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FILE GUIDE AND RETENTION SCHEDULE:  LAND 

Last Revision Date:  November 1, 2002

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



	LA
	LAND
Material relating to the appraisal, condemnation, and acquisition of land or rights and to permits and agreements relating to the use of land.  Data may be recorded on various media including paper, film, imaging system, tape, disk, or diskette.  The official copy is only on one medium, imaging system, unless otherwise specified.  Generally, microforms are accepted for storage to assure future access.

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


	

	LA-11
	General Project Management
Material relating to general project management, project plans, and estimates.  (SF 115 N1-305-88-1 approved July 14, 1989)

Retention Schedule:

In Office:  Superseded and then destroy.


	TR

	LA-11-11
	Project Plans
Material relating to broad project plans and negotiations covering multiple segments of a transmission line project.  (SF 115 N1-305-88-1 approved July 14, 1989)

Retention Schedule:

In Office:  Superseded and then destroy.


	TR

	LA-11-12
	Project Estimates
Estimates prepared on a project basis showing the anticipated cost of land acquisition.  (SF 115 N1-305-88-1 approved July 14, 1989)

Retention Schedule:

In Office:  Superseded and then destroy.


	TR

	LA-12
	Appraisal
Material relating to the appraisal of unacquired land rights.  See LA-14, Land Acquisition, for approved original report.  (SF 115 N1-305-88-1 approved July 14, 1989)

Retention Schedule:

In Office:  Superseded and then destroy.


	TR

	LA-13
	Title and Payment
Material relating to general title and payment for land.  (SF 115 N1-305-88-1 approved July 14, 1989)

Retention Schedule:

In Office:  Superseded and then destroy.


	TR

	LA-14

VITAL


	Land Acquisition
Case files pertaining to land acquisition for transmission line facilities.  Includes original legal conveyance instruments, title policies, General Counsel’s final opinion, appraisals, and related data.  A microfilm/imaging system copy of the records is maintained in the Office of Record for its convenience on an as-needed basis not to exceed the official retention period.  (SF 115 N1-305-88-1 approved July 14, 1989)

Disposition:  As stipulated in NARA letter dated July 26, 1983, BPA maintains hardcopy records during the acquisition process.  At the conclusion of the acquisition process, records are scanned and then microfilmed.  Archival microfilm is sent to the Federal Records Center (FRC) for contingent retention. These are Vital Records.

Retention Schedule:
In Office:  Active    Federal Records Center:  (Vital Records) Review every ten years.


	TR

	LA-15

VITAL
	Maintenance Trees
Material relating to the acquisition of operations and maintenance danger trees, including vouchers.  See also FI-17, Expenditure Documentation (formerly Vouchers) and ED-16-19, Right-of-Way Clearing Study.  Vital Records are paper.  (SF 115 N1-305-88-1 approved July 14, 1989)

Retention Schedule:
In Office:  1 year    Records Storage:  5 years and then destroy. 


	TR

	LA-16

VITAL
	Disposal and Release of Easement
Material related to BPA and GSA policies and procedures about the disposal of land and land rights no longer needed for BPA transmission facilities.  (SF 115 N1-305-88-1 approved July 14, 1989)

Retention Schedule:
In Office:  Superseded and then destroy.
	TR

	LA-17

VITAL
	Land Management
Material relating to rights granted others to use BPA lands held in fee or easement.  (SF 115 N1-305-88-1 approved July 14, 1989)

Disposition:  As stipulated in NARS letter dated July 26, 1983, BPA maintains hardcopy records during permit granting.  At the conclusion of the permit granting process, records are scanned and then microfilmed. Archival microfilms are sent to the Federal Records Center (FRC) for contingent retention.  These are the Vital Records.  

Retention Schedule:
In Office:  Active    Federal Records Center:  (Vital Records) Review every ten years.


	TR

	LA-17-11

VITAL
	Outgrants
Material relating to land use agreements about permission to use rights-of-way.  (SF 115 N1-305-88-1 approved July 14, 1989) 

Retention Schedule:
In Office:  Active    Federal Records Center:  (Vital Records) Review every ten years.


