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FILE GUIDE AND RETENTION SCHEDULE:  FINANCE 

Last Revision Date:  September 29, 2004

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



	FI
	FINANCE

Material relating to the accounting and control of assets; capital acquisition, investment, and management of these subjects; financial information; and financial services such as payroll, collections, disbursements, and trust agreements.  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 specified material described by the following related subjects.


	

	FI-11
	Journal Vouchers

The electronic registers of BPA's financial transactions.  Based on GRS 7/2.  (SF 115 NI-305-88-1 approved July 14, 1988)

Retention Schedule:

Destroy 6 years 3 months after the close of the fiscal year involved.

	KFRO

	FI-11-11

V

I

T

A

L


	Accounts Payable

Material relating to payment for BPA's goods and services.

Retention Schedule:

In Office:  4 years and then destroy.
	KFRD

	FI-11-12
	Conservation Accounting

Material relating to payment for certain conservation services.  Includes receiving reports, invoices, loan records, and related cost analyses and reconciliation’s.  See also CN-11, Conservation Marketing, and CN-12, Conservation Programs.  (SF 115 NI-305-88-1 approved July 14, 1989.

Retention Schedule:

In Office:  Active + 6 years and then destroy.


	KFRD

KFRO

	FI-12
	Plant Accounting

Material relating to the fixed asset charges for allocation of materials, equipment, and use related to electric plant in service.  Included are data on capital investment, physical plant, work orders, and costs of specific locations within the transmission system.  See Chapter 810/LA (Land) for real property details.

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


	KFRM

	FI-12-11


	Plant Record Ledgers

Hard copy ledgers of electric plant accounts including land and other

fixed assets of BPA's system showing the cost by FERC class.  Includes the property unit summary, the Plant Investment Catalog, and the analyzed work orders.  See also ED-13, Work Orders.  

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

Retention Schedule:
In Office:  10 years    BPA Records Storage:  40 years and then destroy.


	KFRM

	FI-12-12
	Plant Construction Records

Details of costs collected in the work orders through construction work-in-progress and supplemental/supporting documents used for analysis, reports, and studies.  (SF 115 NI-305-88-1 approved July 14, 1989)

Retention Schedule:

In Office:  10 years and then destroy.


	KFRM

	FI-12-13
	Depreciation Summaries and Memorandum Adjustments

Hardcopy ledgers listing cost of plant retired by year installed and

retired for mortality studies.  Computerization of depreciation expenses of electric plant includes adjustments to depreciation.  Includes journal vouchers affecting general ledger accounts and original Construction Project Authorizations (CPAs).  (SF 115 NI-305-88-1 approved July 14, 1989)

Retention Schedule:

In Office:  10 years    BPA Records Storage:  15 years and then destroy.

	KFRM

	FI-13
	Property Accounting

Material relating to matters on property accounting, and financial details supporting the plant accounting activity.  See also SU-14, Materials Management, and SU-16, Supplies and Equipment.  Based on GRS 6/5(a). (SF 115 NI-305-88-1 approved July 14, 1989)

Retention Schedule:

Destroy when 2 years old.


	KFRM

	FI-13-11
	Property Relief Certificates

Original copy of form BPA 4420.12 with unique control numbers.  Used to relieve property custodians of accountability.  (SF 115 NC-305-76-1 approved September 15, 1976)

Retention Schedule:

In Office:  4 years    BPA Records Storage:  3 years and then destroy.


	CGB

CK

	FI-13-12
	Property Survey Reports

Original copy of form BPA 4420.14 with unique control numbers. Used to affix responsibility for lost, damaged, or destroyed property and/or approval disposal and property write-offs.  Includes investigation reports and supporting documents.  Office of Record is Property Program Managers.  (SF 115 NC-305-76-1 approved September 15, 1976)

Retention Schedule:

In Office:  3 years and then destroy.

