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Last Revision Date: April 4, 2003

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



	EQ
	ENVIRONMENTAL QUALITY

Material relating to development and implementation of policy and procedures for environmental evaluations and ecological and pollution issues.  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.

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


	KEC

KEP

PGF

	EQ-12
	Environmental Coordination

Material  relating to coordination of environmental quality objectives with all programs and activities of BPA; and the development and implementation of policy to assess environmental impact of BPA programs.  Includes coordination activities with other agencies and organizations.  Case file by type of agency or organization.  See also ED‑19, Engineering Environmental Considerations. 

(SF 115 N1-305-90-2  approved June 17, 1991)

Retention Schedule:

In Office:  Until Superseded or Obsolete

Records Storage:  5 years, then destroy.    


	KEC

KEP

PGF

	EQ-12-11
	Environmental Standards and Procedures

Documentation of procedures designed to instruct BPA personnel in specific actions, which will assure that BPA’s construction, operations, and maintenance activities are planned and conducted in ways that minimize adverse effects on the environment.  (SF 115 N1-305-94-2 approved June 9, 1995)

Retention Schedule:

In Office:  Until Superseded or Obsolete

Records Storage:  5 years, then destroy.    

	KEC

KEP

	EQ-13
	Environmental Assessments

Material relating to the review and approval process for Environmental Assessments (EAs).  Signed Findings of No Significant Impact (FONSIs), approved EAs, Public Involvement Plan (if applicable), public comment letters, and Federal Register notices are considered essential NEPA documents for this file.  Individual assessments and FONSIs are case filed by project name in the applicable program office.

Disposition:  Break file upon preparation of final statement and record of decision.  Keep in office 5 years then transfer to BPA Records Storage for 10 years.  Then offer to NARA in 5-year blocks.  Approximately 10 linear feet retained in case file order with an annual accumulation of 2 linear feet.  Based on Environmental Protection Agency D/1(9).  

(SF 115 N1-305-90-2 approved June 17, 1991)

Retention Schedule:

In Office:  Active + 5 years    

Records Storage: 10 years     NARA: Permanent


	KEC

PGF



	EQ-14
	Environmental Impact Statements

Material relating to the review and approval of Environmental Impact Statements (EISs) for BPA projects.  Essential NEPA documents include drafts of statements, notices of intent, public comment letters, public  meeting notes, DOE transmittal letters, draft EISs, final EISs, comments on the draft and final EIS, Records of Decision, Mitigation Action Plans, and Supplement Analyses.  May also include copies of environmental assessments, special studies, and other supplementary material created in the course of EIS preparation.  Published EISs and Records of Decision (RODS) are case-filed by project name in BPA’s environmental office.  All other background project information is filed in appropriate program office.

Disposition.  Break file upon preparation of final statement and record of decision.  Keep in office 5 years then transfer to BPA Records Storage for 10 years.  Then offer to NARA in 5-year blocks.  Approximately 30 linear feet retained in case file order with an annual accumulation of 4 linear feet.  Based on Environmental Protection Agency D/1(9).

Retention Schedule:

In Office:  Active + 5 years    

Records Storage: 10 years     NARA: Permanent 


	KEC

KEP

KEW

PGF



	EQ-15
	Categorical Exclusions

Material relating to exclusions.  Case file by fiscal year.  

(SF 115 N1-305-90-2 approved June 17, 1991)

Retention Schedule:

In Office:  Active + 5 years, then destroy.


	KEC KEP

	EQ-16
	Environmental Reviews

Reviews and comments prepared relative to environmental documents of other agencies and organizations.  Case file chronologically or alphabetically.  (SF 115 N1-305-90-2 approved June 17, 1991)

Retention Schedule:

In Office:  Active + 1 year   

Records Storage:  4 years, then destroy.

