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FILE GUIDE AND RETENTION SCHEDULE:  OPERATIONS 
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	FILE
CODE
	RECORDS SERIES, TITLE, DESCRIPTION, & DISPOSITION
	OFFICE OF RECORD/ORIGIN



	OP
	OPERATIONS
Material relating to the operations of the power transmission 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 materials described by the following related subjects.

Authorization:  Recommendation of Management

All retentions in this series that are by Recommendation of Management are justified as follows:  (a) for historical documentation of the BPA power system, (b) because of legal responsibilities relating to power system accidents, or (c) to serve as reference to trace trends in equipment problems.


	

	OP-11
	Dispatch
Official records of dispatcher actions taken, conversations recorded, and procedures.  (SF 115 N1-305-88-1 approved July 14, 1989)

Retention Schedule:

In Office:  Active + 1 year


	TOD

TOV

	OP-11-11
	Logs
A chronological record of the operations of BPA’s electrical system.  Includes information on switching operations, clearances, weather data, Federal plant loading, line and substation equipment trouble.  Prior to 1980, records are hardcopy; since 1980, records are microfilm (COM).  (SF 115 N1-305-88-1 approved July 14, 1989)

Retention Schedule:

In Office:  3 years    BPA Records Storage:  25 years thereafter or for 10 years after plant is retired, whichever is longer (FERC 124.2(n)(5)).


	TOD

TOH

TOV

	OP-11-12
	Recordings
Tape recordings of dispatchers’ official communications by telephone.  (SF 115 N1-305-88-1 approved July 14, 1989)

Retention Schedule:

Recordings of major system trouble, accidents, and other unusual conditions: retain for 25 years and then review.

All other recordings:  Reuse when 2 years old.


	TOD

TOH

TOV

	OP-11-13
	Daily Interruption Reports
Reports of interruptions to customers’ service, interruptions in lines, faulty operation of electrical equipment, system weather conditions, and other unusual conditions.  Ten years of data is kept continuously on magnetic tape as a working file for analysis; data are recorded on microfilm (COM) as the official record.  (SF 115 N1-305-88-1 approved July 14, 1989)

Retention Schedule:

Retain in office for 3 years, store for 25 years thereafter or for 10 years after plant is retired, whichever is longer (FERC 125.2(n)(5)).

	TOT

	OP-11-14
	Standing Orders
Dispatcher guides for special operating conditions.  (SF 115 N1-305-88-1 approved July 14, 1989 and SF 115 NI-305-03-2 dated August 28, 2003)

Retention Schedule:
In Office:  Until Superseded    Records Storage:  10 years, and then destroy.


	TOD

	OP-11-15


	Loop Flow Curtailment Procedures
Records documenting guidance to mitigate Western interconnecting line overloads due to unscheduled power transfers.  (SF 115 N1-305-88-1 approved July 14, 1989)

Retention Schedule:
In Office:  Superseded, and then destroy. 


	TOT

	OP-12


	Outages
Procedures and records for equipment outages required by coordination through BPA outage dispatcher as outlined in BPA Reliability Criteria and Northwest Power Pool (NWPP) Operating Manual.  (SF 115 N1-305-88-1 approved July 14, 1989 and SF 115 NI-305-03-2 dated August 28, 2003)

Retention Schedule:
In Office:  3 years, and then destroy.


	TOT

TOV



	OP-12-11
	Planned Outages
Computer-generated reports.  (SF 115 N1-305-88-1 approved July 14, 1989 and SF 115 NI-305-03-2 dated August 28, 2003)

Retention Schedule:
In Office:  3 years, and then destroy.


	TOT

TOV

	OP-12-12
	Requirements for Outages
(description needed) (SF 115 N1-305-88-1 approved July 14, 1989 and SF 115 NI-305-03-2 dated August 28, 2003)

Retention Schedule:
In Office:  3 years, and then destroy.


	TOT

	OP-12-13
	Applications for Outages
Requests to the Outage Dispatcher to remove energized equipment from service to perform necessary line work.  See also OP-19, Tests.  (SF 115 NC-305-76-1 approved September 15, 1976)

Retention Schedule:
In Office:  3 years, and then destroy.


	TOT

TOV

	OP-13


	Operation of Interties and Interconnections
Material relating to operating interties and interconnections.  File alphabetically by line name.  See also ED-14, Interties, and RP-15, Planning for Interties and Interconnections.  (SF 115 N1-305-88-1 approved July 14, 1989 and SF 115 NI-305-03-2 dated August 28, 2003)

Retention Schedule:  

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


	TOT

	OP-13-11
	Interchange Schedules, Logs, and Outages
All schedules, logs, outages, and similar material related to the operation of all interties and interconnections.  Records constitute life study data for the BPA electrical system.  Includes all forms of record material such as hardcopy and microfilm.  Case file by line name.  (FERC-18 CFR-125.3/23)

Retention Schedule:      

In Office:  3 years    Records Storage:  25 years, and then destroy.


