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will change as records retention manuals are updated.
 

 



Open Records Project - 
Authority for Maintenance of Records
Bureau of Administration

B&G-10
Corresponds to Record Series

Buildings and Grounds
Division

Herbicide and Pesticide Application Record: This series is arranged chronologically and contains 
Herbicide and Pesticide Application Records.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

12:56:07:03
Records to be kept for three years
Administrative Rule of South Dakota

Gloria Guericke

yes

Manager of the Buildings & G

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1 of 2119



B&G-11
Corresponds to Record Series

Buildings & Grounds office
Division

Inventories, Capital Assets. This series is arranged chronologically by date, and contains all 
information related to capital asset inventories for the Program.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

5-24-2
Cost or value to be shown in inventory--Filing.
South Dakota Codified Law

Gloria Guericke

yes

Manager of Buildings & Grou

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 2 of 2119



B&G-12
Corresponds to Record Series

Buildings & Grounds office
Division

Inventory Supplies.  This database series contains a running balance of current supplies on hand.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

5-24-2
Cost or value to be shown in inventory--Filing.
South Dakota Codified Law

Gloria Guericke

yes

Manager of Buildings & Grou

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 3 of 2119



B&G-26
Corresponds to Record Series

Buildings & Grounds office
Division

Vehicle and Equipment Titles. This series contains the titles for Buildings and Grounds purchased 
cushmans and equipment.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

32-3-12 and 32-3-13
32-3-12. Operation or possession of vehicle without certificate as misdemeanor.

32-3-13. Sale or transfer without certificate as misdemeanor.

South Dakota Codified Law

Gloria Guericke

yes

Manager of Buildings and Gr

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 4 of 2119



BOA-4-1
Corresponds to Record Series

Commissioner's Office
Division

NOTE: This retention series will be updated.

This series contains the Capitol Beautification Commission records.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-25-3
State agencies to keep minutes of proceedings--Availability to public--Misdemeanor.
South Dakota Codified Law

Gloria Guericke

yes

Administrative Assistant in C

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 5 of 2119



CD-10
Corresponds to Record Series

Commissioner's office
Division

Property Management Files:  This series is arranged chronologically and documents all property 
maintained by the agency.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

5-24-1.1
Inventory of state personal property required.
South Dakota Codified Law

Gloria Guericke

yes

Manager, Central Duplicating 

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 6 of 2119



CD-11
Corresponds to Record Series

Commissioner's office
Division

Records Management Files

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

10:04:01:03
Duties of agency records officer.
Administrative Rule of South Dakota

Gloria Guericke

yes

Manager, Central Duplicating 

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 7 of 2119



CD-12
Corresponds to Record Series

Central Duplicating
Division

Requisitions

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

5-23-34
Records and files maintained by bureau.
South Dakota Codified Law

Gloria Guericke

yes

Manager, Central Duplicating 

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 8 of 2119



CD-14
Corresponds to Record Series

Central Duplicating
Division

Vouchers

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

5-23-34
Records and files maintained by bureau.
South Dakota Codified Law

Gloria Guericke

yes

Manager, Central Duplicating 

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 9 of 2119



CD-2
Corresponds to Record Series

Commissioner's office
Division

Billing by Agency Summaries. This computer printout series is generated monthly and contains an 
itemized listing of printing services provided for other agencies.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

5-23-34
Records and files maintained by bureau.
South Dakota Codified Law

Gloria Guericke

yes

Manager, Central Duplicating 

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 10 of 2119



CD-5
Corresponds to Record Series

Commissioner's office
Division

Job Tickets: This series is arranged numerically by agency coding, and contains the original printing 
requisition as submitted by all agencies.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

5-23-34
Records and files maintained by the bureau.
South Dakota Codified Law

Friday, June 29, 2007 Page 11 of 2119



Copier Logs:  This series is arranged alphabetically by agency name and lists the monthly ending 
number for all agencies who have their own auditron.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

5-23-34
Records and files maintained by bureau.
South Dakota Codified Law

Gloria Guericke

yes

Manager, Central Duplicating 

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 12 of 2119



CD-7
Corresponds to Record Series

Commissioner's office
Division

Leases: This series is arranged chronologically by date, and contains current leases between 
Central Duplicating and various copier vendors.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

5-23-34
Records and files maintained by bureau.
South Dakota Codified Law

Gloria Guericke

yes

Manager, Central Duplicating 

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 13 of 2119



CM-4
Corresponds to Record Series

Commissioner's Office
Division

Equipment Lease Maintenance: This series is arranged alphabetically by company, then 
chronologically and contains documentation on maintenance performed on leased equipment.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

5-23-34
Records and files maintained by bureau.
South Dakota Codified Law

Gloria Guericke

yes

Manager, Central Mail office

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 14 of 2119



CM-7
Corresponds to Record Series

Commissioner's office
Division

Records Management Files: This series contains the completed forms used to track inactive records 
that have been sent to Records Management Storage; the department's "Records Retention and 
Destruction Schedule"; and the "Records Management Reference Manual."

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

10:04:01:03
Duties of agency records officer.
Administrative Rule of South Dakota

Gloria Guericke

yes

Manager, Central Mail office

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 15 of 2119



CS-10
Corresponds to Record Series

Central Supply office
Division

Stock Received Books. This ledger book series is arranged chronologically and contains a list of all 
purchase order items received.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

5-24-1.1
Inventory of state personal property required.
South Dakota Codified Law

Gloria Guericke

yes

Records Management officer,

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 16 of 2119



CS-11
Corresponds to Record Series

Central Supply office
Division

Supply Orders. This series is arranged numerically by budgetary accounting code number and 
contains the original supply orders from each respective agency.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

5-23-34
Records and files maintained by bureau.
South Dakota Codified Law

Gloria Guericke

yes

Records Management officer,

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 17 of 2119



CS-14
Corresponds to Record Series

Central Supply office
Division

Purchase Orders. This series is arranged alphabetically by company and contains copies of all 
purchase orders issued by the division.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

5-23-34
Records and files maintained by bureau.
South Dakota Codified Law

Gloria Guericke

yes

Records Management officer,

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 18 of 2119



CS-2
Corresponds to Record Series

Central Supply
Division

Delivery Records. This series is arranged chronologically by delivery date and contains the original 
form documenting the receipt of Central Supply goods.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

5-23-34
Records and files maintained by bureau.
South Dakota Codified Law

Gloria Guericke

yes

Records Management officer,

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 19 of 2119



CS-3
Corresponds to Record Series

Central Supply office
Division

Flag Requests. This series is arranged chronologically and contains the originals of all requests for 
U.S. and S.D. flags.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

5-23-34
Records and files maintained by bureau.
South Dakota Codified Law

Gloria Guericke

yes

Records Management officer,

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 20 of 2119



CS-4
Corresponds to Record Series

Central Supply office
Division

Monthly Billing Reports, Itemized. This monthly computer printout series contains an itemized list 
detailing the supplies purchased by each agency.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

5-23-34
Records and files maintained by bureau.
South Dakota Codified Law

Gloria Guericke

yes

Records Management officer,

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 21 of 2119



CS-5
Corresponds to Record Series

Central Supply office
Division

Packing Slips. This series is arranged chronologically by date received, and contains the packing 
slips for all items received by Central Supply.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

5-23-34
Records and files maintained by bureau.
South Dakota Codified Law

Gloria Guericke

yes

Records Management officer,

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 22 of 2119



CS-6
Corresponds to Record Series

Central Supply office
Division

Physical Stock Inventory Cards and Reports. This series is arranged chronologically and contains 
the results of the year-end physical inventory.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

5-24-1.1
Inventory of state personal property required. Officers and employees of each state 
institution and department are required to maintain an inventory of all public personal 
property in the manner prescribed by rule by the commissioner of the Bureau of 
Administration.

South Dakota Codified Law

Gloria Guericke

yes

Records Management officer,

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 23 of 2119



CS-7
Corresponds to Record Series

Central Supply office
Division

Stock Inventory Movement Records. This monthly computer printout contains a summary of 
monthly stock sales.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

5-24-1.1
Inventory of state personal property required.
South Dakota Codified Law

Gloria Guericke

yes

Records Management officer,

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 24 of 2119



CS-8
Corresponds to Record Series

Central Supply office
Division

Stock Inventory Price Analysis Records. This series is arranged chronologically and contains the 
costs used to determine the price to charge for stock items which experience price 
increases/decreases.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

5-24-2
Cost or value to be shown in inventory--Filing. The inventories required by 5-24-1 and 5-24-
1.1 shall show the actual cost for each item, or the estimated cost at the time of 
acquisition, if the actual cost cannot be ascertained.

South Dakota Codified Law

Gloria Guericke

yes

Records Management officer,

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 25 of 2119



CS-9
Corresponds to Record Series

Central Supply office
Division

Stock Inventory Update and Exception Reports. This daily computer output microfiche (COM) series 
(Job stream number  CS06JS16) contains up-to-date listing of all inventory in stock.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

5-24-1.1
Inventory of state personal property required.
South Dakota Codified Law

Gloria Guericke

yes

Records Management officer,

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 26 of 2119



ENG-14
Corresponds to Record Series

State Engineer's office
Division

Plans. This series is arranged numerically by project number and contains the scale drawings of all 
proposed construction projects.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

5-14-9
Plans, specifications, bids, contracts, and cost records kept by Bureau of Administration.
South Dakota Codified Law

Gloria Guericke

yes

State Engineer.

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 27 of 2119



ENG-15
Corresponds to Record Series

State Engineer's office
Division

Project Files. This series is arranged numerically by project number and contains information on all 
original construction, renovations, and asbestos projects.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

5-14-9
Plans, specifications, bids, contracts, and cost records kept by Bureau of Administration.
South Dakota Codified Law

Gloria Guericke

yes

State Engineer.

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 28 of 2119



ENG-16
Corresponds to Record Series

State Engineer's Office
Division

Project Master Work Files. This project is arranged numerically by project number and contains the 
working papers used when designing a new project.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

5-14-9
Plans, specifications, bids, contracts, and cost records kept by Bureau of Administration.
South Dakota Codified Law

Gloria Guericke

yes

State Engineer.

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 29 of 2119



ENG-18
Corresponds to Record Series

State Engineer's office
Division

Soil Data Records. This series is arranged numerically by project number and contains the narrative 
reports and charts depicting results of test bores.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

5-14-9
Plans, specifications, bids, contracts and cost records kept by Bureau of Administration
South Dakota Codified Law

Gloria Guericke

yes

State Engineer.

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 30 of 2119



ENG-19
Corresponds to Record Series

State Engineer's Office
Division

Specifications, General: This series contains resource material used by the engineers.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

5-14-9
Plans, specifications, bids, contracts and cost records kept by Bureau of Administration.
South Dakota Codified Law

Gloria Guericke

yes

State Engineer.

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 31 of 2119



ENG-21
Corresponds to Record Series

State Engineer's office
Division

Vouchers, (Assessment): This series contains copies of the Office of State Engineer's assessment 
vouchers and corresponding reports for these vouchers.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

5-14-9
Plans, specifications, bids, contracts and cost records kept by Bureau of Administration
South Dakota Codified Law

Gloria Guericke

yes

State Engineer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 32 of 2119



ENG-6
Corresponds to Record Series

State Engineer's Office
Division

This records series will be revised.

Contracts, Supplemental Power Usage: This series contains originals of contracts and agreements 
between the program and various utility companies to provide supplemental electric power at the 
various agencies.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

5-14-9
Plans, specifications, bids, contracts, and cost records kept by Bureau of Administration.
South Dakota Codified Law

Gloria Guericke

yes

Statewide Energy Manager in

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 33 of 2119



ENG-8
Corresponds to Record Series

State Engineer's Office
Division

Correspondence.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

5-14-9
Plans, specifications, bids, contracts and cost records kept by Bureau of Administration.
South Dakota Codified Law

Gloria Guericke

yes

State Engineer.

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 34 of 2119



FM-10
Corresponds to Record Series

Records Management
Division

Destroyed Box and Microfilm Roll Listing

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-27-19
Annual meeting to authorize destruction of political subdivision records--Record of 
disposition.

South Dakota Codified Law

Gloria Guericke

yes

Manager of the Records Man

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 35 of 2119



FSP-31
Corresponds to Record Series

Federal Surplus Property
Division

Receipts Journal. This series is arranged chronologically by date and is used to record all payments 
received from agencies for surplus property acquired.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

4-3-3
Receipts to be given for state funds--Distribution of copies--Additional requirements for 
uniform accounting system.

South Dakota Codified Law

Gloria Guericke

yes

Manager of Federal Surplus 

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 36 of 2119



FSP-43
Corresponds to Record Series

Federal Surplus Property offi
Division

Titles File. This series contains the titles and registrations of all vehicles owned and operated by the 
Program.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

32-3-12
Operation or possession of vehicle without certificate as misdemeanor.
South Dakota Codified Law

Gloria Guericke

yes

Manager of Federal Surplus 

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 37 of 2119



ORM-14
Corresponds to Record Series

Risk Management
Division

Records Management Files

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

10:04:01:03
Deuties of agency records officer.
Administrative Rule of South Dakota

Gloria Guericke

yes

Records Management officer,

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 38 of 2119



P&P 11
Corresponds to Record Series

Procurement Management
Division

Needs to be updated.  We now accept credit card payments as well as payment by check.

NOTE: Confidential information will be redacted if information is requested from this record series.

Logs of checks received from vendors for bidder registration.

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

5-23-34
Records and files maintained by the bureau
South Dakota Codified Law

Jeff Holden

Yes

No

Secretary

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 39 of 2119



P&P 13
Corresponds to Record Series

Procurement Management
Division

Purchasing Cardholder user profiles

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

5-23-34
Records and files maintained by the bureau.
South Dakota Codified Law

Jeff Holden

Yes

No

No

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 40 of 2119



P&P-1
Corresponds to Record Series

Procurement Management of
Division

This retention series is being updated.

Bid Proposals. This series is arranged numerically by proposal number and contains information 
used to request and award bids.

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

5-23-34  and   1-27-30
5-23-34. Records and files maintained by bureau.

1-27-30. Confidentiality of proprietary or trade information of private entity. All proprietary 
or trade secret information obtained by a state agency from or concerning a private entity 
is confidential, except as provided by 1-27-31.

South Dakota Codified Law

Gloria Guericke

yes

Manager, Procurement Mana

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 41 of 2119



P&P-15
Corresponds to Record Series

Procurement office
Division

This record series is being updated.

Leases. This series is arranged alphabetically by equipment name and contains the actual signed 
lease for equipment leased by the State.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

5-23-34
Records and files maintained by bureau.
South Dakota Codified Law

Gloria Guericke

yes

Manager of Procurement offi

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 42 of 2119



P&P-17
Corresponds to Record Series

Procurement office
Division

Notices, Annual Contract Awards. This series is arranged alphabetically by vendor name and 
contains the original contracts and award notices as issued by the Program to award bids.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

5-23-34
Records and files maintained by bureau.
South Dakota Codified Law

Gloria Guericke

yes

Manager of Procurement offi

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 43 of 2119



P&P-19
Corresponds to Record Series

Procurement office
Division

Purchase Orders and Receiving Vouchers, Internal. This series is arranged chronologically by date 
and contains the information documenting the purchase of goods and/or services by the Program.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

5-23-34
Records and files maintained by bureau.
South Dakota Codified Law

Gloria Guericke

yes

Manager of Procurement offi

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 44 of 2119



P&P-21
Corresponds to Record Series

Procurement office
Division

Requisitions. This series contains a formal request to order supplies or equipment as received from 
various agencies.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

5-23-34
Records and files maintained by bureau.
South Dakota Codified Law

Gloria Guericke

yes

Manager of Procurement offi

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 45 of 2119



P&P-26
Corresponds to Record Series

Procurement office
Division

Confidential information is contained in the report and will be redacted if information from this 
record series is requested.

