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FILE GUIDE AND RETENTION SCHEDULE:  PERSONNEL 

Last Revision Date:  October 1, 2004

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



	PE
	PERSONNEL

(a) Material relating to objectives, policy, procedures, and operations of personnel activities excluding records specifically described elsewhere in this schedule and records maintained at agency staff planning levels.  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.  Based on GRS 1/3.

Destroy when 3 years old.

(b) Operating personnel office records relating to individual employees not maintained
 in Official Personnel Folders (OPFs) and not provided for elsewhere in this Schedule.  Data may be recorded on various media including paper, film, tape, disk, or diskette, unless otherwise specified in the narrative disposition.  (SF 115 N1-305-88-1 approved July 14, 1989)

Retention Schedule:
Destroy when six months old.


	Z

CH



	PE-11
	Official Personnel Folders

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


	CHR



	PE-11-11
	Permanent Individual Employee Records

Records filed on the right side of the Official Personnel Folder (OPF).  Based on GRS 1/1. (SF 115 N1-305-88-1 approved July 14, 1989)

(a) Current employees

(b) Transferred employees    

Disposition:  See Federal Personnel Manual for instructions relating to folders of employees transferred to another agency.

(c) Separated employees

Disposition:  Transfer folder to National Personnel Records Center (NPRC), St. Louis, MO, 30 days after latest separation.  NPRC will destroy 65 years after separation from Federal service.
	CHR



	PE-11-12
	Temporary Individual Employee Records 

All copies of correspondence and forms maintained on the left side of the Official Personnel Folder in accordance with Chapter 3 of the Guide to Personnel Recordkeeping EXCLUDING the Immigration and Naturalization Service Form I-9 and performance-related records.  See also PE-25-14, Non-SES Employee Performance File System Records.  Based on GRS 1/10.  (SF 115 N1-305-88-1 approved July 14, 1989)

Destroy when superseded or obsolete, or upon separation or transfer of employee, unless specifically required to be transferred with the OPF.


	CHR



	PE-11-13
	Administrative Officers'/Supervisors' Personnel Files

Correspondence, forms, and other records relating to positions, authorizations, pending actions, copies of position descriptions, requests for personnel action, and other individualized records on individual employees duplicated in or not appropriate for the Official Personnel Folder (OPF).  Does not include employee performance files (EPFs).  (EPFs include the supervisor's personal notes and copies of all documents relating to an employee's performance kept by the supervisor and/or administrative staff. The EPF is separate and distinct from the records kept under this category.  See PE-25, Performance Management.)  CAUTION:  These records are subject to provisions of the Privacy Act and, as such, are carefully maintained under the jurisdiction of an administrative officer or technician at the Office or Division level (or in parallel organizations in Area Offices).  Destruction of records shall follow Privacy Act requirements within 1 year after the employee leaves the organization if the records are not transferred to the gaining BPA organization.  Prototype documents, such as position descriptions, award nominations, and performance standards may be kept as reference material provided that references to individuals are removed.  Office of Record is usually the Office or Division administrative staff.  See also 

PE‑11-11, Permanent Individual Employee Records, and PE-11-12, Temporary Individual Employee Records, for record copy maintained by Personnel function.  (GRS 1/18(a))

Retention Schedule:
Active + one year and then destroy.


	Z

	PE-13
	Personnel Management in Agencies

Material relating to general program concepts, planning, and policies, including prototypes.  Based on GRS 16(1)(a)&(b).

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

Retention Schedule:

Destroy when superseded or obsolete.


	CH



	PE-13-11
	DOE Personnel Organization and Functions

Material relating to Department of Energy personnel management concepts, planning, and policies, including prototypes.  Based on GRS 16(1)(a)&(b).  (SF 115 N1-305-88-1 approved July 14, 1989)

Retention Schedule:

In Office:  Superseded and then destroy.


	CE

CH



	PE-13-12
	BPA Personnel Organization and Functions

Material relating to BPA headquarters and area personnel management concepts, planning, and policy, including prototypes.  Based on GRS 16(1)(a)&(b).  (SF 115 N1-305-88-1 approved July 14, 1989)

Retention Schedule:

In Office:  Superseded and then destroy.


	CE

CH



	PE-14
	Reporting Requirements

Reports, audits, justifications, and related material prepared for other Federal agencies such as the Office of Management and Budget (OMB), and for DOE or BPA.  Based on GRS 1/16.  (SF 115 N1-305-88-1 approved July 14, 1989)

Retention Schedule:

Destroy when 2 years old.


	CE

CH

	PE-15
	Personnel Records Systems

Systems tracking such personnel data as employee position numbers, position titles, and personal histories.  Includes Employee Record Cards.  (SF 115 N1-305-88-1 approved July 14, 1989) Data is retained electronically in HRMIS

Retention Schedule:
In Office:  Active
	CHR

	PE-16
	Processing Personnel Actions

Material relating to Standard Form 52, Request for Personnel Action, and associated forms and processes.  Includes material not maintained in OPF and pertaining to pending personnel actions.  (SF 115 N1-305-88-1 approved July 14, 1989)

Retention Schedule:
In Office:  Superseded and then destroy. 


	CHR

	PE-16-11
	Notifications of Personnel Actions

Standard Form 50 documents initial employment, promotions, transfers, separation, and all other individual personnel actions, exclusive of those in Official Personnel Folders.  Data is retained in HRMIS.

Retention Schedule:

Destroy when 1 year old.


	CHR



	PE-17
	Employment

Material relating to procedures, eligibility, implementation, and authority of employment activities and programs.  (Includes Career/Career-Conditional and Temporary and Term Employment, Excepted and Senior Executive Service, Details, Status Reinstatement, Other-Than-Full-Time Permanent Employment, Veterans Preference, Volunteers, Veteran's Readjustment Appointments (VRA), Youth and Student Employment, Cooperative Education, Telecommuting, and others.)  Case file by name of program/activity or by 5 Code of Federal Regulations Section number. (SF 115 N1-305-88-1 approved July 14, 1989) Paper copy in office; electronic copy in HRMIS.

Retention Schedule:
In Office:  5 years or until Superseded and then destroy.


	CHP

	PE-18
	Promotion and Internal Placement


Material relating to the development and implementation of policy and procedures for promotion and placement within Federal Government service.  Includes transfer to other agencies.  (SF 115 N1-305-88-1 approved July 14, 1989) Electronic copy in HRMIS

Retention Schedule:   

In Office:  5 years or until Superseded and then destroy.


