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



	MA
	MAINTENANCE AND CONSTRUCTION
Material relating to the maintenance of the power system.  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.


	

	MA-11
	Substation Maintenance and Construction
Material and drawings relating to maintenance and construction of specific substations.  Includes data about substation equipment and its performance.  See also ED-17, Stations, and ED-17-12, Station Design.

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

Retention Schedule:

Destroy when related equipment is disposed.


	TF

TFH

TFO

TFP

TFS

TNE

TNS                 

	MA-11-12
	Substation Equipment and Materials

(a) Material relating to the equipment and material used for the

maintenance of substations and non-electric plants, except as specified under (b) below.  Also used for equipment performance and failure.  See also ED-17-14, High Voltage Equipment.

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

Retention Schedule:

Destroy when related equipment is disposed.

(b) Voltage and transformer temperature (including top oil and hot spot) chart recordings.  (SF 115 N1-305-92-1 approved April 26, 1993)

Retention Schedule:
In Office:  Active    Records Storage:  5 years, and then destroy.


	TF

TFI

TFP

TNS

TNSD



	MA-12
	Transmission Line Maintenance and Construction

Material relating to the maintenance and construction of transmission lines such as equipment used, wood poles, towers, materials, and line upgrades.  See also ED-15, Transmission Lines, and ED-15-12, Construction Data Books.  

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

Retention Schedule:

In Office:  5 years, and then destroy.


	TF

TFP

TNF

	MA-12-11
	Right-of-Way Maintenance
Material relating to the maintenance of rights-of-way including access roads, encroachments, vegetation management, and clearing.  See also LA-15, Maintenance Trees, ED-15-18, Right-of-Way.

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

Retention Schedule:

In Office:  Superseded +3 years, and then destroy.


	TF

TFP

TFI



	MA-12-12
	Wood Poles
Documents about the maintenance of wooden transmission line poles and wooden stubs.  Includes storage, preservation, and disposal issues.  See also ED-15-15, Structures and Towers.

(SF 115 N1-305-91-2 approved September 2, 1992)

Retention Schedule:
In Office:  Superseded    Records Storage:  2 years, and then destroy.


	TF

TFE

TFI

TFN

TFO

TFP

TFR

TFS

TNL



	MA-12-13
	Non-wood Poles
Documents about transmission line poles and stubs constructed of material other than wood, such as steel, concrete, and laminates.  See also ED-15-15, Structures and Towers.

(SF 115 N1-305-91-2 approved September 2, 1992)

Retention Schedule:
In Office:  Superseded    Records Storage:  2 years, and then destroy.


	TF

TFP

TNF

TNL



	MA-12-14
	TLM Equipment and Materials

Documentation of equipment and materials used in the maintenance of transmission line maintenance facilities.  See also ED-31, Building Facilities Design and Construction Support, and ED-32, Structural Engineering, Analysis and Design.  

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

Retention Schedule:
In Office:  Superseded    Records Storage:  2 years, and then destroy.


	TF

TFO

TFP

TNF

TNL

	MA-13
	Power System Control Communications
Material relating to the planning, programming, testing, and maintenance of the PSC function of the electrical and nonelectrical facilities.  Includes general equipment files that are not specific to a brand or location.  See also ED-17-15, Substation Data Systems.

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

Retention Schedule:
In Office:  Superseded    Records Storage:  2 years, and then destroy.


	TF

TFI

TFP

TNT

TOM

TOP

	MA-13-11
	PSC Communications Equipment
Material relating to equipment specific to support the PSC program to a particular budget or account number.  See also ED-17-15, Power System Control--Substation Data Systems.

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

Retention Schedule:
In Office:  Superseded    Records Storage:  2 years, and then destroy.


	TF

TFP

TNT



	MA-14
	System Protection & Control
Material relating to the planning, programming, testing, and maintenance for the SPC function or the electrical and nonelectrical facilities.  See also ED-24-18, Control System Development Support.