Citibank Credit Card Reports

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

5-23-34
Records and files maintained by bureau.
South Dakota Codified Law

Gloria Guericke

yes

Manager of Procurement offi

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 46 of 2119



P&P-27
Corresponds to Record Series

Procurement Office
Division

Confidential information is contained in the report and will be redacted if information from this 
record series is requested.

This record series is being updated.

Citibank Statements and Receipts

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

5-23-34
Records and files maintained by bureau.
South Dakota Codified Law

Gloria Guericke

yes

Manager of Procurement offi

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 47 of 2119



P&P-3
Corresponds to Record Series

Procurement Office
Division

Bond Logs. This series is arranged numerically by date of receipt and contains a listing of all bonds 
received by the Program.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

5-23-34
Records and files maintained by bureau.
South Dakota Codified Law

Gloria Guericke

yes

Manager, Procurement office.

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 48 of 2119



P&P-4
Corresponds to Record Series

Procurement Office
Division

Bonds, Annual. This series is arranged numerically by vendor number and contains the actual 
bonds that are submitted by each.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

5-23-34
Records and files maintained by bureau.
South Dakota Codified Law

Gloria Guericke

yes

Manager, Procurement office.

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 49 of 2119



P&P-6
Corresponds to Record Series

Procurement office
Division

Bonds, Bid. This series is arranged numerically by vendor name and contains bonds issued 
specifically for certain bid proposals.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

5-23-34
Records and files maintained by bureau.
South Dakota Codified Law

Gloria Guericke

yes

Manager, Procurement office

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 50 of 2119



P&P-7
Corresponds to Record Series

Procurement office
Division

Bonds, Performance. This series is arranged numerically by vendor name and contains the actual 
performance bonds as issued by each.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

5-23-34
Records and files maintained by bureau.
South Dakota Codified Law

Gloria Guericke

yes

Manager, Procurement office

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 51 of 2119



P&P-8
Corresponds to Record Series

Procurement Management
Division

This record series is being updated.

Bond, Performance and Bid Card Index

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

5-23-34
Records and files maintained by bureau.
South Dakota Codified Law

Gloria Guericke

yes

Manager of Procurement offi

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 52 of 2119



PM-1
Corresponds to Record Series

Property Management office
Division

Activity Reports, Weekly (Job Stream #CA02JM32). This computer output microfiche (COM) series 
is arranged chronologically and contains the weekly activity report of South Dakota Central 
Inventory Systems.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

5-24-1.1
Inventory of state personal property required.
South Dakota Codified Law

Gloria Guericke

yes

Manager of Property Manage

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 53 of 2119



PM-2
Corresponds to Record Series

Property Management office
Division

Central Annual Inventory Reports (Job Stream #CA02JS05). This computer output microfiche 
(COM) report is generated yearly, and provides a list of all capital assets over three hundred dollars.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

5-24-1.1
Inventory of state personal property required.
South Dakota Codified Law

Gloria Guericke

yes

Manager of Procurement offi

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 54 of 2119



PM-3
Corresponds to Record Series

Property Management office
Division

Legislative Mail Invoices. This series is arranged numerically by invoice number and contains 
invoices used to bill people for copies of administrative rules.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

5-23-34
Records and files maintained by bureau.
South Dakota Codified Law

Gloria Guericke

yes

Manager of Property Manage

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 55 of 2119



PM-4
Corresponds to Record Series

Property Management office
Division

Legislative Mail Receipt Books. This series contains NCR forms issued to document the receipt of 
money for legislative mail.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

5-23-34
Records and files maintained by bureau.
South Dakota Codified Law

Gloria Guericke

yes

Manager of Property Manage

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 56 of 2119



PM-5
Corresponds to Record Series

Property Management office
Division

Surplus Inventory Records. This series is arranged chronologically and contains information relating 
to all property which has been declared surplus or removed from the inventory.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

5-24-1.1
Inventory of state personal property required.
South Dakota Codified Law

Gloria Guericke

yes

Manager of Property Manage

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 57 of 2119



RM-19
Corresponds to Record Series

Records Management office
Division

Microfilm Project Registration Forms

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

10:04:02:03
Registration of micrographics projects. The records officer shall register all micrographics 
projects with the state records manager before they are begun.

Administrative Rule of South Dakota

Gloria Guericke

yes

Manager, Records Managem

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 58 of 2119



RM-21
Corresponds to Record Series

Records Management office
Division

Petition for Authority to Destroy Records

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

10:03:02:02
Petitions to be filed with state records manager. All petitions for destruction shall be initially 
filed with the state records manager.

Administrative Rule of South Dakota

Gloria Guericke

yes

Manager, Records Managem

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 59 of 2119



RM-22
Corresponds to Record Series

Records Management office
Division

Records Destruction Authorization Forms.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-27-19
Annual meeting to authorize destruction of political subdivision records--Record of 
disposition.

South Dakota Codified Law

Gloria Guericke

yes

Manager, Records Managem

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 60 of 2119



RM-23
Corresponds to Record Series

Records Management office
Division

Records Destruction Board Files. This series is arranged chronologically by meeting date and 
contains a copy of minutes and all other information concerning the annual Records Destruction 
Board meeting.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

10:03:01:09
Record of meetings. A verbatim record of all board meetings shall be made by magnetic 
tape recording or by a reporter through use of either a stenograph or shorthand.

Administrative Rule of South Dakota

Gloria Guericke

yes

Manager, Records Managem

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 61 of 2119



RM-24
Corresponds to Record Series

Records Management
Division

Records Retention and Destruction Schedules. This series is arranged alphabetically by agency and 
contains their authorized "Records Retention and Destruction Schedules."

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

10:04:01:03
Duties of agency records officer.
Administrative Rule of South Dakota

Gloria Guericke

yes

Manager, Records Managem

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 62 of 2119



RM-25
Corresponds to Record Series

Records Management office
Division

Records Retention and Destruction Schedules, Working Papers.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

10:04:01:03
Duties of agency records officer.
Administrative Rule of South Dakota

Gloria Guericke

yes

Manager, Records Managem

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 63 of 2119



RM-26
Corresponds to Record Series

Records Management office
Division

Records Transmittal and Receipt

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

10:04:01:03
Duties of agency records officer
Administrative Rule of South Dakota

Gloria Guericke

yes

Manager, Records Managem

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 64 of 2119



RM-30
Corresponds to Record Series

Records Management office
Division

State Archivist Listing. This serices contains an agency approved listing of boxes (RM02JS17) or 
rolls of microfilm (RM02JS24) scheduled to be destroyed during a planned destruction.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

24:52:11:01
Archivist must approve destruction of state records.
Administrative Rule of South Dakota

Gloria Guericke

yes

Manager, Records Managem

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 65 of 2119



RM-34
Corresponds to Record Series

Records Management office
Division

Test Results, Microfilm Lab. This series contains a copy of test results for Kodak Quality Monitoring, 
Kodak Residual Thiosulfate Analysis, and the daily developer control steps.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

10:04:02:02
Additional micrographic requirements for long-term records.
Administrative Rule of South Dakota

Gloria Guericke

yes

Manager, Records Managem

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 66 of 2119



Bureau of Finance and Management

BFM-10
Corresponds to Record Series Division

Administrative Rules Promulgation Files

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

1-26-2South Dakota Codified Law

TaLisha Wiens

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 67 of 2119



BFM-103
Corresponds to Record Series Division

Performance Communication Documents

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

55:01:16:04Administrative Rule of South Dakota

TaLisha Wiens

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 68 of 2119



BFM-105
Corresponds to Record Series Division

Personnel/Payroll Reports

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

55:01:16:04Administrative Rule of South Dakota

TaLisha Wiens

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 69 of 2119



BFM-15
Corresponds to Record Series Division

Appropriation Transfer Vouchers

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

4-8A-8South Dakota Codified Law

TaLisha Wiens

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 70 of 2119



BFM-2
Corresponds to Record Series Division

Accounting System Design Records

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

1-27-30South Dakota Codified Law

TaLisha Wiens

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 71 of 2119



BFM-54
Corresponds to Record Series Division

Inventory, Capital Assets

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

5-24-1.1South Dakota Codified Law

TaLisha Wiens

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 72 of 2119



BFM-62
Corresponds to Record Series Division

MSA Program Specification Manuals

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

1-27-30South Dakota Codified Law

TaLisha Wiens

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 73 of 2119



BFM-72
Corresponds to Record Series Division

Receipt Books

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

4-3-3South Dakota Codified Law

TaLisha Wiens

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 74 of 2119



BFM-74
Corresponds to Record Series Division

Records Management Files

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-27-1South Dakota Codified Law

TaLisha Wiens

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 75 of 2119



BFM-76
Corresponds to Record Series Division

Rules and Regulations

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-26-2South Dakota Codified Law

TaLisha Wiens

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 76 of 2119



BFM-85
Corresponds to Record Series Division

W-9 IRS Forms

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

6103United States Code

TaLisha Wiens

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 77 of 2119



BFM-91
Corresponds to Record Series Division

Administrative Rules Promulgation Files

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-26-2South Dakota Codified Law

TaLisha Wiens

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 78 of 2119



BFM-92
Corresponds to Record Series Division

Applications, Unsuccessful

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

55:01:16:04Administrative Rule of South Dakota

TaLisha Wiens

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 79 of 2119



Bureau of Information and Telecommunications

99-007
Corresponds to Record Series

Telecommunications
Division

This series is arranged alphabetically and many contain copies of resumes and credentials, and 
standard Bureau of Personnel Job application forms from individuals who have applied for 
employment with the agency. Information may include: applicant’s name, address, education, 
training, and experience. This record series is maintained as a source of information when filling 
vacant positions within the agency. Applications for individuals who are successful in securing 
employment are transferred to their respective “Personnel Files.”

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

Jeff Pierce

Yes

no

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 80 of 2119



HSC-33
Corresponds to Record Series

telecommunications
Division

Medical School Files: information regarding the medical school at HSC

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 81 of 2119



RAD-21
Corresponds to Record Series

Telecommunications
Division

RETENTION: Retain 5 years in office, then destroy. (NOTE: Every 5 years FCC licenses are 
renewed.)

This series is arranged numerically by frequency and contains the official license issued to state 
agencies. Information may include: license information, type of radio service, call sign, FCC file 
number, mobile unit category identification, mailing address, technical specifications (FCC 
transmitter frequency, station class, number of units, emission designator, output power, effective 
radiated power, ground elevation, antenna height to tip, antenna latitude and longitude, area of 
operation for mobile units, control point telephone number), and special condition page. This record 
series is maintained to document the license process and to comply with FCC licensing regulations.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

47CFR Sect 90
FCC LICENSES:
Code of Federal Regulations

Jeff Pierce

Yes

No

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 82 of 2119



RAD-33
Corresponds to Record Series

Telecommunications
Division

RETENTION: Retain 3 years in office, then destroy. (NOTE: Subject to archival screening prior to 
disposal.)

This series is arranged alphabetically by organization/committee name and contains copies of 
minutes from each. Information may include: origination/committee name, dates of meetings, 
members present, topics discussed, actions taken, and authorized signatures. This record series is 
maintained for reference concerning actions taken and for reporting purposes.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-25-1
Minutes
South Dakota Codified Law

Jeff Pierce

Yes

No

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 83 of 2119



SDDC-2
Corresponds to Record Series

Telecommunications
Division

BILLING SUMMARIES:
This series is arranged chronologically and contains clothing summaries submitted to Budget and 
Finance Office. Information may include: individual name, module, date, quantity, description, unit 
costs, and total costs. The information is sent to the Budget and Finance Office for billing purposes. 
This record series is maintained to insure receipt of the originals by the Budget and Finance Office.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

27B-8-46
Information In Records Confidential
South Dakota Codified Law

Jeff Pierce

Yes

Senior Accountant

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 84 of 2119



SDPB
Corresponds to Record Series

Public Broadcasting
Division

Record of ET Board and Friends Board meetings

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-25-1
General state open records law
South Dakota Codified Law

Julie Andersen

yes

no

Bit Records officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 85 of 2119



SDPB-15
Corresponds to Record Series

Public Broadcasting
Division

SDPB license renewals and applications

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

FCC public inspection file requirement
Code of Federal Regulations

Julie Andersen

yes

no

BIT records officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 86 of 2119



SDPB-16
Corresponds to Record Series

Public Broadcasting
Division

Licenses issued to SDPB by the FCC

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

47-CFR-sect 73.3527
FCC Public Inspection file requirements
Code of Federal Regulations

Julie Andersen

yes

no

Bit Records Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 87 of 2119



SDPB-18
Corresponds to Record Series

Public Broadcasting
Division

SDPB ET Board and Friends Board meeting minutes

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-25-3
State open meetings law
South Dakota Codified Law

Julie Andersen

yes

no

BIT records officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 88 of 2119



SDPB-20
Corresponds to Record Series

Public Broadcasting
Division

Record of news reports on SDPB Radio

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

47-CFR-Sect 73.3527
FCC public inspection file requirement
Code of Federal Regulations

Julie Andersen

yes

no

BIT records officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 89 of 2119



SDPB-22
Corresponds to Record Series

Public Broadcasting
Division

FCC record of noncomliance of FCC rules and regulations

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

47-CFR-sect 73.3527
FCC Public Inspection file requirement
Code of Federal Regulations

Julie Andersen

yes

no

BIT records officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 90 of 2119



SDPB-24
Corresponds to Record Series

Public Broadcasting
Division

Record of operation logs for SDPB Radio

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

47-CFR-sect 73.3527
FCC public inspection file requirement
Code of Federal Regulations

Julie Andersen

yes

no

BIT records officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 91 of 2119



SDPB-25
Corresponds to Record Series

Public Broadcasting
Division

Record of ET Board members for FCC ownership report

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

47-CFR-sect 73.3527
FCC public inspection file requirement
Code of Federal Regulations

Julie Andersen

yes

no

BIT records officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 92 of 2119



SDPB-31
Corresponds to Record Series

Public Broadcasting
Division

Account of programs broadcasting on SDPB radio

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

47-CFR-sect 73.3527
FCC public inspection file requirement
Code of Federal Regulations

Julie Andersen

yes

no

Bit records officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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SDPB-34
Corresponds to Record Series

Public Broadcasting
Division

copy of public inspection file

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

47-CFR-sect 73.3527
FCC Public Inspection file
Code of Federal Regulations

Julie Andersen

yes

no

BIT records officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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SDPB-36
Corresponds to Record Series

Public Broadcasting
Division

Copy of FCC rules and regs

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

47-CFR-sect 73.3527
public inspection file requirement
Code of Federal Regulations

Julie Andersen

yes

no

BIT records officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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SDPB-41
Corresponds to Record Series

Public Broadcasting
Division

Record of tower heights

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

47-CFR-sect 73.3527
FCC/FAA
Code of Federal Regulations

Julie Andersen

yes

no

BIT records officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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SDPB-7
Corresponds to Record Series

Public Broadcasting
Division

Daily log of FCC actions

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

47-CFR-sect 73.3527
FCC Public Inspecition file requirements
U.S. Case Law
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Record of FCC actions concerning stations operated by SDPB

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

47-CFR-Sect 73.3527
Public Inspection File requirements
Code of Federal Regulations

Julie Andersen

yes

no

BIT records officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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SDPB-8
Corresponds to Record Series

Public Broadcasting
Division

Daily discrepancy reports

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

47-CFR-sect 73.3527
FCC Public Inspection file requirement
Code of Federal Regulations

Julie Andersen

yes

no

BIT records officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 99 of 2119



Bureau of Personnel

BOP 43-1
Corresponds to Record Series Division
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confidential except to participant.

