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 General Admin Policy# 120  
 
 
SIEC Non-Director Fees and Expenses 
 

I. PURPOSE 
 

A. To assure fair and equitable compensation for attendance of non-director committee 
members and to encourage attendance. 

  
II.   GUIDELINES 

 
A. Non-Director Committee member per diem plus the IRS mileage rate: 
 
1. Includes: 
 Nominating Committee - $65 
 Counting Committee - $180 
 
2. Excludes: 
 Advisory Committee 
 Revolving Loan Fund Committee 
 
B. Expense Reports:   
 
1. Each non-director committee member shall submit an itemized expense report (Attached) to 

include per diem, mileage allowance, and other eligible expenses for each committee 
meeting of cooperative interest before receiving payment thereof. 

 
III.  RESPONSIBILITY 

 
A. Non-director Committee members—It shall be the responsibility of each individual to 

provide an accurate accounting for expenses incurred and to submit timely reports thereof. 
 
B. CEO/Manager—It shall be the responsibility of the CEO/Manager to review the expense 

report submitted by the Non-director Committee member to see that compensation is 
provided as stipulated under the scope of this policy. 

 
 
ATTESTED: _____________________________  DATE: ________________________ 

Board President 
 
Reviewed: July 19, 2012 
 May 27, 2021 
 November 21, 2024 
Revised: September 4, 2018 
 December 15, 2022 
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Attachment 1: 
 
             SOUTHERN IOWA ELECTRIC COOPERATIVE, INC.  

 
                          Counting Committee   
Per Diem    

Date Purpose Place 
Miles 
@ $180 Per Total 

      0.725 Comm. Mtg. Expense 

 Counting Ballots Bloomfield, IA       

            

            

            

            

            

            

            

            

            

            

TOTAL         
      
Name: 
__________________________     
Address: 
______________________________     
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Attachment 2: 
 
             SOUTHERN IOWA ELECTRIC COOPERATIVE, INC.  

 
                          Nominating Committee   
Per Diem    

Date Purpose Place 
Miles 
@ $65 Per Total 

      0.725 Comm. Mtg. Expense 

 
Nominating Candidates 
for Director Bloomfield, IA       

            

            

            

            

            

            

            

            

            

            

TOTAL         
      
Name: 
__________________________     
Address: 
______________________________     
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SUMMARY SCHEDULE INDEX 

 

Corporate Records…Page 6       Retention Period 

Reports to Members/Annual Reports     10 Years 

Minutes of Board Meetings/Membership Meetings   Permanently 

Articles of Incorporation/Bylaws/Amendments     Permanently 

Contracts/Agreements/or Related Documents    10 Years after expiration 

Legal Documents        10 Years  

Business Correspondence       10 Years  

Audit Reports/Related Work Papers     7Years after date of report 

Audit/Form 7        Permanently 

 

Information Technology Management…Page 7   Retention Period 

Automatic Data Processing Records     As long as active program 

 

General Accounting Ledgers/Supporting Doc’s…Page 8  Retention Period 

General Ledger        Permanently 

Accounting Records       10 Years after RUS Audit 

Charging Plant Accounts       Permanently 

Journal Vouchers/Journal Entries      25 Years    

Vouchers/Invoices/Bank Statements     7 Years 

Financial Requirement/Expenditure Statements    1 Year after “as of date” 

 

E-mails…Page 9        Retention Period 

E-mails         90 Days 

 

Insurance Policies/Premium Records Pd/Coverage…Page 10 Retention Period 

Insurance Records        10 Years after expiration 

Insurance Claims Paid Out      7 Years 

Accident Reports        7 Years 

 

Operations and Maintenance…Page 11    Retention Period 

Transmission and Distribution      3 Years 

Transformer History Records      Life of Transformer 

Outage Sheets        7 Years 

Meter Test Data        3 Years after meter retired 

Maintenance Work Orders/Job Orders     7 Years 

 

Plant and Depreciation…Page 12     Retention Period 

Plant Ledgers        25 Years 

Special Equipment       Permanently 

Plant Records/CPR Units       Permanently 

Depreciation Records       Permanently 

Work Orders/Material Sheets/JE’s/Contributions   7 Years until RUS Audit           

 Construction & Retirement Work in Progress 

Engineering Records/Drawings      Permanently 

RUS Forms/219’s & Others      Permanently 

Records Relating to Sale of Assets     7 Years after Sale 
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Determination of Properties Written Up or Down   10 Years after Transaction 

Summary Sheets/Distribution Sheets     7 Years 

Appraisals/Valuations       10 Years after Completion 

Engineering Records/Drawings      Permanently 

Contracts Relating to Utility Plant     Permanently 

Records to Reclassify Utility Plant     7 Years 

Records for Depreciation/Depletion of Plant    Permanently 

Vehicle Inspections Forms/Repair Records    Life of Vehicle 

 

Purchase and Stores…Page 15      Retention Period 

Procurement        6 Years 

Purchase Orders        7 Years 

Material Sheets        7Years or after RUS Audit 

Material/Supplies received and issued     6 Years 

Records of Sales of Scrap and Materials     3 Years 

 

Revenue Accounting & Collecting…Page 16    Retention Period 

Customer Service Application/Contracts     4 Years after Expiration 

Rate Schedules/Member Tax Exempt Docs    7 Years after Superseded 

Maximum Demand/Demand Meter Records    1 Year 

Consumer Consumption/Billing Records     7 Years 

Misc. Billing Data        Kept till Patronage Paid  

Patronage Records       5 Years after Paid Out 

Special Retirements (Estates/Past Members)    Permanently 

Inactive Member Files       After Paid Out & Audited 

Revenue Summaries       5 Years 

Monthly Sales Reports       7 Years 

RLF Plan/Loan Files       3 Years after Loan Paid 

 

