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KOPPERS COMPANY, INC,
RECORDS RETENTION SCHEDULES

The records retenticn scﬁedules shown in the following Master Records Retention
List and more fully covgréd in the individual policy forms included herein, arc
furnished for your guidance in the disposition or transfer of company records to
the Boyefs.Records Storage Center. The policies outlined in the master list are

a part of General Management Procedure No. 4-E-8,

. The master list includes only those company records which the Records Retention

Committee has processed to date. Suppleme?tary lists will be bublished as

additional records are reviewed.

_All questions concerning the retention schedules or inquiries relating to records

not included therein, should be directed to the Manager, Office Services and

Communications Branch, Finance Department.

For detailed information on the preparation and transfer of records to the Boyers

Records Storage Center consult "Procedures for Preparing & Sending Archive Records

to the Record Center” a copy of which acqpmpanies this publication.

FINANCE DEPARTMENT
RECORDS RETENTION COMMITTEE

*x
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)  PROCEDURE 2]

ORIGINATED BY: FINANCE DEPARTMENT NO. L4-g-8

OFFICE SERVICES & COMMUNICATIONS SEC. DATE Merch 1, 1959

SUBJECT: STORAGE OF COMPANY RECCRDS PAGE NO.1 oOfF 2
1. GENERAL

1.1 Storage‘of company records 1s subject to established retention schedules
and policies as'deQelo;ed.by the ﬁecords Retention Committee. This Com-
mittee was formed under the President's authority in July 1957 and is a
standing committee of the Finance Department. Actions of the committee
are subject to the approval by the Coﬁpany Secretary, reésurer, and the
Manager, Finéhcé'Depéftment. Representatives from each division and
staff department constitute advisory members to the committee.

1.2 Two pamphlets, "Master Records Retention List and Poliéies" and "Proce-
dures for Preparing and Sending Archive Records to the Records Center”,
set forth retention schedules and prccedures for handling transfer of

records to storage locaticre. These pamphlets are considered part of

this procedure.

2. FROCEDURE
2.1 Establishing %etention Policies

2.1.1 The Records Retention Committee is charged with the responsibility
of developing retention policies and schedules on all cbmpany
records. Full consideration is to be given to service, historical,
legal and corporate needs. Retention schedules shall be the
shortest period which will suffice for all needs.

2.1.2 Advisory members to the committee, acting for their unit manesge-
ments, will assist the committee upon request in developing reten-

tion schedules.




2. PROCEDURE (Continued)

2.2

2L3

2.1.3 A1l retention policies and schedules are subjgct-to approval of

2.1.%

the Company Secretary, Treasurer, and the Manager, Finance
Department.
fter approval, newly established policies will be published as

a part of the "Master Records Retention List and Policies".

Maintzining Company Records

2.2.1 Published policies will serve as the guide for retention periods

"2.2.2

of all coﬁpany records.

When, in accord wiﬁh policies, recordg are to be transferred to
temporary storage or to the Boyer's Records Center, "Procedures
for Preparing and Sending Archive Records to Records Center"

should be consulted.

Questions regarding retention policies or procedures should be directed

to the Manager, Office Services & Communications Section, Finance Depart-

ment, who is a regular member of the Records Retention Committee.

2.3.1. In any'instahce where a poliéy or schedule has not been established

to control retention of a particular record, the Manager, Qffice
Services & Communications Section, will refer the matter to the

Chairmen of the Records Retention Committee for committee action.

As of this date Committee consists of:

L.F. Brown, Chairman

R.G. Fisher, Vice Chalrman

D.B. Campbell, Secretary

R.E. Gray, Records Retention Advisor
D.G. Harris, Procedures Planning Advisor

Yy




KOPPERS COMPANY, IXNC.

! RECCRDS RETENTION MASTER LIST

Retention Period

‘Policy Sub-
pitle and Description of Record No. Qffice |Basement| Rovers
CORPORATE
Stockholéers Iisis - Cammon and’ _
Preferred = Quarterl 1 3 Mos.
Stocknoiders Lists - Common Stock -
Stockholders Votes 2 1 Yr. b Yrs.
Stocknolders lists - Ccmmon Stock -
Stockholders Entitled to vote 3 1Yr. L Yrs.
Stock Certificates (Cancelled )
Preferred and Ccmmon Stocks L Tnde
Stockholders Proxies 5 1l ¥r. L ¥rs.
SALES AND ADVERTISING
Corresporndence with Custcomers & 1 ¥r, 1
Correspondence with Salesmen T 1 Yr.
Bills of Iading 8 2 Yrs.
Correspondence with Plants 9 2 Yrs.
Correspondence with Branch - Offices
(Sales Offizes) 10 2 ¥rs. 2 Yrs.
MANUFACTURTHG (PRODUCTION )

' Testroy|when obsblete or wi
Drawings and Tracings 11 facilitles are dismantled
Contract Engineers’ Correspondence .

File (Zng. & Const. Div.) 12 2 Yrs. 5 Yrs.
PROCUREMENT
Purchase Order Folders - 13 2 Yrs. 4 Yrs.
Purchase Orders (Numerical &
Alphabetical Files) 1k 5 ¥rs.

" K-85M

RETENTTON PER1ODS SHOWN ABOVE APPLY ONLY TO THE PRIME COPY OF EACH RECORO.
OTHER COP1ES (IF ANY) REFER TO THE IRDTVIDUAL RECORDS RETENTION POLICY FORMS.

RETEMTION PERIOOS ARE IN AUDDITION TO, AND DO NOT INCLUCE CURRENT YEAR'S RECORDS.

FOR RETENTION PERIODS OF

FOR EXAMPLE,

1958 RECORDS HAVING A RETENTION PERIOD QF 5 YEARS SHALL € DESTROYED AT THE CLOSE OF 1963.

Yy




KOPPERS COMPANY, INC.

2 RECCRDS RETENTION MASTER LIST

l

Retention Pericd

FOR EXAMPLE,

1958 RECORDS HAVING A RETENTION PERIOD OF 5 YEARS SHALL BE DESTROYED AT THE CLOSE OF 1963,

. ‘Policy Sub-
Title and Description of Record No. Office |Basement| Bovers Total
FINANCTAL - GENERAT,
Financial Records (Black Books)" 15 10 Yrs. Permanent
Treasury Department Documents 16 Permanent
Roofing Bonds - Form T=310 - Tar .
Products Division 17 2 Yrs., 18 ¥rs.| 20 ¥Yrs.
FINANCTIAL - CAPITAL
Appropriations 18 - 6 Yrs. Permanent
Property Record -Detail Records 19 2 ¥Yrs. 2 Yre.
FINANCTAL - INSURANCE
Vendors' Insurance Certificates 20 2 Yrs. 5 Yrs. 7 Yrs.
Workmen's Insurance Ccmpensation
Claim Files 21 2 Yrs. 8 Yrs. | 10 ¥rs.
FINANCIAL: = ACCOUNTING GENERAIL
Journal Vouchers - Form ADS-38 22 2 Yrs., Perqpznent
FPINANCTIAT.-ACCOUNTING=SALES & ACCTS . REC,
Detzils of Custcmers! Remititances 23 1l Yr. 1 Yr,
Contract and Extra Work Detail
Billing Folders 2k 3 ¥rs. 2 ¥rs. S Yrs.
FINANCIAL - ACCOUNTING - INVENTORIES
Report of Material Trested - W.P.C.=9L | 25 2 ¥rs. 2 ¥rs,
=
5
o
"\ T RETENTTON PERTODS SHOWN ABOVE APPLY ONLY T0 THE PRINE COPY OF EACH RECORD. FOR RETENTION PERIODS OF
OTHER COP{ES {IF ANY) REFER TO THE IRDTVIDUAL RECORDS RETENTION POLICY FORMS.
2. RETENTION PER1ODS ARE IN ADDITION TO, AMD DO NOT INCLUDE CURRENT YEAR'S RECORDS.




KOPPERS COMPANY, TINC.

RECCRDS RETENTION MASTER LIST

Retention Period

‘Policy Sub-
Title and Description of Record No. Office |Basement| Boyers Total
FIVANCIAL - ACCOUNTING - PAYEQLIS
Payroll Checks = Cancelled 26 ‘1 Yr. 6 Irs. 7 ¥rs.
Payroll Deductions Control - Form
ADS=TC 27 2 ¥Yrs. Perpznent
Payroll Farmings Control - Foxm ALSe
71 28 2 ¥rs. Permanent
Payroll Statistics Ceonirel - Form
ATS=72 : 29 2 Yrs. 2 Yrs.
Federal and State Quartsrly Farnings
Reports = Form ALS-171 30 3 ¥rs. L Yrs. 7 Yrs.
FINANCIAL = ACCOUNTING - ACCCUNIS PAY .,
Vendors® Invoices 31 1 ¥Yr. L ¥r. | 5 Irs. T Yrs.
Requisition for Cash Vousher = Fomm .
ADS<6 22 1Yr. 1Yr.| S5 ¥Yrs. 7 Yrs.
Traveling Expensze Repcrts -
(Form ADS-1k and XP-300) 33 1 Yr.. 1Y¥r.| S Yrs. 7 Yrs.
Cash Statement = Fcrm ADS-10
(Petiy Cash Reporss) 3k 1 Yr, 1Y¥r.| S Yrs. 7 frs.
Accounts Psyable - Voucher Chescks 35 1 Yr. 6 Yrs, 7 Yrs,
Frocurement Drafts - Form W.P.C.=b
Wood. Preserving Division: 36 1 ¥r. 1Y¥r.| S Yrs. 7 ¥r3.
Cash Vouchers = Form ALSeL
(Pittsburgh Office Orly) 37 1 Yr. 1Yr. | S Yrs, 7 Yrs,
Accounts Payable Invoice Registers 38 1 Yr. 1l Yr. Permanent
Accounts Psysble Check Eegiszters or . )
other similsr forms 29 lYr. 1 Yr. Permznent
Freight Checks and Freighi Statements Lo "1 Yx. 1Yr. Perfanent
FINANCTAL - ACCOUNTING - GENERAL
Detail Cost Ledgers L 2 Yrs. Perranent-
Warehouse Inventory Pecords Lo 1lYr. Permanent
Balance Sheet Books {Consclidsted) L3 Pertanent
=z
o
*
. RETENTTON PERTODS SROWN ABOVE APPLY UMLY TO THE PRIME COPY OF EACH RECORD. FOR RETENTION PERIODS OF
OTHER COPIES (IF ANY) REFER TO THE INDIVIDUAL RECORDS RETENTION POLICY FORMS,
2, RETENTION PERIODS ARE IN ADDITION TO, AMD DO KOT INCLUCE CURRENT YEAR'S RECORDS.

FOR EXAMPLE,

1958 RECORDS HAVING A RETENTION PERIOD OF 5 YEARS SHALL BE DESTROYED AT THE CLOSE OF 1963,

-
by




KOPPERS COMPANY, INC.
RECCRDS RETENTION MASTER LIST

|

Retention Feriod

FOR EXAMPLE,

1958 RECORDS HAVING A RETENTION PER!IOD OF 5 YEARS SHALL BE DESTROYED AT THE CLOSE OF 1963.

‘Policy Sub-
Title and Description of Record No. |'0ffice |Basement| Zovyers Total
FINANCIAL-ACCQUNTING=-SALES & ACCTS. RECL.
Seles Invoices Lh ‘1 Yr. 1 ¥r. i 5 ¥rs. 7 ¥rs.
FINANCTIAL - ACCOUNTING - INVENTORIES
Reports of Physical ‘Inventories L5 3 Yrs. 3 Yrs.
Storerocm Disbursement Cost
Accrual Records L6 3 Yrs. 2 Yrs.
Storeroaa Disbursement Usage
Accruval Records L7 3 ¥rs. 3 Yrs.
FINANCIAL - ACCQUNTING = PAYROLL
Isbor Distribution Accrual Records L8 1 ¥Yr. Pernanent
Payroll Sheets (Plant Payrolls) g 7 Yrs. 7 Yrs.
Payroll Sheets ( Pgh. Paid Payroll) 50 4 Yrs. 3 Yrs., 7 Irs.
Employees® Earnmings Records S1 10 ¥rs. 10 ¥Yrs.
=z
A
.
| T RETENTTON PERTODS SHOWN ABOVE APPLY ONLY TO THE PRIME COPY OF EACH RECORD. FOR RETENTION PERTOCS OF
OTHER COPIES (IF ANY) REFER TO THE IROTVIDUAL RECORDS RETENTION POLICY FORMS.
2. RETENTION PERIQGDS ARE IN ADDITION TO, AMD DO NOT INCLUDE CURRENT YEAR'S RECORDS.