South Dakota Risk Pool files - contains participant insurance files.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

27 B-8-46
treatment records on individuals with developmental disabilities confidential.
South Dakota Codified Law

27A-12-25
Mental health records confidential
South Dakota Codified Law

58-2-40
Division of Insurance to promulgate rules to protect privacy of insurance files
South Dakota Codified Law

20:06:45
chapter in rule regarding privacy of insurance files
Administrative Rule of South Dakota

United States Code

42 USC 405
Social Security Act- limits on use of SSNs.
United States Code

42 CFR Part 2
Confidentiality of Alcohol and Drug records
Code of Federal Regulations

45 CFR 164.502
HIPAA- limits on use and disclosure of protected health information
Code of Federal Regulations
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Lynne Valenti

yes

no

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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BOP 62
Corresponds to Record Series Division

Payroll authorization control reports- printouts each payroll arranged by agency and employee name 
incldue employee name, SSN, amount paid on terminated leave, large amounts of overtime, 
breakdown of total hours and overtime hours paid, annual and sick leave hours paid, authorized 
signatures, etc.  Maintained for audit purposes.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

1-27-1
employee records excluded from open records.
South Dakota Codified Law

3-6A-31
personnel records - employee information confidential
South Dakota Codified Law

55:01:16:04
personnel records confidential
Administrative Rule of South Dakota

29 USC 206 (d)
Equal Pay Act record keeping requirements applicable
United States Code

452 USC 405
SSA - limits on use of SSNs.
United States Code

29 CFR 516
FLSA record keeping requirements
Code of Federal Regulations
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Lynne Valenti

yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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BOP-1
Corresponds to Record Series Division

administrative rules files- contain notices of public hearing, affidavits, and hearing transcripts for 
rules promulgation process for the career service commission, law enforcement civil service 
commission, employee's health and life insurance, dueal compensation, drug screening program 
and longevity compensation..

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-26-7
records relating to rulemaking

1-26-2
agency material available
South Dakota Codified Law

1-26-6
completion of adoption or changes to rules
South Dakota Codified Law

Lynne Valenti

yes

attorney

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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BOP-13
Corresponds to Record Series Division
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This record set will be revised to reflect current practice.

Payroll authorization files contains each department's semi monthly payroll, including employee 
name, social security number, position number, hours worked, employee type and hours of leave 
taken.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

1-27-1
employee personnel files confidential
South Dakota Codified Law

3-16A-31
records on employees
South Dakota Codified Law

55:01:16:04
records on employees confidential
Administrative Rule of South Dakota

29 USC 206 (d)
Equal Pay Act
United States Code

42 USC 405
Social Security Act-limits on use of SSNs.
United States Code

Code of Federal Regulations

29 CFR 516
Fair Labor standards act record keeping
Code of Federal Regulations

45 CFR 164.502
HIPAA - deductions or info may disclose protected information
Code of Federal Regulations
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Lynne Valenti

yes

director of compensation

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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BOP-14
Corresponds to Record Series Division

Payroll Distribution Reports- contains payroll distribution reports including name, social security 
number, effective dates, amounts owed, amounts paid, benefit informatio, worker's compenstatione  
etc.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

3-6A-31
Personnel records confidential records relating to employee confidential
South Dakota Codified Law

62-6-5
worker's compensation records confidential
South Dakota Codified Law

20:06:45
insurance records/info confidential
Administrative Rule of South Dakota

55:01;16:04
Personnel records/information confidential
Administrative Rule of South Dakota

42 USC 405
Social Security Act- limits on Social Security number uses
United States Code

Lynne Valenti

yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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BOP-15
Corresponds to Record Series Division
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Payroll/Personnel action Forms, contains copies of personnel action forms used when hiring new 
employees or to intitiate changes in salaries, classifications and postion.  Form maintained in 
employee's file, including social security numbers, hire date, address, effective date etc.

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

South Dakota Codified Law

1-27-1
open records -employee personnel file confidential.
South Dakota Codified Law

3-16A-31
Personnel records confidential
South Dakota Codified Law

55:01:16:04
Personnel Records- All personnel records confidential except employee's name, 
classification and salary which may be released upon written request.

Administrative Rule of South Dakota

United States Code

29 USC 206(d)
Equal Pay Act requirements including record keeping
United States Code

42 USC 405
Social Security law limiting disclosure and use of SSN#s
United States Code

29 CFR 516
Fair Labor Standards Act employer record keeping regulations regarding hours worked etc.
Code of Federal Regulations
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Employee records are confidential except name, classification and salary, which may be released 
upon written request.  Authority to charge employee for copies.

Lynne Valenti

yes

55:01:16:04:01

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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BOP-16
Corresponds to Record Series Division

Performance documents are confidential.

Performance Communication Documents- performance info on specific employee maintained in 
employee's file.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

1-27-1
Records open to inspection-exceptiion for personnel files
South Dakota Codified Law

3-6A-31
Personnel records - perfomance records confidential
South Dakota Codified Law

55:01:16:04
Personnel Records
Administrative Rule of South Dakota

Lynne Valenti

yes

55:01:16:04:01

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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BOP-17
Corresponds to Record Series Division
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 BOP Personnel Files- contains a folder for each employee in BOP  including payroll, benefit, 
personal and financial information and performance information.

Category

Record Description

Governed by:

Contains Both Open and Confidential Information

1-27-1
Records open for inspection-employee file confidential
South Dakota Codified Law

3-6A-31
Records on employees
South Dakota Codified Law

55:01:16:04
Personnel Records
Administrative Rule of South Dakota

United States Code

29 USC 206(d)
Equal Pay Act record keeping
United States Code

45 USC 405
Social Security Act- limitation on disclosure/use of SSN#s
United States Code

29 CFR 1602.14
Record Keeping under Title VII.
Code of Federal Regulations

29 CFR 1602.49
Employer record retention for Title VII purposes.
Code of Federal Regulations
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Records on employees are confidential except employee name, classification, and salary which 
may be release upon written request.  Employee may receive copy of their file.

Additional Information

29 CFR 1627.1 - 1627.11
Record Keeping under the Age Discrimination and Employment Act
Code of Federal Regulations

29CFR 516
Fair Labor Standards Act Regulations regarding employer record keeping requirements.
Code of Federal Regulations

45 CFR 164.502
HIPAA- confidentiality of protected health information
Code of Federal Regulations

Lynne Valenti

yes

55:01:16:04:01- charge employee only

Human Resource Manager

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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BOP-23
Corresponds to Record Series Division

Friday, June 29, 2007 Page 117 of 2119



Contains both open and confidential records.  Investigations are confidential, drafts are confidential, 
attorney client consultatiion, drafts, or documents providing legal advise or work product, and the 
commisision's deliberations are also confidential.  Open are the agenda, hearing, any orders or 
decisions of the board, including its findings of fact, conclusions of law and orders.

Official Records of the Career Service Commission, including agendas, minutes, decisions, record 
of proceedings, correspondence and investigations.

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

1-25-2
Executive or closed meetings-what and when you can have them.
South Dakota Codified Law

1-25-3
State agencies to keep minutes of proceedings which are open.
South Dakota Codified Law

1-26-2
Materials derogatory to a person are confidential
South Dakota Codified Law

1-26-22
If requested by a party in a contested case agency must transcribe oral proceedings and a 
verbatium record of all proceedings and testimony shall be kept by agency

South Dakota Codified Law

15-6-26(b)(3)
attorney work product
South Dakota Codified Law

19-13-3
Attorney client priviledge
South Dakota Codified Law

Deiliberative process privilege
South Dakota Case Law
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Lynne Valenti

yes

no

attorney

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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BOP-25
Corresponds to Record Series Division
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Law Enforcement Civil Service Commission records-contains agendas, meeting minutes, 
investigation notes and reports, hearing results and transcripts, and meeting tapes.

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

1-25-2
Executive or closed meetings

1-25-3
Meeting of public agengies minutes must be kept
South Dakota Codified Law

1-26-2
agency materials open to public inspection- materials derogatory to a person confidential.
South Dakota Codified Law

15-6-26(b)(3)
attorney work product
South Dakota Codified Law

19-13-3
Attorney Client privilege
South Dakota Codified Law

deliberative process privilege
South Dakota Case Law

29 USC 201
Fair Labor Standards Act record keeping requirements
United States Code

29 CFR 516
FLSA (Fair Labor Standards Act) Recording keeping requirements
Code of Federal Regulations
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Records in this series contain both open and confidential materials.  Any investigatory and working 
materials as well as attorney work product documents are confidential.  Agendas, meeting minutes, 
official opinions and documents are open.

Lynne Valenti

yes

no

Attorney

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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BOP-26
Corresponds to Record Series Division

This record set will be revised as in part, it is duplicative of other record sets. (BOP 23 and BOP 25).

Minutes of the Law Enforcement Civil Service, Career Service Commission and the Personnel 
Management Advisory Board meetings.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-25-3
State agencies to keep minutes of proceedings
South Dakota Codified Law

Lynne Valenti

yes

no

attorney

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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BOP-28
Corresponds to Record Series Division
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Receipts- information encoded from checks received from employees or their beneficiaries for 
various things such as insurance payments, training costs, refunds, unemployment insurance, 
worker's compensation  used to track whether its an insurance payment, overpayment, suborgation 
issue etc.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

South Dakota Codified Law

3-6A-31
Records on employees
South Dakota Codified Law

62-6-5
worker's compensation - info confidential
South Dakota Codified Law

20:06:45 et seq.
chapter on privacy of consumer financial and health information
Administrative Rule of South Dakota

55:01:16:04
personnel records and information confidential
Administrative Rule of South Dakota

United States Code

42 USC 405
Social Security Act - Limits on use of SSNs
United States Code

45 CFR 164.502
HIPAA
Code of Federal Regulations
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This employee and/or beneficiary information ee information including SSNs or any other benefit 
info is confidential.

Lynne Valenti

yes

no

senior accountant

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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BOP-33
Corresponds to Record Series Division

Flexible benefits particpant files arranged by participant includes SSN, itemized statements, claim 
form submissions, reimbursement requests, correspondence etc.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

1-27-1
employee records not included in open records definition
South Dakota Codified Law

3-6A-31
personnel files confidential
South Dakota Codified Law

20:06:45
insurance records confidentiality
Administrative Rule of South Dakota

55:01:16:04
personnel files confidential
Administrative Rule of South Dakota

42 USC 405
SSA- limits on use and disclosure of SSNs
United States Code

45 CFR 164.502
HIPAA- privacy of protected health information
Code of Federal Regulations

Lynne Valenti

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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BOP-34
Corresponds to Record Series Division

Health Benefit Claims- arragned by participant name inlcudes information on eahc Health Benefits 
Program partiicpant, including explanation of benefits, claims info, SSN etc.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

1-27-1
personnel records excepted from open records definition
South Dakota Codified Law

3-6A-31
personnel files confidential
South Dakota Codified Law

20:06:45
insurance records confidentiality
Administrative Rule of South Dakota

55:01:16:04
personnel files confidential
Administrative Rule of South Dakota

42 USC 405
SSA limits on use and disclosure of SSNs.
United States Code

42 USC 164.502
HIPAA- limits on use and disclosure of protected health information
Code of Federal Regulations

Lynne Valenti

yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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BOP-35
Corresponds to Record Series Division

Health Insurance Network Plan Report- info relating to Health insurance network plan including 
particpants, employees, SSNs, provider, etc.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

1-27-1
personnel records not included in open record definition
South Dakota Codified Law

3-6A-31
personnel records confidential
South Dakota Codified Law

20:06:45
privacy of insurance records
Administrative Rule of South Dakota

55:01:16:04
personnel records confidential
Administrative Rule of South Dakota

42 USC 405
SSA - restricts use of SSNs.
United States Code

29 CFR 164.502
HIPAA- limits on use and disclosure of PHI
Code of Federal Regulations

Lynne Valenti

yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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BOP-36
Corresponds to Record Series Division

Health Plan Reconciliation- records used to make changes and corrections to health plan listing 
health printouts, including reconciliation of health payrolls, retiree money received, deductions for 
health coverage , has SSNsetc.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

1-27-1
Open records law- employee records confidential
South Dakota Codified Law

3-6A-31
Personnel records confidential
South Dakota Codified Law

20:06:45
insurance chapter on privacy of health and financial consumer info.
Administrative Rule of South Dakota

55:01:16:04
personnel records confidential
Administrative Rule of South Dakota

United States Code

42 USC 405
Social Security Act - restrictions on use of SSNs.
United States Code

45 CFR 154.502
HIPAA uses and disclosures of personal health information
Code of Federal Regulations

Friday, June 29, 2007 Page 130 of 2119



Lynne Valenti

yes

no

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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BOP-37
Corresponds to Record Series Division

Insurance Code changes printout- includes information on partiicpant changes in insurance 
including name, SSN, type of insurance, payment amounts etc.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

1-27-1
personnel records excluded from open records
South Dakota Codified Law

3-6A-31
personnel records confidential
South Dakota Codified Law

20:06:45
privacy of insurance records
Administrative Rule of South Dakota

55:01:16:04
personnel records confidential
Administrative Rule of South Dakota

42 USC 405
SSA- limits on use/disclosure SSNS.
United States Code

45 CFR 164.502
HIPAA- limits on use and disclosure of Protected health information
Code of Federal Regulations

Lynne Valenti

yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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BOP-38
Corresponds to Record Series Division

Insurance Listings central payroll health /life agency reports- report includes employee name, SSN, 
salary ehalth code option/deduction for agency and employee

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

1-27-1
personnel records not included in def. of open record
South Dakota Codified Law

3-6A-31
personnel records confidential
South Dakota Codified Law

20:06:45
privacy of insurance records
Administrative Rule of South Dakota

55:01:16:04
personnel records confidential
Administrative Rule of South Dakota

42 USC 405
SSA- liimits on SSNS
United States Code

45 CFR 164.502
HIPAA - limits on use and disclosure of protected health information
Code of Federal Regulations

Lynne Valenti

yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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BOP-39
Corresponds to Record Series Division

Insurance Medical accounting claims detail includes report of medical claims paid by insurance 
carrier to claimants, inlcuding diagnosis code, sex, SSN, FIT and FICA amounts

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

1-27-1
personnel records not included in open record
South Dakota Codified Law

3-6A-31
personnel records confidential
South Dakota Codified Law

20:06:45
privacy of insurance records
Administrative Rule of South Dakota

55:01:16:04
personnel records confidential
Administrative Rule of South Dakota

42 USC 405
SSA- limits on use of SSNs.
United States Code

45 CFR 164.502
HIPAA- limits on use and disclosure of Protected health information
Code of Federal Regulations

Lynne Valenti

yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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BOP-40
Corresponds to Record Series Division

Life Reconciliation Reports- records payments received for central and regent payroll and retiree 
and COBRA life, includes employee info, SSN etc

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

1-27-1
personnel records excluded from open records definition
South Dakota Codified Law

3-6A-31
personnel records confidential
South Dakota Codified Law

20:06:45
privacy of insurance records inclduing financial and health info
Administrative Rule of South Dakota

55:01:16:04
personnel records confidential
Administrative Rule of South Dakota

42 USC 405
SSA - limits on use/'disclosure of SSNs.
United States Code

45 CFR 164.502
HIPAA- limits on use and disclosure of protected  health information
Code of Federal Regulations

Lynne Valenti

yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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BOP-41
Corresponds to Record Series Division

Medical Plan analysis/summary of statistics- contains medical plan and worker's compensation 
statistics, including individual employee or beneficiary info, total charges, claims paid by particpant, 
breakdown, benefit plan utilization etc.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

1-27-1
personnel records not included in definition of public record
South Dakota Codified Law

3-6A-31
personnel records confidential
South Dakota Codified Law

62-6-5
Workers compensation files confidential
South Dakota Codified Law

20:06:45
privacy of insurance records
Administrative Rule of South Dakota

55:01:16:04
personnel records confidential
Administrative Rule of South Dakota

42 USC 405
SSA limits on use and disclsoure of SSNs
United States Code

45 CFR 164.502
HIPAA limits on use and disclosure of PHI
Code of Federal Regulations
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Lynne Valenti

yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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BOP-42
Corresponds to Record Series Division

confidential except to employee or participant.

