M&Ew f Corporation Standard: GOV-70015
M 1047 Publication Date;  10/01/2010 Rev: 0

Record Retentior

1 and Disposal Standard

Summary This standard describes the responsibility for the retention and disposition of
records—-hardcopy and electronic--required for legal or business purposes.

Target Audience Officers of PG&E Corporation and its affiliates and subsidiaries, including
Facific Gas and Electric Company {collectively the "company™.
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Requirements

1 Determine Record Retention Periods

11 Officers ensure that their organizations adhere to record retention pericds set by relevant laws,
regulaticons. and sound business practices (see the Compliance Requirement/Eegulatory
Commitment section on page & below).

IF the General Counsel or the Law Department issues a Document Retention Hold
related to litigation or for a particular circumstance or event,

THEN the instructions provided by the General Counsel or the Law Department
supersede all other record retention requirements,

NOTE

Failing to keep records for periods required by
law. regulstion, or sound business practices may
expose the campany to fines and civil ar criminal

prosecution and prevent the company from
defending itself or pursuing legal remedies to
disputes.

1.2 Officers may set longer retention periods than are legally reguired in order to meet
administrative, operating, or claims-related needs.

NOTE

Kaaping records beyond periods required by law,
regulation, or sound husiness practices may
burden the company with unnecessary records
storage costs.

1.3 The following are special requirements for retention of records:

» Accounting records: Officers share retention responsibility with the Contraller. Accounting
recards relating to additions or retirements from federally licensed projects and the records
of related amortization reserves are kept until the Controller authorizes disposal.

« Contracts: The original of each short-form and long-ferm contract is sent to the Sourcing
Department. Contract Scanning, N30, San Francisco. These contracts are available
electronically to authorized persons throughout the company.

«  Environmental records: Docsument retention periods vary considerably. Before disposal,
the responsible officer must ensure that all statutory and regulatory requirements for
document retention have been satisfied. (When in doubt, consult with Environmental
Services or the Law Department.)
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1.3 (Continued)

* HNuclear records: Regulatory requirements and the company's nuclear policies and
procedures are followed,

« Subsidiary records: Records for each subsidiary/affiliate must be retained separately from
those of the other subsidiaries/affiliates.

2 Compliance Certification

2.1 The Corporate Secretary's office distributes the Eecord Retention and Disposal standard to all
officers of PGAE Corporation and its affiliates and subsidiaries in September of each year and
requires that each officer certify that his or her organization is in compliance with the
requirements of the standard.

IF an organization is not in compliance with the standard,

THEN that arganization must develop and provide an astion plan to bring the
organization into compliance.

3 Retaining Records

3 Dfficers ensurs that records under their jurisdiction are retained for the appropriate periods,
and that information is classified, labeled. and protected in accordance with appropriate
standards and procedures.

s  Active records are retained locally.

« Inactive records may be sent to the Records Center. (See GOV-7001P-01 Shipping
Records to the Records Cantar )

4 Record Retention Guide
NOTE

Retention periods in the Guide to Record
Ratention are valid only as of the date issued.
Additional retention may be necessary to comply
with new or changed legal or regulatory
requirements effective after issuance of the
Guide.

4.1 The Corperate Jecretary’'s office maintains the Guide to Record Retention and posts it on the
TR (it Paoord Padention Intranet web site.

» Officers may add records to the Guide to Resord Retention by forwarding a list to the
Corporate Secretary's office for posting on the Record Retention web site.
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4.1 {Continued)

a. The list must specify the following:

« Exacttitle of the record,
«  Form cor report number {if applicable),

+« All essential retention period information.
5 Records Dispaosal

5.1 As records retained at the Records Center become eligible for disposal at the end of the
retention peried, the Records Center supervisor submits a list to the appropriate officer or
director for confirmation that the records are to be desbioyed.

52 Within 30 days of the date of the notice, the officer or director must confirm with the Records
Center supervisor (by signing and returning the destruction notice) that the records may be
destroyed.