Tax…Page 18        Retention Period 

Tax Returns/990        Permanently 

Replacement Tax/Sales Tax/ Use Tax     7 Years 

         Property Tax/Assessments  

 

Treasury…Page 19       Retention Period 

Statement of Funds and Deposits      3 Years 

Records of Deposits with Banks and Others    7 Years 

   Bank Statements/Check Stubs/Registers      

Loan Documents        Permanently 

 

Miscellaneous…Page 20       Retention Period 

Statistics Financial/Operating & Statistical Reports   7 Years 

Budget and Forecasts       7 Years 

Tax Reports to Federal and State      7 Years 

Advertising Copies       2 Years 

 

Employment Related…Page 21      Retention Period 

Safety CDL/OSHA 300 & 301      5 Years 

Controlled Substance and Alcohol Record    5 Years 
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Accident Records        7 Years 

Safety Training Records       5 Years 

Employment Applications/Not Hired     1 Year 

Personnel Records        7 Years 

PTO Sheets        7 Years 

Time Sheets        7 Years after RUS Audit 

Payroll & Other Records Not Included in Personnel    3 Years 

       File Containing Confidential Information     

Affirmative Action Plans       3 Years 

       EEO-1 Forms        5 Years 

      ERISA – SPD, SAR, & Annual Reports     6 Years after Filing Date 

      Personnel Documents Relating to Terms and     10 Years after Leaving 

             Conditions of Employment 

 

Motor Vehicle Safety…Page 24      Retention Period 

Inspection/Repair/Maintenance Records     1 Year / 6 Mo’s after Sold 

Daily Driver Inspections       03 Months 

Periodic Inspections       14 Months 

Inspector Qualifications       1Yr after Inspector Leaves 

Brake Inspector Qualifications      1Yr after Inspector Leaves 

Roadside Inspection Report      1 Yr from Inspection Date 

 

Occupational Safety…Page 25      Retention Period 

OSHA 300 Logs/Annual Summary Reports    5 Years 

Personal Occupation Exposure Records     30 Years 

Asbestos and Lead Inspections Records     25Years after Bldg is gone 

Area/Bulk Sampling       5 Years then Review 

Asbestos Area Air Sampling Reports     25 Years then Review 

Material Safety Data Sheets      Until no longer of value 

Confined Space Entry Permits & Records    1 Year 

Respiratory Protection Program Training     Employment + 5 Years 

Occupational Injury/Illness Reports     5 Years 

All Select Agent Logs/Training Documentation    3 Years 

 

Environmental Affairs…Page 26     Retention Period 

Refer to Detail Descriptions  

 

Fire Safety…Page 27       Retention Period 

Fire Protection Equipment Inspection Records    Life of Bldg. then review 

Building Audits        25 Years then review 

 

Misc. Licenses/Permits & Other Requirements…Page 28  Retention Period 

FCC         Permanently 

NERC         3 Years 

 

Service Related…Page 29      Retention Period 

Records Kept in Relation to Service-Related Events   Until Applicable Statute 

          of Limitations has Passed 

           or Litigation Settled 
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        General Admin Sub-Policy# 135.1 

 

Corporate Records       Retention Period 

Reports to Members/Annual Reports     10 Years 

Minutes of Board Meetings/Membership Meetings   Permanently 

Articles of Incorporation/Bylaws/Amendments     Permanently 

Contracts/Agreements/or Related Documents    10 Years after expiration 

Legal Documents        10 Years  

Business Correspondence       10 Years  

Audit Reports/Related Work Papers     7Years after date of report 

Audit/Form 7        Permanently 

     Detailed Supporting Data: 
 

Reports to Members: Annual reports or statements to Members. 
Reference from NRECA 

10 years  

Minutes of Board Meetings / Membership Meetings 
Organizational documents:   
(a) Minute books of member, board and board committee meetings; 

Record of all actions taken by the shareholders or board without a 

meeting; all actions taken by a committee of the board in place of 

the board on behalf of the corporation   
(b) Titles, franchises, and licenses: Copies of formal orders of 

regulatory commissions served upon the utility, if applicable. 
(c) Articles and amendments in effect; Bylaws and amendments in 

effect; Board resolutions regarding member classes or rights 
Reference from NRECA 

Permanently 
 

 

 

 

 

 

By Laws, Articles of Incorporation Permanently 

Contracts, Agreements, or related documents 
Contracts, including amendments and agreements (except contracts 

provided for elsewhere):   
(a) Service contracts, such as for management, accounting, and 

financial services. (All contracts, related memoranda, and 

revisions.)  
(b) Contracts with others for transmission or the purchase, sale or 

interchange of product. (All contracts, related memoranda, and 

revisions)  
(c) Memoranda essential to clarifying or explaining 
Provisions of contracts listed above, including requests for 

discounts. 
(d) Card or book records of contracts, leases, and agreements made, 

showing dates of expirations and of renewals, memoranda of 

receipts, and payments under such contracts. 
Reference from NRECA 

10 years after expiration unless otherwise specified in 

the contract, agreement or document. 

