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Date:  April 4, 2003


910.1  SCOPE
The General Index is provided as an alphabetical user reference to assist in locating records management topics discussed in Parts 00 - 600 and in the introductory pages of Parts 700 and 800.

To use the General Index, find the relevant term.  Note the manual Section number (not the page number).  Then refer to the Section for the discussion of the subject.

See also Part 00, Table of Contents.

	
	

	PHRASE FROM PARTS 00 - PARTS 700/800 INTRO
	SECTION

	
	

	Abbreviations in retention schedule
	800.7

	Access to BPA records
	620.3

	Access to public record
	610.5

	Accession number
	500.6

	Act, Freedom of Information
	620

	Act, Pacific Northwest Power
	610.3

	Active records, definition of
	200.2

	Active, definition of
	800.8

	Addressee coding
	400.9

	Advice on records systems
	400.15

	Agendas
	700.2

	Alphabetical filing
	400.3

	Analyses, where to file
	700.2

	Analysis of subject matter
	400.5

	Annual file breaks
	400.14

	Annual records review
	300.4

	Annual records review
	800.2

	Aperture cards
	300.5

	Aperture cards (microform)
	200.2

	Approval process for retention schedule
	800.3

	Approved retention schedule, applicability to storage
	500.3

	Assessments and appraisals, where to file
	700.2

	Assigning file codes
	400.5

	Author coding
	400.2

	Author coding
	400.9

	Authorizations, definition of
	700.2

	BPA Correspondence Manual
	400.2

	BPA Manual
	100.1

	BPA official file system
	400.4

	BPA records, access to
	620.3

	Breaks, file
	400.14

	Bulletins, where to file
	700.2

	Case file
	400.3

	Case file illustration
	400.16

	Case file, definition of
	200.2

	Case file, definition of
	700.2

	Case file, operation of
	400.16

	Case files, annual break
	400.14

	Chapter 810 format, explanation of
	800.6

	Classification of records
	400.5

	Classification system
	400.4

	Code, definition of file
	200.2

	Coding
	400.6

	Coding by addressee
	400.9

	Coding by author
	400.9

	Coding case files
	400.16

	Coding incoming documents
	400.2

	Coding incoming documents
	400.6

	Coding outgoing documents
	400.2

	Coding outgoing documents
	400.6

	Collection, definition of records
	200.2

	Committees, where to file
	700.2

	Computer output microfilm, definition of
	200.2

	Conferences, where to file
	700.2

	Contents of a public record
	610.4

	Correspondence, definition of
	700.2

	Creating a file guide
	400.13

	Cross references in records collections
	400.10

	Cutoffs in records collections
	400.14

	Decision document
	610.1

	Definitions
	200.2

	Delegation of authority, where to file
	700.2

	Delivery of stored records (BPA), emergency
	500.6

	Delivery of stored records (BPA), routine
	500.6

	Delivery of stored records (FRC), emergency
	500.6

	Delivery of stored records (FRC), routine
	500.6

	Denial of FOIA request
	620.6

	Denial of Privacy Act request
	630.2

	Destruction of Privacy Act records
	500.7

	Destruction of records
	500.1

	Destruction of records
	500.7

	Destruction of records
	800.1

	Determination of subjects
	400.4

	Developing new file codes
	800.3

	Directives, definition of
	700.2

	Discarding material before filing
	400.9

	Discretionary destruction of records
	800.1

	Disk, records stored on
	400.3

	Diskette, records stored on
	400.3

	Disposal of Privacy Act records
	630.4

	Disposition, definition of records
	200.2

	Disposition, records
	500.1

	Distribution of manual
	100.4

	Document, definition of text
	200.2

	Drawer/shelf labels
	400.8

	Electronic record, definition of
	200.2

	Emergency delivery of stored records (BPA)
	500.6

	Emergency delivery of stored records (FRC)
	500.6

	Employee responsibility for records
	800.2

	Employees, all
	400.2

	Evaluations, definition of
	700.2

	Exceptions to scheduled destruction of records
	500.7

	Excess records separated with recurring subjects
	700.3

	Explanation of format of Chapter 810
	800.6

	Explanation of key
