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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.

Ill
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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.
225.3 Schedule ol records and periods of

retention.
Authority; §§ 225.1 to 225.3 issued under 

sec. 16, 52 Stat. 826; 15 U.S.C. 7l7o. In­
terpret oi' apply secs. 8 and 10, 52 Stat. 821, 
825; 15 U.S.C. ?i7g, 7171.
§ 225.1 Promulgation.

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

(b) This part shall, as to all natural 
gas companies now subject to 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 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 Commission.
§ 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 
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, etc.

(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.

(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.

(b) 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) Index 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 Commission.

(e) 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
scribed herein are followed,

(2) Indicators are used in the schedule 
to designate those records for which 
microfilms will be accepted in lieu of the
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FEDERAL POWER COMM)SSION

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 
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 their origi­
nal form for the number of years cor­
responding to the numeral, i.e., 10 years, 6 
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, 
superset,ure, or other condition shown in 
the column, Period to be Retained. 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 period for which is 
six years after 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 pei'mit 
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 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 accordance 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.

(6) 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 unperforated, such 
as meets the minimum specifications of 
the National 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 
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 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, flood, 
theft, etc. The films should be cared for 
in such manner as to prevent cracking, 
breaking, splitting, etc.

(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 the 
natural gas company concerned. Pre­
cautions should be taken, however, to 
macerate or otherwise destroy the legi­
bility of records, the content of which 
is forbidden by law to be divulged to 
unauthorized persons.

The
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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 describ­
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 manner as 
in the case of premature 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 substituted 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 author­
ization 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 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.

(j) 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.
§ 22S.3 Schedule of records and periods 

of retention.
Index to Schedule ov Records and Periods 

op Retention

Corporate and General

Sec.
8 Permits,
9 Contracts and agreements.
10 General and subsidiary ledgers.
11 Journals.
12 Journal vouchers and journal entries.
13 Cash books.
14 Voucher registers.
16 Vouchers.
16 Accounts receivable.
1? Records of securities owned.
18 Insurance records.
19 Tax records.
20 Accountants’ and auditors' reports.
21 Tabulating machine and. automatic data

processing records,

Plant and. Accumulated Provision for 
Depreciation

22 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 debits and credits to 
utility plant orders and their support­
ing records.

Appraisals and valuations.
Maps and map reproductions.
Engineering records In connection w’th 

construction projects.
Contracts and other agreements relating 

to utility plant.
Records pertaining to reclassifications of 

utility plant accounts.
Records of reserve for depreciation and 

depletion of utility plant.

23

24

25

26
27
28

29

30

31

Treasury

Statements of funds and deposits. 
Records of deposits with banks and 

others.
Records of receipts and disbursements.

32
33

34

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 meter record cards.

Miscellaneous billing data.
Revenue summaries.
Customers’ ledgers and other records 

used in lieu thereof.
Merchandise sales—accounting and col­

lecting.
Collection reports and records.
Customers’ account adjustments.
Uncollectible accounts and customers' 

credit records.

36

36
37
38
39

Sec.
1 Capital stock records.
2 Debt security records.
3 Authorizations from regulatory bodies

for issuance of securities.
4 Copies of registration statements and

other data filed with the Securities 
and Exchange Commission.

5 Proxies and voting lists.
6 Minute books.
7 Titles, franchises and licenses.

40
41
42

43

44
46
46
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FEDERAL POWER COMMISSION

Payroll and Personnel Records

47 Payroll records.
48 Assignments, attachments, and garnish­

ments.
49 Personnel records.
60 Employees' welfare and pension records.
61 Instructions to employees and others.
62 Organization diagrams and charts.

Purchases and Stores

53 Purchases.
54 Material ledgers,
55 Materials and supplies received and

issued,
56 Records of sales of scrap and materials

and supplies.
57. Inventories of materials and supplies. 

Operations

68.1 Production—Electric.
68.2 Production.-Gas,
69.1 Transmission and distribution—Elec­

tric,
59.2 Transmission and distribution—Gas.
60 Customers’ service.
61 Records of auxiliary and other opera­

tions.
Statistics

62 Statistics and miscellaneous.
63 Reports to stockholders.
64 Reports to Federal and State regulatory

commissions,
65 Miscellaneous statistical reports, state­

ments, and summaries.
66 Tabulating cards used only in compila­

tion of statistics.

Miscellaneous

67 Maintenance work orders and job orders.
68 Budgets and other forecasts.
69 Injuries and damages.
70 Correspondence.
71 Other miscellaneous records.
72 Records of predecessors and former as­

sociates.

Page ‘t
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PRESERVATION OF RECORDS OF NATURAL GAS COMPANIES

Schedule of Records and Periods of Retention

Micro­
film
indi­
cator

Period to be retainedDescription of records

CORPORATE ANT) GENERAL

1. Capital stock records:
(a) Caps taj stock ledgers or other records showing the same in­

formation.
(b) Capital stock subscription accounts, warrants, requests for 

allotments and other essentia! papers related thereto.
(e) Stubs or similar records of capital stock certificate issuance 

where not used as capital stock lodger record.

7 years after the stockholders account 
is closed.(i)

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

7 years after cancellation of certificate. 
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 
of the record.

0
M
M

.M

M(d) Stock transfer registers or sheets or similar records______

(e) Papers pertaining to or supporting transfers of capital 
stock:

(1) Papers that are recorded officially in a court or So the 
office of some other public recording authority; and other 
papers presented by any bank or trust company request­
ing transfers in its capacity as a fiduciary,

(2) Any other papers not described in (e) (1) above.....
(f) Canceled capital stock certificates where not used as capita! 

stock ledger records,

(g) Change of address notices of stockholders..... ............. ..........

(It) Bonds of indemnity and affidavits covering issuances of 
stock cerfificnies to replace lost certificates.

(i) Letters, notices, reports, statements and other communica­
tions distributed to cl! stockholders of a particular class:

(1) Formal communications addressed to all stockhooders 
of a particular class, including annual reports to stock­
holders, notices of annual and special meetings of stock­
holders, and other notices, letters, reports or statements 
relating to corporate or stockholder actions.

(2) Interim reports of operations, speeches of corporate 
officers, notices of change of corporate address or tele­
phone numbers, etc.

(>) T)i vidend registers, lists or similar records______ ________
(b) Paid dividend checks................. ......... ....... ........................
(!) Third party dividend orders.,-.._______ ____ ________ _ -

2, Debt security records:!3)
(a) Registered bond and debenture ledgers________________
(b) Bond and debenture subscription accounts, warrants, 

subscription notices, reQuesis for allotment and essential pa­
pers related thereto.

(c) Stubs or similar records of bond and debenture certificates 
issued.

(d) Papers pertaining to or supporting transfers of registered

Destroy at option or return to stock­
holder.

M3 years from date of transfer................
7 years after cancellation. If this rec­

ord serves the purpose of a capital 
stock ledger, 1(a) is applicable.

Destroy at. option after changes are re­
corded.

7 years after expiration of bonds____

M

M

M 10Pcrmaoentiy.-

M0 years after the date thereof___

M6 years
Mdo
M6 years after rescission order

3 years after redemption__
3 years after settlement-.... .

