User Guide for FERC Submissions - March 3, 2008

Introduction

These instructions apply to filings made with the Commission using any
media (eFiling, CD/DVD, paper, and other media formats). They are intended to
instruct new filers and provide a reference to frequent filers.

We hope these instructions are comprehensive and clear; however, contact
FERC Online support via email at FERCOnlineSupport@ferc.gov or via phone at
1-866-208-3676 with questions.

We currently accept filings through the following channels: 1) eFiled at the
Commission website; 2) eFiled using eForms software provided by the
Commission, or 3) filed on paper or on CD/DVD at FERC Headquarters, or with
one of the FERC Regional Offices (for filings related to Hydropower safety and
inspections).

Beginning in March 2008 almost all types of filings with the primary
exception of tariffs and tariff-related filings can be securely eFiled via the
Commission website. We recommend the use of this service since it allows FERC
to process and post filings faster and more efficiently, saves paper and
mailing/delivery costs, and is gentler on the environment. For the filings that
cannot be eFiled using the Commission website we recommend filing on
CD/DVD media to reduce the number of paper copies that must be submitted.

Failure to follow these instructions could either cause the Secretary to reject
your filing or the Commission to experience delays reviewing your filing. Itis
your responsibility to file correctly.

When making any filing other than a comment on a FERC proceeding or
rulemaking, you should be familiar with FERC regulations in Title 18 of the Code
of Federal Regulations (18 C.F.R Parts 1-399). Part 385 contains the agency’s
procedural rules, but there are specific requirements in other parts of Title 18 for
filings in the Electric, Natural Gas Pipeline, Oil Pipeline, and Hydropower
program areas. The Commission’s Regulations, updated to reflect all Final Rules
published in the Federal Register, are available online in Title 18 of the Code of
Federal Regulations (18 C.F.R.).
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General Formatting Instructions Pertaining to both Electronic and Paper
Documents

Documents submitted through any channel or on any media should be
legible since they are part of the public record, are used by many different
stakeholders, and are often retained for several years or even permanently.

Filings must be organized by security designation (Public, Privileged,
Critical Energy Infrastructure Information (CEII), and Protected). Material
subject to a Protective Order or for which Protected treatment is requested may not
be efiled at this time. Such material must be filed of paper and CD/DVD. The
burden is on the filer to appropriately and clearly label and organize filings by
security designation. The procedures for filings information under Privileged and
CEII security designations is posted on our website.

FERC Filing Requirements Table

Certain filing requirements have specific statutory or regulatory formatting
and other instructions. The FERC Filing Guide/Qualified Documents List <link>
has up-to-date, requirement-specific filing guidelines. By filing requirement, it
identifies:

1. the applicable FERC regulation and statute/section or order for the

requirement;

2. eligibility for electronic submission via eFiling, eForms, or the Electric
Quarterly Reports (EQR) systems; documents not eligible for electronic
submission may be filed on paper (see Reference Guide for copies) or on
CD/DVD (see Submission Guidelines for CD/DVD).
links to requirement-specific instructions;
the appropriate efiling menu choice for the filing;
the number of staff courtesy paper copies requested for certain eFiled
submissions; and
6. the filing fee, if applicable.
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General Instructions Pertaining to Electronic Documents (eFiled or
submitted on CD/DVD)

Each submission must have at least one Public file that describes the nature
of the filing. For submissions containing many files, a transmittal letter must be
included that describes the organization of the files and their security designations.
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We can only accept certain electronic file types since we need to make
submitted files available for both staff and public use and we need to maintain the
ability to view those files for several years or, in some cases, permanently (See
acceptable file formats posted on our website).

File formats that are not permitted include executable (.exe) files, auto-run
files, and any viewer software (such as the Adobe Acrobat viewer). Certain file
types must be accompanied by a detailed description of the content of the file and
instructions for the public on how to obtain resources to view it. Certain other file
types must be accompanied by a written transcript and a detailed description of the
content of the file. Zipped (.zip, compressed) electronic files are permitted but
cannot contain other embedded .zip files.

Each submitted electronic file must be 50Mb or smaller since we must
make it available for viewing and downloading to a variety of stakeholders. We
prefer files 10Mb or smaller for the same reason. We encourage you to organize
your filing using multiple electronic files and space-efficient content formatting
and file types to meet the 10Mb preference whenever possible.

