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In 1967, the South Dakota Legislature established the Records Management Program and
the Records Destruction Board. In the same act, the Legislature required every State
agency to develop a records retention and destruction schedule and declared that “No
record shall be destroyed or otherwise disposed of by any agency of the State unless it is
determined by majority vote of such board (Records Destruction Board) that the record
has no further administrative, legal, fiscal, research or historical value.”

According to Administrative Rule 24:52:11:01, any State government agency planning to
destroy agency records shall notify the State Archivist 30 days before the date of the
proposed destruction. The request shall include the name or title of the records, inclusive
dates, information content of the records, and quantity. This rule applies to all records,
including those granted exclusive or continuous disposal authorization by the Records
Destruction Board, with the following exceptions: vouchers, original and copies, and
supporting documents; warrants, original and copies, multiple copies of State
publications stored in bulk; obsolete blank forms; photocopies of computer printouts; and
original copies of records that have been legally reproduced under the provisions of
SDCL 1-27-4.

The State Archivist has 30 days to certify that the records have no permanent value and
may be destroyed, or to make arrangements to transfer the records to the archives. If the
Archivist fails to make a recommendation within this time, the records may be destroyed,
provided that the agency has received authorization from the Records Destruction Board.

Finally, if you have any questions about implementing this manual or about your records
in general, please contact Records Management at 773-3589. We will welcome an
opportunity to discuss the proper implementation of sound records management
practices.
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STATE OF SOUTH DAKOTA DEPARTMENT: School and Public Lands

RECORDS RETENTION & DIVISION: School and Public Lands
DESTRUCTION SCHEDULE OFFICE: School and Public Lands
AUTHORIZATION FORM PROGRAM: Administration

(Std Form RM-1 Rev 1/03) RECORDS OFFICER: Dena McCaskell

RECORD

RM CUSTOMER #: 0080

SERIESNO. TITLE---DESCRIPTION---RETENTION AND DESTRUCTION SCHEDULE

R.D.B.
AUTHORITY
NUMBER

OSPL-1.

ADMINISTRATIVE RULES, PROMULGATION FILES:

This series contains notices of public hearings, affidavits of
publication of notices, written comments from the public, and
transcripts of hearings. Files have little reference activity once the
hearing has been held unless someone requests a copy of the
transcript.  This record series serves to document the proper
promulgation of administrative rules pursuant to SDCL 1-26.

RETENTION: Retain in office on microfilm until rules are
repealed, then destroy.

(Note: SDCL 1-26-7 states in part, that "Each agency shall keep the
original records, documents, and instruments required by this
chapter.” There is no time frame included for these records. Since
SDCL 1-26-6.8 provides that "No rule is enforceable in the Courts
unless properly adopted,” the records must be maintained at least
until a curative statute has been adopted by the Legislature similar to
SDCL 1-26A-2, which cures all defects in the adoption of rules
appearing in the 1974 printed ARSD.)

(Note: The previous record series number was SPL-0002.)

Last Updated 2009

07-028
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STATE OF SOUTH DAKOTA DEPARTMENT: School and Public Lands

RECORDS RETENTION & DIVISION: School and Public Lands
DESTRUCTION SCHEDULE OFFICE: School and Public Lands
AUTHORIZATION FORM PROGRAM: Administration
(Std Form RM-1 Rev 1/03) RECORDS OFFICER: Dena McCaskell
RM CUSTOMER #: 0080
R.D.B.
RECORD AUTHORITY
SERIESNO. TITLE---DESCRIPTION---RETENTION AND DESTRUCTION SCHEDULE = NUMBER
OSPL-2.  ANNUAL REPORTS:
07-028
This series is generated annually pursuant to SDCL 5-1-14 and
contains annual reports. Information may include: transactions of the
office, condition of the school and public lands, and all funds arising
from the sale and leasing of school and public lands. Copies are
available for distribution to the Legislature upon request.
RETENTION: Retain permanent in office on microfilm.
(Note: File thirteen copies of all state publications with the State
Library pursuant to SDCL 14-1A-3.)
(Note: The previous record series number was SPL-0003.)
OSPL-3. ATTORNEY GENERAL OPINIONS:
07-028
This series contains the official opinions handed down by the State
Attorney General's Office concerning questions pertinent to the
Department of School and Public Lands. This record series is used
for occasional reference, and as support for administrative decisions
made and actions taken.
RETENTION: Retain 1 year in office, then destroy.
(Note: All Attorney General’s Official Opinions are printed in the
Biennial Report of the Attorney General.)
(Note: The previous record series number was SPL-0004.)
Page: 2
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STATE OF SOUTH DAKOTA DEPARTMENT: School and Public Lands

