OFFICE OF THE STATE AUDITOR

E - l | d ate The official online news
publication of the Office

of the State Auditor

Rebecca Otto January 12, 2018

1. Deadline: City & County Summary Budget Forms

2. Meeting: Volunteer Fire Relief Association Working Group
3. Avoiding Pitfalls: Records Retention

1. Deadline: City & County Summary Budget Forms

January 31st is the deadline for cities and counties to submit the Summary Budget Reporting
Form. The forms can be accessed at:

https://www.auditor.state.mn.us/safes/.

Instructions for completing the forms can be found at:

http://www.auditor.state.mn.us/default.aspx?page=20111209.001.

2. Meeting: Volunteer Fire Relief Association Working Group

The Volunteer Fire Relief Association Working Group will meet on Wednesday, January 17 from
11:00 a.m. to 1:00 p.m. at the Office of the State Auditor, 525 Park Street, Suite 500, Saint Paul.

Meetings are open to the public. Agendas and materials are available on the OSA website at:

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

3. Avoiding Pitfalls: Records Retention

Government records must be preserved according to state law. In Minnesota, local governments
may only destroy government records pursuant to:
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o An “Application for Authority to Dispose of Records” submitted to and approved by the
State Records Disposition Panel; or

e A records retention schedule adopted by the governing board and approved by the State
Records Disposition Panel.

If the governmental entity adopts one of these general records retention schedules and that
schedule is subsequently updated by the State Records Disposition Panel, the governmental entity
does not have to adopt the new version of the general schedule. Instead, the State Records
Disposition Panel will assume the governmental entity will use the most recent version of the
general schedule

Links to the general records retention schedules for Minnesota governmental entities, including
counties, cities, townships, and school districts, are found on the Minnesota Historical Society’s
website at:

http://www.mnhs.org/preserve/records/retentionsched.html.

In addition, the Minnesota Historical Society and State Archives website offers guidelines,
information leaflets and forms to assist governmental entities in managing their paper and
electronic records. For example, the site provides information leaflets for records of watershed
districts, soil and water conservation districts, law enforcement, county auditors, public libraries,
public health care facilities, heritage preservation commissions, towns, cities, and school
districts. The information can be found on the Minnesota Historical Society website at:

http://www.mnhs.org/preserve/records/recser.html.

If you are interested in signing up to receive an e-mail version of the E-Update regularly, send
an e-mail with your contact information to Jim.Levi@osa.state.mn.us

The Office of the State Auditor is located at 525 Park Street, Suite 500, St. Paul, MN 55103.
Phone: (651) 296-2551 or (800) 627-3529 (TTY) Fax: (651) 296-4755.
Web: www.auditor.state.mn.us.
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