IF the officer ar director requests an additional retention period far the records in
guastion,

THEN the officer or directar must specify the reason for the additional retention
penod and the length of time of the extension.

53 Dfficers are responsible for eslablishing procedures 1o ensure that locally stored hard copy
and electronic records are not retained beyond the appropriate retention periods.

54 If requested, the Facilities Managament Office will provide a confidential shred kin to locations
within the General Office complex.

5.5 The fallowing requirements must be adhered to when destroying electronic records:
NOTE

Pressing the ‘delete” key does not erase
infarmation from electronic media.

« "PG&E Confidential Information,” "PG&E Privileged Information,” and “Licensed
Information” must be erased from electranic media in accordance with guidance issued by
Infommation Systems Technology Services.

* Electronic media that containg only "PGEE FPublic Information” or "PG&E Internal Use
Information™ may ke overwntten or discarded in the trash, as approgriate.

END of Reguirements
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Fublication Date;

Definitions A Documeant Retenticn Hold is a directive issued by the General Counsel or
the Law Department in response to litigation, or for a specific circumstance,
which may require the retention of documents beyand reqular business
practices. The communication from the General Counsel includes general and
specific document retention instructions and definitions pertaining to the
gircumstance.

To eraze slectronic madia is to securely wipe or destroy recorded matter
atared on hard disks, flash drives, diskettes, magnetic tapes, and other madia,
go that it cannot be recoverad,

Hard copy records include paper, microflm, and photographs.

Records include all memeranda. documents, carrespondence, or other forms
of tangible information starage {including photegraphs., microfiim, microfiche,
video tapes. slectronic media, sound recordings. ete ). Records include, but
are not limited to, deeds, contracts, minute books, corporate seals, financial
and accounting decuments, and ather documents relating to asset ownership,
contractual chligations, ar corporate governance.,

Implementation Each officer ensures that records in his or her organization are retained as
Responsibilitias required by law, regulation, or sound business practices and are disposed of
progerly at the end of appropriate retention perinds.

The Corporate Secretary’s office administers the record retention program,
responds to questions, and provides consultation when requested.

Goaverning MA
Document
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Compliance Various federal and state regulationsirequirements. including the list balow.
Requirement/ Flease note that the following is a limited list of regulatery requirements, and is
Regulatery not meant to be allHnclusive:
Commitment
a A DG damd Augist 3

Reference Developmental References:
Documents

NA,

Supplemental References:

AT e Skl Freapen o e Hesonecs Dot

"j :; —,1:5'_':,".. s
pis= AR et Tt R oty

Appendices MNA
Attachments MA
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Document Utility Standard Practice 4, Record Retention and Disposal
Recision
Approved By Linda ¥ . H. Cheng

Vice President, Corporate Governance and Corporate Secratary

Document Owners David M. Kelly, Director-Cperations, Office of the Corporate Secretary
{415) 517-8282

Document David M. Keally, Director-Cperations, Office of the Corporate Secretary
Contact {415) 817-8282

Revizion Notes

Whera? What Changead?
All Format change from former USP format to new guidance document
format.
Section 2 Added saction 2, Compliance Cerdification.
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PART 368—FRESERVATION OF RECORDS OF HOLDING COMPANIES AND SERVICE
COMPANIES

N Authority: 42 U.5.C. 168451-164863.
ource: Crder 684, 71 FR 85262, Mov. 7, 2008, unless otherwise note.

§ 368.1 Promulgation.

his part is prascribed and promulgated as the regulations governing the preservation of records by any
holding company and by any service company within a holding company system subject to the
siurisdiction of the Commission under the Public Utility Holding Company Act of 2005 {42 U.5.C.
8816451 et seq. |

"T-L Bleatyts Citdonie

& 368.2 General instructions.