RECORDS RETENTION & DIVISION: School and Public Lands
DESTRUCTION SCHEDULE OFFICE: School and Public Lands
AUTHORIZATION FORM PROGRAM: Administration

(Std Form RM-1 Rev 1/03) RECORDS OFFICER: Dena McCaskell

RECORD

RM CUSTOMER #: 0080

SERIESNO. TITLE---DESCRIPTION---RETENTION AND DESTRUCTION SCHEDULE

R.D.B.
AUTHORITY
NUMBER

OSPL-4.

OSPL-5.

AUDIT REPORTS:

This series may contain both Department of Legislative Audit as well
as federal audit reports concerning the expenditure and administration
of state funds. The reports are reviewed to identify problem areas and
discrepancies so that corrective measures can be implemented. The
auditing agency also maintains a copy of the audit reports.

RETENTION: Retain 3 years in office, then destroy.

(Note: The previous record series number was SPL-0005.)

BUDGETARY ACCOUNTING PRINTOUTS:

These daily, weekly, monthly, and year-end computer printout reports
are used to monitor and reconcile fiscal year receipts and
expenditures. Information may include: Daily Revenue and Journal
Voucher Detail Report, Daily Transaction Register, Status Register,
Activity Budget Status, Weekly Sub-Fund Report, Advance Travel-
Accounts Receivable, Transaction Progress Report, Monthly Revenue
and Journal Voucher Detail Report, Revenue Analysis Report,
General Ledger Trial Balance, Sub-Fund General Ledger Trial
Balance, and Monthly Expenditure Report. This record series is
maintained for audit purposes.

RETENTION: Retain 1 year in office, then transfer to storage for 3
years. Destroy after 4 years provided all litigation, claims, and audit
findings involving the records have been resolved and final action has
been taken.

(Note: The previous record series number was SPL-0006.)

Last Updated 2009
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STATE OF SOUTH DAKOTA DEPARTMENT: School and Public Lands

RECORDS RETENTION & DIVISION: School and Public Lands
DESTRUCTION SCHEDULE OFFICE: School and Public Lands
AUTHORIZATION FORM PROGRAM: Administration
(Std Form RM-1 Rev 1/03) RECORDS OFFICER: Dena McCaskell
RM CUSTOMER #: 0080
R.D.B.
RECORD AUTHORITY
SERIESNO. TITLE---DESCRIPTION---RETENTION AND DESTRUCTION SCHEDULE = NUMBER
OSPL-6. BUDGET FILES:
07-028
This series may contain: budget requests, operating budgets, and
related working papers. This record series is used for reference
throughout the year in monitoring program activities, and when
preparing future budget requests.
RETENTION: Retain 3 years in office, then destroy.
(Note: The previous record series number was SPL-0007.)
OSPL-7. CORRESPONDENCE, GENERAL:
07-028
This series may contain both copies of letters and memorandums sent,
and originals of letters and memorandums received. This record
series is used for occasional reference and documentation.
RETENTION: Retain 2 years in office, then destroy.
(Note: The previous record series number was SPL-0009.)
OSPL-8. CORRESPONDENCE, GOVERNOR:
07-028
This series may contain both copies of letters and memorandums sent
to the Governor from the Department of School and Public Lands,
and originals of letters and memorandums received from the
Governor’s Office. This record series is used for occasional reference
and documentation.
RETENTION: Retain 5 years in office, then destroy.
(Note: Subject to Archival screening prior to disposal.)
(Note: The previous record series number was SPL-0010.)
Page: 4
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STATE OF SOUTH DAKOTA DEPARTMENT: School and Public Lands
RECORDS RETENTION & DIVISION: School and Public Lands
DESTRUCTION SCHEDULE OFFICE: School and Public Lands
AUTHORIZATION FORM PROGRAM: Administration

(Std Form RM-1 Rev 1/03) RECORDS OFFICER: Dena McCaskell

RECORD
SERIES NO.

