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FOREWORD

This edition contains Part 225 of Subchapter F,
Accounts, Natural Gas Act, comprising the Regulations
to Govern the Preservation of Records of Natural Gas
Companies, promulgated and effective December 12,
1962.

The Commission’s General Rules and Regulations
are codified in the Code of Federal Regulations (CFR},
under Title 18, Conservation of Power, Chapter I,
Federal Power Commission, published by the Federal
Register Division, National Archives and Records
Service, General Services Administration.

All additions and amendments to this subchapter
will be published in the Federal Register and sub-
stitute pages, incorporating the amendments to this
part, will be available from the Federal Power Com-
mission, When new pages are issued, they will be
accompanied by a transmittal sheet describing the
amendments or changes which are being incorporated,
the date of issuance of the order, its effective date,
the docket and order number and the Federal Register
citation. The transmittal sheet number will appear in
the lower corner of the new page.
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Subchapter F - Accounts, Natural Gas Act

Part 225 - Preservation of Records of
Natural Gas Companies

REGULATIONS TO GOVERN THE PRESERVATION OF RECORDS OF
NATURAL GAS COMPANIES

Sec.

225.1 Prormulgation,

225.2 General instructions.

2953 Schedule of records and periods of
retentlion.

AUDTHORITY: §§ 225.1 to 2253 issued under
sec. 18, 52 Stat. 8264; 15 U.SC, 7170, In-
terpret or apply secs. 8 and 10, 52 Stat. 821,
825; 15 U.5.C. T17g, T171.

§225.1 Promulgation.

(a) This part is preseribed and pro-
mulgated as the regulations governing
the preservation of records by natural
gas companies subject to the jurisdiction
of the Commission, to the extent and in
the manner set forth therein;

() This part shall, as to all natural
gas companies now subject o the juris-
diction of the Commission, become effec-
tive on December 12, 1962, and as to any
natural gas company which may here-
after become subjeet to the jurisdiction
of the Commission, this part shall be-
come effective as of the date when such
natural gas company becomes subject to
the jurisdiction of the Comrnission.

§225.2 General instruetions.

(a) Seope of the regulations in this
part. (1) The regulations in this part
apply to all books of account and other
records prepared by or on behalf of the
natural gas company. See Item 72 of
the schedule for those records which
come into possession of the natural gas
company in connection with the acquisi-
tion of property, such as purchase, con-
solidation, merger, ete.

(2) The regulations in this part shall
not be construed as excusing compliance
with any other lawful reguirement for
the preservation of records for periods
longer than those prescribed herein.

(3) Unless otherwise specified in
§ 225.3, duplicate copies of records may
be destroyed at any time: Provided,
however, That such duplicate copies con-
tain no significant information not
shown on the originals.

(4) Records other than those listed in
§ 225.3 may be destroyed at the option
of the natural gas company: Provided,
however, That records which are used
in lieu of those listed shall be preserved
for the periods prescribed for the rec-
ords used for substantially similar pur-
poses, And, provided further, That re-
tention of records pertaining to added
services, functions, plant, etc., the estab-
lishment of which cannot be presently
foreseen, shall conform to the principles
embodied herein.

() Designation of supervisory official.
Each natural gas company subject to
the regulations in this part shall desig-
nate one or more persons with official
responsibility to supervise the natural
gas company’'s program for preservation
and the authorized destruction of its
records,

(c) Protection and storage of records.
The natural gas company shall provide
reasonable protection for records subject
to the regulations in this part from
damage by fires, floods, and other haz-
ards and, in the selection of storage
spaces, safeguard the records from un-
necessary exposure to deterioration from
excessive humidity, dryness, or lack of
proper ventilation.

(d) Indexr of records. At each office
of the natural gas company where rec-
ords are kept or stored, such records as
are herein required to be preserved shall
be so arranged, filed and currently in-
dexed that they may be readily identi-
fied and made available to representa-
tives of the Commissicn.

(e) Preservation of records on micro-
fitm. (1) As indicated in Schedule of
Records and Periods of Retention, cer-
tain records may be microfilmed and the
film retained in lieu of the original
records, provided the procedures pre-
scribed herein are followed.

(2) Imndicators are used in the schedule
to designate those records for which
micrefilms will be accepted in lieu of the

FPage 1



FEDERAL POWER COMMI SSI10K

original records. ‘These indicators,

which are listed in the schedule in the

column marked “Microfilm Indicators”,
are as follows:

M—Indicates that microfilms may be sub-
stituted for retention of the original
recerds at any time after the use of the
records for current recording purposes hias
been discontinued.

M 10, M 6, etc,—Indlcates that microfilms
may be substituted for retention of the
original records only after the origlnal
records have been retained in their origi-
nal form for the number of years cor-
respending to the numeral, e, 10 years, &
years, etc.

ME—Indicates records for which microfilms
may be substituted for retention of the
original records only for the period sub-
sequent to the expiration, cancellation,
supersedure, or other condition shown in
the column, Period to be Retalned. Thus,
for item 9(e), microfilms are not accept-
able for current contracts; however, they
are acceptable for expired or canceled con-
tracts, the retention pericd for which is
six years afier expiration or cancellation.

(3) Absence of any of the “M" indica-
tors explained above indicates that
microfilms may not be substituted for
retention of the records described.

(4) Prior to photographing, the rec-
ords shall be so prepared, arranged, clas-
sified, and identified as readily to permit
the subsequent location, examination,
and reproduction of the photographs
thereof. Any significant characteristic,
feature, or other attribute of the original
records which photography would not re-
flect clearly (e.g., that the record is a
copy or that certain figures thereon are
red) shall be so indicated on the records
at the time of such arrangement, classi-
fication, and identification, When a
number of the records to be microfilmed
have in common such a characteristic or
attribute, an appropriate notation iden-
tifying the characteristic or attribute
may be indicated in a statement at the
beginning of the roll of film instead of
on each individual record.

(5) Each roll of ilm shall include a
microfilm of a certificate or certificates
stating that the photographs are direct
and facsimile reproductions of the origi-
nal records and that they have been
made in accordance with prescribed in-
structions. Such certificate or certifi-
cates shall be execuied by a person or
persons having personal knowledge of
the facis covered thereby.
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(67 The photographic matter on each
roll shall commence and end with a
statement as to the nature and arrange-
ment of the records reproduced, the
name of the photographer, and the date.
Rolls of film shall not be cut. Supple-
mental or retaken film, whether of mis-
placed or omitted documents or of
portions of a film found to be spoiled or
illegible or of other matter, shall be
attached to the beginning of the roll,
and in such event the aforementioned
certificate or certificates shall cover also
such supplemental or retaken film and
shall state the reasons for taking such
films.

(7) All film stack shall be of approved
permanent-record microcopying type,
either perforated or unperforated, such
a3 meets the minimum specifications of
the Naticnal Bureau of Standards.
(Such film stock may be identified by a
manufacturer's mark, a solid triangle
after the word “safety” in the edge
marking of the film.) The photograph-
ing and processing shall be such that the
film may be easily read and reproduc-
tions on photographic paper can be
made, similar in size without significant
loss of clarity of detail, during the period
prescribed in this part for the reten-
tion of the records concerned. The
natural gas company shall be prepared
to furnish, at its own expense, appropri-
ate standard facilities for reading the
microfilm. If the Commission so directs,
the natural gas cormpany shall furnish
photographic reproductions of any rec-
ords the originals of which have been de-
stroyed under the provisions of this in-
struection,

(8) The microfilm shall be indexed
and retained in such manner as will
render them readily accessible and iden-
tifiable. They shall be stored in such
manner as to provide reasonable pro-
tection from hazards such as fire, fiood,
theft, etc. The films should be cared for
in such manner as to prevent cracking,
breaking, splitting, ete,

(f) Destruction of records. ‘The de-
struction of the records permitted to be
destroyed under the provisions of the
regulations in this part may be per-
formed in any manner elected by Che
natural gas company concerned. Pre-
cautions should be faken, however, to
macerate or otherwise destroy the legi-
bility of records, the content of which
is forbhidden by law to be divulged to
unauthorized persons.