	CHP

	PE-18-11
	BPA Merit Promotion Plan

(a) Case files relating to the promotion of an individual that document the individual's qualification standards, the evaluation methods, selection procedures, and evaluations of candidates; excluding any records that duplicate information in the promotion plan, the Official Personnel Folders, or in other personnel records.  Based on GRS 1/32.  (SF 115 N1-305-88-1 approved July 14, 1989) Electronic copy in HRMIS

Destroy after OPM audit or 2 years after the personnel action is completed, whichever is sooner.

(b) Apprenticeship and Craftsman Training Promotion Files.  Same as

PE-18-11 (a) except specific to Apprenticeship and Craftsman only.  See also PE-24-19 (b), BPA-sponsored Training--Apprenticeship and Trainee Programs.  Based on CFR 29 A 30.8(3).  (SF 115 N1-305-94-1 approved October 24, 1994)

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


	CHP

	PE-18-13
	Written Tests for Promotion/Internal Placement

Tests (evaluation methods) prepared for use in evaluation of candidates.  Based on GRS 1/32.  (SF 115 N1-305-88-1 approved July 14, 1989)

Destroy after OPM audit or 2 years after the personnel action is completed, whichever is sooner.


	CHP

	PE-18-14
	Status Applicant File

Material relating to applications for reinstatement or transfer to positions at BPA.  Does not apply to applications from current BPA employees.  

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

Retention Schedule:
In Office:  1 year and then destroy.


	CHP

	PE-18-15
	Reassignments and Transfers

Material pertaining to the movement of current employees from one position to another or from one Federal agency to another.

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

Electronic copy in HRMIS.

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

CHR

	PE-18-16
	Temporary Promotions

Materials relating to promotions that are temporary or limited in duration.  (SF 115 N1-305-88-1 approved July 14, 1989) Electronic copy in HRMIS.

Retention Schedule:
In Office:  Superseded and then destroy. 


	CHP

CHR

	PE-18-18
	Assessment Centers


Material relating to assessment and screening processes for special program selections, including Middle Management and others.

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

Retention Schedule:
In Office:  Superseded and then destroy. 


	CHP

	PE-19
	Probation 

Material including instructions, policy, and directives concerning employee probation.  (SF 115 N1-305-88-1 approved July 14, 1989)

Retention Schedule:
In Office:  Superseded and then destroy. 


	CE

CHM

	PE-19-11
	New Employee Probation

Material covering new career-conditional employee information, including lists.  (SF 115 N1-305-88-1 approved July 14, 1989) 

Electronic copy in HRMIS.

Retention Schedule:

In Office:  Active   


	CH

	PE-19-12
	Probation for New Supervisors and Managers

Material including lists, staff functions, class offerings, and mandated tasks.  (SF 115 N1-305-88-1 approved July 14, 1989)

Retention Schedule:

In Office:  Active   


	CHD

CHM

	PE-20
	Recruitment, Selection, and Placement

Material relating to actions concerning both employees and the general public.  (SF 115 N1-305-88-1 approved July 14, 1989)

Retention Schedule:
In Office:  Superseded and then destroy. 


	CHP

	PE-20-11
	Priority Placement Program

(a) Material relating to priority placement for consideration for vacant positions (for example, employees who were previously downgraded by a reduction-in-force (RIF) action or changes in positions).  

Retention Schedule:
In Office:  Superseded and then destroy. 

(b) Case files.

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

Retention Schedule:

In Office:  Active   


	CHP



	PE-20-12
	Employment Applications 

Applications (Standard Form 171) and related records, excluding materials relating to appointments requiring Senatorial confirmation and applications resulting in appointments that are filed in the Official Personnel Folder.  Based on GRS 1/15.  (SF 115 N1-305-88-1 approved July 14, 1989)

Destroy upon receipt of OPM inspection report or when 2 years old whichever is earlier.


	CHP

	PE-20-13

PE-20-13 cont.
	Offers of Employment

Offers of employment to potential employees.  Based on GRS 1/4. 

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

(a) Accepted offers.  Based on GRS 1/4(a).  (SF 115 N1-305-88-1 approved July 14, 1989)

Destroy when appointment is effective.

(b) Declined offers

       (1) When name is received from certificate of eligibles.

              Return to OPM with reply and application.

(2) Temporary or excepted appointment.

File with application.

(3) All others.

Destroy immediately.


	CHP

	PE-20-14
	Suitability for Employment


Case files relating to the application of suitability criteria.  

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

Retention Schedule:

In Office:  3 years and then destroy.


	CHP

CHM

	PE-20-15
	Interview Records

Material relating to interviews with employees.  Based on GRS 1/8.

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

Destroy 6 months after transfer or separation of employee.


	CHP

	PE-21
	Recruitment and Examining

Material relating to recruitment of positions open to the general public other than tertiary subjects listed below.  (SF 115 N1-305-88-1 approved July 14, 1989)

Retention Schedule:
In Office:  Superseded and then destroy. 


	CHP

	PE-21-11
	Delegations of Examining Authority

Material relating to agreements between the Office of Personnel Management (OPM) and BPA to authorize recruitment and rating for positions at BPA.  (SF 115 N1-305-88-1 approved July 14, 1989)

Retention Schedule:

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


	CHP

	PE-21-13
	Direct-Hire Programs

Material relating to competitive and noncompetitive employment processes and programs.  Includes Engineer Direct Hire Program.

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

Retention Schedule:
In Office:  Superseded and then destroy. 


	CHP

	PE-21-14
	Outstanding Scholar/Bicultural Program

Material relating to entry at the GS-5 and GS-7 level, including authorizations, correspondence, and permission to use program.

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

Retention Schedule:

In Office:  5 years and then destroy.


	CHP

	PE-21-15
	Tests and Evaluations

Material relating to the testing of candidates.

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

Retention Schedule:

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


	CHP

	PE-21-16
	Certificate of Eligibles

Certificates of eligibles with related requests, forms, and statements from applicants and selecting officials.  Based on GRS 1/5.  

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

Electronic copy in HRMIS.

Retention Schedule:

Destroy when 2 years old.


	CHP

	PE-21-17
	Examining System Registers

Material relating to rated applications which are recruited from the general public and held for referral to positions under competitive examining procedures. (SF 115 N1-305-88-1 approved July 14, 1989) Electronic copy in HRMIS 

Disposition:  Destroy after OPM audit or after 12 months of inactivity, whichever comes first.