	800.8

	Extra copies of documents
	400.3

	File code format
	400.5

	File code, definition of
	200.2

	File code, new
	800.3

	File code, requests for changes in official
	400.4

	File coding by addressee
	400.2

	File coding by author
	400.2

	File cutoffs or breaks
	400.14

	File guide, definition of
	200.2

	File guides
	400.7

	File illustration, case
	400.16

	File labels
	400.8

	File outline, definition of organization
	200.2

	File outline, organization
	1000

	File subjects outline
	710.4

	File, case
	400.3

	File, definition of case
	200.2

	File, definition of job control
	200.2

	File, definition of reading
	200.2

	File, definition of reference
	200.2

	File, definition of subject
	200.2

	File, definition of suspense
	200.2

	File, definition of transitory
	200.2

	File, definition of working
	200.2

	File, job control
	400.3

	File, reference
	400.3

	File, subject
	400.3

	File, suspense
	400.3

	File, working
	400.3

	Files operations, general
	400

	Filing
	400.11

	Filing by name or number
	700.2

	Filing, alphabetical
	400.3

	Filing, numerical
	400.3

	Film, records stored on
	400.3

	Folders, file
	400.7

	Form 1324.03 (BPA)
	500.6

	Form 1324.07 (BPA)
	500.4

	Format, file code
	400.5

	Forms for records retrieval, BPA
	500.6

	Forms for records retrieval, FRC
	500.6

	Forms for records transfer, BPA
	500.4

	Forms, filing of
	700.2

	Freedom of Information Act
	620

	General index
	400.5

	Glossary
	200

	Guide, definition of file
	200.2

	How to complete Form BPA F 1324.07e
	500.4

	How to establish case files
	400.16

	How to obtain records storage boxes
	500.4

	How to pack records storage boxes
	500.5

	How to retrieve records (BPA)
	500.6

	How to retrieve records (FRC)
	500.6

	How to return records to BPA storage
	500.6

	How to return records to FRC storage
	500.6

	How to send records to BPA storage
	500.4

	How to send records to FRC storage
	500.4

	How to use file codes
	710.1

	How to use file codes for recurring subjects
	710.1

	How to use recurring subjects
	700.3

	Illustration of a case file
	400.16

	Illustration of BPA F 1324.07
	500.4

	Illustration of BPA F 1324.03
	500.6

	Illustration of recurring subjects
	700.4

	Inactive records, definition of
	200.2

	Incoming documents, assigning file code to
	400.6

	Index, case file
	400.16

	Index, general
	400.5

	Index, keyword
	400.10

	Information required on file label
	400.8

	Information system, definition of
	200.2

	Instructions about use of official records, Title 18 USC
	800.2

	Investigation, where to file
	700.2

	Job control file
	400.3

	Job control file, definition of
	200.2

	Job control file, retention of
	800.4

	Key used in retention schedule
	800.8

	Keyword index
	400.5

	Labeling case files
	400.8

	Labeling file drawers/shelves
	400.8

	Labeling subject files
	400.8

	Labels, drawer/shelf
	400.8

	Labels, folder and guide
	400.8

	Laser disk, computer output (to)
	200.2

	Legal expiration of retention period
	500.1

	Link with primary/secondary/tertiary codes, recurring subject
	700.4

	Linking of recurring subjects
	700.4

	List of withdrawn subjects
	800.9

	Locked records
	630.3

	Maintenance of Privacy Act record
	630.3

	Management, records
	200.2

	Mandatory destruction of records
	800.1

	Manual organization
	100.2

	Manual organization, general
	100

	Media
	800.6

	Media, definition of
	200.2

	Media, records storage
	400.3

	Meetings, definition of
	700.2

	Microfiche (microform)
	200.2

	Microfilm (microform)
	200.2

	Microfilm, definition of computer output
	200.2

	Microform guidelines
	300.5

	Microforms, definition of
	200.2

	Microimage, definition of
	200.2

	Minimal information required on file label
	400.8

	Modifying existing file codes
	800.3

	Name or number, filing by
	700.2

	NARA
	800.3

	NARA
	800.6

	National Archives and Records Administration
	800.3

	New file codes
	800.3

	Non record
	400.3

	Non record, definition of
	200.2

	Non record, retention of