(3] Scope of this part. {1) The regulations in this part apply to all bocks of account and cther records
prepared, maintained or held by any agent or empleyee on behalf of the company. The specification in
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=the schedule in §36B.2 of a record related to a type of transaction includes all documents and
omrespondence, not redundant or duplicative of other records retained, needed to explain or verify the
ransactian.

21 Comparny means a service company or a holding company as defined in §287.1 of this chapter,
Pubilic ulilities, licensees, and natural gas companies muzt continue 1o use parts 125 and 225 of this
hapter.

3) Any company subject to this regulation, that, as agent, operatar, lessor or otherwise, maintains or
has poesession of any records relating to the operation, property or abligations of a public utility,
icensee, or natural gas company. as defined in the Federal Power Act (16 U.S.C. §8824 ot seq. ), the
Matural Gas Act (18 U.S.C. 85717 at 52, ), or the laws af any state within which the publie ufility,
icenses, ar natural gas company operates, must comply with the laws of regulations as o record
gtention and destnaction which wauld apply t© the records if thay were racards of the putilic utility,
icenses, ar natural gas company az eoxdified in parts 125 and 225 of thiz chapter.

41 The requlaticns in this part should not be canstrued as excusing compliance with ather lawful
equirements of any other govemmental body, Federal or State. prescribing other record kesping
requiremsnts or for preservation of records longer than those prescribed in this part.

5] To the extant that any Commizsion regulations may provide for a different recard retention periad,
he records must be retained for the langer of the retention periods.

B) Records, other than thase listed in the schedule, may be destrayved at the aption of the company.
Howswver, records that are used in lieu of those listed must be preserved for the pericds prescribed for
he records used for substantially similar purposes. Additionally, retention of records peraining to added
services, functions, plant, and other similar service, the establishment of which cannot be presently
oreseen, must conform to the principles embodied in this section.

7] Mgtwithstanding the provisions of the records retention schedule in this section. the Commission
may. upan the request of the company. authorize a shorter pariod of retention for any recond listed in
he schedule upon & showing by the company that preservation of the record for a longer period s not
necessary of appropriate, in the public imerast or for the protection of investors or cansumers,

b) Designation of supervisary official. Each company subject to these record retention regulations must
esignate cne or more officials to supervise the preservation or authorized destruction of its records.

cy Protection and storage of records. The company must provide reasonable pratectian from damage
by fire, flood, and other hazards for records required by these record retentian regulations to be
preservad and, in the selaction of storage space, safeguard such records from unnecessary exposure
g deteriaration from excessive humidity, dryness, ar lack of graper ventilation.

d) fndex of records. Al each site or location where company records are kept or stored, the records
must be arranged, filed, and currently indexed so that records may be readily identified and made
available for inspection by authorized representatives of any regulatory agency concemned, including the
Commission.

g) Record sforage media. Each company has the flaxibility to select its own storage media subject to
he following conditions.

11 The storage media must have a life expectancy at least equal to the applicable record retention
period provided in §358.3 of this chapter unless there is a quality transfer from one media to another
ith no loss of data.

2] Each company is required to implement internal control procedures that assure the reliability of, and
reacly access to, data stored on maching readable media. Internal contral procedures must be
ocumentad by a responsible supervisory official.
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[3) Each transfer of data from one media to another must be verified for accuracy and documented.
Software and hardware required to produce readable records must be retained for the same pericd the
media format is used.

f) Destruction of recards. At the expiration of the retention period. the company may use any
appropriate meathod to destroy records. Precautions should be taken. however. o macerate or
herwise destroy the legibility of records, the content of which is forbidden by law to be divulged to
unauthorized persons.