© K-B4M

" KOPPERS - COMPANY, INC.
RECCRDS RETENTION POLICY

N0, 1
Type of Record Requirements
CORPORATE Gov't. | Legal

end Ccmments

Title of Record - Form No. (if any) _
STCCKHOLDERS ! LISTS - COMMON AND PREFERRED - QUARTERLY

Dividend Disbursing

Agen

These lists are prepared by Mellon National Bank .and Trust Company, the Ccmpany's
t, at each quarterly dividend record date and are 2
transcript of dividends paid.

- _Retention Schedule

."Manager, Finance Devt.
Treaswrer

Company Secrétery

Adopted By:

J.M. Veeder

E.B. Shuck

D.B. Campbell

: Sub- .
Distribution of Copies Office{Basement| Boyers! Total
1. . :
Retzined in Finance Department until receipt of
2‘
" next list 3 Mos. 3 Mos
3 Sent to Boyers upon receipt 3 Mos. 3 Mos.
k.
5.
6.
7o
8.
9. )
10.
Disaster Plan Company Security .
Classification Classification Destruction Disnosition
X1 Archive ' [] Non-Classified Il veste Paper
71 security [X] confidentisl [X] 1Incinerate or
. . ) Other

]l Engineering Dwg. [l secret (X] (Fxplain) Shred

“Approved By: '

Records Retention Cormittee

Jan. 2, 1859

E.S. Ruffin.Jr.

Secretary

Date

RETENTION PERIQODS ARE IN ADDITION TO, AND DO NOT INGLUDE CURRENT YEAR'S RECORDS,
HAVING A RETENTION PERIOD OF 5 YEARS SHALL BE DESTROYED AT THE CLOSE OF 1963.

FOR EXAMPLE, 1958 RECORDS




" K-BAK

KOPPERS - COMPANY, INC.
RECORDS RETENTION POLICY

0. 2
Tyre of Record Requirerents
. ' ! 3
CORPORATE Gov't. Legal
Title of Record - Form No. (if any)
enéd Comments STOCKHOLDERS®' LISTS - COMMON STCCK ~ STOCKEOQOLDERS' VOTES
This is a tabulation of 21l stockholders named in the annual list for
stockholders! meeting, showing hovw the stockholders voted, as determined
frcm the proxy statements. One copy made.
Retention Schedule
’ 4 Sub-
Distribution of Copies OfficelBasement!| Bovers! Total
1. . .
Retained in Iaw Department safe until the receipt
2. <
: of next list 1Yr, Lyrs. | 5 ¥rs.
3.
L,
5.
6'
T.
8'
90
10.
Disaster Plan Company Security
Clessification Classificetion Destruction Disvosition
fX] Archive "[1 Non-Classified . ] waste Paper
7] security [X] confidential Xl TIncinerate or
. : : Othrer
] Engineering Dwg. [l secret (] (Explain) Srred
‘Approved By: ' . Adopted By:
‘Manager, Finasnce Dept. J.M. Veeder Records Retention Cormittee
Treasurer E.B. Shuck
X D.B. Canpbell Jzn. 2, 1059
Company secre'tary E.5. Ruffin.dJr. ’ Secretary Date

RETENTION PERIODS ARE (N ADBITION TO, AND DO NOT INCLUDE CURRENT YEAR'S RECORDS, FOR EXAMPLE, 1958 RECORDS
HAVING A RETENTION PERIOD OF § YEARS SHALL 8E DESTROYED AT THE CLOSE OF.1963.




KOFPERS - COMPANY, INC.
RECCRDS RETENTION POLICY

K-B4H

N0, 3
Type of Record Reguirements
CORPORATE ' : Gov't. | Legal
Title of Record - Form No. (if any) ..
end Comments STOCKHOLDERS'®' LISTS - COMMON STOCK '~ Stockholders entitled to vote.
These lists are prepared by'Mellqn Mational Bank.and Trust Cocmpany, the Ccmpany's
Transfer Agents, upon request by the Company Secretary, and are used to verify
the stockholders entitled to vote a2t the annual meeting of stockhoclders. One
cooy is made.
Retention Schedule
: Sub- .
Distribution of Coples Office|Basement| Boyers!| Total
l. N
Retzined in Iaw Department safe until the receipt
2!
' of next list 1 Yr. L ¥rs. | 5 Yrs.
L,
5-
6'
7. B
8.
9.
10,
Disaster Plan ! Company Slecwity .
Classification Classification Destruction Disvosition
[X] Archive ' [1 Non-Classified . [l weaste paver
["1 Security [X] confidentiel [X] _Incinerate or
: . . ) : Other
[l Engineering Dvg. [} secret [X] (Explain) Shred.
‘Approved By: : . Adopted By:
."Menager, Finance Dept. J.M. Veeder Records Retention Cormittee
Treasurer E.B. Shuck
’ _ D.B. Campbell Jan. 2, 1959
Company Secretary E.S. Ruffin.Jr. B Secretary Date

RETENTION PERIODS ARE [N ADDITION TG, AND DO NOT INCLUDE CURRENT YEAR'S RECORDS, FOR EXAMPLE, 1958 RECORDS
KAVING A RETENTION PERIOD OF 5 YEARS SHALL 8E DESTROYED AT THE CLOSE OF 1963,

‘s
~

A3




© K-84M

' " KOPFERS :COMPANY, INC.
' 'RECORDS RETENTION POLICY

No. b
Type of Record Reguirerents
A t acal
CORPORATE Gov. t. egal
Title of Record - Form No. (if any)
and (Comrents STOCK CERTI?ICATES (Cance”ed) -~ Preferred and Ccmmon Stccks
These stock ceriificates are cancelled when the stock is trensferred (sold) to
other persons. The cancelled certificates are returned to Koppers by the Transfer
Agents. Because of the possible lawsuits over fraudulent conversions, Koppers
must retain cancelled certificates indefinitely to protect its interesis.
Retention Schedule
' . s Sub- .
Distribution of Copies Office|Basement! Boyers| Total
1. . o
Cancelled Certificates Permanent
2.
3.
L,
5.
6.
T. h
8.
9.
10.
Disaster Plan Company Security .
Classification - ' Classification Destruction Disnosition
[X] Archive "1 Non-Classified . [l waste paper
P—] Security ' [X] confidentiel [l Incinerate
’ , : Other
r-[ Englneering Dvg. [} Secret - 1 (Fplain)
Approved By: ) .Adopted By:
."Manager, Finance Dept. J-M. Veeder Records Retention Committee
Treasurer E.B. Shuck . .
) ‘ . D.B. Campbell Jan. 2, 1959
Company Secretary E.S. Buffin,Jr. | Secretary Date

RETENTION PERIODS ARE IN ADDITION TO, AND DO NOT INGLUDE CURRENT YEAR'S RECORDS, FOR EXAMPLE, 1958 RECORDS
HAVING A RETENTION PERIOD OF 5 YEARS SHALL BE DESTRNYED AT THE CLOSE OF 1963.

‘-
-

ty

R



* K-BAM

KCPPERS - COMPANY, INC.
'RECARDS RETENTION POLICY

\N

NO,

Type of Record
CORPORATE

Reguirements

Gov't. egal

and Comments

Title of Record - Form No. (if any)
STOCKEOLDERS ' PROXIES

o

meeting.
holders.
postage paid envelope.

This form is mailed to ccmmon stockholders by Mellon National Bank and Trust
Ccmpany, Koppers' Transfer Agent®, each yesr just.prior to the annual steckholders'
Proxies may alsc be mailed in the event of specizl meeti ngs of stock-
The proxies are -returned to the Company Secretary,

Izaw Depariment, in a

o o Retention Scbedule
‘ . . ) Sub- .
Distribution of Copies OfficeiBasement! Bovers| Total
1. Retained in Iaw. Department safe until receipt of
proxies for follcving year. 1Yr. b ¥rs., | 5 ¥rs.
2. '
3.
b,
I
6.
7.
8.
9‘..
10.
Disaster Plan Company Security .
Classification Classificetion Destruction Disvposition
IX] Archive 1 Mon-Classified . 1 waste Paper
1 Security ‘Xl confidentiel [Xl _Incinerate or
e . i . Qther
] Engineering Dwg. [l secret X! (Explein) Sared

-Approved By: '
."Manager, Finance Dept.

Treasurer

Company Secrétery

-Adopted By:

J.M. Veeder

E.B. Shuck

D.B. Campbell

Records Refcentioﬁ Committee

Jan. 2. 1959

E.S. Ruffin,Jr.

‘Secretary

Date

RETENTION PERIODS ARE IN ADDITION TO, AND'DO NOT INGLUDE CURRENT YEAR'S RECORDS,
HAVING A RETENTIQN PERIOD OF 5 YEARS SHALL 8E DESTROYED AT THE :CLOSE ‘OF .1963.

FOR EXAMPLE, 1958 RECORDS

‘y



© KeB4M

KOPPERS COMPANY, INC.
RECORDS RETENTION POLICY

M. 6
Type of Record Requirements |
SALES AND ADVERTISING . ; Gov't. Legal
Title of Record - Form No. (if any)
end Comments
COZRESPONDENCE WITH CUSTOCMERS
Retention Schedule
. . . Sub-~
Distribution of Copies Office!Basement| Boyers| Total
= Filed in sales cffice ) 1 Yr. - - 1 Yr.
2.
3.
L,
5'
6.
7.
8.
9'
10.
Disaster Plan Company Securilty .
Classification Classificetion Destruction Disvosition
[X] Archive " [X] Non-Classified . [X] weaste pever
™1 security [T confidentiel [1  Incinerate
. . : Other
7] Engineering Dwg. [ secret (1 (Explein)
-A'pproved' By: ‘ Adopted By:
."Menager, Finance Dept. J.M. Veeder Records Retention Committee
Tréasurer E.B. Shuck . .
' D.B. Campbell Jan. 2, 1959
Company Secreétary E.S. Ruffin,drq - Secretary Date

RETENTION PERIODS ARE IN ADDITION TO, AND DO NOT INCLUDE CURRENT YEAR'S RECORDS, FOR EXAMPLE, 1958 RECORDS
HAVING A RETENTION PERIOD OF 5 YEARS SHALL BE DESTROYED AT THE CLOSE OF 1963.




K-84M

KOPFERS - COMPANY, INC.
" RECCRDS RETENTION POLICY

M. 7
Type of Record Reguirements
' SALES AND ADVERTISING : Gov't. | legal
Title of Record - Form No. (if any)
end Comrents
CORR=SPCNDENCE WITH SALESMEN
Retention Schedule
s o Sub-
Distribution of Coples Office|Baserent! Bovers| Tot
lc " 4
Filed in sales office 1 Yr. - - 1 vr,
2)
3.
L.
5.
6.
T. -
8.
9.
10,
Disaster Plan Company Security .
Classification ) Classification Destruction Disposition
[X}] Archive " [X] Non-Classified . [X] waste Paver
fj Security D Confidential ‘ [1 Incinerate
' ‘ Qther
[l Engineering Dvg. [l secret - 1 (Explain)
Annroved By: ) ‘ Adopted By:
‘Manager, Finance Dept. J.M. Veeder Records Retention Committee
Treasurer E.B. Shuck -
: ‘ . D.B. Campbell Jan. 2, 195¢
Company Secrétary E.S. Ruffin,Jr.| = Seeretary Date

RETENTICN PERIODS ARE IN ADDITION TO, ANO DO NOT INCLUDE CURRENT YEAR'S RECORDS. FOR EXAMPLE, 1958 RECORDS
HAVING A RETENTION PERIOD OF § YEARS SHALL BE DESTROYED AT THE CLOSE OF )963.

