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Southeastern Power Adminismrarion (SEPA) is one of four power
markering administrations (PMA) within the Department of Energy
(DOE). Our mission is to market federal hydroelectric power a1 the
lowest possible cost 1o public bodies and cogperatives in the
Sourheastern United States in a professional, innovative, cystomer-
oriented manner, while conrinuing 1o meet the challenges of an ever-
changing electric urility environment through continuous
improvement. Power is generated from projects constructed and
operated by the Corps of Engineers. SEPA 1is responsible for
providing safe and reliable energy while fully repaying the Federal
investrnent, including interest and all annual costs in accordance with

~|Section 5 of the Flood Control Acs of 1944 — — — — — - — — —

Although, SEPA does NOt own any Transmission Systems or real
property our recaords are similar to those of the other PMAs and the
Bureau o f Reclamation within the Departmeny of the Interior, Prior
10 the establishmenr of the Depariment of Energy, Southeastern was
an agency Withinthe Department of the Interior.

Reference is made on SEPA’s SF-115s to Job Numbers for approved
SF-115s submitted by the Bureau of Reclamation and Bonneville
Power Administration for records that are similar to SEPA’s. Owr
program specialists agree with these referenced and approved

- s
%-- T——

e NSN 7540-00-634-4064
PREVIOUS EDITION NOT USABLE

Koir

L /‘Li\_é*,j,{,(&:/} If)ﬁ)/ 4)c 5"// Nwme

ETANDARD FORII 115 (REV 3-%&

Prasc bad
a C F! 1228




NI-388-00-01 (REVISED)

The Southeastern Power Administration SEPA was created in 1950 by the Secretary of Interior to carry
out the functions assigned to the Secretary by the Hood Control Act of 1944. In 1977 SEPA was
transferred to the Department of Energy (DOE). (SEPA) isone of four power marketing administrations
(PMA) within DOE. Its missionisto market federa hydroelectric power at the lowest possible cost to
public bodiesand cooperativesin the Southeastern United Statesin a professional, innovative, customer-
oriented manner, while continuing to meet the challengesof an ever-changingel ectric utility environment
through continuous improvement. Power is generated from projectsconstructed and operated by the
Corpsof Engineers. SEPA isresponsiblefor providing safe and reliable energy while fully repaying the
Federa investment, including interest and all annual costsin accordancewith Section5 of the Flood
Control Act of 1944.

Although SEPA does not own any transmission systemsor real property, itsrecordsaresimilar to those
of other PMAs and the Bureau of Reclamationwithin the Department of the Interior.

Reference is madeon SEPA's SF-115s to Job Numbersfor approved SF-115s submitted by the Bureau of

Reclamation and Bonneville Power Adminigtration for recordsthat are similar to SEPA's. SEPA program
specialistshavereviewed and agree with these referenced and approved retention periods.

OFFICE OF THE ADMINISTRATOR

The Administrator providesexecutive direction and exercises authority over the following organizational
elements: Legal Affairs, Division of Finance and Marketing, Division of Power Resources, and the
Division of Human Resourcesand Administration.

Administrator's Schedule of Daily Activities. The Administrator'sdaily activities; calendars,
appointment books, schedules, logs, diaries, and other records documenting his meetings, appointments,
telephonecalls, trips, visits, and other activitieswhileservingin hisofficial capacity as the Administrator
of Southeastern Power Administration (SEPA), excluding material sdetermined to be personal. The
assigned secretary or assistant maintainsthe Administrator's official calendar. File includes SEPA's
Weekly Report to the Secretary of Energy: the Administrator's schedule, Key Departmental News, Work
on Secretarid Initiatives, Pressinquiries, Freedom of Information Requests, Grants, Economic
Announcementsand Publications, Climate Change, and Disaster Assistance. The official record copy is
on one medium, paper. Annual accumulationis lessthan six (6) inches. Includescalendar of SEPA's Core
Team/Management Team (comprised of the division directorsand the administrator) also known asthe
'‘Command Group'.

Cutoff at the close of each calendar year
Paper copy printed by Administrator's Secretary or designeeat the end of each year.

PERMANENT: Transfer to offsite storagefive (5) yearsafter cutoff. Transfer to the National Archivesin
five-year blockswhen most recent record is 15 yearsold.

Electronic copy

TEMPORARY : Destroy (delete) when 2 yearsold
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Adminigtrator'sCorrespondenceFile. Correspondence maintained by the officeof the Administrator.
Filesare maintained by calendar year and copiesare arranged in chronological order withinthefile. The
official record ison one medium, paper, unlessotherwisespecified. Annua accumulationislessthan six
(6) inches.

Cutoff at the close of each calendar year

PERMANENT: Transfer to the National Archivesin five-year blockswhen most recent recordis 15 years
old.
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Legd Affairsprovideslega servicesand legal counsd todl programsof southeastern Power
Adminigration (SEPA). Material relating to interpretation of law, litigation, legidlation, and related
activities. Datamay be recorded on various mediaincluding paper, film, tape, disk, diskette, or CD. The
official record copy is on one medium, paper unless otherwise specified.

Legal AffairsPelicy or Precedent Material. Material which serves to establish policy or precedents
pertinent to future and continuing actionsfor law, litigation, and legidativeactivities. The official record
copy ison one medium, paper, unless otherwisespecified. Arranged by subject. Annual accumulation is
lesst han one (1) linear foot.
Place in inactivefile when policy is cancelled, superseded, or revoked.
Cutoff inactive file at the closeof each fiscal year
PERMANENT. Transfer to the National Archives five (5) yearsafter cutoff.

'REFERENCE: N1-115-94-9
L egidativeHistory Case Files. Cases regarding enacted legisation including the Federal Laws which
affect SEPA. Including a copy of the appropriationbill (asintroduced by the house), House billsand
resol utions(numbered), Senate billsand resolutions, and rel ated correspondence. The officid record cepy

ison one medium, paper, unless otherwise specified. Arranged by bill. Annual accumulationislessthan
one(1) linear foot.

Cutoff a thecloseof each fiscal year

PERMANENT. Maintain onsite for ten'(10) yearsafter cutoff or when volume warrantsand then transfer
to offsite storage. Transfer to the National Archives20 yearsafter cutoff,

N1-115-94-
CaseFilesRegarding Proposed and Enacted State Legislation. Casesrelatingto SEPA functions and
respons bilities. Cooperativeefforts between SEPA, other agencies, groups, or individualsand the states
in obtaining particular legidation. Includesre ated correspondence, copiesof legidation, surveysof

needed laws or amendments, hearings, and comments. The official record copy ison one medium, paper,
unless otherwisespecified. Arranged by subject. Annua accumulationislessthan one (1) linear foot.

Cutoff at the close of each fiscal year

PERMANENT. Maintain onsite for five (5) yearsafter cutoff and then transfer to offsite Storage. Transfer
to the National Archives20 yearsafter cutoff.

" Litigation and Appeals Case Files. Case filesrdlatingto alegal action or judicial proceedinigs

pertainingto that action, filed against SEPA or by SEPA asasuit in gither an administrative agency or a

, court. Theofficia record copy ison one medium, paper, unless otherwise specified. Including, but not

limited to:
Administrative litigation - includes documentation needed to prepare for hearing before a governmental

body such as a commission, board, or authority

" Judicial litigation - includes documentation needed to prepare for judicial proceedings before a body that

2
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5b.

6a.

6b.

6c,

may consistof ajudgeor judgesand ajury

Appeals- either administrativeor court, includesthe documentation prepared for submission to a higher
body for review, including transcripts of the original proceedings which led to the appeal, decisionsand
opinions, depositionsand exhibits.

Casefiles arranged by subject. Annua accumulation varies from less than one (1) linear foot to three (3)

linear fest.

Cutoff after issuance of final decision, uponfinal ruling, if appealed, or upon withdrawal of appeal. Break
fileat theend of each fiscal year.

PERMANENT. Maintain onsite for ten (10) yearsafter cutoff and then transfer to offsite storage.
Transfer to the Nationa Archives20 years after cutoff.

REFERENCE: N1-115-94-9
Litigation and Appeals Case Filesin which SEPA isa party or litigationin which SEPA isnot a party
but has a bearing on SEPA.
Cutoff at the closeof thefiscal year in which litigation is settled.