	TR

	LA-18

VITAL
	Land Policies with Federal Agencies
Material relating to land policies and agreements developed between the Bonneville Power Administration (BPA) and other Federal agencies.  (SF 115 N1-305-95-1 approved June 22, 1995) 

Retention Schedule:
In Office:  Active    Federal Records Center:  (Vital Records) Review every ten years.


	TR

	LA-19

VITAL
	Land Policies with State and Local Governments
Material relating to land policies and agreements developed between the Bonneville Power Administration (BPA) and State, local, or other non-Federal governmental units.  (SF 115 N1-305-95-1 approved June 22, 1995) 

Retention Schedule:
In Office:  Active    Federal Records Center:  (Vital Records) Review every ten years.


	TR

	LA-20

VITAL
	Land Information System
Material relating to BPA’s Land Information System (LIS).

(a)  Hardcopy documents including correspondence, System documentation, inquiries, responses, reports, background material, and updates to LIS applications as they are developed.

Retention Schedule:
Destroy when superseded or obsolete.

(b)  Electronic data are updated continuously.

Retention Schedule:
Destroy when superseded or obsolete.


	TR

	LA-22
	Right-of-Way
Material relating to permits and clearing during the construction of transmission lines.  (SD 115 NC-305-76-1 approved September 15, 1976)

Retention Schedule:
In Office:  Active + 2 years    Records Storage:  28 years and then destroy.


	TNL
TRS

KEP

	LA-23
	Photogrammetry
Aerial photography materials and products relating to planning, surveying, designing, constructing, and maintaining transmission facilities serving the BPA system as well as materials and products relating to non-TBL business functions serving BPA interests.  Includes hardcopy base maps and electronic manuscripts.  (SF 115 N1-305-91-2 approved September 2, 1992)

Retention Schedule:

In Office:  Active.  Review every 20 years.


	TRS

	LA-23-11


	Aerial Photographs
Aerial photographic negative film cans, contact prints, and digital files used in designing, constructing, and maintaining transmission and other facilities serving the BPA system.  Aerial contact prints over 10 years will be discarded once a year.  See SF 115 N1-305-91-2 approved September 2, 1992).

Retention Schedule:  In Office:  Active + 20 years, then review and destroy.
	TRS



	LA-23-12
	Photogrammetic Work Requests

Material relating to requests for photogrammetric transmission line surveys, danger tree studies, tower studies, contour maps, centerline profiles, access roads, digital data, photomaps and photomosaics, orthophotography, LIDAR, and special purpose studies.  (SF 115 N1-305-91-2 approved September 2, 1992)

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


	TRS

	LA-23-13
	Analytical Stereoplotter Systems
Correspondence, reports, and other data about BPA’s Stereoplotter systems.  (SF 115 N1-305-91-2 approved September 2, 1992)

Retention Schedule:
In Office:  Destroy when system is superseded or obsolete.


	TRS

	LA-23-15
	Topographic Mapping

Project files, both hardcopy and digital, consisting of base maps, electronic manuscripts, contact prints, film positives, survey data, and documentation.  (SF 115 N1‑305-91-2 approved September 2, 1992)

Retention Schedule:
In Office:  Active    Records Storage:  30 years, then review and destroy.


	TRS

	LA-23-16
	Right-of-Way Clearing Study
Documentation of photogrammetric danger tree studies and BPA clearing design.  See also LA-15, Maintenance Trees.  (SF 115 N1-305-91-2 approved September 2, 1992)

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


	TRS

	LA-24


	Survey and Mapping
Field notes, survey data, computations, and other supporting data used to create BPA’s hardshell maps.  Also, general documentation, such as correspondence and reports, about BPA’s survey and mapping function.  (SF 115 N1-305-91-2 approved September 2, 1992)

Retention Schedule:
In Office:  Active + 1 year    Records Storage:  30 years and then review.
	TRS

	LA-24-11


	Cadastral, Location Line, and Control Surveys
Survey notes and related documents such as survey control documents, benchmark (BM) lists, point-on-tangent (POT) lists, survey adjustment records (L-lines), and coordinates used to create hardshell maps and to design transmission lines.  (SF 115 N1-305-91-2 approved September 2, 1991)

Disposition:  Transfer hardcopy records to FRC two years after records reach inactive status at BPA.  Transfer documents shall include a detailed box listing (inventory), including project name and other data to facilitate/ensure adequate review every 25 years.  BPA will review the documents every 25 years and authorize destruction of records no longer needed after each review.  All records shall be destroyed 100 years after reaching inactive status.  (BPA may retain a microfilmed or imaged (non-hardcopy) convenience copy if desired.)  See NARA memo of July 12, 1991.

