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FILE GUIDE AND RETENTION SCHEDULE:  INFORMATION RESOURCES
Last Revision Date:  December 5, 2003

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



	IR
	INFORMATION RESOURCES

Material relating to the development and implementation of policy, standards, and procedures for information management activities.  Includes material relating to system software and hardware, computer operations, telecommunications, office automation, and library services. In this Chapter, "ADP" means automated data processing.  Data may be recorded on various media including paper, film, tape, disk, or diskette.  The record 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.


	

	IR-11
	IT Program Direction

Information that defines a strategic direction for implementation of business process automation objectives.

                                               PENDING NARA APPROVAL

Retention Schedule:

In Office:  Active + 5 years, and then destroy.


	DI

TOI

TOII

TOIS

	IR-11-11
	IT Policies and Guidelines

Directives that serve to accomplish a consistent and uniform approach in establishing and managing a technology program throughout the business enterprise.

                                             PENDING NARA APPROVAL
Retention Schedule:

In Office:  3 years or until expires.  Records Storage:  7 years, and then destroy.


	DI

TOI

TOII

TOIS

	IR-11-12
	IT Standards and Procedures

Information that sets the limiting parameters from within which the computing environment must be architected and managed.

                                            PENDING NARA APPROVAL
Retention Schedule:

In Office:  3 years or until expires.  Records Storage:  7 years and then destroy.


	DI

TOI

TOII

TOIS

	IR-12
	Systems Planning

Material relating to the preparation, maintenance, and updating of information resources 
management plans and cost recovery systems.  Includes material relating to coordinated planning efforts involving BPA and other Federal, State, and local agencies.

(SF 115 N1-305-88-1 approved July 14, 1989)

Retention Schedule:

In Office: 3 years    BPA Records Storage: 2 years, and then destroy.    

	CI

DI

PG

TM

TOI

TOII

TOIS

TOS



	IR-13
	Technical Reviews

Material relating to technical reviews of proposed hardware and software systems or system components.  Includes such material as requirements and specifications, costs and benefits of proposed systems, and justifications, such as documentation for the change management authority.  (SF 115 N1-305-88-1 approved July 14, 1989)

Retention Schedule: 

In Office: 3 years    BPA Records Storage: 2 years, and then destroy.    

	CI

CID

CIE

DI

PGG

TM

TOI

TOII

TOIS

TOS



	IR-14
	Automated Systems Security

Material relating to security of ADP and related information management systems. Includes such material as authorizations for computer center access, plans and procedures for physical security, and security of data files and records.  See also SS-18-13, Computer Security. (SF 115 N1-305-88-1 approved July 14, 1989)

Retention Schedule:

In Office:  Active + 2 years, and then destroy. 

    
	CID

DI

TOI

TOII

TOIS



	IR-15
	Equipment Technology and Office Automation

Material relating to the selection, use, and management of ADP hardware and office automation equipment.  Includes material relating to equipment types, configurations, uses, and acquisition recommendations.  

(SF 115 N1-305-88-1 approved July 14, 1989)

Retention Schedule:

In Office: 3 years    BPA Records Storage: 2 years, and then destroy.


	CID

TOI

TOII

TOIS

	IR-16


	Telecommunications

Material relating to requests for and assignment of radio frequencies, use, and restriction; use of commercial cable, teletype, telex, and similar services; use of the Federal Telephone System (FTS) and commercial telephone service; facsimile and other electronic communications equipment; directory listings; and electronic transmission of text or data originating from ADP (including word processing) equipment. See also SS-12, Mail Services, and ED-20-12, Microwave System. (SF 115 N1-305-88-1 approved July 14, 1989)

Retention Schedule:

In Office:  Active

(a) Logs of long distance telephone calls kept by some originating organizations for certifying bills.  See also FI-17, Expenditure Documentation [formerly Vouchers]. Based on GRS 12/3(a).

(SF 115 N1-305-88-1 approved July 14, 1989)

Retention Schedule:

Destroy when 6 months old.

(b) Material other than logs relating to a specific telecommunication function, activity, person, organization, location, or project.

(SF 115 N1-305-88-1 approved July 14, 1989)

Retention Schedule:

In Office:  Active 


	CID

TM

TOH

Z

Z



	IR-17
	Database Management

Material relating to establishing and managing resource and management information in organized databases.  Includes material relating to the storage of automated data and the retrieval and use of such data using automated database management techniques. Case file material for a specific database, program, or other management aspects, as needed.  

(SF 115 N1-305-88-1 approved July 14, 1989)

Retention Schedule:

In Office: 3 years    BPA Records Storage: 2 years, and then destroy. 


	CID

CIE

PGG

TM

TOI

TOII

TOIS

TOS



	IR-18
	Software Development and Maintenance

(a) Material relating to the development, maintenance, and use of ADP software (computer programming).  Includes material relating to the design and programming of automated systems and the use and applicability of ADP software.  (SF 115 N1-305-88-1 approved July 14, 1989)

Retention Schedule:

In Office: Until Superseded    BPA Records Storage: 3 years, and then destroy.    
(b) Hardcopy program listings, reports and electronic code that track changes to computer applications as they are developed and updated.  Current (and occasionally one older generation) hardcopy is retained.    (SF 115 NI-305-88-1 approved July 14, 1989)

Retention Schedule:

In Office:  Until Superseded    Records Storage:  3 years and then destroy.


	CIE

PGG

TM

TOI

TOII

TOIS

TOS

CIE

PGG

TM

TOI

TOII

TOIS

TOS

	IR-19
	Computer Operations

Material relating to the operation of ADP and associated equipment.  Includes standard operating procedures, recommended maintenance schedules, and vendor training in equipment operation and maintenance.  Also includes records of maintenance performed on ADP (including telecommunications and network) equipment.  (SF 115 N1-305-88-1 approved July 14, 1989)

Retention Schedule:

In Office: 3 years    BPA Records Storage: 2 years, and then destroy. 

