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TRANSMISSION MARKETING AND SALES
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	FILE
CODE
	RECORDS SERIES, TITLE, DESCRIPTION, & DISPOSITION
	OFFICE OF RECORD/ORIGIN



	TM
	TRANSMISSION MARKETING
Material relating to rate determination, revenue requirements and to customer services such as contract development and administration for transmission acquisition, sales, exchange, transmission, and billing.  FERC refers to Federal Energy Regulatory Commission.  Data is media neutral.

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


	TM

	TM-11
	Transmission Customer Relations
Transmission contracting material for specific customers.  Case file alphabetically by customer name, in one folder or in several folders, using recurring subjects as needed.  When volume of material dictates, files may be subdivided by specific contract name or number.  Note:  Case files, by customer name or number, may be established using any of the below listed tertiary subjects.  Correspondence and other specific, customer non contract-related material.  (SF 115 N1-305-88-1 approved July 14, 1989)

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


	TM

TMC



	TM-12
	Transmission Contract Transactions

Material relating to the type of transmission contract transactions including interconnection agreements, control area agreements and all developmental material.  File in Contracts area and use the following subjects as needed.  Within tertiary subjects, case file alphabetically by customer name or numerically by customer number.  Work folders consisting of material relating to the type of transmission contract transactions, which may include correspondence and other material establishing BPA’s Transmission policies and procedures governing transmission contract development.

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

Retention Schedule:
Retain for life of contract plus 6 years, and then destroy.

	TM

TMC

	TM-12-11
	Contract Support Material

Material related to transmission contract formulation, such as working files, worksheets, calculations, etc. (SF 115 NC-305-76-1 approved September 15, 1976)

Retention Schedule:
Retain for life of contract plus 6 years, and then destroy.

	TM

TMC

	TM-12-12
	Contract Management, Development, Negotiation and Contract Administration

Material regarding all transmission related contract development (contract template forms), administration, business practices and policies including protocol and guidelines  (as they relate to Transmission Contracts) and support activities.

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

Retention Schedule:
Retain for life of contract plus 6 years, and then destroy.

	TMC

	TM-12-13


	Transmission Contracts, Original and Master Authenticated
Contracts for all types of transmission, products and services. 

(a)   Original signed contract. 

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

Retention Schedule:
Retain for life of contract plus 6 years, and then destroy.
(b) Master authenticated transmission contract.  Electronic recordkeeping copy.  

Retention Schedule:

Store in Transmission Contract Management System (TCMS) (formerly known as CCIS) for the life of the contract, then scan to computer disk and destroy after 6 years. (SF 115 NC-305-76-1 approved September 15, 1979)


	TMC



	TM-12-14
	Terminated and/or dropped contracts

Contracts for all types of terminated and/or dropped contracts, terminated either by the vendor or BPA.

Retention Schedule:

Retain terminated and/or dropped contract for 6 years after contract is terminated or dropped.

E-Mail information:  Print hard copy and file in customer and/or contract file.


	TMC

	TM-13
	Fiber Optics  (Contracts)

Fiber Optics Contracts (including License Agreement) depict fiber optic network route agreements with various outside telecom carriers for dark fiber and other rights-of-way sources.

                                                     PENDING NARA APPROVAL

Retention Schedule: 

Retain for life of contract plus 6 years, and then destroy.

	TM

TMC



	TM-14
	Personal Communications Systems (Contracts)

Wireless and Personal Communications Systems (PCS) agreements (including License Agreement) which describe personal communications systems that are frequency driven by facilities such as BPA’s high microwave towers and transmission line structures that give signals that required range.  Handsets can combine paper, fax, telephone and data communications and may plug directly into the computers.

                                            PENDING NARA APPROVAL

Retention Schedule:
Retain for life of contract plus 6 years, and then destroy.

	TM

TMC

	TM-15
	Open Access Service Agreements

Open Access Same Time Information System Agreements that incorporate an information network developed by the electric industry in response to FERC policy on transmission access, is intended to provide information and processes necessary for non-discriminatory access to electric transmission systems.

                                               PENDING NARA APPROVAL
Retention Schedule:
Retain for life of contract plus 6 years, and then destroy.