Membership records/participant files for employee insurance- records on participants to helath, life 
and flex benefit plans.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

1-27-1
open records- employee records confidential
South Dakota Codified Law

3-6A-31
Records on employees
South Dakota Codified Law

20:06:45
Insurance chapter  regarding confidentiality of insurance records.
Administrative Rule of South Dakota

55:01:16:04
personnel records confidential
Administrative Rule of South Dakota

United States Code

42 USC 405
Social Security Act- limits on use of SSNs
United States Code

45 CFR 154.502
HIPAA- limits on use and disclosure of personal health information.
Code of Federal Regulations
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Lynne Valenti

yes

no

assistant director of benefits

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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Bop-43
Corresponds to Record Series Division

Report of Prescription Drugs Paid on specific drugs includes benefiiciary info such as name, SSN, 
amount paid, type of drug etc.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

1-27-1
personnel records not included in definition of open record
South Dakota Codified Law

3-6A-31
personnel records confidential
South Dakota Codified Law

20:06 :45
privacy of insurance records.
Administrative Rule of South Dakota

55:01:16:04
personnel records confidential
Administrative Rule of South Dakota

42 USC 405
SSA- limits on use/disclosure of SSNs.
United States Code

45 CFR 164.502
HIPAA- limits on use and disclosure of protected heatlh information
Code of Federal Regulations

Lynne Valenti

yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 140 of 2119



BOP-44
Corresponds to Record Series Division

Third Party Administrator billing statement- includes billing statements and files may include SSNS, 
breakdown of claims, may include participant info.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

3-6A-31
personnel records confidential
South Dakota Codified Law

20:06:45
privacy of insurance records
Administrative Rule of South Dakota

20:06:45
privacy of insurance records
Administrative Rule of South Dakota

55:01:16:04
personnel records confidential
Administrative Rule of South Dakota

42 USC 405
SSA- limits on use of SSNs.
United States Code

45 CFR 164.502
HIPAA- privacy of protected health information
Code of Federal Regulations

Lynne Valenti

yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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BOP-45
Corresponds to Record Series Division

employees worker comp files are confidential except to the employee

Workerman's Compensation Files- contains personal files of employees receiivng workman;s 
compensation benefits.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

South Dakota Codified Law

1-27-1
public records law
South Dakota Codified Law

3-6A-31
Records of employees confidential
South Dakota Codified Law

62-6-5
Workerman's comp records confidential
South Dakota Codified Law

United States Code

42 USC 405
Social Security Act-limits on use of SSNs.
United States Code

45 CFR 164.502
HIPAA- limits on use and disclosure of protected health information.
Code of Federal Regulations
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Lynne Valenti

yes

worke's compensation admini

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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BOP-46
Corresponds to Record Series Division

Worker's Compensation Leger Sheets arranged by last name with benefit amounts authorized.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

3-6A-31
personnel records confidential
South Dakota Codified Law

62-6-5
Workers comp records confidential
South Dakota Codified Law

55:01:16:04
Personnel records confidential
Administrative Rule of South Dakota

42 USC 405
SSA- limits on disclosure of SSNs.
United States Code

45 CFR 164.502
HIPAA- limits on use and disclosure of protected health information
Code of Federal Regulations

Lynne Valenti

yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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BOP-50
Corresponds to Record Series Division

Info regarding applicants is confidential.

Application information master file.  Arranged by social security number contains personal data on 
each applicant who applies, including SSN, name, address etc..

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

1-27-1
records on employees confidential
South Dakota Codified Law

3-6A-31
personnel records confidential
South Dakota Codified Law

55:01:16:04
personnel records confidential including applications
Administrative Rule of South Dakota

United States Code

42 USC 405
Social Security Act limits on use of social security numbers
United States Code

29 CFR 1602.49
Title VII, civil rights act
Code of Federal Regulations

29 CFR 1627.1 - 1627.11
Age Discrimination in Employment record keeping requirements
Code of Federal Regulations
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Lynne Valenti

yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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BOP-51
Corresponds to Record Series Division
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personnel records including records relating to applications for employment are confidential.

Applicant Register Files: arranged by announcement number then social security numnber and 
contains a record of application information for each job and each qualified applicant, including 
position title, agency name, job location, employment type and disposition.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

1-27-1
employment records confidential
South Dakota Codified Law

3-6A-31
employee records confidential
South Dakota Codified Law

55:01:16:04
personnel  records confidential
Administrative Rule of South Dakota

United States Code

42 USC 405
Social Security Act- limits on use of SSNs.
United States Code

Code of Federal Regulations

29 CFR 1602.49
Title VII of civil rights act
Code of Federal Regulations

29 CFR 1627.1- 1627.11
Age discrimination in employment record keeping
Code of Federal Regulations
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Lynne Valenti

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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BOP-52
Corresponds to Record Series Division

may be revising BOP 50, 51 and 52 as these may overlap and contain duplicative material.

Applications for employment announcement requrests/requisition files- contains lists of those people 
certified as eligibles, resumes, letters of recommendation, transcripts, certificates, correspondence.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

1-27-1
personnel records exception to open records law
South Dakota Codified Law

3-6A-31
personnel records
South Dakota Codified Law

55:01:16:04
personnel records confidential including applicant info
Administrative Rule of South Dakota

United States Code

42 USC 405
Social Security Act limits on use of SSNs.
United States Code

29 CFR 1602.49
Title VII
Code of Federal Regulations

29 CFR 1627.1
Age Discrimination in Employment Act
Code of Federal Regulations
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Lynne Valenti

yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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BOP-56
Corresponds to Record Series Division

only employee name, position and salary is open upon written request

Employee service history records- arranged by SSNs and or last name and contains a service 
history record for every past and present state employee.  May include, name, SSN, position, 
salary, hire date, date of birth etc.

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

1-27-1
personnel records exception to open records law
South Dakota Codified Law

3-6A-31
Personnel records - confidential (except to employee).
South Dakota Codified Law

55:01:16:04
personnel files are confidential except name, position and salary.
Administrative Rule of South Dakota

United States Code

42 USC 405
Social Security Act- limits on use of SSNs.
United States Code

29 CFR 1602.49
title VII
Code of Federal Regulations

29 CFR 1627.1 -1627.11
Age discrimination in Employment record keeping requirments.
Code of Federal Regulations
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Lynne Valenti

yes

55:01:16:04.01

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 153 of 2119



BOP-59
Corresponds to Record Series Division

Law enforcement test results- maintained by social security number, name, score etc.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

1-27-1
employee records excluded from definition of public record.
South Dakota Codified Law

3-6A-31
personnel records confidential
South Dakota Codified Law

55:01:16:04
personnel records confidential
Administrative Rule of South Dakota

55:02:14:10
test results are confidential
Administrative Rule of South Dakota

42 USC 405
Social security act- use of SSNs.
United States Code

Lynne Valenti

yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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BOP-6
Corresponds to Record Series Division

some contracts  contain proprietary or trade secret information, marketing strategies or customer 
lists or information or  Social Security numbers which would  be confidential.

Contract files-contains originals such as lease agreements, equipment contracts, service contracts 
and consultng contracts  etc

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

1-27-30
confidentiality of proprietary or trade secret information
South Dakota Codified Law

42 USC 405
Social Security Act- limits on use of SSNs.
United States Code

Lynne Valenti

yes

no

attorney

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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BOP-60
Corresponds to Record Series Division
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Employee medical files- arranged and kept by employee name and if any medical information 
including  employee medical records,worker's compensation,  alcohol and drug testing, CDL drug 
testing, life and ehalth underwriting forms and advance sick leave requests would be contained in 
this subfile of personnel file .

Category

Record Description

Governed by:

Record Confidential by Statute or Rule

27B-8-45
developmental disability treatment records confidential.  If file contained this info it would 
be confidential.

1-27-1
records on employees excepted from open record definition.
South Dakota Codified Law

1-27A-12-5
mental health records confidential
South Dakota Codified Law

3-6A-31
personnel records confidential
South Dakota Codified Law

62-6-5
Worker's compensation records confidential.
South Dakota Codified Law

55:01:16:04
personnel records confidential
Administrative Rule of South Dakota

42 USC 405
SSA- limits on use of SSNs.
United States Code

29 CFR 1627.1 - 1627.11
Age discrimination in employment record keeping requirements
Code of Federal Regulations
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confidential except to employee
Additional Information

29 CFR 71.1
OSHA regulation on record keeping.
Code of Federal Regulations

42 CFR Part 2
alcohol and drug treatment records are confidential.
Code of Federal Regulations

45 CFR 164.502
HIPAA- limits of disclosure of protected health information
Code of Federal Regulations

Lynne Valenti

no but authority to do so.  55:01:16:04.

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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BOP-64
Corresponds to Record Series Division

confidential except to employee

Performance appraisals- arranged chronologically within personnel file of each state employee 
includes perfomance information based on form used for evaluation.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

1-27-1
Personnel info excluded from definition of public record.
South Dakota Codified Law

3-6A-31
personnel records confidential
South Dakota Codified Law

55:01:16:04
personnel records confidential
Administrative Rule of South Dakota

29 CFR 1602.14
Title VII record keeping requirments
Code of Federal Regulations

29 CFR 1627.1- 1627.11
ADEA record keeping requirements.
Code of Federal Regulations

Lynne Valenti

yes

55:01:16:04:01

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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BOP-66
Corresponds to Record Series Division
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Personnel files contain the personel file for each state employee under authority of  Career Service 
Act.  May include application, resume, payroll/personnel action forms, SSNs, performance and 
disciplinary records, W-4 information.

Category

Record Description

Governed by:

Record Confidential by Statute or Rule

1-27-1
personnel file excluded from definition of open record
South Dakota Codified Law

3-6A-31
personnel records confidential
South Dakota Codified Law

55:01:16:04
personnel records confidential except name, position and salary may be release upon 
written request.

Administrative Rule of South Dakota

29 USC 206(d)
Equal pay act record keeping
United States Code

42 USC 405
SSA- limits on use of SSNs.
United States Code

29 CFR 1602.14
 Title VII- record keeping requirmeents.
Code of Federal Regulations

29 CFR 1627.1-1627.11
ADEA record keeping requirements
Code of Federal Regulations

29 CFR 516
FLSA record keeping
Code of Federal Regulations
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confidential except to employee with exception of name, position and salary upon written request.
Under 55:01:16:04 there is authority to charge employee for copying costs of their records, but BOP 
has not historically done so.

Additional Information

45 CFR 164.502
HIPAA- limits on use and disclosure of protected health information
Code of Federal Regulations

Lynne Valenti

yes

no,  can under 55:01:16:04:01

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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BOP-73
Corresponds to Record Series Division

Time sheets and leave requests for employees, including name, social security number, position, 
leave amount and type etc.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

1-27-1
personnel files excluded from definition of public record.
South Dakota Codified Law

3-6A-31
persoonel files confidential
South Dakota Codified Law

55:01:16:04
personnel records confidential
Administrative Rule of South Dakota

25 USC 206(d)
Equal Pay Act- employer record keeping requirements.
United States Code

42 USC 405United States Code

29 CFR 516
FLSA employer record keeping requirements.
Code of Federal Regulations

45 CFR 164.502
HIPAA- limits on use and disclosure of protected heatlh information
Code of Federal Regulations
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Lynne Valenti

yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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BOP-75
Corresponds to Record Series Division
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Subrogation files- arranged by claimant and contains all correpsondence relating to the subrogation 
claim.

Category

Record Description

Governed by:

Record Confidential by Statute or Rule

1-26-2
information derogatory to a person confidential
South Dakota Codified Law

1-27-1
personnel records not included in definition of open record
South Dakota Codified Law

15-6-26(b)(3)
attorney work product
South Dakota Codified Law

19-13-3
attorney client privilege
South Dakota Codified Law

3-6A-31
persoonel files confidential
South Dakota Codified Law

20:06:45
insurance records privacy
Administrative Rule of South Dakota

55:01:16:04
personnel files confidential
Administrative Rule of South Dakota

deliberative process privilege
South Dakota Case Law
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Additional Information

42 USC 405
SSA- limits on use and disclosure of SSNs
United States Code

45 CFR 164.502
HIPAA- limits on use and disclosure of protected health information
Code of Federal Regulations

Lynne Valenti

yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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BOP-76
Corresponds to Record Series Division
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Grievance files- files regarding grievances by employees, including investigation and hearings, and 
legal documents.

Category

Record Description

Governed by:

Contains Both Open and Confidential Information

1-26-2
agency material available for public inspection
South Dakota Codified Law

1-27-1
open records-except personnel records
South Dakota Codified Law

15-6-26(b)(3)
attorney work product
South Dakota Codified Law

19-13-3
attorney client priviledge
South Dakota Codified Law

3-6A-31
Personnel records
South Dakota Codified Law

55:01:16:04
personnel records confidential.
Administrative Rule of South Dakota

deliberative process privilege
South Dakota Case Law
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This series will be revised and or deleted after comparison and revisions to other BOP record sets 
such as the career service record set and law enforcement civil service record set as well as other 
applicable record sets to extent it is duplicative of other record sets.. To extent it contains decisions 
of career service commission or a hearing officer it would be open.  To extent it contains 
investigation notes, opinions, memos, investigations attoreny client communications and attorney 
workproduct it would be confidential.

Additional Information

29 CFR 516
FLSA record keeping requirments
Code of Federal Regulations

Lynne Valenti

yes

attorney

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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BOP-77
Corresponds to Record Series Division
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Selection Process documentation information maintained and may include postiion information, 
certification of eligible applications, interview questions, references, and background investigation 
results.

Category

Record Description

Governed by:

Record Confidential by Statute or Rule

1-26-2
material derogatory to individual confidential
South Dakota Codified Law

1-27-1
personnel records excluded from public record definition.
South Dakota Codified Law

3-6A-31
personnel records confidential
South Dakota Codified Law

55:01:16:04
personnel files, including applications and applicant info is condidential.
Administrative Rule of South Dakota

42 USC 405
SSA- restriction on use of Social Security numbers.
United States Code

29 CFR 1602.49
Title VII record keeping requirements.
Code of Federal Regulations

29 CFR 16271.1- 16271.11
ADEA record keeping
Code of Federal Regulations

29 CFR 516
FLSA record keeping requirements
Code of Federal Regulations
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Additional Information

45 CFR 164.502
HIPAA- limits on use and disclosure of protected health information
Code of Federal Regulations

Lynne Valenti

yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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BOP-81
Corresponds to Record Series Division

employee name, salary and postion is open upon written request, remainder of information is 
confidential.

Payroll files- semi montly reports arranged chronologically then by agency, contains rpeots including 
employee name, employee number, employe type, hours worked, hours of leave taken, hours paid 
and other miscellaneous payroll information.

