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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, 1incorporating the amendments to this
part, will be available from the Federal Power Com-
mission. When new pages are 1ssued, they will be
accompanied by a transmittal sheet describing the
amendments or changes which are being incorporated,
the date of 1ssuance of the order, 1ts 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.

11X
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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 Promulgation,

225.2 General instructions.

2953 Schedule of records and periods of
retention.

AUTHORYTY: §§ 225.1 to 2253 issued under
sec. 16, B2 Stat. 828; 15 UBLC TiTo. In-
terpret or apply secs, 8 and 10, 52 Stat. 821,
825, 15 U.S.C. T17g, 7171

§ 225.1

(&) This part is prescribed 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;

(by This part shall, as to all natural
gas companies now subject fo the juris-
dietion of the Commission, become effec-
tive on December 12, 1962, and as to any
natural gas company which may here-
after become subject 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 Comrmission.

§ 225.2 General instructions,

(a) Scope 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
patural 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 requirement 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.

Promulgation.

(4) Records other than those listed in
§ 225.3 may be destroyed at the option
of the natural gas company: Provided,
rowever, 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 furiher, 'That re-
tention of records pertaining to added
services, functions, plant, ete., the estab-
lishment of which cannot be presently
foreseen, shall conform to the principles
embodied herein.

() Designation of supervisory oficial.
Bach 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 ifs
records.

(¢} 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 reguired 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.

(€) Preservation of records on micro-
film. (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-
seribed herein are followed.

(2) Indicatorsare used in the schedule
to designate those records for which
microfilms will be accepted in leu of the
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FEDERAL POWER COMMISSIOR

original vecords., 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
records at any time after the use of the
records for current recording purposes has
been discontinued.

M 10, M 6, etc.—Indicates that microfilms
may be substituted for retention of the
original records only after the original
records have been retained in thelr origi-
nal form for the number of years cor-
responding to the numeral, f.e., 10 years, §
years, ete.

ME—Indicates records for which microfilms
may be substituted for retention of the
ortginal 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 itemn 9(e}, microfilms are not accept~
able for current contracts, bowever, they
are acceptahble for expired or canceled con-
tracts, the retention pertod for which is
six years after expiration or cancellation.

(3) Abhsence 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 reec-
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 clear]y (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 ldentification. When a
number of the records to be microfilmed
have in common such g characteristic or
attribute, an appropriate notation iden-
tifving the characteristic or attribute
may be indicated in a statement at the
beginning of the roll of film instead of
on each individual record.

(53 Each roll of film 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 aceordance with prescribed in-
structions. Such certificate or certifi-
cates shall be executed by a person or
persons having personal knowledge of
the facts covered thereby.

Page 2

(87 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 stock shall be of approved
permanent-record microcopying type,
either perforated or unperforaied, such
as meets the minimum specifications of
the National Bureau of Standards.
{Such film stock may be ideniified by a
manufacturer's mark, a solid friangle
after the word *safety” in the edge
matking 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 company shall furnish
photographic reproductions of any rec-
ords the originals of which have been de~
stroyed under the provisions of this in-
struction.

(8) The microfilm shall be indexed
and vetained in such manner as will
render them readily accessible and iden-
tifiable. They shall be stored in such
manner as 1o 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.

(£} 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 the
natural gas company concerned. Pre-
cautions should be taken, howeveyr, to
macerate or otherwise destroy the legi-
bility of records, the content of which
is forbidden by law to be divulged to
unguthorized persons.
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PRESERVATION OF RECORDS OF HATURAL GAS COMPANIES

(g) Premoture destruclion or loss of
records. When any records are destroyed
pefore the expiration of the prescribed
period of retenfion, a certified state-
ment listing, as far as may be deter-
mined, the records destroyed and describ-
ing the circumstances of accidental or
other premature destruction shall be filed
with the Comimission within ninety (80)
days from the date of discovery of such
destruction. Discovery of loss of records
is to be treated in the same manner 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 miecrofilms
may be substituted for retention of the
original vecords, 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-
ization for such destruction under the
condifions specified for the particular
types of records, only if such optional
destruction is appropriate to limited
managerial interest in such 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.

(i} 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 TO SCHEDULE OF RECOADS AND PERIODS
OF RETENTION

Corporate nnd General

Sec.

1 Capital stock records.

2 Debt security records.

%  Authorizations Ifrom regulatory bodies

for issuance of securities.

4 Coptes of registration statements and
ather data filed with the Securities
and Exchange Comumission,

Proxies and voting Usts.

Minute books.

Titles, franchises and licenses.

-1 o

Sec.

8

kS

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

22
23

24

25

32
33

34

36
36
37

38
39

40
41
432
43
44

46

Permits.

Cantracts and agreements.

General and subsidiary ledgers.

Journals,

Journal vouchers and journal entries.

Cash books.

Voucher registers.

Vouchers,

Accounts recelvable.

Records of securities owned.

Insurance records.

Tax records.

Accountants’ and auditors’ reports.

Tabulating machine and automatic dats
processing records,

Plant and Accumulaied Provision for
Depreciation

Plant ledgers.

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

Retirement work in progress, work or-
ders, and supplemental records,

Summary sheets, distribution sheets,
reports, statements, and papers di-
rectly supporting deblits and credits to
utility plant orders aund thelr support-
ing records.

Appraisals and valuations.

Maps and map reproductions,

Engineering records in connection w'“h
construction projects,

Contracts and other agreements relating
to utility plant.

Records pertaining to reclagsifications of
utility plant accounts.

Records of reserve for depreciation andg
depletion of utility plant.

Treasury

Statements of funds and deposits.

Hecords of deposits with banks and
others.

Records of receipts and disbursermnents.

Revenue Accounting and Collecling

Custormers’ 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 meter recorg cards.

Miscellaneous billing data.

Revenue surnmoeries.

Customers’ ledgers and other records
used in lien thereof,

Merchandise sales——accounting and col-
lecting.

Collection reports and records.

Customerg’ account adjustments.

Uncollectible accounts and customers’
credit records,

Page 3
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47
48

49
60
B1
52

8.1
8.2
891

59.2
60
61

G2
63
64

65

66

87
88
69
740
Ti
T2

FEDERAL POWER COMMISSION

Payroll and Personnel Records

Payroll records.

Assignments, attachments, and garnish-
ments.

Personnel records.

Employees’ welfare and pension records.

Instructions to employees and others.

Organization dlagrams and charts.

Purehases and Stores

Purchases.

Material ledgers,

Materials and supplies received and
issued.

Records of sales of scrap and materials
and supplies.

. Inventories of materials and supplies.

Operations

Progduction—Riectric.
Procuction-—Gas,
Transmission and distribution-—Elec~
tric.
Transmission and distribution—Gas.
Customers’ service.
Records of auxiliary and other opera-
slons.

Statistics

Statistics and miscellaneous.

Reports to stockholders,

Reports to Pederal and State regulatory
commissions.

Miscellaneous statistical reporis, state-
ments, and summaearies.

Tabulating cards used only in complla-
tion of statistles.

Miscelianeous

Maintenance work orders and job orders.

Budgets and other forecasts,

Injuries and damages,

Correspondence.

Other miscellaneous records,

Records of predecessors and former as-
soclates.
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PRESERVATION OF RECORDS OF NATURAL GAS COMPANIES

SCHELULE OF RECORDS AND PERIODS OF RETENTION

Deseription of records

Pertod Lo be retsined

CORPORATE AND GENERAL

1. Capital stock records:

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

(by Capital steck subscription acecounts, warrants, requests for
allotioents and other essential papers refated thereto,

() Stubs or sirmilar records of capital stock certificato issuance
where not used as cupital stock Jodger record,

() Stock transfer registers or sheets or shmilar records .o ...
(&) Papers pertaining to or supporting translers of capital
stock:

(1) Papers that are recorded officially i a court or in the
offico of some other public recording authority, and other
papers presented by any bank or trust company reguest-
ing transfers in its capacity asa fiduciary.