	CHP

	PE-21-18


	Certification Files

Requests for recruitment or certification of names from a register which include the position description, job analysis to document rating factors, applications, and related material such as clearances, objections, forms.  Includes the original Standard Form 39, Request for Certificate of Eligibles.  Electronic copy in HRMIS

(a) Office of Personnel Management (OPM) delegated authority

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

Retention Schedule:

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

(b) Department of Energy (DOE) and BPA authority

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

Retention Schedule:

In Office:  2 years and then destroy.


	CHP



	PE-21-19
	Record/Register Cards

Cards that document the status and scores of applicants.  

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

Electronic copy in HRMIS.

Retention Schedule:
In Office:  A+2 years    Records Storage:  3 years and then destroy.

	CHP

	PE-22
	Qualification Requirements


Material relating to Handbook 118, Qualifications Standards for Positions under General Schedule, requirements and related material and requests for exceptions and proposed changes.  Includes comments on draft qualification standards; professional licensing requirements and implications; qualification appeals, challenges, and inquiries; career development agreements; and medical qualification requirements.  

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

Retention Schedule:
In Office:  Superseded and then destroy. 


	CHD

CHM

CHP

TFT

	PE-23
	Intern Programs

Material relating to formally designated programs and correspondence for approvals.  Includes Presidential Management Interns, career interns, and similar programs.  Case files are included in Official Personnel Folder.

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

Retention Schedule:
In Office:  Superseded and then destroy. 


	CHP

CHR

	PE-24
	Training

General material relating to employee development programs and courses offered by BPA, other Federal agencies, and private institutions. Based on GRS 1/29(a)(2)

Retention Schedule:

Destroy when 3 years old.


	Z

	PE-24-18
	Employee Development-Sponsored Training Programs

Material relating to institutionalized programs such as New Employee Orientation, Executive Development, Management and Middle Management Development Programs among others. 

(SF 115 N1-305-88-1 approved July 14, 1989) Electronic copy in HRMIS

Retention Schedule:

In Office:  A+5 years and then destroy.   


	CHD



	PE-24-19

PE-24-19 cont.
	BPA-sponsored Training

(a)  Material relating to the establishment and operation of training courses and conferences, including course announcements except as described in (b) below.  The active period for these records is usually the fiscal year.  Based on GRS 1/29(a)(1). Electronic copy in HRMIS.

Destroy when 5 years old or 5 years after completion of a specific training program.

(b)  Materials relating to formal BPA-sponsored Apprenticeship and Trainee programs for the following occupations.  Data Systems Control Craftsman, PSC/SPM Craftsman, Instrumentation Craftsman, Electrical Test and Development Craftsman E&L, Substation Operator, Carpenter, Painter, Heavy Mobile Equipment Mechanic, Assistant Dispatcher, Material Handler, Reproduction Shop [Printing].  Electrical Rigger, Lineman, Electrician, Heavy Truck Driver, and Heavy Equipment Operator.  Development and documentation of the programs are conducted by the organization that sponsors the technical specialty.  Records include correspondence, examination results, committee reports, copies of Personnel Actions, and related data not retained in the employee's Official Personnel Folder [OPF].  The active period for these records is the duration of the 3- and 4-year programs.  Based on GRS 1/29(a)(1) and (2).  See also PE-18-11(b), BPA Merit Promotion Plan.  (SF 115 N1-305-88-1 approved July 14, 1989)  Retention period modified per GRS flexibility; NARA concurrence March 6, 1995.

Retention Schedule:
In Office:  A+2 years    Records Storage:  3 years and then destroy.


	CHD

TFT

CG

CHD

TFT

TOD



	PE-24-20
	Other-than-BPA-sponsored Training

Material relating to the availability of training and employee participation in training programs sponsored by other governmental agencies or non-governmental institutions.  Includes material captured on BPA's Automated Training System (ATS).  Based on GRS/1/29(b).  (SF 115 N1‑305-88-1 approved July 14, 1989) Electronic copy in HRMIS.

Destroy when 5 years old or when superseded or obsolete, whichever is sooner.


	CHD

TFT

	PE-24-21
	Training Aids/Course Contents

One copy of each manual, syllabus, textbook, and other training aids, including objectives and course contents developed by the BPA.

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

Retention Schedule:
In Office:  Superseded and then destroy. 


	CHD

TFT

	PE-25
	Performance Management

Material relating to program requirements for performance management.  Case file by name of appraisal system, 5 Code of Federal Regulations Section number or employee name.  (SF 115 N1-305-88-1 approved July 14, 1989)

Retention Schedule:

In Office:  3 years and then destroy.  


	CE

CHM

	PE-25-14


	Non-SES Employee Performance File System Records

Completed performance appraisals and related material for non-SES appointees as defined in 5 USC 4301(2).  Completed appraisals are filed in the Official Personnel Folder.

(a)  Appraisals of unacceptable performance, where a notice of proposed demotion or removal is issued but not effected, and all related documents.  Based on GRS 1/23(a)(1).

Disposition:  Destroy after the employee completes 1 year of acceptable performance from the date of the written advance notice of proposed removal or reduction in grade notice.  (SF 115 N1-305-88-1 approved July 14, 1989)

(b)  Performance records superseded through an administrative, judicial, or quasi-judicial procedure.  Based on GRS 1/23(a)(2).  (SF 115 

N1-305-88-1 approved July 14, 1989)

Destroy when superseded.
(c) Performance related records pertaining to a former employee.  Based on GRS 1/23(a)(3)(b). (SF 115 N1-305-88-1 approved July 14, 1989)

Destroy when 4 years old.

(d) All other summary performance appraisal records, including performance appraisals and job elements and standards upon which they are based.  Based on GRS 1/23(a)(4).  (SF 115 N1-305-88-1 approved July 14, 1989)

Destroy 4 years after date of appraisal.

(e) Supporting documents including Individual Development Plans (IDP’s) and Occupational Development Plans (ODP’s).  Based on GRS 1/23(a)(5).  (SF 115 N1-305-88-1 approved July 14, 1989)

Destroy 4 years after date of appraisal.


	CHR

Z



	PE-25-15


	SES Employee Performance File System Records

Completed performance appraisals and related material for Senior Executive Service (SES) appointees as defined in 5 USC 3132a(2).  Completed appraisals are filed in the Official Personnel Folder.  NOTE:  This record series is a duplicate of the master file that is retained by DOE.