RM CUSTOMER #: 0080

TITLE---DESCRIPTION---RETENTION AND DESTRUCTION SCHEDULE

R.D.B.
AUTHORITY
NUMBER

OSPL-9.

OSPL-10.

INVENTORY, CAPITAL ASSETS:

This series may include: a copy of the “Central Annual Inventory"
printouts, file maintenance forms which will reflect changes in the
inventory, an inventory procedures manual, and surplus property
received and transferred forms. This record series is maintained for
property management and accountability purposes.

RETENTION: Retain 1 year in office, then transfer to storage for 3
years. Destroy after 4 years provided all litigation, claims, and audit
findings involving the records have been resolved and final action has
been taken.

Retain manuals current in office. Destroy superseded or obsolete.

(Note: The previous record series number was SPL-0012.)

LEGAL CASE FILES:

This series contains legal cases involving the Department and other
entities which are of interest to the Commissioner of School and
Public Lands. Information may include: correspondence, opinions,
case citings, and clippings from newspapers and periodicals.

RETENTION: Retain 5 years in office after closed, then destroy
provided no appeal is pending.

(Note: The previous record series number was SPL-0014.)
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STATE OF SOUTH DAKOTA DEPARTMENT: School and Public Lands

RECORDS RETENTION & DIVISION: School and Public Lands
DESTRUCTION SCHEDULE OFFICE: School and Public Lands
AUTHORIZATION FORM PROGRAM: Administration
(Std Form RM-1 Rev 1/03) RECORDS OFFICER: Dena McCaskell
RM CUSTOMER #: 0080
R.D.B.
RECORD AUTHORITY

SERIESNO. TITLE---DESCRIPTION---RETENTION AND DESTRUCTION SCHEDULE NUMBER

OSPL-11. PAYROLL/PERSONNEL REPORTS:

07-028

This series consists of several bi-weekly computer printout reports
concerning payroll and personnel. Reports may include, but are not
limited to: Accumulated Earnings and Tax Report, Leave Accounting
Balances, Payroll Authorization, Payroll Register, and Payroll
Distribution Register.  This record series is used to check the
accuracy of the payroll system to insure proper expenditure of salary
and benefit money, and to insure sufficient accurate data on hours
worked and compensation received is being generated for retirement
purposes.

RETENTION: Retain 1 year in office, then transfer to storage for 3
years. Destroy after 4 years provided all litigation, claims, and audit
findings involving the records have been resolved and final action has
been taken.

(Note: Consider receiving data on computer output microfiche (COM)
instead of paper.)

(Note: The previous record series number was SPL-0016.)
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STATE OF SOUTH DAKOTA DEPARTMENT: School and Public Lands

RECORDS RETENTION & DIVISION: School and Public Lands
DESTRUCTION SCHEDULE OFFICE: School and Public Lands
AUTHORIZATION FORM PROGRAM: Administration

(Std Form RM-1 Rev 1/03) RECORDS OFFICER: Dena McCaskell

RECORD
SERIES NO.

RM CUSTOMER #: 0080

TITLE---DESCRIPTION---RETENTION AND DESTRUCTION SCHEDULE

R.D.B.
AUTHORITY
NUMBER

OSPL-12.

OSPL-13.

PERFORMANCE APPRAISALS:

This series contains the standard performance appraisal forms
showing a statement of standards and responsibilities for each
employee, and the immediate supervisor's evaluation of the
employee’s performance. Performance appraisals are required by
administrative rule, and are used for justifying merit increases in
salary, for commending deserving employees, and as documentation
supporting the dismissal of career service employees for
unsatisfactory job performance.