(2) Any other papers not deseribed in (8) (1) above .. ..

(hy Canceled ¢npital stock certificates where not used as capital
stock ledger records,

{g) Change of address notlees of stockholders.._ ... ...

(hy Bonds of indermnity and afiidavits covering issuanees of
stack cevtificates to rﬁp)‘\ce Iost cortificates.

{iy Letters, nol epou statements and other coramunica-
tions distributed to 7l stockhelders of a particular class:

(1) Farmal 'ommumc%hom gddressed Lo all stockhooders
of o particular class, insluding annual reports Lo stoek-
holilers, notiees of fmnw\l and special moetings of stock-
holders, and ather notices, letlers, reports or statements
wming to corporate or stockholder actions.

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

(1) Dividend registers, lsts orsimilarrecords. ..o o ...
(k) ['au] mw(l(xnﬂ {hPcks .

. Dot Qmurl{ ,mu] 13)

{a) Hegistersd bond and debenture fodgers.._ ...

(b} Roud and debenture subseription sceounts, warrants
subseription notices, reguesis for allobiment and essential pa~
pers uﬁted thereto.

{e) Stubs or similar records of boud and debeniure certificates
igsued.

{d) Papers pertuining to or sapperting transfers of registered
honds and debentures:

(1) Paprrs thuat are recorded officially in a courl or in the
ofiice of some othier pubtie recording authority; and other
papers presenterl by any bank oy trust company request-
ing transfers in its capacity fiduciary.

(2 Any other papers not deseribed in (@) (i above.. ..

(o) Records of bond and debenture interest coupons paid and
unpaid.

() Canceled honds and debentures and paid interest coupons
pertaining thereto.

(;) Trust indeniures, loan sgreements or other confraets or
agresments securing debt securities issued, (I(auch papers
or documenis are included among the records covered by
ftemn 3 of the Regulation, this insteuction will not apply.)

See footnotes nt end ol {able,

Miero-
film
indi-
cator

7 years after the stockholders sccount
s closed. (1}

3 vears after settlement__._ ... ... ..

7 years after cancellation of cortificate.
It this record serves the purpose of s
capital stock ledger, 1{a}y is appif-
cable.

7 years after last entry on page or sheet
of the record.

Destrey at optlon or return o stoek-
holder.

3 vears from date of transfer. ..... ...

7 years after cancellation, 11 this ree-
ord serves the purpose of a capital
stock ledger, 1(3? is applicable

Destrov af option after changes are re-
corded.

T years after expiration of bonds.. ...

FPermanentiv. _____.......

G years alter the date thercof .. ...

§ years.

8 ve«)rs after rescission order.. . ...

3 years after redemption.. ..
3 years after settlement... ...

3 yeuarg after rademptlion..

Destroy at option or roturn to holders
of the bonds or debentores.

3 years after transfor.....o ...
Drestroy at option in compliance with
Mote.

Page
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FEDERAL POWER COMMISSION

SCHEDDLE 0F RECORDS AND PRRICDS 0F RBTBENTION— Continned

Deseription of records

CORPORATE AND QENERAL—eontinued

2, Debt sceurity records {(H—-Continued
¢hy Copies of reports, statements, letters or memorands filed
with Trustee(s) pursuant to provislons of trust jndenture
or other seeurity instrument or agreement securing daebt
securities tssued.

Norr: Canceled bonds and debentures and pald tnterest coupons
pertaining theroto may be destroved, provided (hat 4 ceriifigate
of destruction eiving full deseriptive reference to tie documents
destroyed shall be made by the pergon ar pevsons authorized to
perform such destruction and ghal retatned by the G
{or the perlod herein preseribed. "The cortificate of 4
evidencing the destruetion of paid interest coupans pertatuing to
bonds or debentures need not contain a Bisting of the bond or de-
benture serial nambers pertaining Lo such paid fnterest coupous.
When documents represent debt secured by mortyage, the certif-
icate of destruction shall also be authorized by a representative
af the Trustee(s) acting in conjunciioy with the persen or per-
sons destroying the docuoments or shall have the Trustec(s)’ ac-
ceplance thercon, 7Vhe certificate of destruction above de-
serthed may be destroyed 7 years after the payinent and dis
chare of the bonds ar debentures or interest coupons deseribed
in such eertificate.  Sneh certificate may be microfilmed in se-
c(;rdance with indicator “M”.  See Instruction B (2) of the Reg-
ulation,

(1) Paid or caneeled debt Securities evidencing temporury bor-
rowings.

(j) Paid dnterest eheckS_ oL e
3. Authorizations from regulatory bodies for {ssuance of securi-
ties:

(a) Copies of upplications to rezelatory baodics for authorily to
issue stocks, bords, and other securities, including coples of
exhibits in support of such applications.

(b) Ofiicizl coples of opinions and orders of regulatory hodies
graoting authority lo {ssue seeurities.

(¢} Reports fled with regulatory bodies s complianes with au-
thorizations to issue seeurities.  {Reports of sales of securities
of application of proceeds, ete.}  File copies of sueh reports
aad supporting papers,

4. Coples of rezistralion statements and other data filed with the
Securities and Bxchange Commission:

(1} Inconnection with offerings of seenrities for sale to the pub-
lig, or the listing of secnvities on exchaoges, tocluding sup-
porying papers.

(1) Copies of pericdic reports snd sypporting papers Bled in

compiiance with either the Secucitics Aet of 1933 or the Secu-

rities Bxchange Act of 1834,

Fata 8

Period to be retained

WMicro-
fitm
indi-
ecator

dooo

7 years after redemption.  (Destroy at
option providod that the Trusteo(s)
under such indenture or securily
ingtrument is a Natlonal Bank, 2
member of the Federal Reserve 8ys-
tem or a subsidary of any such Na-
tignsl Bank or Pederal Reserve
System member bank; and provid-
ed Turther that the Trustee(s) has
certified Lo the Company that copies
of all such documents will be avail-
able in tho oflices of the Trustes(s)
for tnspeetion ut any thme prior to
redemption by holders of debt ge-
curities to which such documents
relnte and for inspection by ony
Foderal or State regulatory suthor-
ity prior to redemption and for an
additional period of 7 years after
redemnption),

3 years after paymont or cancellation
provided oiher records of lssnange
and payment or cancellation ace
maintained.

8 yoars or untit all securities covered

are retived whichever is shorter, (4)

Uniil securities covered ave retived. ..

25 yoars, or untii all securities covered,
are retired whichever is shorter.(4)

Pormanently. {4

M

M

N0

M 10
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PRESERVATION OF RECORDS OF NATURAL GAS COMPANIES

ScHEDULE OF RBCORDS AND PERIObBS 0F RETBNTION-—Continued

Pescription of recordy

CORPORATE AND GENBRAL——
_ Provies und votine st
(n} VProxies of hokders of votineg scenribies o L. . ..
(b Lists of halders of voting sccuritios represented at meclines
L Limuate books of stockholders’, direciors’, and directors’ com-
witier ineetings
‘Fitles, franehises, andd Heenses:
(a) Deeds and alher title papers (nelding ahstracls of title
wind sipportine data,
(h) Carporate chineters oy cortificates of incorporation ...
(e) Franehises and certifeates snrthorizlng operations asu pu
He ntidity
{4y Licenses {nelnding amendments thereof) aranted by Fed-
ernl ov State ankhoritics for ecustriction wud operation of
atility plant,
{e) Copies of forad orders of renulatory comniissions served
vpon e vty
. Permits:
(a) Periniis ad 2ranted applientions for the use of facilitics of
others,
() Copies of permits and applications granted others for the
use of the utiti acilitios.
(¢} Applestions for use of faeilities not granted and coples of
such applications.
() Perinily of ut temporary nature from municipalities or olb-
ers to performy specifie work, sueh as permits to open streets.
. Coutragts and agreements (except contracts provided for else-
where):
(a) Service contracts, such as for management, nccounting,
and Anancial serviess.

