Adopted: June 4, 2016
Reviewed: May 15, 2025

Twin Cities International Schools
GENERAL RECORDS RETENTION (725)

I. PURPOSE

Records are vitally important to the operation of any organization; they serve as the
organization’s memory and are evidence of past events and the basis for future actions. When
created, maintained and disposed of in an orderly and systematic manner, records can be a
tremendous asset; when treated in a haphazard and disorderly manner, they can reduce the
effectiveness of an organization and increase its costs substantially.

The purpose of a records retention schedule is to provide a plan for managing governmental

records by giving continuing authority to dispose of records under Minnesota Statutes 138.17.
The basis of any good records management program is the implementation of a well-developed
records retention schedule. A retention schedule is a plan for the management of your records.

II. GENERAL STATEMENT OF POLICY

The General Records Retention Schedule for Minnesota School Districts (no. 00-43) is available
in PDF on the Region 1 (a regional computer service provider) website. Approved in 2000 by
the Minnesota Records Disposition Panel, this schedule is a revision and update of a general
records retention schedule for Minnesota school districts last issued in 1985. For more
information about records retention as it pertains to schools, see the Minnesota Department of
Education's FAQ Page.
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https://www.region1.k12.mn.us/main/Portals/0/SMART%20Systems/SMARTFIN/docs/DistrictGeneralRecordsRetention.pdf
https://education.mn.gov/mdeprod/groups/educ/documents/basic/mdaw/mdu1/%7Eedisp/055464.pdf
https://education.mn.gov/mdeprod/groups/educ/documents/basic/mdaw/mdu1/%7Eedisp/055464.pdf
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