	CK

	FI-13-13
	Custodian Authorization

Original copy of form BPA F 4430.07.  Used to establish and approve designation of BPA employees as property custodians. (SF 115 NC-305-76-1 approved September 15, 1976)

Retention Schedule:

In Office:  Superseded and then destroy.


	CK

	FI-13-14
	Custodian Account Reviews

Documents that track procedural compliance reviews, field trip investigations, and account spot-checks (site audits) for personal property custodians.  Based on GRS 6/1(a).   (SF 115 NI-305-88-1 approved July 14, 1989)

Retention Schedule:

Destroy 6 years 3 months after period covered by account.


	CK

	FI-13-15
	Personal Property Financial Control Reports

Monthly subsidiary ledger reports.

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

Retention Schedule:

In Office:  6 years and then destroy


	CK

	FI-13-17
	Personal Property Management System Procedures

Operating procedures for users of the automated property system and property management for custodians and Personal Property Managers.  See also SU-14-16, Personal Property Policy. (SF 115 NI-305-88-1 approved July 14, 1989)

Retention Schedule:

In Office:  Active


	CK

	FI-14
	Financial Statements and Agreed Upon Procedures (AUPs)

Material relating to the Federal Columbia River Power System's (FCRPS) financial statements and reports, such as the Statement of Financial Operations. Also included are letters of engagement and management representation letters (Agreed Upon Procedures), prepared by BPA’s external auditor,  that relate to financial topics.  (SF 115 NC-305-76-1 approved September 15, 1976)

Retention Schedule:

In Office:  Superseded and then destroy.

	KFR

KFRO



	FI-16
	Treasury Schedules

Records showing checks authorized by BPA to be issued by the U.S. Treasury as payment for specific vouchers.  See also FI-19-18, Payroll Schedules, and FI-21-13, Cash Flow.   (SF 115 NI-305-88-1 approved July 14, 1989)

Retention Schedule:

In Office:  1 year    BPA Records Storage:  4 years and then destroy.


	KFRD

	FI-16-11
	1099 Reporting

Material relating to BPA's function to providing IRS Form 1099 to BPA's vendors pursuant to IRS Code 6041.  Includes a copy of each 1099.  Based on GRS 6/1(a).  Note:  Approved by NARA June 24, 1996.  GRS and U.S. Treasury Regulation TR31.6001-1E2 and Recommendation of Management.

Retention Schedule:

In Office:  1 year    BPA Records Storage:  5 years and then destroy.

	KFRD

	FI-17


	Expenditure Documentation
Records that authorize expenditures.  Attachments include customer invoices.  Includes form BPA 4230.01, Confirmation of Small Purchase and Prompt Payment Act reporting information for BPA payment for goods and services covered by the Prompt Payment Act.  See also LA-13, Title and Payment; LA-15, Maintenance Trees; and SU-12, Procurement Actions.  Active (A) for this records series is the current year.  Based on GRS 6/1(a).  Formerly entitled "Vouchers."  Note:  Title change and minor updating of description approved by NARA June 24, 1996. 

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

Retention Schedule:

Destroy 6 years and 3 months after period covered by account.


	KFRD

L



	FI-17-11
	Purchase Card Receipts

Material relating to BPA's use of commercial credit cards, such as VISA, and established alternate payment methods.  Based on GRS 6/1(a).  Note:  Approved by NARA June 24, 1996.

Retention Schedule:

In Office:  1 year    BPA Records Storage:  5 years 3 months and then destroy.
	CK

	FI-18
	Time and Attendance Reporting

Records in either paper or machine-readable form used to input time and attendance data into a payroll system, maintained by either agency or payroll processor.  Example:  Annual Employee Time and Labor Worksheet, BPA F 2220.06e; Daily Work Report, BPA F 2220.07e; Time and Labor Employee Worksheet, BPA F 2220.08e; Substation Maintenance Time Sheet, BPA F 2220.09e; or equivalent, including 

e-mail messages.  Based on GRS 2/8.   (SF 115 NI-305-88-1 approved July 14, 1989)                                         Official Record:  Media Neutral
Retention Schedule:

Destroy when 6 years old.

