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' ] Pacific Gas and RECORD RETENTION
; Electriv Company AND DISPOSAL
. USP4
Jszued:  1TO/20400
Expires:  10/20/82
Replaces: Record Retention and Disposal, USF 4 {10/22/58) Page ] of 5
Objective; To explain:
. {1) the responsibility for reigining records and
(2) the dispesal of records when they no longer are needed for
legal or business purposes.
Related Utility Pollcy: Records Policy, section (1)(b)
Criglnator: . The Corporate Secretary
Business Risks " | Failing 10 keep records for periods required by law, regulation, o
Invalved: sound business practices may expose the utility to Snes and civil or
criminal prosecution and preveat the utibty from defending tsélf or
pursuing legal remedies o disputes.
Keeping records beyond periods required by taw, regulation, or
_ sound business practices may burden the wiility with unnecessary
ff_ .\\! Florage cosis, - .
Respensibility for | Information sponsors cosure that records are retained a3 réquired by
: """“ﬁ:’:“ﬂ . law, regulation, or sound business practices and are disposed of
S properly at the end of appropriate retention periods. The Records .
- Center's Supervisor of Records administers the Record Retention
: Program, responds 1o questions, and provides consultation whea
i requested.
Defpitions: To erane electronic media is 1o remove or de-Fagment recorded
matier stored on hard disks, diskettes, magneric tapes, etc., 5o that it
cannot be recovered, d
Taformation sponsors are appointed by officers and directors o
classify and protect information criginating from andfor controlied by
their organizations. Such eppointment does ndf relieve an officer or
direcior of ultimate responsibility for the information’s protection
and security. Information sponsors of confidential information must
be utility employees. .
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Record Retention and Disposal . Page 20of 5
UsSP 4 . :

Joswed: 10/20/00
Retords include all mersoranda, docurnents, cormrespondence, or
other forms of 1angible information storage (inchuding pholographs,
microfilm, microfiche, video apes, electronic media, sound
recordings, eic.). Records inchude, but are not lmited 1o, deeds,
contracts, minute books, corporate seals, finandial and sccounting
documents, and other documents relating to asset ownership,
contractual obligations, or corporate govemance,

Major Steps:

8. How are record Information sponsers must adherc 1o record reteation pedods set by

mm__.ﬁhd’ relevant laws and regulations (sce the Federal and State Retention

b, Where are relention
schedues kapl?

€. Who redaing
recors?

Guidelines on the Record Retention [otranet web site). Information
$ponsors may set Jonger retention pericds than legally are required in
order 1o meet adminisirative, operating, or claima-related needs,
However, they should minimize such additional requirements to
control storage cosis.

The Guide to Record Retention is availeble from the Records Center
and is on the Record Retention Intranet web site.

Information sponsors may sdd records to the Guide ro Record
Rerention by forwarding a list 1o the Records Center’s Supervisor of
Records, The list must specify the cxact Gtle of the record, the form
or report number (if applicable), acd al) essentia) retention period
information.

Note: Retention periods in the Guide to Record Retention are valid
ooly as of the date issued, Additional retention may be necessary to
comply with new or changed legal or regulatory requirements
efective after izruance of the Guide, ’

Information sponsors retaln recordy under their care for the
appropriate periods, ensuring that information s classified, Jabeled,
and protecied in accordance with appropriate utility standard
practices and procedures. (Refer to the “See Also” section) They
retain aclive recosds locally and may send insctive records with Jong
retention periods to e Records Center or another storage fuclity,
For example, computer tapes may be sent 1o the Fairbield Information
and Operations Center for long-term storage.
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o, How do | send
recovds o the
Recorts Cenler?

& How dor | refrievs -
records from fhe
Racords Conler?

L How do | send or
reiriove reconds
From sther siecepe

. faciitios?

g VWhat happens ef the
end of the refontion
period?

h. How are reconds
disposed of?

1) Hard copy
recovds,
including paper,

See the Shigping Records procedures on the Record Retention web
site. The records transmitial form also is on the web sie.

Sec the Requesting Records procedures on the Record Retention
web site.

Exch storage facility supervisor establishes procedures for sending
records to that specific storage facility and retrieving records from i

When records a1 the Records Center or other storage facility become
elipible for disposal, the storage facility supervisor submits a list 1o
the ioformation sponsor. The information sponsor must confina with
the storage facility supervisor within o te of the mof,
that the records should be destroyed. The information sponsor alse
raust specify the length of tme and reason for any additional
retention period,

Information spansocs are responsible for establishing procedures 1o
enzure that locally-stored hard copy and electronic records ere not
retamed beyond the appropriate retention periods,

All records classified a3 “PG&E Confidential Information” must be
destroyed by shredding, witnessed by a viility representative. !

To the extent possible, records classified a “PG&E Public .
Information” or “PGEE Imerpal Information™ should be recycled by

a recycling firm, | Mow-recyclable media may be discarded in the © -
frash, ;

Duplicate records should be destroyed, recycled, or discarded, as
2ppropriate, a3 soon as they have served their intended purpose and
proper retention of the original document has been verified (e.g,
receipt of the Records Transmitial from the Records Center of pther
storage facility). .

To destroy records Jocated in the General Office complex, contact

! Referto Classification and Legat Proteciion of Informarion, USP 3, for guidance on the thee elagzifications of

uzility iformation.
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2) Elecironic

i Are there special
: requirernonts for
] different fypes of
| records?

personnel at the loading dock at 77 Beale Street. A destruction label
(Form 62-1370) must be affixed 1o each storage box o be destroyed.

"PG&E Confidential Information” muost be erascd from electrogic
wiedia in accordance with Protection of Compiter Resources and
Elecironic Information, USP 9, and Frotecting Eleciranic
Information, issued by Informaton Systems Technology Services.
(Pressing the “delere” key does not erase information from electronic
media}

Electronic media that contains only “PG&E Public Informatior™ ar
“PGEE Internal Information™ may be overwrities or discarded in the
trash, as appropriate, .

Accounting records: Officers and information sponsors share
retention responsibility with the Contreller. Keep accounting records
relatiog to additions or retirements from Federal Licensed Projects
and the enablishment of related amortization reserves until the
Controller authorizes disposal.

Contracts: Send the origidal of every shoni-form and long-form
contraet to Document Services, San Francisco (sec the General
Services Intranet web site). These contracts are avajlable
electronically to authorized persons throughout ihe utility.

Environmental records: Document retention periods vary
considerably. Befure disposal, the information Sponsor must ensure
that el stanstory and regulatory requirements for document retention
have been satisfied. (When in doubt, consult with Environmental
Services of the Law Department.)

Nuclesr records: Follow regulatory requirements and the utility’s
ruclear policies and procedures, :

Subsidiary company records: Retain these records separately from
those of the utility and other companics, but in a manner comparable
To similar utility files and records,
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Ses Alsa: 1. Documents avallable through the Records Center:
s Federal and Store Rﬂ"{hl]—c‘_ﬂ Cuidelines (alzo available on the
Record Retention web sic)
»  Guide fo Record Retenion (also available on the Record
Retention web site)
¢ Departmental index of records in slorage
2. Uility Srandard Practices: s
»  Classification and Legal Protection of Information, USE B
” * Prosection of Compurer Resources and Electronic
Information, USP 9
s Service of Legal Papers, USP 15

4, Pr re:
. ofecting Elecironic Confidensiol Information {available on
be Information Sysiems Technology Services Intranet web
ite)

Conlact Person:

lssued By:

eatte W, Eserere

Leslie H. Everett
Vice Pfesident and Corporate Secretary
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