-
-

ty




" K~84M

KOPPERS - COMPANY, INC.
RECCRDS RETENTION POLICY

No. 3

Type of Record
SATES AND ADVERTISING

Requirements

Gov'it. Tegal

Title of Record - Form No. (if any)
and Comments

BILLS OF IADING

Retention Schedule
' . ., -] Sub-
Distribution of Copiles ._Officel|Basement! Bovers!| Total
1. . .
Traffic and Transportation Depariment copy 2 Yrs. - - 2 Yrs.
2. )
' Plant cooy 2 Yrs. - - 2 Yr=.
3.
l{'o
50
6.
T.
8.
9.
10.
Disaster Plan . Compeny Security .
Classification ' Classification Destruction Disposition
iX] Archive ' [Xl Non-Classified ] Waste Paver
F_l, Security [l confidential [1  Incinerate
. . , Other
[l Engineering Dwg. [} Ssecret [ (Explain)
‘Approved By: . ) Adopted By:
."Manager, Finance Dept. J.M. Veeder Records Retention Committee
Treasurer E.B. Shuck
: ‘ D.B. Campbell Jan. 2, 1959
Company Secretery E.S. Ruffin,dJr. . Secretary Date

RETENTION PERIODS ARE IN ADDITION TO, AND DO NOT INCLUDE CURRENT YEAR'S RECORDS,
HAVING A RETENTION PERIOD OF 5 YEARS SHALL BE DESTROYED AT THE CLOSE OF 1963.

FOR EXAMPLE, 1958 RECORDS




* K-BAM

KOPFPERS ' COMPANY, IXNC.
‘RECCRDS RETENTION POLICY

-Approved By:

. Manager, Finance Dept. J.M. Veeder

Treasurer E.B. Shuck

Company Secrétary E.S. Ruffin,Jr.

Adopted By:

Records Retention Committee

D.B. Campbell Jan. 2, 1959

Secretary

Date

No. 9
Type of Record Requirements |
SALES AND ADVERTISING Gov't. _Lezal
Title of Record - Form No. (if any)
and Comments
CORRESPONDENCE WITH PLANTS
Retention Schedule
Sub- .
Distribution of Copies Office|Baserent| Boyers| Total
L Filed in Sales Depariment 2 Yrs. - - 2 Yrs.
2l
3.
L,
50
6.
Te
8.
9.
10.
Disaster Plan Company Security .
Classification Classification Destruction Disposition
X} Archive " [X] Non-Classified . {X] waste Paper
m Security r—l Confidential m Incinerate
. . , . Other
["]. Engineering Dwg. [l secret 1 (Explain)

RETENTION PERIODS ARE iN ADDITION TO, AND DG NOT INCLUDE CURRENT YEAR'S RECORDS.

HAVING A RETENTION PERIOD OF 5 YEARS SHALL BE DESTROYED AT THE CLOSE OF 1963.

-
-

tx

FOR EXAMPLE, 1958 RECORDS




KOPFERS : COMPANY, INC.
RECCRDS RETENTION POLICY

K~-B4M

5o, 10
Type of Record Requirements
SALES AND ADVERTISING . Gov't. Legal
Title of Record - Form No. (if any)
end Ccmments
CORRESPONDENCE WITH BRANCH OFFICES (SALES OFFICES)
Retention Schedule
' o . . Sub-
Distribution of Copies Officel|Baserent! Boyersi Total
1. . . .
Filed in Sales Depariment 2 Yrs. - 2 ¥rs.| 4 Yrs.
2.
3.
4,
5.
6‘
Te B
8. .
RER
10.
Disaster Plan Compeny Security .
Claessification Classification Destruction Disposition
[X] Archive | [X] Non-Classified . K1 waste Paper
[l Security [1 confidentiel [ Incinerate
: Other
[ Englneering Dvg. 4 [ secret - 1 (Explain)
‘Approved By: o . Adopted By:
‘Manager, Finance Dept. J.M. Veeder Records Retention Committee
Treasurer E.B. Shuck
; D.B. Campbell Jan. 2, 1959
Company Secretary E.S. Ruffin,Jr. ! Secretary Date

RETENTION PERIODS ARE IN ADDITION TO, AND DO NOT INCLUDE CURRENT YEAR'S RECORDS, FOR EXAMPLE, 1958 RECORDS
HAVING A RETENTION PERIOD OF 5 YEARS SHALL 8E DESTROYED AT THE CLOSE OF 1963.

‘.
-

Yy




© K-B4M

' " KOPFERS COMPANY, INC.
RECCRDS RETENTION POLICY

NO. 1
Type of Record Reguirements
MANUFACTURING (PRODUCTION) . Gov't. | Legali

Title of Record - Form No. (if any)
and Comments

DRAWIIIGS AND TRACING

Retention Schedule
' . Sub-
Distribution of Copies ' Office|Basement| Boyers| Total
1. . ) .
Drawings and Tracings Destroy when cbgolete ox when
2. ol g
. facilipies are gismantled
3.
L,
5.
6.
T,
8.
90
10.
Disaster Plan . Company Security .
Classification Classification Destruction Disposition
FT Archive [] Non-Classified . [1_ Waste Ppaper
1 security [x] cConfidential [X] Incinerate
) . ' : Other
Ix] Engineering Dwg. [l Secret ~ (1 (Exolain)
‘Approved By: ‘ . Adopted By:
'Manager, Finance Dept.. J.M. Veeder - Records Retention Committee
Treasurer . E.B. Shuck
; D.B. Campbell Jan. 2, 1959
Company Secretary E.S., Ruffin,.Jr. ‘. Secretary Date

RETENTION PERIODS ARE IN ADDITION TO, AND DO NOT INCLUDE CURRENT YEAR'S RECORDS, FOR EXAMPLE, 1958 RECORDS
HAVING A RETENTION PERIQD OF § YEARS SHALL BE DESTROYED AT THE CLOSE OF 1963.

-
-

‘e




K-84M

KOPPERS - COMPANY, IXC.
RECORDS RETENTION POLICY

NO# 12
Type of Record Requirements |
MANUFACTURING (PRODUCTION) Gov't. | Lezel
Title of Record - Form No. (if any)
end Comments
CONTPACT ENGINEERS' CORRESPONDENCE FILES (ENG. & CONST. DIVISION)
Retention Schedule
. Sub~
Distribution of Coples OfficelBasement| Boyers! Total
L Contract Enginéers' Correspondence Files 2 Yrs. - 5 ¥rs.| T ¥rs.
2.
3.
L,
5‘
6.
7.
8.
90
10.
Disaster Plan Company Security .
Clessification Classification Destruction Disvosition
[x] Archive " [X] _Non-Classified . [l waste Paver
1 Security (] confidential [1_ Incinerate
. : Other
[ Engireering Dwg. [l secret 1 (Explain)
‘Approved By: : Adopted By:
‘Manager, Finance Dept. J.M. Veeder Records Retention Committee
Treasurer E.B. Shuck
_ D.B. Campbell Jan. 2, 1959
Company Secretary E.S. Ruffin,Jr. Secretary Date

RETENTION PERIODS ARE 1t ADDITION TO, AND DO NOT INCLUDE.CURRENT YEAR'S RECORDS,
HAVING A RETENTION PERIOD OF 5 YEARS SHALL BE DESTROYED AT THE CLOSE OF 1963.

FOR EXAMPLE, 1958 RECORDS




- K-B4M

KOPFERS - COMPANY, INC.
RECCRDS RETENTION POLICY

0. 13
Type of Record Recuirements
PROCUREMENT Gov't. | Legal
Title of Record - Form No. (if any)
and Comments
PURCHASE ORDER FOLDERS
Folders include purchase requisitions or other authority for purchease,
record of bids from vendors, copies of purchase order, acknowledgements
from vendor, copies of vendors' invoices and other approprizte dccuments
which pertain to the purchase.
Retention Schedule
’ s . Sub- .
Distribution of Copies 0ffice!Basement| Bovers| Total
1. ‘
Purchase order folders ¥ 2 Yrs. - b Yrs.| 6 ¥Yrs.
2.
3.
4,
5-
6.
T.
8'
9.
10.
*For Engineering and Construction Division contrgcts
retention period begins with ccméletion of contract.
Disaster Plan Company Security )
" Classification Classification Destruction Disposition
¥l Archive " [l Non-Classified . [X] waste paper
1 Security ‘1 confidentiel [ 1 Incinerate
. . ) Other
[l Engineering Dvg. [} secret (1 (Explain)

‘Approved By:
'Manager, Finance Dept.
Treasurer

Company Secretary

Adopted By:

J.M. Veeder

E.B. Shuck

D.B. Campbell

Records Retentioﬁ Cormlttes

Jen. 2, 1959

E.S. Ruffin,Jr.

Secretary

Date

RETENTION PERIODS ARE IN ADDITION TO, AND DO NOT INCLUDE CURRENT YEAR'S RECORDS.

RAVING A RETENTION PERIOD OF 5 YEARS SHALL 8E DESTROYED AT THE CLOSE OF 1963.

FOR EXAMPLE, 1958 RECORDS

™
-

v




© K-B4M

KOPPERS : COMPANY, INC.

RECCRDS RETENTION POLICY

Type of Record
PROCUREMENT

Title of Record - Form No. (if any)

and Ccmments

PURCEASE ORDERS (Numerical & Alphabetical Files)

Purcnase orders are issued to suppliers for materials and/or

services rendered.

Distribution of Copies

Retention Scheduie

Sub-
O0fficel|Baserent| Rovers Total

1. .
Copies filed in Procurement Depariment
2. Tar Products Division 3 Yrs. - - 3 Yrs
3 Wood Preserving Division 3 Irs. - - 3 Yrs.
LL. . .
Plastics Division 3 Yrs. - - 3 Yrs.
2 Chemicals and .Dyestuffs Division 3 Yre. - - 3 ¥rs.
6. : : )
Engineering and Construction Divisicn 5 Yrs. - - 5 ¥rs.
7. -
8. . .
Other copies .1 ¥r. - - 1 Yr.
9. .
10.
Disaster Plan Compeny Security .
Clessification Classification Destruction Disposition
ﬁﬂ Arxchive B [x] Non-Classified [X] Weste paper
1 Ssecurity [l confidentiel [ 1 Incirerate

Other

[l Engineering Dwg. [l secret [T (Exolain)
Approved By: : Adopted RBy:
."Manager, Finance Dept. J.M. Veeder Records Retention Committee
Treasurer E.B. Shuck
) D.B. Campbell Jan. 2, 1959
Company Sscretary E.S. Ruffin.Jr. Secretary Date

RETENTION PERJODS ARE IN ADDITION TO, ANO DO NOT INCLUDE CURRENT YEAR'S RECORDS. FOR EXAMPLE, 1958 RECORDS

HAVING A RETENTION PERIOD OF 5 YEARS SHALL 8E DESTROYED AT THE CLOSE OF 1963.

-
-

‘v

e




K~B84M

KOPPERS COMPANY, INC.
RECCORDS RETENTION POLICY

ro. 15
Type of Record Requirements |
FINANCIAL ~ GENERAL Covit. | Lezmal
Title of Record - Form No. (if any)
and Comments
FINANCIAL RECORDS (BLACX BOOKS)
Included in the books are Balance Sheets, Earnlngs Statements and 211
other appropriate supporting schedules, reports and statements.
Retention Schedule
. . Sub-
Distribution of Copies Officei{Baserent! Rovers!. Total
1. Active divisions, subsidiaries (wholly or partly
ovmed ) and predecessors 10 Y¥rs. - Perm., |Perm.
2, Wnolly owned subsidiaries and their predecessors
which have teen sold, liquidated or otherwise 5 yearsg from such acticnal excent
3. disposed of retain most recent copy
. perzantently
L. Parvly cowned subsidiaries and their predecsssors L
which have been sold, liguidated, or otherwise |As soon as convemient afkter
5. disposed of (the original records of vhich are
retained by others, and where Koppers has merely] such acition
6. a copy)
7.
8.
9.
10.
i
|
Disaster Plan _ Compeny Security n
Clessification Classification Destruction Dispesitico
1 Archive " ['] Non-Classified 1 waste Paper
[X] Security [X] confidential Xl _Incinerate
) Other
[7] Engineering Dvg. [7) secret [X (Explain) or Shred
‘Approved By: Adopted By:
‘Manager, Finance Dept. . J-M. Veeder Records Retention Cormittee
Treesurer E.B. Shuck
' D.B. Campbell Jan. 2. 1559
Company Secrétary E.S. Ruffin,Jr. Secretary Date

RETENTION PERIODS ARE IM ADDITION TO, AND DO NOT INCLUDE CURRENT YEAR'S RECORDS.
FAVING A RETENTION PERIOD OF 5 YEARS SHALL BE DESTROYED AT THE CLOSE OF 1963.

