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FILE GUIDE AND RETENTION SCHEDULE:  POWER MARKETING 

Last Revision Date:  April 1, 2004

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



	PM
	POWER MARKETING
Material relating to rate determination, revenue requirements and to customer services such as contract development and administration for power acquisition, sales, exchange, and transmission; and power billing.  FERC refers to Federal Energy Regulatory Commission.  Data may be recorded on various media including paper, film, tape, disk, or diskette.  The official copy is only on one medium, paper, unless otherwise specified.  Generally, only paper and microforms are accepted for storage to assure future access.  (SF 115 N1-305-88-1 approved July 14, 1989)

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


	

	PM-11
	Customer Relations
Power contracting and power billing material for specific customers.  Case file alphabetically by customer name.  All material may be filed in one folder or in several folders using recurring subjects as needed.  When volume of material dictates, file may be subdivided by specific contract name or number.  Note:  Case files, by customer name, or number, may be established using any of the below listed tertiary subjects.  For example, Meter Slips may be case filed, by customer name, in a location separate from Billings as is the situation at Headquarters Customer Services.  (SF 115 N1-305-88-1 approved July 14, 1989)

Disposition:  The following applies to PM-11’s tertiary subjects where the notation See PM-11 Disposition occurs:

PSI—Correspondence and other specific, customer-related material:  Store on site one year; then microfilm and send hardcopy to FRC for eight years.  Destroy hardcopy when nine years old.  Destroy microfiche five years after service is terminated.  Destroy all other material when superseded.

Sales Offices (Sx)—Correspondence and other specific, customer-related material:  Store on site two years; then transfer to FRC for seven years.  Destroy when nine years old.  Destroy all other material when superseded.

Retention Schedule:

In Office:  Until superseded or obsolete and then destroy.
	PGF

PSE

PSW

PT



	PM-11-11
	Contract Management System
All material regarding contract support activities.

Retention Schedule:

In Office:  Until superseded or obsolete and then destroy.


	PS

PSE

PT



	PM-11-12
	Contract Development and Negotiation
All material regarding the development of contract policy, principles, terms, and contract negotiations.

Retention Schedule:

In Office:  Until superseded or obsolete and then destroy.


	PSE

PSW

PT



	PM-11-13
	Contract Administration
Material related to the administering of all contracts.

Retention Schedule:

In Office:  Until superseded or obsolete and then destroy.


	PSE

PT



	PM-11-14
	Contracts, Original and Master Authenticated
Contracts for all types of power transactions

(a)  Original signed contract.  (SF 115 N1-305-88-1 approved July 14, 1989)

Retention Schedule:

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

(b)  Master authenticated contract.  (SF 115 NC-305-76-1 approved September 15, 1979)

Disposition:  Microfilm when contract is terminated.  Destroy hardcopy.  Review microfilm in 25 years; destroy when no longer needed for reference.


	PSE

PSW

PTS



	PM-11-15
	Contracts, Authenticated Work Copies
Copies for active use in various headquarters and regional organization.  (SF 115 NC-305-76-1 approved September 15, 1976)

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

PSE

PSW

PTS



	PM-11-16
	Draft Contract Material
Material related to contract formulation.  (SF 115 NC-305-76-1 approved September 15, 1976)

Disposition:  Executed Contracts, store on site one year; transfer to Records Storage for life of contract plus five years, then destroy.  Nonexecuted Contracts, store on site one year, transfer to FRC for five years from end of negotiations, and then destroy.


	PS

	PM-11-17
	Billing Source Data
Data obtained by BPA to form and support customer bills.  Formerly entitled Meter Slips.  Source data for PM-11-19, Billings.  (SF 115 N1-305-96-2 approved February 25, 1997)

(a)  Electronic Data.  Note:  Electronic storage began with 1995 data; imaging and storage on CD-ROM began in 1996.

Retention Schedule:

In Office:  1 year   Records Storage:  20 years and then destroy.