[

=2

-1

b

d

k=

(b} Contracts with other atilities for the purchase, sale or in-
terchinge of prodiuct.

() Leases pertaining ta rentaisof property toor fromathers ..

{d) Contruets and agreements with individuoal employees,
Iabor uniens, company unjons, and other employee organiza-
tions relative to wage rates, hours and similar matters,

(e) Contriels, agreements, andfor obher essentlsl records nec-
essmy 1o thoe earrying out of the funetions of an employee's
stock purehuse or other Lype of employess’ saving plan, -

i) Memoranda essentiol to dlarifying or explaining provisions
of contracis lisied ahove.

(g) Cuard or book records of contracts, leases, and agresments
made, showing dates of expirations and of renewsls, memo-
rids of receipts and paymsents under such contraets, ete.

(hy Contracts or sgrecnients for the acquisition or disposal of
Investinents,  (Cxcluding temporary ¢ash investments.)

10. Genernl and subsydiary ledgers:
(Y1) Generad tedgers. L e .
{2) Ledgers subsidiary or auxiliary to genersl ledgers
exeeps ledgers provided for clsewhere.
{b) (1) Indexes Lo peneral Jedpers _ oo e
(2) Indexes Co subsidiary ledgers exeept tedgers pravided
for elsewhere,
{ey Trivd anee sheets of geoeral and subsidiary ledgers.. ...
11. Journats: Geneml and subsidiary journals, jocluding depart-
mental and divisional journats,
12, Journal vouehers and journal entries:

() CGeneral, departmental, divisional ood petty journsl
vouchevs,

{by Mlaterials and supplies disbursement, tabor distribution,
and other detall samnmrization and distribution records
which support journal voachers or journal entries:

(1) Charging plant QeeoUnt8. ..o vemmmaarcmeeaaan

@) Charging all ofher accounts.
HBew footnotes Lt end of rable

unless surrendered to transferee.
Permanently
PN {11

Ree itenn 12.{(b){1) If thay sffect cost of
plant; otherwise, & yeors after expi-
ration or ecancellation.

8 years after cxpiration or cancellation

[ 1 D
SO« £, T

..... AOu et

Tor same perieds as contracts to which

25 vears after disposal. ...

Permanently
do..o.

UL 7o DN

b years_........
Permacently

7 years, i (2) accounting adjustments
resutting from reclossification and
ariginal cost studies have been ap-
praved by the regulatory commis-
stons having jurisdiction; and (B)
continving plant inventory records
are maintained, or {¢) unitization af
construction costs appear in work
orders;, otherwise permanently.
Tor licontsed projects, ses Note [ol-
loswing item 15.

7 years.....

) ) Micro-
Period to be rotained filro
indi-
eator
G vea - Ra
1 year M
Fermanently I N 2B
6 yeurs after property is disposed of |.......

ME
ME

ME
ME
ME
M
ME

ME
ME
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13.

14,
{5,

16,

18.

. Journal vouchers atd journal eniries

FEDERAL POWER COMMISSION

SCREDDLR OF RECORDY AND PERMOGDS oF RETENTION--Continued

Doseription of cecords

CORPORATE AND GENERaL-—contiouecd

-Continued
NoTtE: Time tickety and material issued and material re-

turned tickets may bo dexireyed at option if the basie informa-

tion gonlained tliercon is transeribed Lo other reenrds, if such
ofher records ure retained in accordanes with this \mt: ucl buu
sie informmation as regards time tickets inclades,
mum, for the purpose of thig instroction, hours wor c!). ang
distrinution of time Lo proper job or :wmunl,. or material
and mnerial rettirned tickets hasie iInformation, asa mintmum
for the purpose of this instraetion, ineludes idenlification of
materia) by code or otherwise, quantity and distribation,

(¢} Papers (orming pare of or ueeassury to expliin journal
vouchers or jorinnd epnlbries oxeept as covered in 12 (D) above.

() Sehedudes for veexwrving journal gntric

(ey Lists of standard journal entry nuninbayrs

Cash book

(a) Ganerol and substidiary cush books which show Sotrees or
gencral cash receipts, bagic accounting entries,
andd explang mno, b, oxepit whore sepm
tvpes deseribed in (I, {63, and @) are wainiuined.

(hY Treasurers’ and auditors’ cush books refating ¢
deposits and inter-hank transfe

(e} Bubsidiary cash vecords chmvnm solety castomers’ colice-
fons.

(Q) Other

Vouctier re

(1) Voucher reg

Votiehers:

{0} Paid and canceled vouehors (L copy  anndysis shicets show.
iny delailed digtribtion of charges o individual vouehers
il obher stpporting i 3.

{h) Unw nal hills aud invoices for
piid by vouchers.

) Paid cheeks and receipts for paymenis hy voucher or
otherwise,

{4 Aunthovizations for the paymentof specific vouchors. _ .

(&) Lists of unadited bills (accounts payahler, lists of vou-
chets tramsmitied and memormnda regarding changes in
unandited bills,

(Y Voteher ieses. . oo e
NoTE: ],\vn;:t thal those rebating to the ﬂnua(rmtmn of

fleensed projects, or additions or hetterment therclo, or the

amortization reserve applicable therefo, for which the Com-
mission has not determiined the actund legitimaie orizinal
cost, shall be retaimed un(il sieh cost hag heen determined.

Arcotmts recoivable (see tbems 43 and 44 for acconnds with
customers for Htitity service wud for mochandise sajes):

{2} Records of secounts recoivable pertaining to sales of ntility
ank.

(bg Reeord or register of aceounts reccivable and
thereto and summaries of disteibution.

(e} Accoroiting departmoent coples of invelees lssued and sup-
porting papers whicl 1o pot aecompany the eviginal hiveices
and autherizations for charges ingluding supporting papers.

()} Periodie stntements of unsettied aceounts, except (rial
hal‘\noos

(e} Sehedale of inveoiees to be lssued.

sololy Lo

horecords of 4 memnorandyin natore_ ...

sisters or stmilar records

materials, services, oo,

udexes

. Records of seeuritics owned:

(a) Repords of scearities owned, in treaswry, or with custo-
dians.

Insuranes records;

(o) Itecords of insurance polictes in foree, showing coverage,
premivms peid and tion datles

(b} Insurance policies

{¢) Recerds of apounts
in conngetion with losses am! of clmms agamb{ insurance
comnpanies, inetudiog repaorts ¢logses and supporling papers.

{d) Inspentors’ reports apd records of condition of property___

(e) Insurance raaps ol property and struetures erected thereon.

(D Recordsand statements relating to insurance reqnirerents.

Page

Period to be refained

Micro-
film
indi-
cator

Permonontiy...

Poermanently ... _____

R T

da

7 years {sec iberm 12(b) (1) and (2)).__.|..

7 vears (See Uem 12(03{1Y and ().
For licensed projeets, see Note inl-
lewing item 15

,,,,, do._.

T OYCATS e e

7 years {Bee item 1E{h)(1) and (DI
Trestroy ab oplion. __.o.. ..

TVOMS. L o ieaaaan

3 veirs

boyear.

Prestroy at option

O veargafter disposatof the investment.

Trastroy at eplion after cxpiration of
sach policies.