Legal Documents 10 years or after consultation with legal counsel 

Business Correspondence 10 Years 

Audit Reports – related work papers 
Accountants’ and auditors’ reports:  
(a) Reports of examinations and audits by accountants and auditors 

not in the regular employ of the utility. 
(b) Internal audit reports and working papers  
Reference from NRECA 

7 years after date of report  
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Audit and Form 7 Permanently  

         

        General Admin Sub-Policy# 135.2 

 

Information Technology Management     Retention Period 

Automatic Data Processing Records     As long as active program 

     Detailed Supporting Data: 
 

Information Technology Management: 
Automatic data processing records (retain original source data used as 

input for data processing and data processing report printouts for the 

applicable periods prescribed elsewhere in the schedule): Software 

program documentation and revisions thereto. 
Reference from NRECA 

Retain as long as it represents an active viable program or 

for periods prescribed for related output data, whichever 

is shorter. 
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        General Admin Sub-Policy# 135.3 

 

General Accounting Ledgers/Supporting Doc’s   Retention Period 

General Ledger        Permanently 

Accounting Records       10 Years after RUS Audit 

Charging Plant Accounts       Permanently 

Journal Vouchers/Journal Entries      25 Years    

Vouchers/Invoices/Bank Statements     7 Years 

Financial Requirement/Expenditure Statements    1 Year after “as of date” 

     Detailed Supporting Data: 
 

General Ledger Permanently 

Accounting Records: 
General and subsidiary ledgers: 
(a) Ledgers: 
   (1) General ledgers  
   (2) Ledgers subsidiary or auxiliary to general ledgers except ledgers 

provided for elsewhere. 
(b) Indexes: 
   (1) Indexes to general ledgers  
   (2) Indexes to subsidiary ledgers except ledgers provided for 

elsewhere. 
(c) Trial balance sheets of general and subsidiary ledgers 
Reference from NRECA 

10 years (after RUS Audit)  
 

 

 

Charging Plant Accounts 
Reference from NRECA 

Permanently 

Journal vouchers and journal entries including supporting detail: 
(a) Journal vouchers and journal entries   
(b) Analyses, summarization, distributions, and other computations 

which support journal vouchers and journal entries: 
   (1) Charging all other accounts  
Reference from NRECA 

25 years.  See § 125.2(g). 
 

Vouchers, invoices, bank statements 
Vouchers: 
(a) Paid and canceled vouchers (one copy-analysis sheets showing 

detailed distribution of charges on individual vouchers and other 

supporting papers). 
(b) Original bills and invoices for materials, services, etc., paid by 

vouchers. 
(c) Paid checks and receipts for payments of specific vouchers. i.e. 

Petty cash, cash sheets, rebates, powerbills, and per diems (with AP). 
(d) Authorization for the payment of specific vouchers  
(e) Lists of unaudited bills (accounts payable), list of vouchers 

transmitted, and memoranda regarding changes in audited bills. 
(f) Voucher indexes  
Reference from NRECA 
 

7 years 
 

 

 

Financial requirement and expenditure statements, which are not 

otherwise reflected in this schedule  
Reference from NRECA 

1 year after the ‘‘as of date’’ of RUS’ loan fund and 
Accounting review [RUS rule. Typically, RUS field 

accountants audit a borrower every 2 or 3 years, in 

tandem with a review of financed construction. So, 1 year 

after the audit is completed and accepted.] 
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        General Admin Sub-Policy# 135.4 

 

E-mails         Retention Period 

E-mails         90 Days 
 

     Detailed Supporting Data: 
 

E-mails (E-mails that need to be saved should be printed and kept in 

the appropriate file or downloaded to a computer file and kept 

electronically as a separate file. All other e-mails should be deleted 

from the hard drive or network within 90 days after receipt of an E-

mail message. The content of the E-mail determines the retention 

requirement.)  

General E-mails 90 days, unless pursuant to Litigation 

hold or otherwise necessary for business operation 
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        General Admin Sub-Policy# 135.5 

 

Insurance Policies/Premium Records Paid/Coverage   Retention Period 

Insurance Records        10 Years after expiration 

Insurance Claims Paid Out      7 Years 

Accident Reports        7 Years 

     Detailed Supporting Data: 
 

Insurance records: 
(a) Records of insurance policies in force, showing coverage, 

premiums paid, and expiration dates. 
(b) Records of amounts recovered from insurance companies in 

connection with losses and of claims against insurance companies, 

including reports of losses, and supporting papers. 
(c) Applications for insurance policies in force. 
Reference from NRECA 

10 years after expiration 
 

Records of amounts recovered from insurance companies in 

connection with losses and of claims against insurance companies, 

including reports of losses and supporting papers 

7 Years 

Accident Records 7 Years 
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        General Admin Sub-Policy# 135.6 

 

Operations and Maintenance      Retention Period 

Transmission and Distribution      3 Years 

Transformer History Records      Life of Transformer 

Outage Sheets        7 Years 

Meter Test Data        3 Years after meter retired 

Maintenance Work Orders/Job Orders     7 Years 
 

     Detailed Supporting Data:     

  
Transmission and distribution: 
(a) Substation and transmission line logs  
(b) System operator’s daily logs and reports of operation 
(c) Records of transformer inspections, oil tests, etc.  
(d) Records of other inspections, assessments, tests of component parts 

of the utility system, and Emergency Restoration Plan exercises 
Reference from NRECA 

 

3 years 
 

 

Transformer history records Life of transformer 

Outage Sheets 7 years 

Meter Test Data 3 years after meter retired 

Maintenance work orders and job orders: 
(a) Authorizations for expenditures for maintenance work to be 

covered by work orders, including memoranda showing the estimates 

of costs to be incurred. 
(b) Work order sheets to which are posted in detail the entries for 

labor, material, and other charges in connection with maintenance, and 

other work pertaining to utility operations. 
(c) Summaries of expenditures on maintenance and job orders and 

clearances to operating other accounts (exclusive of plant accounts). 
Reference from NRECA 
 

 

7 years 
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        General Admin Sub-Policy# 135.7 

 