Retention Schedule:

In Office:  Active + 2 years    Federal Records Center:  98 years and then destroy.


	TRS



	LA-24-12


	Preliminary Lines and Topography Surveys
Survey notes and other data on preliminary lines, profile levels, bench levels, cross sections, topography, and access roads.  (BPA Records Schedule & Files Handbook ED-19(b))

Retention Schedule:
In Office:  Active    Federal Records Center:  30 years and then destroy.


	TRS

	LA-24-13
	Tower Site Surveys
Field survey notes and other supporting engineering data on preliminary transmission tower siting studies.  (SF 115 N1-305-91-2 approved September 2, 1992)

Retention Schedule:
In Office:  Active    Federal Records Center:  30 years and then destroy.


	TRS

	LA-24-14


	Plan and Profile Hardshell Maps
Original computed drawings of transmission rights-of-way and facility sites showing surrounding topographic and planimetric features.  Hardshell maps are a compilation of all information used to create the plan and profile maps (“engineering drawings”) classified under ED‑15‑11 and ED-17-11.  (SF 115 N1-305-91-2 approved September 2, 1992)

Disposition:  Transfer hardcopy records to FRC two years after records reach inactive status at BPA.  Transfer documents shall include a detailed box listing (inventory), including project name and other data to facilitate/e sure adequate review every 25 years.  BPA will review the documents every 25 years and authorize destruction of records no longer needed after each review.  All records shall be destroyed 100 years after reaching inactive status.  (BPA may retain a microfilmed or imaged (non-hardcopy) convenience copy if desired.)  See NARA memo of July 12, 1991.

Retention Schedule:
In Office:  Active A+2 years    Federal Records Center:  30 years and then review.


	TRS



	LA-24-15
	Supporting Survey Records
Original documents about rights-of-way and related survey topics and copies of legal documents not specifically identified as cartographic or survey records which are obtained or used in the original land survey as basic data to create the hardshell maps described in ED-26-14.  (SF 115 N1-305-91-2 approved September 2, 1992)

Disposition:  Transfer hardcopy records to FRC two years after records reach inactive status at BPA.  Transfer documents shall include a detailed box listing (inventory), including project name and other data to facilitate/ensure adequate review every 25 years.  BPA will review the documents every 25 years and authorize destruction of records no longer needed after each review.  All records shall be destroyed 100 years after reaching inactive status.  (BPA may retain a microfilmed or imaged (non-hardcopy) convenience copy if desired.)  See NARA memo of July 12, 1991.

Retention Schedule:
In Office:  Active + 2 years    Federal Records Center:  98 years and then destroy.
	TRS

	LA-25
	Photomaps/Photomosaics
Both hardcopy and electronic files for all types of BPA photomaps and photomosaics including right-of photomaps, special request photomaps, and facility photomaps.  Photomaps for right-of-way usage will be retained according to the 3, 5, 8, or 12-year schedule as determined by the affected district field office.

(SF 115 N1-305-91-2 approved September 2, 1992)

Retention Schedule: 

 Disposal not to exceed 12 years.


	TRS

	LA-26
	Computer-Aided Drafting
The computer-aided drafting (CAD) or Microstation systems are automated systems that captures, stores, processes, prints, and graphically displays a variety of cartographic mapping data.  Its uses include producing plan and profile mile maps, site maps, cadastral maps, facility complex maps, schematic system maps and diagrams, and other related cartographic products.  The basic mapping data are retained electronically and are continually updated.  It can be integrated with the GIS and the IPS.  (SF 115 N1-305-91-1 approved September 27, 1995)

Retention Schedule:

 In Office:  Active
	TRS


	
	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, 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 office file.

BPA Storage (Headquarters) inactive storage.  Federal Records Center (FRC) (Seattle) off-site inactive records storage.

