




Part 400, Files Operations


Page 400-11 of 11
[image: image1.wmf]
400.DOC










Date:  April 4, 2003

400.1  SCOPE.

The following guidelines are applicable to all organizations in establishing a uniform system for creating, filing, and maintaining BPA records.

400.2  RESPONSIBILITIES.

All employees are responsible for ensuring that records they create, receive, use, or file in the performance of their daily activities are not damaged, defaced, lost, or destroyed.

Notes on incoming correspondence or on the file copy of outgoing correspondence are inappropriate.  Notations may be embarrassing to the employee or the agency in the event of a subpoena or a Freedom of Information Act request.  Use routing slips or other devices that can be attached without defacing the record material.

Responsibility for proper classification and coding of outgoing material rests with the author.  Placement of the designated file code on outgoing BPA correspondence is discussed in Chapter 100 (File Copies) of the BPA Correspondence Manual.  The addressee codes an incoming document for filing in the receiving organization.  Placement of the designated file code on BPA correspondence is also discussed in the BPA Correspondence Manual.

400.3  TYPES OF RECORDS.

Media.

The term records applies to more than paper files.  Records may be stored on various media including paper, film, tape, disk, diskette or CD-ROM.  

Documents are separated into basic record types to facilitate finding a needed record and to keep essential documents apart from short-lived or optional papers.  File material of the following types in different units or sections of file equipment, or clearly mark their separation with file guides.

Records.


1.
Subject Files.  Include correspondence, reports, and related documents pertaining to the function and administration of the organization.  Such material should be classified and filed under the appropriate subject listed in Chapters 810 (BU ‑ TT), File Guide and Retention Schedule.  General subject material is distinguished from case files.

2. Case Files.  Consist of material relating to a specific action, event, person, organization, location, project, or item, which may cover many aspects of the topic.  Examples of case files are vouchers, contracts, land units, substations, transmission lines, and personnel folders.  Case files lend themselves to alphabetical or numerical arrangement and are organized and filed according to the guidelines in Section 400.16, Operation of Case Files.

Non Records.

1. Working Files.  Documents retained at the discretion of the individual employee.  May include personal papers, drafts, suspense files, job control files, and extra copies of documents.  Portions of working files may become records.

2. Reference Files.  Are organized collections of material which are accumulated and used strictly for convenient reference.  Reference files are non records documenting the user's activities.  Examples of reference files include extra copies of documents, books, manuals, brochures, catalogs, reading files, and items of short-term interest.  Also included are copies of administrative and regulatory issuances, notices, or directives such as manuals and handbooks (except in the organizations that issue them).  Organizations should maintain only reference materials that are current and concern their functions.

Vital Records.

Vital Records contain information essential to the survival of an organization.  They enable an organization to continue operations without delay during and after a disaster.  They contain information that states the organization’s legal and financial position, and preserves the organization’s rights including those of employees and customers.  Usually only two to seven percent of an agency’s records are considered to be vital.

There are two types of Vital Records:  Emergency Operating Records and Legal and Financial Rights Records.
1. Emergency Operating Records:  Records essential to continued functioning or reconstitution of BPA during and after an emergency or disaster.  Included, but not limited to, are emergency plans and directives, orders of succession, delegations of authority, staffing assignments, selected program related policy or procedural records that assist staff in conducting operations under emergency conditions and for resuming normal operations after an emergency.

2. Legal and Financial Rights Records:  Records essential to protect the legal and financial right of the Government and of the individuals directly affected by its activities.  Included, but not limited to, payroll records, social security and retirement records, insurance plans, and accounts receivable and payable records.

Vital records are copies of ACTIVE records and may be stored in any medium.  Sound judgment must be used in identifying vital records and their submitted format.  The people using the records during an emergency may not be the same people who use them under normal circumstances.  Except for the special case, BPA’s Land Records that are sent to the National Archives and Records Administration (NARA), the records are duplicates.  Because of their importance, Vital records are stored off-site at designated storage centers.  Iron Mountain is currently the off-site storage used by BPA.  In order to be effective, the records selected as VITAL must be kept current; therefore vital records are replaced when they are superseded.

400.4  CLASSIFICATION SYSTEM.

Subject files are organized and classified so that the various topics are interdependent and make up a unified structure in light of the mission and functions of the organization and of BPA as a whole.