TEMPORARY . Maintain onsite for four (4) yearsafter cutoff and then transfer to offsite storage. Destroy
34 yearsafter cutoff.

REFERENCE: N1-305-90-2

Legal Issues that Affect SEPA. Issues, laws and legidation, inquiries, responses, and related documents
about laws and legidative mattersthat affect SEPA. Filed by subject.

Cutoff at the close of each fiscal year

TEMPORARY. Maintain onsite for four (4) yearsafter cutoff and then transfer to offsite storage.
Destroy 20 years after cutoff.

REFERENCE: N1-305-90-2

General Correspondence Pertaining to Law, Litigation, and Legislation. Correspondence on subjects
which are so general in nature that they cannot be filed under more specific subjects.

Cutoff at the close of each fiscal year
TEMPORARY . Destroy six (6) yearsafter cutoff.

Law, Litigation, and LegislativeMaterial Received by SEPA. Material not issued by or pertainingto
SEPA.

Cutoff at the close of each fiscal year
TEMPORARY . Destroy three (3) yearsafter cutoff.
Reports Pertaining to Law, Litigation, and Legislation.

Cutoff at the close Of each fiscal year ..
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TEMPORARY. Destroy five (5) yearsafter cutoff.

REFERENCE: N1-115-94-9
Legd Issues about | nter nal Management. Material includes inquiries and responses about issuessuch
as conflict of interest, insurance, taxes, bankruptcies, Government travel, budgetary, and other financial
ISSues except rate-making.
Cutoff at the close of each fiscal year

TEMPORARY. Maintain onsite for six (6) years after cutoff and then transfer to offsite storage Destroy
18 yearsafter cutoff.

REFERENCE: N1-305-90-2
Correspondence and Related Material Pertaining t0o the Maintenance of Law and Order. Case files
may consist of ; trespass and similar crimes occurring on SEPA property, theft, vandalism, unlawful entry,
unauthorized occupation of SEPA facilities, and illegd activitiesin SEPA facilities. The official record
copy m y be paper or eectronic.
Cutoff at the close of each fiscal year
TEMPORARY. Destroy five (5) years after cutoff.

REFERENCE: N1-115-94-9
CaseFiles Pertainingto Claims. Includes: damage clamsasaresult of fire or property damege, 1ot
Claims, settlement agreements, investigation reports, damage appraisals, legal opinions, correspondence
negotiating settlement or denia of claim, copiesof summons, subpoenas, complaints, court rulings, and
copiesof court proceedings in cases where litigationoccurs.
Cutoff file at the close of thefisca yeasin whichcase closesor settlement occurs
TEMPORARY . Destroy 10 years after cutoff.

REFERENCE: N1-115-94-9

Material Relating to SEPA Employees Testifying as Witnesses. Recordsrelating to participationin
judicial proceedings. Includes requestsand authorizations, depositions, and statements.

Cutoff at theclose of each fiscal year
TEMPORARY. Destroy five (5) years after cutoff.
. REFERENCE: N1-115-94-9
Decisgonsof the Comptroller General which invelve SEPA.
Gt off a the closeof each fiscal year
TEMPORARY . Destroy 10 years after cuitoff.

REFERENCE: N1-115-94-9



EINANCE AND MARKETING

Plan and direct SEPA's power marketing and rates, financial management, and competitive.strategies
(formerly integrated resource planning) programs. Appraisepresent and proposed power salescontracts
and determine adequacy of revenuesto meet repayment requirements. Negotiate, prepare, and administer
contractsfor the sale, purchase/interchange, and wheeling of power. Formulate policy, recommend
criteriaand prepare rates to meet repayment requirements, develop and implement SEPA's budget and
financial management activities, and promote competitive resource strategies and efficiency activitiesin
the Southeast.

Marketing and Rates

Develop, negotiate, and administer power contractsfor sale and wheeling of power and energy.
Responsiblefor performing power alocation analyses, determining and maintaining the adequacy of
southeastern rates and revenuesto recover costsand amortize Federal investment in hydroelectric power
facilities, preparing and maintaining salesrecordsand reports, developing projectionsrequiredin cost
allocation evaluation, purchase power estimationdistributionof revenues to projects, reviewingcustomer
load forecastsand preparing short and long-term system load projections, and preparing studiesto
determinesystem load diversity, losses, reserve requirements and other resource availability. Develop and
preparerate and repayment studies, including criteriaand policy, formulation of rate levels, structures,
and schedules, and the submission of the studiesto regulatory authorities and the justification of the
studiesto the regulatory bodiesand to customers.

12a.  Original Power Contracts: Origina contract, anendments, and supplements, together with
correspondenceof negotiation and administration, including such matters asallotment of water.
Includes correspondence specifically regarding contractsand executed repayment contracts, water
sales/delivery contracts/exchange of water, water rights, and interstate compacts. Case filesa phabetical
by customer name. The official record-copy ison one medium, paper unless otherwise specified. Annual
accumulationisless three(3) linear feet.

Cutoff at the close of the contract period, when a new contract is executed, or when the present contract
expireswithout renewal. Thefile may be broken at the end of the calendar year or when volumewarrants.

TEMPORARY . Retain 50 yearsor until no longer needed, whichever islonger. The agency will maintain
the current.(active) contract and the most recent prior contract onsite. Transfer expired contractsand
pertinent filesto offsite storage when the current contractisreplaced (it then becomes the most recent
prior contract). Store offsite for 50 yearsafter cutoff. Review for possible further retention at theend of
50 years.

12b.  Power Contract Negotiations. Draft contractsand notes relating to contract negotiations. Casefiles
alphabetical by customer name. The official copy may be either paper or electronic.

Cutoff when contract isfinalized and signed copiesarereceived.

TEMPORARY . Destroy three (3) monthsafter new contractisnegotiated and executed. Note: contracts
are negotiatedfor various time periods. The agency will maintain'contract negotiation files for active
contracts. Negotiation files must be retained until the new contract is negotiated and executed. Oncea
new contract is executed, Negotiation filesfor prior contractsare destroyed

12c.  Power Contract Correspondence. Correspondence of ageneral nature, not specifically relatingto a
contract or the administration of a contract. The official copy is on one medium, paper unlessotherwise

spexified.
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14a

14b.

Cutoff every two years at the end of the fiscal year
TEMPORARY . Destroy two years after cutoff. Do not transfer offsite.

Power MarketingPolicy. Recordswhich set forth the guidelinesthat Southeastern will follow in the
futuredisposition of power from a particular system. The policy establishes the marketing areafor system
power and deals with the allocation of power among or for the benefit of area customers. It also dedls
with utilization of area utility systemsfor essential purposes, wholesalerates, resale rates, and energy and
economic efficiency measures. Correspondence, studies, and general information pertaining to the
establishment of a power marketing policy for aspecific area. Case files alphabetical by system name.
The officia record copy ison one medium, paper unlessotherwise specified.

Cutoff when proposed policy is approved and finalized.

PERMANENT. Maintain onsite for five (5) yearsafter policy isreplaced and anew policy isfinaized
and then transfer to offsite storage. Transfer to the National Archives20 years after cutoff.

REFERENCE: N1-115-94-5

Rate and Repayment Material. Recordsrelating to Southeastern's methods, practices, and balances
owed the U.S. Treasury to repay the Government for itsinvestmentin the Federal projectsbuilt and
maintained by the Army Corps of Engineers. Includesrepayment policy studies, adegquacy of proposed
rates pursuant to studies on the effects of FERC regulations, alternative repayment methodol ogies, and
revenue requirement analyses, studies, and related documentation. In addition, rate material related to
power and transmission rate determination, revenue requirementsand rel ated matters before the Federa
Energy Regulatory Commission including preliminary, initial, supplemental and final rate proceedings. It
may include pre-initial proposed rate case discussions/communication with customers/parties with proper
notice, wholesal e power rates, transmission power rates, rate analysis, and rate filings and hearings.