PRESERVATION OF RECORDS OF NATURAL GAS COMPANIES

(g) Premature destruction or loss of
records. When any records are destroyed
before the expiration of the prescribed
period of retention, a certified state-
ment listing, as far as may be deter-
mined, the records destroyed and deserib-
ing the circumstances of accidental or
other premature destruction shall be filed
with the Commission within ninety (90)
days from the date of discovery of such
destruction. Discovery of loss of records
is to be treated in the same mamnner as
in the case of prematwre destruction.

(h) Schedule of records retention pe-
riods. The schedule of records annexed
hereto shows the periods of time that
designated records shall be preserved
and the records for which microfilms
may be subsiituted for retention of the
original records, in accordance with the
foregoing instructions.

(i) Retention periods designated ''De-
stroy at Option”. Use of the retention
period, “Destroy at Option”, in the reg-
ulations in this part constitutes autnor-
jzation for such destruction under the
conditions specified for the particular
types of records, only if such optional
destruction is appropriate to limited
managerial interest in suich records and
if such optional destruction is not in
conflict with other legal retention re-
quirements or usefulness of such records
in satisfying pending regulatory actions
or directives.

(jy Records of services performed by
associated companies. ‘The natural gas
company to which the regulations in this
part apply shall assure the availability
of records of services performed by as-
sociated companies for the periods in-
dicated herein, as are necessary, to sup-
port the cost of services rendered to
it by an associated company.

§ 225.3 Schedule of records and periods
of retention.

INDEX TC SCHEDPULE OF RECORDS AND PERIODS
OF RETENTION

Corporate and General

Sec.

1 Capital stock records.

2 Debt security records.

3  Authorizations from regulatory bodies

for issuance of securities.

Coptes of registration statements and
other data filed with the Seecurities
and Bxchange Commission.

Proxies and voting lists.

Minute books,

Titles, franchises and licenses.

'S

-1 o th

Sec.

8

9

10
11
12
13
14
15
18
17
18
19
20
21

23
23

24

25

26

28

29

30

31

32
33

34

35

36
37
38
39

40
41
43

43
44

45
48

Permits,

Contracts and agreements.

General and subsldiary ledgers.

Journals.

dJournal vouchers and journal entries.

Cash books.

Voucher registers.

Vouchers,

Accounts recelvable.

Records of securities owped.

Insurance records.

Tax records.

Accountants’ and auditors’ reports.

Tabkulating machine and automatic data
processing records.

Plant and Accumuleied Provision for
Depreciation

Plant ledgers.

Construction work in progress ledgers,
work orders, and supplemental records.

Retirement work Iln progress, work or-
ders, and suppiemental reeords,

Summary sheets, «distribution sheets,
reports, stetements, and papers di-
rectly supporting deblts and credits to
utility plant orders aud their support-
ing records.

Appraisals and valuations.

Maps and map reproductions.

Engineering records in connection w'th
construetion projects.

Contracts and other agreements relating
to utillty plant.

Records pertaining to reclassifications of
utility plant accouats.

Records of reserve for depreciatlon and
depletion of utility plant.

Treasury

Statements of funds and deposits.

Records of deposits with banks and
others.

Records of receipts and disbursements.

Revenue Accounting and Collecting

Customers’ service applications and con-
tracts.

Rate schedules.

Customers' guarantee deposits.

Meter reading sheets and records.

Maximum demand, pressure, tempera-
ture and specific gravity charts and
demand rmeter record cards.

Miscetlaneous hilling data.

Revenue summaries.

Customers’” ledgers and other records
used in lleu thereof,

Merchandise sales—accounting and col-
lecting.

Collection reports and records,

GCustomers’ account adjustments.

Uncoilectible accounts and customers'
credit records,
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47
48

49
B0
51
52

53
54
56

56
57.

a8.1
8.2
89.1

59.2
60
61

62
63
64

85

66

67
68
69
70
71
T2
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Payroll and Personnel Records

Payroll recards.

Assignments, attachments, aind garnish-
ments.

Personnel records.

Employees' welfare and pension records.

Instructions fo employees and others,

Organization dlagrams and charts.

Purchases and Stores

Purchases.

Material ledgers,

Materials and supplies received and
issued.

Records of sales of scrap and materials
and supplies.

Inventorles of materials and suppiles.

Operations

Produciicn—Electric.
Production—GCas.,
Transmission and distribution—Elec-
tric.
Transmission and distribution—Gas.
Customers’ service.
Records of auwxiliary and other opera-
tlons.

Statistics

Statistics and miscellaneous.

Reports to stockholders.

Reports to Federal and State regulatory
commissions,

Miscellaneous statistical reports, state-
ments, and summaries.

Tabulating cards used only in compila-
tion of statistles.

Miscellaneous

Maintenance work orders and job orders.

Budgets and other forecasts,

Injuries and damages,

Correspondence.

Other miscellaneous records.

Records of predecessors and former as-
soclates.



PRESERVATION OF RECORDS OF NATURAL GAS COMPANIES

SCHEDULE OF RECORDS AND PERIGDS OF RETENTION

—_

Description of records

CORPORATE AND GENERAL

. QCapital stock records:

{a) Capital stock ledgers or other records showing the same in-
formation,

(b) Capital stack subseription accounts, warrants, requests for
allotments and other essentia!l papers related thereto.

(c) Stubs or similar records of capital stock certificate issuance
where not wsed as capital stock lodger record,

(d) Stock transfer registers or sheets or similar records........
[&)] P‘T{pers pertaining to oc supporting translers of capital

{1} Papers that are recordad officially in a court or in the
ofdco of some other public recording authority; and other
papers presented by any bank or trast company request-
ing transfers in its capacity as a fiduciary.

(2) Any other papers not deseribed in (e} 1) above_.___ .

() Canceled capital stock certificates where not sed as caplta]
stock fedger records,

{g) Change of address notices of stockholders.. .. ____.___

(h) Bonds of Indemnity and affidavits covering issuances of
stack certificates to replace lost certificates.

{i) Letters, netices, reports, statements and other commiinica-
tions distributed te all stockhallers of a particular class:

(1) Formal comnmuuications addressed te all stockhgocders
of a particutar class, ingiuding annual reports to stock-
holilers, notices of annual and speeial meetings of stock-
holders, and other notices, Jetters, reports or statements
relafing to corporate or stoclchelder actions.

(2) Interim reports of operations, speeches of corporate
officers, notices of change of corporate address or lele-
phone numbers, ete.

(3) Dividend registers, lists or sintitar records___.__
(k) I'aid dividend checks
{1} Third party dividend orders

. Debt security records;(¥)

(2) Regislered bond and debenture lodgers
{b) Boud ang dehenture subscription aceounts, warran
subseription notices, requests for allotnzent and essential pn-

pers refated thereto.

(c) Stu%}s or similar records of boud and dobenture certificates
igsued.

{d) Papers pertaining to or supporting translers of registered
bonrls and debentures:

(1) Papers thal are recorded officially in a court or in the
office of some other pubtic recording authority; and other
papers pr esented by any bank or trust company request-
ing transfers in its capncity as a fiduciary.

(2) Any other papers not deseribedin (33 (1) above.____.___.

(e) Rec«arcls of hond and debenture interest coupons paid and
1 pai

(I} Canceled bonds and debentures and pald interest coupons
pertaining thereto.

(g} Trust indentures, loan agreements or other coniracis or
agreements securmg debt securities issued. (If such papers
of doguments are included among ihe records covered by
ftem 3 of the Regulation, this insteucticn wili not apply.)