	PGK

PGS

TMS



	OP-14
	Joint Operating and Coordination Agreements
Agreements with other utilities and generating companies about clearance procedures, coordination of work, scheduling practices, and performing reciprocal work during emergencies.  File alphabetically by name of utility or company.  See also EX-15-16, Utility Organizations, and EX-15-17, Industries.  (SF 115 N1-305-88-1 approved July 14, 1989)

Retention Schedule:

In Office:  Active


	TOT



	OP-15
	Security Application Programs

Material relating to on-line control computer programs that assess current state of the power system.  (SF 115 N1-305-88-1 approved July 14, 1989)

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


	TOT

	OP-15-11
	Voltage Control
Material relating to both monitoring and control action documentation and requirements.  (SF 115 N1-305-88-1 approved July 14, 1989)

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


	TOT

	OP-15-12
	Power Flow
Material relating to system requirements and design details.  (SF 115 N1-305-88-1 approved July 14, 1989)

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

	TOT

	OP-15-13
	Contingency Selection – Fast Outage Program
Material relating to requirements to interface to bus forecast and outage schedule program.  (SF 115 N1-305-88-1 approved July 14, 1989)

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

	TOT

	OP-15-14
	Stability – Transient Energy Function
Material relating to research and development project for direct stability analysis.  (SF 115 N1-305-88-1 approved July 14, 1989)

Retention Schedule:
In Office:  Active + 1 year.    


	TOT

	OP-16

OP-16 cont.
	Stability Control Schemes
Also known as Remedial Action Scheme and Special Protection Schemes by Western Energy Coordinating Council (WECC) and North American Electric Reliability Council (NERC).  The schemes control dynamic energy imbalances when sudden changes in generation or transmission separations occur.  See also ED-24, Remedial Action Schemes (SF 115 N1-305-88-1 approved July 14, 1989 and 

SF 115 NI-305-03-2 dated August 28, 2003)

Retention Schedule:
In Office:  Superseded + 5 years, and then destroy.


	TOT

     TOT

	OP-16-11
	Under-Frequency Load Shed/Load Dropping
A NWPP-coordinated program.  Includes Area correspondence to identify customer load to drop.  (SF 115 N1-305-88-1 approved July 14, 1989 and SF 115 NI-305-03-2 dated August 28, 2003)

Retention Schedule:
In Office:  Superseded + 5 years, and then destroy.


	TOT

	OP-16-12
	Import Contingency Load Trip Scheme
Material relating to AC intertie import stability conditions and trips industrial load.  (SF 115 N1-305-88-1 approved July 14, 1989 and SF 115 NI-305-03-2 dated August 28, 2003)

Retention Schedule:
In Office:  Superseded + 5 years, and then destroy.


	TOT

	OP-16-13
	Industrial Load Drop Signaling System
Material relating to manual load drop due to inadequate system reserves.  (SF 115 N1-305-88-1 approved July 14, 1989 and SF 115 NI-305-03-2 dated August 28, 2003)

Retention Schedule:
In Office:  Superseded + 5 years, and then destroy.


	TOT

	OP-16-14
	Pacific Intertie Stability Control Schemes
(SF 115 N1-305-88-1 approved July 14, 1989 and SF 115 NI-305-03-2 dated August 28, 2003)

Retention Schedule:
In Office:  Superseded + 5 years, and then destroy.


	TOT

	OP-16-15
	Open Loop Operation
Variation of OP-16-14 for direct current (DC) intertie operations when 500-kV system is open in Los Angeles area.  (SF 115 N1-305-88-1 approved July 14, 1989 and SF 115 NI-305-03-2 dated August 28, 2003)

Retention Schedule:
In Office:  Superseded + 5 years, and then destroy.


	TOT

	OP-16-16
	Stability Control Intertie Monitor
Variation of OP-16-14 for stability control intertie monitor (SCIM); new controller to replace Grizzly Substation control/logic scheme.  (SF 115 N1-305-88-1 approved July 14, 1989 and SF 115 NI-305-03-2 dated August 28, 2003)

Retention Schedule:
In Office:  Superseded + 5 years, and then destroy.


	TOT

	OP-16-17
	Generator Dropping—Libby Substation
Material relating to local controls for special stability problems.  (SF 115 N1-305-88-1 approved July 14, 1989 and SF 115 NI-305-03-2 dated August 28, 2003)

Retention Schedule:
In Office:  Superseded + 5 years, and then destroy.


	TOT

	OP-16-18
	Boundary & BC Hydro Schemes
Material relating to controls to maximize Seattle City Light (SCL) Boundary generation on three Boundary Bell 230 kV lines.  (SF 115 N1 305-88-1 approved July 14, 1989 and SF 115 NI-305-03-2 dated August 28, 2003)

Retention Schedule:
In Office:  Superseded + 5 years, and then destroy.


	TOT

	OP-16-19
	Chief Joseph Brake
Material relating to several special conditions which require mitigation of more complex controls.  (SF 115 N1-305-88-1 approved July 14, 1989 and SF 115 NI-305-03-2 dated August 28, 2003)

Retention Schedule:
In Office:  Superseded + 5 years, and then destroy


	TOT

	OP-16-20
	Lower Snake/Grand Coulee Line Loss Schemes
Material relating to local controls to prevent instability for multiple contingencies.  (SF  115 N1-305-88-1 approved July 14, 1989 and SF 115 NI-305-03-2 dated August 28, 2003)

Retention Schedule:
In Office:  Superseded + 5 years, and then destroy.