(a)  Performance records superseded through an administrative, judicial, or quasi-judicial procedure.  Based on GRS 1/23(b)(1).  (SF 115 

N1-305-88-1 approved July 14, 1989)

Destroy when superseded.

(b)  Performance related records pertaining to a former SES appointee.  Based on GRS 1/23(b)(2)(a).  (SF 115 N1-305-88-1 approved July 14, 1989)

Retention Schedule:

In Office:  5 years and then destroy.

(c)  All other performance appraisals with the job elements and standards (job exceptions) upon which they are based.  Based on GRS 1/23(b)(3).

Destroy 5 years after date of appraisal, exclusive of any interim service as a Presidential appointee.  (SF 115 N1-305-88-1 approved July 14, 1989)

(d) Supporting documents.  Office of Record is often A.  Based on GRS 1/23(b)(4).  (SF 115 N1-305-88-1 approved July 14, 1989)
Destroy 5 years after date of appraisal.


	CHR



	PE-26
	Employee Awards and Recognition

Material relating to awards presented to or recognition given Federal employees.  Includes recommendations, approved nominations, correspondence, reports, and related handbooks pertaining to agency-sponsored cash and non-cash awards such as incentive awards, within-grade merit increases, suggestions, and outstanding performance. Also includes People-to-People program.  Based on GRS1/12(a)(1)

Electronic copy in HRMIS.

Retention Schedule: Destroy 2 years after approval or disapproval.


	CHM

KDS

	PE-26-13
	Employee Suggestion Program

Formal suggestions (BPA F 3450.03), related correspondence, and status reports about the Employee Suggestion Program. 

Based on GRS 1/12(a)(1)

Destroy 2 years after appraisal or disapproval.


	CHM

	PE-26-14
	Employee Recognition Program

Material including the preparation, publicity, and participation in Administrator’s Excellence Awards Day and similar activities.  

Based on GRS 1/13.

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

Destroy when 3 years old.
	CHR


	PE-26-15
	Length of Service

Materials relating to computation of service awards and lists of awardees.  Based on GRS 1/12(b).  (SF 115 N1-305-88-1 approved July 14, 1989)

Destroy when 1 year old.


	CHM

	PE-26-16
	Letters of Commendation or Appreciation

Copies of letters recognizing length of service and retirement, and letters of appreciation and commendation excluding copies filed in the Official Personnel Folder.  Based on GRS 1/12(a)(1).  (SF 115 N1-305-88-1 approved July 14, 1989)

Destroy 2 years after approval or disapproved.


	CHM

	PE-26-17
	Cash Awards

BPA-sponsored awards such as sustained superior awards, quality increase awards, and special act awards, excluding copies filed in the Official Personnel Folder.  Based on GRS 1/12(a)(1).  

(SF 115 N1-305-88-1 approved July 14, 1989) Electronic copy in HRMIS.

Destroy 2 years after approval or disapproved.


	CHM

	PE-26-18
	Honor/Non-monetary Awards

DOE and Administrator awards such as distinguished service and special

achievement awards, excluding copies filed in the Official Personnel Folder.  Based on GRS 1/12(a)(1).  (SF 115 N1-305-88-1 approved July 14, 1989)

Destroy 2 years after approval or disapproved.


	CHM

	PE-27
	Personnel Research and Demonstration Projects

Special studies and project proposals.  (SF 115 N1-305-88-1 approved July 14, 1989)

Retention Schedule:
In Office:  Superseded and then destroy. 


	CE

	PE-28
	Position Classification

Material relating to policies and approaches affecting the determination of appropriate General Schedule (GS) series and grade levels.  

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

Electronic copy in HRMIS.

Retention Schedule:
In Office:  Superseded and then destroy. 


	CHP

	PE-28-12
	Position Classification Standards

(a)  Standards or guidelines issued by the Office of Personnel Management (OPM) and used to classify and evaluate positions for series and grade level.  Based on GRS 1/7(a)(1).  (SF 115 N1-305-88-1 approved July 14, 1989)

Destroy when superseded or obsolete.
(b)  Material requiring Office of Personnel Management (OPM) review about the development of standards for classification of positions specific to BPA.  Case files.  Based on GRS 1/7(a)(2)(a) & (b).

Destroy 5 years after position is abolished or description is superseded.

(c )  Review file.  Based on GRS 1/7(a)(2)(a) & (b).

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

Destroy when 2 years old.
	CHP

	PE-28-13
	Series Sub-codes--GS Positions

Material relating to coding of positions for General Schedule series as

required by the PAY/PERS system.  (SF 115 N1-305-88-1 approved July 14, 1989)

Retention Schedule:
In Office:  Superseded and then destroy.


	CHP

	PE-28-14
	Position Descriptions

Material describing established positions including information on title, series, grade, duties, and responsibilities.  Based on GRS 1/7(b).  

(SF 115 N1-305-88-1 approved July 14, 1989) Data is in an access database, with information retrievable via the intranet

Destroy 2 years after position is abolished or description is superseded.  


	CHP

	PE-28-16
	Classification Appeals

Employee or agency-instituted appeals.  Based on GRS 1/7 (d).  (SF 115 N1-305-88-1 approved July 14, 1989)

Destroy 3 years after case is closed.


	CHP

	PE-28-17
	Classification Studies and Surveys

(a)  Classification survey reports.  Survey reports on various positions prepared by classification specialists, including periodic reports.

Retention Schedule:

In Office:  3 years and then destroy.

(b)  Inspection, audit, and survey file.  Material relating to inspections, surveys, desk audits, and evaluations.  Based on GRS 1/7(c)(1) & (2).

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

Retention Schedule:
In Office:  Superseded and then destroy.


	CHP

	PE-29
	Hourly Job Evaluation

Material relating to sets of duties assigned hourly positions.  (SF 115 

N1-305-88-1 approved July 14, 1989)

Retention Schedule:
In Office:  Superseded and then destroy. 


	CE

CHP

	PE-29-11
	Job Standards

Material relating to duties set by labor agreements.  (SF 115 N1-305-88-1 approved July 14, 1989)

Retention Schedule:
In Office:  Superseded and then destroy. 


	CE

CHP

	PE-30
	Pay Administration

General and administrative material relating to the various pay plans and schedules.  Case file by pay system or 5 Code of Federal Regulations section number.  (SF 115 N1-305-88-1 approved July 14, 1989)

Retention Schedule:
In Office:  Superseded and then destroy. 