ME
M

M3 years after redemption

) rapers pertaining to or supporting irnnsiers oi regisiereu 
bonds and debentures:

(1) Papers that are recorded officially in a court or m the 
office of some other public recording authority; and other 
papers presented by any bank or trust company request­
ing transfers in ifs capacity as a fiduciary.

(2) Any other papers not described in (d)(1) above... ....... , - ----------------- -----
(c) Records of bond and debenture Interest coupons paid aud | Destroy at option in compliance with

unpaid. ’ ’
(f) Canceled bonds and debentures and paid interest coupons 

pertaining thereto.
(g) Trust indentures, loan agreements or other contracts or 

agreements securing debt securities issued. (If such papers 
or documents arc included among the records covered by 
Item 3 of the Regulation, this Instruction will not apply.)

Destroy at option or return to holders 
of the bonds or debentures.

3 years after transfer....

Note.
.do.

MB)7 yeirrs after redemption.

Bee footnotes at end of table.

'
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FEDERAL POWER COMMISSI OK

Schedule o© Records and Periods cur Retention—Continued

Micro­
film
indi­
cator

Period to ho retainedDescription of records

corporate and oeneral—continued

2. Debt security records (3) —Continued
(h) Copies of reports, statements, letters or memoranda filed 

with Trustce(s) pursuant to provisions of trust indenture 
or other security instrument or agreement securing debt 
securities issued.

V years after redemption. (Destroy at 
option provided that tbe Tmsleo(s) 
under such indenture or security 
instrument is a National Bank, a 
member of the Fedora! Reserve Sys­
tem or a sobsidary of any such Na­
tional Bank or Federal Reserve 
System member bank; and provid­
ed further that the Trustee(s) has 
certified to the Company that copies 
of all such documents oil! be avail­
able in the offices of the Trustee(s) 
for inspection ut any time prior to 
redemption by holders of debt se­
curities to which such documents 
rebate and for inspection by any 
Federal or State regulatory author­
ity prior to redemption and for an 
additional period of 7 years after 
redemption).

M

Note: Canceled bonds and debentures and paid interest coupons 
pertaining thereto may be destroyed, provided that a certificate 
of destruction iriv'mg full descriptive reference to the documents 
destroyed shall be mode by the person or persons authorised to 
perform such destruction and shall be retained by the Company 
for the period herein prescribed. The certificate of destruction 
evidencing the destruction of paid interest coupons pertaining to 
bonds or debentures need not contain a listing of the bond or de­
benture serial numbers pertaining to such paid interest coupons. 
When documents represent debt secured by mortgage, the certif­
icate of destruction shall also be authorized by a representative 
of the Trustee(s) acting in conjunction with the person or per­
sons destroying the documents or shall have the Trusr.ec(s)' ac­
ceptance thereon. The certificate of destruction above de­
scribed may be destroyed 7 years after the payment and dis­
charge of the bonds or debentures or interest coupons described 
in such certificate. Such certificate may be microfilmed in ac­
cordance with indicator ‘'M'1, See Instruction E (2) of the Reg­
ulation.
(i) Paid or canceled debt securities evidencing temporary bor­

rowings.
3 years after payment or cancellation 

provided other records of Issuance 
and payment or cancellation ace 
maintained.

6 years,______________ _______ _____

M

M(j) Paid interest checks____ ______ ____ _______ ____ ____ ___
3. Authorizations from regulatory bodies for issuance of securi­

ties:
(a) Copies of applications to regulatory bodies for authority to 

issue stocks, bonds, and other securities, including copies of 
exhibits in support of such applications.

(b) Official copies of opinions and orders of regulatory bodies 
granting authority to issue securities.

(e) Reports filed with regulatory bodies in compliance with au­
thorizations to issue securities. (Reports of sales of securities 
of application of proceeds, etc.) File copies of such reports 
and supporting papers.

4. Copies of registration statements and other data fried svith the
Securities and Exchange Commission:

(a) far connection with offerings of securities for sale to tbe pub­
lic, or the listing of securities on exchanges, including sup­
porting papers.

(h) Copies of periodic reports and supporting papers filed in 
compliance with either the Securities Act of 1933or the Secu­
rities Exchange Act of 3.934.

M 1025 years or until all securities covered 
are retired whichever is shorter.U)

Until securities covered are retired-. M 10

.......do... ... M 10

25 years, or until all securities covered, 
are retired whichever is shorter.C)

Permanently. U)

M 10

M 10

Fo-"ie 8
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PRESERVATION OF RECORDS OF NATURAL GAS COMPANIES

Schedule of Records and Periods of Retention —Continued

Micro­
film
indi­
cator

•Period to be retainedDescription of records

CORPORA TP AND GENERAL-.-Continued

5. Proxies and votins lists.
(a) Proxies of holders of voliuc securities........ ...... ...................
(b) Lists of holders of voting seenrities represented at medians

6. Minute books of stockholders', directors', and directors’ com­
mittee meet iocs.

7. 'rules, franchises, and licenses:
(<0 Deeds’ and other title papers (Including abstracts of title 

and supportin': dnUb
(h) Corporate charters or certificates of incorj)oratloa.......... .
(c) Franchises and certificates authorizing operations as a pub­

lic utility
(d) Licenses {Ineludmj! rmiondmcnts thereof) granted by Fed­

eral or State authorities for construction and. operation of 
utility plant.

(ej Copies of formal orders of regulatory commissions served 
upon the utility,

8. Permits:
(a) Permits and srnnted applications for the use of facilities of 

others.
(b) Copies of permits and applications granted others for the 

use of the utility's facilities.
(c) Applications tor use. of facilities not granted and copies of 

such applications.
(d) Permits of a temporary nature from municipalities or oth­

ers to perform specific work, such as permits to open streets.
9. Contracts and agreements (except contracts provided for else­

where):
(a) Service contracts, such as for management, accounting, 

and financial services.

h years.............
1 year..___ ___
Permanently ..

M
M

M 25

6 years after property is disposed of 
unless surrendered to transferee. 

Permanently ....................... ................
do

___ do .

.do

0 years after expiration or cancelation. ME

do ME

Destroy at option

do

See item 12.(b)(1) If they affect cost of 
plant; otherwise, b years after expi­
ration or cancellation.

6 years after expiration or cancellation..

ME

(b) Contracts with other utilities for the purchase, sole or in­
terchange of produel.

(c) Leases pertaining to rentals of property to or from others__
(cl) Contracts and agreements with individual employees.

labor unions, company unions, and other employee organiza­
tions relative to wage rates, hours and similar matters.

(e) Contracts, agreements, :md/or other essential records nec­
essary to tho carrying out of the functions of an employee's 
stock" purchase brother type of employees’ saving plan, ■

(() Memoranda essential to clarifying or explaining provisions 
of contracts listed above.

(g) Card or book records of contracts, leases, and agreements 
made, showing dates of expirations and of renewals, memo­
randa of receipts and payments under such contracts, etc.