FOR EXAMPLE, 1958 RECORDS




K-84M

! XOPPERS COMPANY, IiC.
RECCRDS RETENTION POLICY

NO. 16
Type of Record Reguirenents
FINANCIAL - GENERAL Gov't. erel

Title of Record - Form No. (if any)
end Comments

TREASURY DEPARTMENT DOCUMENTS
(Contracts, Agreements, Etc.)

Company Secretery

E.B. Shuck

E.S. Ruffin,Jr.

Retention Schedule
. . . Sub-
Distribution of Copies Office|Basement| Boyers| Total
X. :
Original in Pittsburgh Permanent
2.
3.
L,
5.
6.
T,
18.
9.
10.
Disaster Plan Company Security ) )
Classificetion Classification Destruction Disvosition
[7] Archive "[1 Non-Classified [l wWaste Paper
\Tﬂ Security X1 confidential [l Incinerste
Other
[] Engineering Dvg. [l secret [l (Explein)
Approved By: ‘ Adopted By: .
Manager, Finance Dept. J.M. Veeder Records Retention Committee
Treasurer

D.B. Caempbell
Secretary

Jan. 2, 1959
Date

RETENTION PERIODS ARE [N AODITION TO, AND DO NOT INCLUDE CURRENT YEAR'S RECORDS. FOR EXAMPLE, 1958 RECCRDS

HAVING A RETENTION PERIOD OF 5 YEARS SHALL BE DESTROYED AT THE CLOSE OF 1963.

-
-

‘y




K-B4M

KOPPERS COMPANY, INC.
RECORDS RETENTION POLICY

§O. 17
Type of Record Requirements
FINANCIAL -~ GENERAL Gov't. Legal
Title of Record - Form No. (if any)
and Comments
RCOFING BONDS FORM T-310 - TAR PRCDUCTS DIVISION
Tnis is a twenty year written guarantee on roofs built
to our specifications.
Retention Schedule
R . Sub-
Distribution of Copies Office{Basement| Bovers| Total
l. . .
Filed in Tar Products Division Sales Department | 2 Yrs. - 18 ¥Yrs.l 20 ¥rs.
‘20
3.
L,
5.
6.
7.
8.
9. i
10.
Disaster Plan Company Security .
Classification Classification Destruction Disposition
ﬁﬂ Archive " [¥X] Non-Classified . Il waste Ppaver
1 security 71 confidential 71 Incinerate
Other Return to
"1 Engineering Dug. [Tl Secret {X] (Explain) Ter Prod.
Approved By: o Adopted By: Div.for review & decizion
as to further liability for
"Manager, Finance Dept. J.M. Veeder Records Retention Committee c¢laims
Treasurer E.B. Shuck
. D.B. Campbell Jan., 2, 1959
Company Secreétsxry E.S. Ruffin.Jr. Secretary Date

RETENTION PERIODS ARE IN ADDITION TO, AND DO NOT INCLUDE CURRENT YEAR'S RECORDS.
HAVING A RETENTION PERIOD OF 5 YEARS SHALL BE DESTROYED AT THE CLOSE OF 1963.

FOR EXAMPLE, 1958 RECORDS




K-24M

KOPFERS - COMPANY, INC.
RECORDS RETENTTON POLICY

-

%0. 18

Type of Record

Requiremenze

FINANCIAL - CAPITAL Gov't. | Legal
Title of Record - Form No. (if any)
end Ccmments
APPROPRTATIONS
(Approved authorizations for capital expenditures)
Retention Schedule
. . , Sub~
Distribution of Copies OfficelBasement! Boyers!| Tot

1. :

Approved original - filed in president's office | ¥6 Yrs. - Perm, |Perm.
20 -
i Accounting copy %10 Yres - - %10 Yrs
3- ‘

Other copies *2 Yrs| - - ¥ Vre
L. :
5.
6 : b

~¥Retention periods begin on completion date
T- : '
8. .
Q.
10.

Disaster Plan

Company Securitvy

Company Secrétary

E.S. Ruffin,dJr.

D.B. Campbell

Jan.

Clessification Classification Destruction Disposition
Fi} Archive "[] Non-Classified [1 waste Paper
1 Ssecurity k] confidential ] TIncinerate
Other

| Engineering Dvg. [l secret [1 (Bxpiain)
Approved By: ’ Adopted By:

"Manager, Finance Dept. J.M. Veeder Records Retention Committee

Treasurer E.B. Shuck

2, 1959

Secretary

Date

RETENTION PERIODS ARE IN ADDITION TO, AND DO NOT INCLUDE CURRENT YEAR'S RECORDS,
HAVING A RETENTION PERIOD OF 5 YEARS SHALL BE DESTROYED AT THE CLOSE OF 1963,

FOR EXAMPLE, 1958 RECORDS

Yy




K-84M4

KOPTERS - COMPANY, INC.
RECCRDS RETENTION POLICY

o, 19
Type of Record Reguirements
FINANCIAL -~ CAPITAL . ' Gov't. | Legal

and Comments

Title of Record - Form No. (if any)

PROPERTY RECORD DETATIL RECORDS =~ Various letters, appropriations, etc.

Retention Schedule
R . Sub-
Distribution of Copies . Office|Basement| Boyers| Totzl
l. . .
Filed in accounting records “ 2 Yrs| - - 2 Yrs.
2.
3.
L,
5.
6.
7.
8.
9.
lo.
Disaster Plan Company Security .
Classification Classification Destruction Disposition
fxI Archive "1 Non-Classified . 1 waste Paver
[71 security k1 confidential [X] Incinerate
. ' . Other
[ Engineering Dwg. [l secret (] (Explain
Avproved By: . Adopted By:
‘Manager, Finance Dept. J.M. Veeder Records Retention Cormittee
Treesurer E.B. Shuck
. D.B. Campbell dJan. 2, 1959
Company Secrétary E.S. Ruffin,dr. | - Secretary Date

RETENTION PERIODS ARE 1N ADDITION TO, AND DO NOT INCLUDE CURRENT YEAR'S RECORDS. FOR EXAMPLE, 1958 RECORDS
HAVING A RETENTION PERIOD OF 5 YEARS SHALL BE DESTROYED AT THE CLOSE OF ;963.




K-84M4

KOPPERS COMPANY, INC.
"RECCRDS RETENTION POLICY

NO, 20

Type of Record
FINANCIAL - INSURANCE

Requirements

Gov'it. Legal

!
!
|

Title of Record - Form No. (if any)
and Comments .

VENDORS' INSURANCE CERTIFICATES '

purchase orders with sub-contractors.

Performznce ponds and certificates of insurance relating to

Retention Schedule
R . . . Sub-
Distribution of Coples | Office|Basement! Boyers| Totel
L Filed in Insurance Section ' 2 Yrs| - 5 Yrs. 7 Yre.
?.
3.
4'
5.
6.
7.
8. .
9. ,
10,
Disaster Plan Company Security .
Classification Clessification Destruction Disvosition
[x] Archive " [x] Non-Classified . {X] _vaste paver
1 Security [l confidential [l Incinerate
: Other
[l Engineering Dvg. [] seecret 1 (Bxplain)
Approved By: ' . Adopted By:
‘Manager, Finance Dept. J.M. Veeder Records Retention Committee
Treasurer E.B. Shuck
; g D.B. Campbell Jen, 2. 195%
Company Secretary E.S. Ruffin.Jr. [ ~ Secretary Date

RETENTION PERIODS ARE [N ADDITION TO, AND DO NOT INCLUDE CURRENT YEAR'S RECORDS., FOR EXAMPLE, 1958 RECORDS

HAVING A RETENTION PERIOD OF 5 YEARS SHALL BE DESTROYED AT THE CLOSE OF 1963.




K-B4M

KOPFERS COMPANY, INC.
RECORDS RETENTION POLICY

¥Oo. 21
Type of Record Reguirements |
FINANCIAL - INSURANCE Gov't. | Legal
Title of Record - Form Mo. (if any)
end Comments
WORKMEN'S INSURANCE COMPENSATION CIATM FILES
Retention Schedule
: . Sub- .
Distribution of Copies Office!Basement! Boyers!| Total
L Filed in Insurance Section | ®1 2 Yrs - 8 Yrs. 1O Yrs.
2. ‘
30
L,
5-
6.
7.
. 8.
9.
10.
#Retention period begins with date of last payment
Disaster Plan Company Security .
Clessification Classificetion Destruction Disvosition
fx] Archive " [X]  Non-Classified . X1 waste Paper
f_l Security [—l Confidentiel [T 1Incinerate
. Other
[] Engineering Dvg. [7)] secret [ (Explain)
‘Approved By: : . Adopted By:
‘Manager, Finance Dept.  J:M. Veeder Records Retention Committee
Treasurer E.B. Shuck
: D.B. Campbell Jan. £, 195G
Company Secrétary E.S. Ruffin,Jr.| ° Secretary Date

RETENTION PERIODS ARE IN ADDITION 70, AND DO NOT INCLUDE CURRENT YEAR'S RECORDS.
HAVING A RETENTION PERIOD OF 5 YEARS SHaLL BE DESTROYED AT THE CLOSE OF 1963.

FOR EXAMPLE, 1958 RECORDS




KOPPERS ' COMPANY, INC.
RECORDS RETENTION POLICY

No. 22
Type of Record Reguirements
FINANCIAT, - ACCOUNTING Gov't. | Legal
GENERAL .

JOURNAL VOUCHERS - FORM ADS-38

Title of Record - Form No. (if eny)
and Ccmments

Journal vouchers are the means of recording most accounting entries and are
the source fram which the entries are posted to the accounting records.

Retention Schedule

Distribution of Copies Office Baizz;ﬂt Boyers| Total
t Original with supporting details attached and
2. filed in~accounting recofds 2 Yrs. = | Permarent
3 All other copies. 1l Y¥r. - < e . 1lY¥r,
L,
5.
6.
7.
8.
9.
10.

" K-B4M

."Manager, Finance Dept.
Treasurer

Company secrétary‘

J.M. Veeder

E.B. Sauck

E.S. Ruffin,Jr.

D.B. Campbell

Disaster Plan Company Security .
Clessification Classification Destruction Disposition
1 Archive " [1 Non-Classified [ '] Waste Paver
PXI Security ‘X1 confidentiel rj Incinerate
. . . Other
["] Engineering Dwg. [l Secret [1 (Explain)
‘Approved By: : Adopted By: '

Records Retentioﬁ Committee

Jen. 2, 1959

Secretary

Date

RETENTION PERIODS ARE IN ADDITION TO, AND DO NOT INGLUDE CURRENT YEAR'S RECORDS,
HAVING A RETENTION PERIOD OF 5 YEARS SHALL BE DESTROYED AT THE CLOSE OF 1963,

FOR EXAMPLE, 1958 RECORDS




* K-84M

KOPPERS - COMPANY, INC.
RECCRDS RETENTION POLICY

No. 23
Type of Record Requirements
FINANCIAL - ACCCUNTING : Gov'it. . T oual
SALES AND ACCOUNTS RECEIVABLE ]
Title of Record - Form No. (if eny)
and Comments )
DETATIS OF CUSTOMERS' REMITTANCES
etails cansist of check stubs or other documents submitted by custorers
to identify the-items included in the remittance. The detail file alco
includes Forms ADS-12 Record of Cash Receipt and Forms K-55 Accounts
Receivable -Credit Slip in instances where such forms are requive=s.
Retention Schedule
. ' Sub-~ .
Distribution of Coples i Office|Basement| Boyers; 'fotal
1. - .
Filed in Accounting Records 1 Yr. - - 1Yr.
2.
3.
L"O
5.
6'
1. -
8'
9. ,
10.
Disaster Plan Company Security .
Classification Classification Destruction Dispositicn
] Archive ' [X]  Non-Classified . X1 vaste Paver
1 security [1 confidentiel [ Incinerate
. ‘ ’ Other
["1 Engineering Dwg. [l secret : [l (Bxplain)
‘Approved By: ’ . ‘ Adopted By:
"Manager, Finance Dept. J.M. Veeder Records Retentilon Committee
Treasurer E.B. .Shuck ’
; D.B. Campbell Jan. 2, 1959
Company $ecre"cary E.S. Ruffin.Jr. “ Secretary Date

RETENTION PERIODS ARE I ADDITION TO, AND DO NOT INCLUDE CURRENT YEAR'S RECORDS, FOR EXAMPLE, 1958 RECORDS
HAVING A RETENTION PERIOD OF 5 YEARS SHALL BE DESTROYED AT THE CLOSE OF 1963.