	CHP

	PE-31
	Hours and Places of Duty

Material relating to policies and procedures concerning various government-approved work schedules.  Includes flexitime, flexiplace, telecommuting, part-time, and alternative work schedules.  Case file by title of program or by 5 Code of Federal Regulations section number.

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

Retention Schedule:
In Office:  Superseded and then destroy. 


	CHM

	PE-32
	Attendance and Leave

Material relating to accrual and eligibility for leave, administrative dismissal, hazardous weather policy, leave without pay, and various types of leave such as annual, sick, court, maternity, and military.  See also FI‑18, Time and Attendance Reporting.  (SF 115 N1-305-88-1 approved July 14, 1989)

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

	PE-33
	Fund-Raising and Community Outreach

Material relating to programs such as the Combined Federal Campaign (CFC), blood drives, and U.S. Savings Bond drives.  (SF 115 

N1-305-88-1 approved July 14, 1989)

Retention Schedule: 

In Office:  Superseded and then destroy.

 
	C

Z



	PE-34
	Labor-Management Relations


Material relating to the relationship between management and employee unions and other groups.  Based on GRS 1/28 (a)(1).  (SF 115 

N1-305-88-1 approved July 14, 1989)

Destroy 5 years after expiration of agreement.


	CE

	PE-34-15
	Labor Unions

Material relating to employee unions such as contracts and negotiated agreements.  Based on GRS 1/28(a)(1).  (SF 115 N1-305-88-1 approved July 14, 1989)

Destroy 5 years after expiration of agreement.


	CE

	PE-34-16
	Labor Arbitration Decisions

Material relating to decisions resulting from labor arbitration.  Based on

GRS 1/28(a)(1).  (SF 115 N1-305-88-1 approved July 14, 1989)

Destroy 5 years after expiration of agreement.


	CE

	PE-34-17
	Grievance and Labor Arbitration


Case files consisting of grievances and resulting arbitration.  Based on GRS 1/28(b).  (SF 115 N1-305-88-1 approved July 14, 1989)

Destroy 5 years after final resolution of case.


	CE

L

	PE-35
	Employee Organizations and Activities

Material relating to employee organizations such as the Professional Engineers in Government (PEG), Society of Concerned Engineers (SCE), and Northwest Federal Employees Association ("Associates.”)  (SF 115 N1-305-88-1 approved July 14, 1989)

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

	PE-36
	Equal Employment Opportunity

Documentation relating to all aspects of administering the federally mandated equal opportunity program at BPA.  Includes special emphasis programs, observances of special events, monitoring and reporting, and discrimination complaints.  Based on GRS 1/25(g).  (SF 115 N1-305-88-1 approved July 14, 1989)

Retention Schedule:

In Office:  2 years or until Superseded    Records Storage:  1 year and then destroy.


	CE

	PE-36-11
	Programs

Special emphasis programs managed by the BPA EEO office, including the Federal Women's Program and the Hispanic Employment Program.

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

Retention Schedule:

In Office:  2 years or until Superseded    Records Storage:  1 year and then destroy.


	CE

	PE-36-12
	Observances

Activities held to celebrate holidays and for recognition relating to civil rights and employment, including Martin Luther King Holiday and Hispanic Heritage Week.  (SF 115 N1-305-88-1 approved July 14, 1989)

Retention Schedule:

In Office:  2 years or until Superseded    Records Storage:  1 year and then destroy.


	CE



	PE-36-13
	Outreach

Contacts with schools, community groups for the purpose of generating interest in careers at BPA.  Includes career fairs, speeches at schools, and seminars.  (SF 115 N1-305-88-1 approved July 14, 1989)

Retention Schedule:

In Office:  2 years or until Superseded    Records Storage:  1 year and then destroy.


	CE

CHP

DM

	PE-36-14
	Discrimination Complaints

Documentation of complaints of discrimination filed by DOE or BPA employees and applicants.  Includes contacts, consultations, pre-complaints, and formal complaint processing.  Based on GRS 1/25(a).

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

Destroy 5 years after resolution of case.


	CE

L

	PE-36-15
	Counseling Records

Reports of interviews, analyses, and related records.  Based on GRS 1/26.

(GRS review by NARA; concurrence via email January 4, 1996.)

Retention Schedule:

In Office:  3 years and then destroy.


	CE

	PE-36-16
	EEO Reporting

Statistical information supporting the Affirmative Employment Plan.

Based on GRS 1/25(f).  (GRS review by NARA; concurrence via email January 4, 1996.)

Retention Schedule:

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


	CE

	PE-37
	Political Activity of Federal Employees

Material relating to restrictions on political activity under the Hatch Act.  (SF 115 N1-305-88-1 approved July 14, 1989)

Retention Schedule:
In Office:  Superseded and then destroy. 


	CHM

	PE-38

PE-38 cont


	Financial Disclosure Requirements


Reports and related documents submitted by individuals as required under the Ethics in Government Act of 1978, Public Law 95-521.  Based on GRS 1/24.

 (a)  Records including Standard Form 278 for individuals filing according to Section 201b of the Act (Senior Executive Service (SES) candidates) and not subsequently confirmed by the U.S. Senate. (SF 115 N1-305-88-1 approved July 14, 1989)

Retention Schedule: :In Office:  A+1 year and then destroy.
(b)  All other financial disclosure records, such as OGE 450, statements of employment and of financial interests, and related records.  

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

Retention Schedule:

In Office:  6 years and then destroy.


	L



	PE-39
	Employee Conduct and Ethics

Material relating to codes of ethics and standards of conduct for Federal employees.  Includes BPA's cultural commitment program, management of anti-harassment effort, and diversity.  Based on GRS 1/27.  (SF 115 

N1-305-88-1 approved July 14, 1989)

Retention Schedule:  In Office:  Superseded and then destroy. 


	L

	PE-39-12
	Conflict of Interest

Statements of past employment, current financial interests, and related material as required for specified BPA employees.  (SF 115 N1-305-88-1 approved July 14, 1989)

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


	L

	PE-39-13
	Pluralism Council

Material relating to employee-driven issues based on BPA’s recognition that its people are enabled by structure, systems, process, and culture to achieve for BPA the results desired for it to be a high-performing, business-oriented agency.  [As defined by Strategic Business Order 7 (SBO-7), 1995].  Includes documentation of actions and philosophies of BPA’s Resource Groups.  (SF 115 N1-305-96-1 approved November 19, 1996)

Retention Schedule:

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


	CE

	PE-41
	Voluntary Separations and Reductions in Grade/Rank/Pay

Material relating to actions such as resignations, separations, and changes to lower grade when such actions are voluntary and not due to reduction in force or employee performance.  (SF 115 N1-305-88-1 approved July 14, 1989) Electronic copy in HRMIS.