RETENTION: Retain 3 years in office, then destroy by shredding.

(Note: The previous record series number was SPL-0017.)

PERSONNEL FILES:

This series contains a folder for each employee in the Department of
School and Public Lands. Information may include, but is not limited
to: application for employment, personal data sheet, personnel action
notices, position description questionnaires, letters of reprimand and
commendation, authorizations for payroll deductions, service record,
notice of resignation, W-4 forms, and supervisor's report of employee
separation. This record series serve as a history of the employee's
service.

RETENTION: Retain current employee files in office. Transfer
terminated employee files to storage for 2 years. Destroy 2 years
after terminated provided sufficient data on hours worked and
compensation received has been maintained by the Department of
Labor, Division of Retirement and Insurance.

(Note: Consider microfilming when volume warrants.)

(Note: The previous record series number was SPL-0018.)
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STATE OF SOUTH DAKOTA DEPARTMENT: School and Public Lands

RECORDS RETENTION & DIVISION: School and Public Lands
DESTRUCTION SCHEDULE OFFICE: School and Public Lands
AUTHORIZATION FORM PROGRAM: Administration
(Std Form RM-1 Rev 1/03) RECORDS OFFICER: Dena McCaskell
RM CUSTOMER #: 0080
R.D.B.
RECORD AUTHORITY

SERIESNO. TITLE---DESCRIPTION---RETENTION AND DESTRUCTION SCHEDULE NUMBER

OSPL-14. REQUISITIONS:

07-028

This series contains a copy of formal request to order supplies or
equipment. The original is submitted to the Office of Procurement
Management resulting in a purchase order being prepared and
submitted to a vendor. Information may include: requesting agency,
fund coding, authorized signatures, description of item or service,
cost amount, vendor name, quantity, and date of requisition. This
record series is used for reconciliation and audit purposes.

RETENTION: Retain 1 year in office, then transfer to storage for 3
years. Destroy after 4 years provided all litigation, claims, and audit
findings involving the records have been resolved and final action has
been taken.

(Note: The previous record series number was SPL-0019.)

OSPL-14.1. SURPLUS PROPERTY FILES:

09-012

This series contains the form submitted to the director of South Dakota
Property Management for approval to dispose of State-owned personal
property and the written notification received from Property
Management designating the manner of disposal. Information may
include: agency name; date; address or location of property; phone
number; name of individual requesting; Property Management
Officer’s name; description of item(s); quantity; serial number;
equipment number; desired method of disposal as authorized; reason
for declaring property as surplus; estimate of current value; suggested
selling price; minimum acceptable price; statement of content; fixed
asset number, if applicable; and any other information deemed
necessary. This record series is maintained pursuant to SDCL 5-24A.

RETENTION: Retain 1 year in office, then transfer to storage for 3
years. Destroy after 4 years provided all litigation, claims, and audit
findings involving the records have been resolved and final action has
been taken.
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STATE OF SOUTH DAKOTA DEPARTMENT: School and Public Lands

RECORDS RETENTION & DIVISION: School and Public Lands
DESTRUCTION SCHEDULE OFFICE: School and Public Lands
AUTHORIZATION FORM PROGRAM: Administration
(Std Form RM-1 Rev 1/03) RECORDS OFFICER: Dena McCaskell
RM CUSTOMER #: 0080
R.D.B.
RECORD AUTHORITY

SERIESNO. TITLE---DESCRIPTION---RETENTION AND DESTRUCTION SCHEDULE NUMBER

OSPL-15. TRAVEL REQUESTS:

07-028

This series is arranged chronologically as requests are received from
the various employees in the Department and contains a copy of both
in and out-of-state travel requests for Department employees.
Information may include: origin, destination, leave date, return date,
leave time, return time, agency code, mode of travel, estimated miles,
number of rider(s), driver's name, phone number, rider(s) name(s),
purpose of travel, depart trip number, return trip number, license
number, date of entry, and travel coordinator’s name. For out-of-state
requests information may include: estimated transportation costs,
estimated meals cost, estimated lodging costs, any fee schedules, and
miscellaneous fees are also provided. All employees who travel on
state business prepare and submit these forms for approval prior to
their departure. This record series is used for travel coordination
purposes, and for paying of travel expenses upon return.