Material relating to rates and repayment providedocumentation and support for Southeastern's adherence
to the statutory requirements and FERC regulations. These records document the implementation of
substantivepolicies and procedures. Retention of these material sallows orderly access to information
which may be required for reference and verification of Southeastern'shistorical repayment records,
repayment studies, policies, and adherenceto statutory and FERC requirements. A Repayment Study is
conducted annually for each of the four power systemsfor which SEPA has responsibility; a Rate Study
is undertaken every 5 years to determineif arate adjustment should be made. Executive summariesare
maintained in the Administrator's official file. The official record copy ison one medium, paper, unless
otherwise specified. Case filesare maintained alphabetically, oy Sbj et Annuad aCCllnudation

(eSS b L Lineir ]Q/e/\—
Cutoff file at the close of thefiscal year in which policy is canceled, superseded, or revoked.

NENT
% Maintain onsite for five (5) years after cutoff and then transfer to Offs\é,é storage. Destrev
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Rate and Repayment Correspondence.Correspondence of a general nature_not pertaining to a specific
system, company, project or repayment information pertaining to another power marketing administration
(Southwestern, Western Area, Bonneville, or Alaska) which isnot relevant to Southeastern. The official
copy may be paper or electronic, usually paper. Case files maintained al phabetical.

Cutoff at the close of each fiscal year

TEMPORARY. . Destroy .three(3) yearsafter cutoff.



15a.

15b.

16.

Competitive Resource Strategies

Competitive Resource StrategiesProgram devel ops new concepts, methods, and techniquesfor project
management of the energy efficiency program. Prepare assessments, eval uations, budgets, and technical
analysesfor maximizing energy efficiency program elementsfor projects throughout SEPA's power
marketing area. Conduct technical studiesto devel op new approachesto energy efficiency and renewable
energy problemsassociated with Southeastern's overal energy efficiency programand the Federa
Hydropower Transmission System.

Assess technical performanceand overall effectivenessof SEPA'scustomer and in-houserelated energy
efficiency activities. Review and make recommendationson individual energy efficiency program
activitiesand funding requirements. Monitor customer efficiency programs. Organize various energy
efficiency program activitieswith Federal/state/local agencies, utilities, other PMA's and other
organizationsincluding training in the area of ener gy efficiency and competitivenessto SEPA's
customers. Energy efficiency is part of SEPA's marketing effort, assisting end-usersof power facilitates
economic use of power, customer loyalty, and load retention. The official copy may be paper or
electronic. Case files maintained alphabetical.

Competitive Resource Strategies Policy. Competitive Resource Strategies procedure, technical studies,
and evaluationsrelating to SEPA or its program with determined|ong-termuse or value.

Cutoff at the end of the study or when policy or procedureis replaced.

TEMPORARY . Destroy five (5) yearsafter cutoff.

Other Competitive Resource Strategies |nformation. Records related to the competitiveresource
strategies, correspondence, agendas, customer's program eval uationsor assessment of the customer's
programs.

Cutoff at the close of eachfiscal year

TEMPORARY . Destroy two (2) years after cutoff.

Financial Management

Policy relating to budget, finance and accounting. Establish and maintain accounting system which meets
the requirementsof the Federal Energy Regulatory Commission, General Accounting Office, Office of
Management and Budget, Treasury Department, Department of Energy, and other power marketing
administrations. Examines operationand maintenance expenses at the Corps of Engineershydroelectric
projects over which SEPA has marketingjurisdictionto determinethat expenses are appropriate for
inclusionin SEPA's rate base.

Budget History. SEPA preparesa budget history each year. This budget history includes SEPA's Internal
Budget Review, SEPA's submission to the Office of Management and Budget, and SEPA's budget
presentation to Congress. The sectionson theinterna budget review and submission to OMB include
relevant policy statementsand backup materia relevant to theactual figures contained in the budget.

The Administrator

AppropriationsSubcommittee budget. information
mission, budget request,  budget reimbursements, power systems,
repayment, and rates, performance indicators, litigationinvolving

strategic planning, power marketing
strategies, and any other issues of concern.
8



17.

The budget history includes proposed appropriation languageand an executive budget summary. The
budget summary is broken down into smaller sections, which go into more detail and include SEPA's
missionstatement, SEPA's goal's, and the objectivesand strategies planned to achieve the goals. Also
included are any major or significant accomplishments, relevant issues concerning/involving SEPA,
alternative financing, obligation estimates, performance measures, etc. The-sections that go into more
detail include Program Mission, Program Funding Profile, Program Funding by Site, Program Direction,
Purchase Power and Wheeling, Revenuesand Receipts, System Statistics, and Power Marketed, Wheeled
or Exchanged by Project. The budget history is considered a permanent record since it is considered to
have historical value. The budget history providesa quick yearly overview of SEPA. The officia copy of
the budget history is paper. Arranged by budget year. Annual accumulationislessthan six (6)inches.

Cutoff at the close of each fiscal year
PERMANENT. Transfer to the Nationa Archivesfive (5) yearsafter cutoff.

Documentation of Accounting System (Financial Management System). Documentation of SEPA's
Accounting System provides specificationsof the hardware and software used in connection with the
accounting system. It also includesany program changes, lessons|earned, testing of the system, manuals,
contractswith vendorsfor hardware and/or software, what is expected of the system in termsof
performance, who has access to the system, the system administrator, and any other relevant information.
The official copy may be paper or electronic.

Cutoff at the close of thefiscal year in which the system is replaced.

TEMPORARY . Destroy six (6)yearsand three (3) months after cutoff. Maintain onsite for three (3) years
and three (3) months and then transfer to offsite storage.

ADMINISTRATIVENOQOTE: All other-actounting and budget records are covered under the Genera
Records Schedule.




POWER OPERATIONS

Coordinatespower operations with the Corps of Engineers(Corps), connected utilitiesand other partiesto
collect operating data including hourly energy generation quantities, loads, streamflow, water levels,
schedulesfor deliveriesand receiptsof power, and status of generating equipment. Scheduleall power
supplied by and to Southeastern Power Administration (SEPA), schedul estorage and release of water
controlled by SEPA, determine and schedul e pumping operationsto provide peaking power, administer
contractual operation requirements, providefor testing and maintenance of metering equipment, and
maintain power system operating records and prepare reports. Timely information must be utilized for
maintaining system integrity, analysisfor safety and efficienciesof operation, databaseentries, and billing
of power deliveriesunder SEPA's contracts.

Proiect Development and Power Management Policy

18a.  Project Development and Power Management Policy or Precedents M aterial. Material which serves
to establish policy or precedents pertinent to future and continuing actionsfor project development and

— pewer management. Arranged by project name. The officia record copy ison one medium, paper, unless

otherwisespecified. Annual accumulationisless than one (1) linear foot. -

Cutoff at the close of thefiscal year in which the policy was canceled, superseded, or revoked.
Placein inactive file when cancel ed, superseded, or revoked.

PERMANENT. Transfer to the National Archivesfive (5) yearsafter cutoff.
REFERENCE: N1-115-94-8

18b.  Project Development and Power Management General Correspondence. Correspondence of a
generd nature pertaining to project development and power management subjects. Arranged by subject or
project name. The official record copy ison one medium, paper, unless otherwise specified.

Cutoff at the close of eachfiscal year or when volume warrants.

TEMPORARY . Destroy 20 yearsafter cutoff. Maintain onsite for 10 yearsand then transfer to offsite

storage.
REFERENCE: N1-115-94-8

Engineering Studies

192 —Engineering Studies: Proposed projects. Materials that establish a history of SEPA in connection with
engineering, economic, and socia investigationsof proposed SEPA/Corps projectsto determinether
feasibility. Includes, but isnot limited to:

Technical correspondence, design data, drawingsand maps, technical engineering investigations, surveys,
economic and social data, environmental data, SEPA public noticesadvising of scheduled hearingsin
connection with proposed projects, transcriptsof public hearingsor communi cationsreceived from the
general public commentingon theproposed project, and/or comprehensiveriver basin plans.

Arranged by project name. The official record copy ison one medium, paper, unless otherwise specified.
Annua accumulation isapproximately two (2) linear feet.

Cutoff when the study is complete. Break file as needed.

PERMANENT. Maintain onsite for ten (10) yearsafter cutoff and then transfer to offsite storage.
Transfer to the National Archives 20-years after cutoff.

REFERENCE: N1-115-94-8
10



19b.

20a.

20b.

20c.