(h) Contracts or agreements for the acquisition, or disposal of 
investments. (Excluding temporary cash investments.)

10. General and subsidiary ledgers;
(a) (1) General ledgers_____ —------- --- ------ ----------

(2) Ledgers subsidiary or auxiliary to general ledgers
except ledgers provided for elsewhere.

(b) (1) Indexes to general ledgers............................. .................... .................... .................... .................... ....................
(2) Indexes to subsidiary ledgers except ledgers provided

for elsewhere.
(c) Trial balance sheets of general and subsidiary ledgers------

11. Journals: General and subsidiary journals, including depart­
mental and divisional journals.

12. Journal vouchers and journal entries:
(a) General, departmental, divisional and petty journal 

vouchers.
(b) Materials and supplies disbursement, labor distribution, 

and other detail summarization and distribution records 
which support journal vouchers or journal entries:

(1) Charging plant accounts.______________ _______

ME

ME
ME

___ do. ME

For same periods as contracts to which 
they relate.

ME

do ME

25 years alter disposal M

Permanently. 
___ do............

J\1 20
M 20

do
do_____ M 20

M5 years........ .
Permanently M 20

do. M 20

7 years, if (a) accounting adjustments 
resulting from reclassification and 
original cost studies have, been ap­
proved by the regulatory commis­
sions having jurisdiction; and (b) 
continuing plant inventory records 
arc maintained, or (c) unitization of 
construction costs appear in work 
orders; otherwise permanently. 
For licensed projects, see Note fol­
lowing item 15.

7 years......................... ..........................(2) Charging all other accounts. 
See footnotes at end of table.
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FEDER/AL POWER COMM I SS ION

ScnEDULS or Records and Periods or Retention-..Continued

Micro­
film
indi­
cator

Period to be retainedDescription of records

corporate and general-—continued

12. Journal vouchers and journal entries-—Continued
Mote: Time tickets and material issued and materia) re­

turned tickets may bo destroyed ;U option If the basic informa­
tion contained thereon is transcribed to other records, if such 
other records are retained in accordance with this instruction 
Basic information as reyards time tickets includes, as a mini­
mum, for the purpose of this instruction,, hours worked, 
distribution of time to proper job or account. For material 
and material returned tickets basic Information, as a minimum 
for the purpose of this instruction, includes identification of 
material by code or otherwise, quantify and distribution.
(c:) Papers Conning part of or necessary to explain journal 

vouchers or journal entries except as covered in 12 (h) above.
(d) Schedules for recurring journal entries____ ____________
(e) T,jsts of standard journal entry numbers_______________

13. Gash books:
(a) General and subsidiary cash books which show sources of 

general cash receipts, basic accounting entries, references, 
and explanations, etc., except where separate records of the 
types described in (l>), (e), and (d) arc maintained..

(b) Treasurers’ and auditors' cash books re-luting solely to 
deposits ami inter-hank transfers,

(c) Subsidiary cash records showing solely customers’ cohee- 
tons.

(d) Other cash rceordsol a memorandum nature-__________
14. Voucher registers:

(a) Voucher registers or similar records------------- ----------------
(5. Vouchers:

(o’! Paid and canceled vouchers f L copy > analysis sheets show­
ing detailed distribution of charges on individual vouchers 
:md other supporting papers.

(Is) Original bills ami invoices for materials, services, etc., 
paid by vouchors.

(G Paid checks are! receipts for pay monks by voucher or

and

Permanently___________________

Destroy when superseded^______

M 20

do

Permanently____ M 20

3 years.

___ do-....-.

.do. M

7 years (see item 12(b) (1) and (2)}_

7 years (See item 12(h)(1) and (21) 
For licensed projects, see Note fo! 
lowing item 15.

7 years________________ _________

7 years (See Hem. 12(b)(1) mid (2)h.
. Destroy at option_____ __________

M
otherwise.

(d) Authorizations (or the paymentofspucifie vouchers.
(e) fusts of unaudited bills (accounts payable?, lists of vou­

chers transmitted ami memoranda regarding changes in 
unaudited bills.

(f) Voucher indexes. .. ________ ____________ ____________
Note: Except that those rebating to the construction of

licensed projects, or additions or betterment thereto, or the 
amortization reserve applicable thereto, for which the Cora- 
mission has not determined the actual legitimate original 
cost, shall be retained until such cost has been determined.

(sec items 43 and 44 for accounts with 
customers for utility service and for mcichnudisc sales):

(a) Rccofxlsof accounts receivable pertaining to sales of utility 
plant.

(b) Record or register 
thereto and summaries of distribution.

(c) Accounting department copies of invoices issued and 
porting papers which do not accompany theoriginal invoices 
ami authorizations for charges inehidiny,supporting papers.

(d) Periodic .statements of unsettled accounts, except trial 
balances.

(ed Schedule of in voices to be issued -.. ____________ _______
17. Records of securities owned:

(a) Records of securities owned, in treasury, or with custo­
dians.

IS. Insurance, records:
(a) Records of insurance policies in force, showing coverage, 

premiums paid and expiration dates.
(b) Insurance policies___ _____ ____________ _______ ______
(e) Records of amounts recovered from insurance companies 

in connection with losses and of claims against, insurance 
companies, including reports of losses and supporting papers.

(d) Inspectors' reports and records of condition of property.__
(e.) Insurance maps of property and structures erected thereon.
(f) Records and statements relating to insurance requirements.

7 years.

16. Accounts receivable

0 years_____

„__doof accounts receivable and indexes M

3 yearssup-

l year

.Destroy at option__________________

G years niter disposal of the investment.

Destroy at option after expiration of 
such policies.

____clo______________ _____ __________
6 year?;. For licensed projects, see 

Note following item 15,

1 year after supersession...__________
Tin til superseded....______ _____ ___
Destroy at option...................................

M

ME
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PRESERVATION OF RECORDS OF NATURAL GAS COMPANIES

Schedule of Records and Periods of Retention—Codtinued

Micro­
film
indi­
cator

Description of record? Period to be retained

CORPORATE AND OENERAJV.. Continued

ID. Tax records:
(a) Copies of schedules, returns, and supporting working 

papers to taxing authorities and records of appeals:
(1) Federal income, excess profits, undistributed income, 

and capita! stock
(2) Stale income taxes and Slate or local property i.axcs___
(3) Other taxes___ __ ________ _________ _____ _______
(4) Schedule of allocation of consolidated Federal income 

taxes ‘.o subsidiary companies.
(3) Records of annual determinations of deferred taxes on In­

come, annual determinations of accounting adjustments 
for “reserve deferrals'' of deferred taxes on income together 
with basic computotionsand recordsufannual plant addi­
tions and retirements and adjustments on which deferred 
lax accounting entries are based. (For the purposes of 
these regulations, “deferred taxes'’ and “deferred tax ac­
counting” embrace provision for “ future luxes on income' 
“prepaid faxes on meorncT or any other accounting proce­
dure which attribute a tax on income to n year or years 
other than that of the specific year's tax return determin­
ing thy lax liability.)