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

	PE-42
	Adverse Actions/Discipline

Case files and related records created in reviewing an adverse advice (disciplinary or non-disciplinary removal, suspension, leave without pay, or reduction-in-force) against an employee.  The file includes a copy of the proposed adverse action with supporting papers; statements of witnesses; employee's reply; hearing notices, reports, and decisions; reversal of action; and appeal records, excluding letters of reprimand.  Based on GRS 1/30(b).  (SF 115 N1-305-88-1 approved July 14, 1989)

Retention Schedule:

Destroy 7 years after the case becomes inactive.  The case becomes inactive when the subject employee leaves BPA rolls.


	CHM

L

	PE-42-11
	Unacceptable Performance Actions

Case files and related records created in reviewing performance-based actions as defined in 5 CFR 432.  Includes a copy of the proposed action with supporting documents; statements of witnesses; employee's reply; hearing notice(s); reports and decisions; reversal of action; and appeal records.  Based on GRS 1/30(b).  (SF 115 N1-305-88-1 approved July 14, 1989 modified by GRS update of April 24, 1992.)

Retention Schedule:  

Destroy 7 years after the case becomes inactive.  The case becomes inactive when the subject employee leaves BPA rolls.


	CHM



	PE-42-12
	Reduction in Force

Material relating to policies and procedures about reductions-in-force

(RIFs), including retention registers.  Based on GRS 1/17(b)(1)&(2).

Electronic copy in HRMIS.

(a)  Registers from which reduction-in-force actions have been taken.

Retention Schedule:

In Office:  2 years and then destroy.

(b)  Registers from which no reduction-in-force actions have been taken. 

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

Retention Schedule:
In Office:  Superseded and then destroy. 


	CHP



	PE-42-14
	Grade and Pay Retention

Material relating to entitlement to grade and pay retention during reduction-in-force or other adverse action procedures.  (SF 115 

N1-305-88-1 approved July 14, 1989)

Retention Schedule:

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


	CHP

	PE-43


	Grievances and Appeals

Review of grievance and appeals raised by agency employees, except EEO complaints.  Case files include statements of witnesses, reports of interviews and hearings, examiner's findings and recommendations, a copy of the original decision, exhibits, and material relating to a reconsideration request.  Includes grievances under both administrative and negotiated procedures.  Discipline-related material and appeals to the Merit Systems Protection Board (MSPB) maintained by CHM; non-discipline-related CHR might maintain material.  See also PE‑28-16, Classification Appeals.  Based on GRS 1/30(a).  (SF 115 

N1-305-88-1 approved July 14, 1989)

Retention Schedule:

Destroy 7 years after the case becomes inactive.  The case becomes inactive when the subject employee leaves BPA rolls.


	CE

CHM

L



	PE-44
	Injury Compensation

Material relating to claims under the Office of Workers Compensation Programs (OWCP).  See also PE-53-11, Personal Injury.  (SF 115 

N1-305-88-1 approved July 14, 1989)

Retention Schedule:
In Office:  Superseded and then destroy. 


	CHR

L

	PE-44-11
	Chargeback Billings

Material relating to costs of compensation made under OWCP claims.  (SF 115 N1-305-88-1 approved July 14, 1989)

Retention Schedule:

In Office:  5 years and then destroy.


	CHR

	PE-44-12
	OWCP Cases

Material relating to individual employees with OWCP claims.  (SF 115 N1-305-88-1 approved July 14, 1989)

Retention Schedule:

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


	CHR

L

	PE-45
	Retirement System

Material relating to policies concerning governmental retirement systems including Social Security, Medicare, Federal Employees Retirement System (FERS), and Civil Service Retirement System (CSRS).  Case file by name of system or by 5 Code of Federal Regulations section number.  See also FI-19-21, Retirements.  (SF 115 N1-305-88-1 approved July 14, 1989)

Retention Schedule:
In Office:  Superseded and then destroy. 


	CHR

	PE-46
	Health Program

Material relating to employee medical and counseling services and the operation of health facilities.  Based on GRS 1/21.

Disposition:  Per 5 Code of Federal Regulations Section 293, retain for 

duration of employment.  Do not destroy.  Forward to next employing agency with the OPF.  Transfer records not required for filing in the OPF to a local Federal Records Center [FRC].  (SF 115 N1-305-88-1 approved July 14, 1989)


	CHM

	PE-46-11
	Individual Health Records

Cards, which contain such information as date of employee’s, visit, diagnosis, and treatment.  These records are the property of and are controlled by U.S. Public Health Service.  Based on GRS 1/21.

Disposition:  Per 5 Code of Federal Regulations Section 293, retain for duration of employment.  Do not destroy.  Forward to next employing agency with the OPF.  Transfer records not required for filing in the OPF to a local Federal Records Center [FRC].  (SF 115 N1-305-88-1 approved July 14, 1989)


	CHR

CHM

	PE-46-12
	Health Unit Controls

Logs or registers reflecting daily number of visits to dispensaries, first-aid rooms, and health units.  These records are the property of and are controlled by U.S. Public Health Service.  Based on GRS 1/20(a).  (SF 115 N1-305-88-1 approved July 14, 1989)

Retention Schedule:

In Office:  Active + 3 months and then destroy.


	CHM

	PE-46-13


	Employment-related Medical Records

Material relating to an employee's medical history, occupational injuries or diseases, physical examinations, related to an employee's Federal employment.  Includes medical surveillance.  Individual files maintained in accordance with Privacy Act requirements.  Based on GRS 1/21. Disposition: Per 5 Code of Federal Regulations Section 293, retain for duration of employment.  Do not destroy.  Forward to next employing agency with the OPF.  (SF 115 N1-305-88-1 approved July 14, 1989)

a. Employee medical files (EMF) are sent to NRC when the employee separates.  Further disposition by NRC is in accordance with GRS.

b. Medical files, such as fitness for duty, voluntary physicals, etc., are retained until the employee separates, then sent to BPA Records Storage and destroyed when 60 years old.

c. Workers’ Compensation records.  The official file is the Department of Labor (DOL) file.  When the employee separates, the files are retained by the agency.  NPRC will destroy 75 years after birth date of employee; 60 years after date of the earliest document in the folder, if the date of birth cannot be ascertained; or 30 years after latest separation, whichever is later.  


