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FILE GUIDE AND RETENTION SCHEDULE:  SUPPORT SERVICES 

Last Revision Date:  December 5, 2003 

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



	SS
	SUPPORT SERVICES

Material relating to support service functions, such as correspondence, forms, facilities (buildings), records, reports, mail services, reproduction, and security management.  Data may be recorded on various media including paper, film, tape, disk, or diskette.  The record is only on one medium, paper unless otherwise specified. Generally, only paper and microform are accepted for storage to assure future access. 

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


	

	SS-11
	Correspondence Management Program

Material relating to BPA’s Correspondence Management Program.

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

Retention Schedule:

In Office:  Superseded and then destroy.


	D

	SS-11-11
	Administrator’s Chronological File

A sharp, reproducible copy of every letter or memorandum signed, approved, or concurred in by the Administrator or Deputy Administrator only.  Approximately 4 linear feet of paper files are stored in the work area with an annual accumulation of 2 linear feet.  Offer to NARA in 5-year blocks when 20 years old.  (SF 115 NC-305-76-1 approved September 15, 1976)

Retention Schedule: 

In Office:  5 years.  Records Storage:  15 years    NARA:  Permanent


	A

	SS-11-12
	Controlled Mail Log

Log of correspondence from elected officials and other government agencies showing BPA-assigned tracking number.  (SF 115 N1-305-88-1 approved July 14, 1989)

Retention Schedule:

Destroy when 5 years old.


	D

	SS-12
	Mail Services

Material relating to certified, return registered, and express mail.  

Based on GRS 12/5.   

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

Retention Schedule: 

Destroy when one year old.


	CGM

	SS-12-11
	Mailing/Distribution Lists

Request forms and other material relating to changes in BPA’s mailing and distribution lists.  Based on GRS 13/4(a).   (SF 115-N1-305-88-1 approved July 14, 1989)

Retention Schedule:

Destroy after appropriate revision of mailing list or after three months, whichever is sooner.


	CGP

	SS-13


	Forms Management

Materials relating to the Forms Management Program which covers the initiation, review, and approval of BPA forms.  Includes supporting, background, justification, and clearance documents for each BPA form.  Also includes inactive forms pending disposal, catalog of approved forms, and forms control records.

(a) One record copy of each form created by BPA with related

instructions and documentation showing inception, scope, and purpose of the form.  Based on GRS 16/3(a).  (SF 115 N1-305-88-1 approved July 14, 1989)

Retention Schedule:

Destroy 5 years after related form is discontinued, superseded or canceled.  

(b) Working papers, background materials, requisitions, specifications,

processing data, and control records.  Based on GRS 16/3(b).  (SF 115 

N1-305-88-1 approved July 14, 1989)

Retention Schedule:

Destroy when related form is discontinued, superseded, or canceled.


	CIEP



	SS-14
	Facilities Management

Material relating to the operation and maintenance of BPA-occupied buildings.  Includes non-electric plant maintenance issues such as roofing, painting, and grounds care.  Based on GRS 11/1.  (SF 115 N1-305-88-1 approved July 14, 1989)

Retention Schedule:

Destroy when 2 years old.    


	CGF

TFH

	SS-14-11
	Parking

Material relating to parking issues, including statistics, carpool background information, and problems.  Based on GRS 11/4(a)  

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

Retention Schedule:

Destroy after 3 months.
	CGF

	SS-14-12
	Agency Space Management

Building plan files, surveys, and other records utilized in agency space planning, assignment, and adjustment.   Based on GRS 11/2(a).

Retention Schedule:

Destroy when 2 years old.


	CGF

	SS-15

SS-15 (cont.)
	Records Management

Material relating to creation, maintenance, use, and disposition of records.  Includes inventory reports, records schedules, documents supporting transfers and requests for use of records materials.

(a) Descriptive inventories, disposal authorizations, schedules, reports, 

and studies.  Based on GRS 16/2(a).