Plant and Depreciation       Retention Period 

Plant Ledgers        25 Years 

Special Equipment       Permanently 

Plant Records/CPR Units       Permanently 

Depreciation Records       Permanently 

Work Orders/Material Sheets/JE’s/Contributions   7 Years until RUS Audit           

 Construction & Retirement Work in Progress 

Engineering Records/Drawings      Permanently 

RUS Forms/219’s & Others      Permanently 

Records Relating to Sale of Assets     7 Years after Sale 

Determination of Properties Written Up or Down   10 Years after Transaction 

Summary Sheets/Distribution Sheets     7 Years 

Appraisals/Valuations       10 Years after Completion 

Engineering Records/Drawings      Permanently 

Contracts Relating to Utility Plant     Permanently 

Records to Reclassify Utility Plant     7 Years 

Records for Depreciation/Depletion of Plant    Permanently 

Vehicle Inspections Forms/Repair Records    Life of Vehicle 
 

     Detailed Supporting Data: 
 

Plant ledgers: 
(a) Ledgers of utility plant accounts including land and other 

detailed ledgers showing the cost of utility plant by classes. 
(b) Continuing plant inventory ledger, book or card 
Plant ledgers: 
(a) Ledgers of utility plant accounts including land and other 

detailed ledgers showing the cost of utility plant by classes. 
(b) Continuing plant inventory ledger, book or card records 

showing description, location, quantities, cost, etc., of physical 

units (or items) of utility plant owned. 
(c) Life & mortality study data for depreciation purposes 
Reference from NRECA 
 

 

 

25 years. See § 125.2(g). [Per RUS rule, “...records related to 

plant in service must be retained until the facilities are 

permanently removed from utility service, all removal and 

restoration activities are completed, and all costs are retired 

from the accounting records unless accounting adjustments 

resulting from reclassification and original costs studies have 

been approved by [RUS] or other regulatory body having 

jurisdiction.”] 

Special Equipment 
 

Permanently 
 

Plant Records 
CPR Units 
 

Permanently 

Depreciation records Permanently 
 

Work Orders, job orders, and related documents, material sheets. 
journal entries and contributions. 
Construction and Retirement work in progress ledgers, work 

orders, and supplemental records: 
(a) Construction work in progress ledgers  
(b) Work orders sheets to which are posted in summary form or in 

detail the entries for labor, materials, and other charges for utility 

plant additions and the entries closing the work orders to utility 

plant in service at completion.  
 

7 years (until RUS Audit) 
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(c) Authorizations for expenditures for additions to utility plant, 

including memoranda showing the detailed estimates of cost, and 

the bases therefor (including original and revised or subsequent 

authorizations). 
(d) Requisitions and registers of authorizations for utility plant 

expenditures. 
(e) Completion or performance reports showing comparison 

between authorized estimates and actual expenditures for utility 

plant additions. 
(f) Analysis or cost reports showing quantities of materials used, 

unit costs, number of man-hours etc., in connection with 

completed construction project. 
(g) Records and reports pertaining to progress of construction 

work, the order in which jobs are to be completed, and similar 

records which do not form a basis of entries to the accounts. 
Reference from NRECA 
Retirement work in progress ledgers, work orders, and 

supplemental records: 
(a) Work order sheets to which are posted the entries for removal 

costs, materials recovered, and credits to utility plant accounts for 

cost of plant retirement. 
(b) Authorizations for retirement of utility plant, including 

memoranda showing the basis for determination to be retired and 

estimates of salvage and removal costs. 
(c) Registers of retirement work  
Reference from NRECA 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Original or reproduction of engineering records, drawings, and 

supporting data for proposed or as-constructed utility facilities 
 

Permanently 
 

RUS Forms, 219’s & Others 
 

Permanently 

Records relating to sale of assets 
 

7 years after sale 

Determinations of amounts by which properties or investments 

will be either written up or written down as a result 
 

10 years after completion of transaction, after recognition of 

asset impairment, or after the written up or down 

Summary sheets, distribution sheets, reports, statements and 

papers directly supporting debits and credits to utility plant 

accounts not covered by construction or retirement work orders 

and their supporting records 

7 years 

Appraisals and valuations: 
(a) Appraisals and valuations made by the company of its 

properties or investments or of the properties or investments of 

any associated companies. (Includes all records essential thereto.). 
(b) Determinations of amounts by which properties or investments 

of the company or any of its associated companies will be either 

written up or written down as a result of: 
   (1) Mergers or acquisitions  
   (2) Asset impairments  
   (3) Other bases  
Reference from NRECA 
 

10 years after completion of transaction or as ordered by 

regulatory commission, if applicable 

The original or reproduction of engineering records, drawings, and 

other supporting data for proposed or as-constructed utility 

facilities: Maps, staking sheets, diagrams, profiles, photographs, 

field survey notes, plot plan, detail drawings, records of 

Permanently 
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engineering studies, and similar records showing the location of 

proposed or as-constructed facilities. 
Reference from NRECA 
 

 

 

 

Contracts relating to utility plant: 
(a) Contracts relating to acquisition or sale of plant  
(b) Contracts and other agreements relating to services performed 

in connection with construction of utility plant (including 

contracts for the construction of plant by others for the utility and 

for supervision and engineering relating to construction work). 
Reference from NRECA 
 

 

Permanently 
 

Records pertaining to reclassification of utility plant accounts to 

conform to prescribed systems of accounts including supporting 

papers showing the bases for such reclassifications. 
Reference from NRECA 
 

7 years 

Records of accumulated provisions for depreciation and depletion 

of utility plant and supporting computation of expense: 
(a) Detailed records or analysis sheets segregating the 

accumulated depreciation according to functional classification of 

plant. 
(b) Records reflecting the service life of property and the 

percentage of salvage and cost of removal for property retired 

from each account for depreciable utility plant. 
Reference from NRECA 
 

 

Permanently 

Vehicle Inspection Forms, Repair and Maintenance Records  
 

Life of vehicle ownership 
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        General Admin Sub-Policy# 135.8 

 

Purchase and Stores       Retention Period 

Procurement        6 Years 

Purchase Orders        7 Years 

Material Sheets        7Years or after RUS Audit 

Material/Supplies received and issued     6 Years 

Records of Sales of Scrap and Materials     3 Years 

     Details Supporting Data: 
 

Procurement: 
(a) Agreements entered into for the acquisition of goods or the 

performance of services. Includes all forms of agreements not 

specifically set forth in Subsection 7 such as but not limited to: Letters 

of intent, exchange of correspondence, master agreements, term 

contracts, rental agreements, and the various types of purchase orders: 
   (1) For goods or services relating to plant construction 
   (2) For other goods or services  
(b) Supporting documents including accepted and unaccepted bids or 

proposals (summaries of unaccepted bids or proposals may be kept in 

lieu of originals) evidencing all relevant elements of the procurement. 
Reference per NRECA 
 

 

6 years. See § 125.2(g). 
 