	CHR

CHM



	PE-46-14
	Employee Assistance Program

Material relating to psychological testing, evaluation, and counseling of employees and their families and files for alcohol and drug abuse counseling.  (SF 115 N1-305-88-1 approved July 14, 1989)

Retention Schedule:

In Office:  5 years    Records Storage:  7 years and then destroy.
	CHM


	PE-46-15
	Statistical Summaries

Statistical summaries and reports with related documents about employee health.  Based on GRS 1/22.  (SF 115 N1-305-88-1 approved July 14, 1989)

Retention Schedule:

In Office:  2 years and then destroy.


	CHM

	PE-47
	Benefits

Material relating to policy and procedures governing employee benefit programs such as unemployment benefits, life insurance, health benefits (FEHB), Federal Employees Group Life Insurance (FEGLI), and dental insurance.  File by name of program or by 5 Code of Federal Regulations section number.  See also FI-19-22, Insurance Deductions.  (SF 115 N1-305-88-1 approved July 14, 1989)

Retention Schedule:
In Office:  Superseded and then destroy. 


	CHR

	PE-47-15
	Leave Transfer Program

Material relating to the receipt and donation of leave for medical emergencies, including recipient applications, agency approvals or denials, medical certifications, and similar documentation.  Based on GRS 1/37 (April 1992).  See also FI-19-12, Employee Payroll Folders.  Based on GRS 1/37

Retention Schedule:

Destroy 1 year after the end of the year in which the file is closed.


	CHM

	PE-49
	Employee Services

Material relating to programs such as smoking cessation, fitness facility, and childcare.  (SF 115 N1-305-88-1 approved July 14, 1989)

Retention Schedule:

In Office:  5 years or Superseded and then destroy.


	CHM

	PE-50
	Career Counseling Program

Material relating to counseling about career enhancement opportunities or personal development programs which may increase an employee’s qualifications for higher-level positions.  (SF 115 N1-305-88-1 approved July 14, 1989)

Retention Schedule:

In Office:  A + 3 years and then destroy.


	CHP

	PE-51
	Rosters/Directories of Professionally Licensed Employees

Material relating to employees who are licensed or certified by State accreditation or similar boards.  (SF 115 N1-305-88-1 approved July 14, 1989)

Retention Schedule:
In Office:  Superseded and then destroy. 


	CHP

	PE-52
	Mobilization Readiness

Directives and plans issued by the BPA.  (SF 115 N1-305-88-1 approved July 14, 1989)

Retention Schedule:
In Office:  Superseded and then destroy. 


	CH

	PE-53
	Occupational Safety Program

Material relating in general to Occupational Safety Program other than specific material described by the following tertiary subjects.  (SF 115 N1-305-88-1 approved July 14, 1989)

Retention Schedule:

Information to be reviewed and kept as needed


	CF

	PE-53-11
	Personal Injury

Material relating to medical and investigatory records about on-the-job injuries whether or not a claim for compensation was made, excluding copies filed in the Official Personnel Folder and copies submitted to the Department of Labor.  See also PE-44, Injury Compensation.  Based on GRS 1/31.  

Retention Schedule:

Cut off upon termination of compensation or when deadline for filing a claim has passed. Destroy 3 years after cut off.

	CF

CHR

	PE-53-12
	Fatalities

Material relating to incidents resulting in the death of a Federal employee or contractor performing duties for BPA; also, material relating to the death of a third party which occurs in a BPA vehicle, at a BPA facility, or on a BPA right-of-way.  See also PE-44, Injury Compensation.  

(SF 115 N1-305-04-2)
Retention Schedule:

Cut off when case becomes inactive.  Review when 60 years old.


	CF

L

	PE-53-13
	Motor Vehicle Accidents

Material relating to accidents involving Federal vehicles or occurring at a BPA facility or BPA right-of-way.  Based on GRS 10/5.  

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

Retention Schedule:

In Office:  Active + 6 years and then destroy.   


	CF

L

	PE-53-14
	Employee Driving Records

Material relating to individual employee operations of Government-owned vehicles, including driver tests, authorization to use, safe driving awards, and related correspondence.  Based on GRS 10/4.  (SF 115 

N1-305-88-1 approved July 14, 1989)

Retention Schedule:

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



	PE-53-15
	Employee Claims for Property Loss

Material relating to accountability for personal property lost or stolen.  See also LW-12-14, Torts.  Based on GRS 18/15(a).  (SF 115 

N1-305-88-1 approved July 14, 1989)

Retention Schedule:

In Office:  Active +3 years and then destroy.

	CF

L

	PE-53-16
	Private Party Claim

Material relating to accountability for personal property lost or stolen.  See also LW-12-14, Torts.  Based on GRS 18/15(a).  (SF 115 

N1-305-88-1 approved July 14, 1989)

Retention Schedule: 

In Office:  Active +3 years and then destroy.


	CF

	PE-53-17
	Safety Management

Reports of inspections, appraisals, audits, studies, tests, and pertinent correspondence maintained by the Safety Office covering unsafe conditions, hazards of criticality, fire hazards, fires, and explosions at BPA work-sites.  See also SS-18-15, Vandalism, Theft, and Other Incidents.  (SF 115 N1-305-88-1 approved July 14, 1989)
Retention Schedule:

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

	CF

TFE

TFI

TFN

TFO

TFP

TFR

TFS

	PE-54

PE-54

Cont.

PE-54

Cont.


	Drug and Alcohol Testing

Material relating to the mandatory Drug & Alcohol Program EXCLUDING documents that are filed in record sets of formal issuances (directives, procedure handbooks and operating manuals).  Included are employee drug and alcohol testing notices, test results, and supporting documents.  Case file by individual.  Based on GRS 1/36.
a. Drug test plans and procedures, with related drafts, correspondence, memoranda, and other records pertaining to the development of procedures for drug testing programs, including the determination of testing incumbents in designated positions.

Destroy when 3 years old or when superseded or obsolete.  [See note (2) after item 36e(2).]

b. Employee acknowledgment of notice forms.

Forms completed by employees whose positions are designated sensitive for drug testing purposes acknowledging that they have received notice that they may be tested.

Destroy when employee separates from testing-designated position.  [See note (2) after item 36e(2)]

c. Selection/scheduling records.

Records relating to the selection of specific employees/applicants for testing and the scheduling of tests.  Included are lists of selectees, notification letters, and testing schedules.

Destroy when 3 years old.  [See note (2) after item 36e(2)]

d. Records relating to the collection and handling of specimens.