Time Books, sign-in/sign-out sheets, credit hour logs, and other documents that record employees' attendance (hours of work), including flextime/flex schedule documents.  Based on GRS 2/7. 

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

                                                                Official Record:  Media Neutral

Retention Schedule:

Destroy when 6 years old.


	KFRD

Z

	FI-18-11


	T & A Supporting Documents

The prescribed form, such as the Request for Leave or Approved Absence, OPM Form 71, or equivalent, including e-mail messages, plus any supporting documentation of requests and approvals of leave, used to record leave used by the employee, except as specified below.  

Based on GRS 2/6. (SF 115 NI-305-88-1 approved July 14, 1989)  

                                                               Official Record:  Media Neutral.

Retention Schedule:

Destroy when 3 years old.

a)  The document used to approve and record extended (over 80 hours) leave without pay (SF-50B).  

Retention Schedule:  Destroy when 3 years old.

b)  The document, such as OPM Form 71e, used to authorize the use of sick or annual leave or compensatory time in the pay period immediately before termination of employment.  Based on GRS 2/6.   (SF 115 NI-305-88-1 approved July 14, 1989)

Retention Schedule:  Destroy when 3 years old
	Z



	FI-19

V

I

T

A

L


	Payroll Operations

Material relating to salary disbursements to BPA employees for personal services performed for BPA.  

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


	KFRD



	FI-19-11

V

I

T

A

L
	Individual Accounts

Material relating to employee earnings, deductions, and level by pay period, quarter, and pay year.  Based on GRS 2/1.  (SF 115 NI-305-88-1 approved July 14, 1989)

Disposition:  Transfer at end of each pay year to National Personnel Records Center (NPR), St. Louis, MO.  Destroy 56 years after date of last entry.  Update electronic version as required/needed. 


	KFRD

	FI-19-12
	Employee Payroll Folders

Material relating to each employee, including personnel actions (SF-50s), W-4s, voluntary deduction authorizations, garnishment authorizations, and special leave authorizations.  Based on GRS 2/15 through 2/18.

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

Retention Schedule:

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


	KFRD

	FI-19-13
	Bond Purchases
Material relating to deposits and purchases of U.S. savings bonds.  Based on GRS 2/14.  (SF 115 NI-305-88-1 approved July 14, 1989)

Retention Schedule:

Destroy when superceded or after separation of employee.


	KFRD

	FI-19-14

V

I

T

A

L
	Payroll Processing
Material relating to payrolls, check lists, earnings and leave reports, and related certification sheets.  Based on GRS 2/22 (c).  

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

Retention Schedule:

Destroy when 3 years old.


	KFRD

	FI-19-15

V

I

T

A

L


	Payroll Processing Final Edit

Comparative report of time-and-attendance data and payroll master record for DOE's Payroll and Personnel System (PAY/PERS).  Based on GRS 2/22(c).  (SF 115 NI-305-88-1 approved July 14, 1989)

Retention Schedule:

Destroy when 3 years old.


	KFRD

	FI-19-16

V

I

T

A

L


	Payroll Control Registers

Material relating to control totals and values used for payroll balancing and reporting.  Based on GRS 2/22(c).   (SF 115 NI-305-88-1 approved July 14, 1989)

Retention Schedule:

Destroy when 3 years old.


	KFRD

	FI-19-17
	Payroll Changes
Records used to direct a change or correction of an individual pay transaction.  Payroll adjustments.  Based on GRS 2/23(a). 

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

Retention Schedule:

Destroy when 3 years old.


	KFRD

	FI-19-18
	Payroll Schedules
Material relating to schedules used in the payroll process.  Includes U.S. Treasury and non-Treasury schedules.  Based on GRS 2/22(c).

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

Retention Schedule:

Destroy when 3 years old.