+

-
-

‘e




© K-84M

KOPPERS * COMPANY, INC.
RECCRDS RETENTION POLICY

4[7 Security

[ confidential

{1 Incinerate

§o. 2t
Type of Record Reguirements
FINANCIAL - ACCOUNTING Gov't. | Legal
SATES AND ACCOUNTS RECEIVABLE
Title of Record - Form No. (if any).
end Comments
CONTRACT AND EXTRA WORK DETAIL BILLING FOLDERS
All pecessary details for billing purposes are included in the folders.
Retention Schedule
. Sub-
Distribution of Coples Office!Basement| Boyers| Total
1. . .
Filed in accounting records *13 Yrs. - 2 Yrs.| 5 Yrs.
2. .
3.
l*"
5.
6.
T.
8.
9. i
lO.
' *Reteﬁtion period begins at date of campletion df conirdet
Disester Plan Compeany Security .
Classification Classificetion Destruction Disposition
[X] Archive " kK] Non-Classified . X1 weste paper

Other

] Engineering Dwg. [Tl secret [l (Explain)
‘Approved By: : Adopted By:
. Manager, Finance Dept. J.M. Veeder Records Retention Committee
Treasurer E.B. Shuck
' D.B. Campbell Jan. 2, 1959
Company Secretary E.S. Ruffin,Jr.| Secretary Date

RETENTION PER1ODS ARE [N ADDITION TO, AND DO NOT INCLUDE CURRENT YEAR'S RECORDS.
HAVING A RETENTION PERIOD OF 5 YEARS SHALL BE DESTROYED AT THE CLOSE OF 1963.

FOR EXAMPLE, 1958 RECORDS




" K~B4M

KOPFERS -COMPANY, INC.
RECCRDS RETENTION POLICY

NO. 25
Type of Record Requirements
'FINANCIAL - ACCOUNTING Gov't. T Lemal
INVENTORIES . :
Title of Record - Form MNo. (if any)
end Comments
REPORT OF MATERTAIL TREATED -~ FORM WPC-OL
Report ,is prepared by Wocd Preserving Division plants and is used by
the Treasury and Accounting Section to meinfain detail inventory
records.
' Retention Schedule
o . Sub
Distribution of Copies OfficelBasement! Boyers| Total
) Original filed in accounting records 2 Yrs. - - 2 Yres.
2. Plant copy 2 Yrs. - - 2 Yrs.
3.
l*..
5‘
6.
7.
8.
9. '
10.
Disaster Plan Company Security .
Classification Classification Destruction Disposition
[x] Archive " [X] Non-Classified . [X] waste Pever
1 security [T confidential [1_ Incinerete
. . Other
[ 1 Engineering Dvg. [l secret (1 (Explain)
‘Approved By: Adopted By:
‘Manager, Finence Dept. J.M. Veeder Records Retention Committee
Treasurer E.B. Shuck
. D.B. Campoell Jan. 2, 1959
Company Secrétary E.S. Ruffin,Jr. Secretary Date

RETENTION PERIODS ARE IN ADDITION TO, AND DO NOT INCLUDE CURRENT YEAR'S RECORDS,
FAVING A RETENTION PERIOD OF 5 YEARS SHaLL BE DESTRNYED AT THE CLOSE OF 1963.

FOR EXAMPLE, 1958 RECORDS

Y




K-34M

KOPFERS -COMPANY, IXNC.
RECCRDS RETENTION POLICY

PAYROIIS

§O. 26
Type of Record Reguirements
FINANCIAL -~ ACCOUNTING Gov't. | Legal

end Ccrments

Title of Record - Form No. (if any)

PAYROLL CHECKS ~ CANCELLED

DPayroll checks ars issued to employees in payment of services,
The cancellzsd checks are returned by the bank monthly.

‘Menager, Finence Dept.
Treasurer

Company Secrétary

JM. Veeder

Retention Schedule
- o Sub-
Distribution of Copies Office|Baserent| Royers| Total
1. ‘ -
Cancelled checks filed in accounting records 1 Yr. - 6 Yrsl7 Yrs.
2.
3.
k.
5.
6. -
T.
3.
9.
10.
Disaster Plan Company Security .
Clessification Clessification Destruction Disposition
[x] Archive "1 Non-Classified 7] waste Ppaver
1 security [x1 confidential [¥] Incinerate
Other
[ Engineering Dwa. [l Secret 1 (Explain)
Approved By: ) Adopted By:

Records Retention Cormittes

E.B. Shuck
D.B. Campbell Jan, 2, 1959
E.S. Ruffin,Jr. Secretary ate

RETENTION PERIODS ARE IN ADDITION TO, AND DO NOT INGLUDE CURRENT YEAR'S RECORDS,
PAVING A RETENTION PERIOD OF 5 YEARS SHALL BE DESTROYED AT THE CLOSE OF 1963.

FOR EXAMPLE, 1958 RECORDS




- K~B4M

KOPPERS - COMPANY, INC.
RECCRDS RETENTION POLICY

NO. 27
Type of Record Requirements
FINANCIAL - ACCOUNTING Gov't. | Lemal
PAYROLLS
Title of Record - Form No. (if any)
and. Comments
PAYROLL DEDUCTIONS CONTROL - FORM ADS-T0
Monthly recap of payrcll deductions and total wages subject
to F.I.C. Tex and state unemployment tax.
Retention Schedule
. R .. Sub~ N
Distribution of Coples OfficelBasement! Boyers| Total
1. . . '
.Origine]l filed in sccounting records with JV 2 Yrs. - Permanent
20 ' ~
. Duplicate filed at plants or local offices ¥ 2 ¥Yrs. - - 2 Yrsg
3. . - '
Pittsburgh Payroll Branch copy 3 ¥rs. - - 3 ¥Yrs.
L,
5.
60
T.
8.
9‘
10.
*E & C Field office copies deé‘tz"o&ed' upon complgtion of| job
Disaster Plan Company Securilty .
Classification Classification Destruction Disposition
[x} Archive ' K] Non-Classified . [x] waste Faver
7] Security ‘[71 confidential [1_ Incinerate
. . . ‘Other
[71. Engineering Dwg. [l secret [1 (Explain)
Approved By: : Adopted By:
"Manager, Finance Dept. J.M..Veeder Records Retention Committee
Treasurer E.B. Shuck .
. _ D.B. Campbell Jan. 2, 1959
Company Secretary E.S8. Ruffin,Jdr. Secretary Date

RETENTION PERIQDS ARE 1M ADDITION TO, ANOD DD NOT INCLUDE CURRENT YEAR'S RECORDS,
RAVING A RETENTION PERIOD OF 5 YEARS SHALL BE DESTROYED AT THE CLOSE OF 1963.

FOR EXAMPLE, 1958 RECORDS




* K-B4M

KOPPERS COMPANY, INC.
RECCRDS RETENTION POLICY

NO. 28
Type of Record : Recuiremants
FINANCIAL - ACCOUNTING : Gov'i., ! Tegal
PAYROLIS |

Title of Record - Form No. (if any)
end Comments
PAYROLL EARNINGS CONTROL - FORM ADS-T71
Monthly supplement to Form ADS-70 to report earnings by state when
payroll points have earnings in more than one state.

Retention Schedule
. I Sub- .
Distribution of Copies Officei{Basement| Boyers! Total
= Original filed in accounting records with JV 2 ¥rs. - Permanent
-2' Duplicate filed at plants or local offices #1 2 Yrs. - - 2 Yrs,
3. Pittsburgh Payroll Branch copy 3 ¥rs. - - - 3 Yrs.
L.
5.
6.
7.
8.
9I
10.
*E & C field office copies destrdyed'upon complgtion of} job
Disaster Plan 1 Company Security .
Classification Classificetion Destruction Disposition
I‘x[ Archive ; ) E(—[ Non-Clagsified . [ﬂ Waste Paper
1 security [l confidential [l _Incinereste
- . i " . Other
["] Engineering Dvg. [l secret [ (Explain)
‘Approved By: . : ) Adopted By:
"Manager, Finance Dept. J.M. Veeder Records Retention Committee
Treasurer E.B. Shuck ]
D.B. Campbell Jan. 2, 1959
Company Secreétary E.S. Ruffin,Jr.| Secretary Date

RETENTION PERIODS ARE IN ADDJTION TO, AND DO NOT INGLUDE CURRENT YEAR'S RECORDS, FOR EXAMPLE, 1958 RECORDS
HAVING A RETENTION PERIOD OF 5 YEARS SHALL 8E DESTROYED AT THE CLOSE OF 1963.




K-84M

KOPFERS ' COMPANY, INC.
RECCRDS RETENTION POLICY

‘Approved By:
Manager, Finance Dept.
Treasurer

Company Secrétary

J.M. Veeder

E.B. Shuck

Adopted By:

D.B, Campbell

mo._29
Type of Record Requiremeants
FINANCTAL - ACCOUNTING Gov't. | Legal
PAYROTIS !
Title of Record - Form No. (if any)
and Ccmments ‘
PAYROLL STATISTICS CONTROL ~ FORM ADS-72
Used for staristic purpeses,.cshowing a brezkdown between clericzal
and hourly earnings, cvertime and regular earnings, payroll
accruals, efc.
) ’ Retention Schedule
) Sub- .
Distribution of Copies Office|Baserent| Boyers| Total
1. i . .
Original filed in accounting records 2 Yrs. - - 2 Yrs.
2l
. Duplicate filed at plants or iocal offices ¥ 2 Yrs. - 2 Yrs.,
3- Pittsburgh Pzyroll Branch cooy 1 Yr. - - i Yr.
L. A
Central Staff Industrial Relstions Dept. copy 1 ¥Yr. - - I Yr.
> A1 other copies 1 Yr. - o | 2 ¥r.
6l
T.
8.
9.
10.
#% & C f£i=ld office copiss destroyed upcn complition of]| job
Disaster Plan Company Security
Classification Classificetion Destruction Disvositior
Y] Archive "[1 Non-Classified f¥] waste Paper
[1 Security [X] confidential [ ] Incinerate
QOther
[7] Engineering Dwg. 7] secret [T (8xplain)

Records Retention Committee

Jan. 2, 1939

E.S. Rufiin,Jr.

Secretary

Date

RETENTION PERIODS ARE IM ADDITION TO, AND DO NOT INCLUDE CURRENT YEAR'S RECQRDS,

FAVING A RETENTION PERIOD OF 5 YEARS SHALL B8E DESTROYED AT THE CLOSE OF 1963.

FOR EXAMPLE, 1958 RECORDS

ty




K-84M

" KOPPERS COMPANY, INC.
RECCRDS RETENTION POLICY

§O. 30

Type of Record

PAYROLIS

FINANCIAL - ACCOUNTING

Requirements

Gov'it. Tegzal

and Comments

‘Title of Record - Form No. (if any)

FEDERAL AND STATE QUARTERLY EARNINGS REPORTS -~ FORM ADS-1T71

The appropriate employee earnings data reguired by the Federal
and State governments are recorded on this report.

Distribution of Coples

Retention Schedule

Sub~-
Qffice{Basement| Bovers Total

1. . .

Original sent to Federal govermment
2. ’
) Duplicate sent to State govermment
3- Triplicate filéd in Pittsburgh Payroll Branch
L, _

(State copy) 3 Yrs. - L yrs} 7 ¥Yrs.

5. '

Quadruplicate filed in Pittsburgh Payroll
6. : ' .

Branch (Federal copy) 3 Yrs. - L Yrs.| T Yrs.

7. . . )

Quintuplicate filed in local payroll office  *| 2 Yrs. - - 2 Vrs,
8.
90
10.

¥E & C field office copies destroyed upon camplgtion of| joo.

Pisaster Plan Company Security .

Classification Clessification Destruction Disposition

%] Archive " [X] Non-Classified fX] waste Paver

F_] Security

[l confidentisl

rj Incinerate

[l Engineering Dwg.

[ secret

Other
[l (Explain)

'Apgroved By:

"Manager, Finance Dept.

