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FILE GUIDE AND RETENTION SCHEDULE:  EXTERNAL AFFAIRS 

Last Revision Date:  October 29, 2003 

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



	EX
	EXTERNAL ISSUES
Material pertaining to the formal and informal relationships between outside interests and BPA, and efforts to keep the public informed.  Does not include contracts or customer data or agreements.  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.


	

	EX-11
	Media/Publications
Material detailing approaches and procedures for use with various media.

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


	DM

	EX-11-11

EX-11-11

(Cont.)

EX-11-11

(Cont.)
	Audiovisual/Photography
Documentation about audiovisual/photography products, processes, policy, procedures, and systems.  The products themselves are described in subcategories below [(a) through (j)].  “Audiovisual” refers to audio, visual, and audiovisual material unless otherwise specified.  

(SF 115 NC-305-76-1 approved September 15, 1976; modified with NARA concurrence March 29, 1995)

Retention Schedule:
In Office:  Active    Records Storage:  3 years and then destroy.

NOTE 1:  Records series previously described as EX-11-11 (c) and (d) about audiovisual material acquired from outside sources have been determined to be reference material and, as nonofficial records, are not appropriate for inclusion in the BPA official records system.

NOTE 2:  Records series previously described as EX-11-11(i) about radio spots has been determined to be no longer valid for BPA.  Its contents are more appropriately described under EX-11-11(a) and/or EX-11-14.

(a) Photographs, images, original graphic art/illustrations, three-dimensional exhibits, still and motion pictures, video, and sound recordings.  Includes captions, text, scripts, and identifications related to these items and other closely associated documentation.  Includes agency-sponsored media for public distribution or internal training as well as other material not identified below.  Annual accumulation varies.  Offer to NARA when no longer needed or when 30 years old, whichever comes first.  (SF 115 NC-305-76-1 approved September 15, 1976.  Revision to EX-11-11 (general description and retention period) and NOTES added June 1994.  Modification approved by NARA March 29, 1995)

Retention Schedule:
In Office:  Active    Records Storage:  30 years    NARA:  Permanent

(b)  Routine audiovisual productions not related to BPA mission functions.  Based on GRS 21/1.  (SF 115 N1-305-88-1 approved July 14, 1989)

Retention Schedule:
Destroy when 1 year old

(e)  Personnel identification photographs for current employees.  Based on GRS 21/2.  (SF 115 N1-305-88-1 approved July 14, 1989)

Retention Schedule:
Destroy when 5 years old or when superseded or obsolete, whichever is later.

(f)  Line and halftone negatives, screen paper prints, and offset lithographic and offset lithographic plates used for photo-mechanical reproduction.  Based on GRS 21/7.  (SF 115 N1-305-88-1 approved July 14, 1989)

Retention Schedule:
Destroy when no longer needed for publication or reprinting.

(g)  Line copies of graphs and charts.  Based on GRS 21/8.  (SF 115 N1-305-88-1 approved July 14, 1989)

Retention Schedule:
Destroy when no longer needed for publication or reprinting.

(h)  Routine surveillance footage and recordings.  Based on GRS 21/11.  (SF 115 N1-305-88-1 approved July 14, 1989)

Retention Schedule:
Destroy when 6 months old.

(j)  Dictation tapes and recordings made exclusively for transcription or notetaking.  Based on GRS 21/23.  (SF 115 N1-305-88-1 approved July 14, 1989)

Retention Schedule:

Destroy [erase] immediately after use.


	CIEL

CIEL

Z

CT

CIEL

Z

CT

Z

	EX-11-12
	History/Annual Reports
Material reflecting BPA history and including BPA Annual Reports.  Approximately 1-1/2 linear feet of paper files are stored in the work area with an accumulation of 1-1/2 inches per year.  Offer to NARA in 5-year blocks when 20 years old.  (SF 115 N1-305-88-1 approved July 14, 1989)

Retention Schedule:
In Office:  20 years    NARA:  Permanent


	DM

CIEL

	EX-11-13
	Media Contacts
Records of current contacts for all media and approximate extent and kind of audience reached by the different news and public affairs media; schedules of news deadlines and style guidelines.  (SF 115 N1-305-88-1 approved July 14, 1989)

Retention Schedule:

In Office:  Active + 3 months and then destroy.   