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

Retention Schedule:

Destroy 2 years after supersession.   

(b) Records holding reports.

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

Retention Schedule:  Destroy when 3 years old.

( c) Records Management Correspondence Files- files include correspondence, reports, authorizations, and other records that relate to the management of agency records, including such matters as files management, the use of microforms, ADP systems, surveys, and all other aspects of records management not covered elsewhere in this schedule. Based on GRS16/7.

Retention Schedule:

Destroy when 6 years old.


	DI

    DI

	SS-15-11
	Paperwork Reduction Act

Material relating to the Paperwork Reduction Act and the Information Collection Budget (ICB).  Based on GRS 16/12.  (SF 115-N1-305-88-1 approved July 14, 1989)

Retention Schedule:

Destroy when 7 years old.


	DI

	SS-15-12
	Vital Records Program

Material relating to those records essential to continue an organization’s function during and after an emergency and records essential to protect the rights and interests of individuals and the government.  Based on GRS 16/7.  (SF 115 N1-305-88-1 approved July 14, 1989)

Retention Schedule:

Destroy when 6 years old.


	DI

	SS-16
	Reproduction/Printing

Material relating to the reproduction of records by any medium (such as duplication, photocopying, and microfilming).  Includes procedures about and responses to reproduction requests.  Based on GRS 13/1.  (SF 115 N1-305-88-1 approved July 14, 1989)

Retention Schedule:

Destroy when 2 years old.


	CGP

	SS-16-11
	Copier Management Program

Material relating to convenience copiers, including analyses and rental information.  Based on GRS 13/2(a)  (SF 115 N1-305-88-1 approved July 14, 1989)

Retention Schedule:

Destroy 1 year after completion of job.


	CGF

TOIS

	SS-16-12
	Joint Committee on Printing Reports

Reports to Congress through the Joint Committee on Printing (JCP) and related records.  Based on GRS 13/5.  (SF 115 N1-305-88-1 approved July 14, 1989)

Retention Schedule: 

Destroy when three years old.


	CGP

	SS-18
	Security
Material relating to the direction and coordinate of security plans, programs, and procedures that are required for the protection of BPA's office space, facilities, materials, and equipment and for BPA employees and visitors.   (SF 115 N1-305-88-1 approved July 14, 1989)

Retention Schedule: 

Destroy when 3 years old.


	CT

	SS-18-11

SS-18-11

(cont.)


	Physical Security

Material relating to the protection of buildings, substations, vehicles, equipment, and materials.

(a) Security and Protective Services Administration.

Material relating to administration and operation of the facilities security protective services programs and related contracting.  Based on GRS 18/8.  (SF 115 N1-305-88-1 approved July 14, 1989)

Retention Schedule:

Destroy when 2 years old.

(b) Survey and Inspection Files

Reports of physical security surveys and other Department of Energy (DOE) inspections of BPA facilities which are conducted to ensure adequacy of protective and preventive measures utilized to prevent or reduce occurrences of unauthorized entry, theft, vandalism, sabotage, and to safeguard information of a classified or sensitive nature.  Based on GRS 18/9.  (SF 115 N1-305-88-1 approved July 14, 1989)

Retention Schedule:

Destroy when 3 years old or upon discontinuance of facility, whichever is sooner.

(c) Facilities data sheets, including card key summaries, check sheets, and

Security Officer Reports (SORs).  Based on GRS 18/18(a)  (SF 115 N1- 305-88-1 approved July 14, 1989)

Retention Schedule:

Destroy when 1 year old.

(d) Central guard office master logs and Visitor Control Files.  Registers,

logs, and computer reports showing names of contractors, service personnel, visitors, and employees admitted to areas.  Also, reports on vehicles and passengers (SF 115 N1-305-88-1 approved July 14, 1989)

Retention Schedule: 

In Office:  Active +2 years and then destroy.