(3] Premature destruction or loss of records. When records are destroyed or lost before the expiration of
he prescribed pericd of retention, a certified staternent listing, as far as may be determined, the records
destroved and describing the circumstances of accidental or other premature destruction or loss must
be filed with the Commission within %0 days from the date of discowery of the destruction.

h) Sehedule of records and perioas of retenlicn. The schedule of records retention periods constifiutes
a part of these records retention regulations. The schedule prescribes the periods of fime that
designated records must be preserved, Plant records related 1o public utiities and licenzees and natural
das companies mugt be retained in accordance with $5125.3 and 225.3 of this chapter,

i} Retantion penods designated “Dasfroy at ophion.™ "Destroy at option” constitutes autharization for

destruction of records at managements' discretion if the destruction does not conflict with ather legal

retention requirements or usefulness of the records in satisfying pending regulatory actions or

directives. "Destroy at option after audit” requires retention until the company has received an opinion

rom its independent accountants with respect to the financial staterments including the transactions to
ich the records relate.

i1 Records of services peronmed by associale compamies, Holding companies and service companies
must assure the availatility of records of services performed by and for public utilities and licensees and
natural gas companies with supporting cost infarmation for the periods indicated in §5125.3 and 2253
of this chapter as necessary to be able to readily furnish detailed information as to the nature of the
ransaction, the ameounts involved, and the accounts used o record the transactions.

ky Aafe case. Notwithstanding the minimum retention periods provided in these regulations, the
armpany must retain the appropriate records ta support the costs and adjustments proposed in any rate
AFE

(I} Panding complamt ffigation or governmental procasdings. Notwithstanding the minimum
requirements, if a company is invalved in pending litigation, complaint procedures, proceedings
remanded by the court, or governmental proceedings, it must retain all relevant recaords.

m) Life or mortaiity study data. Life or mortality study data for depreciation purposes must be retained
ar 25 years ar for 10 years after propeny is retired, whichawar is ionger.

5 368.3 Schedule of records and periods of retention.

Schedule of Records and Pericds of Retention

Iiem Mo, and descripfion Relention perimd

Corpurate and General

rrpea b A L.
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1. Reports to stockholders: Annual reports or statements to 3 years.
slockholders

|2_ (rpanizational decuments:

() Minule books of stocklwelders, dircelors amd dircetors! 3 waars or lermminalion of
committes meetinga the corporation's
gxistence, whichever
peeurs firsl

b) Title, franchises, and licenses: Copies of formal orders of 6 years after final non-
regulatory commissions served upon the company appealable order.
1y Certiticates of incorparation, or cquivalent agreements and Lite of corporation,

amendments therato

{23 Decds, leases and other title papers (including abstracts of title (|6 yearg after property or

and suppaorting data), and contracts and agreements related to the investment is disposed of

acquisilion or disposition of properly or investmenls unless delivered (o
lrunsfioree,

A Contraets and agreements: Contracts, including amendments and

agreements {excepl conlmcts provided for elsewhere):

{2} Service contracts, such as for management, consulting, All contracts, related

accounting, legal, financial or engineeringe services memoranda, and revisions

should be retaied Tor 4
vears aller cxpitalion ot
until the comchision of
any comtrael dispuley
perlanng W such
cowtracts, whichever is

latar,
() Memoranda csseniial to clacily ar cxplain provisions ol For same period as
coniracts and agrecments contract (o which they
ralate.

(¢) Card or book records ol contracts. leasces. amd agrecments made,  (|Tor the salne petiods as
showing dates of expirations and of renewnals, memaranda of contracts to which they
receiply, and payvments under such conlracls Telaile.

{dy Contracts and other agrecients relating to serviees poerfonned n |[All contracrs, relatcd
connection with comstuction of property {including contracts for memaranda, and revisions
Ll comstruction of properly by athers for the company ond for should be reluined for 4
suprety s and coeieeting relaling (o comstruciiot wark) voars aller capitalion ot
unlil the conelusion ol
any comtract disputes or
govermmental procesdings
pertaining Wy such
cowtracts, whichever is
lator.

4, Accountants' and audilors’ reports:

() Reports of examinations and andits by accountants and auditors (|5 veurs afler the dale of
nal in the resular empley ol the company (such as reporls ol public (|the report
accounling linms and comumissrn accounanis)

rrpea b A L.
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by lntcrnal audir eeports and working papets

& vears after the dare of
the report.