Purchase orders, supporting documentation, bids 7 years 

Material Sheets: Ledger sheets of materials and supplies received, 

issued, and on hand. 
 Reference per NRECA 

7 years or after RUS Audit 
 

 

Materials and supplies received and issued: Records showing the 

detailed distribution of materials and supplies issued during 

accounting periods.  
Reference per NRECA 
 

6 years. See § 125.2(g). 
 

Records of sales of scrap and materials and supplies: 
(a) Authorization for sale of scrap and materials and supplies. 
(b) Contracts for sale of scrap materials and supplies  
Reference per NRECA 

3 years 
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        General Admin Sub-Policy# 135.9 

 

Revenue Accounting & Collecting     Retention Period 

Customer Service Application/Contracts     4 Years after Expiration 

Rate Schedules/Member Tax Exempt Docs    7 Years after Superseded 

Maximum Demand/Demand Meter Records    1 Year 

Consumer Consumption/Billing Records     7 Years 

Misc. Billing Data        Kept till Patronage Paid  

Patronage Records       5 Years after Paid Out 

Special Retirements (Estates/Past Members)    Permanently 

Inactive Member Files       After Paid Out & Audited 

Revenue Summaries       5 Years 

Monthly Sales Reports       7 Years 

RLF Plan/Loan Files       3 Years after Loan Paid 

     Detailed Supporting Data: 

   
Customers’ service applications and contracts: Contracts, 

including amendments for extensions of service, for which 

contributions are made by customers and others 
Reference from NRECA 

4 years after expiration 

 Rate schedules: General files of [FERC: published] rate sheets and 

schedules of utility service. Including schedules suspended or 

superseded. 
Reference from NRECA 
Member tax exempt documents 
 

7 years after published rate sheets and schedules are 

superseded or no longer used to charge for utility service 
 

 

 

Maximum demand, and demand meter record cards 
Reference from NRECA 

1 year, except where the basic chart information is transferred 

to another record the charts need only be retained 6 months, 

provided the basic data is retained 1 year. 
Consumer consumption and billing records 
 

7 years 

Miscellaneous billing data: Billing department’s copies of 

contracts with customers (other than contracts in general files) 
“Consumer accounts’ records”.  
Reference from NRECA 
 

Customer records-the utility shall retain records as may be 

necessary to effectuate compliance with 20.4 (14) and 20.6 (6) but 

not less than 5 years. Records for customer shall show where 

applicable: 
(a) kWh meter reading 
(b) kWh consumption 
(c) kW meter reading 
(d) kW measured demand 
(e) kW billing demand 
(f) total amount of bill 
Reference Iowa Code 20.4 (13) 
 

“Kept for those years for which patronage capital has not 
been allocated” [This is language in RUS’ new rule.  
Typically, such allocations are done annually. It probably 
makes sense, to retain records indicating the last known 
address for members and patrons with their annual 
patronage totals for at least as long as the cooperative’s 
capital credit rotation cycle or preferably permanently. 
Permanent retention is probably needed for a few 
reasons. One reason is that if the cooperative is making 
early capital credit retirements at a discount, then the co-
op will need to keep such records permanently or until 
after liquidation of the cooperative. Further, see Rev. 
Ruling 72-36, which requires the allocation of the 
appreciated value of real property to patrons. See also, 
applicable state dissolution statutes that may require 
allocation at dissolution based on historical patronage.] 

Patronage records 5 years after payment of final patronage payment 
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Special Retirements (Estates and Past Members) Assignment & 

Agreement Form 
 

Permanently 

Inactive member files (paper or digital) Destroy after the Audit for the year in which all capital credits 

have been fully retired 
Revenue summaries: Summaries of monthly operating revenues 

according to classes of service. Including summaries of forfeited 

discounts and penalties 
Reference from NRECA 
 

5 years 
 

 

 
Monthly sales reports 7 years 

RLF Plan – RLF Loan Files 3 full years after loan is paid in full 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

         

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



18 

 

 

 

        General Admin Sub-Policy# 135.10 

 

Tax         Retention Period 

Tax Returns/990        Permanently 

Replacement Tax/Sales Tax/ Use Tax     7 Years 

         Property Tax/Assessments  

     Detailed Supporting Data: 

    
Tax records: 
(a) Copies of tax returns and supporting schedules filed with taxing 

authorities, supporting working papers, records of appeals of tax bills, 

and receipts for payment. See Subsection 11(b) for vouchers 

evidencing disbursements: 
   (1) Income tax returns (e.g. IRS Form 990s, including amended 

returns)  
   (2) Property tax returns  
   (3) Sales and other use taxes.  
   (4) Other taxes  
   (5) Agreements between associate companies as to allocation of 

consolidated income taxes. 
   (6) Schedule of allocation of consolidated Federal income taxes 

among associate companies. 
(b) Filings with taxing authorities to qualify employee benefit plans. 
(c) Information returns and reports to taxing authorities. 
(d) Tax exemption application and determination letter (e.g. currently, 