(b)  Hardcopy meter slips, Demand Graph (DG) charts, Print Demand (PD-57), tapes, and other hardcopy data.

Retention Schedule:

In Office:  1 year   Records Storage:  20 years and then destroy.


	PSR



	PM-11-19


	Billings
Copies of BPA’s customers’ bills, related notes, and correspondence.  Note:  Hardcopy is record copy.  As of 1996, microfilm no longer produced; electronic convenience [backup] copy is retained off-site by BPA as a vital record; backup copy retained no longer than record copy.  Retention is based on life of power contracts and BPA’s business and legal need to retain billing information for life of related contracts.  See also FI-23, Revenue and Receipts, for accounts receivable copy of bill and accounting data.  See also PM-11-17, Billing Source Data.  (SF 115 N1-

305-96-2 approved February 25, 1997)

Retention Schedule:

In Office:  1 year   Records Storage:  20 years and then destroy


	PSR



	PM-12
	Power Transactions
Material relating to the type of power transaction including policies, procedures, and developmental material.  File here or use the following subjects as needed.  Within tertiary subjects, case file alphabetically by customer name or numerically by customer number.  

(a) Work folders consisting of correspondence and other material establishing BPA’s policies and procedures governing the sale of energy.  (SF 115 N1-305-90-1 approved October 13, 1990)

Disposition:  Transfer to FRC after one year.  Offer to NARA in five-year blocks when 20 years old.

Retention Schedule:

In Office:  1 year   BPA Records Storage:  20 yrs; FRC:  Permanent, offer to NARA in five year blocks.

(b)  Correspondence regarding format and content of energy sales agreements, prototype agreements, letter agreements, and other related matters except when concerning a specific contract.  (SF 115 N1-305-90-1 approved October 13, 1990)

Retention Schedule:

In Office:  Until superseded or 10 years and then destroy.


	PS

PSE

PSW

PTS

	PM-12-11
	Power Sales
Material on power sales marketing, negotiation, and contracting.

Retention Schedule:

Refer to PM-12

	KFRM

PS

PSW

PTS



	PM-12-12
	Storage
Energy and water storage policies and contracting.

Retention Schedule:

Refer to PM-12

	PG

	PM-12-13
	Exchange
Energy exchange issues, policies and contracting.

Retention Schedule:

Refer to PM-12

	PT

	PM-12-14
	Exchange Transmission
Transmission credit agreements and policies.

Retention Schedule:

Refer to PM-12

	PTT

	PM-12-15
	Service and Exchange
Service and exchange policies and contracting.

Retention Schedule:

Refer to PM-12

	PG

PT

	PM-12-16
	Trust/Customer Service Reimbursable
Trust policies, accounts and contracts, reimbursable policies and contracting.

Retention Schedule:

Refer to PM-12

	PT

PTT

	PM-12-17
	Operation and Maintenance
Material on operation and maintenance projects, policies and contacting.

Retention Schedule:

Refer to PM-12

	PTT

	PM-12-18
	Transmission
Transmission and intertie policies and contracting.

Retention Schedule:

Refer to PM-12

	PTT

	PM-12-19
	Transfer
Transfer policies and contracting.

Retention Schedule:

Refer to PM-12

	PT

PTT

	PM-12-20
	Voltage Regulator
Material on voltage regulators, related policies, and contracting.

Retention Schedule:

Refer to PM-12

	PT

PTT

	PM-12-21
	Lease
Lease policies and contracting.

Retention Schedule:

Refer to PM-12

	PT

PTT

	PM-12-22
	Cogeneration
Cogeneration issues, policies, and contracting.

Retention Schedule:

Refer to PM-12

	PT

PGF

	PM-12-23
	Other Power Transactions
Contracting which does not easily fall into any specialized definition of contract type.

Retention Schedule:

Refer to PM-12

	PT

	PM-12-24
	Residential Purchase and Exchange
Material on residential purchase and exchange policies and contracting.

Retention Schedule:

Refer to PM-12

	PT




	PM-12-25
	Conservation and Energy Resources Issues
Material on conservation and energy resources issues, policies, and contracting.