	KEC

PGF

	EQ-17
	Environmental Audit and Appraisal

Appraisals of BPA facilities and activities that have environmental effects.  Case file by BPA organizational unit and site using the following subjects as needed.  Based on Environmental Protection Agency C/18(9) and 42 U.S.C. 9603 CERCLA, Subsection 103(d)  (as amended by the Superfund Amendments and Reauthorization Act (SARA).  

(SF 115 N1-305-90-2 approved June 17, 1991)

Retention Schedule:

In Office:  Active +3 years   

Records Storage: 47 years, then destroy.


	KEP

	EQ-17-11
	Management Appraisals

Material relating to establishment and implementation of the Environmental Appraisal Program plans.  Case file by year performed.  Based on Environmental Protection Agency C/18(9).  (SF 115 N1‑305‑90‑2 approved June 17, 1991)

Retention Schedule:

In Office:  4 years    

Records Storage:  8 years, then destroy.  


	KEP

	EQ-17-12
	Functional Appraisals

Material relating to annual review of environmental specialty disciplines as applicable to elements of the environmental program.  Case file by year.  Based on Environmental Protection Agency C/18(9).  

(SF 115 N1‑305‑90-2 approved June 17, 1991)

Retention Schedule:

In Office:  4 years    

Records Storage:  8 years, then destroy

	KEP

	EQ-17-13
	Field Appraisals

Documentation of annual on-site appraisals of environmental program effectiveness.  Case file by year and specialty.  Based on 42 U.S.C. 9603 CERCLA, Subsection 103(d) (as amended by the Superfund Amendments and Reauthorization Act (SARA).  (SF 115 N1‑305‑90‑2 approved June 17, 1991)

Retention Schedule:

In Office:  Active + 3 years    

Records Storage:  47 years, then destroy.


	KEP

	EQ-17-14
	Internal Audits

Material relating to the examination and evaluation of work with environmental program standards.  See also MN-17, Audits.  Based on Environmental Protection Agency C/18(9).  (SF 115 N1‑305‑90‑2 approved June 17, 1991)

Retention Schedule:

In Office:  4 years    

Records Storage:  8 years, then destroy.    


	KEP

	EQ-18

EQ-18

(cont.)


	Hazardous Waste Management

(a)  General documentation about BPA’s management of hazardous waste.  Use detailed records series below if applicable.  (SF 115 N1‑305‑90‑2 approved June 17, 1991)

Retention Schedule:

In Office:  Active + 2 years, then destroy.    

Hazardous Waste Management
(b)  Documentation of BPA’s actions on topics such as PCB tracking, test results and sampling, PCB Capacitor Replacement program, Ross Dangerous Waste Areas Closure, Soil Samples, Waste Minimization and Pollution Prevention, Oregon DEQ’s Clean Up Program/Oversight fees, DOT’s HazMat Transportation Registration and Fee Assessment, EPA ID Numbers for Installations, McNary Paint Overspray Clean Up, Non-Compliance items, and Hazardous Waste Planning fees.  (Recommendation of Management Point of contact: Kirsten Kler, KEW, x4981.

Retention Schedule:

In Office:  3 years    

Records Storage:  47 years, then destroy.

	KEP

KEP



	EQ-18-11

EQ-18-11

(contd.)
	Resource Conservation and Recovery Act

(a)  Biennial, exception, and other Resource Conservation and Recovery Act (RCRA) reports and hazardous waste manifests; also, Annual Dangerous Waste Reports, EPA ID Numbers for Installations, Underground Storage Tanks (UST) data and all other RCRA material, including compliance data.  Based on 40 CFR 262.40, CFR 265, Subpart E, and 42 U.S.C. 9603 CERCLA, Subsection 103(d). 


(SF 115 N1‑305‑90‑2 approved June 17, 1991)

Retention Schedule:

In Office:  3 years    

Records Storage:  47 years, then destroy.

(b) RCRA test results and waste analyses.

Disposition:  Retain in office for 5 years from date last sent to treatment, storage, or disposal then transfer to FRC until 45 years old, then destroy.  Based on 42 U.S.C. 9603 CERCLA, Subsection 103(d) (as amended by the Superfund Amendments and Reauthorization Act (SARA).  