See footnotes nt end of tnable,

Micro-
Period to be retalned film
indi-
cator
7 years after the stockholders secount 2)
i5 elosed. (1 M
3 years after settlement ... ______.. M
7 years after cancellation of certificate, M
If this record serves the purpose of a
capital stock ledger, 1{a} is appli-
cable.
7 years after last entry on page or sheet M
of the record,
Destroy at optlon or return to stoek- |.._ ...
holder.
3 years from date of transfer. ........_. M
7 years alter cancellation. I this rec- his
oril serves ths urpoese of a capilal
stock ledger, 1(3? is applicable.
Destroy at aption after changes are re- | ...
corded,
7 years after expiration of bonds_.____ i3
Pormavently. ... .. ... M 1D
G vears alter the dafe thercof..__.__._. M
GyeBrs. ... . M
do g M
& years after rescission order_ ... .___ M
3 years alter redemption. . ME
3 vears alter settlemont M
3 yoars alter rademption. ... .. ... M
Destroy at oplion or rehurn to holders
of the bonds or debentures.
3 years alter transler M-
Destroy at option in complancs with J..__....
Note.
[ 1 TR PRI
7 vears afier redemption. ... ... . ME
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FEDERAL POWER COMMISSION

ScHEDULE 0F RECORDS AND PBRIODS OF RBTENTION— Continued

Deseription of records

CORPORATE AP GENERAL—tonlinued

2, Debt seeurity records (3)—Continued
(h} Copies of reports, statements, ietiers or memoranda filed
with Trustce(s) pursuant to provisions ol trusé indenture
or other security instrument or agreament secuaring debt
securities lssued.

NoTr: Cancelod bonds and debentures and paild Interest coupons
pertaining therato may he destroved, provided {hat a certificate
of destruction viving full deseriptive reférence to the documents
destroyed shall be made by the person or persans authorized to
perform such destruetion and shall be retained by the Company
{or the period hereln preserihed, The certificate of destruction
evidencing the destruetion of paid interest coupons pertaining to
bonds or debentures need not contain & lstioe of the bond or de-
nenlure serial numbers pergaining to such paid interest coupons.
When doenments represenl dehb secured by mortgage, the certif-
icate of destruction shall also be authorized by a repsresentiative
of the Trustee(s) acting In conjunction with the person or per-
sons destroying thie documents or shall have the Trustee(s)' ne-
ceptance thercon, 7The gartificate of destruction above de-
seribed may be destroyved 7 years alter the poyiment and dis-
charec of the bonds or debentures or interest coupons deseribed
in such certificate. Sueh certificate may be micrefilmed in ac-
ctl)rdanoc with indieator “M”, Sce Instruction E {2) of the Reg-
wlaticn,

(i) Paid or canceled debt securitics evidencing temporury bor-

Towings.

(1) Paid interest eheeks L i acaiiiaan
3. Authorizations (rem regelatory bodies for lssuance of securi-

ties:

(a) Copies of upplications to regulatory bodics for authority to
issue stocks, bonds, and other securities, including copies of
exhibits in support of such applications.

(b) Official coples of opinions and orders of regulatary bedies
granting authority Lo issue securities.

(e} Reports filed with regulatory bodies in complianee with au-
thaorizations to issue securities.  (Reports of sales of securities
of application of proceeds, ste.}  TFile copies of such reports
and supporting papers,

4. Copies of rezistraLlion statements and other data filed with the
Seeurities and Wichange Cominission:

(a) In conneckion with ofierings of serurities for sale to the pith-
fie, or Lhe listing of seaicities on exchanges, ineluding sup-
porting papers.

(h) Cepies of pericdic reports and sypporting papers filed in
compliance with either the S8ecuritics Act of 1933 or the Sacu-
rities Exchange Aet of 1934,

Parg 8

Pariod to bo retained

Micro-
Alm
indi-
eator

7 years after redemption.  (Destroy at
option previded that the Trusteo(s)
antdler such indenture or security
instrurnent is a National Bank, 2
member of the Tederal Reserve Sys-
tem or a subsidary of any such Na.
tional Bank or Tederal Reserve
System member baok; and provid-
ad further that the Trustes(s) has
certlfied to the Campany that copies
of ail such documents will be geail-
able in the offices of the Trastes(s)
for inspection at any time prior to
redemplion by holders of debt se-
euritiez to which such decuments
relate and (or inspection by any
Foderal or State regulatory author-
ity prior to redemption and for an
additional pericd of 7 years after
redemption).

3 years after paymont or caneeilation
provided other records of isshance
and payment or cancellation are
meaintained.

28 years or until all securities covered
are retived whichever is shozter, (V)

Until securities covered are refirod. ..

246 years, or unitii all secarities covered,
are retized whichaver is shorter.(4)

Pormanently. (1)

M

M

M 10

M 10
M 10

M 10

M 10



PRESERVATION OF RECORDS OF NATURAL GAS COMPANIES

SCHEDULE OF RBCcofps AND PERIODS 0F RETBNTION—Continued

e . . . Micro-
Deseription of records Period to be rolained film
indi-
cator
CORPORNTE AND GENBRAL—continacd
5. Provies und votine lizis.
() Proxies of helders of voting securities hYe
(b} Lists of hoklers of voting securities representest aL meclings | 1 vear . M
6. Alinute books of slackholders', directors’, and directors’ com- | Permanently M 25

mittee meetings.
. ‘Titles, frunehises, and leenses:
(a) Deeds angd other Litle papers (oelnding abstracls of title | 6 yewrs alter property is disposed of

=1

and supporiine ditad, unless surrendered to transferee.
th) Corporate clinrters or eertificates of iweorpsration - _____| Permanently
(e} Franehises aidd eertificates onthorizing operations nsa pub- | __ do
lic utility
(d) Liceuses {inchiding mmendiments thereol) eranted by Fed- (L. ___ L0 R

cral nr stale anthorities for eoustriction and operation of
utility plant.
{e) Conies of formal orders of rezulatery commissions served
upon the ntiltiy.
8. Permils: .
(a) Il’ormim and aranted apptientions for the use of (acilitfes of | 6 years after expiration or eancelation..| ME
otheys.
() Cepies of permits and applications granted others for the
use of the utility's [acilitics.
(e) Applications [or use of fagilities not granted and coples of
such applieatjons.
(d) Permils of a temporury nature from munleipalities or oth-
ers to perform specific work, siich as permits to open streets.
9. Coutracts and agreements {except contracts provided for else-

where):
(2} Service conlracts, such as for management, accounting, | See item 12.{b){l} If they sffcct costof | ME
and financial serviges. plank; olherwise, b years after expi-

ration or cancellation.
(b} Contracls with other utilities for the purchase, sale or in- | § years alter expiration or cancellation .| ME
terehange of product.

{£) Leasesuertaining tarentals of property to orfromothars____ MR
{d) Centracts and agreements with individuoal employees, ME

labor uniens, company uniens, and other employee organiza-
tions relative to wage rotes, hours and simiinr matters.

(e) Contrnels, ngreements, and/for other essential records nec- |__. . Lo T ME
essary Lo the earrying out of the functions of an employee's
stock purchase or other type ofemployees’ saving plan, -

(f) Memoranda essentinl to elarifying or explaining provisions | For same periods as contractsto which | ME
of contracts listed above. thew relate.

{g) Card or book records of contracts, leases, and agreements | .. 1 L ME
made, showing dates ol expirations and ol renewals, memo-
runda of receipts and payiments under such contracts, ete.

(h) Contracis or agrecments for the necquisition or disposal of | 25 years after dispesal..
investments.  (Excluding temporory cash investments,)

10. General and subsidiory ledgers:
(@Y(1) General 1edgers. .o ..o e e Pormanently. __
(2) Ledgers subgidiary or auxiliary to genersl ledgers |.__._ do

except ledgers provided lor cisewlwers.

{b){1) Indexes to general ledpers

(2) Indexes to subsidiary ledgers except ledpers provided

for eisewhere.

(c) "Crial balance sheets of general and subsidiary ledgers...___

11. Journais: Geneml and subsidiary journals, including dopart-
mental and divisiona) journals,
12, Journal vouehers and journal entries:

@) Ceneral, departmental, divisional and petty journsl [_..__ [ M 20
vouchers.

{b) Materials and supplies disbursement, labor distribulion,
and other Jetail sammarization and distribution records
which supporct journat votuchers ar journal entries;

(1) Charging plant aecolnts . ... oiaieamamaa 7 years, il (a) accounting adjustments {._.___._
resulting from reclossification and
original cost studies have beeo ap-
praved by the regulatory commis-
stons having jurisdiction; and (b)
continiag plant inventory cecords
are maintiined, or {¢) unitization al
gonstruction costs appear in work
orders; otherwise permanently.
Tor licensed projects, ses Note lol-
lowing item 15.

(2) Charging all ether aecounts. .. . oo T WA . e L
See footnotes ut end of tuble
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FEDERAL POWER COMMISSION

SCHEBOULA 0F RECORDS AND PERDODS oF RETENTION— Continued

13.