(b) Tax hills from taxing authorities and receipts for payment..
(e) Summaries of taxes paid by classes of taxes and by location...
(d) Summaries of taxes paid, by taxing districts...,_____ ....
(e) Restatements of schedules of taxes paid after giving effect 

to refunds and additional assessments.
‘20. Accountants' and auditors' reports:

(a) Rcporis of examinations and audits by accountants and 
auditors not in the regular employ of the utility. (Including 
reports of public accounting firms and regulatory comrms 
sion accountants.)

(V>) Infernal audit reports and working papers_____________
21. Tabulating machine and nutomatic data processing records

(nol including billing machine records): "
fa) Punched cards or rapes used ia assembling figures to be 

posted to an account:
0.) Where a printed sheet or tape showing voucher number, 

account number, and amount on each sheet is not pre­
served.

Where a printed sheet or tape described in (l) above is 
preserved

(h) Printed sheets or tapes showing the detoils and summaries 
of accounting data indicated on the punched cards or tapes.

(c) Instructions ami waring diagrams for the above, records.. .
PLANT AND ACCUMULATED PROVISION FOR DEPRECIATION

22. PlyrU. ledgers:
(a) Led govs of utility plant accounts including land and older 

detailed ledgers showing the cost of utility plant by classes.
(b) Continuing plant inventory ledger, book or card records 

showing description, location, quantities, cost, etc., of phys­
ical units (or items) of utility plant owned.

23. Construction work in progress ledgers, work orders, and sup­
plemental records:

(a) Construction work in progress ledgers.............. ...................

20 years after settlement..... ........

....do................................................
10 years after allocation____ _______

C> years after absorption of deferred 
credits.

saxes.

See item 15(b). 
h years......... .

do

M 1025 years.... _..

3 years...__

7 years (See item 1.2(b)(1) and (2))-----

Destroy at option........... ...................

7 years (See Item 12(b) (!) and (2))... 
Same period as related records.........

(2)

Perm anentl y....... ............ .................. .

u years after plant is retired provided 
mortality data are retained.

ME

M 1625 years after clearance to the plant ac­
count provided continuing plant in­
ventory records are maintained; 
otherwise, 6 years after plant is re­
tired.

(b) Work order sheets to which are posted in summary form or 
in detail the entries for labor, materials, and other charges for 
utility plant additions and the entries closing the work 
orders to utility plant io service at completion.

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

(d) Requisitions and registers of authorizations for utility 
plant expenditures.

(e) Completion or performance reports showing comparison be­
tween authorized estimates and actual expenditures for util­
ity plant additions.

See footnotes at end of (able.

M 15

10 years

do.

.....do......
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FEDERAL POWER COMMISSION

Schedule op Records and Periods op Retention—Continued

Micro­
film
indi­
cator

Period to be retainedDescription of records

PLANT AND ACCUMULATED PROVISION FOR DEPRECfATiON—-COI1.

23. Construction work in progress ledgers, work orders, and sub-'
piemen ui records—Con f irmed

(f) Analysis or cost reports showing quantities of materials 
used, unit costs, number of man-hours, etc., io connection 
with completed construction projects.

(g) Records and reports pertaining to progress of construction 
work, the order in which jobs are to be completed, and simi­
lar records which do not form a basis of entries to the ac­
counts.

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

24. Retirement work io progress ledgers, work orders, and sup­
plemental records:

(a) Work order sheets to which are posted the entries for re­
moval costs, materials recovered, and credits to utility plant 
accounts for cost of plant retired.

(b) Authorisations for retirement, of utility plant, including 
memoranda showing the basis for determination of cost of 
plant to be retired and estimates of salvage aud removal costs,

(c) Registers of retirement work orders............... .......................
26. Summary sheets, distribution sheets, reports, statements, nod

papers directly supporting debits and credits to utility plant 
accounts not covered by construction or rellrement work 
orders and their supporting records,

26, Appraisals and valuations:
Appraisals and valuations made by the company of its prop­

erties or Investments or of tho properties or investments of 
any associated companies. (Includes all records essential 
thereto.)

27. Maps and map reproductions showing the location and physi­
cal characteristics of production, transmission, arid distri­
bution systems of the utility.

23. Engineering records in connection with construction projects: 
(a) Maps or map reproductions, diagrams, profiles, plans, 

photographs, records of engineering studies, aud similar 
records in connection with proposed construction projects: 

(0 ff construction of project results wholly or in part.......

25 years.

Destroy at option.

Permanently M 20

25 years____ M 16

10 years.

do.
26 years after clearance to plant ac­

count, provided continuing plant in­
ventory records are maintained; oth­
erwise, 6 years after plantis retired.

Until data are no longer useful........... .

M 15

Until map is superseded or 6 years 
after plant is retired provided mor­
tality data are retained.

Until record is superseded or 6 years 
after plant is retired provided mor­
tality data are retained.

Destroy at option after completely ac­
counting for expenses incurred.

Permanently....................... ........ ........
6 years after plant is retired._____ ....

(2) if construction of project does not result.____ ________

29. Contracts and other agreements relating to utility plant:
(a) Contracts relating to acquisition or sale of plant........ ........
(h) Contracts and other agreements relating to services per­

formed in connection with construction of utility plant (in­
cluding contracts for the construction of plant by others for 
the utility end for supervision and engineering relating to 
construction work).

30. Records pertaining to reclassifications-of utility plant accounts
to conform to prescribed systems of accounts, including sup­
porting papers showing the bases for such reclassifications.

31. Records of reserve for depreciation and depletion of utility
plant:

(a) Detailed records or analysis sheets segregating the depreci­
ation reserve according to functional classification of plant.

(b) Records supporting computation of depreciation and de­
pletion expense of utility plant, Including such data as life 
ami salvage, studies.

7 years (See item 12(b)(1)).

25 years____ M 15

do. M 16

TREASURY

32. Statements of funds and deposits;
(at Summaries and periodic statements of cash balances on 

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

and with depositories.
(c) Authorizations for and statements of transfer of funds from 

one depository to another.
(d) Requisitions and receipts for funds furnished managers, 

agents, aud others.
(e) Records of fidelity bonds of employees and others respon­

sible for funds of the utility.
(0 Reports and estimates of funds required for general and 

special purposes.

Destroy at; option.--......... .

.do.

__do........................................................

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

Until liability of bonding company has 
expired, •

Destroy at option...................................
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PRESERVATION OF RECORDS OF NATURAL GAS COMPANIES

Schedule or Records and Periods of Retention—Continued

Micro­
film
indi­
cator

Period to be retainedDescription of records

TKE.4SUR i-—continued

33. Records of deposits with banks end others;
(a) Bank deposit books................. ...................................... .......
(h) Copies of bank deposit slips--------------- ----------------- ------
(c) Advice of deposits made when information thereon is 

shown on other records which are retained.
(d) Statements from depositories showing the details of funds 

received, disbursed, transferred, and balances on deposit.
(e) Bank reconcilement papers..... ............................ -.................
(f) Statements from banks of interest credits......................
(g) Cheek stubs, registers, or other records of checks issued...
(b) Correspondence and memoranda relating to the stopping 

of payment of bank checks and to the issuance of duplicate 
checks.

