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TO:  MEUW Members 
 
FROM: MEUW Records Retention Workgroup: 

Tim Herlitzka, Waunakee Utilities; Kim Jennings, Stoughton Utilities; 
Margaret Sprague, Fennimore Utilities; and Tim Hart, Manitowoc Public 
Utilities. 
 

DATE: November 8, 2010 
 
R E:  Clarifications and Recommendations for Records Retention Policies 
 

Municipal Utilities are required to abide by both PSC rules and those rules issued by the 
DOA regarding municipal records retention and destruction. 
 

In June 2009, the MEUW Board of Directors formed a Records Retention Workgroup 
consisting of representatives from Stoughton, Manitowoc, Waunakee and Fennimore to review 
records retention issues and the differences between municipal records retention policies (DOA) 
and utility records retention policies (PSC). 
 

Several inquires were made to both the State Records Section Chief and to PSC staff.  
Both agencies are in agreement that municipal utilities (water, electric, telecom, sewer, 
stormwater) have obligations as both a regulated utility and as a municipal entity. 
 

It has been determined that when there is a conflict between records retention policies for 
a municipal utility, the utility shall adhere to the longer of the two periods. If there is no 
reference to the particular type of record in the Wisconsin Municipal Records Manual (WMRM), 
then PSC record retention rules govern. 
  

The WMRM makes reference to utilities in several places.  The most direct reference is 
in Section II Records Retention, page 15-16: 
 

DESTRUCTION 
Before destroying non-current records, a municipality or town must: 
A. Enact an ordinance authorizing such destruction. (See Appendix A.) 
B. Retain the records for at least the minimum period of time required by statute, which is seven 
(7) years except for: 

• Water stubs, receipts of current billings, and customer’s ledgers for municipal utilities 
which must be kept at least two (2) years. 

• Certain town records specified in 60.756, Wis. Stats. 
• Records whose retention is otherwise indicated by specific statute. 
• Other records where a shorter period has been set by the state Public Records Board. 
• Utility records where a longer retention is required by Public Service Commission 

regulation. 



The Workgroup recommends that all municipal utility records be kept for a minimum of 
7 years except: water stubs and customer ledgers (2 years); and other utility records specified by 
the PSC to be kept longer. MEUW recommends referencing ‘utility specific records’ with the 
PSC records first, then applying municipal rules. With most standard municipal type records 
(e.g. minutes of meetings, personnel records, and property records) DOA municipal records 
retention rules would be the governing authority. 
 

Attached are the two main references to use in determining records retention practices. 
 

The Workgroup also recommends reviewing and updating any existing municipal 
ordinances pertaining to records retention policies to ensure they are consistent with state 
policies. Some utilities may have records retention policies above and beyond the ones required 
by the PSC or your municipal governing boards. These may include but not be limited to: 
environmental (DNR), human resources and tax records (Dept. of Revenue/IRS). 
 

In all cases it is recommended that a municipal utility consult with their local policies and 
ordinances to ensure proper retention practices for all records that may be scrutinized under 
Wisconsin’s Open Records Laws. 
 
 
 
Attach. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Rev. 9/2010 
 



BEFORE THE 

PUBLIC SERVICE COMMISSION OF WISCONSIN 

Investigation To Consider Proposed Changes to Records Retention 
Requirements for Electric, Gas and Water Utilities 

FINAL DECISION 

This Order arises from the application of the Wisconsin Utilities Association (WUA) for 

approval to revise the records retention requirements in the Commission Records Retention 

Regulations for Electric, Gas and Water Utilities (Retention Regulations). The application is 

APPROVED. 

Introduction 

The WUA applied to the Commission to revise certain of the retention and definitions 

contained in the Retention Regulations adopted in 1992. A summary of the new requirements is 

attached as Attachment A. The impetus for the WUA proposal is the change to the Federal Energy 

Regulatory Commission's (FERC) records requirements contained in FERC Order RM99-8-00. The 

WUA proposal conforms the Wisconsin regulations to the corresponding Federal regulations. The 

Commission issued a notice of proceeding, and investigated the application, but did not hold a public 

hearing. The Commission considered this matter at its open meeting of December 11,2006. 

Findings of Fact 

1. The Commission originally issued an order adopting records retention requirements 

in dockets 2-U-5005 in 1959 and 05-US-103 on July 1, 1992. 

2. The requirements are contained in a Commission document entitled "Records 

Retention Regulations for Electric, Gas and Water Utilities" dated June 1992. 
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3. Since the Retention Regulations were adopted, modifications to the requirements 

have been approved in Commission Order in docket 05-US-1 1 1 dated September 18,2001. 