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

1-27-1
records on employees excepted from open records definition
South Dakota Codified Law

3-6A-31
personnel records confidential
South Dakota Codified Law

55:01:16:04
personnel records confidential
Administrative Rule of South Dakota

29 USC 206(d)
Equal Pay Act
United States Code

42 USC 405
SSA- SSNs limits on use
United States Code

29 CFR 516
FLSA record keeping requirements
Code of Federal Regulations
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Lynne Valenti

yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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SDDC- 102
Corresponds to Record Series

South Dakota Developmental
Division

 EQUIPMENT FILES
This series is arranged alphabetically by equipment name and contains related information 
concerning equipment operation and maintenance. Information may include:
instructions, parts manuals, maintenance schedules, and other related information. This record 
series is used in equipment maintenance, operation, and repairs.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-27-1
Open Records
South Dakota Codified Law

42 CFR 483.480
Food & Nutrition
Code of Federal Regulations

Sheila Sprague

Yes

Physical Plant Director

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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Department of Agriculture

201-1  thru 201-5
Corresponds to Record Series

Agriculture Development
Division

39-24-5.   Confidential information--Exception. Any data or financial information made or received 
by the secretary of agriculture pursuant to this chapter is not public record and is exempt from the 
provisions of § 1-27-1. However, the secretary may provide information gathered pursuant to this 
chapter to any government agency if the information is needed for a government sponsored animal 
identification tracking program or for any public health or safety reason.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

39-24-5
39-24-5.   Confidential information--Exception. Any data or financial information made or 
received by the secretary of agriculture pursuant to this chapter is not public record and is 
exempt from the provisions of § 1-27-1.

South Dakota Codified Law

Chris Petersen

yes

No specific

Division Director

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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201-1 thru 201-5
Corresponds to Record Series

Agriculture Development
Division

1-16E-31.   Confidentiality of borrower information. All financial information submitted by the 
borrower to the board is confidential.

Source: SL 1995, ch 4, § 13.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

1-16E-31
1-16E-31.   Confidentiality of borrower information. All financial information submitted by 
the borrower to the board is confidential.

Source: SL 1995, ch 4, § 13.

South Dakota Codified Law

Friday, June 29, 2007 Page 178 of 2119



Farm Loan Mediation records

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

12:20:01:11
12:20:01:11.  Conduct at mediation sessions. Mediation sessions shall be conducted as 
follows:
          (1)  Mediation sessions are under the control of the mediator;
          (2)  The mediator must hold in strict confidence all information provided by  the 
parties to the mediation;
          (3)  All parties must have the opportunity to speak and state their positions;
          (4)  Legal counsel may advise clients regarding legal rights and the implication of 
suggested solutions;
          (5)  All parties to the proceedings must make a good faith effort to resolve the 
dispute.

Administrative Rule of South Dakota

38-6-12.   Information received by secretary not public records. Data or financial information made 
or received by the secretary of agriculture for the purpose of application for loans, marketing 
assistance, agricultural finance counseling, and farm loan mediation are not public records and are 
exempt from the provisions of § 1-27-1.

Source: SL 1997, ch 224, § 1.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

38-6-12
38-6-12.   Information received by secretary not public records. Data or financial 
information made or received by the secretary of agriculture for the purpose of application 
for loans, marketing assistance, agricultural finance counseling, and farm loan mediation 
are not public records and are exempt from the provisions of § 1-27-1.

Source: SL 1997, ch 224, § 1.

South Dakota Codified Law
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54-13-18.   Information regarding finances of borrowers and creditors not public records Mediation 
meetings not open. All data and information regarding the finances of borrowers and creditors which 
is created, collected, or maintained by the director of the agriculture mediation program pursuant to 
the terms of this chapter or disclosed to the mediator are not public records and are confidential and 
discussions with the mediators are privileged communications.

     All mediation meetings, and all mediation activities provided by this chapter are exempt from the 
provisions of chapter 1-27.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

54-13-18
54-13-18.   Information regarding finances of borrowers and creditors not public records

Chris Petersen

yes

No Specfic Fee

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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Department of Corrections

Adult-20
Corresponds to Record Series

Adult Institutions
Division

DETENTION ORDER AND REVIEW

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

24-2-17, 24-2-20, 23-5-7, 24-15-1South Dakota Codified Law

Max Gors

Adult-20
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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Adult-23
Corresponds to Record Series

Adult
Division

The following inmate information may be released for purposes of community and victim 
notification: (1) Name and any known aliases; (2) Date of birth; (3 Race and gender; (4) Location of 
incarceration; (5) Community of residence;  (6) Custody status and conditions of supervision; (7) 
Any Department of Corrections sentence identification number; (8) Any crime of conviction; (9) 
Number of felony convictions; (10) Sentence, time suspended, jail time credit, and revoked good-
time credits; (11) Offense, sentence, admission, release, and parole eligibility dates;  (12) Dates of 
pending hearings and final determinations of parole, suspended sentence, pardon, and 
commutation hearings; (13) Status as an inmate, parolee, or person who has completed a prison 
term; (14) County of conviction (15) Plea; (16) Citizenship status; and  (17)  Birth town, state, and 
country.

Contains Unit Disciplinary Committee and Disciplinary Hearing Committee findings and dispositions.

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

24-2-17, 24-2-20, 24-15-1, 23-5-7
DISCIPLINARY COMMITTEE FINDINGS AND DISPOSITION
South Dakota Codified Law

Max Gors

Adult-23

No

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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Adult-24
Corresponds to Record Series

Adult Institutions
Division

The following inmate information may be released for purposes of community and victim 
notification: (1) Name and any known aliases; (2) Date of birth; (3 Race and gender; (4) Location of 
incarceration; (5) Community of residence;  (6) Custody status and conditions of supervision; (7) 
Any Department of Corrections sentence identification number; (8) Any crime of conviction; (9) 
Number of felony convictions; (10) Sentence, time suspended, jail time credit, and revoked good-
time credits; (11) Offense, sentence, admission, release, and parole eligibility dates;  (12) Dates of 
pending hearings and final determinations of parole, suspended sentence, pardon, and 
commutation hearings; (13) Status as an inmate, parolee, or person who has completed a prison 
term; (14) County of conviction (15) Plea; (16) Citizenship status; and  (17)  Birth town, state, and 
country.

Contains the DOC's record of rules officially broken by inmates.

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

24-2-17, 24-2-20, 24-15-1, 23-5-7
DISCIPLINARY REPORT (A-28)
South Dakota Codified Law

Max Gors

Adult-24

No

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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Adult-25
Corresponds to Record Series

Adult Institutions
Division

The following inmate information may be released for purposes of community and victim 
notification: (1) Name and any known aliases; (2) Date of birth; (3 Race and gender; (4) Location of 
incarceration; (5) Community of residence;  (6) Custody status and conditions of supervision; (7) 
Any Department of Corrections sentence identification number; (8) Any crime of conviction; (9) 
Number of felony convictions; (10) Sentence, time suspended, jail time credit, and revoked good-
time credits; (11) Offense, sentence, admission, release, and parole eligibility dates;  (12) Dates of 
pending hearings and final determinations of parole, suspended sentence, pardon, and 
commutation hearings; (13) Status as an inmate, parolee, or person who has completed a prison 
term; (14) County of conviction (15) Plea; (16) Citizenship status; and  (17)  Birth town, state, and 
country.

Contains education information for the current student body.

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

24-2-19, 24-2-20, 24-15-1, 23-5-7
EDUCATIONAL INFORMATION
South Dakota Codified Law

Max Gors

Adult-25

No

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 184 of 2119



Adult-26
Corresponds to Record Series

Adult Institutions
Division

The following inmate information may be released for purposes of community and victim 
notification: (1) Name and any known aliases; (2) Date of birth; (3 Race and gender; (4) Location of 
incarceration; (5) Community of residence;  (6) Custody status and conditions of supervision; (7) 
Any Department of Corrections sentence identification number; (8) Any crime of conviction; (9) 
Number of felony convictions; (10) Sentence, time suspended, jail time credit, and revoked good-
time credits; (11) Offense, sentence, admission, release, and parole eligibility dates;  (12) Dates of 
pending hearings and final determinations of parole, suspended sentence, pardon, and 
commutation hearings; (13) Status as an inmate, parolee, or person who has completed a prison 
term; (14) County of conviction (15) Plea; (16) Citizenship status; and  (17)  Birth town, state, and 
country.

Contains the student's name, contact hours, goals and achievements.

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

24-2-19, 24-2-20, 24-15-1, 23-5-7
EDUCATION SUMMARY
South Dakota Codified Law

Max Gors

Adult-26

No

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 185 of 2119



Adult-41
Corresponds to Record Series

Adult Institutions
Division

The following inmate information may be released for purposes of community and victim 
notification:  (1)      Name and any known aliases;  (2) Date of birth;  (3  Race and gender; (4) 
Location of incarceration;  (5)  Community of residence;  (6)  Custody status and conditions of 
supervision;  (7)  Any Department of Corrections sentence identification number;  (8) Any crime of 
conviction;  (9)  Number of felony convictions;  (10)  Sentence, time suspended, jail time credit, and 
revoked good-time credits;  (11)  Offense, sentence, admission, release, and parole eligibility 
dates;  (12)  Dates of pending hearings and final determinations of parole, suspended sentence, 
pardon, and commutation hearings;  (13)  Status as an inmate, parolee, or person who has 
completed a prison term;  (14)  County of conviction;  (15)  Plea;  (16) Citizenship status; and  (17)  
Birth town, state, and country.

Contains inmate's criminal history.

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

24-2-17, 24-2-20, 24-15-1, 23-5-7
INMATES RECORDS, FEDERAL BUREAU OF INVESTIGATION (FBI)
South Dakota Codified Law

Max Gors

Adult-41

No

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 186 of 2119



Adult-47
Corresponds to Record Series

Adult Institutions
Division

24-2-20, 24-14-11, 24-15-1 also apply. The following inmate information may be released for 
purposes of community and victim notification: (1) Name and any known aliases; (2) Date of birth; 
(3 Race and gender; (4) Location of incarceration; (5) Community of residence;  (6) Custody status 
and conditions of supervision; (7) Any Department of Corrections sentence identification number; 
(8) Any crime of conviction; (9) Number of felony convictions; (10) Sentence, time suspended, jail 
time credit, and revoked good-time credits; (11) Offense, sentence, admission, release, and parole 
eligibility dates;  (12) Dates of pending hearings and final determinations of parole, suspended 
sentence, pardon, and commutation hearings; (13) Status as an inmate, parolee, or person who has 
completed a prison term; (14) County of conviction (15) Plea; (16) Citizenship status; and  (17)  
Birth town, state, and country.

Contains and individual record of each inmate currently under the jurisdiction of the DOC adult 
institutional system.

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

23-5-7, 23A-27-10, 23A-27-47, 24-2-17,  
Records for Indentification of Prisoners.
South Dakota Codified Law

Max Gors

Adult-47

No

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 187 of 2119



Adult-52
Corresponds to Record Series

Adult Institutions
Division

24-2-20, 24-14-11, 24-15-1 also apply. The following inmate information may be released for 
purposes of community and victim notification: (1) Name and any known aliases; (2) Date of birth; 
(3 Race and gender; (4) Location of incarceration; (5) Community of residence;  (6) Custody status 
and conditions of supervision; (7) Any Department of Corrections sentence identification number; 
(8) Any crime of conviction; (9) Number of felony convictions; (10) Sentence, time suspended, jail 
time credit, and revoked good-time credits; (11) Offense, sentence, admission, release, and parole 
eligibility dates;  (12) Dates of pending hearings and final determinations of parole, suspended 
sentence, pardon, and commutation hearings; (13) Status as an inmate, parolee, or person who has 
completed a prison term; (14) County of conviction (15) Plea; (16) Citizenship status; and  (17)  
Birth town, state, and country.

Contains an individual institution and parole board record of each inmate currently under the 
jurisdiction of the DOC adult system.

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

23-5-7, 23A-27-10, 23A-27-47, 24-2-17,  
LEGAL FILES
South Dakota Codified Law

Max Gors

Adult-52

No

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 188 of 2119



Adult-56
Corresponds to Record Series

Adult Institutions
Division

Under 24-2-20, the following inmate information may be released for purposes of community and 
victim notification: (1) Name and any known aliases; (2) Date of birth; (3 Race and gender; (4) 
Location of incarceration; (5) Community of residence;  (6) Custody status and conditions of 
supervision; (7) Any Department of Corrections sentence identification number; (8) Any crime of 
conviction; (9) Number of felony convictions; (10) Sentence, time suspended, jail time credit, and 
revoked good-time credits; (11) Offense, sentence, admission, release, and parole eligibility dates;  
(12) Dates of pending hearings and final determinations of parole, suspended sentence, pardon, 
and commutation hearings; (13) Status as an inmate, parolee, or person who has completed a 
prison term; (14) County of conviction (15) Plea; (16) Citizenship status; and  (17)  Birth town, state, 
and country.

Contains an individual electronic record of each inmate currently under the jurisdiction of the DOC.

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

23-5-7, 23A-27-10, 23A-27-47, 24-2-17,  
MAINFRAME INMATE RECORDS
South Dakota Codified Law

Max Gors

Adult-56

No

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 189 of 2119



Adult-63
Corresponds to Record Series

Adult Institutions
Division

Juvenile files are open to juveniles, attorneys and parents, 26-7A-29, by court order, 26-7A-28, and 
to agencies or facilities with a legitimate interest in the child.

PERFORMANCE APPRAISALS

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

3-6A-31 ARSD 55:01:16:04 and 55:01:1South Dakota Codified Law

Max Gors

Adult-63
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 190 of 2119



Adult-67
Corresponds to Record Series

Adult Institutions
Division

Under 23-5-7, inmate's photo and description may be released if the inmate escapes. Under 24-2-
20, the following inmate information may be released for purposes of community and victim 
notification: (1) Name and any known aliases; (2) Date of birth; (3 Race and gender; (4) Location of 
incarceration; (5) Community of residence;  (6) Custody status and conditions of supervision; (7) 
Any Department of Corrections sentence identification number; (8) Any crime of conviction; (9) 
Number of felony convictions; (10) Sentence, time suspended, jail time credit, and revoked good-
time credits; (11) Offense, sentence, admission, release, and parole eligibility dates;  (12) Dates of 
pending hearings and final determinations of parole, suspended sentence, pardon, and 
commutation hearings; (13) Status as an inmate, parolee, or person who has completed a prison 
term; (14) County of conviction (15) Plea; (16) Citizenship status; and  (17)  Birth town, state, and 
country.

Contains photos and the physical description of each inmate.

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

23-5-7, 24-2-20
Records for Indentification of Prisoners
South Dakota Codified Law

Max Gors

Adult-67

No

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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DOC-15
Corresponds to Record Series

Administration Office
Division

Redact names of juveniles, family and others to avoid circumstantial disclosure of juveniles.

Contains cash receipts.

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

4-3-3
CASH RECEIPTS
South Dakota Codified Law

Max Gors

DOC-15

No

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 192 of 2119



DOC-2
Corresponds to Record Series

Administration Office
Division

Material derogatory to a person are confidential but shall be made available to the person to whom 
it relates. 1-26-2.

Contains inmate appeals and complaints through the department's administrative process.