Electronic file names must be 60 characters or less (including the period,
spaces, and special characters) and must contain only one period immediately
before the file format suffix (e.g., .pdf, .doc, .jpg). For filings containing
Privileged or CEIl material we recommend using either PRIV or CEIl for the first
four characters of the file name to reduce human error when you are uploading
files during eFiling or writing your files to a CD/DVD.

Material that is subject to a Protective Order, or for which a Protective
Order is requested, may not be eFiled but may be submitted on paper and
CD/DVD.

Use common best-practices to improve the usability of the documents you
submit:

e Files should be saved and filed using the electronic file type commonly
used by the authoring software used to compose them (e.g. .doc for MS
Word or .xls for MS Excel) as long as it is one of our accepted
electronic file types;

e |f the document has a table of contents, use internal document
hyperlinks or bookmarks;

e Portable Document Format (PDF) documents should be text searchable.
Scanned text and graphic PDF documents should be used only for
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documents that do not exist in an electronic format, such as copies of
old documents. If you are converting AutoCAD or Visio files to PDF
you should use options that preserve layers and layouts;

e Files must not be password protected at any level (document,
worksheet, table, graphic, cell, etc.); they may be made read-only but
must not be copy protected,

e Do not include external hyperlinks or hidden data;
e Do not encrypt files;
e Use page headers and footers as appropriate.

For security reasons submitted files must not contain viruses; spy ware;
links, calls, macros, or scripts of any type referencing locations external to the
document; or macros or scripts that alter the file in a manner that changes the
content (e.g., auto-date macro) or renders the file unreadable.

Instructions Specific to eFiled Submissions

eFiling:

The eFiling service is hosted on FERC website at
http://www.ferc.gov/docs-filing/efiling.asp.

The eFiling menus provide you with the ability to file comments and
numerous other document types in FERC proceedings using a file attachment
process.

The eFiling File Upload screen provides tabs for uploading files by security
designation (Public, Privileged, and CEIl). eFiling cannot be used to file
Protected material. Two-hundred or fewer files per each security designation can
be uploaded with one eFiling submission.

For application-type filings that will receive a new docket number, the
submitter should query and select the party or parties that will appear on the
service list with an Applicant designation (this does not include the law firm
making a filing on behalf of a client). For Joint Applications, select each party
individually. Party and Contact information will be automatically added to the
service list for the new docket. It is important, therefore to ensure that all contacts
for the Applicant(s) that should appear on the service list be eregistered and added
as contacts during the submission process.
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Staff Courtesy Copies of Certain Document Types

For certain filings (generally those requiring large maps or engineering
drawings), courtesy paper copies must be provided to staff before the close of the
next business day after efiling the material. The efiled material will be considered
the record copy — courtesy copies may not contain more information than is in the
efiled submission. Courtesy copy requirements are noted in the Filing
Guide/Qualified Documents List <link>,

After receiving the emailed Confirmation of Receipt from the eFiling
service, please print that Confirmation of Receipt and include it with the each
courtesy copy. Complete forms of address corresponding to the references in the
Filing Guide/Qualified Documents List for directing copies to the appropriate
program office responsible for reviewing the filing. Send that package to FERC
using courier services or next-day delivery. Please do not send courtesy copy
packages to the Secretary.

Document-less Motions to Intervene (Optional)

You may now intervene in an FERC proceeding by using either a new
Document-less Intervention option or by uploading a document in the traditional
manner. For additional information on intervening in Commission proceedings
refer to How-to-Intervene <link> and the Commission’s regulations in 18 C.F.R. §
385.214.

Quick Comments for P, PF, and CP Dockets

There is a new Quick Comment option for submitting text only comments
in the following project/docket categories:
1. P (Hydropower Licensing);
2. PF (Natural Gas Pipeline Pre-Filing Activity)
3. CP (Natural gas Pipeline Certificate Application Proceedings

Quick Comment is intended primarily for first time or occasional users
impacted by a single Hydropower or Natural Gas Project. An eRegistration
account is NOT required to use Quick Comment. Comments are limited to 6,000
characters of text (there is a counter at the bottom of the screen) and all comments
will be placed in the Public record for the specified proceeding. Persons
submitting comments larger than 6,000 characters, including non-text material or
other files, or submitting any type of non-public material must use the eFiling
system.



eService

Parties to a FERC proceeding must serve copies of their submission on
other parties in the proceeding. You can serve the Public portions of your
submission by forwarding the Acceptance for Filing email from the eFiling service
to the contacts for the other parties. It contains an active link to your filing in
eLibrary. To identify the parties to a proceeding, use the FERC Online Web
Service List.