	TOT

	OP-16-21
	Colstrip Integration Control Scheme
Material relating to transmission and generation constraints to maximize Colstrip transfers.  (SF 115 N1-305-88-1 approved July 14, 1989 and SF 115 NI-305-03-2 dated August 28, 2003)

Retention Schedule:
In Office:  Superseded + 5 years, and then destroy.


	TOT

	OP-16-22
	Bellingham Area Load Trip Scheme
Material relating to the Bellingham area load trip scheme (BALTS); local scheme to account for contingencies in Canada and PSPL line outages.  (SF 115 N1-305-88-1 approved July 14, 1989 and SF 115 NI-305-03-2 dated August 28, 2003)

Retention Schedule:
In Office:  Superseded + 5 years, and then destroy.


	TOT

	OP-16-23
	Puget Sound Voltage Stability Control Scheme
Material relating to the control scheme to prevent voltage collapse in the Puget Sound Area.  (SF 115 N1-305-94-1 approved October 24, 1994 and SF 115 NI-305-03-2 dated August 28, 2003)

Retention Schedule:
In Office:  Superseded + 5 years, and then destroy.


	TOT

	OP-16-24
	Under-Voltage Loadshedding
Material relating to relays set to trip load when voltage goes below set points.  (SF 115 N1-305-94-1 approved October 24, 1994 and SF 115 NI-305-03-2 dated August 28, 2003)

Retention Schedule:
In Office:  Superseded + 5 years, and then destroy.


	TOT

	OP-17
	System Restoration
A plan to restore service after local or regional blackouts.  (SF 115 N1-305-88-1 approved July 15, 1989 and SF 115 NI-305-03-2 dated August 28, 2003)

Retention Schedule:
In Office:  Superseded + 5 years, and then destroy.

	TOT

	OP-17-11
	Remote Synchronization Scheme
Material relating to aid to quickly synchronize islanded area via Supervisory Control and Data Acquisition (SCADA).  (SF 115 N1-305-88-1 approved July 14, 1989 and SF 115 NI-305-03-2 dated August 28, 2003)

Retention Schedule:
In Office:  Superseded + 5 years, and then destroy.

	TOT

	OP-17-12
	Dead Bus Clearing Scheme
Material relating to aid to quickly clear a transmission path between generation and load via SCADA.  (SF 115 N1-305-88-1 approved July 14, 1989 and SF 115 NI-305-03-2 dated August 28, 2003)

Retention Schedule:
In Office:  Superseded + 5 years, and then destroy.

	TOT

	OP-17-13
	System Restoration Tests
Material relating to practice procedures of skills needed for blackout restoration.  (SF 115 N1-305-88-1 approved July 14, 1989)

Retention Schedule:
In Office:  20 years, and then destroy.


	TOT

	OP-18
	Substations
Material relating to operation of each substation.  (SF 115 N1-305-88-1 approved July 14, 1989 and SF 115 NI-305-03-2 dated August 28, 2003)

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


	TFE

TFI

TFN

TFR

TFS

TFO

TFP

TOT

TF



	OP-18-11
	Customer Service Substation
General correspondence for all stations of this class.  (SF 115 N1-305-88-1 approved July 14, 1989)

Retention Schedule:
In Office:  7 years, and then destroy.


	TOT

	OP-18-12
	Small Generation Resources
Material relating to integration into BPA substations.  (SF 115 N1-305-88-1 approved July 14, 1989 and SF 115 NI-305-03-2 dated August 28, 2003)

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

	TOT

	OP-18-13


	Substation Alarm Logger
Withdrawn 5/13/2002.  Please do not use.


	

	OP-18-14


	Substation Integrated Control Systems
Withdrawn 5/13/2002.  Please do not use.
	

	OP-18-15
	Gas Insulated Substation
General guidance on special operating, maintenance, and alarm requirements of gas-insulated substations (GIS).  (SF 115 N1-305-88-1 approved July 14, 1989)

Retention Schedule:
In Office:  Superseded, and then destroy.    


	TOT

	OP-18-16
	Annunciators
General guidance on alarm requirements.  (SF 115 N1-308-88-1 approved July 14, 1989)

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


	TOT

	OP-19
	Tests
Material relating to tests of BPA equipment.  All system tests of energized equipment must be approved by managers of Transmission Planning (TEO) and System Operations (TOD).  Scheduling the test is through the outage dispatcher.  File alphabetically by type of test.  See also OP-12-13, Applications for Outages; ED-12-15, System Tests; and ED-18-11, Test Data.  (SF 115 N1-305-88-1 approved July 14, 1989)

Retention Schedule:
In Office:  Active + 1 year, and then destroy.


	TOT

	OP-19-11
	Fault Tests
Records documenting planned tests to verify new equipment performance.  See also ED-12-14, Laboratory Reports, and ED-18-11, Test Data.  (SF 115 N1-305-88-1 approved July 14, 1989)

Retention Schedule:  In Office:  Active + 1 year, and then destroy.


	TOT

	OP-19-12
	Switching Tests
Material relating to visible arcs and improperly applied switches.  See also OP-19-11, Fault Tests.  (SF 115 N1-305-88-1 approved July 14, 1989)

Retention Schedule:
In Office:  Active + 1 year, and then destroy.