	DM

	EX-11-14
	News, Radio, and TV Releases
News releases and scripts of radio and television presentations.  Approximately 10 linear feet of paper and audiovisual material is stored in the work areas with a yearly accumulation of 3 linear feet.  Offer to NARA when 25 years old.  (SF 115 NC-305-76-1 approved September 15, 1979)

Retention Schedule:
In Office:  Active + 4 years    Records Storage:  21 years    NARA:  P


	CGM

DM

	EX-11-15
	Publications
Record copy of each BPA-numbered publication.  A record set (one printed copy of each publication) is sent to the National Archives and Records Administration - Seattle annually for transfer to the regional office of NARA.  BPA’s Office of External Affairs (AL) ensures that a complete set is transmitted to BPA’s Records Management (CILR) for shipment to NARA.  BPA’s library (CILL) maintains a set of all BPA-numbered publications, as a local history of BPA’s work.  Distribution is made upon request to professional, technical, and educational organizations, as well as to the public, while the documents are in print.  Annual accumulation is about 3 linear feet.  (SF 115 N1-305-91-2 approved September 2, 1992)

Retention Schedule:
In Office:  Active    NARA:  Permanent 


	CIEL

   DM

	EX-11-16
	Speeches
Copies of speeches by the Administrator and senior officials that affect BPA program activities.  Offer to NARA when 25 years old.  (SF 115 NC-305-76-1 approved September 15, 1979)

Retention Schedule:
In Office:  Active + 4 years   Records Storage:  21 years    NARA:  P


	DM



	EX-11-17
	Press Clippings
Copies of material appearing in the press concerning BPA policies and activities.  (SF 115 NC-305-76-1 approved September 15, 1979)

Retention Schedule:
In Office:  Active +2 years and then destroy.
	DM

	EX-12


	Public Involvement
Material about BPA’s public involvement activities and procedures.  An original Public Record is maintained by the program organization according to the retention period set for its subject classification, unless delegated to DMC.  (SF 115 N1-305-90-1 approved October 13, 1990)

(a)  Short-term activities and procedures reflecting BPA’s effort to involve the public in BPA issues.

Retention Schedule:
In Office:  Active +5 years and then destroy.

(b)  Material that supports BPA public involvement policy and long-term procedures which impact the rights of individuals.  Approximately 2 linear feet of paper files are stored in the work area with an accumulation of 4 inches per year.  Offer to NARA in 5-year blocks when 20 years old.

Retention Schedule:
In Office:  Active +10 years    Records Storage:  10 years    NARA:  P  


	DM



	EX-12-11
	Conferences/Symposiums
Planning, implementation, and evaluation of BPA-sponsored or co-sponsored public conferences or symposia.  Published proceedings assigned BPA publication numbers are retained according to EX-11-15, Publications.  Office of Record is often DM.  (SF 115 N1-305-88-1 approved July 14, 1989)

Retention Schedule:
In Office:  Active +2 years    Records Storage:  8 years and then destroy. 


	Z

	EX-12-12
	Commendations/Criticism
Unsolicited comments from the public or other organizations on BPA activities including public involvement efforts and program, and other programs or policies for which a request for comments is not issued.  Office of Record is often DM.  Based on GRS 14/5.  (SF 115 N1-305-88-1 approved July 14, 1989)

Retention Schedule:

Destroy when 3 months old.


	Z

	EX-12-13


	Requests for Public Involvement/Understanding
(SF 115 N1-305-88-1 approved July 14, 1989)

(a)  Accepted programs submitted to BPA by the public requesting BPA resources to further any public involvement process or public understanding of BPA programs and issues.  Includes funding requests (for example, intervener funding), sponsorships, and creation of working committees.

Retention Schedule:

In Office:  Active + 5 years and then destroy.   

(b)  Rejected proposals.

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


	DM



	EX-13
	Public Information
Material of formally designated information office relating to the creation and dissemination of information designed to help the public or an elected official understand BPA programs and policies.  May include confidential information.  (SF 115 N1-305-90-1 approved October 13, 1990)

Retention Schedule:
In Office:  5 years or Superseded and then destroy.   


	DM

KEW

	EX-13-11
	Educational Activities
BPA’s involvement in cooperative educational programs and projects with private groups, educational agencies and organizations, State, and other Federal agencies.  (SF 115 N1-305-88-1 approved July 14, 1989)

Retention Schedule:
In Office:  Active + 3 years and then destroy.  


	DM

	EX-13-12
	General Inquiries
Requests for information and responses to inquiries that do not reference the Freedom of Information Act (FOIA) and which are not affected by the Privacy Act.  Includes critical and sensitive information requests, detailed map requests and non-disclosure agreements.  (SF 115 N1-305-88-1 approved July 14, 1989)         PENDING NARA APPROVAL

Retention Schedule:

Destroy two years after date of reply.


	CIEL

KEW

TRS
Z

	EX-13-13


	FOIA Responses
Responses to inquiries that cite the Freedom of Information Act (FOIA). Responses include the original request and a copy of all material sent to the requester.  (SF 115 N1-305-88-1 approved July 14, 1989)

(a)  Responses granting access to requested records; responses to requests for nonexistent records; responses to requests with inadequate descriptions; and requests for which agency reproduction fee is not paid.  Based on GRS 14/11(1) and (2).

Retention Schedule:

Destroy 2 years after date of reply.

(b)  Responses denying, in part or total, access to requested records.  Based on GRS 14/11(3).

Retention Schedule:

Destroy 6 years after date of reply.