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

1-26-2, 23-5-7, 24-2-20
ADMINISTRATIVE REMEDY PROCESS, SECRETARY DOC
South Dakota Codified Law

Max Gors

DOC-2

No

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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DOC-3
Corresponds to Record Series

Administration Office
Division

Contains materials concerning administrative rules promulgation.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-26-2, 1-26-7
ADMINISTRATIVE RULES PROMULGATION FILES
South Dakota Codified Law

Max Gors

DOC-3

No

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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DOC-30
Corresponds to Record Series

Administration Office
Division

Contains copies of inmates' discharge certificates.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

24-15A-7, 24-5-2
DISCHARGE CERTIFICATES
South Dakota Codified Law

Max Gors

DOC-30

No

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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DOC-4
Corresponds to Record Series

Administration Office
Division

Contains required agendas.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-25-1.1, 1-15-1.13, 1-15-29
AGENDAS
South Dakota Codified Law

Max Gors

DOC-4

No

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 196 of 2119



DOC-44
Corresponds to Record Series

Administration Office
Division

Juvenile files are open to juveniles, attorneys and parents, 26-7A-29, by court order, 26-7A-28, and 
to agencies or facilities with a legitimate interest in the child.

Contains juvenile parental support accounts receivable information.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

26,-7A-28, 26-7A-29
JUVENILE FILES
South Dakota Codified Law

Max Gors

DOC-44

No

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 197 of 2119



DOC-52
Corresponds to Record Series

Administration Office
Division

Contains required minutes.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-25-3, 1-15-1.13, 1-15-29
MINUTES, COMMISSION
South Dakota Codified Law

Max Gors

DOC-52

No

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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DOC-58
Corresponds to Record Series

Administration Office
Division

Contains a copy of the employee's performance appraisal.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

3-6A-31 ARSD 55:01:16:04 and 55:01:1
PERFORMANCE APPRAISALS
South Dakota Codified Law

Max Gors

DOC-58

No

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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DOC-81
Corresponds to Record Series

Administration Office
Division

The following inmate information may be released for purposes of community and victim 
notification: (1) Name and any known aliases; (2) Date of birth; (3 Race and gender; (4) Location of 
incarceration; (5) Community of residence;  (6) Custody status and conditions of supervision; (7) 
Any Department of Corrections sentence identification number; (8) Any crime of conviction; (9) 
Number of felony convictions; (10) Sentence, time suspended, jail time credit, and revoked good-
time credits; (11) Offense, sentence, admission, release, and parole eligibility dates;  (12) Dates of 
pending hearings and final determinations of parole, suspended sentence, pardon, and 
commutation hearings; (13) Status as an inmate, parolee, or person who has completed a prison 
term; (14) County of conviction (15) Plea; (16) Citizenship status; and  (17)  Birth town, state, and 
country.

Contains Community Service work release files.

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

23-5-7, 24-2-20
WORK RELEASE FILES
South Dakota Codified Law

Max Gors

DOC-81

No

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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DOC-9
Corresponds to Record Series

Administration Office
Division

Juvenile files are open to juveniles, attorneys and parents, 26-7A-29, by court order, 26-7A-28, and 
to agencies or facilities with a legitimate interest in the child.

Contains information about collection of parental support of juveniles.

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

26-7A-28, 26-7A-29
BAD DEBTS/COLLECTIONS
South Dakota Codified Law

Max Gors

DOC-9

No

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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JCA-5
Corresponds to Record Series

Juvenile Corrections Agent
Division

Juvenile files are open to juveniles, attorneys and parents, 26-7A-29, by court order, 26-7A-28, and 
to agencies or facilities with a legitimate interest in the child.

Contains juvenile files.

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

26-7A-28 and 26-7A-29
JUVENILE FILES
South Dakota Codified Law

Max Gors

JCA-5

No

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 202 of 2119



JCA-6
Corresponds to Record Series

Juvenile Corrections Agent
Division

Juvenile files are open to juveniles, attorneys and parents, 26-7A-29, by court order, 26-7A-28, and 
to agencies or facilities with a legitimate interest in the child.

Contains the electronic Juvenile Offender Tracking System (JOTS).

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

26-7A-28 and 26-7A-29
JUVENILE OFFENDER TRACKING SYSTEM (JOTS)
South Dakota Codified Law

Max Gors

JCA-6

No

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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JCA-9
Corresponds to Record Series

Juvenile Corrections Agent
Division

Contains a copy of the employee's performance appraisals.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

3-6A-31 ARSD 55:01:16:04 and 55:01:1
PERFORMANCE APPRAISALS
South Dakota Codified Law

Max Gors

JCA-9

No

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 204 of 2119



PI-4
Corresponds to Record Series

Pheasantland Industries
Division

Shows financial condition of Phesantland Industries for a given year.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

24-7-10
FINANCIAL STATEMENTS
South Dakota Codified Law

Max Gors

PI-4

No

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 205 of 2119



PI-5
Corresponds to Record Series

Pheasantland Industries
Division

Contains individual accounts by industry for Pheasantland Industries.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

24-7-8
GENERAL LEDGER
South Dakota Codified Law

Max Gors

PI-5

No

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 206 of 2119



PS-10
Corresponds to Record Series

Parole Services
Division

If a pardon is granted through the parole board process, the record is sealed. 24-14-11. A 
presentence investigation cannot be disclosed. 23A-27-10. Pardon hearing dates and final 
determinations may be released. 24-2-20(12).

Contains records of persons who have applied for and been granted or denied pardons.

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

24-14-11,  23A-27-10, 24-2-20(12)
CASE FILES, PARDONS (GRANTED AND DENIED)
South Dakota Codified Law

Max Gors

PS-10

No

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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PS-16
Corresponds to Record Series

Parole Services
Division

The following inmate information may be released for purposes of community and victim 
notification: (1) Name and any known aliases; (2) Date of birth; (3 Race and gender; (4) Location of 
incarceration; (5) Community of residence;  (6) Custody status and conditions of supervision; (7) 
Any Department of Corrections sentence identification number; (8) Any crime of conviction; (9) 
Number of felony convictions; (10) Sentence, time suspended, jail time credit, and revoked good-
time credits; (11) Offense, sentence, admission, release, and parole eligibility dates;  (12) Dates of 
pending hearings and final determinations of parole, suspended sentence, pardon, and 
commutation hearings; (13) Status as an inmate, parolee, or person who has completed a prison 
term; (14) County of conviction (15) Plea; (16) Citizenship status; and  (17)  Birth town, state, and 
country.

Contains electronic parole information.

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

24-15-1, 24-15A-14, 24-2-20
ELECTRONIC PAROLE DATABASE
South Dakota Codified Law

Max Gors

PS-16

No

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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PS-22
Corresponds to Record Series

Parole Services
Division

The following inmate information may be released for purposes of community and victim 
notification: (1) Name and any known aliases; (2) Date of birth; (3 Race and gender; (4) Location of 
incarceration; (5) Community of residence;  (6) Custody status and conditions of supervision; (7) 
Any Department of Corrections sentence identification number; (8) Any crime of conviction; (9) 
Number of felony convictions; (10) Sentence, time suspended, jail time credit, and revoked good-
time credits; (11) Offense, sentence, admission, release, and parole eligibility dates;  (12) Dates of 
pending hearings and final determinations of parole, suspended sentence, pardon, and 
commutation hearings; (13) Status as an inmate, parolee, or person who has completed a prison 
term; (14) County of conviction (15) Plea; (16) Citizenship status; and  (17)  Birth town, state, and 
country.

Contains electronic individual records of each inmate.

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

23-5-7, 24-2-20, 24-14-11, 24-15-1
MAINFRAME INMATE RECORDS
South Dakota Codified Law

Max Gors

PS-22

No

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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PS-23
Corresponds to Record Series

Parole Services
Division

24-14-11 pardons granted through the parole board process are sealed.

Contains original minutes from parole board meetings.

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

1-25-3, 24-13-10(1). 24-14-11
MINUTES, PARDONS, PAROLE AND COMMUTATION BOARD
South Dakota Codified Law

Max Gors

PS-23

No

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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PS-25
Corresponds to Record Series

Parole Services
Division

24-14-11 pardons granted through the parole board process are sealed.

Contains documentation of applications for pardons and commutations.

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

24-13-10(1), 24-14-11
PARDON AND COMMUTATION DOCKETS
South Dakota Codified Law

Max Gors

PS-25

No

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 211 of 2119



PS-26
Corresponds to Record Series

Parole Services
Division

Contains a copy of each employee's performance appraisals.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

3-6A-31 ARSD 55:01:16:04 and 55:01:1South Dakota Codified Law

Max Gors

PS-26

No

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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PS-29
Corresponds to Record Series

Parole Services
Division

Material derogatory to a person are confidential but shall be made available to the person to whom 
it relates.

Contains materials for non-compliance hearings.

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

1-26-2
REVOCATION, NON-COMPLIANCE AND SETTING OF SENTENCE TRANSCRIPTS
South Dakota Codified Law

Max Gors

PS-29

No

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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PS-3
Corresponds to Record Series

Parole Services
Division

Contains all administrative rules and materials relating to rules for use by parole.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-26-2, 1-26-7
ADMINISTRATIVE RULES PROMULGATION FILES
South Dakota Codified Law

Max Gors

PS-3

No

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 214 of 2119



STAR-29
Corresponds to Record Series

Star Academy
Division

Juvenile files are open to juveniles, attorneys and parents, 26-7A-29, by court order, 26-7A-28, and 
to agencies or facilities with a legitimate interest in the child

Contains juvenile's GED records.

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

26-7A-28, 26-7A-29
GED RECORDS
South Dakota Codified Law

Max Gors

STAR-29

No

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 215 of 2119



STAR-31
Corresponds to Record Series

Star Academy
Division

This file should be deleted.

Contains a listing of all juveniles who have received haircuts.

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

26-7A-28, 26-7A-29
HAIRCUT ROSTER
South Dakota Codified Law

Max Gors

STAR-31

No

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 216 of 2119



STAR-32
Corresponds to Record Series

Star Academy
Division

Juvenile files are open to juveniles, attorneys and parents, 26-7A-29, by court order, 26-7A-28, and 
to agencies or facilities with a legitimate interest in the child.

Contains juvenile's Individual Education Plans (IEP) and special education assessments.

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

26-7A-28, 26-7A-29
INDIVIDUAL EDUCATION PLAN (IEP) AND SPECIAL EDUCATION ASSESSMENTS.
South Dakota Codified Law

Max Gors

STAR-32

No

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 217 of 2119



STAR-36
Corresponds to Record Series

Star Academy
Division

Juvenile files are open to juveniles, attorneys and parents, 26-7A-29, by court order, 26-7A-28, and 
to agencies or facilities with a legitimate interest in the child.

Contains hours worked by juveniles in the Workforce Investment Act (WIA) program.

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

26-7A-28, 26-7A-29
JOB TRAINING PROGRAM (WIA)

Max Gors

STAR-36

No

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 218 of 2119



STAR-37
Corresponds to Record Series

Star Academy
Division

Juvenile files are open to juveniles, attorneys and parents, 26-7A-29, by court order, 26-7A-28, and 
to agencies or facilities with a legitimate interest in the child.

Contains juvenile education files.

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

26-7A-28, 26-7A-29
JUVENILE EDUCATION FILES
South Dakota Codified Law

Max Gors

STAR-37

No

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 219 of 2119



STAR-38
Corresponds to Record Series

Star Academy
Division

Juvenile files are open to juveniles, attorneys and parents, 26-7A-29, by court order, 26-7A-28, and 
to agencies or facilities with a legitimate interest in the child.

Contains juvenile files.

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

26-7A-28, 26-7A-29
JUVENILE FILES
South Dakota Codified Law

Max Gors

STAR-38

No

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 220 of 2119



STAR-39
Corresponds to Record Series

Star Academy
Division

Juvenile files are open to juveniles, attorneys and parents, 26-7A-29, by court order, 26-7A-28, and 
to agencies or facilities with a legitimate interest in the child.

Contains the elecctronic Juvenile Offender Tracking System (JOTS).

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

26-7A-28, 26-7A-29
JUVENILE OFFENDER TRACKING SYSTEM (JOTS)
South Dakota Codified Law

26-7A-28, 26-7A-29South Dakota Codified Law

Max Gors

STAR-39

No

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 221 of 2119



STAR-40
Corresponds to Record Series

Star Academy
Division

Juvenile files are open to juveniles, attorneys and parents, 26-7A-29, by court order, 26-7A-28, and 
to agencies or facilities with a legitimate interest in the child.

Contains juveniles' grades for the week.

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

26-7A-28, 26-7A-29
JUVENILE WEEKLY GRADES
South Dakota Codified Law

Max Gors

STAR-40

No

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 222 of 2119



STAR-44
Corresponds to Record Series

Star Academy
Division

Juvenile files are open to juveniles, attorneys and parents, 26-7A-29, by court order, 26-7A-28, and 
to agencies or facilities with a legitimate interest in the child.

Documents juveniles' daily activity.

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

26-7A-28, 26-7A-29
LOG BOOKS
South Dakota Codified Law

Max Gors

STAR-44

No

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 223 of 2119



STAR-45
Corresponds to Record Series

Star Academy
Division

Juvenile files are open to juveniles, attorneys and parents, 26-7A-29, by court order, 26-7A-28, and 
to agencies or facilities with a legitimate interest in the child.

Contains all mail received by juveniles.

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

26-7A-28, 26-7A-29
MAIL LOGS
South Dakota Codified Law

Max Gors

STAR-45

No

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 224 of 2119



STAR-52
Corresponds to Record Series

Star Academy
Division

Juvenile files are open to juveniles, attorneys and parents, 26-7A-29, by court order, 26-7A-28, and 
to agencies or facilities with a legitimate interest in the child.

Contains a copy of the employee's performance appraisals.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

3-6A-31 ARSD 55:01:16:04 and 55:01:1
PERFORMANCE APPRAISALS
South Dakota Codified Law

Max Gors

STAR-52

No

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 225 of 2119



STAR-53
Corresponds to Record Series

Star Academy
Division

Juvenile files are open to juveniles, attorneys and parents, 26-7A-29, by court order, 26-7A-28, and 
to agencies or facilities with a legitimate interest in the child.

Contains permanent transcripts and high school diplomas from the STAR Evergreen High School.

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

26-7A-28, 26-7A-29
PERMANENT TRANSCRIPTS AND HIGH SCHOOL DIPLOMAS (STAR EVERGREEN 
HIGH SCHOOL)

South Dakota Codified Law

Max Gors

STAR-53

No

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 226 of 2119



STAR-58
Corresponds to Record Series

STAR Academy
Division

PURCHASE ORDERS LOCAL

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

4-5-4South Dakota Codified Law

Max Gors

STAR-58
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 227 of 2119



STAR-59
Corresponds to Record Series

Star Academy
Division

Juvenile files are open to juveniles, attorneys and parents, 26-7A-29, by court order, 26-7A-28, and 
to agencies or facilities with a legitimate interest in the child.

Contains receipts for money.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

4-3-3
RECEIPT BOOKS
South Dakota Codified Law

Max Gors

STAR-59

No

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 228 of 2119



STAR-77
Corresponds to Record Series

Star Academy
Division

Juvenile files are open to juveniles, attorneys and parents, 26-7A-29, by court order, 26-7A-28, and 
to agencies or facilities with a legitimate interest in the child.

Contains a daily report of all juvenile work assignments.