	TOT

	OP-19-13
	Transformer Tests
Material relating to phasing checks, soaking, and test energization procedures.  (SF 115 N1-305-88-1 approved July 14, 1989)

Retention Schedule:
In Office:  Active + 1 year, and then destroy.


	TOT

	OP-19-14
	Fast Power Change Tests
Material relating to stability controls on High Voltage Direct Current (HVDC) terminal.  (SF 115 N1-305-88-1 approved July 14, 1989)

Retention Schedule:
In Office:  Active + 1 year, and then destroy.
	TOT

	OP-19-15
	Startup Tests
Material relating to tests on new equipment.  See also OP-19-11, Fault Tests.  (SF 115 N1-305-88-1 approved July 14, 1989)

Retention Schedule:
In Office:  Active + 1 year, and then destroy.


	TOT

	OP-19-16
	100-kV Test
Material relating to insulation level checks.  See also OP-19-11, Fault Tests.  (SF 115 N1-305-88-1 approved July 14, 1989)

Retention Schedule:
In Office:  Active + 1 year, and then destroy.


	TOT

	OP-19-17
	500-kV & High-voltage Line Tests
Material relating to insulation level checks for 500-kilovolt and higher voltage lines.  See also OP-19-11, Fault Tests.  (SF 115 N1-305-88-1 approved July 14, 1989)

Retention Schedule:
In Office:  Active + 1 year, and then destroy.


	TOT

	OP-19-18
	Series Capacitor Tests
Material relating to equipment performance, and switching capability.  (SF 115 N1-305-88-1 approved July 14, 1989)

Retention Schedule:
In Office:  Active + 1 year, and then destroy.


	TOT

	OP-19-19
	Northwest Power Pool (NWPP) Tests
Material relating to tests of the northwest power system, including power and reactive levels.  (SF 115 N1-305-94-1 approved October 24, 1994)

Retention Schedule:
In Office:  Active + 1 year, and then destroy.


	TOT

	OP-20
	Voltage & Loads
Equipment needs, usage studies and reports, and monitoring requirements.  (SF 115 N1-305-88-1 approved July 14, 1989)

Retention Schedule:
In Office:  3 years, and then destroy.


	TOT

	OP-20-11


	Capacitors
Material relating to rating needs for various voltage applications.  (SF 115 N1-305-88-1 approved July 14, 1989 and SF 115 NI-305-03-2 dated August 28, 2003)

Retention Schedule:
In Office:  Superseded + 5 years, and then destroy.


	TOT

	OP-20-12
	Reactors
Material relating to studies and requirements at system and local level.  (SF 115 N1-305-88-1 approved July 14, 1989) 

Retention Schedule:
In Office:  Superseded, and then destroy.


	TOT

	OP-20-13
	Power Factor
Waiver applications.  (SF 115 N1-305-88-1 approved July 14, 1989)

Retention Schedule:
In Office:  Superseded, and then destroy.


	TOT

	OP-20-14
	Schedules
Annual studies and requirements for station and generation profiles coordinated with Northwest Power Pool (NWPP) criteria.  (SF 115 N1-305-88-1 approved July 14, 1989)

Retention Schedule:
In Office:  Superseded, and then destroy.

	TOT

	OP-20-15
	Transformers
Material relating to operational considerations about power transformers.  (SF 115 N1-305-88-1 approved July 14, 1989)

Retention Schedule:
In Office:  Superseded, and then destroy.

	TOT

	OP-20-16
	Load Curtailment
Procedures and studies to mitigate overloads.  (SF 115 N1-305-88-1 approved July 14, 1989)

Retention Schedule:
In Office:  Superseded, and then destroy.


	TOT

	OP-20-17
	Load Tripping
Material relating to automatic load shedding for overloads and reserve contingencies.  (SF 115 N1-305-88-1 approved July 14, 1989)

Retention Schedule:
In Office:  Superseded, and then destroy.


	TOT

	OP-20-18
	DSI Contract Demands
Material relating to the investigation of load shifts.  (SF 115 N1-305-88-1 approved July 14, 1989)

Retention Schedule:
In Office:  Superseded, and then destroy.


	TOT

	OP-20-19
	Voltage Charts
System substation voltage readings.  (SF 115 N1-305-88-1 approved July 14, 1989)

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

	TOT

	OP-20-20
	Puget Sound Voltage Stability
Material relating to plans to prevent voltage collapse in the Puget Sound Area.  (SF 115 N1-305-94-1 approved October 24, 1994)

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


	TOT

	OP-20-21
	WILSWA Voltage Stability
Material relating to the Willamette Valley, Oregon/southwest Washington area’s voltage stability.  (SF 115 N1-305-94-1 approved October 24, 1994 and SF 115 NI-305-03-2 dated August 28, 2003)

Retention Schedule:
In Office:  Active + 10 years, and then destroy.


	TOT

	OP-20-22
	Trojan Effects on Voltage Stability
Withdrawn as of May 13, 2002.  Please do not use.
	