4. The requested changes in this docket 05-US-1 14 and in Attachment A to the 

Retention Regulations, as proposed by the WUA, eliminate duplicative requirements and are 

reasonable. 

Conclusions of Law 

The Commission has authority under Wis. Stat. $ 5  196.06, 196.10, and 196.12 to establish 

records retention requirements for electric, gas and water public utilities. 

Opinion 

On July 1, 1992, the Commission issued a Supplemental Order Prescribing Regulations to 

Govern the Preservation of Records (Supplemental Order) in dockets 2-U-5005 and 05-US-103, the 

dockets adopting records retention regulations.' The Supplemental Order contained, as an 

attachment, a copy of the Retention Regulations and ordered its adoption for use by electric, natural 

gas, and water utilities. 

On September 20,2001, the Commission, pursuant to a request from the WUA for a change 

to the records retention periods contained in the Schedule of Records and Periods of Retention, 

opened docket 05-US-1 1. An Order in docket 05-US-1 1 1 adopted the issued changes requested by 

the WUA. 

FERC, at the request of the Federal Office of Management and Budget during a 

recertification of the FERC information collection requirements, reviewed the media and records 

retention requirements for public utilities, licenses, and natural gas companies subject to FERC 

1 The Original Orders in these dockets, issued January 5,1959 (2-U-5005), and December 19, 1989 (05-US-103), 
prescribed uniform systems of accounts to be used by municipal and private utilities. There have been supplemental 
orders issued in both these dockets on various dates. 
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regulation. The members of WUA are all subject to FERC regulation and are Wisconsin-based 

investor-owned utilities and cooperatives. FERC ordered changes to its requirements in FERC order 

RM99-8-00. 

The WUA represents electric and gas utilities affected by these requirements. Approving the 

revisions will result in an easing of some regulatory burdens for all covered utilities and ensure 

record retention consistency with FERC requirements. 

Order 

1. Records Retention Regulations for Electric, Gas, and Water Utilities dated June 1992, 

Schedule of Records and Periods of Retention, is modified to read as follows: 

The WUA has compared the requirements of Order RM99-8-00 with the 
Commission ordered requirements and proposed changes. The new 
requirements as described in Attachment A are ordered. 

2. All other terms and provisions in the Records Retention Regulations for Electric, 

Gas, and Water Utilities, dated June 1992, remain unchanged and in effect. 

3. This order supersedes the Supplemental Order prescribing Regulations to Govern The 

Preservation of Records, mailed July 1, 1992, in dockets 2-U-505 and 05-US-103 to the extent the 

Supplemental Order is inconsistent with Order Point 1. All other terms and provisions in that 

Supplemental Order remain unchanged and in effect. 

Dated at Madison, Wisconsin, . 9 ~  c ~ / - r ,  L/ , A06 
By the Commission: 

Sandra J. Paske 
Secretary to the Commission 

SJP: klh:g:\order\pending\5-US- 1 14 Final.doc 

See attached Notice of Appeal Rights 
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Notice of Avveal Rights 

Notice is hereby given that a person aggrieved by the foregoing 
decision has the right to file a petition for judicial review as provided 
in Wis. Stat. 227.53. The petition must be filed within 30 days after 
the date of mailing of this decision. That date is shown on the first 
page. If there is no date on the first page, the date of mailing is shown 
immediately above the signature line. The Public Service 
Commission of Wisconsin must be named as respondent in the 
petition for judicial review. 

Notice is further given that, if the foregoing decision is an order 
following a proceeding which is a contested case as defined in Wis. 
Stat. 3 227.01(3), a person aggrieved by the order has the further right 
to file one petition for rehearing as provided in Wis. Stat. 3 227.49. 
The petition must be filed within 20 days of the date of mailing of this 
decision. 

If this decision is an order after rehearing, a person aggrieved who 
wishes to appeal must seek judicial review rather than rehearing. A 
second petition for rehearing is not an option. 

This general notice is for the purpose of ensuring compliance with 
Wis. Stat. 3 227.48(2), and does not constitute a conclusion or 
admission that any particular party or person is necessarily aggrieved 
or that any particular decision or order is final or judicially 
reviewable. 

Revised 9/28/98 
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PUBLIC SERVICE COMMISSION OF WISCONSIN 
Investigation to Consider 

Proposed Changes to 
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Electric, Gas and Water Utilities 
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PUBLIC SERVICE COMMISSION OF WISCONSIN 
Investigation to Consider 

Proposed Changes to 
Records Retention Regulations 

for 
Electric, Gas and Water Utilities 

of expirations and of renewals, memoranda of receipts and payments under 
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PUBLIC SERVICE COMMISSION OF WISCONSIN 
Investigation to Consider 

Proposed Changes to 
Records Retention Regulations 

for 
Electric, Gas and Water Utilities 

I 
Insurance 

including files of notice. etc., pertaining thereto. 