Information Technolegy Management

3. Automabic data processing reconds (relnn ongimal source dala
uscd as mpul Lo data processing and dala proccssing repotl
printouts tor the applicable periads preseribed clsewhers in the
schedule): Sothware program documentation and revisions thereto

Relnm as Loty as il
CCpCSCals an active viable
program or tor periads
prescribed for related
oulpul dala, whichever 14
shoricr,

Cieneral Accounting Records

|ﬁ, General and subaidiary Tedaors:

() Lodgers:

|{1} {renaral ledgers

100 years,

(23 Ledaers subsidiary or auxiliary to general ledeers exeept ledgers

provided for elsewhere

10 years,

|{ b Lidexcs:

|{ L) Indexes w generul ledgers

10 years,

i2) Indexes to subsidiary ledgers except ledgers provided for

10 years.

rrpea b A L.

elsewhere
||[ ¢) Trial balange shegts of genceal and subgidiary Tedeers Zycars
|T. Jourmals: General and subsidiary 10 viuars.

K. Journal vouchers and journal entries ineluding suppoting detail:

||[e1;1 Journal wouchers and jeurnal entrics

10 years,

(B) Aamlyees, sununamzslion, distaobolions, and othier comnpulalions
which support jonrnal vouchers and jonrnal enfries:

{ 1) Churging properly accounly

25 years, See S§125.2(g)
and 225 2y ol Lhis
chapter for public utilitics
and licensees and natural
LY COTIPATTIES.

i2) Charging all other accounts

f yaars.

%, Cash books: Gencral and subsidiary or ausiliary books

5 wears alier close ol
fiscal year.

10, Woucher resisiers: Voueher regislers or simalar reconds when

nsed as a souree docuincnt

5 veans, See $§125 20
and 225.2{2) of this
chapter tor public utilities
and licensees and natural
LEUY COMRTTI e,

11. ¥ouchers:

{a) Paid and canecled vouchers {one copy-analyais sheets showing
detailed distribution of charges on individual vouchers and other

SUPpOTLNG papersy

Syears Soc §§125.2{n)
and 223 2(g) of this
chaptler for public uulittes
aml licensces and natural
A3 COMPanics.
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() Original bills and wvoices lor malerials, seovices, cic.. paid by
vonchers

Sovears, Seo $4 125 2{0)
and 225,22 of this
chapter tor public utilities
ad hicensees and natural
RS COIPATICS,

() Paid checks and receipts for ppyments of specific vouchers

3 wedrs,

(b Authorization tor the payment ot specific vouchers

Sycars, Soo §8125.Ha)
and 225 2{g) of this
chapler [or public uulbities
ad licensees and nalural
2As CONIPANICS,

() Lisls of unaudited balls (accounty pavabled, list of vouchers
trangmitted, and memaranda regarding changes in andited bills

Diestroy al oplion.

(D) Voucher mdexes

Diesiroy dl oplion.

rrpea b A L.

| 2} Purchases and stores records related to disbursement vouchers

3 years.

Imsurance

12, Insuranee records,

ia) Records of insurance policies in force, showing coverage,
premiums paid, and expivation dales

Destroy at option after
expiration of such policies.

by Records of amounts recaverad from insurance companies in
connection with losses and of claims against insurance companies,
meluding reports of losses, and supporing papers

6 years. See $§125 2(n)
and 225 2(g) of this
chapler [or public uulities
and lecnsees and nalural
2As CONIPANICS,

() Recordy of sell-insuranee agannst;

{ 1) losses from tive and casualty,

fy years after dute of last
gecounim entry with
rospeet (herelo,

(2) dameage W properly of olhers, and

£ yeurs afler date of lasl
gecountmy enlry wilh
resprct thereto,

(3) personal injurnes

B wears alier dule ol last
accounting enley wilh
respect thereto,

|(d} Lispectons’ roporls and reporis of condiiion of properiy

Destroy when supersedid.

| Muintenamee

|l?.-, Maintenance project and work orders:

(a) Aulhordsaiions for expondiluees [or anenance work o be
corvered by praject of worl orders, ineluding memoranda shewing
the estimates of costs to he incuarred

(B Project or worls onder shecls 10 wlhach are posted 1 deiail the
entrics for labar, material, and ather charges in connectinon with
maintenance, and other work pertaining to company operations

S years.