	OP-21
	Control Centers
Material relating to power system control centers in general.  Use tertiary subjects below for specific sites.  (SF 115 N1-305-88-1 approved July 14, 1989)

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


	TOT

	OP-21-11
	Dittmer Control Center
Material relating to the Dittmer Control Center, including guide book development.  (SF 115 N1-305-88-1 approved July 14, 1989)

Retention Schedule:    

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


	TOH

TOT

	OP-21-12

OP-21-12 cont.
	Eastern Control Center 
a. Material relating to the Eastern Control Center (ECC), Moses Lake, Washington.  (SF 115 N1-305-88-1 approved July 14, 1989)

Munro Control Center 

b. Material relating to Munro Control Center, Mead, Washington.

Retention Schedule:
In Office:  Active + 5 years


	     TOV

TOV

	OP-21-13
	Software Security
Material relating to and regulations on software security.  See also SS-18-13, Computer Security, and IR-14, Automated Systems Security.  (SF 115 N1-305-88-1 approved July 14, 1989)

Retention Schedule:

In Office:  Superseded, and then destroy.


	TOV

TOH

TOS

	OP-21-14
	Emergency Standby Power/Uninterruptible Power Supply
Material relating to building requirements during outages of station service.  (SF 115 N1-305-88-1 approved July 14, 1989)

Retention Schedule:

In Office:  Superseded, and then destroy.


	TOH

TOV

	OP-21-15
	Fire Protection
Material relating to halon systems, alarm procedures, and evacuation procedures specifically for power system control centers.  (SF 115 N1-305-88-1 approved July 14, 1989)

Retention Schedule:

In Office:  Superseded, and then destroy.


	TOH

TOV

	OP-21-16
	Human Factors Design
Material relating to guidance and requirements for dispatcher’s displays, consoles, and group boards.  See also OP-26-22, Display System.  (SF 115 N1-305-88-1 approved July 14, 1989)

Retention Schedule:

In Office:  10 years, and then destroy.


	TOH

TOS

	OP-21-17
	Contingency Plans
Material relating to vital records and contingency plans for control centers’ emergency preparedness.  See also OP-21-15, Fire Protection.  (SF 115 N1-305-88-1 approved July 14, 1989)

Retention Schedule:

In Office:  Active


	TOT

TOV

	OP-21-18
	Interutility Data Exchange
Material relating to other utilities about installation and requirements for control center interface and user applications.  (SF 115 N1-305-88-1 approved July 14, 1989)

Retention Schedule:

In Office:  Superseded, and then destroy.


	TOH

TOT

	OP-21-19


	Munro Control Center
Material relating to the Munro Control Center.  See also OP-22-22, AGC at Munro Control Center.  (SF 115 N1-305-94-1 approved October 24, 1994)

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


	TOT

	OP-22
	Automatic Generation Control
Material relating to the use of and requirements for automatic generation control (AGC, also known as Load Frequency Control, or LFC).

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


	TOT

	OP-22-11


	AGC Interim Spinning Reserve
Material relating to manual data system from powerhouse to Realtime Operation Dispatch System (RODS).  (SF 115 N1-305-88-1 approved July 14, 1989)

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

	OP-22-12
	AGC Powerhouse Data Acquisition System

Material relating to AGC powerhouse data acquisition system (PHDAS), the automatic spinning reserve system between the Army Corps of Engineers and BPA.  Ties into the rotary accounts like CBT.  (SF 115 N1-305-88-1 approved July 14, 1989)

Retention Schedule:  

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


	TOT

	OP-22-13
	AGC Backup
Material relating to alternate automatic generation control backup (BUAGC) at control centers.  (SF 115 N1-305-88-1 approved July 14, 1989)

Retention Schedule:
In Office:  7 years, and then destroy.


	TOT

	OP-22-14
	Celilo Digital
Material relating to the control link to send power orders to and receive alarms from High Voltage Direct Current (HVDC).  (SF 115 N1-305-88-1 approved July 14, 1989)

Retention Schedule:
In Office:  Active + 1 year, and then destroy.

	TOT

	OP-22-15
	AGC Cost of Service--Load Following
Material relating to the determination of charges to serve borderline loads (transfer customers).  (SF 115 N1-305-88-1 approved July 14, 1989)

Retention Schedule:
In Office:  Active + 1 year, and then destroy.

	TOT



	OP-22-16
	Numbers/Energy Accounting
Material relating to after the fact accounting of automatic generation control (AGC) interchange flows vs. schedules.  (SF 115 N1-305-88-1 approved July 14, 1989)

Retention Schedule:
In Office:  10 years, and then destroy.


	TOD

TOT

	OP-22-17
	Meter Check
Material relating to the weekly check of meters.  (SF 115 N1-305-88-1 approved July 14, 1989)

Retention Schedule:
In Office:  10 years, and then destroy.

	TOT

	OP-22-18
	AGC & Line Load Charts
Records of power interchange with other utilities, Federal generation, and control information used to monitor and analyze the operation of the power system.  (SF 115 N1-305-88-1 approved July 14, 1989)

Retention Schedule:
In office:  2 months    Records Storage:  34 months, and then destroy.