Retention Schedule:

Refer to PM-12

	PN

PT

	PM-12-26
	Purchase
Material on purchase contracting regarding power issues, not procurement issues.

Retention Schedule:

Refer to PM-12

	PT

	PM-12-27
	Residential Exchange 

Residential exchange policies and contracting.

Retention Schedule:

Refer to PM-12

	PT




	PM-12-28
	Intertie Assured Access
Intertie access issues, policies, and contracting.

Retention Schedule:

Refer to PM-12

	PT

PTT



	PM-12-29
	Construction
Material on construction issues and contracting.

Retention Schedule:

Refer to PM-12

	PT

	PM-12-30
	Emergency
Emergency repair and maintenance issues, policies, and contracting.

Retention Schedule:

Refer to PM-12

	PT

	PM-13
	Rates
Material related to power and transmission rate determinations, revenue requirements and related matters before the Federal Energy Regulatory Commission including preliminary (pre-initial), initial, supplemental and final rate proceedings.

Disposition:  See PM-13 tertiary subjects for disposition.


	PSP

PGF

	PM-13-11
	Responses to Power Planning Council Requirements
Case file by section/subsection of the Act.  (SF 115 N1-305-88-1 approved July 14, 1989)

Retention Schedule:
In Office:  Until superseded or obsolete   Records Storage:  3 years and then destroy.


	PSP

	PM-13-12
	Pre-Initial Proposal
Material on rate case discussions/communications with customers/parties with proper notice, before Initial Proposal in 7(i) process.  (SF 115 N1-305-88-1 approved July 14, 1989)

Retention Schedule:

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


	PSP

	PM-13-13
	Wholesale Power Rate
Case file all background and supporting material by rate schedule and by year.  See also PM-16, Rate Filing and Hearings; FI-28, Revenue Requirements; and FI-29, Repayment.  (SF 115 N1-305-88-1 approved July 14, 1989)

Retention Schedule:

In Office:  Active   Records Storage:  50 years; then destroy.


	PSP

	PM-13-14


	Transmission Power Rate
Case file all background and supporting material by rate schedule and by year.  See also FI-28, Revenue Requirements, and FI-29, Repayment.  (SF 115 N1-305-88-1 approved July 14, 1989)

Retention Schedule:

 In Office:  Active   Records Storage:  50 years; then destroy.

	PSP


	PM-14
	Rate Analysis
Case file by using the following subjects as needed.  Cross reference location of all computer printouts.  (SF 115 N1-305-88-1 approved July 14, 1989)

(a)  Correspondence

Retention Schedule:

In Office:  3 years and then destroy

(b)  All other hardcopy, including computer printouts.

Retention Schedule:

In Office:  Until superseded or obsolete, then destroy

 (c)  Magnetic tapes, disks, and microfilm

Retention Schedule:

In Office:  Until superseded or obsolete + 5 years; then destroy


	PSP

	PM-14-11
	Rate Database
Includes Revenue Information System (RIS) and Variable Industrial Historical Data Printouts.

Retention Schedule:

Refer to PM-14 


	PSP

	PM-14-12
	Rate Analysis Model (RAM)
Testimony and responses to data requests.

Retention Schedule:

Refer to PM-14 


	PSP

	PM-14-13
	Resource Strategy
Includes all utilities programs resource loads and resource strategy runs printouts.

Retention Schedule:

Refer to PM-14 


	PSP

	PM-14-14
	Supply Pricing Model
Long-term wholesale or retail rate forecasts or rate impact analysis performed using BPA’s Supply Pricing Model.

Retention Schedule:

Refer to PM-14 


	PSP

	PM-14-15
	Resource Decremental Costs
Material on Variable Operating Costs of generating resources which may be displaced by lower-cost nonfirm energy.

Retention Schedule:

Refer to PM-14


	PSP

	PM-14-16
	Cost of Service Analysis
Wholesale Power Rate Development Study (WPRDS).  Testimony and responses to data requests.