34. Records of receipts and disbursements:
(a) Daily or other periodic statements of receipts or disburse­

ments of funds.
(b) Records or periodic statements of outstanding vouchers, 

checks, drafts, etc., issued and not presented.
(e) Reports of associates showing working fund transactions 

and summaries thereof.
<d) Reports of revenue collections by field cashiers, pay sta­

tions, etc.

1 year........... ......
.___do...................
Destroy at option

.do.

1 year. .. ..
___ do........ .................... .......................
6 years..................................... —.—
0 years or destroy at option after check 

is recovered.

M
M

2 years.. M

.do. M

Destroy at option. 
....... do.....................

REVENUE ACCOUNTING AND COLLECTING

35. Customers' service applications and contracts:
(a) Applications for utility service for which contracts hove 

been executed.
fb) Applications for utility service used in lieu of contracts__
(c) Contracts and card files or other records thereof with custo­

mers for utility service. (See also item 9(b).)
.(d) Applications for utility service which were withdrawn by 

applicant or not granted by the utility.
(e) 6ontracts or sales agreements with customers and others 

for sale of merchandise and appliances.
(f) Contracts for lease of equipment to customers, including re­

ceipts for same.
(g) Applications and contracts for extensions covered by re­

fundable deposits or guarantees of revenue, also records per­
taining to such contracts.

(h) Applications and contracts for extensions for which dona­
tions or contributions are made by customers or others.

36. Rate schedules;
(a) General files of published rate sheets and schedules of utili­

ty service. (Including schedules suspended or superseded.)
(b) Divisional or local office copies of rate sheets and schedules 

of uhllty service,
37. Customers’ guarantee deposits:

fa) Customers’ deposit ledgers or card records.............. ...........
(b) Customers’ deposit certificate books......................................
(c) Receipts for customers’ deposits refunded.............................
(d) Receipts for interest on customers’ deposits........................

38. Meter reading sheets and records;
(a) Superseded meter reading sheets.................................. .........

.do

1 year............................ ..........................
1 year after expiration or cancellation...

1 year......... ................................... .........

1 year after sides agreement is dis­
charged.

1 year after expiration of contract or re­
turn of equipment.

1 year after-entire amount is refunded..

MPermanently

.do.

1 year after expiration or cancellation.

ME6 years after refund..............
do ME
do ME
.do. ME

2 years or as raay be necessary to com- 
'ply with service rules regarding re­
funds on fast meters.

M

do M(b) Meter reread sheets (special readings to check high or low 
consumption).

(c) Customers’ reading cards.......... .............................. ................
'd) Connection and disconnection orders............................. ..
e) Superseded indexes to meter books........ ................... ..........
q) Mark sensed meter reading cards.............. ........ ..................

39. Maximum demand, pressure, temperature, arid specific grav­
ity charts and demand meter record cards.

do. M
M1 year............................ ................... ......

Destroy at option..................................
Destroy at option after transferring 

data to other record.
3 years, except where the basic chart 

Information is transferred to another 
record, the charts need only be re­
tained i year provided the record 
containing the basic data is retained 
3 years.

M

See foot notes ni end of table.
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FEDERAL POWER COMMISSION

Schedule of Records and Periods op Retention—Continued

Micro­
film
indi­
cator

Period to be retainedDescription of records

revenue; accounting and collecting—continued

40. Miscellaneous hilling data;
fa) Billing department's copies of contracts with customers 

(in addition to contracts in general files).
(b) Service and inspection orders from which customers are 

charged and sundry charge advices.
(c) Auihomations for charges under utility service contracts., 
(cl) Standard billing sheets or schedules (showing computed

hills of varying consumption according to rates).
41. Revenue summaries;

(a) Summaries of monthly operating revenue* according to 
classes of service for entire utility.

(b) Summaries of monthly operating revenues according to 
classes of service by towns, districts, or divisions, (I a elud­
ing summaries of forfeited discounts and penalties.}

-Id. Customers' ledgers and other records used in Ho.u thereof;
(a) Customers' ledgers______________________________ ___

Destroy at option... 
1 year____________ M

1 year alter expiration of contract. 
Destroy at option.. _............. ..........

M

6 years

___ do.

2 years or as may he necessary to com­
ply with service rules regarding re­
funds on fast meters. ' "

M

(h) Records used in lieu of customers' ledgers, such as bill sum­
maries, registers, bid stubs, etc.

(c) Copies of large bids: _
(!) If details are transcribed to ledgers covered by item (a) 

above.
(2) If details are not transcribed to ledgers.........................

(d) Trial balances of ledgers referred to above---------------------
(e) Indexes to customers’ accounts............ .......... .................
(f) Change of address notices___ ___ _____________________
(g) Cards and other records relating to forfeited discounts-----

43. Merchandise sales—accounting and collecting;
(a) Merchandise sales tickets (duplicates) and charge slips for 

work done.

M

Destroy at option____________ _____

2 years......... ........... ........................ ......
1 year___ _________ _______________

Destroy at option____________ _
2 years..................... ........ ....................

Destroy at option after annua! audit 
and G mouths after account is 
settled.

3 years______ ____________________

1 year after completion of payments...
Destroy at option after annual audit 

and 2 months after account is 
settled,

M
M
M

M(b) Merchandise sales journals or registers and summaries of 
sales.

Merchandise ledgers and installment records-----------------
Merchandise sales returns nod adjustment tickets........

(o)
(d)

M(e) Cashiers' stubs for merchandise collections____________
(f) Cashiers’ periodic reports and statements of collodions on 

merehandise aeeciunts,
(g) Records of monthly statements to customers----------------
(h) Reports relating to status of merchandise accounts receiv­

able. "
(i) Job orders and supporting details of charges to customers for 

work done.
(j) Lndexes and trial balances of merchandise ledgers_______
Collection reports and records:
(a) Periodic reports, lists, and summaries of collections of Op- 

craing revenues by collectors, agents, and local or divisional 
or district offices. (See item 34 (d).)

(h; Bid stubs, copies of bills, collection slips, and other records 
pertaining to collections; summarized or detailed in daily or 
periodic cash reports.

(c) Memorandum records ol remittances from local or branch 
offices.
Mote: Sec item 33 pertaining to deposits of cash with banks.

Item 33 applies to ah bank accounts whether at general, local,
or divisional offices.

45. Customers’ account adjustments:
(a) Detailed records pertaining to adjustments of customers’ 

accounts for overcharges, undercharges, and other errors, 
suits of which have been transcribed to other records.

(b) Detailed records of high-biii complaints whether or not re­
sulting iu adjustments to customers’ accounts.

year.____
Moo

Destroy at option 
L year____ _____ ’ ’ M

M3 years

M.do.
44.