Form 1024, and all accompanying documentation) and any IRS 

rulings (e.g. private letter ruling) 
Reference from NRECA 

 

 Permanently 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Replacement tax 
Sales tax 
Use tax 
Property tax 
Assessments 

7 years 
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        General Admin Sub-Policy# 135.11 

 

Treasury         Retention Period 

Statement of Funds and Deposits      3 Years 

Records of Deposits with Banks and Others    7 Years 

   Bank Statements/Check Stubs/Registers      

Loan Documents        Permanently 

     Detailed Supporting Data: 
 

Statements of funds and deposits  
(a) Statements of periodic deposits with fund administrators or 

trustees. 
(b) Statements of periodic withdrawals from fund  
(c) Statements prepared by fund administrator or trustees of fund 

activity including:  
  (1) Beginning of the year balance of fund; 
  (2) Deposits with the fund; 
  (3) Acquisition of investments held by the fund; 
  (4) Disposition of investments held by the fund; 
  (5) Disbursements from the fund, including party to whom 

disbursement was made; 
  (6) End of year balance of fund. 
Reference from NRECA 

3 years 
 

Records of deposits with banks and others: 
(a) Statements from depositories showing the details 
of funds received, disbursed, transferred, and balances 
on deposit. 
(b) Check stubs, registers, or other records of checks issued. 

7 years 
 

 

  

Records of financial commitments with lenders, loan documents 
(a) loan applications, approval letters & loan contracts  
(b) mortgages, other security instruments associated with loans 
(c) release of lien  
(d) notification from lender to borrower of satisfaction of financial 

commitment 
Reference from NRECA 
 

Permanently 
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        General Admin Sub-Policy# 135.12 

 

Miscellaneous        Retention Period 

Statistics Financial/Operating & Statistical Reports   7 Years 

Budget and Forecasts       7 Years 

Tax Reports to Federal and State      7 Years 

Advertising Copies       2 Years 

     Detailed Supporting Data: 
 

Statistics: Financial, operating and statistical reports used for internal 

administrative or operating purposes. 
Reference from NRECA 
 

7 years 
 

 

Budgets and other forecasts (prepared for internal administrative or 

operating purposes) of estimated future income, receipts and 

expenditures in connection with financing, construction and 

operations, including acquisitions and disposals of properties or 

investments. 
Reference from NRECA 
 

NEP Budget Info 

7 years 
 

 

 

 

 
 

 
Reports to Federal and State regulatory commissions including annual 

financial, operating and statistical reports. [Form EIA-861”Annual 

Electric Power Industry Report”, RUS Form 7, etc.] 
Reference from NRECA 

• Use Tax 

• Payroll Taxes, SWT, FWT 

• Sales/Options 

7 years 
 

 

 

 

 

 
Advertising: Copies of advertisements by or for the company on 

behalf of itself or any associate company in newspapers, magazines, 

and other publications, including costs and other records relevant 

thereto (excluding advertising of appliances, employment 

opportunities, routine notices, and invitations for bids all of which may 

be destroyed at option). 
Reference from NRECA 

2 years 
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        General Admin Sub-Policy# 135.13 

 

Employment Related       Retention Period 

Safety CDL/OSHA 300 & 301      5 Years 

Controlled Substance and Alcohol Record    5 Years 

Accident Records        7 Years 

Safety Training Records       5 Years 

Employment Applications/Not Hired     1 Year 

Personnel Records        7 Years 

PTO Sheets        7 Years 

Time Sheets        7 Years after RUS Audit 

Payroll & Other Records Not Included in Personnel    3 Years 

       File Containing Confidential Information     

Affirmative Action Plans       3 Years 

       EEO-1 Forms        5 Years 

      ERISA – SPD, SAR, & Annual Reports     6 Years after Filing Date 

      Personnel Documents Relating to Terms and     10 Years after Leaving 

             Conditions of Employment 

     Detailed Supporting Data: 

  
Safety 
(a) CDL driver qualification files 
(b) CDL driver drug & alcohol tests & results 
(c) OSHA 300 Log & OSHA 301 incident reports  
Reference from NRECA 

 

5 years 
 

Controlled Substance and Alcohol Record 
•Records of driver testing .02 or greater 
•Records of driver with verified positive controlled substance test 
•Documentation of refusal to test 
•Drive evaluations and refusals 
•Copies of annual calendar year summary  
•Records related to alcohol and controlled substance collection process 
•Records of negative testing 
•Records regarding education and training on controlled substances 

and alcohol 

5 years 

Accident Records 7 years 

Safety Training Records 5 years 

Employment applications for individuals not hired, including but not 

limited to applications, resumés, references, interview notes, credit 

checks, results of background investigation 

1 year 

Personnel   
(a) Payroll records, collective bargaining agreements (Union 

Contracts, Personnel records, W-2 forms, 1099 forms)  
(b) Performance reviews & other documentation about treatment on 

the job, job applications and resumes, etc. 
(c) Employee benefits plan records, retirement, 401K 
(d) I-9 Forms for all employees hired after 11/6/1986 
(e) Payroll & unemployment taxes 
(f) Wage/earnings records (e.g. time cards, wage rate tables, etc.) 
(g) Dates of FMLA leave, notices to or from employees re FMLA, 

records of any disputes, etc. 
Reference from NRECA 

 

7 years or 3 years after employee or contractor leaves, 

whichever is longer 
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PTO Sheets 7 years 

Time Sheets 7 years or after RUS audit 

Payroll and other records not included in personnel file containing 

name, address, date of birth, occupation, rate of pay, and weekly 

compensation 
Reference IAEC Environmental Safety & DOT 

3 years 

Affirmative action plans and supporting documentation 
Reference IAEC Environmental Safety & DOT 

3 years 

EEO-1 forms 
Reference IAEC Environmental Safety & DOT 

5 years 

ERISA – SPD, SAR, Annual Reports 
Reference IAEC Environmental Safety & DOT 

6 years after filing date 

Personnel files, including all documents relating to terms and 

conditions of employment 
Reference IAEC Environmental Safety & DOT 

10 years after employment ceases 

Personnel files must contain all records relating to application for 

employment, performance, discipline, requests for leave, requests for 

paid time off, customer compliments and complaints, benefit 

enrollment and change forms, emergency contact information, 

acknowledgment forms for Cooperative handbook and specific 

policies, inventory of Cooperative property provided to employee, 

documentation for wage rate changes, and transfer requests. 
 