	TOT

	OP-22-19
	Telemetry Alternate Route Requirements
Material relating to alternate route requirements for telemetry.  (SF 115 N1-305-94-1 approved October 24, 1994 and SF 115 NI-305-03-2 dated August 28, 2003)

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


	TOT

	OP-22-20
	Mid-Columbia Coordination
Material relating to an agreement with non-Federal dams owning entities to maximize water-use efficiency in the mid-Columbia River area.  (SF 115 N1-305-94-1 approved October 24, 1994 and SF 115 NI-305-03-2 dated August 28, 2003)

Retention Schedule:

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


	TOT

	OP-22-21
	AGC at Eastern Control Center

Withdrawn as of 5/13/2002.  Please do not use.
	

	OP-22-22


	AGC at Munro Control Center
Material relating to the AGC at Munro Control Center.  See also OP-21-19, Munro Control Center.  (SF 115 N1-305-94-1 approved October 24, 1994 and SF 115 NI-305-03-2 dated August 28, 2003)

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


	TOT



	OP-23
	Frequency & Time Synchronization
Material relating to central and remote time transmission to substations, local, and alternate frequency sources.  (SF 115 N1-305-88-1 approved July 14, 1989)

Retention Schedule:
In Office:  10 years, and then destroy.


	TOT

	OP-23-11
	System Time Synchronization
Guidelines and agreements for central and satellite time systems.  (SF 115 N1-305-88-1- approved July 14, 1989)

Retention Schedule:
In Office:  Active + 1 year, and then destroy.


	TOT

	OP-24
	Meter, Relay, and Metering
Requirements and use of these systems for engineering, operations, and maintenance programs.  (SF 115 N1-305-88-1 approved July 14, 1989 and SF 115 NI-305-03-2 dated August 28, 2003)

Retention Schedule:

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


	TOT

	OP-24-11
	Revenue Metering Systems
Material relating to the implementation, addition, or change of remotes, central computer, and links to mainframe computer, RODS, and the field.  (SF 115 N1-305-88-1 approved July 14, 1989)

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


	TOT

TMM



	OP-24-12
	Interchange and Kilowatthour Meters
Agreements with other utilities to install or delete meters.  See also OP-22-16, Numbers/Energy Accounting.  (SF 115 N1-305-88-1 approved July 14, 1989)

Retention Schedule:
In Office:  Active + 1 year, and then destroy.
	TOT

	OP-24-13


	Oscillographs
Requirements for central monitoring and disturbance analysis.  (SF 115 N1-305-88-1 approved July 14, 1989)

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


	TOT

	OP-25
	Monitoring Systems
Material relating to SCIM, DTLLM, IPS, PSDM, SEMM/SER, Microwave Monitoring, and FLAR.  Monitoring systems to aid dispatchers in operating power system close to maximum capability with adequate security.  Usually small systems linked to RODS to facilitate central monitoring.  (SD 115 N1-305-88-1 approved July 14, 1989)

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


	TOT

	OP-25-11
	Control Systems Monitor
Material relating to general program requirements and administrative requirements in the control systems monitor (CSM) room.  Monitors alarms in areas such as microwave and substations.  (SF 115 N1-305-88-1- approved July 14, 1989)

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

	TOH

	OP-25-12
	Dynamic Thermal Line Load
Material relating to the program to compute actual wire temperature on overloaded transmission.  (SF 115 N1-305-88-1 approved July 14, 1989)

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

	TOT

	OP-25-13
	Intertie Protection Scheme
Material relating to intertie protection scheme (IPS), remedial action schemes arming and disarming.  (SF 115 N1-305-88-1 approved July 14, 1989)

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

	TOT



	OP-25-14
	Local/General Generator Dropping
Subset of OP-25-13 to monitor local generator dropping conditions.  See also OP-16-20, Lower Snake/Ground Coulee Line Loss Scheme.  (SF 115 N1-305-88-1 approved July 14, 1989)

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

	TOT

	OP-25-15
	Load Tripping Schemes
Subset of OP-25-13 to monitor import levels.  See also OP-16-12, Import Contingency Load Trip Scheme.  (SF 115 N1-305-88-1 approved July 14, 1989)

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

	TOT

	OP-25-16
	Power Systems Disturbance Monitor
Records saving interchange and generation data a high speed for post-disturbance analysis, including design and trigger requirements.  (SF 115 N1-305-88-1 approved July 14, 1989)

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

	TOT



	OP-25-17
	Sequence of Events Monitor/Recorder
Records that show centrally the events of local and regional disturbances.  Includes requirements and alarm standards.  Also known as SEMM/SUDS/SER.  (SF 115 N1-305-88-1 approved July 14, 1989 and SF 115 NI-305-03-2 dated August 28, 2003)

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


	TOT

	OP-25-18
	Voltage Monitoring Program
Records that show SCADA voltage control actions, including program specifications.  (SF 115 N1-305-88-1 approved July 14, 1989)

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

	TOT

	OP-25-19
	Powerhouse Response Test
Guides for minimum performance and procedures for conducting tests.  (SF 115 N1-305-88-1 approved July 14, 1989 and SF 115 NI-305-03-2 dated August 28, 2003)

Retention Schedule:
In Office:  Superseded + 5 years, and then destroy.

	TOT

	OP-25-20
	Trends
Material relating to alarm and requirements features.  (SF 115 N1-305-88-1 approved July 14, 1989)

Retention Schedule:
In Office:  Superseded, and then destroy.