Insurance records: 
(Combined a & b) Insurance policies, insurance requirements, records of 
policies in force, showing coverage, premiums paid and expiration dates. 
Records of amounts recovered from insurance companies in connection with 
losses and of claims against insurance companies, including reports of losses 
and supporting papers. 
Plant 
Non-Plant 

20 
6 years after expiration 

25 years 
6 years 

a 

c 

(1) 
(2) 
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PUBLIC SERVICE COMMISSION OF WISCONSIN 
Investigation to Consider 

Proposed Changes to 
Records Retention Regulations 

for 
Electric, Gas and Water Utilities 

pers, reports, statements of witnesses, etc., necessary to the support or 

I hl IRecords of gas produced, gas purchased, gas sent out and holder stock. ILife of Corporation 
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PUBLIC SERVICE COMMISSION OF WISCONSIN 
Investigation to Consider 

Proposed Changes to 
Records Retention Regulations 

for 
Electric, Gas and Water Utilities 

I dl l~eports on inspections and repairs of all street openings. 16 years 
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PUBLIC SERVICE COMMISSION OF WISCONSIN 
Investigation to Consider 

Proposed Changes to 
Records Retention Regulations 

for 
Electric, Gas and Water Utilities 

d other charges in connection with maintenance and other work pertainin 

xaminer's report, photographs, and other identification records, and other 
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PUBLIC SERVICE COMMISSION OF WISCONSIN 
Investigation to Consider 

Proposed Changes to 
Records Retention Regulations 

for 
Electric, Gas and Water Utilities 

uthorizations for expenditures, requisitions, performance reports analysis o 
ost reports. Analysis or cost reports showing quantities of materials used, 

hich jobs are to be completed and similar records which do not form a bas 

truction or retirement work order 

b 

( I )  

(2) 

investments or of the properties or investments of any associated companies. 
(Includes all records essential thereto.) 
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: 
Mergers or acquisitions 

Asset impairments. 

10 years after completion of transaction or 
as ordered by the Commission 
10 years after recognition of asset 
impairment. 
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PUBLIC SERVICE COMMISSION OF WISCONSIN 
Investigation to Consider 
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for 
Electric, Gas and Water Utilities 
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PUBLIC SERVICE COMMISSION OF WISCONSIN 
Investigation to Consider 

Proposed Changes to 
Records Retention Regulations 

for 
Electric, Gas and Water Utilities 

r 6 years after the auditor's exit 
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PUBLIC SERVICE COMMISSION OF WISCONSIN 
Investigation to Consider 

Proposed Changes to 
Records Retention Regulations 

for 
Electric, Gas and Water Utilities 
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P'CTBLIC SERVICE COMMISSION OF WISCONSIN 
Investigation to Consider 

Proposed Changes to 
Records Retention Regulations 

for 
Electric, Gas and Water Utilities 

asic computations and records of annual pla 

b 

c 

Statements of periodic withdrawals from fund. 

Statements prepared by fund administrator or trustees of fund activity 
including: 

Retain records for the most recent 3 years 
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PUBLIC SERVICE COMMISSION OF WISCONSIN 
Investigation to Consider 

Proposed Changes to 
Records Retention Regulations 

for 
Electric, Gas and Water Utilities 

administrative or operating purposes) of estimated future 
income, receipts and expenditures in connection with financing, 

63 

construction and operations and acquisitions or disposals of 
urouerties or inves 
Correspondence (Change to Miscellaneous Correspondence): 
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PUBLIC SERVICE COMMISSION OF WISCONSIN 
Investigation to Consider 

Proposed Changes to 
Records Retention Regulations 

for 
Electric, Gas and Water Utilities 

66 

e 
f 

a 

b 
c 
d 

Regulatory Policies Act (PURPA). 
Hazardous waste reports. 
Reports filed under federal and state holding company (Public Utility Holding 
Company Act (PUHCA) and Wisconsin Utility Holding Company Act 
(WUHCA)) regulations. 
Other miscellaneous records: 
Copies or records of advertisements by the company in behalf of itself or any 
associate company in newspapers, magazines and other publications. 
RESERVED 
RESERVED 
Destruction of records certificates or other notifications. 

Life of Corporation 
5 years 

2 years 

6 years 
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