Geological Studies: A Geologica Study isonly undertaken if asoil problem related to the project site
arisesduring construction(e.g. Wolfcreek Grouting). Records document findingsof such studiesat
specificsite

Cutoff at the close of thefiscal year in which the study or related project is completed.
TEMPORARY . Destroy 20 years after cutoff. Maintain onsite for five (5) yearsafter cutoff and then

transfer to offsite storage.

Dispatching-Scheduling

Corpsof EngineersDaily Operating L ogs. Reportsreceived from Corpsof Engineersprojects. The
Logs containthe following information: (1) Date, (2) Gross Generation, (3) Peak Generationfor the Day,
(4) Water Elevation and Head, (a) Pool Elevation, (b) Tail, (c) Gross Head Feet; (5) Reservoir Discharge,
(6) Reservair Inflow; (7) Wind Directionand Vel ocity. The Logs or Daily Operation Reportsshow hourly
generation for each unit and hourly pool and tailraceelevationsand hydrologic datareceived from each
Corps project in Southeastern Power Administration's area of operations. Records are arranged by project
and then chronologically by date.

Multi-purposeused by Billing and Engineering. Needed for Billing six (6) yearsand three (3) months.
Needed for Engineeringno more than ten (10) years. Prior to 1998 the official record copy medium was
paper. Beginningin 1998, the officia record copy could be paper or electronic.

Cutoff at the closeof each calendar year

1. Paper copy

TEMPORARY . Destroy 15 years after ‘cutoff. Maintain onsite (in office) for 5 yearsand then transfer to
offsite storage.

2. ElectronicVersion

TEMPORARY . Destroy 15 years after cutoff. Maintain onsite. Transfer to offsite storageis NOT
authorized.

Power Station Operator'sL ogs. Logs maintained by SEPA of power station operations. Log entries of

all changesand phone conversations. The conversations could be with companies, the Corps, customers,
or utilities, any conversationthat would impact operations. Arranged by date. The official record copy is
on one medium, paper, unless otherwise specified.

Cutoff at the close of each calendar year

TEMPORARY . Destroy 15 years after the cutoff. Maintain onsite for 5 years and then transfer to offsite
Storage.

Power -dispatching Center s Correspondence. Correspondence and other material regarding power-
dispatchingcentersused for SEPA purposes(dispatch of water) or as shared with the Corpsof Engineers,
utilities, or customersin a combined waterpower dispatch system. Administrativecorrespondence
between SEPA and USACE (4 digtricts), Power Utilities, and Customersdealing with varioustopicsfrom
questionsrelating to specific policy issues to power generating schedules. The official record copy could
be paper or electronic.

Cutoff at the close of each calendar year or when volumewarrants
11



20d.

20e.

2la

21b.

1. Paper copy

TEMPORARY . Destroy 20 yearsafter cutoff. Maintain onsite (in office) for 10 yearsand then transfer to
offsite storage.

2. Electronic Version

TEMPORARY . Destroy 20 years after cutoff. Maintain onsite. Transfer to offsite storageisNOT
authorized.

Project Check-Out Sheets. Used to record numbers from projectsreceived verbally by phone at the top
of the hour. Thisinformationislater input into the computer system. A different sheet i s used each hour,
accumulating 24 sheetsdaily and 365 daysyearly. The officia record is on one medium, paper.

Cutoff at the close of each month
TEMPORARY. Destroy one (1) year after cutoff.

Weekly Scheduling Correspondence. Confirmationof minimumand excess energy. Relatesto Billing.
All accounting records are retained six (6) yearsand three (3) months. Arranged by project. The official
record copy may be paper or electronic.

Cutoff at the close of each fiscal year

TEMPORARY . Destroy six (6) yearsand three (3) monthsafter cutoff. Maintain onsite for three(3)
years and three (3) monthsafter cutoff and then transfer to offsite storage.

Power Accounting

Billing. Copies of power invoices generated to customers per individual contract; includes backup
information, schedules, and billing information. Relates to Billing. All accounting recordsare kept six (6)
years and three (3) months. Arranged in aphabetical order by customer name. The officia record copy is
on one medium, paper.

Cutoff at the close of each fiscal year

TEMPORARY . Destroy six (6) yearsand three(3) monthsafter cutoff. Maintain onsite for three (3) years

and three (3) monthsand then transfer to offsite storage.

Correspondencefor Billing Files. Confirmation of power generated per theindividual contract. Shows
actua Energy (Mwh) and Capacity (MW) for billing purposes and listsany service interruptionsduring
the billing period. Relatesto Billing. All account recordsare kept six (6)years and three (3) months.
Arranged by customer namein alphabetical order. The officia record copy may be paper or eectronic.
Cutoff at the close of each fiscal year.

TEMPORARY . Destroy six (6) yearsand three (3) monthsafter cutoff. Maintain onsite for three (3) years
and three (3) months and then transfer to offsite storage.
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22a.

22b.

23a.

23b.

Reports and Statistics

SEPA Reportsand Statistics. Reportsand/or records regarding the operation and maintenance of
projects. Summary statistics of project data, outagereports, pumping reports engineering reports, etc.,
generated by SEPA. Record copy may be paper or electronic. Annual accumulation isless than two (2)
linear feet.

Cutoff every two years at the close of the fiscal year.

TEMPORARY . Destroy 20 years after cutoff. Maintain onsite for 10 years after cutoff and then transfer
to offsite storage.

Other Reportsand Statistics. Reportsand/or records regarding the operation and maintenance of
projects. Summary statistics of project data, outage reports, pumping plant reports, engineering reports,
ElA-411, EIA-714, FERC Form 1, FERC Form 12, etc. not generated by SEPA. The official record copy
ison one medium, paper.

Cutoff every two years at the close of the fiscd yesr.

TEMPCRARY. Destroy ten (10) yearsafter cutoff. Maintain on site for five (5) years after cutoff and
then transfer to offsite storage.

Power Production and Planning

Power Resource Production and Planning. Production and planning of transmission, allocation, water and
power policies, energy studies, upgradesand potential upgradesof existing projects, financial planning
casefilesfor non-federa sponsorsand third party financial projects, operations case files, and reports
(daily, weekly, monthly, and yearly). Case files are arrangedin alphabetical order by project. The official
record copy ison one medium, paper. Annual accumulation isless than one (1) linear foot.

Cutoff when study ends or project isretired. Break file as needed.

1 - Power Production and Planning - Policy Formulation. Material relating to SEPA policy
formulation.

PERMANENT. Transfer to the National Archives20 years after cutoff.
2 —-Power Production and Planning- Administrative. Materia relating to administrative functions.

TEMPORARY . Destroy 20-years after cutoff. Maintain onsite for two (2) years after cutoff then transfer
to offsite storage.

Planning Commission, Committees,and Commissioner'sM eetingsMinutes and Reports. Officia
copies of minutesand reports-from meetingsissued by the board or committee (commissions,
committees, task forces, consulting boards, and commissioner's meetings) and sent to SEPA. For
example, Alabama-Coosa-Tallapoosa/Apalachicola-Chattahoochee-Flint (ACT/ACF) River Basin
Compact. Arranged in case filesin a phabetical order. The official record copy is on one medium, paper,
unlessotherwise specified. Annual accumulation isapproximately two (2) linear feet.

Cutoff at the close of each fiscal year
PERMANENT. Transfer to the National Archives upon issuance of final report, When
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!
commission/committee/task force/board becomes inactive and is N0 longer functioning, or when volume
warrants. | :

REFERENCE: N1-115-94-8

23c.  Commissions, Committees, and Professional Societies. Materials received or created by SEPA aspart
of the planning and program devel opment for major multi-agency projectsin which SEPA playsan active
role. Materialsmay include: technica correspondence, studies, investigations, reviews, reports, informal
minutes of meetings, plans, organizationa data, or project development materials. For example,
southeastern Electric Reliability Council (SERC), North American Electric Reliability Council (NERC),
FloridaReliability Coordinating Council (FRCC), VirginiaCarolinasRegion (VACAR), etc. Record copy
may be paper or electronic.

Cutoff at the closeof each fiscal year

TEMPORARY. Destroy 10 years after cutoff. Maintain onsite five (5) years after cutoff and then transfer
to offsite storage.