	800.4

	Nonpaper records
	400.3

	Numerical filing
	400.3

	Objectives of records retention
	800.3

	Off-site storage, definition of
	200.2

	Office of record
	300.3

	Office of Record
	500.3

	Office of record, definition of
	200.2

	Office of Record, definition of
	800.6

	Officer, FOIA
	620.1

	Officer, privacy act
	630.2

	Record
	400.3

	Record, definition of
	200.2

	Record, maintenance of
	300.3

	Record, retention of
	300.3

	Optical disk
	200.2

	Organization file outline
	400.13

	Organization file outline
	400.16

	Organization file outline, definition of
	200.2

	Organization file outline, space for
	1000

	Organization, manual
	100.2

	Originating organization, definition of
	800.8

	Out cards
	400.12

	Out guides/cards
	400.12

	Outgoing documents, assigning file code to
	400.6

	Pacific Northwest Power Act
	610.3

	Paper, records stored on
	400.3

	Papers, personal
	200.2

	PENDING
	800.3

	PENDING
	800.7

	Pending retention periods
	800.3

	Pending retention periods
	800.7

	Permanent records, definition of
	200.2

	Permanent retention, requirements for
	800.6

	Permanent, definition of
	800.8

	Personal information
	630.1

	Personal papers
	400.3

	Personal papers, definition of
	200.2

	Planning, definition of
	700.2

	Policies and procedures, where to file
	700.2

	Preparing folders and guides
	400.7

	Preparing labels
	400.8

	Preservation of records
	500.1

	Primary subject
	400.4

	Primary subject outline
	710.3

	Primary subject, definition of
	200.2

	Privacy Act officer
	630.1

	Private papers
	200.2

	Procedure, public involvement
	610.1

	Proposed retention periods
	800.3

	Public information
	600

	Public involvement procedure
	610.1

	Public record access
	610.5

	Public record exemptions
	610.6

	Public record, contents of
	610.4

	Public record, purposes for
	610.3

	Public records
	610.1

	Purge, definition of
	200.2

	Purging records
	400.15

	Purposes for a public record
	610.3

	Reading file
	400.3

	Reading file
	800.4

	Reading file, definition of
	200.2

	Reading file, retention of
	800.4

	Record, definition of
	200.2

	Record, definition of electronic
	200.2

	Record, definition of unscheduled
	200.2

	Record
	400.3

	Record, permanent, definition of
	200.2

	Record, public
	610.1

	Record, temporary, definition of
	200.2

	Records acceptable to FRC
	500.4

	Records advice
	400.15

	Records as government property
	800.2

	Records collection, definition of
	200.2

	Records disposition
	500.1

	Records disposition, definition of
	200.2

	Records management
	300

	Records management, definition of
	200.2

	Records management, overall
	100.1

	Records management, why have
	300.1

	Records Operations function
	500.2

	Records retention, objectives of
	800.3

	Records reviews
	400.15

	Records series description
	800.6

	Records series title
	800.6

	Records series, definition of
	200.2

	Records storage
	500.1

	Records storage media
	400.3

	Records, definition of active
	200.2

	Records, definition of inactive
	200.2

	Records, definition of non record
	200.2

	Records, definition of vital
	200.2

	Records, locked
	630.3

	Records, non record
	400.3

	Records, types of
	400.3

	Recurring subject file codes, linking of
	700.4

	Recurring subject retention period
	800.5

	Recurring subject, definition of
	200.2

	Recurring subjects
	400.4

	Recurring subjects, definitions of
	700.2

	Recurring subjects, general information
	700.1

	Recurring subjects, how to use
	700.3

	Recycling microfilmed records
	500.7

	Recycling paper records
	500.7

	Reduction of filing expenses
	500.1

	Reference file
	400.3

	Reference file, definition of
	200.2

	Reference file, retention of
	800.4

	Removing material from files
	400.12

	Replacements, manual
	100.3

	Reports, definition of
	700.2

	Request for information under the FOIA
	620

	Request for Privacy Act information
	630.2

	Requests for changes in subjects
	400.4

	Requirements for storing records
	500.3