	KFRD

	FI-19-19

V

I

T

A

L


	Payroll Administration Reports
Material relating to statistical and narrative reports about payroll operations and pay.  Based on GRS 2/22(c). 

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

Retention Schedule:

Destroy when 3 years old,.

	KFRD

	FI-19-20

V

I

T

A

L


	Taxes

Material relating to withheld Federal taxes, such as Internal Revenue Service form W-3.  Includes reports relating to income and Social Security taxes.  Based on GRS 2/13.  (SF 115 NI-305-88-1 approved July 14, 1989)

Retention Schedule:

Destroy when 4 years old.


	KFRD

	FI-19-21

V

I

T

A

L


	Retirements
Material relating to employees' accrual of retirement credit. Includes reports, registers, and control documents.  For BPA, this records series includes more data than are referenced in GRS 2/28. 

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

Retention Schedule:   

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


	KFRD

	FI-19-22
	Insurance, Charitable, and Other Deductions

Material relating to health insurance, charitable, and other voluntary deductions.  Includes reports, vouchers, and schedules.  Based on GRS 2/15(b).  (SF 115 NI-305-88-1 approved July 14, 1989)

Retention Schedule:

Destroy when 3 years old.


	KFRD

	FI-20
	Non-Treasury Financing
Material relating to non-Treasury sources of credit, funds, or other-than-traditional (alternative) sources of funds for work and services provided by BPA.  (Traditional sources of funds are Treasury borrowing (FI-21-12) and revenues from power sales and wheeling agreements (FI-23).

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

Retention Schedule:

In Office:  3 years    BPA Records Storage:  3 years and then destroy.


	KFW

	FI-20-11
	Non-Treasury Financing Negotiations
Material relating to development of BPA's financing agreements.

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

Retention Schedule:

In Office:  Active + 3 years   Records Storage:  3 years and then destroy.
	KFW

	FI-20-12
	Non-Treasury Financing Implementation

Material accounting for BPA's financing agreements with sources other than the U.S. Treasury.   (SF 115 NI-305-88-1 approved July 14, 1989)

Retention Schedule:

In Office:  Active + 3 years    BPA Records Storage:  3 years and then destroy.


	KFW

	FI-20-16
	Multi-District Litigation 551

Financial material relating to securities fraud litigation arising out of the default by Energy Northwest on nuclear power projects 4 and 5.  Commonly referred to as MDL 551.  See also LW-29, WPPSS Litigation.  (SF 115 NI-305-91-2 approved September 2, 1992)

Retention Schedule:

In Office:  Active + 3 years    BPA Records Storage:  3 years and then destroy.

	KFW

	FI-20-17
	Reserve Fund

Material relating to debt service reserve funds maintained for outstanding third-party financing arrangements including Energy Northwest.

(SF 115 NI-305-91-2 approved September 2, 1992)

Retention Schedule:

In Office:  Active + 3 years   BPA Records Storage:  3 yrs,  then destroy.


	KFW

	FI-20-18
	Third-Party Debt Instruments

Material relating to the Washington Public Power Supply System (WPPSS) and other entities about BPA's backing for third-party debt instruments.

(SF 115 NI-305-91-2 approved September 2, 1992)

Retention Schedule:

In Office:  Active + 3 years    BPA Records Storage:  3 years and then destroy.

	KFW

	FI-20-19
	Supply System Bond Refinancing

Material relating to the refunding program jointly pursued by Energy Northwest and BPA to refund high-interest debt with lower-interest refunding debt issues.  Current bonds are due by year 2018.  (SF 115 NI-305-91-2 approved September 2, 1992)

Retention Schedule:

In Office:  Active + 3 years    BPA Records Storage:  27 years and then destroy.

The retention period is based on the life of the bonds plus a reasonable storage period that is considered by professional financial analysts necessary to meet BPA's potential informational needs to research the bond sale issue for similar, future action and to answer questions about the 1990 and earlier bond sales.  