Adopted By:

J.M. Veeder Records Retention Cormiittes

Treasurer

E.B. Shuck

Company Secrétary’

D.B. Campbell Jen. 2, 195G

E.S. Ruffin.Jr.

Secretary Dete

RETENTION PERIODS ARE [N ADDITION TO, AND DO NOT INCLUDE CURRENT YEAR'S RECORDS, FOR EXAMPLE, 1958 RECQRDS
HAVING A RETENTION PERIOD OF 5 YEARS SHALL BE DESTROYED AT THE CLOSE OF 1963,

A




© K-84M

KOPPERS - COMPANY, INC.
RECCRDS RETENTION POLICY

No, 3
Type of Record Requirements
FINANCIAL - ACCOUNTING Govit., | Lemal
ACCOUNTS PAYABLE -

Title of Recor
and. Comments

d - Form No. (if any)

VENDORS ' INVOICES (Form ADS-37 or ADS-26 Audit Sticker Attached to origizal)
Audit sticker shows purchase, order reference, freight texrms, account
distribution, sudit number, net amount payable, approval signatures, etc.

Retenticn Schedule
. . . Sub-
Distribution of Copies Office|Basement! Boyers| Total
1. .
: Original filed in accounting records * 1 Yr. 1Yr. S ¥Yrs.| 7 ¥Yrs.
2. -
. Duplicate filed at plants or local offices  *¥ 1 Yr. - - 1Yr.
3 Prccurement Department copy-filed with purchase
L, . , :
order file -
2 .Capital Items 5 Yrs. - - 5 Yrs
6' ) . ~
M. & R. Items 6 Mos. - - § Mos.
Te -
8l
9.
10.
X¥E & C contract cost invoices are retained for 7 years pfter ccmpletion of centrgct
KHE & b field office copies destroyed upon ccmplEtion of| job.
-Disaster Plan Company Security
Classification Classification Destruction Disposition
[x] Archive " [x] _Non-Classified [X] Weste Paper
] Security [1 confidentisl [Tl Incinerate
. ' Other
[l Engineering Dvg. [l Secret [l (BExplain)

Treasurer

Manager, Finance Dept.

Company Secretary’

‘Approved By:

J.M. Veeder

E.B. Shuck

E.S. Ruffin,Jr.

Adopted By:

Records Retention Cormittee

D.B. Campbell

Jan. 2, 1959

Secretary

Date

RETENTION PERIODS ARE IN ADDITION TO, AND DO NOT INCLUDE CURRENT YEAR'S RECORDS.

HAVING A RETENTION PERIOD OF 5 YEARS SHALL BE DESTROYED AT THE CLOSE OF 1963,

FOR EXAMPLE, 1958 RECORDS




K-24M

KOPFERS COMPANY, IXNC.
RECCRDS RETENTION POLICY

wo, 2

Type of Record

FINANCIAL - ACCOUNTING
ACCOUNTS PAYABIE

Requirements

Gov't. | Legal

and Comments

Title of Record - Form No. (if any)

REQUISITION FOR CASH VOUCHER - FORM ADS-6

This form used for special payments vwhere there is no vendors!
audit sticlker is attached showing approval sigmatures, account distr
net amount paysble, audit no. etec.

invoice. An
ribdution,

Retention Schedule

' ' Sub-
Distribution of Copies Office{Basement! Boyers!| Total
1 . . .
Original filed in accounting records 1 ¥r. 1¥r. 8 Yrs.| 7 Yrs,
2 .
. No copies
3.
h‘
5 .
—
O.
7.
8. .
9 .
10.
Disaster Plan Company Security .
Classification Classification Destruction Disvosition
'lﬁﬂ Archive " [x] Non-Classified [x] Waste Pever
71 Ssecurity [ confidential [l Incinerate
. Other
[l Engineering Dvg. [l Secret [1 (Explain)
-Approved By: : Adopted By:
"Manager, Finance Dept. J.M. Veeder Records Retention Committee
Treasurer E.B. Shuck
. D.B. Campbell Jan. 2; 1959
Company Secreétary E.S. Ruffin.Jdr. Secretary Dzte

RETENTION PERIODS ARE IN AODITION TO, AND DO NOT INCLUDE CURRENT YEAR'S RECORDS.
HAVING A RETENTION PERIOD OF 5 YEARS SHALL BE DESTROYED AT THE CLOSE OF 1963.

FOR EXAMPLE, 1958 RECORDS




" K-B4M

KOPFERS - COMPANY, INC.
RECCRDS RETENTION POLICY

No. 33

Type of Record Requirements
FINANCIAL -~ ACCOUNTING : Gov'i. | ILegal
ACCOUNTS PAYARLE :

and Ccmments '

Title of Record - Form No. (if eny)

TRAVELING EXPENSE REPORTS' (FORMS ADS-1h AND KP-300)

These reports show a detailed breakdown of all traveling expenses.
Approval signatures, account distribution net amount payable, zudit
nunber, etc. are shown.

Retention Schedule
. ‘ Sub-
Distribution of Coples : Office|Basement! Boyers| Total
l. . .
Original filed in accounting records 1l Y¥r. 1l Yr. 5 ¥rs.| 7 Yrs.
2. .
. No copies
3 .
L,
5.
6‘
T.
8.
9.
lo.
Disaster Plan Company Security .
Classification Classification Destruction Disposition
[x] Archive " [X] Non-Classified . IX] waste peper
[l Security 71 cConfidential . 1 Incinerate
. : QOther
[7] Engineering Dwg. [] Secret [N (Eolain)
‘Approved By: g Adopted By:
"Manager, Finance Dept. J.M. Veeder Records Retention Committee
Treasurer E.B. Shuck
) ) D.B. Campbell Jan. 2, 1959
Company Secretery E.S. Ruffin,dr. [ Secretary Date

RETENTION PERIODS ARE [N ADDITIUN TO, AND DO NOT INCLUDE CURRENT YEAR'S RECORDS. FOR EXAMPLE, 1958 RECORDS
HAVING A RETENTION PERIOD OF 5 YEARS SHALL BE DESTROYED AT THE CLOSE OF 1963.




© K~B4M

KOPPFERS -COMPANY, INC.

RECORDS RETENTION POLICY

ACCOUNTS PAYABIE

yo. 3%
Type of Record Requirements
FINANCIAL - ACCOUNTING Govit. Legal

end Ccroments

Title of Record - Form No. (if eny)

attached to original

-

Auvdit sticksr shows

CASE STATEMENTS - FORM ADS-10 (Petty Cash Reports) (Form ADS-37 Audit Sticker

his is a record of all cash disbursed by plants or local offices, either by
check or cash, with supporting details attached.
approval sigpnatures, net amount payable, audit number, ete.

Retention Schedule
’ Sub-
Distribution of Coples OfficelBasement| Boyers| Total
l. . .
Original filed in accounting records 1 ¥Yr. lY¥r.| S5 ¥Yrs.|l 7 Yrs
2. '
Duplicate filed at plants or local offices ¥ 1 Yr. - - 1 Yr.
3. . -
Triplicate attached to bank reconciliation 1l1¥r. - - 1 ¥Yr.,
L,
5'
6'
7.
8.
9. . i
10.
¥E 2 C field office copies destroyed upon complbtion of] job.
Disaster Plan Company Security
Classificetlon Classificetion Destruction Disvosition
[X] Archive ' [X] Non-Classified [X] Waste Paper
1 security [] confidentisl [1 _Inciperate
, . Other
[ | Engineering Dwg. [l Secret {1 (Explain)

~ Approved By:
‘Menager, Finance Dept.

Treasurer

Company Secrétary

J.M. Veeder

E.B. Shuck

E.S. Ruffin,dJr.

Adopted By:

Records Retention Cormittee

D.B. Campbell.

Jan. 2, 1959

Secretary

Date

RETENTION PERIODS ARE [N ADDITION TO, AND DO NOT INCLUDE CURRENT YEAR'S RECORDS.

HAVING A RETENTION PERIOD OF 5 YEARS SHALL 8E DESTROYED AT THE CLOSE OF 1963.

»
-

MY

FOR EXAMPLE, 1958 RECORDS




K-B4M

KOPFERS COMFANY, INC.

RECCRDS RETENTION POLICY

N—OQ 35
Type of Record _ . Requirerents
FINANCIAL - ACCOUWTING Gov't. | Tecal
ACCOUNIS PAYABIE

Title of Record - Form No.
and Comments

(if any)

ACCOUNTS PAYABIE VOUCHER CHECKS

Checks are izsued in payment- of various materials or services.
remittance shows audit nc., invoice no. or date, discocunt and net amouncz.

The detail ¢f

Retention Schedule

‘Approved By:
"Manager, Finance Dept.
Treasurer

Company Secretery

I

E.B. Shuck

Adopted By:

D.B. Campbell

'Distribution of Coples Office Baizz;nt Boyers| Total
o Original canéelled check filed in zccounting
2 records 1Y¥r. - 6 Yrs.l 7 Yrs.
3 Duplicate filed. .in accounting records 1 Yr. ~ 6 Yrs.| 7 Yrs
b Triplicate Procurement Depariment copy 1 Yr. - ‘u vy,
5.
6.
7.
8.
g. )
10.
Disester Plan Company Security .
Classificatlon Classificetion Destruction Disposition
' Fxl Archive " [x] ‘Non-Classified [¥] Waste paper
1 sSecurity [[1 confidential [ Incinerate
' ’ Other
[l Engineering Dwg. [l secret [ (Explain)

Records Retention Committee

Jan. 2. 1959

E.S. Ruffin,Jr.

Secretary

Date

RETENTION PERIODS ARE IN ADDITION TO, AND DO NOT INGLUDE CURRENT YEAR'S RECORDS.
HAVING A RETENTION PERIOD OF 5 YEARS SHALL 8E DESTROYED AT THE CLOSE OF 1963.

FOR EXAMPLE, 1958 RECORDS

‘-
-

‘v




© K-B4M

" KOPPERS - COMPANY, INC.
RECORDS RETENTION POLICY

No. 36
Type of Record . Reguirements |
FINANCIAL ~ ACCOUNTING Govit. eoal
ACCOUNTS PAYABLE .
Title of Record - Form No. (if eny)
and Comments :
PROCUREMENT DRAFTS ~ FORM WPC-6 WOOD PRESERVING DIVISION
Drafts are issued by buyers in payment of forest products or services.
Name of payees, quentity and type of material or service, unit price,
amount paid, etc. are shown on draft.
' - _Retention Schedule
' Sub-
Distribution of Copiles Office|Basement| Boyers| Total
= riginal cancelled draft filed in accounting
2. .
records 1 XYr. 1Y¥r.| 5 ¥Yrs. 7 Yrs.
Duplicate filed.in accounting records 1 ¥Yr. 2 Yre. - 3 ¥rs.
L, -
Local Procurement office copy 2 Yrs. T - 2 Y¥rs.
?* Buyers' copy 1 Yr. - I R
6. '
T
8.
9.
10.
Disaster Plan Company Security .
Classification Classification Destruction Disvosition
fx] Archive " [X] Non-Classified . [X] waste paper
7] Security [71 confidentiel [l Incinerate
. : Other
] Engineering Dwg. 7] secret [l (Fcplain)

Approved By:
"Manager, Finance Dept.

Treasurer

Company Secrétary

J.M. Veeder

E.B. Shuck

D.B. Campbell

Adopted By:

Records Retention Committee

Jan. 2, 1959

E.S5. Ruffin.Jr.

Secretary

Date

RETENTION PERIODS ARE IN ADDITION TO, AND DO NOT INCLUDE CURRENT YEAR'S RECORDS,

FOR EXAMPLE, 1958 RECORDS

HAVING A RETENT!ON PER{OD OF 5 YEARS.SHALL BE DESTROYED AT THE CLOSE OF 1963.

-
-

[y
s




K-BAM

" KOPPERS -COMPANY, INC.
'RECCRDS RETENTION POLICY

No. 37
Type of Record  pruawcTAT, - ACCOUNTING Reguirements
ACCOUNTS PAYABLE Gov't. | Legal
Title of Record - Form No. (if any) )
and. Comments CASHE VOUCHERS - FORM ADS-4 - (Pittsburgh Office Only)

Properly approved cash vouchers are the support for disbursements made by the
cashier covering supper money, miscellaneous minor purchases, etc.