	Responsibility for coding
	710.2

	Responsibility for coding incoming material
	400.2

	Responsibility for coding outgoing material
	400.2

	Responsibility for FOIA
	620.2

	Responsibility for record file codes
	400.4

	Responsibility for record file subjects
	400.4

	Responsibility for records disposition
	500.2

	Responsibility for records retention and destruction
	800.2

	Responsibility for records, overall
	400.2

	Responsibility for records, supervisor's
	300.2

	Retention of informational copies
	400.9

	Retention of record file copies
	400.9

	Retention of Privacy Act records
	630.4

	Retention of reading file
	800.4

	Retention period, legal expiration of
	500.1

	Retention period, pending
	500.1

	Retention period, pending
	800.3

	Retention periods
	800.6

	Retention periods for recurring subjects
	800.5

	Retention periods, pending
	800.3

	Retention periods, pending
	800.7

	Retention schedule terms explained
	800.7

	Retention schedule, definition of
	200.2

	Retention, definition of
	200.2

	Retention, discussion of
	800.1

	Retrieving stored records by mail (BPA)
	500.6

	Retrieving stored records by mail (FRC)
	500.6

	Retrieving stored records by telephone (BPA)
	500.6

	Retrieving stored records by telephone (FRC)
	500.6

	Retrieving stored records in person (BPA)
	500.6

	Retrieving stored records in person (FRC)
	500.6

	Returning records to BPA storage
	500.6

	Returning records to FRC storage
	500.6

	Review, records
	300.4

	Revisions, manual
	100.3

	Routine delivery of stored records (BPA)
	500.6

	Routine delivery of stored records (FRC)
	500.6

	Safeguarding Privacy Act records
	630.3

	Secondary subject
	400.4

	Secondary subject, definition of
	200.2

	Separating files
	400.14

	Separating numerous documents under one subject
	700.1

	Shredding records
	500.7

	Single digit file codes
	700.1

	Single digit file codes, defined
	700.2

	Sorting record material
	400.9

	Sorting, definition of
	200.2

	Storage by non-Office of Record organization
	800.6

	Storage locations
	500.1

	Storage media, records
	400.3

	Storage of Privacy Act records
	630.4

	Storage of records
	500.1

	Storage, definition of off-site
	200.2

	Storing records
	400.15

	Storing records, requirements for
	500.3

	Structure of BPA official file system
	400.4

	Study, where to file
	700.2

	Subject file
	400.3

	Subject file, definition of
	200.2

	Subject file, labeling of
	400.8

	Subject files, annual break
	400.14

	Subject, definition of primary
	200.2

	Subject, definition of recurring
	200.2

	Subject, definition of secondary
	200.2

	Subject, definition of tertiary
	200.2

	Subject, primary
	400.4

	Subject, recurring
	400.4

	Subject, requests for changes in official file
	400.4

	Subject, secondary
	400.4

	Subject, tertiary
	400.4

	Superseded/obsolete, definition of
	800.8

	Suspense file
	400.3

	Suspense file, definition of
	200.2

	Suspense file, retention of
	800.4

	System, definition of information
	200.2

	Table of contents
	 00

	Tape, records stored on
	400.3

	Task forces, where to file
	700.2

	Temporary record, definition of
	200.2

	Terms in key
	800.8

	Terms, records management
	200.1

	Tertiary subject
	400.4

	Tertiary subject, definition of
	200.2

	Text document, definition of
	200.2

	Title 18 USC instructions about use of official records
	800.2

	Transfer of records, BPA
	500.4

	Transfer of records, FRC
	500.4

	Transitory file, definition of
	200.2

	Transmittal letters, records manual
	100.3

	Types of records
	400.3

	Unscheduled record, definition of
	200.2

	Unscheduled records
	800.3

	Use of "out" cards
	400.12

	Use of file codes
	400.5

	Use of file outline
	400.5

	Use of recurring subjects with primary/secondary/tertiary
	700.3

	Using standard file codes
	400.16

	Vital records, definition of
	200.2

	Withdrawn subjects, list of
	800.9

	Working file
	400.3

	Working file, definition of
	200.2
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