14,

17.

Description of recerds

CORPURATFE AND GENERAL—continued

Journal vouchers aad journal entries—Continued
Note: Time tickets and material issued and rmaterial re-

turned tickets may ho destraved at aption if the bagie informa-
tion eonlained tlercen is transaeribed Lo alher records, il such
other records are retained in aceordanee with this instruction
Basie inforination ns rerards time lickets inclides, ag a mini-
mumn, for the purpose of this instrnetion, hours workerd, and
distribution of time Lo proper job or aceount. Ior material
and material repirned tickets basie information, as & minimum
for the purpose of this instrietion, includes idenlification of
materia) by catle or otherwise, quantity suud distribution.

{c) Papers forming part of or necessary to e\pl‘;m Journal
voughers or journal entries except as covercd i 12 (b} ubove,

{d) Behedules (or regurving journal gntries.

(&) Tists of stamdard Jomn.zi entry nnbers

Cash books:

(1) General and subsidiary cush books whieh show souress of
gencrad cash receipts, Dasie gecomiiing entries, references,
and explanalions, cic., except where separate records of the
tvpes described in (Y, (), and () are maintnined.

{b) Treasurers’ and auditors’ cash hooks relating solely to
deposits and intee-hank translers,

(¢) Subsidiary cush records showing solely eastomners’ collee-
tons.

() Other euxsh recards of a memorandwin nalere ...

Voucher registers:

(a) Voneher registers or similar recovds_ oo . IR

. Vonchers:

{n) Paid and canceled voueliers {1 copy : onalvsis sheots show-
ing delailed distribation of charges on inddividual vouehers
and other supporting papers.

(by Crivinal nills sl invoices for materiuls, services, cte.,
paid hy vouchers.

ey Paid cheeks au! receipls for payments by voueher or
gtherwise,

(Y Anthorvizations for the payment of specific vouchers ..

(e Lists of unatulited hills (accounts payahle:, lists of
chers transmitted and memaoranida re,;:.lrdmg changes in
unaudited bills,

{f} Voucher fmelexes. . ...
Natr; Exeept (hol those relating to the construction of

ficensed projuets, or additions or betterment therclo, or the

amartizution reserve applieable thereto, for which the Com-
mission bas not determined the actaal legithinate ariginal
cost, shull be rotnined wniil stch cost has heen determined.

Areonits reecivable [see itemns 43 aml 4 for acconnts with
customers (or utiliby service wned for metehiandise sakes):

(ay lReconls of seeowncts receivable pertaining to sales of ntility
nlant.

(I Record or register of ncegunts receivihle and indeses
theveto and summaries of distribution,

(o} Accounting department copies of invoices isstied and sap-
porling papers which do not yecompany theorizinal involces
and autliorizatious for charges ingluding suppoerling papers.

(1} Periodie statements of unseitled accounts, except trial
halances.

(e] Schedsile of invoires to beissned L. [,

Recerds of securitics owned:

(a) Hecords of securities owned, in treaswry, or with custo-
dians.

. Josurance records:

(a) Itecords of insurance policies in foree, showing coverage,
premivms paid and espiration dales.
() Insurance policies. .
{c) Records of amounts 3
in connection with losses and of claims against insurance
companies, ineluding reports oflesses and supporting papers.
(d} Inspaclors’ reports and records ol condition of property. -
(e) Insurance maps of property and structures erscted ther €0n__
() Recordsand stalements relating to insurance reqnirements. _
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. Micro-
Period to be retained Rl
indi-
cator
Permanentdy. . _.._ 20

Drest ll‘ﬂ ¥ when superseded

7 years (see item 12¢h) (1) and (2)) . ... ..

7 years (See item 12{0}{1} and (2)).
Tor licensed projects, sce Note [ol-
lowing iteoa 15.

7 ¥COAS - o e e M

7 years {Seo item 12(b)(L) and (... .. ...
Destroy al aption. ... __.__

i T PP

WA i) e
Peslroy at option. ... ..o _

G vearsaftor disposalof the investment (...

Destroy at ontion alter expiration of J._...__.
such policles.
oo .-
vears. Ior
Note following item 15,

1 year alter supersession..
Until superseded
Destroy st option. ... l.oo.




PRESERVATION OF RECORDS OF MATURAL GAS COMPANIES

SCEAEDULE OF RECORDS AND PgrRIoDS oF RETBHTION-——Continued

Descrintion of records

CORPORATE AND GENERAT— continned

19 Tax records:

20,

21.

22,

(a) Copies ol schedules, returns, and sepporiing werking

papets to taxing authorities and records ol appeals:

(1) Federal income, excess profits, dodistributed income,
and eapilal stock taxes.

{2} State inconw taxes and State or local property laxes....

€3) Othertaves. .. ..

(4} Schedule of alloeation of econsclidaled Federal income
taxes o subisidiary corapanies.

(&) Recordsof annual determinations of deferred taxes on fn-
comae, annual determinatcions of accounting adjusiments
for “reserve delerrals' af deferred taxes on income togelher
with bazie cemputations and records of anous! plant addi-
liong and retivewments and adjustments on which deferred
tax accounling entries are based. (For the purposes of
these regilations, “deferred taxes” and “‘deferred tax ac-
counting' rinbrace provision for “future kaxes on income”’,
‘“prepaid taxes on income”, or any other aceounting proce-
dure which attribnte o tax on income to n yvear or years
nther than that of ihe speeific year’s tax return <etermin-
ing the Lax Habilicy.)

B} Tax bills from taxing authorities and reecipts lor payment. .
¢) Summaries of kaxes paid by classes of taxes and by loention. -

d) Summaries of taves paid hy taxing disbviets. .. . ______

{e) Restatermenls of schedules of taxes puid alter giving effect
to refunsis and additional yssessments.

Accountants' and anditors' reports:

(a) Reporis of examinations and audits by aceountants and
auditorsnot in the regutar employ of the utility. (Including
reports of publie acecunting firms and regnlatory commis
sion aeesuntants.y

{h} Internal audit veporis and working papers-. . ... .

Tahunting machine and agtomatic dafa processing records
{noi ineluding billing machine records):

(ay Punched eards or lapes used in sssembling flgerss te be

posted to an aceount.:

(1} Where o printed sheet or tape showing voucher number,
account. number, and amount on cach sheet is nol pre-
server,

(2) Whete a printed sheet or tape deseribed in (1) above is
preserved

{b) Printed slieets or tapes showing the details and summaries
of accounting data inilicated on the punchad cards or tapes.

{c) Instructions and wiring diagrams for the above records..__

PLANT AND ACCUMULATED PROVISION FOR DEPRECIATION

Plant ledgers:

(2) Ledgers of utility plant sccounts including land and other
detailed ledgers showing Lhe eost of utility plant by classes.

(b) Continuing plant inventory ledger, book or card records
showing description, lecation, quantities, rost, ete., of phys-
lcal units (or items) of utility plant owned.

. Constraction work in progress ledgers, work orders, and sup-

plemental vecords:
{a) Consiruction work in progress ledgers.. ... .-

{1} Wark order sheets to which are posied in summary form or
in detgil the enlries for inbor, waterials, and ether charges (or
utility plant additions and the entries elosing the work
orders to utitity planl in service at complation.

(e} Authorizations for expenditures for additions to utility
plant, including memoranda showing the detailed estitnates
of cost and the bases therelor {including original and revised
or subsequent authorizations).

(1) Requisitions and registers ol autherizations for utility
plant expenditures,

(e} Completion or perforrnanee reports showing comparlson be-
tween anthorized estimates and actual expenditures for util-
ity plant additicns.

See footnotes at end of (able,

Period to be retained

Micro-

indl-
cator

G years alter shsorption of deferred

credits.

2 VRRTS e eaieeeaaea

3 ¥ERIS. L aiiaaan

7 years (See item 12(h) (1) and (2})

Destroy at option
7 vears (See itemn 12(h) (1) and (2)).._.

Samo period as related records____.____

Permnanently_ ...

G years afler plant is retired provided
mortality data are refained.