	TOT

	OP-25-21
	Hydromet/GOES
Material relating to operation and maintenance of Geostationary Orbital Environmental System (GOES) satellite receiver.  Also includes data gathered by the GOES which is managed by Power Supply (MGH).  (SF 115 N1-305-88-1 approved July 14, 1989)

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


	PGS

	OP-25-22
	Fault Locator Acquisition Recorder
Material relating to user requirements and display features of the fault locator acquisition records (FLAR).  See also OP-25-17, Sequence of Events Monitor/Recorder.  (SF 115 N1-305-88-1 approved July 14, 1989 and SF 115 NI-305-03-2 dated August 28, 2003)

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


	TOT

	OP-25-23
	Geomagnetic-induced Current Monitoring
Material relating to geomagnetic-inducted current monitoring (GIC).  (SF 115 N1-305-94-1 approved October 24, 1994)

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

	OP-25-24
	High-voltage Direct-current Master Control System
Material relating to the HVDC master control system at Celilo and Sylmar converter stations.  (SF 115 N1-305-94-1 approved October 24, 1994)

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

	TOT

	OP-26
	Real-Time Operation Dispatch and Scheduling
Material relating to planning and maintaining real-time operation dispatch and scheduling (RODS) system, including performance, software, hardware, database, and consoles.  Also includes material on the main computer system at Dittmer Control Center, material on interchange scheduling, load forecasting, generation allocation, generation control, monitoring (OP-25), system security, and reliability power flow studies.  (SF 115 N1-305-95-2 approved June 13, 1996)

Retention Schedule:
In Office:  Active + 1 year, and then destroy.


	TOH

TOS

TOT

	OP-26-11
	RODS Coordination Committee
Material relating to meeting agendas and minutes.  (SF 115 N1-305-95-2 approved June 13, 1996)

Retention Schedule:
In Office:  Active + 1 year, and then destroy.


	TOT



	OP-26-14
	Microwave Communication System
Material relating to the program to monitor BPA’s microwave system.  Includes Badger, Microwave Monitor, and Leased Line Lists.  See also ED-20-12, Microwave System.  (SF 115 N1-305-95-2 approved June 13, 1996)

Retention Schedule:
In Office:  Active + 1 year, and then destroy.


	TOH



	OP-26-15
	RODS Performance
Reports on availability and reliability.  (SF 115 N1-305-95-2 approved June 13, 1996)

Retention Schedule:
In Office:  Active


	TOH 

TOS

	OP-26-16
	RODS Software Policy and Procedures
Material relating to and including guides on documentation and change control.  (SF 115 N1-305-95-2 approved June 13, 1996)

Retention Schedule:
In Office:  Superseded, and then destroy.


	TOH

TOS

	OP-26-17
	Rotary Account Database
Material relating to the Rotary Account Database and account assignment methods.  (SF 115 N1-305-95-2 approved June 13, 1996)

Retention Schedule:
In Office:  Superseded, and then destroy.


	TMS



	OP-26-18
	RODS Hardware
Material relating to migration plans, upgrade needs, and problem reports.  Includes former records series OP-26-12, RODS Console Replacement (withdrawn October 1995).  (SF 115 N1-305-95-2 approved June 13, 1996)

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


	TOH

TOS

	OP-26-21
	Front End Reconfiguration
Material relating to plans to change computers, software, and interfaces to new RODS.  (SF 115 N1-305-95-2 approved June 13, 1996)

Retention Schedule:
In Office:  Active plus 2 years, and then destroy.


	TOH



	OP-26-22
	RODS Display System
Material relating to plans, new equipment, and display guides.  See also OP-21-16, Human Factors Design.  (SF 115 N1-305-95-2 approved June 13, 1996)

Retention Schedule:
In Office:  10 years, and then destroy.


	TOH

TOS


	OP-27
	Supervisory Control and Data Acquisition
Material relating to supervisory control and data acquisition (SCADA) system status reports, equipment, software, and remote terminal units.  Maintenance log books are kept with equipment and are retained for the life of the equipment.  (SF 115 N1-305-95-2 approved June 13, 1996)

Retention Schedule:
In Office:  3 years, and then destroy.


	TOS

	OP-27-14
	SCADA Masters
Material relating to SCADA Masters for all systems [formerly called TCDS].  [Prior to October 1995, the title of this records series was Transmission Control and Dispatch System]  (SF 115 N1-305-95-2 approved June 13, 1996)

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


	TOT

	OP-27-15
	SCADA Remote Terminal Units
Material relating to requirements for connecting remote terminal units (RTUs) such as alarms and controls to control centers.  (SF 115 N1-305-95-2 approved June 13, 1996)

Retention Schedule:
In Office:  Active


	TOH

	OP-27-17
	Sequential Automatic Switching
Material relating to plans to perform several switching steps with one command.  (SF 115 N1-305-95-2 approved June 13, 1996)

Retention Schedule:
In Office:  Superseded, and then destroy.


	TOS

	OP-27-18
	SCADA Backup for Emergencies
Material relating to communication, RTU, and central site requirements.  (SF 115 N1-305-95-2 approved June 13, 1996 and SF 115 NI-305-03-2 dated August 28, 2003)

Retention Schedule:
In Office:  7 years, and then destroy.