	TMC

	TM-16
	Contracts/Operations and Maintenance Agreements Relating to Construction of Transmission Lines and/or Substations

Material relating to the contract portion of the construction of transmission lines and/or substations, including operations and maintenance agreements.

                                                 PENDING NARA APPROVAL
Retention Schedule:
Retain for life of contract plus 6 years, and then destroy.

	TMC

TOC



	TM-18

V

I

T

A

L


	Transmission Billing
Copies of BPA’s Transmission customers’ bills, related notes, and correspondence.  Note:  Hardcopy is record copy.  As of 1996, microfilm no longer produced; electronic convenience [backup] copy is retained off-site by BPA as a vital record; backup copy retained no longer than record copy.  Retention is based on life of transmission contracts and BPA’s business and legal need to retain billing information for life of related contracts.  See also FI-23, Revenue and Receipts, for accounts receivable copy of bill and accounting data.  See also PM-11-17, Billing Source Data.  (SF 115 N1-305-96-2 approved February 25, 1997)

Retention Schedule:
In Office:  Active    Records Storage:  20 years, and then destroy.


	TMB



	TM-18-11

V

I

T

A

L
	Transmission Billing Source Data

Data obtained by BPA to form and support customer bills.  Note:  CD-ROM is designated as the record copy and is retained off-site by TBL as a vital record.  See also TM-18-12, Transmission Billing Back-up.   

(SF 115 NI-305-96-2 approved February 25, 1997)

Retention Schedule:
In Office:  Active    Records Storage:  20 years, and then destroy.


	TMB

	TM-18-12

V

I

T

A

L
	Transmission Billing Back-up

Copies of BPA’s Transmission customers’ bills and all supporting documentation.  Retention is based on life of Transmission contracts, and BPA’s business and legal need to retain billing information for the life of related contracts.  Note:  CD-ROM is designated as the record copy and is retained off-site by TBL as a vital record.  See also TM-18-11, Billing Source Data. (SF 115 NI-305-96-2 approved February 25, 1997)

Retention Schedule:
In Office:  Active    Records Storage:  20  years, and then destroy.


	TMB

	TM-19
	Transmission Revenue Forecasting

Involves (1) forecasting sales and revenue from TBL general transmission rates, (2) producing reports covering a comprehensive accounting of TBL revenue from all resources for TBL management and official BPA reporting, and (3) developing general transmission rates and documenting the calculations in the TBL’s Transmission Rates model.  Also included are models developed to forecast long-term transmission costs and sales in order to forecast transmission rates.  

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

Retention Schedule:

Destroy 5 years after adopted or effective, or 10 years from date of analysis, whichever is sooner.


	TMC

	TM-20
	Transmission Revenue Analysis

Prepares monthly revenue report and performs in-depth analyses related to the accounting and reporting of TBL transmission revenues.  Reviews monthly revenue report to determine whether revenues are properly booked and accounted for in the Revenue Information System (RIS).  Compares monthly results of operations to the forecast and performs variance analyses of revenues.  Prepares a variety of spreadsheets and reports in MS Excel and Access.  

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

Retention Schedule:

Destroy 5 years after adopted or effective, or 10 years from date of analysis, whichever is sooner.


	TMC

	TM-21


	Transmission Risk Management

Materials relating to all aspects of Risk Management as it relates to BPA’s Transmission Business Line.  Includes assessments of risk exposure, effects of transmission policies and practices on risk exposures, commercial insurance policies purchased by BPA for transmission business, participation in certain self-insured and insurance pools, including brown/black-out insurance.  This also includes material related to amounts recovered from insurance policies due to losses and other claims by BPA and financing of both property and liability loss exposures.  This may also include all other materials related to transmission risk avoidance, risk protection, risk mitigation and financing.  The TBL Risk Manager serves as the process manager for Risk Management within the Transmission Business Line.  Based on GRS 16/14(a) & (c).  (SF 115 NI-305-88-1 approved July 14, 1989)

Retention Schedule:

In Office:  Superseded, and then destroy.