(SF 115 N1‑305‑90‑2 approved June 17, 1991)

Retention Schedule:

In Office:  Active +5 years    

Records Storage:  40 years, then destroy.

Resource Conservation and Recovery Act
(c) Hazardous waste storage facility operating records and closure plans (Ross Complex).

Disposition:  Retain in office until facility closed and closure is certified.  Then transfer to BPA Records Storage for 50 years.  Based on 42 U.S.C. 9603 CERCLA, Subsection 103(d) (as amended by the Superfund Amendments and Reauthorization Act (SARA).  (SF 115 N1-305-90-2 approved June 17, 1991)

Retention Schedule:

In Office:  Active    

Records Storage:  50 years, then destroy.


	   KEP

   Z

Z

KEP

KEP



	EQ-18-12
	Toxic Substance Control Act

Toxic Substance Control Act (TSCA) Inspections, Action Plans, Equipment Disposal, PCB Annual Report, and PCB Spill Reports.  (EF is responsible for BPA’s PCB Annual Report.)  Based on 40 CFR 761.125 and 40 CFR 761.180, Subpart H.  

(SF 115 N1-305-90-2 approved June 17, 1991)

Retention Schedule:

In Office:  Active + 5 years

Records Storage:  45 years, then destroy.


	KEP

Z



	EQ-18-13

EQ-18-13

(contd.)


	Comprehensive Environmental Response Compensation and Liability Act

Material relating to technical, general regulatory, and policy correspondence of the Comprehensive Environmental Response Compensation and Liability Act (CERCLA) (as amended by the Superfund Amendments and Reauthorization Act (SARA).  Includes Emergency Community Right to Know Act (EPCRA) information.  File all material here except as specified in the following subjects.  Case file by facility.  Based on 42 U.S.C. 9603 CERCLA, Subsection 103(d) (as amended by SARA).  (SF 115 N1-305-90-2 approved June 17, 1991)

Retention Schedule:

In Office:  3 years

Records Storage:  47 years, then destroy.

(a) Agreements and related material about the CERCLA (as amended by SARA) and the Superfund.  Based on 42 U.S.C. 9603 CERCLA, Subsection 103(d).  (SF 115 N1-305-90-2 approved June 17, 1991)

Retention Schedule:

In Office:  3 years

Records Storage:  47 years, then destroy.
(b)  Documentation about CERCLA (as amended by SARA) remedial investigations and site feasibility studies.

Disposition:  Transfer to BPA Records Storage 2 years after close of activity.  Offer to NARA in 5-year blocks when 20 years old.  Approximately 4 linear feet retained in case file order with an annual accumulation of 4 linear feet.  Based on Environmental Protection Agency C/21 (17)(b).  (SF 115 N1‑305-90-2 approved June 17, 1991)
Retention Schedule:

In Office:  Active +2 years

Records Storage:  18 years    NARA:  Permanent

	KEP

KEP

Z



	EQ-18-14


	Uniform Hazardous Waste Manifests

The original manifest (form BPA 1540.02) for shipping hazardous wastes which include Toxic Substances Control Act (TSCA) regulated PCB and PCB‑contaminated equipment; nonregulated PCB-contaminated equipment; and hazardous wastes shipped off-site.  See also TT-12-13, BPA Rail Cars, Carrier Files, Hazardous Materials.

Disposition:  Retain in generating organization’s office for 5 years from date of acceptance by initial transporter or for 5 years from date of acceptance at a BPA hazardous waste facility.  Then transfer to Records Storage for 50 years.  Based on 42 U.S.C. 9603, CERCLA 103(d) (as amended by the Superfund Amendments and Reauthorization Act (SARA).  

(SF 115 N1-305-90-2 approved June 17, 1991)

Retention Schedule:

In Office:  Active +5 years    

Records Storage:  50 years, then destroy.