   
	CI

CID

CIT

PGG

TO

TOI

TOII

TOIS

TOS



	IR-20
	Liaison

Material relating to non-BPA computer operations, such as those managed by the Department of Energy, other Federal agencies, State agencies, and universities.  Includes material relating to equipment, operating systems, access procedures, fee schedules, and training material.  

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

Retention Schedule:

In Office:  3 years    BPA Records Storage:  2 years, and then destroy.


	DI

	IR-21
	Computer Assistance 

Material relating to BPA's computer-related Help Desk or client support function.  (SF 115 N1-305-88-1 approved July 14, 1989)

Retention Schedule:

In Office: 3 years    BPA Records Storage: 2 years, and then destroy.


	CIT

	IR-22
	Resource Proposals

Requests for computer-related hardware and for software applications.  Includes all documentation for data processing, word processing, and office automation.  Case file by organization, equipment, or program.

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

Retention Schedule:

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


	CI

DI

PGG

TL

TOS

	IR-22-11
	TBL Resource Proposals

TBL requests for computer-related hardware or software.

                                        PENDING NARA APPROVAL

Retention Schedule:

In Office:  Active + 2 years, and then destroy.
	TOI

TOII

TOIS

	IR-23
	IT Capital Projects

Requests to seek capital funding for computer-related hardware or software applications.  Case file by organization, equipment, or program. (SF 115 N1-305-88-1 approved July 14, 1989)

Retention Schedule:

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


	CI

DI

TOI

TOII

TOIS

TOS

Z



	IR-24
	ADP Coordination

Material relating to providing coordinated ADP services, such as service agreements. (SF 115 N1-305-88-1 approved July 14, 1989)

Retention Schedule:

In Office: 3 years    BPA Records Storage: 2 years, and then destroy.  


	TOI

TOII

TOIS

TOS

Z



	IR-25
	Library Services

Material relating to the purchasing of any publication, license, or subscription.  

(SF 115 N1-305-88-1 approved July 14, 1989)

Retention Schedule:  In Office:  Active 
	CIEL

	IR-26
	Year 2000 (Y2K)

Material relating to the Year 2000, common to all departments. Start of retention period is 1/1/2000.  (SF 115 NI-305-99-1 approved June 1, 2001)

Retention Schedule:  

(1)  Recordkeeping copy.  Destroy 10 years from 1/1/2000.

(2)  Electronic copies.  Delete after recordkeeping copy has been produced unless needed longer for revision or dissemination.


	Z

	IR-26-11
	Program Management Documentation

Material related specifically to BPA's Y2K program.   Start of retention period is 1/1/2000.  (SF 115 NI-305-99-1 approved June 1, 2001)

Retention Schedule:  
(a) Recordkeeping copy.  Destroy 10 years from 1/1/2000.

(b) Official electronic copy.  Destroy 10 years from 1/1/2000.

(c) Other electronic copies.  Delete after recordkeeping copy and official electronic copy have been produced unless needed longer for revision or dissemination.


	DI

	IR-26-12


	Individual System Documentation – Y2K-related

Material related specifically to BPA's Y2K program. Case file by system.  Start of retention period is 1/1/2000.  (SF 115 NI-305-99-1 approved June 1, 2001)

Retention:  


(a) Recordkeeping copy.  Cut off files at project completion.  Maintain onsite.  Destroy 10 years after cutoff, or when the system or system component is superseded or retired, whichever is later. 

(b) Official electronic copy.  Delete after recordkeeping copy has been produced unless needed longer for revision or dissemination.

(c) Other electronic copies.  Delete after recordkeeping copy and 

       official electronic copy have been produced.

	DI



	IR-27
	Data Resource Management

Material relating to the development and implementation of policy, standards, and procedures for data resource management activities.

                                            PENDING NARA APPROVAL
Retention Schedule:

In Office:  Retain until Superseded.  BPA Records Storage: 3 years, then destroy.
	TOI

TOII

TOIS

	IR-27-11
	Electronic Data

Data and database backups taken at upgrade occurrences.

                                             PENDING NARA APPROVAL

Retention Schedule:

In Office:  1 year    Records Storage:  30 years, and then destroy.


	TOI

TOII

TOIS



	IR-28
	Hardware Lifecycle and Maintenance

All material relating to the functionality, evaluation, and use of hardware devices, its associated components, as related to functional requirements, purchase, installation, maintenance, and use.

                                              PENDING NARA APPROVAL
Retention Schedule:

In Office:  Active + 2 years, and then destroy.

(Active is while inventory exists)


	TOI

TOII

TOIS

	IR-29
	Commercial Software

All material relating to the functionality, evaluation, and use of Commercial Off-the-Shelf ADP software.  Material relating to the justification, functional requirements, installation, maintenance, and use of Commercial Off-the-Shelf ADP software.  Includes material relating to the customization or enhancements of automated systems.

                                                     PENDING NARA APPROVAL
Retention Schedule:

In Office:  Active + 2 years   Records Storage:  3 years, and then destroy.


	TOI

TOII

TOIS

	IR-29-11
	License and Maintenance Agreements (Commercial Software)

License and maintenance agreements and other associated material relating to initial purchase, subsequent patches and upgrades, and intermediate and final disposal of the media.

                                                      PENDING NARA APPROVAL
Retention Schedule:

In Office:  Active + 2 years and then destroy. 

 (Active means before disposal of items.)
	DI

TL

TOI

TOII

TOIS


	
	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.

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