{2 o PRI

6 years. For licensed project
Note fohowipy item 15,

1 year afler sapersession.
Unul supersetied__
Destroy ut option.
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PRESERVATION OF RECORDS OF HATURAL GAS COMPANIES

SCHEDULE OF

Deserintion of records

CORVORATE AND GENERAL- continued

19 Tax records:

(o) Copies of schedules, roturns,
papers Lo taxing authorities and records of appeals:

(1) Federal income, excess profits, undistiibuted income,
and eapital stock ta

(23 81aie income taxes and 8

(37 Giher taves .. ... _

{4} Scheduls of allocation of consolidaled Federal incorme
taxes to subsidiary eornpanies.

(%) Reeovdsof annual deferminntions of deferred taxeson in-
cote, annunl determinations of accounting \Mju\,#munt‘;
for “reserve deferrals” af deferred taxes on inconie togather
with hasic eomputations and secords of anous! plant addi-
Lions :md retirements and adjnstments on whieh deferred
18X aecounting enlries arvg M . {For the purposes of
these reguiations, “deferred taxes” amd deferred tax ace-
caantling'’ vinbrace provision fov “future tases on incomo”’,
“prepaid taxes or tneome”, orany other cecounting proge
cure which sttribote 2 tax on ‘ngomg £ 8 vear ot \ears
r)&hgr thun that of Lhe specific year's tax return determin
ing the Lax Hahil

¢hY’Pax bills frosm taxing authorities &miwumnts for Ik vient. .
(¢} Summaries of taxes paid by ¢ es of MAxes 3
() Smmaries of taves paid by taxing dislricts_ .
e} Restatenients of schedules of taxes puid afler giving eflact
to refunds and additional ussessnmut&
Accomntanis’ and anditors’ reports
(&) Reporis of examinations snd audns by accouniants and
auditersnot in the reyular employ of the uiility.  (Tacluding
reports of puble aecounting firms and regalatory commis
O geountanis
Py Interna) audit vaports and working papers
Tahuluting machine apd aatomatic da
ot inejuding billing machineg recort
tay Punched cards or tapes used in as
posted 1o an aceount:
{1} Where a printed shest or tape showing voucher number,
cecuint. number, and wmonnt on cach sheet is not pre-
served.

{2) Where a printet
preserved

{n) Printed shects or tapes sh(y\\‘ingf the details and summaries
of accounting data indicited on the punched carvds or mpes
{¢} Instructions and wiring diagrams for the above vecords_ .

and sgpporting working

20,

21.

sembling flgures to be

cheet or tape deseribed i {1) above is

PLANT AND ACCUMULATED FROVISION FOR DEFRECIATION

22, Plunt e !
{a) Ledpevs of utility plant accounts inclading land andigiher
detailed tedgers showing Lhe cost of utility plant by clas
() Continuing plant inventory ledger, book or card recor
showing de\(:ﬂp[mﬂ location, quantmps, cost, ele., of phys-
fcal units (or items} of uumy Aant owned.
. Constraetion work in progress iedgem work orders, and sap-
plemental vecords:
a) Construction work in progress ledgors_ .

() Wark erder sheets (o which ave postod in summary forin or

indetaif the epiries for inbor, materials, and other charges for

utility plant additions and the estries closiog the work

orders to utilily plant {n service at completion.
Authorizations for expepditures for additions lo utility

plant, including memoranda showing the detailed es.tim 2 tes

of cost and the bases therefor (including original and reviged

or subseguent authorizations).

(2} Requisitions and registers of authorizations for utiiity
plant expenditures.

(e} Completion or periormance reperts showing comparison be-
tween aulhorized eslimates and actual expenditures for util-
ity plant adgitions,

end of able.

(c}

See foottmtes at

RECORDS aND Puriods oF RETRRTION-—Continued

Period to be retained

Micro-
il
indl-
cator

10 years after seltlement____ .. ...

10 yeuars aiter allocation. -

[ s ahsorption of teferred

veé’ ﬁc;u 15(k) .

28 FOATS. e iciiae i

BOVBOTE. i et me e

7 years (See item 12(03(1) and (2))

Destroy a

(See itemn J2(h) (1) and 2))....

{ option.
7 vears

Samo period as related records.

Ternanenily. o

§ yoars alter plant is retred provided
wortality dala are retained.

|

| 25 vears after elearance to the plant ac-
count provided continulng phaot in-
veptory tecords are maintained;
athierwise, 6 yvears nfter plani is re-
tired.

M 1D

M 15

M 15

Page 8
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FEDERAL POWER COMMISSION

ScrevvLl oF RECORDS aAND PBERIOBS oF RaTenTioN—Continued

23

24,

28,

27

28.

29,

30,

Description of records

Perlod to be retained

Micrn-
film
indt-
cator

PLANT AND ACCUNMULATED PROVISION FOR DEPRECIATION--CON,

. Construction work in progress ledgors, work ordars, and sub-’
plemental records— Continoed

) Anslysis or cost reports showing queantities of materials
used, unit costs, number of ruan-hours, ote., io conneetion
with completed construction profects.

{g) Records ind reports pertaining to proeress of egnstruction
work, the order in which jobs are to be completed, and simi-
far records which do not {form a basis of entries to the ac-
counts.

(h} Records of gas acreape owned, leased or optioned; lease
records; well-drilling logs aml well-canstruction records;
geological and photographic maps of feld.

Retlrement work io progress ledgers, work orders, and sap-
plemental records:

{a} Work order sheets to which are posted the enirles for re-
maoval eosts, materials recovered, and credils to utility plant
accounis for cost of plant retired.

() Authorizations for retirement of ytility plant, inelading
memoranda showing the basis for deterninaticn of cost of
plant to be retived and estimates of sal vage o remnoval costs,

(¢} Repisters of retirement work orders. .. ..o o ainua.

. Bummary sheets, distribution sheets, reports, siafements, nud

papers directly supporting debits and credits to utility plant
ageounts not covered by vonstruction or relirement work
orders snd their snpporting records,

Anppralsals and valuatbions:

Appraisals and valualions made by the company of its prop-
erties or invesiments or of the properties or investments of
any assoctaled eompanies. {Includes all records essential
thereto.)

Maps and map reproductions showing the location and physi-
eal characterlstics of production, transmission, and distri-
huotion systens of the utility.

Engincoring records in connection with constryction projecis:

{a) Maps or mnp reproductions, disgrams, profiles, plans,

photozraphs, records of engioeering studies, and similar
records jn connection with proposed constroction projects:
(1) [T constriction of project resuits whaolly or in park ... .

{2y I congtruction of project does not result.

Corntracts and other agrepments relating to niitity plant:

(ay Contracts relatiag to acquisition or salo of plant. ... ...

(hy Contracts and other agresments relating {o services por-
formed in connection with construetion of utility plant {in-
cluding contracts for the construction of plant by athers for
the utility snd for supervision and engineering relaling to
constriction work).

Records pertaindng to reclassifieatioos of utility plant accounts
to conform to preseribed aysterns of accounts, ineludiog sup-
porting papers showing the bases for such reclassifications.

. Recards of reserve for depreciation and depletion of utility
piang:

¢(a) Detailed rocords or analysis sheets segregating the depreei-
ation reserve aceording to functional classification of piant.

(b) Records supporting computation of depreciation and de-
pletion expense of utilily plant, netuding such data s life
and salvage studies,

TREASURY

. Statemenis of funds and deposits:

{ay Summarfes and periodic statements of cash balances on
hand and with depesitories,

(b) Statement of managers' and agents’ cash balances on hand
and with depositories.

{e) Authorizations for and statements of transfer of funds from
one depository to another.

{d) Tequisitlons and receipts for (unds {urnished managers,
agents, and others.

(e} Racords of Adelity bonds of employees and others respon-
sible for funds of the utility.

{f) Reports and estimates of funds required for general and
special purposes.

Page 10

25 years.. .

Destroy at option..