	KEP

TFO

TFP

Z



	EQ-19
	Environmental Contaminants

Material relating to the effects and hazards of all types of contaminants.  Case file by type.  (SF 115 N1-305-90-2 approved June 17, 1991)

Retention Schedule:

In Office:  Superseded/Obsolete


	KEP

	EQ-20
	Other Regulatory Actions

Material relating to actions either on the part of or that affect BPA’s programs and activities and that are not addressed elsewhere.  Based on 42 U.S.C. 9603 CERCLA, Subsection 103(d) (as amended by the Superfund Amendments and Reauthorization Act (SARA).  

(SF 115 N1-305-90-2 approved June 17, 1991)

Retention Schedule:

In Office:  3 years

Records Storage:  47 years, then destroy.


	KEP

	EQ-20-11


	Clean Water Act

Material relating to technical, general regulatory and policy correspondence related to the portions of the Clean Water Act (CWA) that affect BPA including oil spill containment, SPCC plans, nonpoint source pollution control, water quality standards and material relating to National Pollutant Discharge Elimination System (NPDES).  Based on Public Law 92-500 (as amended by Public Law 95-217); Public Law 100-4; and 42 U.S.C. 9603 CERCLA Subsection 103(d) (as amended by the Superfund Amendments and Reauthorization Act (SARA).  

(SF 115 N1-305-90-2 approved June 17, 1991)

Retention Schedule:

In Office:  Active + 7 years

Records Storage:  43 years, then destroy.


	KEC

KEP

Z

	EQ-20-12
	Safe Drinking Water Act

Technical reports, general and technical regulatory correspondence and policy documents, legal opinions related to Federal and State legislation.  Programs relating to Sole Source Aquifer Program, Wellhead Protection Program, State Ground Water Standards, Underground Injection Control Program.  Based on Environmental Protection Agency C/3(10)(f)(2) and 42 U.S.C. 9603 CERCLA, Subsection 103(d) (as amended by the Superfund Amendments and Reauthorization Act (SARA).  (SF 115 N1-

305-90-2 approved June 17, 1991)

Retention Schedule:

In Office:  Active + 7 years

Records Storage:  43 years, then destroy.

	KEP

	EQ-20-13
	Clean Air Act

Material relating to (a) attainment of National Ambient Air Quality Standards; (b) emissions of criteria pollutants; (c) mobile sources (auto emissions and standards); (d) hazardous air pollutants; (e) acid rain: (f) permits; and (g) stratospheric ozone depletion.  See also EQ-25, Air Quality.  (SF 115 N1‑305‑94-2 approved June 9, 1995)

Retention Schedule:

In Office:  3 years

Records Storage:  47 years, then destroy.


	KEC

KEP

	EQ-21
	Endangered Species Act

Material relating to BPA’s general program and activities that affect or are affected by the Endangered Species Act (ESA).  Includes material relating to legislation, implementing regulations, regulatory analysis, and internal BPA policy.  Offer to NARA in 5-year blocks when 30 years old.  See also EQ-13, Environmental Assessments; EQ-14, Environmental Impact Statements; EQ-15, Categorical Exclusions; EQ-22, ESA Section 4 Listing and Recovery Plan; EQ-23, ESA Section 7 Consultations; and EQ-24, ESA Section 10 Permits.  (SF 155 N1-305-92-1 approved April 26, 1993)

Retention Schedule:

In Ofice:  Active + 2 years

Records Storage:  28 years    NARA:  Permanent. 


	KEC

PGF

	EQ-22


	ESA Section 4 Listing and Recovery Plan

Material relating to BPA’s participation in public processes to list species as threatened or endangered under the Endangered Species Act (ESA), to designate critical habitat for listed species, and to develop a recovery plan.  Includes public, Federal agency, and other petitions, BPA analyses and technical information, decision paper and action items used in the National Marine Fisheries/U.S. Fish and Wildlife services (NMFS/FWS) process.  See also EQ‑13, Environmental Assessments, EQ-14, Environmental Impact Statement, and EQ-21, Endangered Species Act.  Due to the nature of Endangered Species Act work, BPA believes that the documentation classified under EQ-22, EQ-23, and EQ-24 will have future reference value to BPA and to the public.  

