Yo i \ b LF-
T mm 6B uar ( s pakcTicE wo, 210,41
' PaciFic Gae AND ELECTRIC COMPANY

STANDARD PRACTICE TR I
S REPLACING y 3‘1-59
ar ssuine bpkamueyr_ PROCEDURES AND ORGANIZATION Mok Wo. 1 eecve _ 3-1-59

SUBJECT: RETENTION OF RECORDS - GENERAL OFFICE DEPARTMENTS

EOLICY

1. To destroy all General Office records which have outlived their usefulness to the
Company from a legal, cperating, and administrative standpeint.

PURPOSE

#2. To provide a comprehensive guide for the periodic destruction of cbsclete General
Offiee records and to provide low cost storage outside the office areas for reecords
which must be retained for a pericd of time.

BRECCEDS RETENTION SCHEDULES

#3, This Standard Practice provides for the establishment of Records Retention Sched-
ulea covering records in the General Office. These schedules will serve as guides i
the periodic disposition of obaclete records. Each department will issue its own re-
tention schedule and send a copy to the Records Center Supervisor. The Records Manag
ment Consultant is available upon request to assist in preparing the schedules. HRefs
to Exhibit A (attached) for a sample retention schedule showing suggested format and
eontent.

L 4. F.P.C. Number. Refers to comparable record number in the Federsl Power Commissit
blue book entitled "Repulations to Govern the Preservation of Records of Publie Util
ties and Licensees."

‘5. Becord Title. Each Schedule is arranged in alphabetical order according to the
record deseriptions (titles most commonly used when the records are referred to).

6. Retention. The retention periods are in two parts as follows:

a. Office - Number of years (or months) the records should be kept in the
immediate office ereas.

b. Total - Number of years (or months) the records must be retained before
they can be destroyed.

The numbers in the "Office" end "Total" columns indicate "years" unless otherwise
specified.

7. Retention Codes. The codes used in the "Hetention" columns are explained below:

a. Nugpber - Number of years (or months) retention in addition to the current
year (or month). MNumbers represent years unless indicated otherwise,

b. I - Until terminated, superseded, closed, expired, canceled, redeemed,
@ disposed of, surrendered, discharged, discontinued, retired, or until the record
has served its purpose.

e. P - Permanent.

d. X - Indefinite. Subject to annual review.
* Paragraph Revissd
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8. Duplicate copies of records, not speeifiecally provided for in the Retention Sched-
ules, should be destroyed just as soon as they have satisfied administrative or

operating requirements.
I OR HECORD) COPT OT

9. Original {or record) copies not specifically listed in the Retention Schedules may
be destroyed in accordance with the retention periods as set forth in the current
Federal Power Commission's blue book entitled "Regulations to Govern the Preservation
of Records of Public Utilities and Licensees," at Department Head's discretion.

EXIRA SUPPLY COPIES

10. Extra supply copies of records should be destroyed (or reduced in number) at least
cnce a year to conserve valuable office [ile space.

S OF RE c

L ##11, Records referred to infreguently in the office should be transferred to the Recor:
ar Center until they can be destroyed.

a, Transfer Instructicons - Printed instructions for obteining and assembling the
cartons, boxing the records, preparing the records transmittal list (Form 62-4854
and sending the records to the Center are in Exhibit B (attached).

REFERENCE TO RECORDS AT RECURDS CENTER

##12. Reference Service - When requesting a record stored at the Center, fill ocut a
Reference Service Request (Form 62-4207) and send it to the Records Center. See
Exhibit C (attached) for a sample of the reference request form. In case of emergenc,
the request may be phoned to the Center.

DESTRUCTION OF RE

##13, Final clearance will be obtained from the Departments concerned before any record
are destroyed at the Records Center.

mmm—

Manager, Department on Procedures and Organization

:  Company Officers .
Department Heads
San Franeisco Division Masnager

®* Darsaranh Peviesd _
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EXHIBIT A
(std. Prac. 210.L-3

( DEPARTMENT )
(Sample)
Retention
F. P. C. No. Record Title Office Total
50 (b) Applications for Employment 1 L
3% (a) Bank Statements 1 6
43 (a) Customers’ Ledgers 2 6
34 (b) Deposit Slips 1 1
56 (d) M. & 5. Requisitions 1 10
53 Organization Charts s T
15 (c) Paid Checks 1 6
50 (a) Perscnnel Folders T T+3
s (e¢) Purchase Orders 2 6
37 (=) Rate Schedules T+5 P
19 (a) Tax Returns 5 20
L8 (e) Time Tickets 1 2
72 () Transmittal Lists 1 1
23 (=) Work Orders 3 P