(c)  Appeals to BPA responses to FOIA requests.  Base on GRS 14/12.  (SF 115 N1-305-88-1 approved July 14, 1989)

Disposition:  Destroy 6 years after final determination by BPA, 6 years after the time at which a requestor could file suit, or 3 years after final adjudication by the courts, whichever is later.


	KDP



	EX-13-14
	Public Involvement Reading Room
Documents relating to the development, operation, and services of the BPA Public Involvement Reading Room, which provides information to the public including requests for educational materials.  (SF 115 N1-305-90-1 approved October 13, 1990)

Retention Schedule:  In Office:  5 years or Superseded and then destroy.     
	CIEL

	EX-13-15
	Visitors
Visitor logs and other documentation of public visits including preparation, itineraries, tour arrangements, and related correspondence.  (SF 115 N1-305-88-1 approved July 14, 1989)

Retention Schedule:
In Office:  Active + 3 years and then destroy.   


	TFI

Z

	EX-13-16
	Congressional Hearings
Provisions for information for decisionmaking about policy and issues conducted through congressional hearings including background information, BPA formal testimony, questions and answers, contract data and summary, previous and pending correspondence, and biographies.  For Congressional inquiries, see EX-15-12, External Relations--Federal.  (SF 115 N1-305-88-1 approved July 14, 1989)

Retention Schedule:
In Office:  Active + 1 year    Records Storage:  3 years    NARA:  P


	DR

	EX-14
	Special Events
Material for informational and honorary events, and evaluations of their effectiveness.  Includes preparation, publicity, and participation.  May include a variety of media.  Office of Record is often DMC.  (SF 115 N1-305-88-1 approved July 14, 1989)

Retention Schedule:
In Office:  Active + 3 years and then destroy.   


	Z

	EX-15
	External Relations
Contacts and relationships with governmental units and officials and with public and private individuals, organizations, and groups.  Includes agreements and memorandums of understanding (MoA and MoU).  Does not include contracts or customer files.  See also MN-15, Long Range Goals and Strategic Choices.  (SF 115 N1-305-88-1 approved July 14, 1989)

Retention Schedule:
In Office:  Active +2 years   Records Storage:  3 years and then destroy.    


	DR

KEW

	EX-15-11
	Foreign
Contacts with governments, organizations, agencies, and individuals outside the United States.  (SF 115 N1-305-88-1 approved July 14, 1989)

Retention Schedule:
In Office:  Active +2 years   Records Storage:  3 years and then destroy.    


	Z

	Ex-15-12
	Federal
Contacts with U.S. governmental agencies and officials, including Congressional inquiries and responses.  (SF 115 N1-305-88-1 July 14, 1989)

Retention Schedule:
In Office:  Active +2 years    Records Storage:  3 years and then destroy.   


	DR

KEW

	EX-15-13
	State
Contacts with U.S. State agencies and officials.  (SF 115 N1-305-88-1 approved July 14, 1989)

Retention Schedule:
In Office:  Active +2 years   Records Storage:  3 years and then destroy. 

  
	DR

KEW

	EX-15-14
	Municipalities
Contacts with agencies and officials of U.S. cities.  (SF 115 N1-305-88-1 approved July 14, 1989)

Retention Schedule:
In Office:  Active +2 years    Records Storage:  3 years and then destroy.   


	DR

	EX-15-15
	Tribal
Contacts with agencies and officials of American Indian tribes.  (SF 115 N1-305-88-1 approved July 14, 1989)

Retention Schedule:
In Office:  Active +2 years    Records Storage:  3 years and then destroy.   


	DR

KEW

PGF

	EX-15-16
	Utility Organizations
Contacts with utility groups and organizations such as public utility districts, utility cooperatives, and private utilities.  Does not include customer files.  (SF 115 N1-305-88-1 approved July 14, 1989)

Retention Schedule:
In Office:  Active+2 years    Records Storage:  3 years and then destroy.   


	TFI

Z

	EX-15-17
	Industries
Contacts with direct service and other industries.  (SF 115 N1-305-88-1 approved July 14, 1989)

Retention Schedule:
In Office:  Active+2 years    Records Storage:  3 years and then destroy.   


	Z

	EX-15-18
	Northwest Power and Conservation Council

Contacts with officials and subunits of the NWPCC.  (SF 115 N1-305-88-1 approved July 14, 1989)

Retention Schedule:

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


	DR

KEW

	EX-15-19


	Other Councils
Contacts with national, regional, and local energy councils.  (SF 115 N1-305-88-1 approved July 14, 1989)

Retention Schedule:
In Office:  Active+2 years    Records Storage:  3 years and then destroy.   


	A

KEW


	EX-15-20
	Public Individuals, Groups, and Organizations
Contacts with groups, organizations, and individuals not associated with governmental units and not covered by the other tertiary subjects identified above.  Office of Record is often DMC.  (SF 115 N1-305-88-1 approved July 14, 1989)

Retention Schedule:
In Office:  Active + 2 years    Records Storage:  3 years and then destroy.   


	KEW

Z




	
	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, and 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:  Inactive records storage located in the Headquarters Building.

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


