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SCL-52. EMPLOYMENT CONTRACTS: 
13-012 

This series contains contracts for employment.  Information may 
include:  date at or about which school will start, terms of 
employment, wages per month, time of payment, and signatures of 
teacher, president of school board, and business manager.  This record 
series is maintained pursuant to SDCL 13-43-6. 

 
RETENTION:  Retain active employee contracts in office.  Transfer 
terminated to storage for 6 years.  Destroy 6 years after terminated 
provided all litigation, claims, and audit findings involving the records 
have been resolved and final action has been taken. 
 
 

SCL-53. E-RATE FEDERAL FUNDING FILES: 
14-012 

This series contains the documentation for the E-Rate federal funding 
files.  Information may include:  applications, invoices, financial 
reports, and correspondence.  This record series is maintained for audit 
purposes. 
 
RETENTION:  Retain 1 year in office, then transfer to storage for 9 
years.  Destroy after 10 years provided all litigation, claims, and audit 
findings involving the records have been resolved and final action has 
been taken. 
 
(Note:  Federal Regulations have changed the document retention 
period from five to 10 years after the latter of the last day of the 
applicable funding year, or the service delivery deadline for the 
funding request.) 