	KFW

	FI-21
	Cash Management

Material relating to overall BPA cash concerns, including short-term forecasting and dealings with the U. S. Treasury.  (SF 115 NI-305-88-1 approved July 14, 1989)

Retention Schedule:

In Office:  Superseded and then destroy.


	KFW

	FI-21-11
	Banking

Material relating to BPA's banking, lockboxes, and wire transfer arrangements.  (SF 115 NI-305-88-1 approved July 14, 1989)

Retention Schedule:

In Office:  Active + 2 years and then destroy.

	KFRO

	FI-21-12

FI-21-12

cont.
	Treasury Borrowing

Material relating to BPA's investment policies and to the sale of BPA bonds and notes to the U. S. Treasury for the purpose of funding BPA's capital programs.  See also FI-29-13, Net Debt. (SF 115 NI-305-88-1 approved July 14, 1989)

(a) Bonds and their background data.  Active (A) is the term of the bonds.

Retention Schedule:

In Office:  Active + 6 years and then destroy.

(b) Other related documents except those specified in (c).

Retention Schedule:

In Office:  Superseded and then destroy.

(c) Material relating to financial planning for BPA's borrowing of funds 

from the U. S. Treasury for work and services provided by BPA.  

Retention Schedule:

In Office:  Active + 3 years    BPA Records Storage:  3 years and then destroy.

	KFW



	FI-21-13
	Cash Flow

Material relating to projections and historical data about BPA's cash position.  (SF 115 NI-305-88-1 approved July 14, 1989)

Retention Schedule:

In Office:  Active + 5 years    BPA Records Storage:  5 years and then destroy.


	KFRO

	FI-22


	Credit Management

Material relating to BPA's debt management and collection activities.

(a) Collection documents.  (SF 115 NI-305-88-1 approved July 14, 1989.

Retention Schedule:

In Office:  Active + 1 year    BPA Records Storage:  4 years and then destroy.

(b) Other related documents.  (SF 115 NC-305-76-1 approved September 15, 1976)

Retention Schedule:

In Office:  Superseded and then destroy.

	KFRO

KFRO



	FI-23


	Revenue and Receipts

Material relating to data on BPA's revenues and receipts from all

sources; also, material relating to issues about general procedures and practices related to BPA's billings to customers for power, residential exchange, and related services.  

Includes contract compliance, timely processing of payments, penalty charges, and interest charges.  See also PM-11-19, Billings. (SF 115 NC-305-76-1 approved September 15, 1976)

Retention Schedule:

In Office:  Active + 1 year    BPA Records Storage:  23 years and then destroy.


	KFRO



	FI-24
	Risk Management

(a) Material relating to all aspects of risk management as it relates to

BPA's internal matters.  Includes commercial insurance policies purchased by BPA, participation in nuclear insurance pools, certain self-insured and uninsured risks, Washington Public Power Supply System insurance program, Trojan Nuclear Power Plant insurance, and brown/black-out insurance.  Based on GRS 16/14(a) & (b).  (SF 115 NI-305-88-1 approved July 14, 1989)

Retention Schedule:

In Office:  Active
(b) Material relating to amounts recovered from insurance policies due to

losses and other claims by BPA and financing of both property and liability loss exposure.  Based on GRS 16/14(c).  (SF 115 NI-305-88-1 approved July 14, 1989)

Retention Schedule:

In Office:  3 years    BPA Records Storage:  3 years and then destroy.

	KK

	FI-24-11
	Risk Identification

Documents that track BPA's analysis of its exposure to loss and available alternatives, including direct exposure and exposure acquired through contracts and agreements.  (SF 115 NI-305-88-1 approved July 14, 1989)

Retention Schedule:

In Office:  Active
	KK

	FI-25


	Cost Analyses

Material relating to the allocation and distribution of BPA's overheads and cost pools and to the rates associated with the overheads and cost pools.  

See FI-12 for continuing plant mortality data.  (SF 115  NI-305-88-1 approved July 14, 1989)

Retention Schedule:

In Office:  3 years    BPA Records Storage:  7 years and then destroy.