The only records Supervisors are to maintain on employees are the 

personnel files. Supervisors are not to maintain separate “side” or 

“desk” files on employees, or separate calendars or diaries on 

employees’ activities. If a Supervisor has any question about whether a 

document should be retained in the personnel file, Human Resources 

should be contacted. No document should be destroyed if there is 

question as to whether it should be retained. 
Supervisors will be responsible for maintaining personnel files of the 

individuals they supervise. All other records will be maintained by 

Human Resources. Upon completion of the interview process, 

Supervisors must forward all materials relating to applicants to Human 

Resources for filing. 
 

If a discrimination charge or lawsuit is filed by an employee under 

your supervision or by an unsuccessful applicant, the law requires that 

records pertaining to that individual be retained for as long as any 

legal proceedings are in process. The law also requires that records 

relating to “similarly situated individuals” also be retained for the 

same time period. You will be informed by Human Resources if such a 

charge or lawsuit is filed. Once you have been notified that a charge or 

lawsuit is pending, you should not destroy any documents without 

obtaining permission of legal counsel. 
 

Files relating to investigation of employee misconduct should be 

forwarded to Human Resources. Only information relating to the 

imposition of discipline as the result of any investigation should be 

maintained in the employee’s personnel file. 
 

In addition to normal “paper” documents, you may also find it 

necessary to retain electronic records, such as e-mail. You should 

make hard copies of any e-mail messages that relate to an employee’s 

terms or conditions of employment or serve as the basis for a 

performance review or issuance of discipline. Although it is possible 

to retrieve e-mail messages after an employee has deleted the message, 
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it may be difficult and time consuming to do so. Therefore, if in doubt, 

you should print the e-mail message and consult with Human 

Resources as to whether it should be placed in the personnel file. 
Personnel files contain private information of employees, as well as 

Cooperative information relating to items such as compensation 

systems. In order to ensure that these records remain confidential, 

personnel files must be locked either in the Supervisor’s desk or kept 

in a secure central location to which other employees do not have 

access. 
 

In no event should Supervisors take home any documents relating to 

employment. Removing such documents or making copies of 

documents to take home is considered theft of Cooperative property 

and will lead to appropriate discipline, up to and including 

termination. 
 

In addition to the records described above, the following retention 

periods apply to the environmental, safety and transportation-related 

records listed below:  
Reference IAEC Environmental Safety & DOT 
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        General Admin Sub-Policy# 135.14 

 

Motor Vehicle Safety       Retention Period 

Inspection/Repair/Maintenance Records     1 Year / 6 Mo’s after Sold 

Daily Driver Inspections       03 Months 

Periodic Inspections       14 Months 

Inspector Qualifications       1Yr after Inspector Leaves 

Brake Inspector Qualifications      1Yr after Inspector Leaves 

Roadside Inspection Report      1 Yr from Inspection Date 

     Detailed Supporting Data: 
 

Motor vehicle inspection, repair, and maintenance records  
Reference IAEC Environmental Safety & DOT 

One year at location where vehicle stored and 6 months after 

vehicle sold 

Driver daily inspections 
Reference IAEC Environmental Safety & DOT 

Three months 

Periodic inspections 
Reference IAEC Environmental Safety & DOT 

14 months 

Inspector qualifications  
Reference IAEC Environmental Safety & DOT 

1 year after inspector ceases to perform inspections  

Brake inspector qualifications  
Reference IAEC Environmental Safety & DOT 

1 year after inspector ceases to perform inspections 

Roadside inspection report  
Reference IAEC Environmental Safety & DOT 

1 year from date of inspection 

 

 

 

 

 

 

 

 

 

 

 

 

 

         

 

 

 

 

 

 

 

 

 



25 

 

 

 

         

        General Admin Sub-Policy# 135.15 

 

Occupational Safety       Retention Period 

OSHA 300 Logs/Annual Summary Reports    5 Years 

Personal Occupation Exposure Records     30 Years 

Asbestos and Lead Inspections Records     25Years after Bldg is gone 

Area/Bulk Sampling       5 Years then Review 

Asbestos Area Air Sampling Reports     25 Years then Review 

Material Safety Data Sheets      Until no longer of value 

Confined Space Entry Permits & Records    1 Year 

Respiratory Protection Program Training     Employment + 5 Years 

Occupational Injury/Illness Reports     5 Years 

All Select Agent Logs/Training Documentation    3 Years 

     Detailed Supporting Data: 
 

OSHA 300 logs and annual summary reports  
Reference IAEC Environmental Safety & DOT 

5 years  

Personal occupational exposure records  
Reference IAEC Environmental Safety & DOT 

30 years or duration of employment plus 5 years, whichever is 

longer  

Asbestos and lead inspection records 
Reference IAEC Environmental Safety & DOT 

25 years after building has been demolished  

Area/bulk sampling  
Reference IAEC Environmental Safety & DOT 

5 years & review for administrative value  

Asbestos area air sampling reports  
Reference IAEC Environmental Safety & DOT 

25 years then review for historical/administrative value  

Material Safety Data Sheets  
Reference IAEC Environmental Safety & DOT 

Until no longer of administrative value  

Confined space entry permits, evaluations, 
and related records  
Reference IAEC Environmental Safety & DOT 