REFERENCE: N1-115-94-8

23d.  River Basin Authoritiesor Administrations. Materiaspertainingto authorities, administrations, and
commissionseither proposed or established to administer materia resources and their devel opment
programsfor river basins, or watershedsin geographica areas of primary interest to SEPA. Materid smay
includestudies, investigations, reviews, minutesof meetings, transcriptsof public hearings, and
legidativeproposals. The official record copy is on one medium, paper, unless otherwisespecified. Filed
in casefiles. Annua accumulation isapproximately two (2) linear feet.

Cutoff at the close of each fiscal year. |

PERMANENT. Transfer to offsite storage 10 years after cutoff or whenvolumewarrants. Transfer to
the National Archives30 years after cutoff.

REFERENCE: N1-115-94-8

23e.  Water Resources Data. Datareceived in the form of books, maps, charts, memos, etc: and consisting of
records of stage, discharge, and water quality of streams, stage and contents of lakes and reservoirs, and
water levels in wells, discharge recordsfor gauging stations, rel eases from flood control reservoirs, watet |
quality for gauging stations, and water level sfor observation wells. Also, included are anayses of
hydrologic data, surface water, ground water, water quality, flow rates, gauging stations, lakes, reservoirs,
chemical analyses, sediments, water temperature, water levels, and water analyses. This information is
used asthebase to perform studies conducted by SEPA associ ates, Information is primarily received from
the U.S. Geological Survey. Theofficia record copy ison one medium, paper, unless otherwise
specified. Filed by project. Annual accumulation i s approximately two (2) linear feet. "~

Cutoff at the close of each calendar year
TEMPORARY . Keep until no longer needed for reference not to exceed discontinuance of program.

ADMINISTRATIVE NOTE: All copies other than the record copy may be destroyed at user's discretion.



24a.

24b.

24c.

24d.

Environment Compliance M t

Environment Complianceand M anagement Policy M aterial. Material which servesto establish
policy, procedures, or precedents pertinent to futureand continuing actions for environmenta compliance
and management activities. Data may be recorded on various mediaincluding paper, film, tape, disk,
diskette, or CD. The official record copy ison one medium, paper, unless otherwisespecified. Annud
accumulation isless than six (6) inches.

Cutoff at the close of the fisca year in which policy or procedureis cancelled, superseded, or revoked.
Placein inactive file when policy is cancelled, superseded, or revoked.

TEMPORARY. Destroy 20 years after cutoff. Maintain onsite ten (10) years after cutoff and then transfer
to offsite storage.

Clean Water Act Environmental Compliance and Management Correspondence. Correspondence
of a generd nature pertaining to environmenta compliance and management of the Clean Water Act
issued by or that relatesto SEPA.

Cutoff at the close of each fiscal year

TEMPORARY. Destroy 20 years after cutoff. Maintain ensite for ten (10) years after cutoff then transfer
to offsite storage.

REFERENCE: N1-115-94-7

SEPA Environmental Compliance and M anagement Gener al Correspondence. Correspondenceof a
general nature pertaining to environmental complianceand management subjectsincluding the Clean Air
Act, the National Environmental Policy Act (NEPA) complianceactivities, environmental analysis,
management studies, endangered speciésact, environmental assessment and eval uation methodol ogy,
natural resource protection and management programs, and environmental commitment that relatesto
SEPA.

Cutoff at the close of each fiscal year

TEMPORARY . Destroy 15 yearsafter cutoff. Maintain onsite for five (5) yearsafter cutoff and then
trandfer to offsite storage.

REFERENCE: N1-115-94-7
Non-SEPA Environmental Complianceand M anagement Gener al Correspondence. Correspondence
of agenera nature pertaining to environmenta complianceand management subj ectswhich doesnot
relateto SEPA. Including: cultura resources, wildliferesources, fish resources, hazardous waste, nuclear
wagte storage, NEPA compliance activities, environmenta analysis, management studies, the endangered
speciesact, mineral resources, clean water act permits, clean air act, environmental assessment and
evaluation methodol ogy, pest management natural resource protectionand management programs, and
environmental commitment.
Cutoff at the close of each fiscd year
TEMPORARY . Destroy three(3) yearsafter cutoff.

REFERENCE: N1-115-94-7
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24e. Reviewand Approval Processfor Environmental Assessments (EA's), Environmental | mpact
Statements(EIS's), and Categorical Exclusions. Materid relating to the review and approval process
for Environmental Assessments (EA's), Environmental Impact Statements(EISs), and Categorical
Exclusions; including, Signed Findingsof No Significant Impact (FONSI's), approved EA's, Public
Involvement Plan (if applicable), public comment letters, and Federal Register noticesare considered
essential NEPA documentsfor thisfile. Essentiad NEPA documentsinclude drafts of statements, notices
of intent, public comment letters, public hearing notes, DOE transmittal letters, final EISs and comments
on thefinal EIS. May also include other supplementary material created in the course of the EA, EIS,
Recordsof Decision (RODS), and Categorical Exclusion preparation. Individua EA, EIS, and
Categorical Exclusion are case-filed by project name. The official record copy is on one medium, paper.
Annua accumulationislessthan one (1) linear foot.

Cutoff at the close of the fiscal year in which preparation of final statement or record of decision occurs
whicheverislater. |

Break file as needed.

PERMANENT. Maintain onsite for 15 yearsafter cutoff and then transfer to offsite storage. Transfer to
the National Archives 30 yearsafter cutoff.

REFERENCE: N1-305-90-2
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25a,

HUMAN RESOURCES AND ADMINISTRATION

The Human Resources and Administration Division plans, develops, and coordinates the various
functions of Human Resources, Administrative Management, and Support Services within Southeastern
Power Administration (SEPA). Human Resources includes the Personnel Program, Diversity Program,
and Safety and Health Program. Administrative Management includes Public Affairs, Freedom of
Information, Security, Emergency Management, Management Control, Self-Assessment, In-House
Energy Management, Strategic Planning, Total Quality Management, and Organizational Analysis.
Support Services is primarily Information Resources Management and Procurement/Contracting and

Property Management.

Administrative Management

Administrative Management Policy. Material that serves to establish policy or precedent pertinent to
future and continuing actions for administrative management activities. Includes policy for Personnel,
Telecommunications, Data Processing/Computer Security, Records and Information Management, Public
Affairs, Procurement/Contracting and Property Management. Formal Directives distributed as circulars,
manuals, or handbooks announcing changes to Southeastern policies and procedures. Items are filed by
subject. The official record copy is on one medium, paper, unless otherwise specified. Annual
accumulation is less than six (6) inches.

Cutoff inactive file at the close of each fiscal year
TEMPORARY. Maintain until canceled, superceded or revoked.

REFERENCE: NI1-115-94-3

NACK oppoved
Cutoff when Tetated-pelicy is replaced, superseded, or revoked. . ot ke Cﬂ(,
TEMPORARY. Destroy when no longer needed for refereénce-or-at-the end of 2 years whichever is

sooner. e SO

—

26a.

26b.

Administrative Management General Correspondence Files. Correspondence of a general nature
pertaining to administrative management subjects; internal committees and meetings, the assignment and
reassignment of functions, operational planning, management analyses and surveys, staff-year
requirements and utilization, and emergency planning. The official record copy may be paper or
electronic.
Cutoff at the close of each fiscal year
TEMPORARY. Destroy six (6) years after cutoff.

REFERENCE: N1-115-94-3
Administrative Management Subject Files: Copies other than the official record copy.
Cutoff at the close of each fiscal year
TEMPORARY. Destroy three (3) years after cutoff.

REFERENCE: N1-115-94-3
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26c.  Outside Correspondence and Reports - Other Power Marketing Administrations and DOE
Headquarters Correspondence and reports received, but not generated by Southeastern, generally
pertaining to other Power Marketing Administrations and DOE Headquarters. Sent to Southeastern for
informational purposes or because distribution is made to all Department of Energy Field Offices, 'for
example, information relating to the nuclear or coal industry, not applicable to Southeastern, but which
Southeastern must submit a "negative reply" or a reply stating it is "not applicable." The record copy may
be either paper or electronic.

Cutoff at the close of each fiscal year
TEMPORARY. Destroy three (3) years after cutoff.

