processing/information resources (ADP/IR) general purpose equipment costing $3,000 and greater ($1,000 prior to October 1, 1990); office furniture and equipment; and all BPA-developed ADP/IR application software of $100,000 and greater capitalizable nature.  (SF 115 NI-305-88-1 approved July 14, 1989)

Retention Schedule:

In Office:  3 years and then destroy.


	KFF

TMF

	BU-14-13
	Fish and Wildlife Resource Requirements

Material relating to resource requirements for and related issues on protection, mitigration, and enhancement of fish and wildlife affected by hydroelectric facilities on the Columbia River and its tributaries, in accordance with the Pacific Northwest Power Act.  (SF 115 NI-305-88-1 approved July 14, 1989)

Retention Schedule:

In Office:  3 years and then destroy.


	KFF

	BU-14-14
	General and Administrative Resource Requirements

Material relating to resource requirements for and related issues on BPA's executive management, financial control, regulatory compliance, accounting, and administrative services.  (SF 115 NI-305-88-1 approved July 14, 1989)

Retention Schedule:

In Office:  3 years and then destroy.


	KFF

	BU-14-16
	Planning Council Resource Requirements

Material relating to resource requirements for and related issues on activities of the Pacific Northwest Electric Power and Conservation Planning Council required by the Pacific Northwest Power Act.  (SF 115 NI-305-88-1 approved July 14, 1989)

Retention Schedule:

In Office:  3 years and then destroy.


	KFF

	BU-14-19
	Reimbursable Resource Requirements

Material relating to resource requirements for and issues related to reimbursable power purchases and reimbursable services such as construction, operation, and maintenance of transmission facilities and related utility and general support for customers and other entities.  

(SF 115 NI-305-88-1 approved July 14, 1989)

Retention Schedule:

In Office:  Active + 2 years and then destroy.


	TF

TFE

TFI

TFN

TFO

TFP

TFR

TFS



	
	Electronic Mail and Word Processing System Copies

Electronic copies of records that are created on electronic systems and used solely to generate a recordkeeping copy of the records covered by the other items in this schedule.  Also includes electronic copies of records created on electronic mail and word processing systems that are maintained for updating, revision, or dissemination.

(a) Copies that have no further administrative value after the recordkeeping copy is made. 

1. Copies maintained by individuals in personal files or other personal directories on hard disk or network drives, and copies on shared network drives that are used only to produce the recordkeeping copy.

        Destroy/delete within 180 days after the recordkeeping copy has

        been produced.

2. Copies maintained by individuals in personal electronic mail systems.

Electronic mail will be destroyed automatically when 90 days old.  

(b) Copies used for dissemination, revision, or updating that are maintained in addition to the recordkeeping copy.

Destroy/delete when dissemination, revision, or updating is completed.


	


See Section 800.8 in the BPA Records Manual for definitions of KEY terms.

A – Active


    P – Permanent
S – Superseded/Obsolete

Z – Originating Office

Office of Record/Origin:  Generator or recipient responsible for retaining the record file.

BPA Storage:  Headquarters – inactive storage.

Federal Records Center (FRC) in Seattle.  Off-site inactive records storage