25 years alter elearance to the plant ac-
ecount provided continuing plaat in-
ventory rtecords are maintained;
oLh?lrw'jse, G years after planl is re-
tired,

Page

M 15

M 15
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FEDERAL POWER COMMISSION

SCHELDULE OF RECORDS AND PBRIODE OoF RETENTION——Continued

23

24,

25.

28,

27

29.

30.

31,

32.

Deseription of records

Perlod Lo be retained

Micro-
film
indi-
cator

PLANT AND ACCUNULATED PROVISION FOR DEPRECIATION—COIL,

. Construclion work in progress ledgers, werk orderg, and sub-’
plemental records— Continaed

() Apalysis or cost reparts showing quantities of materials
used, unit costs, number of man-hours, ote., in connection
with completed eonsiruction projocts.

{g) Records and reporis perlaining to progress of congtruction
wark, the order in which jebs are to be compleled, and simi-
lar reeords which do not form a basis of entrieg to the ac-
counts.

(h) Records of gas acreage owned, leased or optioned; lease
records; well-drilling logs an¢l well-construction records;
geological and photographic maps of Aeld.

Retirement work jo progress ledgers, work orders, and sap-
plerurntal reccrds:

(a} Work order sheets to which are posted the enirias for re-
moval eosts, materials recovercil, and credits to utility ptant
accounts for cost of plant retired.

(L) Authorizatiens for retiremont of utility plant, including
memoranda showing the basis for determination of cest of
plant to be retired and estimates of sul vage aud remeval costs.

{c) Replsters of retivement work orders. ..o . ____..____.

Summary sheets, distribution sheets, reports, statements, aud
papers directly supporting debits and eredits to utility plant
accounts nol covered by construction or rellrement worl
orders and their snpporting records,

Appralsals and valuations:

Appraisals and valuulions made by the company of its prop-
eriies or investrnents or of the properties or investments of
any associated eompanies. {(Includes all records essential
thereto.)

Maps and map reproductions showing the location and physi-
cal characterisiics of preduction, transmission, and distri-
hution systems of the utility.

. Engineoring recerds in cennection with construction prajecty:

(n) Maps or map reproductions, diagrams, profiles, plans,
photoaraphs, vecords of enginearing studies, awd similar
records ln connection with proposed constroction projeets:

(1) [f construction of preject cesnits whally or in paré_._____.

(2) [[ construction of project does not result

Contracts and cther ogresments relating to nlility plant:

(a) Caontraets relating to acquisition ot sale of plant

(b) Contracts and other agreernents relating to services por-
formed in conmection with conatruction of utility plant (in-
cluding contracts for the construction of plant by aothers for
the utility end for supervision and engineering refating to
constriction, worl).

Recards pertaining to reclassifieations of utility plant accounts
to conform to prescribed systems of accounts, ineluding sup-
porting papers showing the bases for such reelassifications.

Re(inrds of reserve for depreclation and depletion of utility
plang:

(a) Detailed rocords or analysis slicets segregating the depreci-
ation reserve according o funetional classification of plant.
(b) Records supperting computation of depreciation and de-
pletion expense of utility plant, Ineluding sueh dats s life

and salvage studics.

TREASURY

Statements of funds and deposits:

(a) Summarics and periodic staterments of cash balances on
hand and with depositeries.

(b) Statement of managers' and agents’ cash halances on hand
and with depositories,

(c) Authorizations for and statements of transfer of funds from
one depository to another.

(d) Requisitlons and receipts for (unds furnished managers,
agents, and others.

{e} Records of fidelity bonds of employees and cthers respon-
sible for firads of the utility,

(f) Reports and cstlmates of (unds required for ganeral and
special purpoeses.

Page 10

25 years

Destray atoplion________.._.___.___..

Permanently ... . ..

T T SOV
I years. .-

_____ L3 T
26 wears after clearance to plant ac-
ceunt, provided conticuing plant in-
ventory reeords are mainbained; oth-
arwise, G years altor plant is retired.

Until data are no longer useful

Until map Is superseded or 6 years
alter plant is rotired provided mor-
ality data are rotained.

Until record is supergeded or & years
after plant is vetired provided mor-
tality daia are retained.

Destray at optioa alter completely ae-
connting for expenses inctirred.

Pormanently. v . . ...
6 yearg aftor plant s retived_ . ... ____._

7 years (See {tem 12(b){1}}

May destroy at option siter funds have
been reburned or accounted for,

Until liability of bonding company has
expired. -

Destroy at option




PRESERVATION OF RECORDS OF NATURAL GAS COMPANIES

SCHEDULE OF RBCORDS AND PERIODS OF RaruNTioN—Cowtinued

33.

34.

35.

36.

37.

38.

39.

Deserlpiion of records

Period to be retained

Milero-

indi-
calor

TREASURY-—continved

Records of deposits with hanks and othovs:

(a) Bank deposit books

(b} Copies of bank deposit siips

(¢) Advice of deposits made when information thereon is
shown on pther records which are retained.

(d) Statements rom depositories showing the details of funds
received, disbursed, transferred, nnd balanees on deposit.
e} Bank reconcilement PAPETS. . .o oo oo

f[) Statements from banks of interest cradits._____

(g} Check stubg, registers, or other records of checks issuad.

(b Correspondencs snd memoranda relating to the stopping
u:)][1 Df;{yrﬂnnt of bank checks and to the issuanee of duplicate
cheeks.

Records of receipts and dishursemnents:

(a) Daily or other periodic statements of receipts or dishurse-
ments of funds.

(b} Reeords or periodic staternents of cutstanding vouchers,
checks, dralts, ate., issued and not presented.

(¢) Reports of associales showing working fund transactlons
and summaries thereol,

{d) Reports of revenue collections by field cashiers, pay sta-
tions, ete.

REVENUE ACCOUNTING AND COLLECTING

Customers’ service applieations and contraets:
(a) Applicatlons for utility service for which coniracts have
been executed.
{1)) Applications for utility service used in lleu of confracts. .
c) Contracts and card files or other records thereof with custo-

mers [or utility service, (See also item 8(b).)

{d) Applications for utility service which were withdrawn by

applicant or not granted by the utility.

{&) Oontrac(s or sales agreements wlth customers and others
for sale of merchandise and appiiances.

(f) Contracts for lease of equiprnent to customers, ineluding re-
ceints for same,

(x} Applieations and contracts for extensions eovered by re-
fundable deposits or guaranteas of rovenue, alsa records per-
taining to such contracts.

(h) Applications and contracis for extensions for which dona-
tlons or coniribulions are made by customers or others.

Rate schedules:

(a) Qencra) Ales of published rate sheets and schedules of utili-
ty service. (Including schedules suspended or superseded.)

(b) Divislonal or local offlce coples of rate sheats and schedules
of utfllty service.

Customers’ guarantee deposits:

Ea) Customers’ deposit ledgers or ¢ard records

h) Customers’ deposit certificate books.. ...

(e) Reeeipts for qustorners’ deposits refunded..

(d} Recaipts for intarest on enstomers’ deposits

Meter reading sheets and records:

(2) Superseded meter reading sheebs_ ... ... ...

(h) Meter reread sheets (special readings to check high or low

consumption),

(¢} Customers’ reading cards
d} Conneetion and diseonnestion orders
¢) SBuperseded indexes to meter books_ .
) Mark sensed meter reading cards

Maximuin demand, pressure, temperature, and specific grav-
ity eharts and dermand meter record cards,

Bee rootnotes ni end of table,

G years or desiroy
is recovered,

1 WeBT o eemm—mae

1 year alter sales agreemont Is dis-
charged.

1 year after expiration of eontract or re-
turn of equipment.

1 year alterentire amount Is refunded_.

2 years or as may be necessary to com-
ply with service rules regarding re-
funds on fast mmeters.

Destroy at option aiter transferring
data to other record.

3 years, except where the basic chart
information is transferred to another
record, the charls need only be re-
iained 1 year provided the record
contalving the basie dota Is retained

3 years.

Page
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FEDERAL POWER COMMISSION

SCHEDULB OF RECORDS AND PERIODS oF RETENTION-—Continued

Deseription of records

Perfod to be retajnod

=

0,

.
—

2

43.

44,

45.

REYENUE ACCOUNTING AND COLLECTING-—continued

Miscellancous billing data:

(a) Billing depavtruent’s copies of contracts with customers
(in addition to contraets in general files).