() Snmmarics of cxpenditures on mainfcnancs and job orders and
clearances to operating other accounts {exchisive of property
ACCOUnLY )

3 vears,
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| Pruperiy, Depreciation and Investmenls

|14_ Property records, excluding documents ineluded in [tem 2{a)(2):

{a) Ledgers of property acconars inehiding land and ather detailed |25 years, Scc §§125.20g)
ledgers showing the cost of property by classes and 225.2(g) of this
chapter for public utilities
aml hicensees and natural
DA% COMPanics,

() Conlmung properly ventory ledser, boek or card records 25 yeurs, See 84125200
showing desceriplion, loealion, quaniilies, cosl, cle., ol physical unils (jand 225 2(g) o s

{or items) of property owned chapter tar public utilitics
andl licensees and natural
45 Companies.

(<) Uperating cgquipment records 3 yearg atter disposition,
termination of lease, or
wrile-a(T ol properily or
invusituent.

d)y Office fumilure and equipment records 3 yeurs afler disposilion,
lenmination of lease or
werite-aff of property ar

investment,
(o) Aulomobiles, othor velueles and relaled garags cquipiienl 3 years aficr disposition,
records termination ot lease or

write-off of property or
investmant.

(1) Aircratt and girport cquipiment records 3 years atter disposition,
tenmnation of lease or
wrillc-all ol proporly or
investment,

(2} O'her property records not defined elsewhaere 3 weurs afler disposition,
lermination ol lease or
werite-aff of property or
investment.

15, Consiruction work 1 progecss ledzers, project of work ardcrs,
and supplencntal records:

(a) Consuuciion work w progress ledgers 5 years alior cleatanes (o
POty account,
provided continuing
invenlory recordy are
mainiamed; olhcrwlise 5
vrars atier property i3
retired.

() Proyeot or worls orders sheels 10 which are posted 1 sumnmary 5 years alier clearance (o
form or in dotail the entries for labor, materials, and ather characs  |[property account,

for properly addilions and the entries elosing Lhe projecl or worl nrovided continuing
urders Lo properly records al completion mvenlory records are
mainlamncd; olhcrwise §
vears atter property is
retived.
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() Authorizations for expenditures for additions to property, 3 years after clearance to
meluding memoranda showing the detaled estimates of cosl, and Properly aceounl

e ases therelore {incloding original and rovised or subscguent
antharizations}

(d) Bequisitions and repisters of authorisalions [or propery 3 wears alicr cleatanes (o
caprndinges property aeeounl,

() Cornpletion or perlomnance reports showing corparisen 5 weurs aller clearance W

helweon auithorized esiimates and actual cxpenditures [or proparly  (|propecty acooutl,
additinons

([ Amalysis or cost reporly showinye quantilics ol matenals used, 5 veurs alier clearanee w

unit costs, number of man-hours ete., w conneetion wich complered  ||propermy aceount,
construction project

() Becords and ropovls perlalndng 10 pregress of consiruciion work, |Destroy al eplion
the arder in which jobs are to be complered, and similar records
which do not form a hasis of entries to the aceounts

6, Retirement work in progress Tedeers, project ar work arders, and
supplemental records:

(a) Projoet or work onder shieets 1o which are posted the enlrics [or |5 wears alice the propery
remaval costs, materials recovercd, and credits fo property accounis |[is retired,
for cost of property retirement

by Authorizations for retirement of property, including memoranda |5 years after the property
showing the basis for determination to be retived and estimates of  [[is retired.
sellvelge and removal cosly

ic) Registers of retirgment work 3 yoars,

17, Bununary sheets, disleibuiion shecis, repors, stalcmenis, and 5 years,
papers directly supporting debits and credits wo property accounts
not cavered by construction or retirement project or work orders
and their supporting records

|lH. Appraisals and valuations:

(a) Appraisals and valualions made by he company ol 18 propettics |3 wears aller appraisal,
o investmeirs or of the propertics or invesiments of any associaced
cormpanies. [Inchides all records essential thereto.)