Instructions Specific to CD/DVD and Other Media Format Submissions

The entire submission, including the cover letter, form of notice (if
applicable), and all maps and drawings, should be included on one or more
CDs/DVDs. All files must be organized by security designation (Public,
Privileged, CEIl, and Protected) on separate CDs/DVDs or paper volumes for each
security designation.

Acceptable media at this time are CD and DVD. Other media (e.g. audio
tapes, video tapes, cassette tapes, zip drives and other external drives, diskettes,
and thumb drives) will not be accepted unless specifically directed by a FERC
regulation or staff data request.

The number of paper copies and CD/DVD sets to be submitted is listed in
Table 1 below. A paper copy of the cover letter should be included with each
paper copy and with each copy of the Public CD/DVD (or first CD/DVD in the set
if non-public).

The cover letter file should be on each CD/DVD (the same cover letter in

the case of submitting multiple CDs/DVDs) and should identify:

e For existing proceedings, the applicable docket and sub-docket
number(s); for new applications, include the docket prefix that will
apply;

e The party or parties making the submission;

e A description of the submission and the information being submitted,
including a list of paper volumes (if applicable) and a list of the
CDs/DVDs, and the security level that applies to each volume or
CD/DVD;

e A statement that the entire submission is contained in the CDs/DVDs;
and

e The name, address, telephone number, and email address of the
person(s) responsible for the submission. The responsible person(s)
should have a validated FERC Online eRegistration account(s);
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e Any other information required to be included.

CDs/DVDs sent via the U.S. Postal Service are frequently damaged or
unreadable. Use of express or courier delivery services to submit CDs/DVDs is
recommended.

Folder, sub-folder and file names should correlate as much as possible to
the logical organization of the document. All large format pages for which the
original is larger than 8.5 x 11 inches (including some maps, drawings, aerial
photography, and items on legal sized paper) should be segregated into separate
folders. The folder name should begin with “LargeFormat” and should contain
only oversized materials. Use folder names (such as VVolume I, Volume |1, Exhibit
A, Exhibit B, LargeFormat, Maps) and file names that are descriptive. The cover
letter and any form of notice (if applicable to the submission) should be in the root
directory.

Each CD/DVD must have an external label that identifies the applicant or
filer, the docket number (and sub-docket, if applicable) or the applicable docket
prefix (for new applications), a brief description of the content of the CD/DVD,
the applicable security classification for the CD/DVD, and the date of submission.
If the submission includes more than 1 original CD/DVD, each original CD/DVD
in the set should be labeled “Original” and numbered (for example, 1 of “x”).

CDs and DVDs that are copies of the original must be labeled “Copy” and
similarly numbered. The four security labels that are available, one of which must
be used, are Public, Privileged, CEIl, Protected.

For each file where the security level is anything other than “Public,” the
appropriate security level must be prominently displayed on the first page of the
file. Files must be organized on separate CDs/DVDs for each different security
designation. FERC is not responsible for detecting and correcting filer errors in
security designations-- it is your responsibility to ensure that all information other
than public information is appropriately designated and that only information other
than public information is included under Privileged, CEIl, or Protected
designations.

Protected material must be included on a separate CD/DVD with one paper
original and both the paper copy and the media must be submitted under seal.

Table 1: Number of paper and CD/DVD copies to submit (For gas
certificate applications an original and 4 paper copies should be
submitted).



