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



	TT
	TRAVEL AND TRANSPORTATION
Material relating to general travel and transportation documentation.  For the Office of Record, includes correspondence, reports, and similar general records about the movement of goods and persons under Federal Property Management Regulations and reimbursement of employees for travel expenses under the Federal Travel Regulations.  See specific secondary and tertiary records series below for topics such as transportation requests, travel authorizations, payment to employees, bills of lading, use of aircraft and motor vehicles, and fuel used for such transportation.  Data may be recorded on various media including paper, film, tape, disk, or diskette.  The official copy is only on one medium, paper, unless otherwise specified.  Generally, only paper and microforms are accepted for storage to assure future access.  GRS 9/4(a)

Retention Schedule:

Destroy when 2 years old.


	KFRD

	TT-11
	Employee Travel
Material relating to reimbursing individuals for official travel.  Includes travel authorizations, travel vouchers, transportation requests, and supporting documentation such as receipts.  Based on GRS 9/3(a) [as revised August 1995].  Note:  Changes in description [due to BPA procedure] and adjustment of retention period approved by NARA June 24, 1996.  

(SF 115 NC-305-76-1 approved September 15, 1976)

Retention Schedule:

Destroy when 6 years old.


	Z

	TT-11-11
	Official Passports
Material relating to issuance of official passports.  NOTE:  (1) Official passports are stored in BPA’s Travel Section except when the employee is in active overseas travel status.  (2)  Official passports must be returned to the Department of State upon expiration or upon separation of the employee.  Based on GRS 9/5.

Destroy when 3 years old or upon separation of the bearer, whichever is sooner.
	KFRD

	TT-12
	Transportation--Passengers and Freight
Material relating to freight consisting of export certificates, transit certificates, demurrage card record books, shipping documents pertinent to freight classification, memorandum copies of Government or commercial bills of lading, shortage and demurrage reports, and supporting documents.  Also includes Government Transportation Requests [GTRs] for common carrier transportation services.  Based on GRS 9/1(a)&(c).  (SF 115 N1-305-88-1 approved July 14, 1989)

Retention Schedule:

Destroy 6 years after the period of the account.


	KFRD

	TT-12-11
	Freight Bills
Bills of Lading for common carrier transportation, shipment of household goods, and transportation of goods.  Based on GRS 9/1(a)&(c).  (SF 115 N1-305-88-1 approved July 14, 1989)

Retention Schedule:

Destroy 6 years after the period of the account.


	KFRD

	TT-12-12
	Passenger Bills
Material relating to payment of Government Transportation Requests [GTRs].  Based on GRS 9/1(a)&(c).  (SF 115 N1-305-88-1 approved July 14, 1989)

Retention Schedule:

Destroy 6 years after the period of the account.


	KFRD

	TT-12-13
	BPA Rail Cars, Carrier Files, Hazardous Material
All material relating the four BPA-owned rail cars including drawings, file of commercial carriers in alphabetical order, and regulations pertaining to shipments of hazardous material.  See also EQ-18, Hazardous Waste Management Program.  (SF 115 N1-305-88-1 approved July 14, 1989)

Retention Schedule:
Retain in office until superseded or obsolete, and then destroy.


	TLOT

	TT-12-14
	BPA Substation and Storage Yard Shipping Destinations
Shipping destinations for all BPA substations and storage yards in alphabetical order.  (SF 115 N1-305-88-1 approved July 14, 1989)

Retention Schedule:
Retain in office until superseded or obsolete, and then destroy.


	TLOT

	TT-12-15
	Customs--Import/Export
Records of all import and export shipments made on behalf of BPA; special U.S. Customs forms required for import and export. Based on GRS 9/1(a)&(c).  (SF 115 N1-305-88-1 approved July 14, 1989)

Retention Schedule:

Destroy 6 years after the period of the account.


	TLOT

	TT-12-16
	Freight Rates
Material relating to freight rates from commercial carriers for studies and movement of BPA equipment and materials.  Based on GRS 9/1(a)&(c).  (SF 115 N1-305-88-1 approved July 14, 1989)

Retention Schedule:

Destroy 6 years after the period of the account.


	TLOT

	TT-12-17
	Rail, Truck, Ship Reports and Tracing Sheets
Material relating to shipment of BPA materials and equipment from the contractor’s plant to BPA by rail, truck, and ship. Based on GRS 9/1(a)&(c).  (SF 115 N1-305-88-1 approved July 14, 1989)

Retention Schedule:

Destroy 6 years after the period of the account.