() Service apd inspeetion erders from which customers are
charged and sundry charge advices.

(¢} Aulborizations for charges under utility service contracts__

{cly Stapdard killing sheels or sehedules (showing eomputed
bills of varying consumption according to ratesy.

Revenue snmmaries:

{a) Sununarics of monthly operaiing rovewues ageording Lo
classes of service for antirve utility.

(h) Summaries of monthly sperating reveuues according to
classes of service by towns, districts, or divisions.  (Ineiud-
ing surmmaries of forfeited discounts and penaities.}

Cusiomers’ ledgers and olher reeords used in liea thercol:

{a) Cuslomers” ledgers. ..o il

(b) Records used in lieu of customers' ledgers, suek as bil) sum-
ruaries, registers, bill stubs, cie.
(e} Copies of large hills:

[4)] lIr letails arve transcribed to ledgers covered by item (a)

above,

{2} If details are not transeribed to ledgers_ ... ...
() Trial balances of ledgers referred to above._
{e} Indexes to customers’ accounts .. __
%f) Change of address notices. o ... e _

) Cards and other reeords relating to forfeited discounts.. ...

Aerchandise sales—accounting and eplleching:

{a) Merehandise sales tiekets (duplicates) and charge slips for
work done.

(b} Merchandise sales journals or registers and summartes of
aales,

{¢) Merchandise ladgers and instaliment regords. . ___

() Merchandise sales returns and adjustment tickets.

(e} Cushiers’ stubs for merchandise collections

() Cashicrs’ periodie reporis and statements of celicetions on
merchatidise accounts.

{g) Reecords of moathly stalements to customers. . .. ___.___.

(h)ll]?eporis retating to status of merehandise gceounts reeeiv-
able,

(i) Job acdersand supporting details of eharges to customers for
work done.

(j) Lndexes and trial halances of merchandise ledgers____.__.__

Collection reports and records:

(a) Periodic reports, lists, and summaries of collections of op-
eraing revenues by collectors, agenls, and local or divisional
or district offices.  (Jee itcin 34 (d).}

() Bill stubs, copies of bills, eollection slips, and othor recerds
pertaining to eolleetions, sumnmarized or detailed in daily or
periodie cash reparts.

{c) ﬁ\_'lcmm'andum records of remittances from toecal ar branch
olhces.

NOTE: Secitem 33 pertaining to deposits of cash with banks.
Ttem 33 applies to all bank accounts whether at general, locat,
or divisional ollicas.

Customers’ aceount adjustents:

(a) Dxetailed records pertaining to adjustments of eustorners’
accounts for overcharges, undercharges, and other errors, re-
sults of which hava been transcribed to other records.

(b} Detailed records of high-bill complaints whether or nat re-
sulting in adjustments to custoners’ accounts.

Page 12

Destroy atoption_ ... _ ... __

{1

1 year gfter expiration of contract..
Dustroy at eptian

[E Y121

2 years or as may be necessary to comn-
ply with sexvice rules regardivg re-
funds on fast meters.

Destroy at option_.____________...___..

2 Vears. ... __
L year.
2 years__..___.

Destroy at option
2 FEATS. ..

Destroy at option after annual audit
and 6 ponths after account is
seltled.

1 yenr alter completion of payments.._
Destroy at option after annaal andit
and 6§
seltled,

months  alter account Is

Destroy at option
1 year

Miero-

indi-
cator




PRESERVATION OF RECORDS OF NATURAL GAS COMPANIES

SCHEDULE OF RDCORDS AND PBRIODS OF RETENTION—Continued

Deseription of records

Period to be retained

Micro-
film
indgi-
cator

46.

47.

48,

49,

50,

61.

52.

REVENUB ACCOUNTING AND QULLECTING—continued

Uncollectible accounts and customers’ credit records:

(a) Reeordsof ralings, credis classifications, and investigations
ol customers.

(b} Ledger aceounls and supporting details of customers’ ac-
gounts considered to be uncollectihle.

(¢) Reports and statements showing age and status of cus-
tomers’ accounts.

sd) Data on unpaid nal hills__._.___.__

a) Authorizalions for writing off cuslomers’ accounts. ..

PAYROLL AND PERSONNET. RECORDS

Payroll records:

{a} Pawroll shects or registers of payments of salaries and
wuges to individual oflicers and employees, {See item ()
below for-pension ar annuity payrolls and item 23(a) for con-
stractien payrotls.)

(1) Records shewing the distribation of salaries and wages
paid Lo offieors and empleyeesior cach monthly, ssmimontlily,
or wesekly payvroll period and summaries or recapitulation
statements of such distribution.

{c) ’l‘\rnp tickets, tisno sheets, time books, tin.a cards, work-
men’s reports and other records showing hours wor kecl de-
seription of work, and acesunis to be charged.

{d} Paid checks, runeipts for wages paid in cash and other evi-
denees of paymants for sarviees rondered by employees.

(e) Applications and authorizations for elianges in wage and
salary rates, summarics ane reports of changes in payrolls,
and similar records.

(f) Applications for payroll changes not authorized

{g) Pawroll anthorizations and rocords of authorized po‘:itlous,

{h) Records of dediretions (rom payrolls....._...__..__

(i} Compurative or analytical statements of payroll

(j) Pension or annuity payrolls

(k} Pension paychecks_ .. . . _____

(1) Employes’s individual carnlngs record.

Assignments, attachmenis, and garnishments:

(8} Hecord of assigninents, al{achments, and garnishinents of
(ta{nployees' salarieg, Jncluding files of notices, ete., pertaining

herelo.

{h) Minors' salary relesses ... e o ecceimaaaae

Personnel reeords:

{a) Emuployees’ service records, lenglh of service, and other
perlinent data.

(h) Applications lor employment, requests lor medieal exami-
nakion, medical examiner's report, photographs and other
ideni ification records, and olher miscellaneous records per-
taining to the hiring of employess.

Employees’ wellare and pension records:

(a) Records perlaining to employees’ recreational, educational,
hospilal, benefil, aceident preveniien, and similar activities.

(h) Detailed records showing compulations of accroals for
pension liabilities,

Tustruetions Lo employees and others:

{a) Builetins or mernoranda of genarnl instruetions issved by
the Company to employees pertaining Lo changes in acecount-
ing, engineering, operating, maintenance and consiruction
palicies.

(h) Bulletins or memoranda of general instructions issued by
the ("omp\mv Lo employees partaining to accounling, engi-
neering, gperating, maintenance and constraciion methoda
and procedieres.

{c) Nolivesto employees ¢n matters of discipiine, deportment,
and other similar subjects.

Organization diagrams and charts. oo oo ... __

See footrotes al end of tahie,

Destroy at option

For period legslly collectible__._______.

6 years after tarmination of employ
went,

Destroy at option

3 years after termination of employ-

ment.
Destroy at option_ ... . ...

3 FeaTS. o e

2D ¥RATS . e

20 years after expiration or supersession

G years ulter expiration or supersession.

Page
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FEDERAL POWER COMMISSION

SCHBEDULE oF RECORDE AND PERIODS 0F HBTENTION—Continued

Miero-
Deseription of records Peripd to be retainad Llm
indi-
cator
PURCITASES AND STORES
£3. Purchases: -
(a) Adviess or requisiticns from storekeeper and others for the (__.__ L (USRI PRSP
purchase of materials and supplies or services.
{b) Bids received from vendors in connection with the par- | 3 years. .o L ool M
chases of materials and supplies, .
{c)} Purchasing department copy of purchase ordersand spec- | L (o SRRSO M

5¢.

55.

§8.

ifications of materfals ordered.

(d) Contlracts for the purehase of materials and supplies:

(1; Contracts for materials used directly In constroction....

(23 Contracts for other material _____ . .. _.oas

(e} Purchasing depactinent copies of involces for materials
and supplies. (See itemn 15(0) for original Invoices.)

Ef) Registers or slmilar records of invoices.__

2) Price records or indexes of purchases. .. -

(h) Advices frorn vendors acknowledging receipt of order
for materials and supplies, notices of shipment, packing
slips, and copies of bills of lading.