Material Redacted
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EXHIBIT B

(Standard Practice No. 210.4-3)

- G CE

Instructions for Transferring Records to Records Center

the Ca a8

1. The cartons msy be cobtained by requisition from Emeryville. When ordering,
specify "Corrugated Cartons (Code 61-5015)." Ordinarily two cartons will
be needed for each file drawer of records being transferred,

Boxing the Records

2. When the Corrugated Cartons (Code 61-5015) are requisitioned from Emeryville,
they will come to you collapsed in three parts: the carton itself, a 1i4,
and a false bottom. Sketch (attached) shows how to assemble the ecarton.

3. Place records in the carton in the same sequence as they appear in the file
drawer.

a,

4. Type (or write legibly) a records transmittel list in duplicate on Form 62-4854.

Arrange letter size records in the carton so that they face the unstapled
end of the earton.

Arrange legasl size documents to run from left to right ss you face the
ungtepled end of the carton.

Do not pack the records too tightly in the eerton. Allow reascnable
spacing.

Don't box records for transfer 1o the Center if they can be destroyed
in the office,

ta ist

Sample (attached) illustrates how the transmittal 1ist should be prepared,

a.

Material Redacted

Write a number on the top of each carton near the ynstapled end of the
carton, sterting with number 1. Enter this number in the "department box
number" column on the transmittsl list. It will be used to identify the
box of records only until the carton is assigned & permanent box at the
Records Center. Also show the department's name opposite the number on
each carton to assure proper departmental identification when received at
the Center., Each group of boxes transferred to the Center may start with
number 1.

Do not write or peste any other data on the carton.

Send the originel of the transmittal list to the Records Center through
the Company mail. The duplicate should accompany the cartons of records
to the Center and may be placed inside of box #1. Original will be re-

tained at the Center and duplicate will be returned to the Department
showing Records Center box numbers assigned to the records.

GTR0004119
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EXHIBIT B
(Standard Practice No., 210.4-3)

Preparing the Transmittal List (Contd)

d. Inform the Mail Room on P.G.and E. 3417 that your records are ready for
transfer to the Reccrds Center. The Mail Room will arrange to have the
records sent to the Center.

e, Don't forget to send the duplicete transmittal list along with the
cartons of records.

5. If you need further instructions in transferring your records to storage,
call the Records Center.

HCS :MA
Attachments

.-
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SEAREE 1140 E800 P. G. and E. Records Center - mlﬂj‘_ﬂ

i RECORDS TRANSMITTAL LIST (Sample)
YEPARTMENT DivisioN ' LoCATION T
3 PURCHASING 245 Market Street
JATE - ' ToTiL BoxEs ArrrovEn Fom T;IILNHFEH‘
March 1, 196D ] John Brown
DATES - RECORD TITLE - RANGE s Eod s U S i

GENERAL. CORRESPONDENCE - 1957

100 - 500 4 _ ' 1
600 - 00D 2

PURCHASE ORDERS ~ 1957

- 1 - 500 , - S v -
501 - 1000 - £ 1
1001 ~ 1400 5

r—
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s RECORDS CENTER Reauest No.
115/60 REFERENCE SERVICE REQUEST 7
Requester % E; 7 Dspartment P , E ) - -
vy ket [T 30y MO
Answer By; tom ] Mail Hold . wil cail ]

Information ar Records Desired: Box Mo,

/958 Lunchace Ondor)# 6785 #5467

E[H].i
LT

Compleisd By: T Dl;'
(To be Completed by Records Center)

(Uss Othar Shds W Mors Space Nesded) L2007 | ) -4id-2, 500
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- LOCATION OF RECORDS CENTER

EXHIBIT I

P.G.BE.
RECORDS CENTER

P.S.E.A RECREATION CENTER
MARTIN SUBSTATION

g
BAYSHORE FREEWAY
ON RAMP
MISSION } 5T,
:
% GENERAL OFFICE E§
BUILDING _[_i_} |
MRRKET 5T.

—
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