Destroy at option___

M1 year___ „

M.....do____

M___ do
re-

M........do___ ....
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PRESERVATION OF RECORDS OF NATURAL GAS COMPANIES

Schedule of .Records and Periods of Retention-—Continued

Micro­
film
indi­
cator

Description of records Period to be retained

REVENUE ACCOUNTING AND COLLECTING---Continued

46. Uncollectible accounts and customers' credit records:
(a) Records of ratings, credit classifications, and investigations 

of customers.
(b) Ledger accounts and supporting details of customers' ac­

counts considered to be uncollectible.
(e) Reports and statements showing age and status of cus­

tomers' accounts.
(d.) Data on unpaid final bills____________ _______ _____ _
(e) Authorizations for writing of? customers' accounts______

PAYROLL AND PERSONNEL RECORDS

Destroy at option.______ _______

Bor period legally collectible....... .

l year______ __________ _____...

M

M

do M
3 years_ M

47. Payroll records:
(a) Payroll sheets or registers of payments of salaries and 

wages to individual officers and employees. (See item (j) 
below for-pensionor annuity payrolls and item 23(a) for con­
struction payrolls.)

(b) Records showing the distribution of salaries and wages 
paid to offices and empkiyees for cadi monthly, semimonthly, 
or weekly payroll period and summaries or recapitulation 
statements of such distribution,

(c) Time, tickets, time sheets, time boohs, tin.a cards, work­
men's reports and other records showing hours worked, de­
scription of work, and accounts to bo charged.

(d) Paid cheeks, receipts for wages paid in cash and other evi­
dences of payments for services rendered by employees.

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

(0 Applications for payroll changes riot authorized________
<g) Payroll authorizations and records of authorized positions..
(h) Records of deductions from payrolls.................. ...... ........
(i) Comparative or analytical statements of payrolls________
(j) Pension or annuity payrolls----------------- ---------------------
(k) Pension paychecks........ ........... ......... ..................................
(!) Employee’s individual earnings record_________________

C years M

See item 12(b)

do.

3 years M

___ do___ M.

Destroy at option................................. .
3 years............ ...... ............................. .
4 years......... ............... ........................ .
Destroy at option............ ..................... .
6 years....................................... ...........
3 years______ ______ ____________ _
6 years after termination of employ­

ment.

M
M

M
M

M 3
48. Assignments, attachments, end garnishments:

(a) Record of assignmeots, aUaehmcufs, and garnishments of 
employees’salaries, including files of notices, etc., pertaining 
thereto.

(h) Minors' salary releases______ ___________ ______ ____
49. Personnel records:

(n) .Employees' service records, length of service, and other 
pertinent data.

(b) Applications for employment, requests for medical exami­
nation, medical examiner’s report, photographs and other 
idem ideation records, and other miscellaneous records per­
taining to the hiring of employees.

50. Employees’ welfare and pension records:
(a) Records pertaining to employees' rew.yatkmal,educational, 

hospital, benefit, accident prevention, and similar activities.
(b) Detailed records showing compute 

pension liabilities.
51. Instructions to employees mid others:

(a) Bulletins or memoranda of general instructions issued by 
the Company to employees pertaining to changes in account­
ing, engineering, operating, maintenance and construction 
poheie

(h) Bulletins or memoranda of general instructions issued by 
the Company io employees pertaining to accounting, engi­
neering, operating, maintenance, and construction methods 
and procedures.

(c) Notices to employees on matters of discipline, deportment, 
and other similar subjects.

52. Organization diagrams and charts
See footnotes; al end of table.

Destroy at option

do.

3 years after termination of employ­
ment .

Destroy at option_______ ______ _

ME

M3 years

M 3lions of accruals for 25 years

20 years after expiration or supersession. M

.V,
0 years after expiration or supersession.

Destroy at option

do
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FEDERAL POWER COMMISSION
Schedule of Records and Periods of Retention—Continued

Micro­
film
indi­
cator

Period to be retainedDescription of records

PURCHASES ANTI STORES
53. Purchases: -

(a) Advices or requisitions from storekeeper ami others for the 
purchase of materials rind supplies or sendees.

(b) Bids received.from vendors in connection with the pur­
chases of materials and supplies.

(c) Purchasing department copy of purchase orders and spec­
ifications of materials ordered.

(d) Contracts for the purchase of materials and supplies:
(lj Contracts for materials used directly in construction__
(2) Contracts for other material..... .........................................

(e) Purchasing department copies of invoices for materials 
and supplies. (See item 25(h) for original invoices.)

(f) Registers or similar records of invoices
(g) Price records or indexes of purchases..
(h) Advices from vendors acknowledging receipt 

for materials and supplies, notices of shipment, packing 
slips, and copies of bills of lading,

(i) Receipts or delivery tickets issued for materials and sup­
plies received in installments and subsequently surrendered 
with and Ln support of Invoices or bills covering complete 
purchases.

fj> Demurrage or car records showing periods freight cars 
held on company sidings.

(k) Copies of notices to vendors for materials and supplies 
returned for credit and repair.

(}) Lists or records of invoices transmitted to or from store­
keepers.

(m) Records and reports used for checking and tracing ma­
terials and supplies covered by invoices provided for in 
item (o> above.

54. Material ledgers:
(a) Ledger sheets 

received, issued, and on hand.
(b) Statements of materials and supplies on hand, per ledgers.

55. Materials and supplies received and issued:
(a) Records and reports pertaining to receipt of materials 

and supplies.
(h) Records of inspecting and testing materials nod supplies...
(c) Records showing the detailed distribution.of materials and 

supplies issued during accounting periods.
(d) Material disbursement tickets showing quantities, unit 

prices, and accounts to be charged for materials and supplies 
issued bom stores for use.

(e) Materials returned credit slips, showing details of materials 
returned to stock.

(V) Requisitions and receipts far materials and supplies issued, 
the details of the issues being set forth in the material dis­
bursement- tickets.

(g) Records and reports of materials and supplies transferred 
from one department, stoveroom, or division to another.

(h> Records and reports of materials recovered and returned to 
stock (f transcribed to records covered by item (c) above.

(i) Records and reports of materials and supplies Issued to In­
dividuals or gangs of employees to be accounted Cor when 
used or returned to stock.

(j) Minor records and reports pertaining to materials and sup­
plies not involving costs or final disposition, such as reports 
of unfilled requisitions .authorizations for additions to stock, 
andslmilar records; also, storeroom copies of purchase orders 
and price records, other copies being retained in files of 
purchasing department.

56. Records of sales of scrap and materials and supplies:
(a) Authorizations for sale of scrap and materials and supplies.
(b) Contracts for sale of scrap and materials and supplies____
(c) Memoranda pertaining to sale of scrap and materials and 

supplies.

.do

3 years________ M

.do M

7 years (see item 12(b)(1)) 
7 years (see item 12(b)(2)) 
Destroy at option......... .

3 years...... .............. ............
Destroy at option.........

doof orders

.do.

do....

do.

.do

.do

See item 12(b)

3 years........ ..

.....do----------

and card records of materials and supplies

M

M

Destroy at option... 
See item 12(b)..........

___do.

___do.

Destroy at option

.do.

do.

Destroy at option, after being account­
ed for.

