PAGE  
Page:  810/CN   2 of  3
810

FILE GUIDE AND RETENTION SCHEDULE:  CONSERVATION
Last Revision Date:  April 4, 2003 

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



	CN
	CONSERVATION
Material relating to the development, implementation, and management of energy conservation programs and activities.  Data may be recorded on various media including paper, film, tape, disk, or diskette.  The official copy is only on one medium, paper unless otherwise specified.  Generally, only paper and microforms are accepted for storage to assure future access.

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


	

	CN-11
	Conservation Marketing
Material relating to marketing studies, research, and firms’ qualifications.  Includes BPA’s Red Book as of 1996.  See also FI-11-12, Conservation Accounting, and SU-12, Routine Procurement Files.  (SF 115 N1-305-88-1 approved July 14, 1989)

Retention Schedule:
In Office:  Active +1 year    Records Storage:  2 years and then destroy.   


	PN

	CN-12
	Conservation Programs
Programs that offer financial incentives to utilities and consumers for measures that make the generation, transmission, and end-use of electricity more efficient; or that displace electricity consumption with renewable resources.  Case file alphabetically by name of program.  See also FI-11-12, Conservation Accounting, and SU-12, Routine Procurement Files.  (SF 115 N1-305-88-1 approved July 14, 1989)

Retention Schedule:
In Office:  Active +1 year    Records Storage:  2 years and then destroy.   

	PN

	CN-13
	Agricultural Sector

Activities, evaluations, and strategies general to all or several conservation issues or programs in the agricultural area; includes lost opportunities.(SF 115 N1-305-88-1 approved July 14, 1989.)

Retention Schedule:
In Office:  Active +1 year    Records Storage:  2 years and then destroy.   

	PN

	CN-14
	Commercial Sector

Activities, evaluations, and strategies general to all or several conservation issues or programs in the commercial area; includes lost opportunities. (SF 115 N1-305-88-1 approved July 14, 1989.)

Retention Schedule:
In Office:  Active +1 year    Records Storage:  2 years and then destroy.   

	PN

	CN-15
	Industrial Sector

Activities, evaluations, and strategies general to all or several conservation issues or programs in the industrial area; includes lost opportunities. (SF 115 N1-305-88-1 approved July 14, 1989.)

Retention Schedule:

In Office:  Active +1 year    Records Storage:  2 years and then destroy.   

	PN

	CN-16
	Residential Sector

Activities, evaluations, and strategies general to all or several conservation issues or programs in the residential area; includes lost opportunities. (SF 115 N1-305-88-1 approved July 14, 1989.)

Retention Schedule:
In Office:  Active +1 year    Records Storage:  2 years and then destroy.   

	PN

	CN-17
	Utility Sector
Activities, evaluation, and strategies general to all or several issues or programs relating to conservation in electrical utility distribution systems; includes lost opportunities.  (SF 115 N1-305-88-1 approved July 14, 1989)

Retention Schedule:
In Office:  Active +1 year    Records Storage:  2 years and then destroy.   

	PN


	
	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 Records Storage:  Inactive records storage at headquarters.

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


