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FILE GUIDE AND RETENTION SCHEDULE:  MANAGEMENT 

Last Revision Date:  October 15, 2004 

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



	MN
	MANAGEMENT
Records accumulated by individual organizations that relate to internal administrative activities rather than the functions for which the organization exists.  In general, these records relate to the office organization, staffing, procedures, and communications, including facsimile machine logs; the expenditure of funds, including budget records; day-to-day administration of office personnel including training and travel; membership requests; supplies and office services and equipment requests and receipts; and the use of office space and utilities.  They may also include copies of internal activity, minutes and reports of staff and committee meetings, and workload reports (including work progress, statistical, and narrative reports prepared in the office and forwarded to higher levels) and other materials that do not serve as unique documentation of the programs of the office.   

Data may reside on various media including paper, film, tape, disk, diskette, or in the ERMS.  All records in this chapter are scheduled in media neutral format.  Based on GRS 23/1 and GRS 16/8b. 

Destroy when 3 years old.


	Z



	MN-11
	Organization

Offer to NARA in 5-year blocks when 25 years old.  

(SF 115 N1-305-90-1 approved October 13, 1990)

(a) 
Reorganization proposals and packages. 

Retention Schedule:
In Office:  Active + 5 years    Records Storage:  20 years    NARA:  P

(b) Organizational charts. 
Retention Schedule:
In Office:  Active + 5 years    Records Storage:  20 years    NARA:  P


	CHP

KD

PB

T

TB



	MN-12
	Position Management
Material dealing with the use made of positions in performing an organization’s mission.  Includes studies relating to design of efficient organization framework including position design, planning and tracking of staffing levels, and staffing cost controls.  Offer to NARA in 5-year blocks when 25 years old.  (SF 115 N1-305-90-1 approved October 1990)

Retention Schedule:
In Office:  Active + 5 years    Records Storage:  20 years    NARA:  P


	CHM

	MN-13
	Activity Reports
Periodic (monthly) reports of work in progress reflecting activities, status, and accomplishments.  (SF 115 N1-305-88-1 approved July 14, 1989)

Retention Schedule:
In Office:  2 years    Records Storage:  1 year and then destroy. 


	Z

	MN-14
	Manuals/Handbooks
Formal directives distributed as circulars, handbooks, or in manual form announcing changes to BPA policies and procedures.  Case file by issuing organization (the Office of Record).

(a)  Issuances and background material related to BPA program functions.  Accumulation of material varies throughout the agency.  Offer to NARA in 5-year blocks when 25 years old.  (SF 115 N1-305-90-1 approved October 13, 1990)

Retention Schedule:
In Office:  Active + 1 year    Records Storage:  24 years    NARA:  P

(b)  Issuances and background material related to such administrative functions as travel, procurement, and budget.  Based on GRS 16/1(a).  (SF 115 N1-305-88-1 approved July 14, 1989)

Retention Schedule:

Destroy when superseded or obsolete.


	Z

	MN-15
	Long Range Goals and Strategic Choices
Material relating to multiyear program direction and plans, including their development and implementation.  Includes intra-agency memorandums of understanding (MoUs) and memorandums of agreement (MoA) unless filed by function or subject as specialized correspondence.  See also EX-15, External Relations.  (SF 115 N1-305-88-1 approved July 14, 1989)

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


	DP

Z

	MN-15-11
	Annual Management Plan
Records pertaining to the manner in which specific BPA organizations propose to implement BPA’s strategic choices and objectives in a given period.  This Plan is submitted yearly to the Department of Energy.  (SF 115 N1-305-88-1 approved July 14, 1989)

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


	DP

	MN-16
	Management Analyses/Studies
Management improvement, evaluation, and cost-reduction activities.  Does not include inspections and audits.  Offer to NARA when 25 years old.  (SF 115 NC-305-76-1 approved September 15, 1976)

(a)  Final report

Retention Schedule:
In Office:  2 years   Records Storage:  23 years    NARA  

(b)  Working papers

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

	CHD


	MN-16-11
	A-76 Review
An examination, evaluation, or assessment of a Government commercial or industrial activity, a proposed new start, or a contract in excess of $100,000 annual cost, in accordance with OMB Circular A-76 and DOE Order 4510.1.

(a)  Final report.  (SF 115 N1-305-88-1 approved July 15, 1989)

Retention Schedule:
In Office:  2 years   Records Storage:  4 years and then destroy.

(b)  Background papers.  (SF 115 N1-305-88-1 approved July 15, 1989)

Retention Schedule:
In Office:  2 years   Records Storage:  4 years and then destroy.


	
CHD
Z



	MN-17
	Audits and Investigations
Official examinations, verifications, and reviews of financial and program records and accounts.  Material relating to investigations of known or alleged fraud, abuse, and irregularities or violations of laws and regulations.  Cases relate to agency programs, and operations administered or financed by the agency, including contractors and others having a relationship with the agency.  Files consist of investigative reports and related documents, such as correspondence, notes, attachments, and background and working files.  Case files are developed during the investigation.  Investigative cases files containing information or allegations which warrant a specific investigation may result in prosecutive or administrative action.  (SF 115 N1-305-88-1 approved July 14, 1989)

Retention Schedule:
Destroy when 8 years old.


	DI

KN

L

	MN-17-11
	Audits by BPA
Material relating to pending and completed audits or reviews and results of planning surveys and audits, which result in no reportable findings.  (SF 115 N1-305-88-1 approved July 14, 1989)

Retention Schedule:
Destroy when 8 years old

	KN

	MN-17-12
	Audits by Department of Energy (DOE)
Material relating to Internal Audit’s function as point of contact for handling DOE matters.  See also MN-17-18, Audits by Inspector General.  

(SF 115 N1-305-88-1 approved July 14, 1989)

Retention Schedule:
Destroy when 8 years old.


	KN

	MN-17-13
	Audits by General Accounting Office (GAO)
Material relating to Internal Audit’s function as point of contact for handling Government Accounting Office (GAO) matters.  Includes material about DOE’s position on GAO reports.  (SF 115 N1-305-88-1 approved July 14, 1989)

Retention Schedule:  Destroy when 8 years old.
	KN

	
	




	

	MN-17-15
	Audits by Others

Withdrawn by KN (Mike Sparks) on February 17, 2004.


	

	MN-17-16
	DOE Audit Report Tracking System
Material relating to the Department of Energy’s Audit Report Tracking 

System (DARTS), including input reports required by DOE Order 2300.1A, Audit Compliance and Follow up.  (SF 115 N1-305-88-1 approved July 14, 1989)

Retention Schedule:
Destroy when 8 years old.

	KN

	MN-17-17
	Federal Manager’s Financial Integrity Act

Withdrawn by KN (Mike Sparks) on February 17, 2004.


	

	MN-17-18
	Audits by Inspector General
Material relating to BPA’s Internal Audit’s function as point of contact for handling Inspector General (IG) matters.  Includes material on Inspector General’s audits of BPA.  


Retention Schedule:
Destroy when 8 years old.


	KN

	MN-18
	Productivity
Material relating to BPA’s attempt to link its products and services directly to the consumption of resources used to create those products.  Includes BPA’s response to OMB Circular A-11.  Note:  As of October 1994, this function is no longer carried out by organizations that formerly did it [Management Analysis/SM and Quality Improvements/AQ.]  Records related to this topic may continue to be produced throughout BPA; thus the records series is being retained.  (SF 115 N1-305-88-1 approved 14, 1989)

Retention Schedule:      

In Office:  3 years    Records Storage:  3 years and then destroy.


	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, 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 Records Storage:  Inactive records storage located in the Headquarters Building.

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