Destroy at option____________ _____

M3 years
Mdo

Destroy at option
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PRESERVATION OF RECORDS OF NATURAL GAS COMPANIES

SCHEDULE OF RECORDS AND PERIODS OF RETENTION — Continued

Micro*
fllm
indi­
cator

Period to be retainedDescription of records

PURCHASES AND STORES — COntiliUtHl

57, Inventories of materials and supplies:
(a) General inventories of materials and supplies on hand witb 

records of adjustments of accounts required to bring stores 
records into agreement with physical inventories.

(b) Stock cards, inventory cards, and other detailed records 
pertaining to the taking of inventories If abstracted into rec­
ords covered by (a).

(c) M tnor inventories of materials and supplies on band if not 
reflected in adjustments of accounts.

OPERATION'S

M3 years

Destroy at option___

.do

5S.1 Production — Electric:
(a) holier room, condenser room, turbine room, and pump 

room logs, including supporting data.
(b) Boiler room and turbine room reports of equipment in 

service and performance.
(v) Boiler-tube failure report...-....... ............................... ........ .
(d) Generation and output logs witb supporting data----------
<e) Station and system generation reports____________ ____
<0 General ing high-tension and low-tension load records......
(g) Oil and waste reports_____________________ __________
(h) Load curves, temperature logs, coal, and water logs...........
0) Gage-rending reports....---- ------ ------- -------------------------

M3 years......

___ do. . .. M

do U
M<G...

6 .years
3 years
..._do..____ __ _____ ____________
3 years, except river-flow data col­

lected in connection with hydro­
operation shall be retained perma­
nently.

3 years, except that, where the bask; 
chart information is transferred to 
another record, the charts need only 
be retained 1 year provided the rec­
ord containing the basic data is re­
tained 3 years.

ars

M
M
M
M

M()) Recording instrument charts____

Mdo(k) Load dispatcher’s and station permits.................... .............
58.2 Production—Gas:

(a) Boiler and gas machine logs, including supporting data__
(b) Gas generation and output logs with supporting data____
(e) Temperature and atmospheric pressure logs............. ..........
(d) Coal, coke and oil reports_______ ___________ ______ -
(e) Residual reports............. .........................-......................-----
(f) Recording Instrument charts such as pressure (static and/ 

or differential}, temperature, specificgravity, heating value, 
etc.

M3 years.. 
(> years..

.......do..
M
M
Mdo.
M..... .do,.._____ ____ ___________ ____

3 years, except that, where the basic 
chart information Is transferred to 
another record, the charts need only 
be retained 1 year provided the rec­
ord containing the basic data is re­
tained 3 years.

6 years...... ...... .............___........ ............

M

M(it) Test of heating value at stations and outlying points.-----
(h) Records of gas produced, gas purchased, gas sent out and 

holder slock.
G) Analysis of gas produced and purchased including Btu. 

and sulphur content,
0} Records of genera! inspection and operating tests----
(k) Well records, including clearing, bailing, shooting, etc., rec­

ords; rock pressure; open flow; production, gas analysis re­
ports, etc.

(l) Gasoline production.-....... ....................... ..............................
(m) 0 rs production by counties-___ ________ _________
(li) Gas measuring records_________ ___________ ________
(o) Tool record....... ..... ..................... .........................-...............
(p) Royalty record.............. ............................. .........................
(q) Records of meter tests................ ............... ........ . .............. .

Mdo

M____
M3 years......... ......... ...... ........

1 year after field abandoned M

M6 years______ _______ _____________
Optional... ............................. .........
6 years.........................................
3 years______ __________________
6 years................ ...... ....... .... ...............
Until superseding test, but not less 

than 2 years.
For life of meter....................... .............

M
M
M
M

M(r) Meter history records..___ ________________________ _
69.1 Transmission and distribution—Electric:

(a) Substation and transmission lino logs------------- ------ -------
(b) System operator’s daily logs and reports of operation____
(c) Storage battery and other equipment logs and records-----
(d) Interruption logs and reports............... .............--------------
(n) Records of substation general inspections and operation

tests.
<f) Apparatus failure reports.......................... ..............................
(g) Line-trouble reports and records------ ------------------------ -
(h) Lightning and storm data......... ..........-.-........... ...........
(0 Insulator test records...---------------------- ------------ -------

Sec footnotes at end of fable.

M6 years___
___ do____
3 years___
6 years___
3 years___

M
M
M
M

M0 years... 
3 years-.. 
6 years.-. 
3 years...

M
M
M

rage 15

SB GT&S 0563617



FEDERAL POWER COMMISSION

Schedule oit Records and Periods of Retention—Continued
:

Micro­
film
indi­
cator

Period to be retainedDescription of records

operations—con filmed

69.1 Transmission and distribution—Electric—Continued
(j) Reports on inspections and repairs of all street openings—
(k) Records of motor tests---------- ------------------------------------

M6 years____________________ _______
Until superseding test, but not. less 

than 2 years, or as may be necessary 
to comply with service rules regard­
ing refunds on bast meters,

6 years____ __________ ________ _

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

For life of transformer._____ ________
Destroy at option.............. ............ ...... .
For life of equipment__ _____ ______

M0) Motor shop reports (monthly reports summarizing tests, re­
pairs, etc.).

(m) Meter history records----------- ----------- ----------------- -----

(d) Transformer history records.--------- -------------- ,-------------
(o) Records of transformer inspections, oil tests, etc_________
(p) Pole, tower, structure., equipment, and other history re­

cords.
Notts: Life or mortality study data for depreciation pur­

poses shall be retained permanency.
59.2 Transmission and distribution—Gas:

(a) Transmission line logs________________ ______________
(b) Transmission and distribution department load dispatch­

ing operating jogs.
(c) Service interruption logs and reports______ __________
(d) Records of general Inspection and operating tests___ ____
(e) Reports on inspections and repairs of all street openings...

' jorts_____________ ___________-___

M3 years. 
___ do.. M

M
3 years..---------------------------------------
6 years__________.....___ ____ _____

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

For life of meter (see also item 60.2(g)).

I'.Za
___ do.......................... ......... ......... ......
____do.............. .......... ............................
3 years, except that where the basic 

iaXonnatfon is transferred to another 
record, tbc charts need only be 
retained I year provided the record 
containing the basic chart data is 
retained 3 veers.

M
M
Mff) Apparatus failure re{ 

(g) Records of meter tests

M(b) Meter history records---- ------ ---------------------- -------------
(!) Meter shop reports {monthly reports summarizing tests, 

repairs, etc,)
0) Oas measuring records__ _______ _________ __________
(k) Transmission Hue operating reports.................... ......... .
0) Compressor operation and reports_______ _____________
^m) Gas pressure department reports......... ................... ............
[n) Recording instrument charts such as pressure (static and 

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

M

M
M
M
M
M

Note: Life or mortality study data for depreciation pur­
poses shall be retained permanently,

GO. Customers’ service:
(a) Reports of inspections of customers' premises________ _
(b) Records and reports of customers’ service complaints___
(cj Survey of customers’ promises to determine type of service

and equipment to be installed.
(d) Records of installed customer's' appliances. _............. .........

61. Records of auxiliary and other operations:
Records of operations other than utility operations------------

M3 years___ ____ _
____ do.________
Destroy at option

M

.do

For the same periods as prescribed in 
these regulations for similar records 
pertaining to utility operations.