Retention Schedule
) 4 Sub-.
Distribution of Copies Office|Baserent| Bovers| Total
L. . .
Original filed in Treasurexr's Office 1l Yr. 1¥r, {5 Yrs. | 7 ¥rs.
2. )
3.
L,
5.
6.
T.
8.
9.
10.
Disaster Plan Company Securilty .
Clessification ' Classification Destruction Disvosition
[x] Archive B [x] Non-classified . x| Waste Ppaper
1 security [l confidential [ 1 Incinerate
. . _ : QOther
] Engineering Dvg. [l Secret (1 (Explain)
Approved By: ‘ ) Adopted By:
‘Meneger, Finance Dept. 9+ Veeder Records Retention Committee
X . "D.B. Campbell Jan. 2, 1959
Company Secretary E.S. Ruffin,Jr. - Secretary Date

RETENTION PERIODS ARE IN ADDITION TO, AND DO NOT INCLUDE CURRENT YEAR'S RECORDS.
HAVING A RETENTION PERIOD OF 5§ YEARS SHALL 8E DESTROYED AT THE CLOSE OF 1963.

FOR EXAMPLE, 1958 RECORDS

-
-

v




" K-BAM

KOPFERS COMPANY, INC.
RECCRDS RETENTION POLICY

No, 38
Type of Record  pINANCIAL - ACCOUNTING Requirerents_
: ACCOUNTS PAYABLE ' Govit. | Legel

Title of Record - Form No. (if any)
and Comments ACCOUNTS PAYARIE INVOICE REGISTER

This is a monthly detail listing.of vendors' invoices recorded showing audit
number, vendor, account distribution and amount payable.

Retention Schedule
P Sub- .
Distribution of Copies ' Office|Basement! Boyers| Total
1. . . .
Filed in Accounting Records 1Yr. | 1 Yr. |Perpeneit
2.
3.
L,
5.
60
7.
8.
9.
10.
Disaster Plan Company Security ;
Classification ) Classification Destruction Disposition
[_5(_{ Archive m Non~Classified - m Waste Paper
] security 1 confidentisl [Tl Incinerate
. : Other
[l Engineering Dwg. [T secret ‘ [ (Explain)
‘Approved By: ‘ : Adopted By:
'Manager, Finance Dept. J-M. Veeder Records Retention Committee
Treasurer E.B. Shuck
.' D.B. Canpbell Jan. 2, 1959
Company Secretary E.S. Ruffin,Jr. | Secretary Date

RETENTION PERIODS ARE IN ADDITION TO, AND DO NOT INCLUDE CURRENT YEAR'S RECORDS, FOR EXAMPLE, 1958 RECORDS
HAVING A RETENTION PERIOD OF § YEARS SHALL BE DESTROYED AT THE CLOSE OF 1963.




K-BAM

KOPPERS COMPANY, INC.
RECCRDS RETENTION POLICY

No, 39
| Type of Record  prysNGTAT - ACCOUNTING SRediLIEnYS
ACCOUNTS PAYABLE = —= ==
Title of Record - Form No. (if any) _
and Comments ACCOUNTS PAYABLE CHECK REGISTER - FORM AD-131 OR OTHER FOIME
This is a2 monthly record of .all checks issued showing check number, date
and eamount.
Retention Schedulce
. 3 i .. . ' Sub— ' )
Distribution of Coples Office|Basement!| Bovers| fTotal
1o Piled in accounting records ‘ i 1¥r. | 1Yr. Permadent
2.
3.
L,
5.
6.
7.
8.
9l
10.
Disaster Plan Company Security .
Classificetion Classification Destruction Disnosition
m Archive ' IX[ Non-Classified . X E;Ia.ste Paper
Il Security ] Confidential 1 Incinerate
L . . Other
[l Engineering Dwg. 7] secret - [ (Explain)
‘Approved By: : Adopted By:
‘Manager, Finance Dept. J:M. Veeder Records Retention Committee
Treasurer E.B. Shuck
_ D.B. Campbell Jan. 2, 1959
Company Secretary E.S. Ruffin,dr. | - Secretary Date

RETENTION PERIODS ARE [N ADDITION TO, AND DO NOT INCLUDE CURRENT YEAR'S RECORDS.

HAVING A RETENTION PERIOD OF 5 YEARS SHALL BE ‘DESTROYED AT THE CLOSE OF 1963.

‘e

FOR EXAMPLE, 1958 RECORDS




K-84H

KOPFERS - COMPANY, INC.

RECCRDS RETENTION POLICY

NO. Lo

Type of Record FINANCIAL - ACCOUNTIIG
ACCOUNTS PAYARLE

Requirements

Gov't., | Lemai
: |

Title of Record - Form No. (if any)

and. Comments FREIGHT CHECKS AND FREIGET STATEMENTS

transportation charges apply.

Freight checks are issued in payment of all transporiation charges. The freight
statement shows the freight bill .date and number; pro number, car number and
other data which identifies the inbound or outbound shipment to which the

‘ Retention Schedule
: T Sub~
Distribution of Copies OfficelBasement| Boyers| Total
] . . . ord.
. Original cancelled check filed in accountlngcrg/s 1 ¥r. 17Yr. Permanent
2. )
. Traffic & Transportation Department copy with
3- freight bills attached 1 ¥r. 1 Y¥r. {5 Yrs. | T ¥Yrs.
h. :
Copy .filed at plants or local offices 1l Yxr, 1 Y¥r
5.
6.
T.
8.
9‘
10.
Disaster Plan Company Security
Classification Classification Destruction Disposition
ﬁﬂ Archive [X] Non-Classified . [X] waste Paper
lrj Security [Tl confidential 4[] Tncinerate
. . ) Other
[l Engineering Dwg. [Tl secret [l (Explein)

‘Approved By: -

'Manager, Finance Dept. J.M. Veeder

Treasurer E.B. Shuck

Company Secrétary E.S. Ruffin,Jr.

Adopted By:

Records Retention Committee

D.B. Campbell

Jan. 2, 1959

Secretary

Date

RETENTION PERIODS ARE IN ADDITION TO, AND DO NOT INGLUDE ‘CURRENT YEAR'S RECORDS.

HAVING A RETENTION PERIOD OF 5 YEARS SHALL BE DESTROYED AT THE CLOSE OF 1963.

FOR EXAMPLE, 1958 RECORDS

3




K-B4M

KOPPERS COMPANY, INC.
RECCRDS RETENTTON POLICY

o, 1
Type of Record  pINANCIAL - ACCOUNTING Requirements
GENERAL Gov't. | Legzal

Title of Record - Form No. (if any)
end Comments DETAIL COST LEDGERS

the requirements.

depariment, contract, mdse. order or

Cocst ledgers are detailed by general ledger account, Tyve of expense, location
(=] 2 - » "~ b, 2
in any menner which is appropriate for

Distribution of Coples

Retention Schedule

Sub-
Office|Basementi Boyers Total

Tiled in accounting records

2 Yrs. Perranent

¥E & C Contract Cost Ledgers are retained for 7 years

after cEmpletion of contracis

Disaster Plan
Classification

Company Security
Classification

Destruction Disposition

FX[ Archive

"[ 1 Non-Classified

r7 Viaste Paper

[ l Security

[X] Cconfidential

ﬁﬂ Incinerate

Other

FW. Engineering Dwg. [l secret [X] (Explain)or Shred
Approved By: ‘ ; Adopted By:
‘Manager, Fipance Dept. dJ.M. Veeler Records Retention Cormdittee
Treasurer E.B. Shuck
. D.B. Campbell Jan. 2, 195G
Company Secretary E.S. Ruffin,Jr. Secretary Date

RETENTION PERIODS ARE iN ADDITION TG, AND DO NOT INCLUDE CURRENT YEAR'S RECORDS, FOR EXAMPLE, 1958 RECORDS
HAVING A RETENTION PERIOD OF 5 YEARS SHALL BE DESTROYED AT THE CLOSE OF 1963.




K-84M

KOPPERS ' COMPANY, INC.
RECCRDS RETENTION POLICY

yo. ke
Type of Record Requiremrents
FINANCIAT - ACCOUNTING Gov't. | Lezal
INVENTORIES .

and Ccmoments

Title of Record - Form No. (if any)
WAREHQUSE INVENTORY RECORDS

The following tabulating listings are included:
Cost of Sales Listing
Activity Listing

Inventory Iisting

Inventory Transfer Listing

Summary of Inventory by Product

‘Approved By:
‘Manager, Finance Dept.
Treesurer

Company Secrétary

Adopted By:

J.M. Veeder -

E.B. Shuck

Retention Schedule
. .'- . . - Sub—‘
Distribution of Copies 0fficelBasement! Boyers| Total
Y+ Filed in accounting records 1Yr. Permatent
2.
3.
L,
5'
6.
T.
8.
9'
10.
Disaster Plan Company Security .
Clessification Classification Destruction Dispvosition
ﬁa Archive ﬁﬂ Non-Classified - ﬁﬂf Waste Paper
rj Security [1 confidential [l Incinerate
. Other
[] Engineering Dwg. [7] secret [l (Explain)

Records Retention Committee

E.S. Ruffin,dJr.

D.B. Campbell Jan. 2, 1959
Secretary Date

RETENTION PERIODS ARE |N ADDITION TO, AND DO NOT INCLUDE CURRENT YEAR'S RECORDS,
HAVING A RETENTION PERIOD OF § YEARS SHALL BE DESTROYED AT THE CLOSE OF j963.

FOR EXAMPLE, 1958 RECORDS




© K-B4M

KOPPERS COMPANY, INC.
RECCRDS RETENTION POLICY

No. 3
Type of Record “TNANCTAL = ACCOUNTTNG Ggiszlremfz?al
GENERAL R
Title of Record - Form No. (if any)
and Comments
BAIANGE SHEET BOOKS (CONSOLIDATED)
Retention Scheduile
R e Sub-~
Distribution of Copies Office|Basement| Bovers| Total
1. : . 5
Sent to Boyers Storage Center menthly - - Permaneﬁt
20 . a .
. Filed in Treasury & Accounting Secticn ¥ 3 ¥rs. - - 3 ¥Yrs.
3',Other Copies 1 Mo. - - 1 Mo.
L,
5. .
6.
7.
8.
90.
10.
*Complete £ile maintaired for 3 Yrs. afisr which
the Decewter books. zre filed psrmanently

Disaster Plan

Company Security

Destruction Disposition

Classification Classification
] Archive " [] Non-Classified '] waste Paver
[X]  security [X] confidential [X] Incinerate
. Other
[l Engineering Dwg. [l secret [¥] (Explain) or Shred

Approved BYy:
"Manager, Finance Dept.
Treasurer

Company secrétary'

Adopted By:

JoM. Veedex

E.B. Shuck

D.B. Campbell

. Records Retention Committese

Ja‘n"’ 3]—. 1959

E,.S. Ruffin,Jr.

Secretary

Date

RETENTION PERIODS ARE IN ADDITION TO, AND DO NOT INCLUDE CURRENT YEAR'S RECORDS.

HAVING A RETENTION PERIOD OF 5 YEARS SHALL BE DESTROYED AT THE CLOSE OF 1963.