	CT

CT

CT

CT

	SS-18-12
	Personnel Security Clearances

Material relating to employee background information, criminal records, drug and alcohol abuse, misrepresentation or falsification of facts, and infractions of security regulations.  Personnel security clearance case files and related indexes.  Case files documenting the process of investigations on BPA employees, applicants for BPA employment, and other persons (such as those performing work for BPA under contract) for whom approval is required for access to Government facilities and/or to sensitive date, whether or not a security clearance is granted.  These files include questionnaires, summaries of reports prepared by the investigating agency, and other records reflecting the processing of the investigation and the status of the clearance.  Based on GRS18/22(a)  (SF 115 N1-305-88-1 approved July 14, 1989)

Retention Schedule:

Destroy upon notification of death or not later than 5 years after separation or transfer of employee.
	CT

	SS-18-13
	Computer Security

Material relating to the physical protection of computer centers and computer hardware and software.  See also IR-14, Automated Systems Security.  Based on GRS 18/9.  (SF 115 N1-305-88-1 approved July 14, 1989)

Retention Schedule:

Destroy when 3 years old.


	CI

	SS-18-14
	Classified Documents

Protection of documents that are considered vital to National security or sensitive to BPA operations.  Includes forms accompanying documents to ensure continuing control, showing names of persons handling the documents, intro-office routing and comparable data.  Based on GRS 18/5(b).  (SF 115 N1-305-88-1 approved July 14, 1989)

Retention Schedule:

Destroy when related document is downgraded, transferred, or destroyed.


	CT

	SS-18-15
	Vandalism, Theft, and Other Incidents

Material relating to incidents such as vandalism and theft involving BPA buildings, equipment, materials, and employees.  Case file records accumulating from investigations of theft and vandalism as well as incidents of fires, explosions, and accidents, consisting of retained copies of reports and related papers when the original reports are submitted for review and filing in other agencies or organizational elements, and reports and related papers concerning occurrences of such a minor nature that they are settled locally without referral to other organizations.  See also PE-53-17, Safety Management.  Based on GRS 18/11.  (SF 115 N1-305-88-1 approved July 14, 1989)

Retention Schedule:

Destroy when 2 years old.


	CT



	SS-18-16
	Intelligence

Collection of information bearing on physical and personnel security awareness programs, security of facilities and personnel, and National Security information required in the conduct of BPA’s operations.  Authorization for retention is by direction from DOE.  (SF 115 N1-305-88-1 approved July 14, 1989)

Retention Schedule: 

Destroy when 4 years old.


	      CT

	SS-18-18
	Emergency Management and Preparedness

Material relating to programs and activities associated with the training and preparedness of BPA personnel for disaster management and disaster recovery.  Includes plans for response to such conditions and situations as fire, serious medical emergencies, earthquake, bombs, and terrorism.  Includes documentation of BPA’s preparation for and executive of practice disaster exercises, such as QuakEx, that test emergency procedures.  Also includes material related to the administration of BPA’s Emergency Evacuation Warden Program including exercises and training; also First Responders and Light Urban Search and Rescue Team.  Based on GRS 18/27.  

Retention Schedule:

Destroy 3 years after issuance of a new file plan or directive.    


	CT

	SS-19
	General Shops Service Request

BPA Form 6400.03, General Shops Service Request, and supporting documents;  BPA Form 4250.11, Purchase Request/Receiving Report; BPA Form 1540.01, Transportation Services Request, that reflect activity in BPA’s General Shops.  Includes functions such as painting, welding, sheet metal, machine, carpentry, and plumbing.  Active is the period prior to completion of the Service Request.  Based on GRS 3/3(a)(1).

Retention Schedule: 

In Office:   A + 1 year    Records Storage:  5 years, three months and then destroy.    


	TFHZ


	
	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:  Inactive records storage at Headquarters.

Federal Records Center (FRC) in Seattle – off-site inactive records storage for Federal records.


