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1. Pension: Records Retention for Relief Associations

Volunteer fire relief associations are governmental entities that receive and manage public
money. Therefore, they must follow state guidelines that govern the retention of records.

A General Records Retention Schedule for volunteer fire relief associations is available on the
Minnesota Historical Society’s website. The Schedule, instructions on its use, and a form for
notifying the Historical Society once the Schedule has been adopted by a relief association can
be downloaded by going to:

http://www.mnhs.orq/preserve/records/docs pdfs/Complete MFRASchedule2012.pdf.

For more information on the retention of records for volunteer fire relief associations, please
see the OSA’s Statement of Position on this topic, at:

http://www.auditor.state.mn.us/default.aspx?page=20110527.008.

2. Website: Pension Newsletter Index

Each month, the OSA Pension Division Newsletter contains information for fire relief
association members and officials. Past Newsletter articles have covered topics including
Benefit Levels, Board of Trustees and Membership, Fundraising, Internal Controls, Investment
Information, Pension and Benefit Payment Information, and State Aid.

An index is available on the OSA website which allows you to search articles from past
Newsletters. The Index can be accessed from the Pension Newsletter page by going to:

http://www.auditor.state.mn.us/default.aspx?page=20120703.010.
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3. Avoiding Pitfalls: Ticket Sales

When cash is involved, public entities need to take extra precautions to prevent fraud. One
situation where cash is prevalent is when tickets are sold, for example, at a school event or for a
public swimming pool. Ticket sales present an opportunity for “skimming,” the taking of cash
before it is recorded on the entity’s books.

Using pre-numbered tickets is one method to guard against skimming. When the sale of tickets
is reported, the person responsible for the ticket sales should turn in the corresponding amount
of cash and the correct number of unsold tickets, and obtain a receipt for what they've turned in.

To properly document ticket sales, entities should develop a form that records the starting and
ending numbers on the tickets sold at an event and the total amount of money collected. The
number of tickets sold multiplied by the ticket price should equal the amount of money
collected.

The form that records this information should be signed by the ticket seller(s) and maintained
by the entity as supporting documentation. Someone other than the ticket seller(s) should
confirm that the number on the first ticket used for the next event begins where the numbers on
the tickets for the prior event ended. Following these precautions can reduce an entity's risk of
an employee skimming from ticket sales.

If you are interested in signing up to receive an e-mail version of the E-Update regularly, click
here.
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