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500.1  SCOPE.

Records disposition assures that records of continuing value are preserved and that records no longer of use are promptly destroyed or transferred to inexpensive storage.

Federal records may not be legally destroyed prior to expiration of the established retention period.  Part 810, File Guide and Retention Schedule, lists the approved retention schedule for each records series and discusses proposed retention schedules that are pending approval.  The establishment of retention periods does not, however, preclude retention of records for longer periods when a valid requirement exists, such as when an investigation or litigation is occurring.

Timely destruction or transfer of records improves filing and retrieval efficiency by reducing the number and volume of noncurrent, inactive, or obsolete files in an organization's work area.  Expenses for filing equipment are reduced, and server and floor space is better utilized when records are disposed according to established retention schedules.

Records are stored in one of the following locations.


Active Records
(
Work Area


Inactive Records
(
BPA Records
(
Federal Records




Storage


Centers

500.2  RESPONSIBILITY.

All stored records are controlled and dispatched by BPA's Records Operations staff.  BPA's Records Storage Area is open workdays from 7 a.m. to 3 p.m.  Records stored in Federal Records Centers (FRCs) are accessed through BPA’s Records Operations, 503‑230‑5775 or 503-230-5768.

500.3  STORAGE REQUIREMENTS.

Storing records requires that the:

(a) records be Federal records,


(b) sending organization be the Office of Record, and


(c) retention schedule be approved.  

500.4 TRANSFER OF RECORDS.

OBTAINING RECORDS STORAGE BOXES

Records Operations keeps a supply of records boxes and issues them on an accountable basis at no charge to the client. Records need to be stored in regulation storage boxes – not moving boxes.

Regulation boxes are treated for long-term storage, they fit nicely on the shelving, and they are required by the Federal Records Center.

Records Management will accept only records which have approved retention periods and which are to be stored for more than one year. Records transferred to storage are destroyed according to the established retention schedule as cited on the submitting form. Notification is sent to the original sender about the upcoming destruction so that the process can be suspended if legal issues arise.

Before any inactive records are disposed of, written permission is obtained from the sending organization.

All records that do not have an approved permanent retention are considered temporary although they may have a relatively lengthy retention.

SENDING RECORDS TO STORAGE

BPA F 1324.07e (see attached) is the form filled out by the client to send inactive records to records storage. The client fills out blocks 1, 2, 3, 4, 5, 6b, 6d, 6e, 6f and 7 of the BPA F 1324.07e and sends it via e-mail to Records Management for review. Records Operations assigns an accession number and location, and then e-mails the form back to the client with a copy to Records Management. The client prints out two copies, one for the client’s records and one to go in box one of the accession. Client notifies Records Operations that the records are ready for pickup. Records Operations arranges with TECOM to pick up the boxes and places them in the designated area in Records Storage.

	BPA F 1324.07e

(08-02)
	U.S. DEPARTMENT OF ENERGY

BONNEVILLE POWER ADMINISTRATION
	Electronic Form Approved

by CILR – 08/29/2002

	
	OFFICIAL RECORDS TRANSFERRED TO BPA RECORDS STORAGE
	PAGE
	OF

	
	
	     
	     

	1. OFFICE OF RECORD/ORIGINATING OFFICE
	2. OFFICE ROUTING CODE/SYMBOL
	3. DATE SUBMITTED FOR STORAGE

	     
	     
	     

	4. NAME OF OFFICIAL SUBMITTING RECORDS
	5. PHONE NUMBER

	     
	(     )     

	6. RECORDS DATA/INFORMATION

	(a) ACCESSION NUMBER
	(b) NUMBER OF BOXES
	(c) SERIES DESCRIPTION
	(d) INCLUSIVE DATES
	(e) DISPOSAL AUTHORITY
	(f) RETENTION SCHEDULE
	(g) TRANSFER TO FRC
	(h) BPA LOCATION

	     
	     
	     
	     
	     
	     
	     
	     

	(a) To be assigned by BPA Records Management Staff. (b) Indicate number of boxes submitted. (c) Refer to BPA Records Manual to determine Records Series. (d) Indicate ‘FY’ for Fiscal Year or ‘CY’ for calendar year. (e) Refer to BPA Records Manual to determine Disposal Authority. (f) Refer to BPA Records Manual to determine Retention Schedule/Disposal Date. (g) Transfer to FRC. (h) To be assigned by BPA Records Management staff.

	7. DESCRIPTION OF RECORDS

(To use the continuation sheet electronically if needed, please use the “NEXT PAGE and ACCESSION NUMBER LINE BUTTON AT TOP OF PAGE”).

	Box #
	     
	(Please identify the contents in each box)


500.5  PACKING FOR STORAGE.

Pack records storage boxes using the following guidelines:

Pack boxes two-thirds full of paper records.  Use crumpled up scrap paper for filler in the boxes to keep the files in an upright position.  This makes boxes lighter to handle and it is easier to retrieve files from boxes.  Boxes of records will be returned to the sender if not packed properly.

Pack letter-size records facing the front of the box.  The word "Front" is printed on the front of the box.  Place legal-size and end-tab records lengthwise.

Place records with similar retention periods together.  Combine multiyear records only if they can be destroyed in the same year.

Remove records from binders to alleviate weight and bulk.

Place a copy of the BPA 1324.07e in the first box only of each series.

In the "Agency Box Number" block, write the box number in black felt pen so that each series of records begins with the number 1.  One box will be marked 1…of…1.  When more than two boxes are sent, they are identified sequentially; for example, five boxes are 1…of…5;  2…of…5;  3…of…5, etc.  

Do not write the accession number or location on the boxes.  Records Operations will do this for you. 