Retention Schedule:

Refer to PM-14

	PSP

	PM-14-17
	Marginal Cost Analysis
BPA Rate Case Studies performed to identify the costs BPA would incur to generate and transmit electricity on a seasonal, daily, and hourly basis as a result of serving additional capacity and load.

Retention Schedule:

Refer to PM-14

	PSP

	PM-14-18
	Transmission Rate Design Study
Material relating to the Transmission Rate Design Study.

Retention Schedule:

Refer to PM-14

	PSP

	PM-14-19
	Long Range Incremental Cost
Studies performed on the cost of incremental but defined resource additions to capacity which can be expected to be added over a specific longer term planning horizon.

Retention Schedule:

Refer to PM-14

	PSP

	PM-14-20
	Low Density Discount
Material on the low Density Discount policy and implementation issues.

Retention Schedule:

Refer to PM-14

	PSP

	PM-14-21
	Customer Schedules and Studies
Retail Rate Schedules and customer Financial Reports.

Retention Schedule:

Refer to PM-14

	PSP

	PM-14-22
	Retail Industrial Market
Material on retail markets, including Partnership Program and sector data.

Retention Schedule:

Refer to PM-14

	PSP

	PM-14-23
	Energy Northwest Projects
Material on the five nuclear power projects sponsored by Energy Northwest.

Retention Schedule:

Refer to PM-14

	PGC

PSP



	PM-15
	Rate Forecasts

Case file rate forecasts using the following tertiary subjects as needed. 

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

Retention Schedule:

Destroy five years after adopted or effective or 10 years from date of forecast, whichever is sooner. 


	PSP

	PM-15-11
	Load Forecasts

Material on forecasts of future energy or peak demand by customer class or sector. (SF 115 NI-305-88-1 approved July 14, 1989.)

Retention Schedule:

Destroy five years after adopted or effective or 10 years from date of forecast, whichever is sooner.


	PSP

	PM-15-12
	Outyear Forecasts
Material on any forecast of rates, revenues, or load or other factors which extends over a specific longer term planning horizon. 

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

Retention Schedule:

Destroy five years after adopted or effective or 10 years from date of forecast, whichever is sooner.


	PSP

	PM-15-13
	Revenue Forecasts
Includes Non-Firm Revenue Analysis Program-Revenue Estimates (NFRAP-REVEST) printouts. 

(SF 115 NI-305-88-1 approved July 14, 1989.)
Retention Schedule:

Destroy five years after adopted or effective or 10 years from date of forecast, whichever is sooner.


	PSP

	PM-16
	Rate Filings and Hearings
Includes all material related to rate filings and hearings.  Case file by year of filing.  Do not include duplicate copies.  See also FI-28, Revenue Requirements; FI-29, Repayment; and LW-28-11, BPA Rate Hearings.  (SF 115 N1-305-88-1 approved July 14, 1989)

Retention Schedule:

In Office: Active   Record Storage:  50 years; then destroy.


	PSP

	PM-16-11
	Schedules and Charts
Material on scheduling rate cases and charts of processes.

Retention Schedule:

In Office: Active   Record Storage:  50 years; then destroy


	PSP

	PM-16-12
	Ex parte
Material on discussion/communications with individual parties to a rate case without proper notice to all parties.

Retention Schedule:

In Office: Active   Record Storage:  50 years; then destroy

	PSP

	PM-16-13


	Official Record
Case file by year of rate filing using numerical index.

Retention Schedule:

In Office: Active   Record Storage:  50 years; then destroy

	PSP

	
	Electronic Mail and Word Processing System Copies

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

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

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

        Destroy/delete within 180 days after the recordkeeping copy has

        been produced.

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

Electronic mail will be destroyed automatically when 90 days old.  

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

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


	

	
	
	


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

A – Active

    P – Permanent

S – Superseded/Obsolete

Z – Originating Office

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

BPA Records Storage (Headquarters):  Inactive records storage

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