(i) Receipts or delivery tickets Issued [or malerials and sup-
plies recetved in installments and subsequently siircendered
with and In support of involees or bills covering complete
purchases.

(i) Demurrage or car records showing periods freight cars
beld on eampany sidings.

(k} Copies of notices to vendors for materials and sappiles
returned for eredit and repair.

(1) Lists or records of invoices transmitted te or from store-
keepers.

{m) Records and reports used for checking snd tracing ma-
terinls and supplies covered by involees pravided for in
item (e} above.

Materia) ledgers:

(ay Ledger sheels and eard records of materials and supplies
recelved, issued, and on hand.

(b) Btatemcnts of materials and supplies on hand, per ledgers.

Materials and supplies received and issued:

{8) Recovds and reports pertaining to receipt of materials
and supplies.

Eb) Tecords of inspecting and testing maierials and supplies__

¢) Records showing the detailed distribution of materials and
supplies issued during ceounting periods.

{d) Material disbursement tickets showing quantities, unit
prlces, and aceounts to be eharged for materials and supplies
issued from stores lor use.

(e) Materiala returned credit slips, showing detalls of materials
returned to stock.

(f) Requisitions snd receipts for materials and supplies fssued,
the details of the issues being set forth in the material dls-
bursement tigkets,

() Records and reports of materials and supplies trausferred
from one department, storeracm, or divisien te another,

(h} Records and reports of materlals recovered and returned to
stocl if transeribed to recovds covered by item (¢} above,
(i) Records and reports ol materials and supplies issued to in-
dividuals or gengs of employees to be sccounted for when

used or returned to stock.

{j) Minor records and reports pertaining to materlals and sup-
plies not invelving eosts or final dispositior, su¢h as reports
of unfilled requisitions , suthorizations for additions Lo stock,
and similar records; aiso, storeroom copies ¢f purchase orders
and price records, other copies being retained in files of
purchasing department.

Records of sales of scrap and materials aud supplies:

{a) Authorizations (or sale of serap and materiais and supplies.

(b) Contracts for sale of scrap and materials and supplies.__ ..

{¢) Memoranda pertaining o sale of serap and materials and
supplies.

Pape 14

7 years Esee item 12(b)(1);
7 years (see itern 12(h) {2}
Destroy at eplion. .. ...

TDrestroy at option.__.
See item 12(h)

Destroy at option, alter being account- ... .
ed for.

Destroy at option_. . ___ .. __{ ..




PRESERVATION OF RECORDS OF NATURAL GAS COMPANIES

SCHEDULD oF RECORDS AND PERIODS 0F RETSNTION—Contloued

Micro-
Daescerlption of records Period to be retained Him
indi-
cator

PORCHASES AND STORBS—contivued

57. Inventories of materials and supplies:
(a) General inventorles of materials and supplies on hand with | 3 Fears. ..o oo cmimeeeonnn M
records of adjustments of accounts required to bring stores
records into agreement with physieal inventories.
{b) Stock cavds, inventory cards, and sthor detalled records | Destroy at option
pertaining to the taking ef inventories ! abstracted into rec-
ords covered by (a).
(e} Minar inventories of materials and supplics on hand i nol .. __de
reflected in adjustments of nccounts.

(rERATTIONS

58,1 DProduction-—Electric:
{a) Boller room, condenser room, turbine reotm, and pump
roomn lors, including snpporting data.
(b} Boiler room and turbine room reporis of equipment in
service anrl perfermance.
(¢} Boiler-tube [ailire veport . oo
(d) Generation and outpnt legs with suppertlng data. -
{e) Station anid system generation reports ... ... ——
(0} Generating high-tension and lew-tension load records.
(g) O and waste reports. - oo vcaecaaaan
{h) Load eurves, tempersture logs, coal, and water logs. -
(i) Gage-reading reports . e 3 years, except river-low data eol- M
lected in ¢onnection with hydro.
operation shall he retained perma-~
nently.

3 years, except that, where the basie M
chart information is transterred to
another record, the eharts need anly
be retained 1 year provided the rec-
ord containing {he bagic data is re-
tailned 3 years.

(I} Recording instrument ehavts. ...__...

{k} Load dispalcher's and stoation permits ... .. ... ... jii
68.2 Produelion—(ias:
(&) Boiler and zas machine logs, including supporting data_.._ M
(b} Gasgeneralion and cutput logs with supporting data_._.__ M
(¢) Temperature and atmospheric pressure 1ogs. ... - M
(4} Coal, coke and oll reports ... - M
(&) Resldual reports_ .o oo e emeee s . _ M
{f) Recording instroment ch ure (5t al except whe; i M
or differential}, temperature, specific gravity, beating value, chart inform
ate. anotiter record, the eharts need only
be retaloed 1 year provided the ree-
ord ¢ontainipg the basie dala is re-
tained 3 years.
{z) Test of heating value at stations and cuilying points..____ 6 years M
(h) Records of gas produced, gas purchased, gas sent out and [, ... L1 T M
holder stock.
(1) Analysis of gas produced and parehased including Btu. | __.. A0 e M
_and sulpbur contenl,
{}) Records of general inspection and operating fests.___..____ dyears. ... __... M
(k) Wellrecords, including elesring, bailing, shocting, etc., rée- | 1 year after field abandone M
ords; rock pressure; open fow; production, pas analysis re-
ports, cte.
(1) Gaseline produetion 6 vears M
(m) Gas production by counties. Optional. M
(n) Gas measuring records .. 6 years. M

(0) Tool vecord. ... ...
(p) Royally recerd. ...
{q} Records of meter tests

() Meter history records_ . oo oo e nicmciaeamaee
69.1 Transmission and distribution—Elcetric:

{a) Substation and transmission Hne logs..........__ -] 6 years..
(b) System operator’s daily logs and reperts of opera PP [ do..
gc) Storage battery and other equipment logs and records .| 3 years.

d) Interrupiion logs and reports. .. o oceo . accuco cceeo_Lo. 6 years.
((s)t Records of substatior general inspections and operation | 3 years

ests,

{I) Apparatus failure reports 6 years M
gg) Line-trouble reports and records. - 3 years- M

h) Lightning and storm data_____. ..-1 6 years. %1
(1} Insulator test records 3 years M

See footnotes nt end of table.



FEDERAL POWER COMMISSION

SCHEDULE OF RBCORDS AND PpaioDs oF RETBNTIoN— Continued

Deseription of records

59.1 Transmission and distcibution—Electrie—Continued

59.2 Transmission and distribution~ Gas:

60,

61,

62,

83,

OPERATIONS—conlinued

(i) Reports on inspections and repairs of all street openings_...
(k) Records of meter tosts '

(1) Mator shop reports {monthly reports summarizing tests, re-
pairs, efe.),
{m} Meter historyrecords_. . _____..___ . ..

{n) Transformer history records..___.___
(0) Records of transformer inspections, oil tests, cte- .
{p} Pal(?, tower, slruzelure, cquiprment, and odlcr history re-
cords,
NoTE: Tife or mortality study data for depreciation pur-
poses shall be retained permanentiy.

(a) ‘Transmission linelogs ... . .. . ...
(b) Transmission and distribution department load dispateh-
ing oparating logs.
éc) Service interraption logs and reports. oo oo ..
d) Records of general iaspection and operating tests.._ ... .
(e} Reporls on inspections and repairs of all street openings___
{) Apparatus failure reports
) Records of meter tests.._._____.

(h} Meter history records .. oo oo iaiaaeeio
(1) Meter shop reports {moenthly reports summarizing tests,
repairs, ete.)
() Gas measaring records
{k) Transmission lige eperating rcports.
1) Campressor operation and raports. .
m) Gas pressure department reports. ... ..
n) Recording instrument charts such as pressure (statle and
differential), temperature, specific gravity, heating valus,
ete.

Nore: Life or mortality study data for deprecintion pur-

poses shall be retained permanently.

Custoers' service:

(a) Reports of inspections of customers’ premises_ ... ...
éb Recerds and reports of customers’ service complaints__ _._
¢} Survey of customers’ promises to determine type of service

and equipment to be instalied.