27a.  Reports pertaining to Administrative Management. Southeastern's input to the Secretary of Energy's
Annual Report to Congress and one copy of the actual report submitted to Congress. Southeastern's
Annual Report and the back-up material.

The official record is on one medium, paper, unless otherwise specified. Files are arranged by subject.
Annual accumulation is less than six (6) inches.

Cutoff at the close of each fiscal year

PERMANENT. Maintain onsite for five (5) years after cutoff and then transfer to offsite storage. Transfer
to the National Archives ten (10) years after cutoff.

REFERENCE: N1-115-94-3

eﬂamg—t&Adanmstra&mManagement—Gop;es-c}f reports-other-than-the-official — .

| VAL appros
e of each fiscal year M We

TEMPORARY. Destroy when 1t

record copy.

er needed for reference or at the end of 2 years whichever is later.

's Annual Report: copies for distribution will be
(20 -30 copies) will continue to be

ADMINISTRATIVE NOTE REGARDING Southeas
maintained for ten (10) years. After the initial ten years, a sma

kept for possible distribution. The number will be reduced again 20 years a ublication to

approximately 15 copies. After 30 years, the number stored for distribution will be redueed to five (5)

copies. T—
28. Material regarding the orgamzatlon/reorganlzatlon of SEPA Includes the estabhs‘}imexr;t“ o

discontinuance of offices, selection of location, change in location, and organization charts.
Organizational Charts and reorganization proposals, including correspondence pertaining to any proposed
reorganization, regardless of whether or not approved by the Department of Energy 'Headquarters. The
official record copy is on one medium, paper, unless otherwise specified. Files arranged by subject.
Annual accumulation is less than six (6) inches.

Cutoff at the close of each fiscal year

PERMANENT. Maintain onsite for five (5) years after cutoff. Transfer to the National Archives in 5-year
blocks when the most recent record is 20 years old.

REFERENCE: N1-305-90-1
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29a.  CooperativeM anagement Agreements. Cooperative management agreements including Memorandums
of Understanding (MOU), Memorandumsof Agreement (MOA), or similar agreements, either inter- or
intra-agency, which document Southeastern's relationship with other public agencies or private parties,
for purposesof mutual assistance. Including material spertainingto Southeastern's participation in the
planning, design, development, research, construction, rehabilitation, or management of irrigation
systems, munici pal water projects, water delivery systems, individual features and structures for other
government agencies and private or industrial users. Materialsshould also include research and
development agreements with collegesand universitiesor privateindustry. Also include all supporting
materialsthat describe the project or program and its activities, administration, and management.
Including:

MOU, MOA, or similar agreement

Technical correspondence, not covered elsawherein schedule
Studies, investigations, reports

Grants

Design data, drawings, related documentation Safety eval uations
Operation and maintenanceplans

Public comments and transcriptsof public hearings

The officia record copy is on one medium, paper. Filesare arranged by subject. Annual accumulationis
lessthan six (6) inches.

Cutoff after agreement is completed or terminated. Break files as needed.

TEMPORARY. Destroy 75 yearsafter cutoff. Maintain onsite for five (5) years after cutoff and then
transfer to offsite storage.

e

at the end of 2 years Whlchever is

Cutoff after agree ompleted or terminated. Break files as needed.

TEMPORARY. Destroy when no longer needed for retere
Sooney.

30. Core Team/Management Team M eeting Notes. Core Team/Management Team (comprised of the
division directorsand the administrator) meeting notes/minutes. The official record copy is onone
medium, paper, unless otherwise specified. Files arranged by subject. Annual accumulation is lessthan
six (6) inches.

Cutoff at the close of each fiscal year

PERMANENT. Maintain onsite for five (5) years after cutoff and then transfer to offsite storage.
Transfer to the National Archives 10 yearsafter cutoff.

31 PhoneDirectory. Agency's internal phonedirectory which lists all employees and includesthe
employee's home address and phone number. The official record copy may be paper or electronic, usualy

paper.
TEMPORARY . Destroy/delete when informationis updated or superceded by new data.

32a.  Congressional Investigations pertainingto SEPA. Material could include results of investigation,
sudiesof activitiesof Congressond Committees, conduct Of investigation, information on agtivities of
committee, analyses of commiithé& reports, committee recommendations, and Southeastern's replies. The
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officia record copy ison one medium only, paper. Annual accumulation islessthansix (6) inches.

Cutoff after close of investigation. Break fileas needed.

PERMANENT. Maintainonsite for 10 yearsafter cutoff. Transfer to the National Archives 10 yearsafter
cutoff.

REFERENCE: N1-115-94-3

32b. Non-SEPA Congressional I nvestigations. Congressional InvestigationsNOT pertaining to
Southeastern.

Cutoff at the close of the fiscal year
TEMPORARY . Destroy five (5) yearsafter cutoff.

33a  Routine SEPA Conducted Audits— No ReportableFindings. Audits conducted by SEPA, excluding
the Federal Managers Financial Integrity Act (FMFIA), the Department of Energy, the Genera
Accounting Office, the Inspector General'soffice, and others. Auditsare routine, internally driven
planned programor single purpose investigations, may involve departmental programs, operations, and
procedures, and audits of contractorsand grantees. Material relating to impendingauditsor reviewsand
resultsof planning surveysand auditswhich result in no reportable findings. Includesfollow-up
activities, audit reports, correspondence, memorandums, and supporting working papers.

Cutoff at the close of the fiscal year in which caseis closed. Break file as needed.
TEMPORARY . Destroy eight (8) yearsafter cutoff.

REFERENCE: N1-305-88-1. _-

33b.  Routine SEPA Conducted Audits— ReportableFindings Audits conducted by Southeastern (excluding
FMFIA), the Department of Energy, the General Accounting Office, the Inspector General's office, and
others. Audits either of aroutinenature or specificin nature, internally driven planned program or single
purposeinvestigations, may involve Departmenta programs, operations, and procedures, and audits of
contractorsand grantees, Material relating to impending audits or reviewsand results of planning surveys
and audits which result in reportable findings. Includesfollow-up activities, audit reports,
correspondence, memorandums, corrective action plans, and supporting working papers.

Cutoff at the close of thefiscal year in which caseis closed. Bregk file as needed.

TEMPORARY . Destroy 25 years after cutoff. Maintain onsite for 10 years after cutoff and then transfer
to offsite storage.

REFERENCE: N1-115-94-3

33¢c. SEPA Conducted FMFIA Audits. Reviewsor audits conducted under FMFIA. Materia relatingto the
annua Summary Management Reviewsof SEPA's programs and administrativefunctions, to the
Administrator'sannual Assurance Memorandumto the Secretary of Energy on SEPA's internal control
and accounting systems, and to Internal Audit's annua review of SEPA's accounting system asrequired
by the FMFIA.

Cutoff at the close of thefiscal year of the report if no material weaknessor reportableitems arereported
. or theend of thefiscal year in which the correctiveastion has been comipleted.
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TEMPORARY. Destroy five (5) yearsafter cutoff.

33d. GAO ReportsRelatingto PMAs. General Accounting Office Reportsrelating to the Power Marketing
Administrations.

Cutoff at the close of thefiscal year in which the final report isissued.
TEMPORARY . Destroy 15 yearsafter cutoff. -

ce-Reports-NOT-relatingto-the Power—

Nk agerntd

Cutoff at the close of the fiscal year in wiich-the final report is issued. V\DJ( U\U«&,C&

TEMPORARY . Destroy three (3) yearsafter cutoff.

34a.  Management Reviews. Management Reviews, Staff Studies, or Management |mprovement Projectsas
analyses of administrativepolicies and procedures. Includes, but not limited to:
Organizationand methodsstudies
Records management studies
Work simplificationand standardizationstudies
Workload and work distribution analyses
Intermediate progress reports and correspondence
Fina survey reportsand documentationof actionstaken asadirect result of the survey
Revenueenhancements
A-76 reviews
National Performance Review
Human resources devel opment and management strategy
Strategic Plan: Southeasterii's Submission to the Department of Energy Headquartersand
action plan. (The Strategic Plan replaces Southeastern's Annua Management Plan)
- Quality Management and Performance Measures for Southeastern cation
NXE. Peeatmcyl CoprY °€ StvokeaC Plaaa ((c}l VA L (ﬁ"l‘fw’:‘:}"hug
Theofficial record copy may be paper or electronic. ; oL
aGtinty Contrrence iw

Cutoff at the closeof each fiscal year
TEMPORARY . Destroy 10 years after cutoff.
REFERENCE: N1-115-94-3

34b.  Management ReviewsBackground Data. Recordsaccumulatedin the collectionof datafor or duringa
management review or staff study. Includesnotes, statistical data, working documents, copiesof
directives, and operating procedures, chartsand similar material collected for fact-findingor backup
purposes. The official record copy may be paper or electronic.
Cutoff at the closeof thefiscal year in which thereview or study is completed. Break file as needed.