	KFRM KFRO



	FI-26
	Bonneville Enterprise System (BES)

Material relating to all financial information on the Bonneville Enterprise System (BES).  Includes manual and automated accounting, managerial, budgetary, and program management information processing, and reporting. 

The retention period for the FI-26 series (including its tertiary subjects) is justified as follows:  The Bonneville Enterprise System (BES) was developed with major review points at 10-year intervals.  The active (A) life of the materials will be the 10-year cycle.  The review cycle is based on general business practices and BPA management's experience with integrated database systems and the life cycle of automated hardware and software.  

Retention Schedule:

In Office:  Active    BPA Records Storage:  2 years and then destroy.

	DSF

KFRD KFRM KFRO 

	FI-26-11


	Bonneville Enterprise System (BES) Accounts Payable

Material relating to development and installation of the BES Accounts Payable and Purchase Order system that supports the invoice approval and processing requirements of BPA's general vouchering activity.

Retention Schedule:

In Office while Active…Records Storage 2 years, and then destroy


	KFRD



	FI-26-12
	Bonneville Enterprise System (BES) Internal Controls

Material relating to establishing standards for performing assessments, implementing improvements, and providing internal and external reports related to internal control responsibilities and activities of BPA's Office of Financial Management.  Includes requests for BES changes, new segment values, system development, and system enhancements.

Retention Schedule:

In Office:  Active    BPA Records Storage:  2 years and then destroy.


	DSF

KFRO 

	FI-26-13
	Bonneville Enterprise System (BES) A-127

Material relating to the establishment of BES objectives and standards, implementation directives, and related review and assessment reports as directed by OMB Circular A-127.

Retention Schedule:  

In Office:  Active    BPA Records Storage:  2 years and then destroy.


	DSF

	FI-26-15
	PeopleSoft (PS) General Ledger (GL)

Material relating to development and implementation of the general ledger portion of the Bonneville Enterprise System (BES), including the GL accounts; management and control reports; budget system; budget entry; forecast versus actual reports; and organizational and program hierarchies.

Retention Schedule:

In Office:  Active    BPA Records Storage:  2 years and then destroy.


	DSF KFRO

	FI-26-16
	ADP Resource Management Reporting System

Material relating to development and maintenance of the subsidiary ledger system to the BES system.  Office of Record is often CID.

Retention Schedule:

In Office:  Active    BPA Records Storage:  2 years and then destroy.


	CID

Z

	FI-26-17
	Bonneville Enterprise System (BES) Change Control

Material relating to requests for BES changes, new chartfield values, system development, and system enhancements as recorded on form BPA 2100.05, Chartfield Work Request, and BES Change Request.

Retention Schedule:

In Office:  Active    BPA Records Storage:  2 years and then destroy.


	DSF KFRO

	FI-27


	Average System Cost Determination

(a) Material relating to the Residential Purchase and Sale Agreement

(RASA) and the Exchange Transmission Credit Agreement (ETCA).  Includes records about utility rate-change proceedings and Record of Decision (ROD) signed by the BPA Administrator.  Average system cost (ASC) methodology documents (as outlined in 18 CFR 301) constitute a highly specialized exhibit to contracts with BPA's customers.  

(Hardcopy documents are microfilmed and destroyed 90 days after completion of the microfilm quality check.  

The original microfilm constitutes the official record.)  See also LW-28-14, Average System Cost Review.

Retention Schedule:

In Office:  Active + 6 years and then destroy.

(b) Material in support of BPA's Residential Exchange Program.  Includes

reports, studies, and analyses associated with ASC interpretations, exchange forecasts, utility financial and economic analyses, models, jurisdictional rate case activities, litigation, and special project-related documents.

Retention Schedule:

In Office:  Active + 1 year    BPA Records Storage:  5 years and then destroy.