Permanently ... .. ool

25 years

B0 years. ..o i

to plant ae-

after clearance
count, provided eontinuing plant in-
ventory records are waintained; oth-
erwise, 6 years altor plant s retired,

Unti data are no longer useful_ . ...

Until map is superseded or § years
after plant is rotired provided mor.
$nlity data are rotained.

Until record is superseded ov § years
after plant is vetd provided mor-
tality data are retoined.

Desiroy at optio.y after completely ac-
connting for expenses inenrred.

Pormanently s ..o ...

§ years aftor plant is vetived. . ... _...__

7 vears {(See ttem 12(by{I)) ... __

Destroy at option.____..iiio

..... [T S

May destroy at option sfter funds have
been returned or accounted for,

Until Hability of bonding company has

_expired,

Destroy at option. oo veomee s eceaann
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PRESERVATION OF RECORDS OF NATURAL (GAS COMPANIES

SCHEDULE OF RBCORDS AND PERIODS OF RBTBENTION—Coutinuved

Description of records

Period to be retained

Micro-
Al
indf-
cator

34.

35,

TREASURY-—continued

. Records of depostts with banks and others:

(s) Bank deposit books

{b) Copies of bank deposit slips :

(e} Advice of deposits made when information thereon is
shown on other records which are retaiped.
() Statemnents from depositories shewing the details of funds
received, dishursed, transferred, snd balanees on deposif.
) Bank reconcilement papers.
§[) Staternents (rom banks of intere S,
{g) Cheok stubs, registers, or other records of ¢ e
(b) Correspondence snd memoranda relating to the stopping
of payment af bank checks and to the issuanee of duplieate
checks,

Records of receipts and disbursements:

(a) Dally or other perlodic staternents of receipts or disburse-
ments of funds.

(b} Records or periodic stalernents of ontstanding vouchers,
cheeks, drafis, ate., issued and not presented.

(¢) Reports of associates showing working fungd {ranssctions
and suramories thereof,

{d) Reports of revenue collections by fleld cashiers, pay sta-
tions, ate.

REVENUE ACCOUNTING AND COLVECTING

. Customers' service applicstions and eontraefs:

{a) Applications for utllity service for which coniracts bave
bean executed.

?I)) Appheations for utiity service used In Heu of contracts. .

{e) Contracts and card fles or other records thereof with custo-
mers for utiltty service. (See also fterm pib).}

() Applications for uilility service which were withdrawn by
applicant or not granted by the utility.

(ey Contracts or sales agreements wlith customers eud others
for sale of merchandise snd appliances.

{fy Contricts for lease of aquiprent to custemers, ineludiog re-
eeips for same,

(g} Applications and contracts for extonsions covered by re«
fundable deposits or gnsranteas of rovenue, also records per-
taining to such contracts.

(I} Applications and contraets for sxtenstons for which devs-
tions ar condributions are made by customers or obhers.

. Rate schedules:

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

(by Divisionnl or local ofice coples of rate sheets and schedules
of utitity servics.

. Customers’ gusrantee deposits:

ga) Custorners' deposit ledpers or card records. ...
b} Customers® deposii certificate books. ...

(¢y Receipts for custoners’ deposits refunded._...
(dy Recaipts for tnterest on customers’ deposlis. ... ...

. Meter reading sheets and records:

{n) Superscded maeter reading sheebs_ .o .o oL ... ..

thy Meter reread sheots (special readings to check high or low
consumpliion}.

(cy Customers’ reading cards........

) Connection and disconnection orde

e) Supersecded indeses to meter books.

1) Mark sensed meter reading cards. ..oooooann.

taxitinn demapd, pressure, temperature, and specific grav-
ity charts and dermand meter record cards,

See footnotes at end of table,

¥
6 years or destroy st option after check
is recovered,

1 YeBY i
1 year affer expiration or cancellation..

73 U

3 yoar after sales agresmont Is dis-
charged.

1 year after explration of contraet or re-
turn of equipment.

1 yesr afterentive amount is refunded..

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

P

Destroy 8t option after transferring
data to other record.

3 years, exeept where the basic chart
informuation is hansferred to another
vecord, the charts need only be re-
tained 1 year provided the record
contalning the basie data I8 retained

3 years.

Page

ME
MEB
MT
ME

Ji%s
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FEDERAL POWER COMMISSION

40,

41.

44,

45.

2, Cusiomers’ fedgers and olber »

. Merchandise

REVENUE ACCOUNTING AND COLLECTING-—continued

Miscellaneous billing data:

fa) Billing department's copics of contracis with customers
(in addition to contracts in general files),

{b) Service and inspection orders from which customers ave
charged and sundry eharge advises.

(¢) Authorizations for charges under wlitity service contracts

() Standard biliing sheets or schedules (showing cnmguted
bills of varyin nsepmption according Lo rates).

Revenue stmmaries:

(3) Bununaries of maonthly operating
classes of service for entive um

(hy Summaries of manthly opes
classes of service by towns, districts
ing summaries of {orfeived disoornt

revenues aceording o

revennies according to
or divistons, (Inelud-
and per: iles.}

used in Heu there

{a) Custormers’ fedger,

() Records used inligu of customers’ ledgers, such as Ml sam-
niaries, regist bill stubs, et
(£ Coples of large bills:

[¢)] It details ave transeribed to Jedgers covered Ly item ()

abve,

[ (1etmxs are not transeribed to ledgers_ ..
Gy Trial hatances of ledgers refetred to above.
(e} In(l 3 b0 omtomex ounls
Jhange of address no;
tards and ather records rdntmg 1o lorfeited discounts..._..
ales—aeeornting and eollecting:
sales tiekets (daplicatesy and charge slips for

{ay Mervehandis
work dene.

{by Merchandise sales journals or registers and swmmnaries of
sales.

(Y Merchnmdise ladgers and installment recovds

{e}) Merehantdise sales returns and adjustoent L

(e} C‘Mner\ stubs for merchandise colicetions_ _

{1y Castiers' periotic reports and statements of eotlee
merchandise novaants,

{¢} Reeords of monthly stalements to customers. .

(?;}l}i?eporas velating to status of merchandise aceo
able,

(i) Job avders and supporting detoils of eharges Lo customers lor
work done.

(i) Indexes and trial halances of inerchandise ledgers ...

Colleetion reports and recor

(a) Perisdic lepurts, lists, and summaries of collections of op-
ering revenues by coHcc tars, duem\, angd logat or divisional
or district offices.”  (See itein 34 (1))

(b)) Bill stubs, copies of bills, collection stips, and other vecords
pertaining to colle ctions. swnmarized or detailed in daily or
h repaorts.

andin records of remitiances from local or branch

h Sec itens 34 pertaining to dcpmlfs of casl with banka
Ttent 33 applies to alt bank accounts whether at general, local,
or divisional oflices.

Customers’ account adjustinents:

{a) Detailed ropards pertaining to adjustments of eastorners’
accounts for overcharges, undercharges, angd other ereors, re-
sults of which have hmn transeribed to other records.

(L) Detailed recortds of bigh-bitl complaints whether or not re-
sulting in adjastments to customers’ accounts.

Page 12

Destroy at option . e

B U

1 year siter expiration of eontract. . .
Destroy al option_ ...

et -

2 Years or as may te necessary Lo com-
piy with service rales vegardiog re
funds on {ast meters.

[ ¥ S

Destroy st option

AR ) SR

2 geurs. ..

Drestroy at optlon after annual audit
and & pentbs after account s
seltied,

3 years

1 yenr after campletion of payments. .
Destroy at option after annual andit
Is

andd 6 raonths  alter aceount
settied,
year.. ..

PR ¢ I

Diestroy ab oplion..
1 year.

Destroy ad option.. ... ...