TEMPORARY . Destroy six (6) months after find action on project or three (3) years after completion of
reportif no final actionistaken.

REFERENCE: N1-115-94-3
34¢c. " Material for consolidationand submissionof the plan that accumul atesfrom the process of establishing

and reporting on short,mid-, and long-range management objectives. Includes, but not limited to
21



secretarial, directorial, divisional, and locally monitored objectives:
Specifictasks
Progressreports
Major problemsand accomplishmentsin meeting the management obj ectivesestablished by the plans
Related correspondenceand documents
Theofficia record copy may be paper or electronic.
Cutoff at the close of each fiscal year
TEMPORARY . Destroy 10 yearsafter cutoff.
REFERENCE: N1-115-94-3

Material submitted by a contributing office or team for the report on short, mid, long-range management
objectives. The official record may be paper or electronic.

Cutoff at the close of each fiscal year

TEMPORARY . Destroy two (2) years after cutoff or when no longer needed for reference, whichever is

ealier.
REFERENCE: N1-115-94-3

Strategic Planning I nfor mation. Meeting minutes, team rec mmendatlons and plannin otes The 7
official record copy may be paper or electronic.  aJote: .k CG ‘C A

{‘lcotm LHIL( {’w(ol(m!mn Mhster
. Fi VA) Ajf/#\(&/ COWfL&:fM

TEMPORARY . Destroy five (5) yearsafter cutoff.

Cutoff at the close of each fiscal year

: der—
he FOIA, consisting of the original request, a copy of the reply, and all related supporting files which

Cutoff at the close of each fiscal year

TEMPORARY . Destroy two (2) years after cutoff. (GRS 14) \

36.

Internal Delegation of Authority. Internal Delegation of Authority applies to SEPA's in-house
delegation of authority and responsibility to officials, includes but not limited to:

Delegation of signatory authority

Designation of technical representatives

Deputization of Southeasternemployees

Delegation of procurement authority

Designationof Privacy Officer

Freedom of Information Act Officers

Designation of imprest fund cashier

Agents to receive checks

Individuals assigned fiscal responsibilities
Individuals designated as special program managers, for example, Federal Women's Program Manager,
Equal Employment Opportunity Counselor, Combined Federal Manager, etc.

22



37a

37b.

38a.

38b.

The officia record copy may be paper or electronic.
TEMPORARY . Destroy when superceded, revoked, withdrawn, or expired
REFERENCE: N1-115-94-3

M eetingsHosted by SEPA. Materia related to conferences, meetings, congresses, conventions, and
workshopshosted by Southeastern, for example, Team Cumberland Alliance, etc. Includesagendas,
meeting notes, copies of handouts, list of actua attendeesand company or agency represented, list of
items accomplished and proposed agendafor the next meeting. Southeastern usually prepares and gives
each attendee a notebook with the agendafor the meeting and copies of al handouts. The official record
copy ison one medium, paper.

Cutoff at the closeof each fiscal year
TEMPORARY . Destroy 10 years after cutoff.

ADMINISTRATIVENOTE: Copiesother than the official record copy should be destroyed after the
meeting or when no longer needed for reference.

M eetingsAttended by SEPA. Materid related to SEPA and Departmental conferences, meetings,
congresses, conventions, and workshops. Includes arrangementsfor accommodationsand services,
approvalsof attendancefor meetings, conferences, and workshops, and information on upcoming
conferencesand workshops. The official record copy may be paper or electronic.

Cutoff at the close of each fiscal year
TEMPORARY . Destroy three(3) yearsafter cutoff.

Emer gency Operation Plans. Emergency operation plansfor SEPA, which identifiesthe agency's
mission and program responsibilitiesunder

emergency conditions. Includesnatural disastersand internal disorder including bomb threatsor actual
bomb damage to installations. The official record copy is on one medium, paper, unlessotherwise
specified. Annua accumulationis lessthan six (6) inches.

Cutoff at the close of each fiscal year

PERMANENT. Maintain onsite for ten (10) years after cutoff. Transfer to the National Archives30 years
after cutoff.

REFERENCE: N1-115-94-3

Emergency Operation Plans— Background. Background material accumul ated by officesresponsible
for preparation and issuance of plansand directivesfor emergency operation plans. Recordsinclude, but
arenot limited to operational plans, contingency plans, prevention plans, emergency procedures,
compliancewith regulatory requirements (federal, state, and local government), release forms,
correspondence, and other related records. Consists of one copy of each plan or directiveissued. Also,
includedis SEPA's list of critical personnel in the event of any disaster or shutdown. The official record
copy may be paper or ‘electronic.

Cutoff after any changeto the plan, directive, or list of critical personnel isissued. Break fileat theclose
of eachfiscal year.

TEMPORARY. Destroy three(3) yearsafter cutoff.
23



REFERENCE: N1-115-94-3

39. Information M anagement Policy. Material which servesto establishpolicy or precedentspertinent to
future and continuingactionsfor recordsand information management activities. Correspondence,
handbooks, indexes, or guides, and other materid related to systemsdevel oped and prescribed by SEPA
for the Numberingand Filing of correspondence, reports, publications, and other formats. The officia
record copy ison one medium, paper, unless otherwise specified. Includes:

Drawings

Maps

Field books

Identification and filing of photographs
Audio visua

Electronicfiles

Microfilm

Directives

TEMPOARARY. Maintain until canceled, superceded or revoked.

40. Joint Committeeon Printing (JCP) Report Files. Reportsto Congress and rel ated records. Agency
report to JCP regarding operation of Class A and B Plants and inventories of printing, binding, and related
equipment in Class A and B Plantsor in storage.

Cutoff at the close of eachfiscal year

TEMPORARY. Destroy five (5) yearsafter cutoff. (Exception to GRS 13, item, 53)

Public Affairs

Southeastern Power Administration's(SEPA) Public Affairscollects, assembles, preparesand distributes
information concerning the mission, programsand accomplishmentsof SEPA. Public Affairsis
responsiblefor maintai ning effectiveworking rel ationshipswith members of the news mediaand the
public as well aswriting and distributing news rel eases, brochures, other publications, and preparing and
coordinating responsesto inquiriesfrom the news media and the public. Public Affairsalso coordinates
the production of a quarterly newsdletter to SEPA's customersand the SEPA Annua Report, maintainsan
up-to-dateaudio visual presentation on SEPA for presentation to visiting officialsand at meetings, and
arrangesmeetings, specia events, and coordinatesSEPA's participation in events planned by other
organizations.

41a.  Public AffairsPolicy. Materia which servesto establish policy or precedents-pertinent to future and
continuing actionsfor public information activities. Arranged by subject. The official record copy ison
one medium, paper. Annua accumulationislessthan onelinear foot.

Cutoff at theclose of fiscal year that policy was cancelled, superseded, or revoked. Place in inactivefile
when cancelled, superseded, or revoked.

PERMANENT. Transfer to the National Archivesfive(5) yearsafter cutoff.
REFERENCE: N1-115-94-1
41b.  Public AffairsGeneral Correspondence. Correspondence of a general nature pertainingto public affairs
subjectsregarding communications with the general public, press, private organizations, and other

Government Agencies. |ncludesinformation on external communications, public opinion, and distribution
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41c,

41d.

4]e.

Foal A
{ .

of information through mass media. The official record copy may be paper or electronic. Filed by subject.
Cutoff at the close of each fiscal year
TEMPORARY. Destroy six (6) yearsafter cutoff.