The BPA classification system consists of PRIMARY subjects representing the major mission objectives (functional subject areas) of the agency.

Each PRIMARY subject is subdivided into SECONDARY subjects detailing the functions performed under the PRIMARY subject.

When required, TERTIARY subjects are arranged under SECONDARY subjects to detail the processes or tasks required to execute the functions.

Subdivisions beyond the TERTIARY level and case files are maintained alphabetically or numerically.

RECURRING subjects are generic functional categories that may be selected to fall under a PRIMARY, SECONDARY, or TERTIARY subject.  They are used for supporting tasks, those not having a purpose unto themselves.  Folders for RECURRING subjects are established only as needed.  RECURRING subjects include authorizations, case files, correspondence, directives, evaluations, meetings, planning, and reports.  See Part 700, File Outline and Recurring Subjects, for complete definitions.  

Determination of PRIMARY, SECONDARY, TERTIARY, and RECURRING subjects is the responsibility of Records Management.  Requests for changes, additions, or deletions to the classification system should be forwarded to the BPA Records Officer.

400.5  CLASSIFICATION.

The classification of records is one of the most important operations of the file system.  The process requires analysis of the subject matter and the consistent application of the classification system.  The author or addressee selects from BPA's records series (file codes) the PRIMARY subject and any subordinate subject or cross‑reference.

Analysis of the subject matter considers the purpose or general significance of the document to define the concrete topic.  Also to be considered are the manner in which similar material is requested by users and the file codes currently used by the organization.  Once created, the Organization File Outline is very helpful in classifying and coding documents.  See 400.13 below.

Each PRIMARY subject is given a two-letter abbreviation closely suggesting its title.  Example:

FI     Finance

Codes for SECONDARY and TERTIARY subjects are double-digit whole numbers beginning with 11.  A hyphen separates pairs of alpha and numeric characters.  Example:

FI-11   Journal Vouchers

RECURRING subjects are assigned single‑digit whole numbers (1‑8).  Recurring subjects are discussed in detail in Part 700, File Outline and Recurring Subjects.  This coding sets off Recurring subjects from the subject file system.  Example:

FI-11-2   Journal Vouchers   Case File

Files need not be assigned SECONDARY or TERTIARY codes unless the volume of records held under the PRIMARY subject warrants the division.  Such a volume usually occurs only with subjects that reflect an organization's mission.  

For example, personnel folders held for convenience at the Tier II level may be case-filed alphabetically under the PRIMARY code "PE" for Personnel and the RECURRING code "2" for case file (PE‑2).  No further breakdown is required.  On the other hand, Human Resources is the Office of Record for BPA's Official Personnel Folders (OPFs) and other personnel documents.  SECONDARY and TERTIARY breakdowns are necessary for proper maintenance of the volume and diversity of personnel records held there.

When assigning codes for material not related to the organization's mission, Part 700, File Outline and Recurring Subjects, provides the information needed.  This Part defines Recurring Subjects and, through the Outline, provides a quick reference to all official subjects.

For material dealing with the organization's mission, use Chapters 810 (BU ‑ TT) of Part 800, File Guide and Retention Schedule, which address specifically BPA's major functions as Primary and Secondary subjects.  These Chapters provide file codes, descriptions, identification of the Office of Record by routing code, and retention periods.

The General Index, Chapter 910, is a guide to records management terms in Parts 00 ‑ 800.  The Keyword Index, Chapter 920, assists in locating specific file codes and subjects described in Chapters 810 (BU ‑ TT), File Guide and Retention Schedule.  Use these aids for coding and retrieval.  The two indices are not overlapping.

400.6  CODING.

The designated file code is typed on the "Official File" line of outgoing correspondence.  Example:

Official File - CILR (SS-15-3)

On outgoing documents other than correspondence, type or write the file code in an appropriate location, usually at the conclusion of the document.  Be consistent.

On incoming documents, place the file code in the upper right corner of the first page.

400.7  FOLDERS AND GUIDES.

Prepare only the minimum number of folders and guides needed to accommodate the material filed in an organization.  Add new folders as material accumulates and more subdivisions are needed.  When more than 10 (or l linear inch of) documents accumulate under one classification and further growth is expected in the same year, establish a new folder.