	TMC

TMC



	TM-22
	Transmission Rate Case

Material related to Transmission determinations, revenue requirements, and related matters before the Federal Energy Regulatory Commission (FERC), including preliminary (pre-initial), initial, supplemental and final rate proceedings.  Also included are materials on rate case discussions and/or communications with customers/parties with proper notice, before initial proposal in the 7(1) process.  See also FI-28, Revenue Requirements, and FI-29 Repayment.  

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

Retention Schedule:

In Office:  Active    Records Storage:  50 years, and then destroy.


	TMC

	TM-23
	Transmission Load Forecasting
Information developed internal to the TBL for planning and revenue purposes for 120 of our customers.  A customer’s forecast consists of monthly historical and forecast data for the following four types of units: Energy (MWh), Non-Coincidental (MW), Coincidental (MW), and TTSL (MW) demands by each customer and by point of delivery for 10 years.  A customer’s most up to date load forecast resides in Electronic Land Forecast (ELF) on the TBL website.  

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

Retention Schedule:
Recordkeeping copy: Electronic.  Destroy 5 years after adopted or effective, or 10 years from date of forecast, whichever is sooner.


	TMC

	TM-24

V

I

T

A

L

TM-24 cont.

V

I

T

A

L


	Open Access Same Time Information System (OASIS) Administration                 

Recordkeeping copy:  Electronic

a. FERC required OASIS postings on Total Transfer Capability (TTC) and Available Transfer Capability (ATC) values.

                                                    PENDING NARA APPROVAL

      Retention Schedule:

      In Office:  3 years 3 months
      Electronic files available on line for 90 days, then stored on back-up

      electronic tape for 3 years.

b. FERC required OASIS information, including that on requested transmission products, reservations and ancillary services and Capacity Benefit Margin (CBM) information.

     Retention Schedule:

In Office:  3 years 3 months

     Available on line for 90 days, then stored on back-up electronic tape

     for 3 years.

c. FERC required OASIS electronic postings, including personnel transfers between business lines, standards of conduct (SOC) issues, [tariff deviations, emergency situations which may impact SOC], list of system studies, OASIS host information, and OASIS access security information.

    Retention Schedule:
In Office:  3 years 3 months.  

      Electronic files available on line for 90 days, then stored on electronic

      tape for an additional 3 years.  


	TMS



	TM-25
	External Professional Organizations

Western Systems Coordinating Council (WSCC), Federal Energy Regulatory Commission (FERC), North American Reliability Council (NERC), Northwest Regional Transmission Association (NRTA), Western Regional Transmission Association (WRTA), and Northwest Power Pool (NWPP).  Includes documentation for complying with WSCC guidelines.  Standards and regulations, specific policies impacting transmission scheduling, and including correspondence, FERC Orders, filings, comments, meeting notices and other documentation from such organizations relative to specific transmission scheduling.  Note:  Transmission Contracts are NOT included under this file code.

                                                           PENDING NARA APPROVAL
Retention Schedule:

In Office:  4 years, and then destroy.

Electronic Files available on line for 2 years, then stored on computer disk for 2 years.  
	TMS 

	TM-26
	Real-Time Transmission Scheduling

All documentation directly pertaining to the verification and delivery process of transmission products scheduling.  Documentation includes real-time load sheets, and transmission schedulers’ load logs and may include other documentation deemed necessary for archiving by the Real-time Manager.

                                                     PENDING NARA APPROVAL
Retention Schedule:

In Office:  Active    Records Storage:  7 years, and then destroy.


	TMS

	TM-27
	Transmission Pre-Scheduling

All documents directly pertaining to the Northwest (NW) and Southwest (SW) transmission pre-scheduling function, including electronic tags and pre-schedule faxed data from customers.

                                                   PENDING NARA APPROVAL

Retention Schedule:

In Office:  Active    Records Storage:  7 years, and then destroy.

	TMS

	TM-28
	Loop Flow Curtailment Procedures

Documentation on transmission transactions cuts and logs.  Documentation is used for mitigating Western Energy Coordinating Council (WECC) interconnecting line overloads due to unscheduled flow and curtailments.  (SF 115 NI-305-88-1 approved July 14, 1989)

Retention Schedule:
In Office:  Active    Records Storage:  7 years, and then destroy.