	KFS



	FI-28
	Revenue Requirements

Material relating to total costs which BPA must recover through its rates, such as interest, amortization, and operating expenses.  See also 

PM-13-13, Wholesale Power Rate; PM-13-14, Transmission Power Rate; and PM-16, Rate Filings and Hearings.  SF 115 NI-305-88-1 approved July 14, 1989)

Retention Schedule:

In Office:  Active + 5 years and then destroy.


	KFS

	FI-29


	Repayment

Material relating to BPA's methods, practices, and balances owed the U.S. Treasury to repay the Government for its investment in the Federal Columbia River Power System (FCRPS).  Includes repayment policy formulation and studies, adequacy of proposed rates pursuant to studies on the effects of FERC regulations, alternative repayment methodologies, and revenue requirement analyses, studies, and related documentation.  See also PM-13-13, Wholesale Power Rate, PM-13-14, Transmission Power Rate; PM-16, Rate Filings and Hearings; and LW-28-11, BPA Rate Hearings.  (SF 115 NI-305-91-2 approved September 2, 1992) 

Retention period is based on requirements for BPA's repayment of the Federal investment in the Federal Columbia River Power System (FCRPS) are specified by public law.  

Materials relating to repayment provide documentation and support for BPA's adherence to the statutory requirements and FERC regulations.  These records document the establishment of substantive policies and procedures.  Retention of these materials allows orderly access to information which may be required for reference and verification of BPA's historical repayment records, repayment studies, policies, and adherence to statutory and FERC requirements.

Retention Schedule:

In Office:  6 years    BPA Records Storage:  15 years and then destroy.


	KFS



	FI-29-11 
	Separate Accounting

Historical tracking of the revenues, expenses, and Federal amortization payments of the Federal Columbia River Power System (FCRPS), separated by generation, transmission, and wheeling.  Separate accounting analyses are prepared consistent with the legislative requirement that BPA equitably allocate the costs of the Federal transmission system between 

Federal and non-Federal power users.  (See FERC Order dated January 27, 1984, 26 FERC 61.096).  (SF 115 NI-305-91-2 approved September 2, 1992.

Retention Schedule:

In Office:  6 years    BPA Records Storage:  15 years and then destroy.

	KFS

	FI-29-12
	Replacements

Material relating to the costs and timing of Federal Columbia River Power System (FCRPS) project replacements within BPA's repayment study, including generating projects and transmission plant.  (SF 115 NI-305-91-2 approved September 2, 1992)

Retention Schedule:

In Office:  6 years    BPA Records Storage:  15 years and then destroy.

	KFS

	FI-29-13
	Net Debt

Material relating to the increase in BPA's outstanding debt with the U.S. Treasury, new borrowing less amortization paid.  The records describe projected increases in BPA's net Federal debt on a planning basis.  See also FI-21-12, Treasury Borrowing.  (SF 115 NI-305-91-2 approved September 2, 1992.

Retention Schedule:

In Office:  6 years and then destroy.


	KFS

	FI-30
	Trust Funds

Material relating to the BPA management of trust funds.  Material includes, but not limited to, information related to nuclear decommissioning, decontamination or site restoration.  Includes investment policies and annual trustee financial statements.

                                                             PENDING NARA APPROVAL

Retention Schedule:  

In Office:  Active plus 7 years and then destroy.

Active means period before the decommission/decontamination of a nuclear plant and/or completing restoration of the nuclear site.


	KFW

	FI-31
	Fish and Wildlife Credits

Material relating to fish and wildlife credits.  Preparation of materials certifying the size of fish and wildlife credits, earned under provision 4(h)(10)(c) of the Regional Act, to be sent to DOE, Treasury, and OMB.

                                                               PENDING NARA APPROVAL

Retention Schedule:

In office:  Active plus 6 years and then destroy.
Active means as long as the provisions of the Regional Act governing BPA’s fish and wildlife responsibilities are in place.


	KFS

	
	
	


	
	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 official file.

BPA Storage (Headquarters) inactive storage   

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

