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FILE GUIDE AND RETENTION SCHEDULE:     SUPPLY/LOGISTICS/PROCUREMENT  SERVICES
Last Revision Date:  October 1, 2004

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



	SU
	SUPPLY SERVICES
Material relating to procurement, materials management, and quality assurance.  Includes material relating to procurement contracts, purchase orders, and such issues as their negotiation, award, provisions, and termination.  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.  

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


	

	SU-12
	Procurement Actions
Contracting documents with original signatures.  Contract and contract modifications, requisition and requisition changes, purchase order and purchase order revisions, lease, and bond and surety records, including correspondence and related papers pertaining to award, administration, receipt, inspection, acceptance, payment and warranty, internal reviews and approvals of procurement actions.  See also FI-17, Expenditure Documentation (formerly Vouchers).  Based on GRS 3/3. TR added per conversation with Ellen Camp on 9/22/04.  Reason:  TR manages leases.

(a) Commercial – under $100,000

Retention Schedule:

Retain three years after award is complete.

(b) Commercial – over $100,000

Retention Schedule:

Retain six years after award is complete.

( c) Non-commercial – under $100,000

Retention Schedule:

Retain 6 years after award is complete.

(d ) Non-commercial – over $100,000

Retention Schedule:

Retain 6 years after award is complete.


	TL

TR

	SU-12-11


	Solicitations
Solicitation files maintained by operational contracting offices consisting of drafts, addendums, mailing lists, offeror’s data, abstracts, and related correspondence.  Based on GRS 3/3.

(a)  Unsuccessful Proposals.  (SF 115 N1-305-88-1 approved July 14, 1989)

Retention Schedule:

Retain 90 days after award to other successful offerer.  If the solicitation or award is protested, keep until 90 days after protest resolution.

(b)  Canceled Solicitations – Formal solicitations to provide goods or services which were canceled prior to award.  Unopened bids are returned to bidder.  (SF 115 N1-305-88-1 approved July 14, 1989)

Retention Schedule:
Retain for 90 days, unless protested (then retain until 90 days after protest resolution).

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

Retention Schedule:

Retain for 90 days if not accepted, then destroy.
	TL

TL

CK



	SU-13
	Socio-Economic Programs
Material relating to small, minority, and woman-owned businesses.  (SF 115 N1-305-88-1 approved July 14, 1989)

Retention Schedule:
Destroy when 6 years old.  


	CK

	SU-14

SU-14 cont.
	Materials Management
Material relating to inventory management, material storage and disposal, tools and work equipment, and property management policies.  See also FI-13, Property Accounting.  (SF 115 N1‑305‑88-1 approved July 14, 1989)

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


	CGF

TF

TFP

TFE

TFI

TFN

TFO

TFR

TFS

TN

TOH

	SU-14-11
	Inventory Management
Material relating to BPA stock and non-stock items, as well as System Equipment Records (SER).  (SF 115 N1-305-88-1 approved July 14, 1989)

(a)  System Equipment records

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

(b)  Material requests.

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

(c)  Equipment loans.

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


	TF

TFO

TFP

TFE

TFI

TFN

TFR

TFS

          Z

TF

TFO

TFP

TFE

TFI

TFN

TFR

TFS

TLOU



	SU-14-13

SU-14-13 cont.
	Tools and Work Equipment
Materials relating to stock, special tools and work equipment.  

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

(a)  Tools and Work Equipment Requests.

Retention Schedule:

In Office:  Active + 5 years and then destroy.  

(b)  Personal Property Equipment Custodian Inventories.

DO NOT USE.  SU-14-13 (b) withdrawn on 8/02/02.

See SU-16-11, Personal Property Requisitions and Inventories.

(c)  Ross Stock Catalog.

Retention Schedule:

In Office:  Superseded and then destroy.


	TFE

TFH

TFI

TFN

TFO

TFP

TFR

TFS

TLOS

TLOS

	SU-14-15
	Material Disposal
Materials relating to the disposal of all excess material and equipment at BPA.  Includes property disposed of through DOE, GSA sale (Standard Form 114e, Sale of Government Property Negotiated Sales Contract, and Standard Form 122e, Transfer Order for Excess Personal Property), term contract, and donation (Standard Form 123).  See also FI-13, Property Accounting.  (SF 115 N1‑305‑88-1 approved July 14, 1989 and SF 115 N1-305-03-3 approved October 6, 2003)

Retention Schedule:
In Office:  Active + 2 years.  BPA Storage:  4 years and then destroy. 