LAy e

Micro-
film
indl-
cataor

Al
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PRESERVATION OF RECORDS OF N

SCHEDULE OF

ATURAL GAS COMPANIES

RBCORDS AND PBRIODE 0% RprexTiow-—{Continued

Micro-
Description of records Peoriod to be retained film
ingi-
cator
REVENUE ACCDUNTING AND CULLECTING—continued
46. Uncolleetible accounts and customers’ credit records:
{a) Roeordsof ratings, eredit classifications, and investigations | Destroy at oplion. oo . _______ A
of customers.
(b Ledger accounts and supporting detalls of customers” ac- | For period legally eollectible. ... ... M
counts considered to be uncollectible.
(¢ Reports and statements showing age and stalos of eus- | L westo oo oo . M
formers’ aceowiis.
d) Data on unpaid final bills__, . .. .. M
ge) Aunthorizatfons for wrifing off (uo(O]UQI'Q ,mcount*z _ Ji%3
PAYROLL AND PERSONNEL RECORDS
47. Payroll records:
{a) Pawroll sheels or registers of paymients of salaries und | G years .. ... e M
wiges to individual officers nugl eroployees. {See itew (P
below for-pensian ar aunuity payrolls and item 23(a} {or con-
struection payreils.)
(by Reenrds showing the digiribution of salaries and wages | Seeiftem 13{(b). .o . omemeruon)oooaa s
paid o oflicors and ernployess for cach monthly, serdmonthly,
or weekiy pavroll p(nod and suramsrics o recapitulation
statements of such distribution.
{¢) Time tickels, thive sheets, time books, tin.a cards, work- L. _ [ TP N
mes's reports and ether records showing bours worked, de-
seription of work, and aceounts te bo charged.
{d) Paid chiecks, roceipts for wages paid in eash and othersvi- | Syears. ... ™M
dences of payments {or sorviees rendered by employvees,
(ey Applieations and authorizations for changes in wage and Lo do_ . .. . ____ M
salary rates, summaries and reports of changes in payrolls,
aret similar records.
(t} Applications for payroll changes not authorized ... ___ Destray at opLion, S
{g) Pavroll aulhorizations and reeords of sutborized positiens.| 3 year: ™
(h) Records of dednetions from payrollse . oooenea 4 years M
(i} Compuarative or analytlcal statements of payrolls Destroy at option. PV,
(j) Pension or annuity pwml]x . Gyears.._.. M
(k) Pension pa oks | 8 years. . R N
{1) Employes’ 5} yearts after termination of em[)luy M 3
men
48/, Assignments, attachments, and garnishments:
Record of assignments, attachments, and garnistiments of | Destrovy st apilon. oo oooeoae [ oL
ees’ salaries, ]nrludnm i emfnom‘u ete., pertaining
{hy M nors’ SEIALY FCIBHEES L. oot e a e m LTS PRI BN
4. Persgnnel records:
{a) Employees’ service records, tenglh of servics, and other | 3 vears after termination of employ- M
pertinent data. wment.
{hy Applicntions for employment, requests for medical exami- | Destroyat option. ... ... . ... PO
nalion, medical exaniner’s repert, photographs and other
identifigation records, nnd olher miscellaneous recards per-
taining to the hiring of employees.
&0, Employees’ wellare and pension records:
(1) Recovds perlaining to employees’ recreational, aducational, | 3 wears. .. .oiiiiicieeeiiin ™M
hospital, benefil, accident preveniion, and similar activilies,
{h) Detailed records showing compuaiations of aceruals for | 25 ¥earS. coo ot vie oo aie i M3
pension Habilities,
51, Justructions to emplovees and others:
{a) Bulleting or memoranda of general instructions issued hy | 20 years after expiration orsupersession. M
the Company toemplayees ;mtﬂmmgiogh anges i acecounts
ing, engineering, operating, maintenance and censtruction
policies
(h] Bulletins or memoranda of generaf instructions issued by | G vears alter expiration or supersession.f_.......
the Company (o emplovees partaining to mLouang, ongi-
neering, operating, maintenaoce and eonstruction niethody
and proceduses,
{¢) Nolivestoemployesson maiters of discipiine, deportment, | Destroy at optlon_ ... ... coieuas
and other similar subjects.
52. Organization diagrams and B T £ OO DSOS I do..... NI DU
See footnotes at end of tabje,
FPage 13

SB_GT&S 0563615




FEDERAL POWER COMMISSION

ScHEBppULE oF RECOoRrRDS aNp PERrobDS oF RprenNTioN—Continued

Miero-
Description of records i Period (o be retained i
| indi-
! cator
PURCIIASEYS AND STORES
53. Purchases: -
{ay Advices or requisitions from storekeeper and othersforthe |- Q0. it e
purchase of materials and supplics or gervices,
(b} Bids received from vendors in connection with the pur- | 3 vearS. oo M
chases of materials and supplies, .
(¢) Purchaslng department copy of purchasc orders and spec- | ... O e M

54.

&85,

ifications of materials ordered.

() Contracts for the purchase of materials and supplies:
(1} Contracts for materiats used directly In construgcti
(Qs Contraets for other material R

{e) Purchasing department eopies nf inveices for materfals
and supplies. {Sege ftein 15(h) for original Invoices.)

Ef) Registery or slmilar records of invoices

¢} Price resords or indexes of purchuse .

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

(i) Receipts or delivery tlekets Issued for malterisls and sup-
plies reeeived in installments and subsequently siurrendered
with and In support of lnvolees ¢r bills eovering complets
purehgses,

{iy Demuarrage or car records showing periods reight cars
hreld on eompany sidings.

kY Copies of notices to vendors for materials and supplles
refurned for eredlt and repair.

() Lists or records of invoices transmitted to or from store-
keepers,

{m) Records and reports used for checking snd tracing ma-
tertals and supplies covered by involees provided for in
ftens (o) above,

Matorial ledgers:

{0y Ledger sheels and eard records of materials and supplies
received, issued, and on hand.

{b) Statements of materials and supplies on hand, per ledgers.

. Materials and supplies received and fssued:

(8} Records and reporis portalning to receipt of materinls
and snpplies.

%’h) Records of inspecting and testing maierials and suppliles..

¢) Records shiowing the detailed distributjon of materials and
supplies issued during secounting periods.

{8) Material disbursement tickets showing guantities, writ
prices, and accounts to be charged for materials and supplies
issued from stores for use.

(e} Materials returned credit stips, showing details of materials
returned to stock.

() Requisitions end receipts for materials ond supplies fasuad,
the detatls of the fssues being sel forth in the material dis-
burserment tickets,

{g) Records and reports of materials and supplies transferred
from one department, stoverocom, or diviston fo another,

(1 Records andd reports of materials recovered and retarned to
stock i transeribed to recovds covered by iler (¢} above,
(i) Records and reports of materials and supplies fssued to in-
dividuals or gangs of employees to be accounted for when

used or returned to stock,

{j} Minor regords and reports pertaining to materials and sup-
plies not invelving eosts or final disposition, such as reports
of unfitled requixitions authorizations for additions to stock,
andsimilar records; also, storeroom copies of parchase orders
and price records, olther copics being refained in files of
purchasing departnient.

Kecords of sales of serap and materials and supplies:

{a) Authorizations {or sale of scrap and malerials and supplies.

{b) Contracts for sale of sorap snd waterials and supplies.._ .

{¢y Memoranda pertaining to sale of serap and materials and
supplies.
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7 years Esee jtem (2(by (L))ot IR
7 years (ses itern 12(b){2}}_
Destroy at option

B MRS i e
Dexstroy at option
..... do

See ifom 1Moo
G EATS i

..... L&

Trestroy at option. ...