Security Level

Paper Copies

CD/DVD

Total number of original and
copies required by regulation
(For example, if the
Commission’s regulations for
the filing type normally require
an original and eight copies,

on the outside of the
sealed envelope /container

Public Original + 2 copies then a total of nine copies of
both the Public and Non-Internet
Public CD/DVD(s) should be
included).
Include a paper copy of the
cover letter with each copy of
the Public CD/DVD
CEll Original + 2 copies Three copies
Privileged Original Only One copy
O_rlglnal Only (under seal) One copy (included with the
with copy of cover letter .
Protected paper copy in a sealed

envelope/container)

Instructions Specific to eForms and Electric Quarterly Reports (EQR)

Submissions

For information collections that require extensive data entry by regulated
entities, FERC provides downloadable software to facilitate that data entry,
improve the quality of the information collected, and provide entities with a tool to
manage and submit the information. The information collected is stored in
collection-specific central databases and can be downloaded by the public.
Information collections that require a minimal amount of data entry are eFiled as
documents via eFiling—the data for these collections is not stored in central
databases. Detailed information about all information collections is consolidated
in the eForms link on our website.

Instructions Specific to Paper Submissions

Send all paper or non-electronic official communications by mail or

overnight services to:
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Kimberly D. Bose, Secretary

Nathaniel J. Davis, Sr., Deputy Secretary
Federal Energy Regulatory Commission
888 First Street, N.E.

Washington, DC 20426

All communications regarding existing proceedings and cases should be
identified by the name and docket number of the proceeding.

Follow current FERC regulations in 18 C.F.R 1-399,
http://ecfr.gpoaccess.gov/cqi/t/text/text-
idx?&c=ecfr&tpl=/ecfrbrowse/Title18/18tab 02.tpl.

Use FedEx, UPS, DHL or other package express service — or hand deliver
paper filings to FERC. Documents sent through US Postal Service are irradiated,
which destroys media and may render filing unusable, and may be subject to
delivery delays of up to two weeks.

When hand-delivering paper filings you must arrive at FERC before 5PM
Eastern Time. Please be respectful of the support staff receiving your hand-
delivered filings. They will time-stamp additional copies of your submission for
you as a courtesy only if time and workload permit. Support staff will accept
filings that arrive 5PM that are not already prepared for submission, but these
filings .

Separate Public, CEIl and Privileged material into clearly-marked binders
or separate sections. Insert a page in the Public volume/section at each place
where CEIIl or Privileged material has been removed. The page must identify the
volume or section containing the removed material. The first page of each volume
or section (cover sheet) must include information sufficient to identify the filer,
title of the submission, volume number (e.g., Vol. 1 of 4) and a description of the
material contained therein. Stamp or clearly mark all pages that are CEIl with the
applicable designation (refer to the attached table). The cover sheet for each
volume or section also must be stamped or marked accordingly. Submit the
following volumes or separate sections: Public: an original and the required
number of copies per the Filing Requirement; CEII: an original and two copies;
Privileged: an Original only.

Refer to the applicable Commission regulation for the required number of
copies.
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FERC Online eGov Services Provided by FERC

The FERC website, http://www.Ferc.gov, is your one-stop-shop for
receiving information from and about the Commission and providing information
to the Commission. The site is organized for specific categories of FERC
stakeholders and provides timely content and information about FERC events via
a Calendar of Events. A site search and RSS News Feeds are provided to
disseminate FERC news, decisions and events, and popular documents. Also, pre-
defined searches of the FERC eL.ibrary facilitate document retrieval. And the
FERC website hosts the FERC Online eGov services.

eLibrary, http://www.ferc.gov/docs-filing/elibrary.asp, is FERC’s electronic
document management system, providing staff and the public with access to over
three million documents.

eFiling, http://www.ferc.gov/docs-filing/efiling.asp, allows the electronic filing of
documents in agency docketed proceedings.

eRegistration, http://www.ferc.gov/docs-filing/eregistration.asp, provides you with
the ability to obtain credentials to use eFiling and eSubscription.

eSubscription, http://www.ferc.gov/docs-filing/esubscription.asp, allows public
and staff to subscribe to FERC proceedings and to receive email notifications with
links to documents filed by all stakeholders in FERC proceedings and documents
issued by FERC.

eService, http://www.ferc.gov/docs-filing/eservice.asp, provides for the electronic
legal service by the Commission of documents to parties in Commission
proceedings.

eForms, http://www.ferc.gov/docs-filing/eforms.asp, and Electric Quarterly
Reports--EQR, http://www.ferc.gov/docs-filing/egr.asp, provide downloadable
software to use for the filing of certain FERC information collections.
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