RETENTION: Retain 1 year in office, then transfer to storage for 3
years. Destroy after 4 years provided all litigation, claims, and audit
findings involving the records have been resolved and final action has
been taken.

(Note: The previous record series number was SPL-0021.)
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STATE OF SOUTH DAKOTA DEPARTMENT: School and Public Lands

RECORDS RETENTION & DIVISION: School and Public Lands
DESTRUCTION SCHEDULE OFFICE: School and Public Lands
AUTHORIZATION FORM PROGRAM: Administration
(Std Form RM-1 Rev 1/03) RECORDS OFFICER: Dena McCaskell
RM CUSTOMER #: 0080
R.D.B.
RECORD AUTHORITY

SERIESNO. TITLE---DESCRIPTION---RETENTION AND DESTRUCTION SCHEDULE NUMBER

OSPL-16. VOUCHERS:

07-028

This series may contain copies of travel, non-cash, direct, receiving,
and journal vouchers. Each voucher includes: the reason for which
the money was expended, the amount, the fund expended from, date,
who the funds went to or what account they were transferred to, and
the authorized signatures. This record series is used for reference to
determine quantities and descriptions of supplies and services
ordered, for vendor information, and audit purposes.

RETENTION: Retain 1 year in office, then transfer to storage for 3
years. Destroy after 4 years provided all litigation, claims, and audit
findings involving the records have been resolved and final action has
been taken.

(Note: The previous record series number was SPL-0022.)

Page: 10
Last Updated 2009



STATE OF SOUTH DAKOTA DEPARTMENT: School and Public Lands
RECORDS RETENTION & DIVISION: School and Public Lands
DESTRUCTION SCHEDULE OFFICE: School and Public Lands
AUTHORIZATION FORM PROGRAM: Investments

(Std Form RM-1 Rev 1/03) RECORDS OFFICER: Dena McCaskell

RECORD
SERIES NO.

RM CUSTOMER #: 0080

R.D.B.
AUTHORITY
TITLE---DESCRIPTION---RETENTION AND DESTRUCTION SCHEDULE NUMBER

OSPL-17.

OSPL-18.

APPORTIONMENT FILE, COMMON SCHOOL.:

07-028
This series documents school districts receipt of money according to
the apportionment schedule. Information may include: receipts,
worksheets, vouchers, amount allocated, Average Daily Membership
(ADM), and worksheets used in apportionment.

RETENTION: Retain 10 years, then destroy.

(Note: The previous record series number was SPL-0023.)

BANK ACCOUNTS FILE (LOCAL):

07-028
This series documents authorized depositors and contains information
regarding the closing and opening of accounts. Information may
include: correspondence, authorization letters, and names of those
signing signature cards. This record series is maintained for audit
purposes.

RETENTION: Retain 1 year in office, then transfer to storage for 3
years. Destroy after 4 years provided all litigation, claims, and audit
findings involving the records have been resolved and final action has
been taken.

(Note: The previous record series number was SPL-0024.)
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STATE OF SOUTH DAKOTA DEPARTMENT: School and Public Lands
RECORDS RETENTION & DIVISION: School and Public Lands
DESTRUCTION SCHEDULE OFFICE: School and Public Lands
AUTHORIZATION FORM PROGRAM: Investments

(Std Form RM-1 Rev 1/03) RECORDS OFFICER: Dena McCaskell

RECORD
SERIES NO.

RM CUSTOMER #: 0080

TITLE---DESCRIPTION---RETENTION AND DESTRUCTION SCHEDULE

R.D.B.
AUTHORITY
NUMBER

OSPL-19.

OSPL-20.