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

Retention Schedule:
In Office:  Superseded    Records Storage:  2 years, and then destroy.


	TF

TNC

TNE

TNS



	MA-14-11
	SPC Equipment
Material relating to System Protection & Control.  See also ED-24-18, Control System Development Support.

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

Retention Schedule:
In Office:  Superseded    Records Storage:  2 years, and then destroy.


	TF

TNC



	MA-15


	System Maintenance Information System

Material relating to the System Maintenance Information System (SMIS).

(a)  Hardcopy program listings and reports that track changes to SMIS applications as they are developed and updated.  Current (and occasionally one older generation) hardcopy is retained.   

Retention Schedule: 

 In Office:  Active.  Delete/destroy when the agency determines they are no longer needed for administrative, legal, audit, or other operational purposes.
(b)  Electronic data are updated continuously.  Only current version is maintained.

Retention Schedule:

In Office:  Active


	TOIS



	MA-16
	Maintenance Improvement and Efficiency Activities
Material relating to studies, analyses, and actions taken to improve the reliability of the equipment of the power system.  Includes studies to streamline administrative and maintenance work procedures and procedures to ensure that equipment is not over – or under-maintained.  Also includes steps for implementation of employee suggestions related to maintenance of the power system.  (SF 115 N1-305-88-1 approved July 14, 1989)

Retention Schedule:
In Office:  Active plus 5 years, and then destroy.


	TF

TFI

TFP

TN

	MA-16-11
	O&M Data Collection Studies
Withdrawn by TB (E.J. Missinne) on September 10, 2004
	

	MA-16-12
	Maintenance VerTeam Studies
Studies by the Vertical Teams about specific subjects related to the power system.  (SF 115 N1-305-88-1 approved July 14, 1989)

Retention Schedule:
In Office:  Active plus 5 years, and then destroy.


	TF

	MA-16-13
	Performance Level Guides
Guidelines (PLGs) for performing maintenance on power system equipment.  Includes multiyear statistics; intervals for routine and preventive maintenance; and technical data, procedures, schedules, and recommendations.  (SF 115 N1-305-88-1 approved July 14, 1989)

Retention Schedule:
In Office:  Active plus 5 years, and then destroy.


	TF

TNF

TNS

	MA-17
	BPA Work Standards, Guides, and SPIFs
Material relating to the standards, procedures, instructions, and information (SPIFs) for maintaining the power system.  Includes indirect maintenance subjects such as grounding and removal of storage tanks.  (SF 115 N1-305-88-1 approved July 14, 1989)

Retention Schedule:
In Office:  Active plus 5 years, and then destroy.


	TN

TNC

TNE

TNF

TNL

TNS

TNT



	MA-18
	Construction Work Orders

Construction Project Authorizations (CPAs), and project completions.  Case File by substation.  See also ED-13, Work Orders.

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

Retention Schedule:

In Office:  10  years    Records Storage:  40 years, and then destroy.


	TFH



	MA-19
	Construction Interties

Material relating to the construction of transmission lines serving to interconnect geographically distinct systems.  See also ED-14, Interties, and ED-15-26, Construction Specifications.

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

Retention Schedule:

In Office:  Active +1 year    Records Storage:  3 years, and then destroy.


	TF

TFP

TNF

TNS

TOP

	MA-20
	Power System Construction

Material relating to the actual on-site construction of the power system.  Includes daily progress reports, diaries, correction memos, and similar documents.  See also ED-18, System Construction . (SF 115 NC-305-76-1 approved September 15, 1976)

Retention Schedule:

In Office:  Active + 6 months, and then destroy.


	TFH



	MA-20-11
	Construction Fiber Optics

Material relating to construction of fiber optics throughout BPA's power system.  See also ED-15-26, Construction Specifications, and ED-20-13, Fiber Optics.  (SF 115 NI-305-94-2 approved June 9, 1995)

Retention Schedule:

In Office: 5 years    Records Storage:  3 years, and then destroy.


	TFH 

TNE

TNL

TNT




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