Do not write on the outside of the box (except in the Agency Box Number block as discussed above).  The Federal Records Center in Seattle will not accept boxes with writing on them except in the specified blocks.  However, you can type up a list of the box contents and tape it to the outside of the box.

Make sure the handles in the boxes are punched all the way through.  This makes the boxes much easier to handle.

Do not tape or otherwise seal box(es).

500.6  RETRIEVAL AND RETURN OF TRANSFERRED RECORDS.

Records are requested from BPA's Records Operations.  For FRC‑stored records, routine delivery is 10 days.  However, some records have been delivered to the requester in as few as 72 hours.  For BPA‑stored records, routine delivery is one workday or sooner, depending on workload.  Telephone requests will be handled in emergencies.

To locate the records, Records Operations needs the accession number and space assignment from the annotated BPA 1324.07e (items 6a and 6g).  If the records are stored at the FRC, BPA's Record Operations needs the FRC accession number, the agency box number, and the location numbers from the annotated SF 135 (items 6a, b, and c).




Example:

305-87-0005; Box 2/8; 52499
RECORDS RETRIEVAL


Requester:
Prepares form BPA 1324.03e.  Completes Item 1 with the accession number, box number, and location number, and a description of requested records.  Then e-mail your request to Records Operations.  (See exhibit at end of this Section.)


Records


Operations:
1.  If the records are at BPA, provides the requested records and obtains Requester's signature in Item 2 of BPA 1324.03e.  Returns copy to Requester.




2.  If the records are at FRC:





a.  Reviews the form BPA 1324.03e.





b.  Orders records.



FRC:
1.  Reviews request for completeness and accuracy.




2.  Sends the records to BPA Records Operations.

EMERGENCY RETRIEVAL


Requester:
1.  Contacts BPA Records Operations.



2.  Takes or e-mails completed form BPA 1324.03e to BPA Records Operations.

3. Allows up to two hours for delivery of records if stored at BPA, and up to ten workdays if records are stored at FRC.



Records

Operations:
1.  Carries out established FRC procedures for emergency retrieval of stored records.

2. Notifies requester promptly of receipt of emergency records at BPA.  Obtains signed copy of BPA 1324.03e from the Requester upon delivery of records.


RETURNING RECORDS TO STORAGE


Requester:
1.  Checks the records against BPA 1324.03e to ensure that all the records are returned.



2.  Encloses a copy of BPA 1324.03e with the records.  Indicates the date the records are returned.



3.  Returns records to BPA Records Storage through coordination with Records Operations.



Records


Operations:
1.  Receives records and verifies receipt on BPA 1324.03e.




2.  Places returned boxes into assigned space location.




3.  Returns a copy of BPA 1324.03e to requester.



4.  Coordinates prompt return of boxes to FRC per established FRC procedures.

(Exhibit follows)

	BPA F 1324.03e

(11-02)

(Previously BPA 555)

(Previous editions unusable)
	U.S. DEPARTMENT OF ENERGY

BONNEVILLE POWER ADMINISTRATION

RECORDS CONTROL SLIP
	Electronic Form Approved 

By CILR – 11/13/2002

	1.
REQUEST FOR RECORDS

	CHARGED

TO
	A. NAME
	B. ORG. CODE
	C. PHONE NO.
	D. LOCATION

      / Column V6
	E. DATE REQUESTED

	
	     
	     
	     
	Floor 7
	     

	
	F. METHOD OF SHIPMENT
	G. ACCESSION NUMBER(S)
	H. LOCATION NUMBER
	I. BOX(ES)

	
	 FORMDROPDOWN 
 FORMDROPDOWN 

	     
	     
	     

	
	 FORMCHECKBOX 
       J. FURNISH COPY OF RECORD(S) ONLY

	
	 FORMCHECKBOX 
     K. TEMPORARY LOAN OF ORIGINAL RECORD(S)

	L. DESCRIPTION

	     

	2.
RECEIPT OF RECORDS (From Storage) (The person signing for these records is responsible for their safekeeping until returned.)

	RECEIVED BY (Signature)
	DATE

	     
	     

	3.
RECEIPT OF RECORDS (TO STORAGE) (The person signing for the records is responsible for their safekeeping.)

	RECEIVED BY (Signature)
	DATE

	     
	     

	4.
RECORDS SECTION USE ONLY

	     

	     

	     

	     

	A. DATE(S) REMINDER SENT

	     
	     

	     
	     

	B. REMARKS

FILE CODE: SS-15

RETENTION: CIL= 3 YRS.; OTHERS = 1 YR


DISTRIBUTION:  Original; To Records Operation Center; Create Copies for Requestor and Records Attachment(s) 

500.7  DESTRUCTION OF RECORDS.

Records may be destroyed after the time stated in Chapters 810 (Budget through Travel & Transportation) of Part 800, File Guide and Retention Schedule, unless:

( the records are needed to complete an audit.

( the records are needed for pending litigation.

( an outstanding request exists for inspection or review of the records.

Records of no further value are separated into those that can be recycled and those that must be shredded.  Containers are placed throughout BPA for collection of recyclable paper.

Confidential documents, including those carrying Privacy Act information, such as employee Social Security numbers or home addresses, must be shredded.

Procedures for having documents shredded are as follows:

1. Call your Administrative Service Center (ASC) or the Tecom office to request shredding services.

2. Place those documents in a container - an envelope or box - and tape it securely.

3. Mark or place three (3) large "X"s on the outside cover in red ink.

4. Coordinate with TECOM when one of their staff members will come to your workstation to pick up the documents.

5. Secure the documents until you can physically hand them over to TECOM staff.

6. TECOM employees will take your materials to the B-1 level of the Headquarters Building and place them in a secured/locked dumpster.  

7. A private contractor comes to BPA and picks up those records for shredding.  They will be either shredded on site or at their facility.
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