REFERENCE: N1-115-9%4-1

Public AffairsSubject Files. Public Affairssubject fileswhichincludes material received by SEPA that
was not generated by SEPA or regarding SEPA. The officid record copy may be paper or electronic,
usually paper. Filed by subject.

Cutoff at the close of each fiscal year
TEMPORARY . Destroy three (3) yearsafter cutoff.

REFERENCE: N1-115-94-1
Public AffairsFeeder Reports. Feeder reports pertaining to public affairs activities.
Cutoff at the close of each fiscal year
TEMPORARY . Destroy five (5) years after cutoff.

REFERENCE: N1-115-94-1
SEPA Administrator's Speeches. Speeches, addresses, comments, and remarks made by the
Administrator and other senior and high-level officialsat formal ceremoniesand during interviews
concerning SEPA programs. The speeches and addresses may be presented to executives from other
Federal agencies, representativesof State and local governments, private groups such as collegeand
university students, businessassociations, and cultural news mediacommentators. Also, includeslectures
and speeches by the Secretary of Energy relating to SEPA activitiesand invitationsand authorization for
presentations or speeches. The official record copy may be paper, audio, or videotape. Arranged in
chronological or alphabetical order by subject or title, like mediais filed together in one location. For
example, videotapes are grouped together in aphabetical order. Accumulated material islessthat one (1)
linear foot annually.

Placein inactivefile when cancelled, superseded, or three (3) years after presentation/issuance, whichever
isearlier.

Cutoff inactivefile at the close of eachfiscal year

1. Paper

PERMANENT. Transfer to the National Archives10 years after cutoff,
2. Audioor Videotapewith related indices

PERMANENT. Maintain onsite until volumewarrants and then transfer to the National Archivesin
accordance withprovisions of 36 CFR §1228.266.

REFERENCE: N1-115-94-1
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41f.

419.

SEPA Press Releases. Material pertaining to pressreleasesissued by SEPA announcing events,
programs, changesin policy or senior personnel, or other activities, including:
Prepared statementsof announcementsissued for distributionto the news media
Articlesfor publicationsin periodicals
Formal press rel eases

The officid record copy ison one medium, paper. Annual accumulationis less than six (6) inches. Total
accumulation for SEPA is approximately two (2) linear feet. Filed in pressrelease foldersin
chronologicd order.

Placein inactivefile when cancelled, superseded, or three (3) yearsafter issuance.
Cutoff inactivefile at the close of each fiscal year
PERMANENT. Transfer to the National Archives10 yearsafter cutoff.
REFERENCE: N1-115-94-1
SEPA Celébrations. Information regarding Southeastemassociated cel ebrationsand dedications.
Includes, but isnot limited to:
Final reportson participation in cel ebration or dedication exercises
Arrangementsand preparations
Announcements
Pamphlets/brochures
Groundbreaking celebrations/dedications Anniversary celebrations

The officia record copy may be paper, photographs, videotape, or a combination. Files are arranged by
subject/event. Annual accumulation s |essthan three (3) inches.

Cutoff at the close of each fiscal year

Recordsrelating to events determined by SEPA to be significant dedicationsand anniversary celebrations
Paper

PERMANENT. Maintain onsite for ten (10) yearsafter cutoff and then Transfer to the National Archives.
Photographswith background and related captioninginformation

PERMANENT. Maintain onsite for ten (10) yearsafter cutoff and then transfer to the National Archives
in accordancewith provisions of 36 CFR §1228.266.

Videotape with background and related indices
PERMANENT. Maintainonsite until volume warrantsand then transfer to the National Archivesin

accordance with provisionsof 36 CFR §1228.266.

REFERENCE: N1-115-94-1

. Records (al media) relating to all other routine dedicationsand anniversary celebrations

TEMPORARY. Destroy when no longer needed or when two years old whichever is sooner
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41h.

41i.

41;.

SEPA Visuals, Exhibits, Art, and Graphics. Material may consist of original artwork, illustrations,
dides, charts, graphics, acetates, negativesand other visud aids. The official record copy may be paper,
electronic, photographs, etc.

Cutoff when published.
TEMPORARY . Destroy one (1) year after final publication.
REFERENCE: N1-115-94-3

Note: Artwork of acontinuing usefulness may be retained as nonrecord material until no
longer needed.

SEPA-Sponsor ed Event Audio-Visual Recordings. Audio-visua recordingsincluding motion picture
films of eventsand activities sponsored or produced by Southeastern and used for promotional,
educational, and informational purposes. Includes:
Original recording or the earliest generation of each recording or a kinescope of the recording
Origina negativeor color original plusa separate sound track
An intermediatemaster positive or duplicate negative plus optical sound track sound projection print for
each motion picture
Finding aidsand production documentation such as data sheets, shot lists, catal ogs, indexes, and other
textual documentationfor the proper identification, retrieval, and use of video records. Includes:
Productionor similar materia containing copiesof production contracts, scripts, or other documentation
bearing on the origin, acquisition, release, or ownershipof the production

The official record copy may beany medium, paper, video, audio, €l ectronic, photographs; etc. Filed by
event or subject. Annua accumulationis|ess than six (6) inches.

Cutoff at the close of eachfiscal year

a. Paper

PERMANENT. Maintain onsite for ten (10) yearsafter cutoff and then Transfer to the National Archives.
b. Photographswith background and related captioning information

PERMANENT. Maintain onsite for ten (10) years after cutoff and then transfer to the National Archives
in accordancewith provisionsof 36 CFR §1228.266.

c. Audioand Videotape with background and related indices

PERMANENT. Maintain onsite until volume warrants and then transfer to the National Archivesin
accordancewith provisions of 36 CFR §1228.266.

REFERENCE: N1-115-94-1

Significant Photogr aphs. Photographs, origina negative and a captioned print for each black and white
image and the original color transparency or color negative, a captioned print, and an inter-negative (if
oneexists) for each color image. Includes:

Photographs of significant SEPA officialsand other individuals

Photographs resulting from significant SEPA program respensibilities which constitute evidence
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of the organization, function, policy development, decisions, procedures, operations, or other
activities.

Theofficial record copy will includecaptioned prints, negativesand/or dides. Annual accumulation is
lessthan six (6) inches.

Cutoff at the close of each fiscal year

PERMANENT. Maintain onsite for 10 yearsafter cutoff and then transfer to the National Archivesin
accordancewith provisionsof 36 CFR $1228.266.

REFERENCE: N1-115-94-1

41k.  Routine Photographs. Photographsmade to serve atemporary- purpose, but not having sufficient value
to justify continual retention. Includes, but is not limited to:
photosreproduced in technical reports, which are meaninglesswithout any text
duplicatecopies
photocopiesof loca interestonly

Cutoff at the close of each fiscal year

TEMPORARY . Destroy when purposeis served or no longer needed for reference.

REFERENCE: N1-115-94-1

411.  Information Publication M aster Files. Theofficial file copy of each booklet, pamphlet, poster,S’f rekeait
monograph, employee newsletter, or other issuance primarily of an informational character. Includes fa,
publicationsfor internal SEPA use and pablication for promotional or externa use. The official record
copy may be paper or electronic. Annual accumulation islessthan six (6) inches. 13%01 o ol e

{20
Cutoff at the close of each fiscal year

PERMANENT. Maintain superseded or cancelled materias onsite for 10 years after cutoff and then
transfer to the National Archives.

REFERENCE: N1-115-94-1

TEMPORARY. Desfros 3 ‘r@_ﬂhen superseded or obsolete whicheverislater. /hh]man(LQ_

g5 |
e ) 7 ¢
REFERENCE: GRS21/2 0 S Ok nealed

\

42. Electronic Copiesof Records Used to Generate a Record-keeping Copy. Electronic copiesof records
that are created on electronic mail and word processing systems and used solely to generate arecord- =
keeping copy of the records covered by the other itemsin thisschedule. Also includeselectronic copiesof
records created on electronic mail and word processing systemsthat are maintainedfor updating, revision,
or dissemination. R
a No Further AdministrativeValue. Copies that have no further administrativevalueafter the record-
keeping copy is made. I ncludes copiesmaintained by individuasin personal files, personal electronic :
malil directories, or other personal directories on hard disk or network drives, and copies on shared
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TEMPORARY . Destroy/delete when dissemination, revision, or updatingis completed.
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