() Delemminations of amounls by which properiies of yveslinents
of the company or any of its associated companies will be either
written wup or written down as a result of:

(1) Mergers or acquisitians 10 years atier completion
of transaction or as
urdered by the
Cotnnission.

(2) Asset impairments 10 years after recognition
ol wysel impainnent,

i3) (her hases 100 vears after the asset
wits wiillen up or diw,

19, Production maps, geological maps, reproductions, including 6 years atier completion
aerial photagraphs, showing the location of all facilities the subject  ||of project or work order.
nuitlcr o which [alls wilhin the preject or work orders of Lhe
company
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24, fngineering reconds, draswings, supparting data to inchade
diagrams. profiles, photographs, fizld-survey notes, plot plans,
detail drawings, and reconds of engimeering studies that are parl of
ot puerlominid] by the compuny wilban the project or work eeder
S¥SICM

& yearg atter completion
of project or work order.

21, Becords of butldmg space oceupied by various deparlments of
1 cormpany

B VU,

22 Contracts relating e property:

ia) Contracts relating to acquisition or sale of property

6 years atter property is
retired or sold

by Contracts and other agreements relating to services parformed in
connection with construction of property {including contracts for
Ll comstruction of properly by others for the company snd for
supcryision and coprieering relaing lo congtruclion work)

6 yoars atter property is
retired or sold.

23, Records perlaining W reclassificalion of properly accounls W
comlomm W preseribad systems of accounls including supporling
papers showing the bazes lor such reclassilications

£ weurs.

24, Records of aceumulated provicions [or deprectation and
depletion ol properly and amorliizaiion of nangible properly and
SUPPOrTing Compuration of cxpense:

() Devailed records or analysis shects seumesaimy the sccurmulated
depreciation according fa the classification of property

3 weurs aller retrcinent or
disposition of property

(1) Records rellecting the service hile ol property ond the percentage
ol salvaps and cost of removal For property soived Gom cach
account for depreciable company property

3 veurs afler relirernent or
disposition ol properly

|”5. Investment records;

{2} Records of investment in associate companies

3 years after disposition
ol mvestiment,

by Records of othar investments, including temporary invesoments
of cash

3 years after disposition
of imeesument.

Purchase and Stores

|26. Procureimenit:

(1) Agreements entered into for the acquisilion of goody or the
porlormance ol services, Includes all forms ol agrecinents such as
bl ol lomited e Lelters ol indenl, eachanpes ol correspomdence,
Imaster agreements, term contracts, rental agreements, and the
various ypes of purchase orders:

(1) Far soods ar services relating to property constraction

6 years. Soe §§125.2()
and 225 2(g) of this
chaptler for public uulittes
ad licensees and nalural
A3 COMPanics.

(2) Fur uther goods or services 8 weuirs.
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() Supporing decumeids neluding accepued and unaceepled bids (|6 wears, Sce §§125.2{0)

or proposals (summaries of unaccepted hids or proposals may he and 223 2(g) of this

kepl in Hew of orginals) evidencimg all relevant elements of Lhe chapler for pubhic utilities

e il | amd [censees ad natural
A8 COLPANIcs,

27, Mulerial ledgers: Ledeer sheels of matenals and supplies {3 veurs afier the date Lhe

teelved, teauced. and on hand rocordsdlod pors wote
creaned.