(1) “Record Books”

Bound books containing identifying data on each specimen, recorded at each collection site in the order in which the specimens were collected.

Destroy 3 years after date of last entry.  

[See note (2) after item 36e(2)]
(2) Chain of custody records.

Forms and other records used to maintain control and accountability of specimens from the point of collection to the final disposition of the specimen.  

Destroy when 3 years old.  [See note (2) after item 36e(2)]

e. Test Results.

Records documenting individual test results, including reports of testing, notification of employees/applicants and employing offices, and documents relating to follow-up testing.

(1) Positive results.

(a) Employees.

Destroy when employee leaves the agency or when 3 years old, whichever is later.

(b) Applicants not accepted for employment.

Destroy when 3 years old.  

[See note (2) after item 36e(2)]

(2) Negative results.

Destroy when 3 years old.

[NOTES:  (1) Disciplinary action case files pertaining to actions taken against employees for drug use, drug possession, failure to comply with drug testing procedures, and similar matters are covered by GRS 1, item 30b, which authorizes destruction of records between 4 and 7 years after the case is closed.  (2) Any records covered by items 36 a-e that are relevant to litigation or disciplinary actions should be disposed of no earlier than the related litigation or adverse action case file(s).]


	CHM

CHM

CHM



	PE-55
	Hearing Examinations

Withdrawn 10/01/04 
	

	PE-56
	Vaccinations

Withdrawn 10/01/04


	

	PE-57
	Reasonable Accommodation Request Records

Information created and maintained while receiving, coordinating, reviewing, processing, approving, and reporting requests for reasonable accommodation from federal employees and applicants under the Rehabilitation Act of 1973 and Executive Order 13164.  A reasonable accommodation is a change in the work environment or in the way things are customarily done that would enable an individual with a disability to enjoy equal employment opportunities.  The three categories of reasonable accommodation are:

· Modification or adjustments to a job application process to permit an individual with a disability to be considered for a job, such as providing application forms in large print or Braille;

· Modifications or adjustments necessary to enable a qualified individual with a disability to perform essential functions of the job, such as providing sign language interpreters; and 

· Modifications or adjustments that enable employees with disabilities to enjoy equal benefits and privileges of employment, such as removing physical barriers in an office or cafeteria.  

This schedule includes all request for reasonable accommodation and/or assistive technology devices and services offered through an agency or the Computer/Electronic Accommodation Program (CAP) that are made by or on behalf of applicants, current or former employees.  Also included are medical records, supporting notes and documentation, as well as procedures and records related to processing, deciding, implementing, and tracking requests for reasonable accommodations(s).  Based on GRS 1/24.


	CHM

	PE-57-11
	Reasonable Accommodation – General Files

Agency-wide and departmental procedures for receiving, processing, and appealing requests for reasonable accommodation by employees and applicants.  Files may include, but are not limited to, instructions, directives, notices, forms, timetables and guidelines for requesting, processing and approving requests and for appealing decisions for reasonable accommodation.  Also included are records notifying the Equal Employment Opportunity Commission (EEOC), agency’s collective bargaining representative(s) and the agency’s Equal Employment Opportunity office of the agency’s reasonable accommodation request and processing procedures as well as modifications to established procedures.  Based on GRS 1/24a.
Retention Schedule:

Destroy three years after supercession or when no longer needed for reference whichever is later.
	CHM

	PE-57-12
	Reasonable Accommodations – Employee Case Files

Individual employee files that are created, received, and maintained by EEO reasonable accommodation or diversity/disability program or employee relations coordinators, immediate supervisors, CAP administrator, or HR specialists containing records of requests for reasonable accommodation and/or assistive technology devises and services through the agency or CAP that have been requested for or by an employee.  This series also includes, but is not limited to, request approvals and denials, notice of procedures for informal dispute resolution or appeal processes, forms, correspondence, emails, records of oral conversations, medical documentation, and notes.  Based on GRS 1/24b.

Retention Schedule:

Destroy three years after employee separation from the agency or all appeals are concluded whichever is later.
[Note:  These records are neither part of an employee’s Official Personnel File (OPF) nor part of a supervisor’s unofficial personnel file.]


	CHM

	PE-57-13
	Reasonable Accommodations – Supplemental Files

Records created, received, and maintained by EEO reasonable accommodation or diversity/disability program or employee relation coordinators, while advising on, implementing or appealing requests for or from an individual employee for reasonable accommodation.  Some requests may involve HR matters, including but not limited to changes in duties, reassignments, leave usage, and performance issues.  Files may include, but are not limited to, policy guidance, resource information about accommodation providers, forms, emails, and notes.  

Based on GRS 1/24c.

Retention Schedule:

Destroy three years after end of fiscal year in which accommodation is decided or all appeals are concluded, whichever is later.

[Note:  These records are neither part of an employee’s Official Personnel File (OPF) nor part of a supervisor’s unofficial personnel file.]

 
	CHM

	PE-57-14
	Reasonable Accommodations – Tracking System

Records and data created, received, and maintained for purposes of tracking agency compliance with Executive Order 13164 and Equal Employment Opportunity Commission (EEOC) guidance.

Based on GRS 1/24d.

Retention Schedule:

Delete/destroy three years after compliance report is filed or when no longer needed for reference.
	CHM


	
	Electronic Mail and Word Processing System Copies

Electronic copies of records that are created on electronic systems and used solely to generate a recordkeeping copy of the records covered by the other items in this schedule.  Also includes electronic copies of records created on electronic mail and word processing systems that are maintained for updating, revision, or dissemination.

(a) Copies that have no further administrative value after the recordkeeping copy is made. 

1. Copies maintained by individuals in personal files or other personal directories on hard disk or network drives, and copies on shared network drives that are used only to produce the recordkeeping copy.

Destroy/delete within 180 days after the recordkeeping copy has been produced.

2. Copies maintained by individuals in personal electronic mail systems.

Electronic mail will be destroyed automatically when 90 days old.

(b) Copies used for dissemination, revision, or updating that are maintained in addition to the recordkeeping copy.

Destroy/delete when dissemination, revision, or updating is completed.
	


See Section 800.8 in the BPA Records Manual for definitions of KEY terms.

A – Active                P – Permanent
S – Superseded/Obsolete
Z – Originating Office

Office of Record/Origin:  Generator or recipient responsible for retaining the record file.

BPA Records Storage:  Inactive records storage located in the Headquarters Building.

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