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

26-7A-28, 26-7A-29
WORK ROSTERS, DAILY
South Dakota Codified Law

26-7A-28, 26-7A-29South Dakota Codified Law

Max Gors

STAR-77

No

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 229 of 2119



Department of Education

DECA-10
Corresponds to Record Series

Finance and Management
Division

Federal Education Grant

Paul Douglas Scholarship given to teachers by the department

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

34 CFR 80.42(g)
Restrictions on public access for US Department of Education Grants to grantees or 
subgrantees

Code of Federal Regulations

Lisa Rae

Yes

No

Records Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 230 of 2119



DECA-106
Corresponds to Record Series

Finance and Management
Division

payment information contains taxpayer ID

State aid payment made to school districts

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

13-13-39
Apportionment of foundation program funds within counties-Distribution of copies- 
payments to school districts

South Dakota Codified Law

20 USC.6103
Confidentiality of taxpayer identification
United States Code

Lisa Rae

Yes

No

Records Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 231 of 2119



DECA-107
Corresponds to Record Series

Finance and Management
Division

Contains child identity information and taxpayer identification numbers

Working papers for state aid payments and federal reports

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

20 USC:1232g
Family Educational Rights and Privacy Act
United States Code

26 USC.6103
Confidentiality of taxpayer Identification
United States Code

Lisa Rae

Yes

No

Records Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 232 of 2119



DECA-108
Corresponds to Record Series

Career and Technical Educati
Division

Federal Education Grant

goals and objectives and the action plan for the year. Perkins Grant

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

34 CFR 80.42(g)
Restrictions o public access for US Department of Education Grants to grantees or 
subgrantees

Code of Federal Regulations

Lisa Rae

Yes

No

Records Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 233 of 2119



DECA-109
Corresponds to Record Series

Career and Technical Educati
Division

Administrative Rules

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-26-7
Records retained-Copies-Public Inspection of current Rules
South Dakota Codified Law

Lisa Rae

Yes

No

Records Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 234 of 2119



DECA-119
Corresponds to Record Series

Career and Technical Educati
Division

Federal Education Grant

Naratives from schools with information of activities done with the Perkins Federal grant

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

34 CFR 80.42(g)
Restrictions on public access for US Department of Education Grants to grantees or 
subgrantees

Code of Federal Regulations

Lisa Rae

Yes

No

Records Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 235 of 2119



DECA-12
Corresponds to Record Series

Finance and Management
Division

Identification of a child and SS numbers on records

Regent Scholar diplomas

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

20 USC:1232g
Family Education Rights and Privacy Act
United States Code

40 USC 405
Social Security Act limits on use of Social Security Numbers
United States Code

Lisa Rae

Yes

No

Records Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 236 of 2119



DECA-13
Corresponds to Record Series

Secretary
Division

Contains Social Security Numbers

Administrative Reference File

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

26 USC.6103
Confidentiality of taxpayer identification
United States Code

42 USC 405
Social Security Act - limits on use of Social Security numbers
United States Code

Lisa Rae

Yes

No

Records Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 237 of 2119



DECA-132
Corresponds to Record Series

Career and Technical Educati
Division

Federal Education grants

State Plan for the Federal Perkins Act

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

34 CFR 80.42(g)
Restrictions on public access for US Department of Education Grants to grantees and 
subgrantees

Code of Federal Regulations

Lisa Rae

Yes

No

Records Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 238 of 2119



DECA-134
Corresponds to Record Series

Career and Technical Educati
Division

contains taxpayer identification numbers

Technical Institute Files which contain correspondence, contracts and activities

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

36 USC.6103
Confidentiality of taxpayer identification
United States Code

Lisa Rae

Yes

No

Records Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 239 of 2119



DECA-137
Corresponds to Record Series

Career and Technical Educati
Division

Federal Education Grant

Program Review for the federal education grand received

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

34 CFR 80.42(g)
Restrictions on public access for US Department of Education Grants to grantees or 
subgrantees

Code of Federal Regulations

Lisa Rae

Yes

No

Record Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 240 of 2119



DECA-138
Corresponds to Record Series

Career and Technical Educati
Division

Federal Education Grant
contains child identification

Activities of Vocational Student Organizations. Contains loan applications, awards, contests, 
certificates and scholarships

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

20 USC:1232g
Family Educational Rights and Privacy Act
United States Code

34 CFR 80.42(g)
Restrictions on public access for US Departmetn of Education Grants to grantees or 
subgrantees

Code of Federal Regulations

Lisa Rae

Yes

No

Records Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 241 of 2119



DECA-145
Corresponds to Record Series

Career and Technical Educati
Division

Federal Education Grant

Working files for the Federal Education grant

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

34 CFR 80.42(g)
Restrictions on public access for US Department of Education Grants to grantees or 
subgrantees

Code of Federal Regulations

Lisa Rae

Yes

No

Records Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 242 of 2119



DECA-18
Corresponds to Record Series

Accreditation and Teacher Q
Division

Identification of a child

Request for certificate of excuse from public school attendance

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

20 USC:1232g
Family Educational Rights and Privacy Act
United States Code

Lisa Rae

Yes

No

Records Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 243 of 2119



DECA-20
Corresponds to Record Series

Accreditation and Teacher Q
Division

Contains Social Security Numbers

Application for renewal credits. Contains description, personal information, credits, time frame, and 
correspondence

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

42 USC 405
Social Security Act limits use of SSN's
United States Code

Lisa Rae

Yes

No

Records Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 244 of 2119



DECA-210
Corresponds to Record Series

Educational Services and Su
Division

Federal Education Grant

Contains school district summary data for achievement test scores

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

34 CFR 80.42(g)
Restrictions on public access for US Department of Education Grants to Grantees or 
subgrantees

Code of Federal Regulations

Lisa Rae

Yes

No

Records Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 245 of 2119



DECA-211
Corresponds to Record Series

Educational Services and Su
Division

Federal Education Grant

School Districts federal consolidated grant files

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

34 CFR 80.42 (g)
Restrictions on public access for US Deparment of Education Grants to grantees and 
subgrantees

Code of Federal Regulations

Lisa Rae

Yes

No

Records Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 246 of 2119



DECA-213
Corresponds to Record Series

Educational Services and Su
Division

Federal Education Grant

School District Federal Title II Eisenhower Grant File

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

34 CFR 80.42 (g)
Restrictions on public access for US Department of Education Grants to grantees and 
subgrantees

Code of Federal Regulations

Lisa Rae

Yes

No

Records Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 247 of 2119



DECA-214
Corresponds to Record Series

Educational Services and Su
Division

Federal Education Grant

Federal Review Reports from US Department of Education

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

34 CFR 80.42 (g)
Restrictions on public accress for US Department of Education Grants to grantees or 
subgrantees

Code of Federal Regulations

Lisa Rae

Yes

No

Records Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 248 of 2119



DECA-215
Corresponds to Record Series

Educational Services and Su
Division

Federal Education Grant

Contains information on the homeless in South Dakota

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

34 CFR 80.42 (g)
Restrictions on public access for US Department of Education Grant to grantees or 
subgrantees

Code of Federal Regulations

Lisa Rae

Yes

No

Records Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 249 of 2119



DECA-216
Corresponds to Record Series

Educational Services and Su
Division

Federal Education Grant

Information on migrant workers for the use of granting money from grant

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

34 CFR 80.42 (g)
Restrictions on public access for US Department of Education Grants to grantees and 
subgrantees

Code of Federal Regulations

Lisa Rae

Yes

No

Records Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 250 of 2119



DECA-217
Corresponds to Record Series

Educational Services and Su
Division

Federal Education Grant

Steering committee for the GOALS 2000 federal Grant

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

34 CFR 80.42 (g)
Restrictions on public access for US Department of Education Grants to grantees and 
subgrantees

Code of Federal Regulations

Lisa Rae

Yes

No

Records Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 251 of 2119



DECA-22
Corresponds to Record Series

Accreditation and Teacher Q
Division

Hearing Files for the Professional Administrators Commission

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

13-42-14
Private or public hearing-Appearance and producation of evidence--Witnesses--record of 
proceedings

South Dakota Codified Law

Friday, June 29, 2007 Page 252 of 2119



This correspondence when finaled and sent is incorporated into the appropriate DENR program 
files.  Except as contained in those other DENR program files, these records are not required by law 
to be kept as provided for in 12-27-1.  Therefore, DENR intends to eliminate this records series.

DENR-1. CORRESPONDENCE, FEDERAL: 
96-020 
This series is arranged chronologically and contains both copies and originals of letters and 
memorandums sent to and received from any federal agency.  The information is maintained for 
reference and for possible use when federal litigation claims or audits are pending. 
 
RETENTION:  Retain 2 years in office, then transfer to storage for 2 years.  Destroy after 4 years 
provided no litigation, claim, or audit is pending. 
 
When litigation, claim or audit is complete, maintain for an additional 3 years, then destroy.

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

1-27-1
General State Public Records Law
South Dakota Codified Law

Lisa Rae

Yes

No

Records Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 253 of 2119



DECA-220
Corresponds to Record Series

Educational Services and Su
Division

Federal Education Grant

School District evaluations of the federal Title I Grant

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

34 CFR 80.42 (g)
Restricts on public access for US Department of Education Grants to grantees and 
subgrantees

Code of Federal Regulations

Lisa Rae

Yes

No

Records Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 254 of 2119



DECA-229
Corresponds to Record Series

Educational Services and Su
Division

Federal Education Grants

Correspondence with the Local Education Agencies concerning the grants awardes

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

34 CFR 80.42 (g)
Restrictions on public access for US Department of Education Grants to grantees and 
subgrantees

Code of Federal Regulations

Lisa Rae

Yes

No

Records Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 255 of 2119



DECA-23
Corresponds to Record Series

Accreditation and Teacher Q
Division

Hearing Files for the Professional Teachers Commission

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

13-42-14
Private or public hearing-Appearance and producation of evidence-Witnesses-Record of 
proceedings

South Dakota Codified Law

Lisa Rae

Yes

No

Records Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 256 of 2119



DECA-238
Corresponds to Record Series

Educational Services and Su
Division

Federal Education Grant

Child and Adult Nutrition orders and recipts files

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

26 USC. 6103
Confidentially of taxpayer indentification
United States Code

Lisa Rae

Yes

No

Records Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 257 of 2119



DECA-24
Corresponds to Record Series

Accreditation and Teacher Q
Division

Identification of a child

Hearing files for Minor Boundary Changes, Teacher Revocations, Tuition Waiver, and general 
appeals, Studen Assignment

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

20 USC:1232g
Family Educational Rights and Privacy Act
United States Code

Lisa Rae

Yes

No

Records Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 258 of 2119



DECA-243
Corresponds to Record Series

Educational Services and Su
Division

contains taxpayer identification numbers

Child and Adult Nutrition program review records

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

26 USC.6103
Confidentiality of taxpayer identification
United States Code

Lisa Rae

Yes

No

Records Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 259 of 2119



DECA-247
Corresponds to Record Series

Educational Services and Su
Division

contains taxpayer identification numbers

Child and Adult Nutrition Program Files.  Contain financial records, agreements, reviews and 
inspections

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

26 USC.6103
Confidentiality of taxpayer identification
United States Code

Lisa Rae

Yes

No

Records Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 260 of 2119



DECA-252.1
Corresponds to Record Series

Educational Services and Su
Division

Federal Education Grant

Child and Nutrition Workshop Files

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

26 USC.6103
Confidentiality of Taxpayer identification
United States Code

Lisa Rae

Yes

No

Records Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 261 of 2119



DECA-256
Corresponds to Record Series

Educational Services and Su
Division

Federal Education Grant

Comprehensive school Health Project information files

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

26 USC.6103
Confidentiality of Taxpayer indentification
United States Code

Lisa Rae

Yes

No

Records Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 262 of 2119



DECA-27
Corresponds to Record Series

Accreditation and Teacher Q
Division

Professional Administrators Meeting Minutes

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-25-3
State agencies to keep minutes of proceedings-Availability to public
South Dakota Codified Law

Lisa Rae

Yes

No

records Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 263 of 2119



DECA-28
Corresponds to Record Series

Accreditation and Teacher Q
Division

Professional Teachers Meeting Minutes

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-25-3
State agencies to keep minutes of proceedings-Availability to public
South Dakota Codified Law

Lisa Rae

Yes

No

Records Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 264 of 2119



DECA-288
Corresponds to Record Series

Educational Services and Su
Division

Federal Education Grant

Grant files for the Headstart and Evenstart federal grants

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

34 CFR 80.42 (g)
Restrictions on public access to US Department of Education Grants to grantees or 
subgrantees

Code of Federal Regulations

Lisa Rae

Yes

No

Records Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 265 of 2119



DECA-289
Corresponds to Record Series

Educational Services and Su
Division

Federal Education Grant and Taxpayer ID Numbers

Federal Program for the parents as teachers reports

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

26 USC.6103
Confidentiality of taxpayer identification
United States Code

34 CFR 80.42 (g)
Restrictions on public access for US Department of Education Grants to grantees or 
subgrantees

Code of Federal Regulations

Lisa Rae

Yes

No

Records Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 266 of 2119



DECA-290
Corresponds to Record Series

Educational Services and Su
Division

Federal Education Grant

Program status reports for Evenstart, Headstart, Parents as Teachers, Rural Family Literacy, and 
Indian Health Services

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

34 CFR 80.42 (g)
Restrictions on public access on US Department of Education Grants to grantees or 
subgrantees

Code of Federal Regulations

Lisa Rae

Yes

NO

Records Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 267 of 2119



DECA-294
Corresponds to Record Series

Educational Services and Su
Division

Federal education Grants

Review files on the federal education grants

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

34 CFR 80.42(g)
Restrictions on public access for US Department of Education Grants to grantees or 
subgrantees

Code of Federal Regulations

Lisa Rae

Yes

No

Records Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 268 of 2119



DECA-295
Corresponds to Record Series

Educational Services and Su
Division

Taxpayer ID Numbers

Rural Family Literacy grant fiels, contains minutes, application, supporting documentation

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

26 USC.6103
Confidentiality of taxpayer identification
United States Code

Lisa Rae

Yes

No

Records Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 269 of 2119



DECA-298
Corresponds to Record Series

Finance and Management
Division

Federal Education Grant

Safe and Drug Free Schools and Communities Act Report

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

34 CFR 80.42(g)
Restrictions on public access for US Department of Education Grants to grantees or 
subgrantees

Code of Federal Regulations

Lisa Rae

Yes

No

Records Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 270 of 2119



DECA-300
Corresponds to Record Series

Finance and Management
Division

Federal Education Grant

Application for theTitle IV Safe and Drug Free Federal Grant

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

34 CFR 800.42(g)
Restrictions on public access for US Department of Education Grants to grantees or 
subgrantees

Code of Federal Regulations

Lisa Rae

Yes

No

Records Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 271 of 2119



DECA-301
Corresponds to Record Series

Finance and Management
Division

Federal Education Grant

Federal Review reports

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

34 CFR 80.42(g)
Restrictions on public access for US Department of Education Grants to grantees or 
subgrantees

Code of Federal Regulations

Lisa Rae

Yes

No

Records Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 272 of 2119



DECA-303.2
Corresponds to Record Series

Curriculum, Technology and 
Division

Federal Education Grant and Taxpayer ID Numbers

Grant files for Math and Science Partnership, Title II Part D, Star Schools, and Improvement in 
Education.  Contains applications, reports, request for payment and correspondence

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

26 USC. 6103
Confidentiality of taxpayer identification
United States Code

34 CFR 80.42 (g)
Restrictions on public access for US Department of Education Grants to grantees and 
subgrantees

Code of Federal Regulations

Lisa Rae

Yes

No

Records Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 273 of 2119



DECA-303.3
Corresponds to Record Series

Curriculum, Technology, and 
Division

Federal Education Grant and taxpayer ID Number

Grant files for Reading First.  Contains applications, reports, request for payment, and 
correspondence

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

26 USC.6103
Confidentiality of taxpayer identification
United States Code

34 CRF 80.42 (g)
Restrictions on public access for US Deparment of Education Grants to grantees and 
subgrantees

Code of Federal Regulations

Lisa Rae

Yes

No

Records Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 274 of 2119



DECA-303.4
Corresponds to Record Series

Curriculum, Technology and 
Division

Federal Education Grant

State assessment grant file contains documentation for the sat 8-10 test and results