(SF 115 N1‑94‑01 approved October 24, 1994)

Retention Schedule:

In Office:  5 years    Records Storage:  25 years, then destroy.
	KEC

KEW



	EQ-23


	ESA Section 7 Consultations

Material relating to consultations with National Marine Fisheries Service (NMFS) or U.S. Fish and Wildlife Service (FWS) about actions potentially affecting listed species and critical habitat or conferences about actions likely to affect any species proposed for listing.  Includes public, Federal agency, or other documents, biological assessments and related documentation, technical information, biological opinions, incidental take statements, and related documentation, records of decision (RODs), and action items.  See also EQ-13, Environmental Assessments, EQ-14, Environmental Impact Statements and EQ‑21, Endangered Species Act.  Due to the nature of Endangered Species Act work, BPA believes that the documentation classified under EQ-22, EQ-23, and EQ-24 will have future reference value to BPA and to the public.  

(SF 115 N1-305-94-01 approved October 24, 1994)

Retention Schedule:

In Office:  5 years

Records Storage:  25 years, then destroy.

	KEC

KEW



	EQ-24
	ESA Section 10 Permits

Material relating to BPA, BPA-funded, or other actions requiring Section 10 permit applications and issuance.  Includes public, Federal agency or other documents, technical information, and related documentation, and action items.  See also EQ-13, Environmental Assessments, EQ-14, Environmental Impact Statements, and EQ-21 Endangered Species Act.  Due to the nature of Endangered Species Act work, BPA believes that the documentation classified under EQ-22, EQ-23, and EQ-24 will have future reference value to BPA and to the public.  

(SF 115 N1-305-94-01 approved October 24, 1994)

Retention Schedule

In Office:  5 years    Records Storage:  25 years, then destroy.


	KEC

	EQ-25
	Air Quality

Documentation of BPA’s air-related work not covered under EQ-20-13, Clean Air Act such as indoor air, control equipment, and greenhouse gasses.  See also EQ-20-13, Clean Air Act.  

(SF 115 N1-305-94-2 approved June 9, 1995)

Retention Schedule:

In Office:  3 years 

Records Storage:  47 years, then destroy.
	KEC


	EQ-26
	Aquatic Nuisance Species (ANS)

Materials relating to development and implementation of policy and procedures for Aquatic Nuisance Species that threaten the diversity or abundance of native species and listed endangered species.  

Retention Schedule:                    PENDING NARA APPROVAL

In Office:  Active + 2 years

Records Storage:  4 years, then destroy.

	PGF

	EQ-26-11
	ANS Passage Through Hydropower Plants

Documentation of the computer model, including development and operation, that evaluates the effect of options available and mitigation of invasive species at hydropower operations and other related stations.

Retention Schedule:                    PENDING NARA APPROVAL

In Office:  Active + 2 years

Records Storage:  4 years, then destroy.

	PGF

	EQ-26-12
	ANS Mitigation/Planning

BPA activities dealing with ANS mitigation, enhancement actions, identification and quantification of losses and the development of mitigation plans.

Retention Schedule:                    PENDING NARA APPROVAL
In Office:  Active + 2 years

Records Storage:  4 years, then destroy.

	PGF



	EQ-27
	Cultural Resource                       PENDING NARA APPROVAL

Materials relating to cultural resource compliance for BPA projects, such as Transmission and Power projects, FCRPS program, Cultural Resource program, and Fish and Wild Life program.

Retention Schedule:

In Office:  Active + 5 years

Records Storage:  25 years and then destroy.
	KEC


	
	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 on 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 Storage at Headquarters is inactive storage.  Federal Records Center (FRC) in Seattle:  off-site inactive storage. 