BANK STATEMENTS (CLEARING HOUSE):

This series documents the deposit of funds in a clearing account prior
to a permanent fund deposit. Information may include: bank name,
deposit receipts, account number, and bank statements. This record
series is used for revenue generated primarily from oil and gas
royalties.

RETENTION: Retain 1 year in office, then transfer to storage for 3
years. Destroy after 4 years provided all litigation, claims, and audit
findings involving the records have been resolved and final action has
been taken.

(Note: The previous record series number was SPL-0025.)

ESCHEAT FILE:

This series documents monies received, interest earned, and land in
the possession of the Department of School and Public Lands through
an escheat action. Information may include: stock certificate,
substitute form 1099, correspondence, and receipts. An escheat is the
reversion of property to the state in the event that there is nobody
competent to inherit it.

RETENTION: Retain 20 years in office after receipt of the probate
order, then microfilm and maintain film for 10 years. Destroy film 30
years after receipt of probate.

(Note: The previous record series number was SPL-0029.)
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STATE OF SOUTH DAKOTA DEPARTMENT: School and Public Lands
RECORDS RETENTION & DIVISION: School and Public Lands
DESTRUCTION SCHEDULE OFFICE: School and Public Lands
AUTHORIZATION FORM PROGRAM: Investments

(Std Form RM-1 Rev 1/03) RECORDS OFFICER: Dena McCaskell

RECORD
SERIES NO.

RM CUSTOMER #: 0080

TITLE---DESCRIPTION---RETENTION AND DESTRUCTION SCHEDULE

R.D.B.
AUTHORITY
NUMBER

OSPL-21.

OSPL-22.

INVESTMENT FILE, TREASURER’S:

This series contains updates on the investment file. Information may
include: date of purchase of financial instruments, description, par
value, rate, customer, principal, interest, total cost, and maturity date.
The State Treasurer also maintains this information.

RETENTION: Retain 1 year in office, then transfer to storage for 3
years. Destroy after 4 years.

(Note: The previous record series number was SPL-0031.)

INVESTMENT MAINTENANCE REPORT:

This computer printout series is arranged chronologically and
provides a listing of updates made to the *Investment File,
Treasurer's”. Information may include: loan number, due date,
borrower, maturity date, accrued interest, fees, total cost, current
balance, and the interest rate. This record series is used for account
reconciliation and audit purposes.

RETENTION: Retain 1 year in office, then transfer to storage for 3
years. Destroy after 4 years provided all litigation, claims, and audit
findings involving the records have been resolved and final action has
been taken.

(Note: The previous record series number was SPL-0032.)
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STATE OF SOUTH DAKOTA DEPARTMENT: School and Public Lands
RECORDS RETENTION & DIVISION: School and Public Lands
DESTRUCTION SCHEDULE OFFICE: School and Public Lands
AUTHORIZATION FORM PROGRAM: Investments

(Std Form RM-1 Rev 1/03) RECORDS OFFICER: Dena McCaskell

RECORD
SERIES NO.

RM CUSTOMER #: 0080

TITLE---DESCRIPTION---RETENTION AND DESTRUCTION SCHEDULE

R.D.B.
AUTHORITY
NUMBER

OSPL-23.

OSPL-24.

INVESTMENT PORTFOLIOS (LOAN FILE):

This series is arranged numerically in sets of fifty and documents the
purchase and payment of loans; and their terms and conditions.
Information may include: mortgage insurance certificate, mortgage
note, assignment of mortgage, promissory note, insurance
endorsement, payment documentation, secondary participation
guaranty agreement, vouchers, and original collateral documents.
This record series is used for account reconciliation and audit
purposes.

RETENTION: Retain 10 years after satisfaction, then destroy.

(Note: The previous record series number was SPL-0033.)

LOAN LISTING BY INTEREST RATE AND TYPE:

This computer printout series provides a ready reference to loans by
interest rate and type. Information may include: interest rate, loan
number, borrower name, maturity date, purchase date, value of
purchase, premium or discount, fees, investment total cost, current
balance, and servicing bank. This record series is maintained for
audit purposes.