Printed files: Available on-site for one year.


	TMS

	TM-29
	Capacity Allocations

Documentation of Transmission Contract Holder by constrained path.

                                                   PENDING NARA APPROVAL

Retention Schedule:

In Office:  Active    Records Storage:  7 years, and then destroy.

	TMS



	TM-30
	Scheduling Centers

General information related to Transmission Scheduling Centers.

                                                    PENDING NARA APPROVAL

Retention Schedule:

Recordkeeping copy: Paper.  Destroy when one year old.


	TMS

	TM-31


	After-the-Fact (ATF)

Documentation relative to requests and establishment of specific accounts for the purpose of tracking commercial transmission transactions, and resolution and settlement of ATF control area and customer accounting issues, including correspondence with customers, and various ATF reports.

                                                     PENDING NARA APPROVAL
Retention Schedule:

In Office:  Active    Records Storage:  10 years, and then destroy.


	TMS

	TM-32
	Transmission Policy, Business Practices and Procedures

Transmission business practices and procedures (external and internal).  Business practices are written policies and guidelines developed within the Transmission Business Line (TBL) to clarify and implement provisions of Bonneville’s Open Access Transmission Tariff (OATT), TBL’s Transmission and Ancillary Service Rate Schedules (transmission rates), orders of the Federal Energy Regulatory Commission (FERC), or to establish TBL policy as required in the course of business.

Procedures (internal and external) are written instructions to help customers perform a task or set of tasks when interacting with a TBL organization; or which facilitate daily operations of groups in the Transmission Marketing (TM )  organization.

                                              PENDING NARA APPROVAL

Retention Schedule:

Destroy when superseded or when six years old, whichever is later.


	TMC



	TM-33
	Customer Service

Transmission Supply documentation on specific customer issues.

                                                PENDING NARA APPROVAL

Retention Schedule:

a. Recordkeeping copy: Paper.  Destroy when six years old.

Electronic recordkeeping copy.  Store on line for one year, then scan to a compact disk and retain for an additional five years.


	TMS

	TM-34
	Short-Term Contract Management

Open Access Same Time Information System (OASIS) contract requests with a contract term of less than one year between Bonneville Power Administration Transmission and eligible customers.

                                                PENDING NARA APPROVAL

Retention Schedule:

Recordkeeping copy: Electronic.  Store on line for one year, then download to a compact disk and retain for an additional 6 years.


	TMS

	TM-35
	Load and Resource Forecasts

Forecasts of loads and resources used for Available Transfer Capability (ATC) calculations and load/resource balance within the BPA control area.  This includes correspondence and policies related to these forecasts and their implementation.

                                        PENDING NARA APPROVAL

Retention Schedule:
Recordkeeping copy: Electronic.  Destroy when 15 years old.


	TMC

	TM-36
	Capacity Coordination

Documentation of the capacity on constrained paths including California/Oregon Intertie (COI), Pacific Direct Current Intertie (PDCI), Northern Intertie (NI), Montana Power Company (MPC), West of Hawaii (WOH), LaGrande, and Reno-Alturas.

                                              PENDING NARA APPROVAL

Retention Schedule:

Recordkeeping copy: Paper.  Destroy when 5 years old.


	TMS

TOD

	TM-37

TM-38
	Outages and Path Capacity

Documentation related to the capacity on constrained paths.

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

Retention Schedule:

Recordkeeping copy: Paper.  Destroy when five years old.

Voice Recordings of Transmission Supply Reservations, Pre-schedule, and Real-time

Voice recordings of Transmission Supply main functions, including Reservations, Pre-schedule, Real-time, and After-the-Fact business transactions and issue resolution with customers.

                                                   PENDING NARA APPROVAL
Retention Schedule:

Recordkeeping copy:Electronic. Destroy when 7 years old


	TMS

TOD

TOT

TMS

TOH




	
	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

FRC – Federal Records Center
    NARA – National Archives and Records Administration

1) In Office of Record/Origin
 2) BPA Storage                3) FRC                       
4) Other Copies – in Other Office