______ A0
..... L 2o T O
Destroy st opilon_ ..o
..... GOt e e e
,,,,, O i

Destroy at option, after being aceount-
o ¢

Drestray at option
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PRESERVATION OF RECORDS OF NATURAL GAS COMPANIES

SCHEDULB OF RRCORDS AND PERIODS OF RBTSNTION—Continued

|
dicro-
Descrlption of records Period to be retained film
indi-
cator

PORUCHASES AND STORBS-—contiuuved

57, Inmventories of muterials and supplies:
(ay General invertories of materinis and supplies on hand with | 3 wears L. o aiiiiiao. M
records of adjustments of accounts required to bring stores
records into agreement with physieal inventories,
{b) Stock eards, inventory cards, and other detalled records | Destroy at option
pertaiming ta the taking ‘of inventories If abstracted into rec-
ards covered by {a),
(&) Minaor inventories of matorials and supnlieson hand Moot [ de Lo o]l
reflected in adjustments of accounts.

OTERATIONG

i8.1  Produoction--Electirie:

¢a) Boller roowm, condenser room, turbtie room, and pump | 3Years. ... ... .ol Ry
rooin logs, ineluding snpporting data.
(0} Boller room and turbing room reports of equipment in j. . [ 12 SRS M

service rndl performance.

(¢} Boiler-tohe failure vepoth. oo oo O L s &
(a4) Gencration and outpnt logs . M
(e} Station wnd system generation reports .. ... Y e e e
() Generating hiph-tension and low-tension load records - s
{g) O and waste reports. oo 3 }’LBF&. M
(h) Load curves, temperature logs, coa!, and wtm\r logs. IR . . M
(1) Gage-reading reports ... e e eaeene] 3 3eara BXCEE river-flow data co M

locted ia connection with hydro-

operation sholl he retained perma-

nentiy.

{1y Recording instrument ehavts. ..o .. ..... R 3 years, except that, where the basie M
ehart information is transferesd to
another record, the charcts need only
be retained 1 yoar provided the rec-
ord containing the basic data is re-
tained 3 years.

(k) Load dispatcher’s and station permits ... ] do M

58,2 Production—Gias

(a) Boiler and gas machine logs, including supporting data . .| 3 yvears Bt

(b) Gas generglion and cutput logs with %uppartmg datn 5 years. M

(e) Temperature and ,u,mo;pherlc pressure 1S, .o aeecaaife M

{1y Coal, coke snd oll reports ... - M

(e} Residual t(ports - - . M

) Recording mtrumont (harcs Su(’h as pressure (static and/ .} VCdTS e\cept that, where the a%m M

or differential), temperature, specific gravity, heatlng value, chart information Is trapsferced to

ate. anotiter record, the eharts need only
be retalved I year provided the ree-
ord containing the basic data is re-
fained 3 years.

(r) Test of heating value at stations and outlying points_. G YEAIS. oo e v

() Hecords of gas produced, gas purchased, gas sent out and M
holder stock.
(}) Analysis of gas produced and purehased including Btu. M
and suiphur content.
(3} Reeords of general inspection aud operating tests. ..o ... M
(K) W e)lweorxls including clearing, bailing, shooting, etc., rec- M
ords; rock pressure; open Dow: modummn gas anslvsx.s re-
ports, cte.
] Gasoline produetion. ..ol Gyears. . il M
(1) Oas production by soumt Optionsgl M
(nYy Gas measurcing records € years. . M
{0} Tool record .. FVERTE . i M
(py Reyally recor G yORFS. oo e M

e meemmem et Unid supe
than 2 years,

(1) Meter BISLOry reordS. « o oo e oo mm oo Tor Hife of MeLer_  coveer v M
69.1 Transmission and distribution— Eleetri

() Kecords of meter testS. . oaonoaions

{a) Bubstation and transiission Hoo logs. . Y BYERrS. i) M
(b) Systemn operator’s daily togs and r!,porta of Gparation ,,,,,, S < ; M
éc} Storagoe battery and other equipment logs and records...__| 3 years M
d) Interruption togs and reports.... .. _..-| 6 years oM
(e} Records of substation general umpmtiom “and opemt‘on 3 FBAFS .  eeim e s M
{ests,
(1) Apparatus failure reports. . cvu.eeeeocceeninen e eaaa| O YOI M
§g) Line-troulde reports and reeprds. -1 3 years M
hy Ldghtning and storm datd oo oo & years . M
(1} Insutator test vocords. oo aanennn. F I 1 TN M
Sec footnotes at end of table.
Fage 15
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FEDERAL POWER COMMISSION

SCHERULE oF E®CoRd8 AND PERRiops oF RETENTION— Continued

Deseription of records

OPERATIINS—~conlinued

59,1 Transmission and gisteibutivn—Electrie—Continued

59,2

60,

61,

(i} Reports on inspections and

repairs of all street openings_ ...
(k) Records of meler tests.____.. el

(1) Mater shap reports (taonthly reports summarizing tests, re-
pairs, ete.},
(m) Meter history records. ..o ...

{n) Transformer bhistory records. ... __
{0} Reeords of transformor m:apectmns, oil tests, o _
(p) Pole, tower, strueture, equipment, and ather hlﬁtory e
cords,
WNOTE: Lu’e or mortality stidy data for depreciation pur-
po:es shall be retained pummwnﬂy
PTransmission and distribution—Gas:
(a) Transmission tine togs. .
(b) Transmisaion and distribution Gepdlfmenl load dwpaf(h—
ing operating logs.
§c) Service interruption logs and reports.._ ... ..
d) Records of general inspection and operating tests
(e) Reporlg on Impocuom and repairs of all street 0})? i
{7 Apparatus {atldre reports
p) Records of meter bests. oL o Lo L..o e

(1) Meter DiStOry t8COTAS . o e i m e

{i) Mater shop reports {inonthly reports summsrizing tests,
repairs, ete.)

(1) Gas measuring records. . .o......

{ky Transrnission e gperating repmts

% ) Compressor operation and reports.

m) (as pressure Gepartment reports
0y Resording instrument charts such as pressure (statiec o

differential), temperature, specific gravity, heating value,
ete.

Wore: Life or mortality study data for depreciation por-
poses shall be retalned permavently,
Custowmers’ service:
(#) Reports of inapections of customers' pramises. .
By Recorgs and reports of custamers’ service commwnu -
{c} Burvey of customers’ prontises to determine type of service
and eguipment to Dr installed.
{d) Records of installed castomers’ spplianees. ... .cooovan.oe
Recards of suxilary and other operations:
Records of eperations other than utility operatiops-.. ... -

BTATISTICY

62, Statisties and miscellaneous:

{a) Armusl financial, operating and statistieal reports regu-
larly prepared in the course of business for internal adminis-
trative or operating purposes (and not used as the basis for
entries to the accounts of the companies coneerned) to show
thel results of operations and the flnencial condition of the
utility

[4)] erfprlv monthiy or other peciedic Baanctal, operating
and other statistical reports as above,

(o} All other statistical reports (not covered elsewhere in these
regulations) prepared for internal administrative or operat-
ing purposes only and ot used ns the hasis for entries to the
accounts of the company.

63, Reports to stockhoiders:

(a) Annual reports or statements 1o stoclkholders_ .
(hy Written acknowledgments of receipts of IE\pDHb
holders anpd writien mquestq for copies of such reports.

Page 16

By CRYS . L e e -

Untit [uporge mg test but net less
tharn 2 vears, or 85 may be necessary
to comply with serviee rules rogerd-
ing refundds on fast meters,

G voars.

For life of mcler or longer ag may be
necessary Lo comply wilh service
rules regarding refunds on  fast
meters.

For life of transformer. ... ..

Destroy at oplion__ ..

Forlile of squlpment. ...