FOR EXAMPLE, 1958 RECORDS




K-B4M

" KOPPERS - COMPANY, INC.
RECCRDS RETENTION POLICY

No. 4k
Type of Record  pryancrAL - ACCOUNTING eciironeniy
SALES AND ACCOUNTS RECEIVABLE ov >. ) Legal
|
Title of Record - Form No. (if any)
end Comments
SAIES INVOICES
Szles invoices are issued to custamers for ma.’cer:.a.ls shipped or
‘services rendered.
Retention Schedule
Sub- .
DlStribu°1°n of Coples Office|Basement| Boyers! Total
1. Tabwlating or distribution copy nunerically filed.
in accounting records 1Y¥r.} 1Yr. 5 ¥rs.| 7 Yrs.
2, Accounts receivable copy a.lphabetlca.lly filed in
accounting records 1l Mo. 1 M¥o.
_ 3- Copy filed in originating office 2 Yrs. 2 Yrs.
L,
5, Traffic & Trensportation Dept. Copy (Wood Preserv-
ing Division only) with Bills of Lading and ’
6. fLreight bills attached 3 Yrs. 3 Yrs.
T.
8. . .
Other Copies 1 Yr. 1Xr.
9. '
10.
. Disaster Plan Company Security .
" Classification Classification Destruction Disposition
[Xx] Archive [X] Non-Classified [x] waste Paper
F"] Security [l confidential [l Incinerate
Other
r_] Englneering Dvg. [Tl secret [ (Explain)
‘Approved By: Adopted By:
'Manager, Finance Dept. J.M. Veeder Records Retention Committee
Treaswrer E.B. Shuck
. _ D.B. Campbell Jan. 31, 1959
Company Secretary E.S. Ruffin,Jr. Secretary Date

RETENTION PERIQDS ARE N ADDITION TG, AND DO NOT [NCLUDE CURRENT YEAR'S RECORDS,
HAVING A RETENTION PERIOD OF 5 YEARS SHALL 8E DESTROYED AT THE CLOSE OF 1963,

‘v

FOR EXAMPLE, 1958 RECORDS




K-B4M

KOPPERS - COMPANY, INC.
RECCRDS RETENTION POLICY

NO._ %5
Type of Record FINANCIAL - ACCOUNTING Requirements
Gov't. | Lemal
INVENTORIES -
Title of Record - Form No. (if any)
and Ccmments
REPORTS OF PHYSICAL INVENTORIES
This is a detail - listing of physical inventory quantities for all
.ccumodities.
Retention Schedule
‘ e . Sub- . .
Distribution of Coples OfficelBasement!| Boyers| Total
1. - .
Original filed in accounting records * 3 Yrs. - - 3 Yrs.
2. -
. Plant Copy 1l Yr. - - 1 Yr.
3.
1+O
5.
6.
7.
8l
90
10.
¥The Tar Products Division tabuwlating summary which|is prodpced from|cards
vpunched from the plant reports will be filed permanently.

Disaster Plan

Company Security

Destruction Disposition

Approved By:
‘Manager, Finance Dept.
Treasurer

Company Secrétary

] ! Secret

Adopted By:
J.M. Veeder

E.B. Shuc'k

D.B. Campbell

Classification Classification
[x] Archive " [X] Non-Classified . [X] waste Paper
. 1 security [l confidential 7] Incinerate
. . Other
[ ] Engineering Dwg. [ (Explain)

Records Retention Committee

Jan. 31, 1959

E.S. Ruffin,Jxr.

Secretary

Date

RETENTION PERIODS ARE IN ADDITION TO, AND DO NOT INCLUDE CURRENT YEAR'S RECORDS,
HAVING A RETENTION PERIOD OF 5 YEARS SHALL BE DESTROYED AT THE CLOSE OF 1963,

FOR EXAMPLE, 1958 RECORDS

~
Yy




K-B4M

KOPPERS COMPANY, INC.
'RECORDS RETENTION POLICY

NO. 46
Type of Record  pryaNCIAL, - ACCOUNTING Requirements
INVENTORIES Gov't. ' Legal
Title of Record - Form No. (if any)
and Comments
STORERCOM DISBURSEMENT COST ACCRUAL RECORDS
. Mznually or mechanically posted -records of storerocm distribution accrual,
.the totals of which are later recorded in the cost records.
Retention Schedule
e o Sub- .
Distribution of Copies Office|Basement| Boyers| Total
" Original filed in accounting office 3 Yrs.| - - 3 Yrs.
2. )
3.
LL'
5.
6.
7.
'8.
9.
10.

Disaster Plan

Company Security

Destruction Disposition

"Manager, Finance Dept.
Treasurer

Conmpany $ecrétary'

J.M. Veeder

E.B. Shuck

D.B. Campbell

Classification Classification
[x] Archive " [X] Non-Classified . IX] weaste paper
7] Security [l Confidential [1 Incinerate
. . ) Other
Il Engineering Dwg. [Tl Secret [1 (Explain)
‘Approved By: : Adopted By:

Records Retentlion Committee

Jan. 31, 1959

E.S. Ruffin,Jr.

Secretary

Date

RETENTION PERIODS ARE iN ADDITION TO, AND DO NOT INCLUDE CURRENT YEAR'S RECORDS,
HAVING A RETENTION PERIOD OF 5 YEARS SHALL BE DESTROYED AT THE CLOSE OF 1963..

FOR EXAMPLE, 1958 RECORDS




* K-B4M

KOPFERS COMPANY, INC.
RECORDS RETENTION POLICY

"Manager, Finance Dept.

Treasurer

Company secrgtary'

J.M. Veeder

E.B. Shuck

D.B. Campbell

No. 47
Type of Record  pryaNCTAL - ACCOUNTING Requirerents
| INVENTORIES Gov't. | Legel
Title of Record - Form No. (if any)
and Comments
STORERCCOM DISBURSEMENT USAGE ACCRUAL RECORDS - PIANT
Manually or mechanically posted.records of storerocm usage accrual, the
totals of which are later recorded in the inventory ledger.
Retention Schedule
. e -
Distribution of Copies Office!Basement| Boyers| Total
L Original filed in accounting records 3 Yrs. - - 3 Yrs.
2.
3.
L,
51
6.
T
8.
9.
10.
Disaster Plan Company Security .
Classification Classification Destruction Disposition
Ea Archive ]El Non~-Classified , ﬁq Waste Paper
71 security 1 confidential [l 1Incinerate
. . ‘Other
[l Engineering Dwg. [} secret {1 (Explain)
‘Approved By: ) Adopted By:

Records Retentioﬁ Committee

Jan. 31, 1959

E.S. Ruffin,dxr.

Secretary

Date

RETENTION PERIODS ARE IN ADDITION TO, AND DO.NOT INCLUDE CURRENT YEAR'S RECORDS.
FAVING A RETENTION PERIOD OF 5 YEARS SHALL 8E DESTROYED AT THE CLOSE OF 1963.

FOR EXAMPLE, 1958 RECORDS




- K-B4AM

" KOPPERS COMPANY, INC.
RECORDS RETENTION POLICY

‘Approved By:
‘Manager, Finance Dept.
Treasurer

Company Secre'tary'

Adopted By:

J.M. Veeder

E.B. Shuck

D.B. Campbell

No. 48
e of Record Requirement
Iyp FINANCIAL - ACCOUNTING Gov? 2 emz" s
PAYROLL : ez
Title of Record - Form No. (if any)
and Comments
IABOR DISTRIBUTION ACCRUAL RECORDS
Manually or mechanically posted .records of labor distribution accruals
.the totals of which are later recorded in the cost records.
Retention Schedule
) o o Sub- |
Distribution of Copies OfficelBasement| Boyers| Total
l. . .
Original filed in accounting office 1lY¥r. - " Perpenent
2.
3.
LF.
5.
6.
7.
8.
9.
10.
Disaster Plan Company Security .
Classification Classification Destruction Dispositlion
Ix] Archive " [x] Non-Classified . [x] weste Paper
FT Security r1 Confidential [l Incinerate
' . Other
[l Engineering Dwg. [7] secret [1 (Fxplain)

Records Retention Committee

Jan. 31, 1959

E.S. Ruffin,Jr.

Secretary

Date

RETENTION PERIODS ARE [N ADDITION TO, AND DO NOT INCLUDE CURRENT YEAR*S RECORDS.
HAVING A RETENTION PERIOD OF 5 YEARS SHALL BE DESTROYED AT THE CLOSE OF 1963.

FOR EXAMPLE, 1958 RECORDS

ty




KOPFERS COMPANY, INC.
- RECORDS RETENTION POLICY

K-84M

‘Approved BY:
‘Manager, Finance Dept.
Treasurer

Company Secrétary'

Adopted By:

J.M. Veeder

E.B. Shuck

‘Records Retention Committee

D.B. Campbell

NO. k9
Type of Record FINANCIAL - ACCOUNTING Requirements
PAYROLLS Gov't. | Legal
Titls of Record - Form No. (if any)
and Comments
PAYROLL SHEETS
Iisting of employees earnings, deductions and net pay by pay pericd
showing date paid, check numbers, etc.
Retention Schedule
L Sub~
Distribution of Copies Officel|Baserent| Boyers! Total
L Original filed at plants or other offices 7 Yrs. - - 7 Yrs.
2. .
. All other copies 2 ¥rs. - - 2 Yrs.
3.
L,
5'
6.
7.
8.
9'
10,
- Disaster Plan Company Security -
Classificetion Clessification Destruction Disposition
X1 Archive [T Non-Classified . Il vaste paper
1 security [X] Confidentiel [Xl TIncinerate
. . Other
r_l Engineering Dwg. [l Secret [l (Explain)

Jan” 31 L) 1959

E.S. Ruffin,Jr.

Secretary

Date

RETENTION PERIODS ARE IN ADDITION TO, ANO DO NOT INGLUDE CURRENT YEAR'S RECORDS.
HAVING A RETENTION PERIOD OF 5 YEARS SHALL BE DESTROYED AT THE CLOSE OF 1963.

FOR EXAMPLE, 1958 RECORDS




- K-84M

KOPFERS 'COMPANY, INC.
'RECORDS RETENTION POLICY

N0._50
Type of ReCOI‘d FINANCIAL - ACCOUNTING Recuirements
Govit. | Tegal
PAYROLIS
Title of Record - Form No. (if any)
and Ccmments :
PITTSBURGE PAID PAYROLL SHEETS ~ FORM AD-52
Form AD=52 is a complete record.of all employees paid by the
Pittsburgh Payroll Branch showing date paid, check number, earnings,
deductions, net pay, etc.
Retention Schedule
T o . Sub= .
Distribution of Copies Office!Basement| Bovers| Total
1. Original filed in Pittsburgh Payroll Branch L Yrs.| 3 Yrs. - 7 ¥rs.
2, Duplicate -~ 2nd half payroll sent to Boyers
. storage center on or about the 15th of each month.
3. When previous payroll is returned, it is
immediately destroyed. 'l Mo. | 1 Mo.
L,
5.
6.
7.
8'
9.
10.
Disaster Plan Company Security .
Clessification Classification Destruction Disvosition
[X] Archive "[7] Non-Classified . [l waste Paper
1 Security X1 confidential [X] Incinerate
' Other
[l Engineering Dwg. [l secret [ (Explain)

Approved By:
'Manager, Finance Dept.
Treasurer

Company secrétary'

" E.S. Ruffin,Jr.

Adopted By:

JM. Veeder

E.B. Shuck

D.B. Campbell

Records Retention Committee

Jan. 31, 1959

Secretary

Date

RETENTION PERIDDS ARE IN ADDITION TO, AND DO NOT INCLUDE CURRENT YEAR*S RECORDS,
HAVING A RETENTION PERIOD OF 5 YEARS SHALL BE DESTROYED AT THE CLOSE OF 1963,

FOR EXAMPLE, 1958 RECORDS




© K-BAM

" KOPPERS -COMPANY, INC.
'RECORDS RETENTION POLICY

‘Approved By:
‘Menager, Finance Dept.

Treasurer

Company Secre’tary'

Adopted By:

J.M. Veeder

E.B. Shuck

D.B. Campbell

¥o. 51
d uirements
Type of Record  oriANCIAL - ACCOUNTING Req s
Gov't. Legal
PAYROLIS -
Title of Record - Form No. (if eny)
end Comments
EMPLOYEES' EARNINGS RECORDS )
Ccmplete record of eacnh employee's earnings, deductions and net pay.
Retention Schedule
. . .. .. - Sub_
Distribution of Copies OfficelBasement! Boyers! Total
1. . .
Locally paid salaried employees 10 Yrs - - 10 Yrs.
2.
. Locally paid hourly employees 10 Yrs - - 10 Yrs.
3. Pittsburgh paid employees (salaried & hourly) 5 ¥rs - 5 ¥rs.|10 ¥Yrs.
h.
5.
6.
T.
8. .
9.
10.
Disaster Plan Company S'ecurity ) .
Classification Classification Destruction Disposition
IX] Archive "1 Non-Classified . 1 waste paper
]"—} Security F}EL Confidential ]Xl Incinerate
. Other
["] Engineering Dwg. [l secret {1 (Explain)

Records Retention Committee

Jan. 31, 1959

E.S. Ruffin,Jr.

Secretary

Date

RETENTION PERIODS ARE IN ADDITION TO, AND DO NOT INCLUDE CURRENT YEAR'S RECORDS.
HAVING A RETENTION PERIOD OF 5 YEARS SHALL BE DESTROYED AT THE CLOSE OF 1963.

FOR EXAMPLE, 1958 RECORDS