Some organizations will not require folders for all PRIMARY classifications.  Others will find that a single folder for each PRIMARY classification is adequate to contain that subject material for the year.  Generally, the PRIMARY classifications covering the main functions of the organization will be the only PRIMARY SUBJECTS subdivided extensively.

400.8  LABELS.

Folder Labels - Subject Files.  Show the full file code and the year of coverage on the folder label.  Type the year in full preceding the file code or attach a year tab.  Never combine more than one year's coverage in one subject file folder.  If there is more than one folder of material on an identical topic, number the folders.  Example:

2000  PE-13     #1 of 2

Folder Labels - Case Files.  Labeling of case files must be adequate to determine the location of the folder within the records collection.  Example:

DE-PR79-90BP31605

Folder Labels - Subject and Case Files.  Additional information such as the full subject name or the retention period may be added to subject or case file folder labels at the organization's discretion.

Guide Labels.  In some cases, the volume of material is such that file guides are helpful to separate subject classifications or case files.  Show the file code and the complete subject topic.  The PRIMARY subject is typed (or written on vinyl guides) in capital letters.  Example:

PE - PERSONNEL

Drawer/Shelf Labels.  Label each file drawer or shelf.  Show the year(s) of coverage and the PRIMARY subject codes for the files held in the drawer or on the shelf (the first and last folders).  Example:

2000

FI - PE

400.9  SORTING.

Separate, or sort, the material that must be filed from that which can be discarded.  An informational copy of a memorandum received from another organization may be discarded when its use has ended (verify with the addressee); the record is retained by the originating organization.

Arrange documents alphabetically, then numerically, by the designated file code.  A document without a designated file code is coded at this time.  The author of the document is responsible for providing the file code.  The addressee of an incoming document provides the code for filing a document in the receiving organization.  The Organization File Outline is a useful tool for authors and addressees to ensure consistency and accuracy.

Subject subdivisions beyond the TERTIARY level, as well as case files, are filed alphabetically or numerically.  Arrange documents in the proper order within the file code.  Refer to the case file index when arranging material within a case file.  (See Section 400.16, Operation of Case Files.)

400.10  CROSS REFERENCE.

Cross references help in locating material that could be filed under more than one subject classification.  Make an extra copy of the document for filing under the alternate classification.  If the document is multipaged, copy only the first page and indicate on it where the complete document is filed.

Cross reference sparingly to minimize duplication in the files.

To minimize cross references, use Chapter 920, Keyword Index.  Cross references often used by an organization may be listed in the Organization File Outline.  (See Section 400.13, Organization File Outline.)

400.11  FILING.

File material in the appropriate folder with the most recently dated material on top.

400.12  CHARGING MATERIAL FROM FILES.

When a folder is removed from the files for loan to an individual or organization, a record of the withdrawal is made on an "OUT" card.  Several styles of "OUT" cards are available through BPA's supply channels.  One style includes a pocket to hold material designated for the charged‑out file.

On the "OUT" card, indicate the file code, the loan date, and the individual taking the file.  File the card in the exact sequence of the charged-out folder.

Do not charge out individual documents from a folder.

400.13  ORGANIZATION FILE OUTLINE.

Each organization prepares a customized outline of the records held in its area to ease coding and retrieval.  Using the appropriate file codes listed in Chapters 810 (BU ‑ TT), File Guide and Retention Schedule, the developer lists only the file codes used in the organization for whom the Organization File Outline is being created.  Annotate as needed (location, format, filed alphabetically).  Keep the Outline current.

Post the Organization File Outline in a convenient location or prepare a copy for each employee in the organization.  Place a copy of the current version behind the divider labeled Part 1000, Organization File Outline, in this manual.  Authors and addressees use the Organization File Outline to code documents.

400.14  CUTOFFS OR BREAKS.

To facilitate records disposal, cut off or break each file regularly and start a new folder.  Folder cutoffs curtail the accumulation of material beyond actual current needs, simplify the retirement or destruction of records, and facilitate reference to current files.

Subject Files.  Subject files lend themselves to an annual break.  These files are cut off at the end of a calendar or fiscal year, and a new folder may be created for the next year.  If necessary to cut off sooner, do so at the end of a quarter or half year.  Calendar year filing is usually simpler to track than fiscal year filing; however, financial and some other records may lend themselves to fiscal rather than calendar year breaks.