	TLOT

	TT-13
	Land and Sea Vehicles
Material relating to assigning, scheduling, dispatching, operating, and maintaining land and sea vehicles in the course of official government business.  Includes heavy mobile equipment such as bucket trucks and cranes.  Does not include material about vehicular accidents or about the purchase, sale, transfer, exchange, or disposal of vehicles.  Based on GRS 10/1.  (SF 115 N1-305-88-1 approved July 14, 1989)

Retention Schedule:  Destroy when 2 years old.
	TLOU

	TT-13-11
	Fleet Management
Material relating to GSA fleet management [motorpools and vehicle assignments].  Based on GRS 10/7.  (SF 115 N1-305-88-1 approved July 14, 1989)

Retention Schedule:
In Office:  Active +3 years, and then destroy.


	TLOU

	TT-13-12
	Assignment Records
Material relating to assignment of BPA-owned vehicles.  Based on GRS 10/7/  (SF 115 N1-305-88-1 approved July 14, 1989)

Retention Schedule:
In Office:  Active +3 years, and then destroy.


	TLOU

	TT-13-13
	Service Requests
Material relating to the service and repair of government-owned vehicles.  Based on GRS 10/2(b).  (SF 115 N1-305-88-1 approved July 14, 1989)

Retention Schedule:

Destroy when 1 year old.


	Z

	TT-14
	Aircraft
Material relating to assigning, scheduling, and dispatching fixed-wing and other aircraft in the course of official government business.  Not included are records about accidents and the purchase, sale, transfer, exchange, or disposal of aircraft.  (SF 115 N1-305-88-1 approved July 14, 1989)

Retention Schedule:
In Office:  Active + 3 years, and then destroy.


	TC

	TT-14-11
	Fixed Wing
Material relating to the usage of fixed wing aircraft including registrations and insurance.  (SF 115 N1-305-88-1 approved July 14, 1989)

Retention Schedule:
In Office:  Active + 3 years, and then destroy.


	TC

	TT-14-12
	Helicopter
Material relating to the usage of helicopters including registrations, insurance, and noise complaints.  (SF 115 N1-305-88-1 approved July 14, 1989)

Retention Schedule:
In Office:  Active + 3 years, and then destroy.


	TC

	TT-14-13
	Flight Logs
Records of flight logs for all aircraft [fixed wing and helicopter].  Establish case files by type of aircraft and serial number.  (SF 115 N1‑305-88-1 approved July 14, 1989)

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

	TC

	TT-14-14
	Aircraft Maintenance
(a) Material relating to maintenance and alteration of each aircraft and of each engine, propeller, rotor, and appliance of an aircraft.  (SF 115 N1‑305-88-1 approved July 14, 1989)

Retention Schedule:
In office until superseded or obsolete, and then destroy.

(b)  Materials relating to total time in service for each aircraft.  (SF 115 N1-305-88-1 approved July 14, 1989).

Retention Schedule:
In office while aircraft is active, and then destroy. 


	TC

	TT-15
	Fuel
Material relating to the consumption of fuel for vehicles.  (SF 115 NC‑305-76-1 approved September 15, 1976)

Retention Schedule:
In office: 2 years, and then destroy.


	TLOU

	TT-15-11
	Fuel Utilization
Material relating to BPA’s fuel utilization.  (SF 115 NC-305-76-1 approved September 15, 1976)

Retention Schedule:
In office:  2 years, and then destroy.


	TLOU

	TT-15-12
	Fuel Logs
Material relating to BPA’s vehicle fuel logs.  (SF 115 NC-305-76-1 approved September 15, 1876)

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


	TLOU

	TT-15-13
	Fuel Inventory Report
Monthly reports of fuel inventory in fuel tank.  (SF 115 NC-305-76-1 approved September 15, 1976)

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


	TLOU

	TT-16
	Domestic Travel
Documentation of policies and procedures for travel for temporary duty travel entitlement.  Includes policies for groups such as apprentices, interviewees, guests, and witnesses.  Includes the Direct Bill Lodging Program.  Also known as temporary duty, or TDY.  See also TT-11, Employee Travel.  Based on GRS 9/4(a).

Retention Schedule:
Destroy when 2 years old.


	KFRD

	TT-17
	Foreign Travel
Documentation of policies and procedures for employee travel to foreign countries.  Includes travel coordination, internal approvals and foreign travel advisories.  See also TT-11, Employee Travel, and TT-11-11, Official Passports.  Based on GRS 9/3(a).

Retention Schedule:

Destroy when 6 years old.


	KFRD

	TT-18
	Relocations
Documentation of policies and procedures for employee relocations.  Includes eligibility, shipment of household goods, real estate claims, relocation income tax allowances [RITs], and temporary extensions.  Also know as permanent change of station [PCS].  See also TT-11, Employee Travel.  Based on GRS 9/4(a).

Retention Schedule:
Destroy when 2 years old.


	KFRD




	
	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.

BPA Storage (Headquarters) inactive storage   

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