	TLOU

	SU-14-16
	Personal Property Policy
Material relating to BPA personal property policy on expendable materials and supplies and issuance of the BPA Personal Property Policy Manual.  See also FI-13-17, Personal Property Accounting System Procedures, and MN-14, Manuals/Handbooks.  (SF 115 N1-305-88-1 approved July 14, 1989)

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


	CK

	SU-15
	Quality Assurance (QA)
Material relating to BPA’s Quality Assurance Policy, Program Guide, and related regulatory requirements.  Defines Quality Assurance policy for TN in accordance with Department of Energy – Order (QA).  Maintained by QA Process Manager.  (SF 115 N1‑305‑88-1 approved July 14, 1989 and SF 115  NI-305-03-3 approved October 6, 2003)

Retention Schedule:
Retain while Active + 25 years and then review.

 
	TN

	SU-15-12
	BPA Specifications
Master copies maintained and filed by originating office.  Case file by BPA specification number.  (SF 115 N1-305-88-1 approved July 14, 1989 and SF 115  NI-305-03-3 approved October 6, 2003)

Retention Schedule:
Retain while Active + 25 years and then destroy.


	TNC

TNE

TNF

TNL

TNS

TNT

	SU-15-13
	Factory Surveillance Activities
Reports relating to factory inspection, test, and evaluation maintained by office originating related BPA specification.  Contract specific data included in contract file.  Filed by vendor name.  (SF 115 N1-305-88-1 approved July 14, 1989)

Retention Schedule:
Retain while Active + 3 years and then destroy.


	TNC

TNE

TNF

TNL

TNS

TNT

	SU-15-14
	Vendor QA Surveillance Plans and QA Program Manuals
Plans detailing quality assurance surveillance activities maintained by office originating plan and related BPA specification.  Contract specific data included in contract file.  Case file by vendor name and contract number.  (SF 115 N1-305-88-1 approved July 14, 1989)

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

	TNC

TNE

TNF

TNL

TNS

TNT

	SU-15-15
	Quality Assurance Program Guide and Service Contracts
Details descriptions of quality assurance program.  Maintained by TN Quality Assurance Process Manager.  (SF 115 N1-305-88-1 approved July 14, 1989)

Retention Schedule:
In Office:  Active + 25 years, then review.


	TN

	SU-15-16
	Construction Quality Control Inspection Reports

Construction inspection records maintained with official contract file.

Retention Schedule:

In Office:  Active + 6 years and then destroy.


	TLOS

TN

 TNF

	SU-15-17
	Supplier Evaluation, Qualification and Certification List

Reports detailing technical and contracting evaluations of prospective and current active vendors.  Master file maintained by QA Process Manager.

Retention Schedule: 

Retain while Active + 3 years and then destroy.


	TN

	SU-16
	Supplies and Equipment
Material relating to requests for supplies and equipment.  See also FI-13, Property Accounting.  Based on GRS 3/4.  (SF 115 N1-305-88-1 approved July 14, 1989)

Retention Schedule:

Destroy when 2 years old.


	CG

CGF

	SU-16-11
	Personal Property Requisitions and Inventories
Material relating to inventories of office equipment, including numbered office equipment.  (SF 115 NC-305-76-1 approved September 15, 1976)

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


	CGF

	SU-16-12
	Receiving Reports
Original copy of Form BPA 4250.03 and material relating to the receipt of equipment.  (SF 115 NC-305-76-1 approved September 15, 1976)

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


	CGF

	SU-16-13
	Maintenance and Repair
Material relating to the maintenance and repair of BPA-owned or -leased office and substation equipment.  See also SU-14-11, Inventory, Management.  (SF 115  N1-305-88-1 approved July 14, 1989)

Retention Schedule:

In Office:  Active + 1 year and then destroy.  


	        CG

TF

TFE

TFH

TFI

TFN

TFO

TFP

TFR

TFS

TN

	SU-16-15
	Non-Stock Office Supply System
BPA F 4420.07, Non-Stock Office Supply System.  Used to requisition miscellaneous supplies not included in SU-16.  Does not include furniture or equipment.  Base on GRS 3/3(a)(2).  (SF 115 N1-305-91-2 approved September 2, 1992)

Retention Schedule:

Destroy 3 years after final payment.
	CGF


	
	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 at Headquarters for inactive records.

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