S3vearS.. ...
ceeedoo Ll
Byears ...
3 years -
& vears
JR s 1 TSP
Until supnrxedm est, but not less
than 2 years or as may be necessary
to comply with servide rules regard-
Ing refunds on fast melers,
For life of roeter {see also item 60.2(g)).
B PO e e e

ﬁ\:{t‘ where the bgsic
fort 1s transferred to another
lhc Ch"irf.b necid only be

record,
retained [ vear provided the record
eontaining the basie chart dats is
refained 8 vears.

3 yeam .................................

'D@\fmy at opnrm

For the sarme perlods gy prescribed in
these regulations for similar records
pertaining to athity operations.

Pormamentl¥ . oo aean

B FBBES . e

Destroy ab option. oo oo ool

Permanently. . .. ...l
Destroy at option_ ... __... i

| Micro-
Al
indi-
cator
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PRESERVATION OF RECORDS OF NATURAL GAS COMPANIES

SCHEDULE OF RECORBS AND PERIODE OF RATHNTION—Contlnued

Description of rgeerds

Perlod to be retained flm

STATISTICS—oeontinued

&4, Reports to Federal and State regulatory commissjons:
{a) Annual financial, operating and statistical reports. . . ..
(1 dMonihly snd quarterly reports of operating revenues, ex-
nenses, and statisties,
{¢) Speeial or periodic reports on the following subjects:
(1) Transactions with assoclated eprapanies. .. ...
{2) Trudgets of pxpenditures. ...
(3) Acecidents. ...
{4y Emplovees and wages ......
(5) Loans to officers and employe
(6) Issues of securities .
(7} Purchasges and s¢
{8y Plant changes— ~units sdded and ruure N
(&) Service interruptions
85. Miseelaneous statisticnl reports, statemepnts, and summaries
{not coverad slsewhere in these regulstions) prepared for ad-
mjnistrative or operating ourposes only and not usad as the
basis for entries to the accounts of the ulility.
66, Tabulating enrds used only in compilation of statisties, whan
the results are tramseritied fo other reeords covered by these
regulations {vee item 21},

Miscellancons

67. Maintenanes work orders and joh orders:

{a)} Authorizations for expenditures for matntenanes work {o
be covered by worl orders, including mernoranda showing
the estirnates of costs to be incurred.

(b} Work order sheets to which are posted in detall the sntries
for labor, material, and other charges in councction witk
maintenance, and ofher work pertaining to utility opera-
Liors.

{e) Bummaries of gxpenditures on maintenanee and job arders
and clenrances fo opersting and other accounts (exclusive of
plant accounts).

68, Budgets and other {orecasts: (Prepaved for internal adrainis-
teative or operating purposes) of estimated future ineome,
recelpts and expenditures in connaction with nanelng, con-
struction and oper ations and  acquisitions or disposals
of propertics or investments by the company and its
assoclate compandes, ineluding revisions of sueh  esti-

mates and memorands showing reasons for rgvisions;
also records showing comparison of actual ineorne and
recelpts and expemliturcs with estimafes.

68. Injuries and damages:

(8} Claim registors, card or book indexes and similar records in
connc(tion with elaims presenfed against the corapany in
conpection with accidents resalting in damage to the prop
orty of others or personal injuries.

(b} Papers, raports, stateruants of witnesses, ele., necessary to
the support or rejection of individual ciaima against the
COTIany.

{c) Other papers, reports, ov statements, pertaining to accl-
dents, resuliing lu praperty darmsges or personsl injuries,
not fpeessary to the support or relection of claims,

() Detailed « Lhmlnim, or spreadt sheets of paymernds to othars
for personal injuries or for property damages.

")

Permanently
3 years alter current year. ... .. ... IR

‘3 yuﬂ.r‘i aftar mﬂv puld
Seo iterns 3{c) and 4.
Pormanently. ... R
_____ doo.._.
6 years_ ... _. "
Drestro¥ at option eeeoociiiom e fon e

Destroy at option affer appropriste |oe.--..-
summaries have been made.

B YBOTS. v e cvimcmean e qma ] e

2 years after settlement... ... M

Desgtroy 8b opbon. o . ooueie e aeaa

2 years siter sottiement. .. .. .o ... M
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FEDERAL POWER COMMISSION

SUHRDULA OF RRCORDS AND PHRIODS OF RETENTION— Continued

i Miero-
Deseription of records Period to be retained fim
ingi-
cator

Migeellaneous—Continued

7. Correspondence;
{a) Correspondence and indexes thoreto relatiog to offices cov-'jf For the period preseribed for the ftem (8
erad by othor {tems of these regulations. to whieh it relates where necessary

te a proper explanation of sama.
{b) 8tenographers’ notebooks and dictaphone or other me- | Destroy atoption. .o oo |aaii0
chanlcal device records,

{c) Mailing lists of prospects {or appliance sales, sceurities, etd}; R « (s PN U
71, Other miscailaneous records:
(a) Copies of advertiserments by the company o behaif of - G years. . oo .o e M

self or any assoelate company in newspapers, agaziges and
other publications including records thereof. (Excluding
advertising of product, appliances, employment opportuni-
ties, services, territory, routine natices and invitations for
bids {or securities, all of which may be destroyed at oplion.)
(b} Receipts and records pertaining to delivery of articles to
employees, such as badges, keys, and material receipt books.

{¢} Records of building space cecupisd by varlous depath oo G0 im i ama i
ments of the utility.

{dy Indexes of forms used by COMPANY. - oooioi im0

(¢} Transmittal tsts or forms used for indicading papersand ... do.....

records forwarded from one departinent to another, pro-
vided such lists do not contain deta afecting the accounts
of the company.

72. Roeords of predecessors and loroer associades ..o caenoo| Bee 088 7. e i

t For the purpoeses of the regulution, a stockholder’s acgount may be treated as o closed account at the time that
such stookholder ceases Lo be a halder of rocord o the particular ¢lass and series of steck of the Company and the 7-vear
retention period prescribed herein shall run from that date. [ such person subsequently acquires sbares of capifal
stoek of the company and thus again beconies a stockholder of the Company, the record of such acqguisition shiall be
treated as a new stockbolder aceount,

2 Aftor aceount is closad a3 defined in Footnots 1 supra.

T Phe terms Yhonds” aad “debentures”, as used in captions (@) through ) of this item, shall include all debt se-
curities, sueh as bonds, debentures or nates other than delit seetrities which evidence temporory bocrowings and
swhich are expected to be repaid out of the proceeds of the sale of longer term securitiss.  Typical of sueh temporary
debt securities a3 deseribod i 2y would be notes issued to banks evideneing temporary working capital and con-
struetion loans and gas storage loans,

£ 1 a ratention period is preseribed elsewhere ip the Scheduls with respect to any docmment which is Ineluded as
an exhibit to any fillng retuined parsuant to the requirements of this itern, the Qompany need retain only one copy
of such document in {ts files provided appropriate cross references ars established.

5 25 venrs, except that those relating to Hesnsed projects, or additions or betterments therete, for which the Com-
Tission haj not determinerd the actual legitimate original cost, shall be retained 25 years and until such cost has been
determined. ‘

8 As may be permitied for iterns to which correspondence ralstes,

7 Retain until the records of atility plant scquired heve heen integrated with the ntility's plant records and the
original cost of the sequired plant is adequately supported by cost details, and until it is ascertained that such records
are not peeassary to Mlfillment of any unsatisfied regulatory requirernens, such as: (a} Approval and recording of
acconnting adjustrnents reseiting from reclassification ancd original cost studies and aeesptance of property acquisition

ournal entriss, (b cost, depreciation reserve, and amortization resetve determinations for Hicensed projects, (o} estab-
lishment of continwing plant inventory records, or accounting evidence of the cost of long-lived property in the ab-
sance ofsuch continuing plant inventory records.
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