28, Mulerials and supphes received and ssued: Records showing B veurs, See 88|25 )

the dedaded disitibution of matcrials and supplics @sucd during amd 225200y ol this

accounting perinds chapter for public utilities

andl licensees and natural
Luy COMPAUNIes),

Revenue Aceounting

29, Aiscellancons billing data: Billing deparrment’s capies of 5 vears.
contracts with customers {other than contracts in general files)

30, Bevenue sutuianacs: Suiuanes of monthly revenues aceondilr |5 vours.
to clagses of service, Tncluding summaries of torfeited discounts and
penalties

| Tax

&

31, Tax records:

{2} Uopies of tax returns and supporting schedules filed with taxing
authorites. supperting working papers, records of appeadly of Lax
bills, and receypts Lo payviocal, See Tem L1 Lot voucliers evidencing

disburscinenia:

(L) Tneome tux melums X veurs afler final Lax
liabiity 1s determined.

(2) Agreemenls helween and schedule of allocation by associale 2 veurs afler final Lax

companics ol conselidaied Federal meonie taxss liability 1s determined.

|{h} Orther taxes, including State or local property or income taxes

{ 1) Property tax returna 2 years aticr final tax
lability is determined.

2) Sales and other use taxes 2 vears,
(3) Oher Tuxes 2 weurs aller [inal lax

lisbiily s determnined.

() Filings with Laxing authorities o qualify employvee benefit plans (|5 years afler
thscontinuance of plan,

di Information retims and reporty to taxing authorities 3 yaars after final tax

‘ listbility 15 determined.
| Treasury

|3:2. slatcments of Dmds and deposils,

() Swmmaries and periodie slatements of cash balanees on hand Dresstroy al oplion afler
and with depositories [or company or assaciale cowmpleiion al aodil by
independent accountants,
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b)Y Biquisitions and receipls for [unds [umished assoctales und Drestroy ul eplion aller

others [unds liave beew teturned
or accounted for.
(o) Statements of perodic deposts with external [und Retain records for the
administratorg or tmstees most recent 3 vrars,
() Stutements of penodic witlwrawals [rom exiemal Tund Relnn records [or the
mosi recenl 3 years.
|33., Records of deposils with banks and others:
(1) Statements trom depositories showing the details of funds Destroy at option after
recelved, disbursed, wansferred, and balances on deposil, bank completion of audit by
reconcilomenl papers and statements of micrest credils indepemdent accountants.
|{hj Check stubs, registers, or other records of checks issued fy years.
| Payroll Records
|34. Payroll records:
{21 Payroll sheets or registers of payvments of salaries and wages, f1 yaars.
pensions and anmnuities pald by company or by contraclors of it
accounl
(1) Records showing Lhe disribution of salaries and wages paid for (|6 yeurs.
cuch pavooll peried wd summiarices or recapiiulations of such
distribulion
Miscellaneous
35, Kinancial, nperating and statistical annual reports regularly 3 years.
prepared in the course of business for inlermal adminislrative or
UpeTaliig purposes
36, Budgets and other forecasts {prepared for internal administrative |[3 years.
oT operaling purposes) ol extimaled Mulure meome, receiply and
capendiiuges in comection wilh lnancing, consliuciion and
aperations, ingluding aggquisitians and disposals of prapertics or
investments
37, Periodic or special reports filed by the company on its own
hehalf with the Commission or with any other Federal or State rate-
regulatony agency, including axhibits or amendmeants to such
repoTli:
{2) Reports to Federal and State regulatory comumissions including |15 years.
annual linancial, operainy and statistical reports
{b) Monthly and quarterly reports of operating revenues, expenses, |3 ysars.
and statistics
38, Adverriging: Copies of advertisements by or far the company an (|2 years,
behalf of itself or any associate company in newspapers, magazines,
und other publications, Includinge costs snd other records relevant
erelo {exclud oy adverlisimge of applisuees, ciupleyinenl
appormnifics, routing netices, and invitations for bids all of which
may he destroved at option)
Mo
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