RETENTION: Retain 1 year in office, then transfer to storage for 3
years. Destroy after 4 years provided all litigation, claims, and audit
findings involving the records have been resolved and final action has
been taken.

(Note: Consider receiving data on computer output microfiche (COM)

instead of paper.)

(Note: The previous record series number was SPL-0034.)
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STATE OF SOUTH DAKOTA DEPARTMENT: School and Public Lands
RECORDS RETENTION & DIVISION: School and Public Lands
DESTRUCTION SCHEDULE OFFICE: School and Public Lands
AUTHORIZATION FORM PROGRAM: Investments

(Std Form RM-1 Rev 1/03) RECORDS OFFICER: Dena McCaskell

RECORD
SERIES NO.

RM CUSTOMER #: 0080

R.D.B.
AUTHORITY
TITLE---DESCRIPTION---RETENTION AND DESTRUCTION SCHEDULE NUMBER

OSPL-25.

OSPL-26.

MORTGAGE LOAN ACTIVITY SURVEY:

07-028
This form series (S-134) is generated voluntarily to contribute
statistics to the Bureau of Census concerning mortgage loan activity.
Information may include: property type, type of mortgage loan,
beginning outstanding balance, loan originations, loan purchases,
loan sales, long term mortgage loans, construction loans, land
development loans, grand total, and mortgage loan commitments.

RETENTION: Retain 1 month in office, then destroy.

(Note: The previous record series number was SPL-0035.)

PAYMENTS LISTINGS REPORT:

07-028

This computer printout series provides a detailed history of loan
payments. Information may include: loan type number, investment
total cost, principal payment, interest, investment purchase, current
balance, document date, and document number. This report is
generated monthly with a fiscal year-end report summarizing the
year’s payment activities. This record series is used for reconciliation
and audit purposes.

RETENTION: YEAR-END REPORT: Retain in office for life of
loan, then transfer to storage for 4 years. Destroy 4 years after loan
has been terminated provided all litigation, claims, and audit findings
involving the records have been resolved and final action has been
taken.

MONTHLY REPORTS: Retain 1 year in office, then destroy.

(Note: Consider microfilming existing year-end reports and receiving
future data on computer output microfiche (COM) instead of paper.)

(Note: The previous record series number was SPL-0036.)
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STATE OF SOUTH DAKOTA DEPARTMENT: School and Public Lands
RECORDS RETENTION & DIVISION: School and Public Lands
DESTRUCTION SCHEDULE OFFICE: School and Public Lands
AUTHORIZATION FORM PROGRAM: Investments

(Std Form RM-1 Rev 1/03) RECORDS OFFICER: Dena McCaskell

RECORD
SERIES NO.

RM CUSTOMER #: 0080

TITLE---DESCRIPTION---RETENTION AND DESTRUCTION SCHEDULE

R.D.B.
AUTHORITY
NUMBER

OSPL-27.

OSPL-28.

PAYMENTS ON LOANS REPORT:

This computer printout series documents payment or lack of and is
used to notify loan holders of delinquent status. Information may
include: payment date, loan type, current balance, last payment
received date, and servicing bank. This record series is used for
reconciliation and audit purposes.

RETENTION: Retain 1 year in office, then transfer to storage for 3
years. Destroy after 4 years provided all litigation, claims, and audit
findings involving the records have been resolved and final action has
been taken.

(Note: The previous record series number was SPL-0037.)

RECEIPT BOOK CASH:

This receipt book series contain copies of receipts documenting cash
received by the Department of School and Public Lands. Information
may include: payer, amount, date, purpose, and signature of issuer.
This record series provides an account for cash payments deposited in
the State Treasury, and are kept for audit purposes.

RETENTION: Retain full book 1 year in office, then transfer to
storage for 3 years. Destroy after 4 years provided all litigation,
claims, and audit findings involving the records have been resolved
and final action has been taken.

(Note: The previous record series number was SPL-0038.)