1 year  

Respiratory protection program training 
and fit testing records  
Reference IAEC Environmental Safety & DOT 

Duration of employment plus 5 years  

Occupational injury/illness reports 
Reference IAEC Environmental Safety & DOT  

5 years  

All Select agent logs, and training documentation  
Reference IAEC Environmental Safety & DOT 

3 years 
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        General Admin Sub-Policy# 135.16 

 

Environmental Affairs       Retention Period 

     See Detailed Data Below:      

      
Hazardous Waste/Toxic Chemicals  (reports, inspection logs, training 

records, waste shipment manifests or records, sampling and 

monitoring data) 
(a) Community Right to Know/TRI reports & supporting 

documentation  
(b) PCB equipment inspection and maintenance history 
(c) PCB spills 
(d) Used Oil: Spill Prevention Protection & Control plans, procedures 

and record of tests & inspections 
(e) Haz mat incident reports 
(f) Employee exposures to certain substances (e.g. asbestos, benzene, 

etc.), including medical evaluations 
(g) Hazardous waste records (shipping manifests, filed reports, test 

results, etc.) 
(h) Records related to underground storage tanks for fuel (tests results, 

monitoring, calibration, maintenance or repair records, spills) 
Reference from NRECA 

 

 

 

(a) 3 years from submission of the report [See 40 C.F.R. § 

372.10] 
(b) 3 years after disposal [See 40 C.F.R. § 761.30] 
(c) 5 years after clean-up [See 40 C.F.R. § 761.125(a)] 
(d) 3 years [See 40 C.F.R. § 112.7(e)] 
 

(e) 2 years [See 40 C.F.R. § 171.16] 
(f) 30 years [See, e.g., 29 C.F.R.§§ 1910.1001(m), 

1910.20,1910.1028(k)] 
(g) 3 years [See 40 C.F.R. § 262.40] 
 

(h) 1 year or for another reasonable time period 

determined by State EPA  [See 40 C.F.R. §§ 280.34 

&.45] 
 

Water 
(a) NPDES Permits & related documentation (including storm water 

prevention plans, reports, certifications, data used for the notice of 

intent, etc.) 
(b) Section 404 wetlands permits & related documentation (e.g. related 

to dredge & fill activities during utility line construction) 
Reference from NRECA 

 

3 years from the date the permit expires or is terminated 

[See 40 C.F.R. §122.41(j)(2)] 
 

Hazardous waste manifests with related  
transportation and disposal records  
Reference IAEC Environmental Safety & DOT 

Indefinite  

Internal waste pick-up records 
Reference IAEC Environmental Safety & DOT 

Indefinite  

Title V records  
Reference IAEC Environmental Safety & DOT 

10 years then review for historical/administrative value  

Spill prevention control and countermeasures records  
Reference IAEC Environmental Safety & DOT 

10 years  

Chemical release clean-up reports  
Reference IAEC Environmental Safety & DOT 

25 years then review for historical/administrative value  

Phase I and II environmental assessment  
Reference IAEC Environmental Safety & DOT 

25 years then review for historical/administrative value  

PCB records  
Reference IAEC Environmental Safety & DOT 

25 years then review for historical/administrative value  

Infectious waste records  
Reference IAEC Environmental Safety & DOT 

5 years  

National Pollution Discharge Elimination System records  
Reference IAEC Environmental Safety & DOT 

10 years then review for historical/administrative value  

Above & underground storage tank service records 
including permit, registrations, and test reports  
Reference IAEC Environmental Safety & DOT 

Life of tank system  

Above & underground storage tank closure records Reference IAEC 

Environmental Safety & DOT 
Indefinite  
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        General Admin Sub-Policy# 135.17 

 

Fire Safety        Retention Period 

Fire Protection Equipment Inspection Records    Life of Bldg. then review 

Building Audits        25 Years then review 

 
Fire protection equipment inspection records  
Reference IAEC Environmental Safety & DOT 

Life of the building then review for 

historical/administrative value  

Building audits 
Reference IAEC Environmental Safety & DOT  

25 years then review for historical/administrative value  
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        General Admin Sub-Policy# 135.18 

 

Miscellaneous Licenses/Permits & Other Requirements  Retention Period 

FCC         Permanently 

NERC         3 Years 

     Detailed Supporting Data: 
 

FCC –  
(a) radio frequency spectrum licenses  
(b) private land mobile radio and microwave station records 
(c) correspondence with the FCC 
Reference from NRECA 
  

 

Permanently, or until cooperative no longer holds an FCC 

license 
 

NERC Reliability Standards – (can include audit records, system 

testing, personnel training, etc.) 
Reference from NRECA 

Most common is 3 years. But some are less and others are 

longer. Other standards have no specified retention period 

but should be maintained to demonstrate compliance in 

the event of an audit or investigation.]   
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        General Admin Sub-Policy# 135.19 

 

Service Related        Retention Period 

Records Kept in Relation to Service-Related Events   Until Applicable Statute  

           of Limitations has Passed 

              or Litigation Settled 

     Detailed Supporting Data: 
 

Records kept in relation to service-related events 
(a) Consumer complaints (including correspondence, voice recordings, 

investigation reports, etc.) 
(b) Outages (investigation reports, operational records, etc.) 
(c) Accidents (investigation reports, photographs, operational records, 

etc.) 
Reference from NRECA 
 

Until the applicable statute of limitations has passed or 

litigation is finally decided or settled. (Some state 

regulatory commissions require the utilities under their 

jurisdiction to keep records of complaints, outages, and 

accidents. It would seem prudent that even in the absence 

of such requirements to maintain appropriate records 

related to these events in the likely event of subsequent 

investigation and/or litigation.) 
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