Case Files.  Case files may be broken annually or upon the occurrence of a specific event, such as an audit, final payment, distinct stage of development, or completion.  They can be withdrawn from active files storage and placed in an inactive files area.  If the inactive files are to be destroyed or transferred after a specific length of time, determine the disposal date from the retention schedule and write the date on the label.

400.15  INTERNAL RECORDS EVALUATION.

Each BPA organization evaluates its records holdings at least once annually to determine whether the applicable records retention schedule is adequate and to verify that the record schedule is being followed.  If an organization is maintaining records that are not listed in Part 800, File Guide and Retention Schedule, the supervisor contacts the Records Officer (503-230-5456) for advice on schedule development and temporary storage.  (See Section 800.3, Pending Retention Schedules.)

Destroy working files that are no longer useful, outdated reference material, and superseded drafts.  Transfer inactive records to a less active location within the office or destroy them, or transfer them to off‑site storage in accordance with the applicable retention schedule for the records series.

400.16  OPERATION OF CASE FILES.

Case files are the major portion of BPA's records.  Case files are comprised of material relating to a specific topic and may cover many aspects of the topic.  Case files lend themselves to alphabetical or numerical arrangement.  A case file is a RECURRING subject.  Examples include personnel, contract, and project files.  (See also Part 700, Recurring Subjects and File Outline, and Section 400.4, Classification System).

There is no one organizational scheme that applies to all BPA case files.  Some case files are a single sheet or can be contained in one file folder; others are voluminous and multifaceted.  Unless otherwise mandated by regulation or organizational procedure, use the following guidelines for assembling a case file.

Develop Organizational Scheme.  Gather all materials pertaining to the case file.  Group documents into a manageable number of main categories.  Each category may have one or many folders.  Organization must be logical and consistent to ease retrieval and replacement of documents.  A person unfamiliar with the case file should be able to see the pattern.

Index.  Index the case file as a guide to filing new documents and retrieving filed material.  The index lists the major subdivisions (if any) of the case file and details appropriate filing instructions (for example, documents filed alphabetically by entity name).  Recurring subjects may be used to index case file material.

File the case file index in the front of the case file folder or as the first folder of a multifolder case file.

Standardize File Coding.  Use the appropriate PRIMARY, SECONDARY, or TERTIARY subject classification and add the suffix "2" as the RECURRING case file code (2).  The subject classification identifies the major subject of the case file and determines the retention period.  A unique identifier follows the file code to separate each case file.  Examples of unique identifiers are employees' names and contract numbers.

Individual case files are arranged alphabetically or numerically within the subject classification.  Type the case name or number following or below the designated file code.  If necessary, include the appropriate subdivision from the case file index.  Examples:

Official File - CP (SU-12-11-2, DE79PR87BP33303)

Official File - CHR (PE-11-2, DOE, Jane L.)

Where large collections of case files are kept separate from subject (or "administrative") files, the subject classification code (PRIMARY, SECONDARY, or TERTIARY) may be omitted from the individual case file document or folder.  However, a label showing the official file code must appear on the cabinet, shelf, or door.  The label indicates that all records in that file storage unit are part of the cited official file code.  The Organization File Outline must list the collection and show the appropriate official file code.  It may also state directions for filing, retrieving, and disposing of these documents.  Example:

ORGANIZATION FILE OUTLINE


CN-12
Conservation Programs (case files retained alphabetically by name of program)


CN-12-2
Industrial Lighting


CN-12-2
Residential Lighting


CN-12-2
Street and Area Lighting

The Organization File Outline entry identifies the retention period of the case file by reference to official file codes from Chapters 810 (BU ‑ TT) of the manual.  It also lists the organization's total  records holdings.  It may also detail the location of the case files and their format (such as "in binders" or "computer printouts").

Maintain.  Folders charged out of a case file should be promptly returned to their proper place.  An OUT card should be used when records are removed, even briefly, from the records collection.  (See Section 400.12, Charging material from files.)

Case files are retained in accordance with the BPA Retention Schedule in Part 800.  Storage of inactive case files, as with other records, is coordinated with BPA Records Operations personnel.  (See Part 500, Records Disposition.)
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