STATISTICS

62. Statistics end miscellaneous:
(a) Annual financial, operating and statistical 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 tbc accounts of the companies concerned) to show 
the results of operations and the financial condition of the 
utility.

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

(c) Ail other statistical reports (not covered elsewhere in these 
regulations) prepared for internal administrative or operat­
ing purposes only and not used ns the basis /or entries to the 
accounts of the company.

63, Reports to stockholders:
(a) Annual reports or statements to stockholders___________
(b) Written acknowledgments of receipts of reports to stock­

holders and written requests for copies of such reports.

M 16Permanently...............

3 years________ _

Destroy at option

Permanently____
Destroy at option.
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PRESERVATION OF RECORDS OF NATURAL GAS COMPANIES

Schedule of Records and Periods of Retention—Continued

Micro­
film
indi­
cator

Description of records Period to be retained

statistics—continued

64. Reports to Federal and State regulatory commissions:
(a) Annual financial, operating and statistical reports______
(h) Monthly and quarterly reports of operating revenues, ex­

penses, and statistics.
(<:) Special or periodic reports on the following subjects:

(1) Transactions with associated companies..... ........ ........... .
(2) Budgets of expenditures................. ................ ..........„........
(3) Accidents.-....... ........................................................... .,........
(4) Employees and wages_________ ____________________
(5) Loans to officers and employees______________________
03) Issues of securities...._____________________________
(?) Purchases and sales, utility properties_____ ________ _
(8) Plant changes-units added and retired......................... .
(0) Service interruptions ........... ...........................................-

65. Miscellaneous statistical reports, statements, and summaries
(not covered elsewhere in these regulations') prepared for ad­
ministrative or operating purposes only and not used as the 
basis for entries to the accounts of the utility.

06, Tabulating cards used only in. compilation of statistics, when 
the results arc transcribed to other records covered by these 
regulations (see item 21).

Permanently__ ________ ______
3 years after current year................

G years...
do
do
do

3 years after fully paid 
See items 3(c) and 4....
.Permanently........... .
— .do...........................
6 years_____________
Destroy at option.—.

Destroy at option after appropriate 
summaries have been made.

Misccttarieous

Maintenance work orders and job orders:
(a) Authorizations for expenditures for maintenance work to 

be covered by work orders, including memoranda showing 
the estimates of costs to be incurred.

(lb) Work order sheets to which are posted in detail the entries 
for labor, material, and other charges in connection with 
maintenance, and other work pertaining to utility opera­
tions.

(c) Summaries of expenditures on maintenance and job orders 
and clearances to operating and other accounts (exclusive of 
plant accounts).

68. Budgets and other forecasts: (Prepared for internal adminis­
trative or operating purposes) of estimated future income, 
receipts and expenditures in connection wRh financing, con­
struction and operations and acquisitions or disposals 
of properties or investments by the company and its 
associate companies, including revisions of such esti­
mates and memoranda showing reasons for revisions; 
also records showing comparison of actual income and 
receipts and expenditures with estimates.

69. Injuries and damages:
(a) Claim registers, card or book indexes and similar records in 

connection with claims presented against the company in 
connection with accidents resulting in damage to the prop 
ei’ly of others or personal injuries.

(b) Papers, reports, statements of witnesses, etc., necessary to 
the support or rejection of individual claims against the 
company.

(c) Other papers, reports, 
dents, respiting In property damages or personal injuries, 
not necessary to the support or rejection of claims.

(d) Detailed schedules or spread sheets of payments 1° others 
for personal injuries or for property damages.

67.
Pi years.

.do

do-

3 years.

2 years after settlement_______ M

____do. M

Destroy at option.or statements, pertaining to acci-

2 years after settlement__ .... M
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FEDERAL POWER COMMISSION

Schedui/E of Records and Periods of Retention — Continued

Micro­
film
indi­
cator

Period to be retainedDescription of records

M-isoe-llaneous—Continued

70. Correspondence;
(a) Correspondence and indexes thereto relating to offices cov­

ered by other items of these regulations.
For the period prescribed for the Item 

to which it relates where necessary 
to a proper explanation of same. 

Destroy at option_________________

<*>
(b> Stenographers' notebooks and dictaphone; or other me­

chanical device records. „
(c) Mailing lists of prospects for appliance sales, securities, etc >----- do...................

71. Other miscellaneous records:
(a) Copies of advertisements by the company In behalf of it- 6 years....... -........

self or any associate company in newspapers, magazines and
other publications including records thereof. (Excluding 
advertising of product, appliances, employment opportuni­
ties, services, territory, routine notices and invitations for 
bids for securities, all of which may be destroyed at option.)

(b) Receipts and records pertaining to delivery of articles to Destroy at option 
employees, such as badges, keys, and material receipt books.

(c) Records of building space occupied by various depart­
ments of the utility.

•(d) Indexes of forms used by company.......................................
(e) Transmittal lists or forms used for indicating papers and 

records forwarded from oue department to another, pro­
vided such lists do not contain data affecting the accounts 
of the company.

72. Records of predecessors and former associates___

M

.do.

.do
do.

.......... See note 7

* For the purposes of the regulation, a stockholder's account may be treated as n dosed account at the time that 
such stockholder ceases to be a holder of record of the particular class and series of stock of Che Company and the 7-year 
retention period prescribed herein shall run from that date. If such person subsequently acquires shares of capital 
stock of the company and thus again becomes a stockholder of the Company, the record of such acquisition shall bo 
treated as a new stockholder account.

2 After account is closed as defined in Footnote 1 supra.
5 The terms ''bonds’' and "debentures", as used in captions (a) through (f) of this Item, shall include all debt se­

curities, such as bonds, debentures or notes other than debt securities which evidence temporary borrowings and 
which are expected to be repaid out of the proceeds of the sale of longer term securities. Typical of such temporary 
debt securities as described in 2(0 would be notes issued to banks evidencing temporary working capital and con­
struction loans and gas storage loans.

If a retention period is prescribed elsewhere in the Schedule with respect to any document which is included as 
exhibit to any filing retained pursuant to the requirements of this item, the Company need retain only one copy 

of such document in its Ales provided appropriate cross references are established.
5 26 years, except that those relating to licensed projects, or additions or betterments thereto, for which the Com­

mission has not determined the actual legitimate original cost, shall he retained 25 years and until such cost has been 
determined. '

0 As may bo permitted for items to which correspondence relates,
1 Retain until the records of utility plant acquired have been integrated with the utility's plant records and the 

original cost of the acquired plant is adequately supported by cost details, and until it is ascertained that such records 
are not necessary to fulfillment of any unsatisfied regulatory requirement, such as; (a) Approval and recording of 
accounting adjustments resulting from reclassification and original cost studies and acceptance of property acquisition 
ournal entries, (b) cost, depreciation reserve, and amortization reserve determinations for licensed projects, (c) estab­
lishment of continuing plant inventory records, or accounting evidence of the cost of long-lived property in the ab­
sence of such continuing plant inventory records.

4

an
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