	TOT

	OP-27-19


	Southern Idaho Control
Material relating to plans to place this area under dispatch jurisdiction of Eastern Control Center (ECC), Moses Lake, Washington, and of Munro Control Center, Spokane, Washington.  (SF 115 N1-305-95-2 approved June 13, 1996)

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


	TOV

	OP-27-20


	Dittmer SCADA
Material relating to Dittmer Control Center (DCC) SCADA reports, equipment software, and remote terminal units (RTUs).  (SF 115 N1-305-94-1 approved October 24, 1994)

Retention Schedule:  In Office:  3 years, and then destroy.


	TOT

	OP-27-21
	Eastern SCADA

Withdrawn March 2000 per client.  Moved to Munro.  Please do not use this file code.  See OP-27-22.


	

	OP-27-22
	Munro SCADA

Material relating to Munro Control Center (MCC) SCADA reports, equipment software, and remote terminal units (RTUs). 

(SF 115 NI-305-94-1 approved October 24, 1994)

Retention Schedule:
In Office:  3 years, and then destroy.


	TOV

	OP-28
	Microwave Transfer Trip/Telephones
Material relating to microwave transfer trip/telephone (MWTT) requirements or monitoring, installation for stability reasons, and calling out repairs.  (SF 115 N1-305-88-1 approved July 14, 1989)

Retention Schedule:
In Office:  7 years, and then destroy.


	TOT



	OP-29
	System Protection Relaying
Material relating to requirements to change existing practices.  Studies on need to reclose, three terminal trip needs, bus, and bank protection schemes.  (SF 115 N1-305-88-1 approved July 14, 1989)

Retention Schedule:
In Office:  7 years, and then destroy.


	TOT

	OP-30

OP-30 cont.
	Operations Information Program
Material such as after-the-fact data about events like equipment load levels, customer and transmission outages, dispatcher actions, interchange transactions, and meter readings.  Includes studies and reports.  (SF 115 N1-305-95-2 approved June 13, 1996)

(a) Paper and/or microform records.

Retention Schedule:
In Office:  Active

(b) Magnetic tape – RODS (OP-26) and SCADA (OP-27) data are maintained and updated as life-cycle corporate data.

Retention Schedule:
In Office:  10 years, and then destroy.


	TOV

TOT

TOV

TOT

	OP-30-11
	Generation and Load Databooks
Generation to BPA by plants, monthly totals, and maximums; yearly maximum generation by plants; maximum generation; NW Power Pool generation and loads, monthly average and maximums, yearly maximum generation and loads, and maximum generation and load record; BPA main system loads; transfer customer loads; reductions in interruptible loads; pool transactions consisting of actual and scheduled interchange, and storage interchange; daily plant elevation, flow, and gross generation records; daily natural flow data.  (BPA Records Schedule and Files Handbook PO-3 and SF 115 N1-305-94-2 approved 9, 1995)  (Discussed December 9, 1994, by Steve Ourada, NARA, and Dick Barton, BPA/MGHU, X8765).

Retention Schedule:

Store on site for 5 years; then microfilm.  Destroy hard copy.  Review microfilm in 20 years; destroy when no longer needed for reference.


	PGS

	OP-31


	Reliability
Material relating to reliability issues connected with operation of BPA’s transmission system.  See also ED-23, System Reliability Criteria, and OP-26-15, RODS Performance.  (SF 115 N1-305-94-1 approved October 24, 1994 and SF 115 NI-305-03-2 dated August 28, 2003)

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

	TOT



	OP-31-11
	Reliability Operating Plan
Material relating to control centers’ plans that meet long-term system reliability needs.  (SF 115 N1-305-94-1 approved October 24, 1994 and SF 115 NI-305-03-2 dated August 28, 2003)

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


	TOT

	OP-32
	Operating Bulletins
Material relating to the standards, procedures, instructions, and information for operating BPA’s power system.  Includes switching, clearances, inspections, and operations at stations.  (SF 115 N1-305-96-1 approved November 19, 1996)

Retention Schedule:
In Office:  Superseded, and then destroy.


	TN

TO

TOT

	OP-33
	Facility Sales – Substations

Material relating to settlement agreement, policy and methodology developed as part of the 1995 BPA rate case used to propose, negotiate and sell low voltage and high voltage substations and related equipment.  Low voltage is below 34.5KV and high voltage is 34.5KV and above. 

                                                          PENDING NARA APPROVAL 

Retention Schedule:

Active plus 10 years and then destroy.  

Active means as long as Delivery Facility Sales Program is in operation.


	TMF

TOC

	OP-33-11
	Low Voltage Substations

Material relating to the sale of low voltage substations and high voltage equipment.  File by substation.

                                                               PENDING NARA APPROVAL

Retention Schedule:

Destroy five years after facility is sold.


	TOC

	OP-33-12
	High Voltage Substations and High Voltage Equipment

Material relating to the sale of high voltage substations and high voltage equipment.  File by substation.

                                                                PENDING NARA APPROVAL

Retention Schedule:

Destroy five years after facility is sold.


	TMF


	
	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 of 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 at Headquarters is inactive storage.  Federal Records Center (FRC) in Seattle:  off-site inactive storage.