Last Updated 2009

07-028

07-028

Page: 16



STATE OF SOUTH DAKOTA DEPARTMENT: School and Public Lands

RECORDS RETENTION & DIVISION: School and Public Lands
DESTRUCTION SCHEDULE OFFICE: School and Public Lands
AUTHORIZATION FORM PROGRAM: Investments
(Std Form RM-1 Rev 1/03) RECORDS OFFICER: Dena McCaskell
RM CUSTOMER #: 0080
R.D.B.
RECORD AUTHORITY

SERIESNO. TITLE---DESCRIPTION---RETENTION AND DESTRUCTION SCHEDULE NUMBER

OSPL-29. TAX ANTICIPATION NOTES:

07-028
This series contains working papers for the Tax Anticipation Notes
(TAN) program. Information may include, but is not limited to:
correspondence, securities, resolutions, copies of contracts and
agreements, and any other material necessary to guarantee the
funding of promissory notes for TAN project.

RETENTION: Retain 1 year in office, then transfer to storage for 3
years. Destroy after 4 years provided all litigation, claims, and audit
findings involving the records have been resolved and final action has
been taken.

(Note: The previous record series number was SPL-0170.)
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STATE OF SOUTH DAKOTA DEPARTMENT: School and Public Lands
RECORDS RETENTION & DIVISION: School and Public Lands
DESTRUCTION SCHEDULE OFFICE: School and Public Lands

AUTHORIZATION FORM PROGRAM: Land Administration

(Std Form RM-1 Rev 1/03) RECORDS OFFICER: Dena McCaskell

RECORD
SERIES NO.

RM CUSTOMER #: 0080

TITLE---DESCRIPTION---RETENTION AND DESTRUCTION SCHEDULE

R.D.B.
AUTHORITY
NUMBER

OSPL-30.

OSPL-31.

ABSTRACTS, PUBLIC LANDS:

This microfilm jacket series documents the property history of land
owned by the State of South Dakota, and the Department of School
and Public Lands. Information may include, but is not limited to:
quit claim deeds, date of sales, mortgage foreclosure papers, legal
description, and grantor and grantee names. This record series is used
to show property history and provide documentation to the transfer of
land.

RETENTION: Retain permanent in office on microfilm.

(Note: The previous record series number was SPL-0040.)

APPLICATIONS, SCHOOL HOUSE SITE:

This series documents the application by a school district for a school
house site on state land. Information may include: legal description,
affidavit of clerk, and consent of residents. This record series is used
for reference and documentation purposes.

RETENTION: Retain 2 year in office, then destroy.

(Note: The previous record series number was SPL-0041.)
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STATE OF SOUTH DAKOTA DEPARTMENT: School and Public Lands
RECORDS RETENTION & DIVISION: School and Public Lands
DESTRUCTION SCHEDULE OFFICE: School and Public Lands
AUTHORIZATION FORM PROGRAM: Land Administration
(Std Form RM-1 Rev 1/03) RECORDS OFFICER: Dena McCaskell

RECORD
SERIES NO.

RM CUSTOMER #: 0080

TITLE---DESCRIPTION---RETENTION AND DESTRUCTION SCHEDULE

R.D.B.
AUTHORITY
NUMBER

OSPL-32.

OSPL-33.

BADLANDS PATENT EXCHANGE:

This series documents the proposed exchange of Vahalle land in a
proposal that would exchange federal land for state land. Information
may include: correspondence, patents, exchange documents, and
worksheets. This record series is used for reference in this still
pending exchange.

RETENTION: Retain 10 years in office after exchange, then
destroy.

(Note: Subject to Archival screening prior to disposal.)

(Note: The previous record series number was SPL-0042.)

BILLS OF SALE:

This series is arranged alphabetically by county and contains the legal
size bills of sale that document the sale of improvements on school
and public lands. Information may include: county, purchaser,
county official, price, description of improvement, date,
commissioner’s signature, and signature of the Governor. This record
series is used for reference and audit purposes.

RETENTION: Retain 1 year in office, then transfer to storage for 3
years. Destroy after 4 years provided all litigation, claims, and audit
findings involving the records 