(d} Records of installed castomers’ applisness _ ... oo ___ .
Records ol auxillary and other operations:
Tecords of sperations other than utility operations ... ....._

STATISTICS

Statistics and miscellaneous:

{a) Armual financial, opecating and statistieal reports regu-
larly prepared in the course of business lor internal adminis-
trative or operating purpases (and not ussd as the basls for
entries to the accounts of the companies concerned) to show
tl{_erl;‘esults of eperatiens and the fingneial condition of the
utility.

(b} Quarterly, monthly or other periodic financial, operating
and other statistical reports as above,

(c) All other statistieal reports {not covered elsewhere in these
regulnlions} prepared for internal administrative or operal-
ing purposes only and not used as the hasis for entries to the
accounts of the company.

Reports to stockholders:

(a) Annua) reporis or statements fo stockholders .. ___.___

(b} Written acknowledgments of receipts of reports to stock-

Period to be retained

B VOIS . o eee oo

Until superseding tcst but not less
than 2 years, or us May be necessary
to comply with service rules regard-
ing rafunds on fast meters.

B wOars . el _io_

For life of meter or longer as may be
necessary to comply with service
rules regarding refunds on  fast

meters.
For life of transformar
Destroy at oplion
Far life of squjpment

..... da

Uniil superseding test, but not less
than 2 years or as may be necessary
to comply with service rules regard-
Ing refunds on fast meters.

Faor Yife of meter (see also item 59.2(g)).

B Fears. e

3 vears, except that where the basic
information is transferred to another
record, the charts need only be
retained 1 year provided the record
eontaining the basic chart data is
retained 3 years.

¥or the same pericds as preseribed in
these regulations for similar records
pertaining to utility operatiouns.

Permanently. . oo

3 vears

Destroy at option

Permanently
Destroy at option

helders and written raquests for copies of such reports,

FPage 16
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cator
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PRESERVATION OF RECORDS OF N

ATURAL GAS COMPANIES

SCHEDULE OF RBECORDS AND PERIODS OF RETANTION—Contloued

Deseription ef records

Period to be retained

STATISTiCS——Continued

64, Heports to Federal and State regulateory coramissions:

65.

66,

67,

69.

() Annual finanecial, operating and statistieal reports_._..___

(b} Monthly and quarterly reports of operating revenues, ex-
penses, and statisties.

{e) Speeial or periodic reports on the Iollpwing subjects:
(1) Transactions with assoclated companies._._
(2) Tudgets of expenditures.
(3; Aceidents . .. ...
Ets Tomplovees and wages._ ...
5) Leans to clficers and employaes.
(6) 1ssues of secirities ... __________
(7; Purchases and sales, utility properties_.
{8) Plant changes—units added and retired
() Service interruptions

Miscellaneous statistieal reports, statements, and sumumaries
(not covered elsewhere in these regulations) prepared for ad-
ministrative or operating parposes only and not nsed as the
basis [or entries to the aceounts of the utility.

Tabwlating enrds used on)y in.compilatien of statistics, when
the results are transerihed to other records covered Ly these
regulations (see item 21).

Miscellaneouns

Maintenanee work orders and job orders:

(a) Authorizations for expenditures for maintenance work to
be covered by work orders, including memoerands showing
the estirnates of costs Lo be incurred.

() Warlk order sheets to which are posted in detall the entries
for labor, material, and other charges in comnsction with
maintenance, angd other work partaining to utility opera-
tions.

{c) Summaries of expendiiures on maintenance and job erders
and clenrances o operating and other accounts (exclusive of
plant accounts).

, Budgets and other (orecasts: {Prepared for interna! adminis-

teative or operating purposes) of estimated future income,
receipts and expenditures in connection with financlng, con-
struction and operastions and acquisitions or disposals
of propertics or investments hy the company and its
astoclate compaunies, including rcevisions of such  esti-
mates and memoranda showing reasons for rgvisions;
also records showing comparison of actual inceme and
receipts anc expenditures with estimates.

Injuries and damages:

{a) Claimo registers, card or book ipdexes and similar records in
connection with claims preseated against the corapany in
commection with accidents resulting in damage to the prop
arty of others or personal injuries.

(b) Papers, reports, stalements of witnesses, etec., necessary to
the suppoert or rejection of individual claims against the
COTUARY.

(c) Other papers, reports, or statements, pertaining to acci-
dents, resulting In property domages or personal injuries,
not necessacy to the support or rejection of claims,

(1) Detailed scheduies or spreast sheets of paymernts Lo others

Permanently

3 years alter carrent year...

1
See iterns 3{c) and 4. .
Perroanently_...

Destroy at option

Destroy at option after appropriste
sumnmaries have besn made,

Destroy st eption_ ..o

2 years afller settiement ... ... _._

for personal injuries or for property damages.
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FEDERAL POWER COMM!SSION

SCHEDULE OF RRCORDS AND PBRICDS OF RETENTION — Continued

. Miero-
Description of records Pariod to be retained Blm
indi-
cator

Miseellaneows—Continued

70, Correspondence:
{a) Correspondence and indexes thoreto relating to offices eov- | For the period prescribed for the item (s}
ered by other items of these regulations. to which it relates whers necessary

te & preper explacation of same.
{b} Stenographers’ notebooks and dictaphone or other me- | Destroy atoption. ..o ........ e
chanical device records,

(c) Mailing lists of prospects for appliance saies, sceurities, ete [ ____ L1 .« SN PR
71, Other miscellaneocus records:
(a) Copies of advertisements by the company Inp behalf of {t- 6 years. - oo %)

sell or any associate company in newspapers, magazioes and
other publications including records thereol. (Excluding
advertising of product, appliances, employment opportuni-
ties, services, territory, rouline notices and invitatious for
bids for securities, all of which may be destreyed at aption.)
(b} Receipts and records pertaiaing to delivery of articles to  Destroyatoption. . .. . |eoeo.o-
employees, such as badges, keys, and material receipt boaks.
{¢) Records of building space occupied by varlous depart-
ments of the utility.
{d) Indexes of forms used by company. . oo ... .. d
(e} Transmittal lists or forms used for indicating papers and
records forwarded {rom one deparfizent to anether, pro-
vided sueh lists do not contain data afecting the accounts
of the company.
72. Records of predacessors and former associates. ___ .. emem———— See nota 7. . imimmaco]ereeae

! For tha purpeses of the regulation, a stoekholder's account may be treztod as a closed account at the time that
such stockholder ceases {0 be a holder of record of the particular classand series of stcek of the Company and the 7-year
retention period prescribed herein shatl run [rom that date. Il such person subsequenily acquires shares of capital
stock of the company and thus again beecomes a stockholder of the Company, the record of such acquisition shall bo
treated as a new stockbolder acecunt,

2 Aftor aceount is closed as defined in Footnote 1 suprs.

3 The terms “'bonds’” and “dehentures’”, as ised in eaptions (a) through (1) of this item, shatl include all debt se-
curities, suel ag bonds, debantures or notes other than deht seettrities which evidence temporary borrowings and
which are expeeted to he repaid out of the proceeds of the sale of longer term securities. Typical of such temporary
debt securities as deseribed in 2(1) weuld he notes issued to banks evidencing temporary working capital and con-
struetion loans and gas storage loans.

41f a ratention period is preseribed elsewhere ip the Scheduls with respect to any docinment which is included as
an exhbibit to any fillng retained pursuant to the requirements of this item, the Company need retain only one copy
of sueh docuement in its Ales provided appropriate cross references are established.

§ 26 yvears, except that those relating to licensed projects, or additions or betterments therato, for which the Com-
g]ission haa not determinad the actual legitimate original cost, shall he retained 25 years and uatil such cost has been

etormined. .

S As may be permitted for iterns to which correspondence relates,

7 Retatn until the records of utility plant acquired have heen integrated with the utility's plant recerds and ths
origina! cost of the aequired plant is adequately supporied by cost details, and until it is ascertained that such records
are not necessary 0 lfillment of any unsatisfed regulatory reguirement, such as: {a) Approval and recordiog of
accounting adjestroents resulting from reelassification and original cost studies and aceeptance of property acquisition

ournal entries, (h) cost, depreeiation reserve, and amortization reserve determinations for liconsed prejects, (¢) estab-
lishment of continuing plant inventory reeords, or accounting evidence of the cost of long-lived propetty in the ab-
sance ofsuch continuing plant inventory records.
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