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

34 CFR 80.42 (g)
Restrictions on public access for US Department of Education Grants to grantees and 
subgrantees

Code of Federal Regulations

Lisa Rae

Yes

No

Records Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 275 of 2119



DECA-303.5
Corresponds to Record Series

Educational Services and sup
Division

Taxpayer ID Numbers

Federal Refugee grant file contains reports, correspondence, application and contract

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

26 USC.6103
Confidentiality of taxpayer Identification
United States Code

Lisa Rae

yes

No

Records Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 276 of 2119



DECA-304
Corresponds to Record Series

Educational Services and Su
Division

Federal Education Grant

Contains School District program information for Special Education, Reports, complaints, plan and 
correspondence

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

26 CFR 80.42 (g)
Restrictions on public access for US Department of Education Grant to grantees and 
subgrantees

Code of Federal Regulations

Lisa Rae

Yes

No

Records Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 277 of 2119



DECA-305
Corresponds to Record Series

Educational Services and Su
Division

Federal Education Grant

Federal Special Education Budget Information

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

34 CFR 80.42 (g)
Restrictions on public access for US Department of Education Grants to grantees or 
subgrantees

Code of Federal Regulations

Lisa Rae

Yes

No

Records Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 278 of 2119



DECA-306
Corresponds to Record Series

Educational Services and Su
Division

Federal Education Grant and taxpayer ID Numbers

Child Count for the Federal Special Education federal program

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

26 USC.6103
Confidentiality of taxpayer identification
United States Code

34 CFR 80.42 (g)
Restrictions on public access for US Department of Education Grants to grantees or 
subgrantees

Code of Federal Regulations

Lisa Rae

Yes

No

Records Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 279 of 2119



DECA-307
Corresponds to Record Series

Educational Services and Su
Division

Federal Education Grant and Child idenification

Complaint investigation file for the Special Education Federal Program

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

20 USC:1232g
Family Educational Rights and Privacy Act
United States Code

34 CFR 80.42 (g)
Restrictions on public access for US Department of Education Grants to grantees or 
subgrantees

Code of Federal Regulations

Lisa Rae

Yes

No

Records Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 280 of 2119



DECA-31
Corresponds to Record Series

Accreditation and Teacher Q
Division

Contains Social Security Numbers

Revocation and suspension of teachers certificates

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

13-42-17
Records of suspension or revocation of certificates
South Dakota Codified Law

42 USC 405
Social Security Act limits on use of SSN's
United States Code

Lisa Rae

Yes

No

Records Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 281 of 2119



DECA-315
Corresponds to Record Series

Educational services and Sup
Division

Federal Education Grant and Child Identification

Payment information for a child with special needs for the federal special education program

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

20 USC:1232g
Family Educational Rights and Privacy Act
United States Code

34 CFR 80.42 (g)
Restrictions on public access for US Department of Education Grants to grantees or 
subgrantees

Code of Federal Regulations

Lisa Rae

Yes

No

Records Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 282 of 2119



DECA-317
Corresponds to Record Series

Educational Services and Su
Division

Federal Education Grant

Grant file for the federal special education discretionary grant

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

34 CFR 80.42(g)
Restrictions on public access for US Department of Education Grant to grantees or 
subgrantees

Code of Federal Regulations

Lisa Rae

Yes

No

Records Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 283 of 2119



DECA-318
Corresponds to Record Series

Educational Services and Su
Division

Federal Education Grant

Grant files for the federal special education program

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

34 CFR 80.42 (g)
Restrictions on public access for US Department of education Grants to grantees or 
subgrantees

Code of Federal Regulations

Lisa Rae

Yes

No

Records Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 284 of 2119



DECA-319
Corresponds to Record Series

Educational Services and Su
Division

Federal Education Grant

Federal grant file for the early intervention grant

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

34 CFR 80.42(g)
Restrictions on public access for US Department of Education Grants to grantess or 
subgrantees

Code of Federal Regulations

Lisa Rae

Yes

No

Records Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 285 of 2119



DECA-32
Corresponds to Record Series

Accreditation and Teacher Q
Division

contains taxpayer identification numbers

Contains inservices that school bus drivers participated in

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

26 USC.6103
Confidentiality of taxpayer identification
United States Code

Lisa Rae

yes

No

Records Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 286 of 2119



DECA-320
Corresponds to Record Series

Educational Services and Su
Division

Federal Education Grant

Hearing files for the federal Special Education Program

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

34 CFR 80.42(g)
Restrictions on public access for US Department of Education Grant to grantees or 
subgrantees

Code of Federal Regulations

Lisa Rae

Yes

No

Records Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 287 of 2119



DECA-321
Corresponds to Record Series

Educational Services and Su
Division

Federal Education Grant and child identification

Individual family Service Plan files for eligible children with special needs

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

20 USC:1232g
Family Educational Rights and Privacy Act
United States Code

34 CFR 80.42 (g)
Restrictions on public access for US Department of Education Grant to grantees or 
subgrantees

Code of Federal Regulations

Lisa Rae

Yes

No

Records Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 288 of 2119



DECA-323
Corresponds to Record Series

Educational Services and Su
Division

Federal Education Grant

Special Education Loan Area Network minutes

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

34 CFR 80.42(g)
Restrictions o public access for US Department of Education Grants to grantees or 
subgrantees

Code of Federal Regulations

Lisa Rae

Yes

No

Records Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 289 of 2119



DECA-324
Corresponds to Record Series

Educational Services and Su
Division

Federal Education Grant and Child identification

Local Area Network monitoring files for the Federal Special Education Program

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

20 USC:1232g
Family Educational Rights and Privacy Act
United States Code

34 CFR 80.42 (g)
Restrictions on public access for US Department of Education to grantees or subgrantees
Code of Federal Regulations

Lisa Rae

Yes

No

Records Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 290 of 2119



DECA-325
Corresponds to Record Series

Educational Services and Su
Division

Federal Education Grant and Child Identification

Local Area Network program files for the Federal Special Education Program

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

20 USC:1232g
Family Education Rights and Privacy Act
United States Code

34 CFR 80.42 (g)
Restrictions on public access for US Department of Education Grant to grantees or 
subgrantees

Code of Federal Regulations

Lisa Rae

yes

No

Records Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 291 of 2119



DECA-326
Corresponds to Record Series

Educational Services and Su
Division

Federal Education Grant; child identification and taxpayer ID Numbers used

Local Area Network application files

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

20 USC:1232g
Family Educational Rights and Privacy Act
United States Code

34 CFR 80.42(g)
Restrictions on public access for US Department of Education Grants to grantees or 
subgrantees

Code of Federal Regulations

Lisa Rae

Yes

No

Records Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 292 of 2119



DECA-327
Corresponds to Record Series

Educational Services and Su
Division

Federal Education Grant

Telephone communication file for the special education program

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

34 CFR 80.42(g)
Restrictions on public access for US Department of Educations Grants to grantees or 
subgrantees

Code of Federal Regulations

Lisa Rae

Yes

No

Records Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 293 of 2119



DECA-328
Corresponds to Record Series

Educational Services and Su
Division

Federak Education Grant

Special Education grant monitoring files

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

34 CFR 80.42(g)
Restrictions on public access for US Department of Education Grants to grantees or 
subgrantees

Code of Federal Regulations

Lisa Rae

Yes

No

Records Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 294 of 2119



DECA-333
Corresponds to Record Series

Educational Services and Su
Division

Federal Education Grant and Child Identified

Federal Special Education program Local Education Agency file, correspondence, reports, plan and 
hearings

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

20 USC:1232g
Family Educational Rights and Privacy Act
United States Code

34 CFR 80.42(g)
Restrictions on public access for US Department of Education Grant to grantees or 
subgrantees

Code of Federal Regulations

Lisa Rae

Yes

No

Records Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 295 of 2119



DECA-334
Corresponds to Record Series

Educational Services and Su
Division

Federal Education Grant and Child Identified

Federal Special Education monitoring Files

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

20 USC:1232g
Family educational Rights and Privacy Act
United States Code

34 CFR 80.42(g)
restrictions on public access for US Department of Education Grants to grantees or 
subgrantees

Code of Federal Regulations

Lisa Rae

Yes

No

Records Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 296 of 2119



DECA-335
Corresponds to Record Series

Educational Services and Su
Division

Federal Education Grant

Special Education State Plan

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

34 CFR 80.42(g)
Restrictions on public access for US Department of Education Grants to grantees or 
subgrantees

Code of Federal Regulations

Friday, June 29, 2007 Page 297 of 2119



Federal Education Grant

Federal Special Education State Plan

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

34 CFR 80.42(g)
Restrictions on public access for US Department of Education Grants to grantees or 
subgrantees

Code of Federal Regulations

Lisa Rae

Yes

No

Records Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 298 of 2119



DECA-337
Corresponds to Record Series

Educational Services and Su
Division

Federal Education Grant

Special Education Technical Assistance Files

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

34 CFR 80.42(g)
Restrictions on public access for US Department of Education Grants to grantees or 
subgrantees

Code of Federal Regulations

Lisa Rae

yes

No

Records Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 299 of 2119



DECA-34
Corresponds to Record Series

Accreditation and Teacher Q
Division

Contains Social Security Numbers

Teacher Certification files - active and inactive

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

13-42-6
Oath of allegiance required for certificate - Aliens excepted - Administrative of Oath
South Dakota Codified Law

42 USC 405
Social Security Act limits on use of Social Security Numbers
United States Code

Lisa Rae

Yes

No

Records Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 300 of 2119



DECA-35
Corresponds to Record Series

Accreditation and Teacher Q
Division

Contains Social Security Numbers

Teacher Certification Listing

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

42 USC 405
Social Security Act limits on use of SSN's
United States Code

Lisa Rae

Yes

No

Records Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 301 of 2119



DECA-36
Corresponds to Record Series

Accreditation and Teacher Q
Division

Contains SS Numbers

Printout of teachers certified in South Dakota

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

42 USC 405
Social Security Act limits on use of SSN's
United States Code

Lisa Rae

Yes

No

Records Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 302 of 2119



DECA-4
Corresponds to Record Series

Secretary
Division

SD Board of Education Meeting Minutes

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-25-3
State agencies to keep minutes of proceedings - Availability to public
South Dakota Codified Law

Lisa Rae

Yes

No

Records Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 303 of 2119



DECA-40
Corresponds to Record Series

Finance and Management
Division

contains taxpayer identification numbers

Contracts and Agreements made by the Department of Education

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

26 USC.6103
Confidentiality of taxpayer Identification
United States Code

Lisa Rae

Yes

No

Records Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 304 of 2119



DECA-41
Corresponds to Record Series

Finance and Management
Division

contains taxpayer identification numbers

Contract register log for the department

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

26 USC.6103
Confidentiality of taxpayer indentification
United States Code

Lisa Rae

Yes

No

Records Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 305 of 2119



DECA-42
Corresponds to Record Series

Finance and Management
Division

Contains SS Numbers

Administrative Reference File

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

26 USC.6103
Confidentiality of taxpayer identification
United States Code

42 USC 405
Social Security Act - limits on use of Social Security Numbers
United States Code

Lisa Rae

Yes

No

Records Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 306 of 2119



DECA-46
Corresponds to Record Series

Finance and Management
Division

contains taxpayer identification numbers

Post Secondary State Aid Payments

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

26 USC.6103
Confidentiality of taxpayer identification
United States Code

Lisa Rae

Yes

No

Records Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 307 of 2119



DECA-485
Corresponds to Record Series

State Library
Division

Administrative Rules promulagation files for the State Library

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-26-7
Records related-copies- Pubic inspection of current rules
South Dakota Codified Law

Lisa Rae

Yes

No

Records Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 308 of 2119



DECA-498
Corresponds to Record Series

State Library
Division

contains taxpayer identification numbers

LSTA Grant files administered by the state Library

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

26 USC.6103
Confidentiality of tapayer identification
United States Code

Lisa Rae

Yes

No

Records Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 309 of 2119



DECA-5
Corresponds to Record Series

Finance and Management
Division

contains taxpayer identification numbers

Information on several college financial aid programs in the department

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

26 USC.6103
Confidentiality of taxpayer identification
United States Code

Lisa Rae

Yes

No

Records Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 310 of 2119



DECA-503
Corresponds to Record Series

State Library
Division

Contains taxpayer identificiation number

Library training institute file. Contains attendees, trainer, graduates and expenses

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

26 USC.6103
Confidentiality of taxpayer identification
United States Code

Lisa Rae

Yes

No

Records Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 311 of 2119



DECA-504
Corresponds to Record Series

State Library
Division

Contains taxpayer identification numbers

LSTA Grant Files administered by the state Library

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

26 USC.6103
Confidentiality of taxpayer identification
United States Code

Lisa Rae

Yes

No

Records Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 312 of 2119



DECA-523
Corresponds to Record Series

State Library
Division

State Library Board Meeting Minutes

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-25-3
State Agencies to keep minutes of proceedings- Availability to public
South Dakota Codified Law

Lisa Rae

Yes

No

Records Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 313 of 2119



DECA-537
Corresponds to Record Series

State Library
Division

copyright

Interlibrary loan statistics.  Containsstatistics, reports and collectional management information

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

17 USC 117
Federal Copyright
United States Code

Lisa Rae

Yes

No

Records Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 314 of 2119



DECA-542
Corresponds to Record Series

State Library
Division

contains taxpayer identification numbers

Online search log.  Contains search topic, length, who for, date, where and cost

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

26 USC.6103
Confidentiality of taxpayer identification
United States Code

Lisa Rae

Yes

No

Records Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 315 of 2119



DECA-548
Corresponds to Record Series

State Library
Division

Contains taxpayer identification numbers

Application for Braille and Talking Books Library Services.  Contains application, purchase order, 
services.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

26 USC.6103
Confidentiality of taxpayer identification
United States Code

Lisa Rae

Yes

No

Records Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 316 of 2119



DECA-55
Corresponds to Record Series

Finance and Management
Division

Federal Education grant and Taxpayer ID Numbers

Reference file for Accounting Administrator.  Contains financial information for federal audit, 
personnel records and general correspondence

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

26 USC.6103
Confindentiality of taxpayer identification
United States Code

34 CFR 80.42(g)
Restrictions on public access for US Deparment of Education Grants to grantees or 
subgrantees

Code of Federal Regulations

Lisa Rae

Yes

No

Records Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 317 of 2119



DECA-553
Corresponds to Record Series

State Library
Division

contains taxpayer identification numbers

Braille and Talking Books Summer Reading Program

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

26 USC.6103
Confidentiality of taxpayer identification
United States Code

Lisa Rae

Yes

No

Records Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 318 of 2119



DECA-557
Corresponds to Record Series

Finance and Management
Division

Contains taxpayer identification numbers

Bond Agreements between the SD Department of Education and the SD Health and Education 
facilities Authority

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

26 UCS.6103
Confidentiality of taxpayer identification
United States Code

Lisa Rae

Yes

No

Records Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 319 of 2119



DECA-560
Corresponds to Record Series

Finance and Mangagement
Division

Federal Education Grant and Taxpayer ID Numbers

Impact aid information for school districts

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

26 USC.6103
Confidentiality of taxpayer identification
United States Code

34 CFR 80.42(g)
Restrictions on public access for US Department of Education Grants to grantees or 
subgrantees

Code of Federal Regulations

Lisa Rae

Yes

No

Records Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 320 of 2119



DECA-561
Corresponds to Record Series

Eduational Services and Sup
Division

Federal Education Grants

Grant correspondence with local education agencies for the limited english proficiency federal grant

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

34 CFR 80.42(g)
Restrictions on public access for US Department of Education Grants to grantees or 
subgrantees

Code of Federal Regulations

Lisa Rae

Yes

No

Records Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 321 of 2119



DECA-58
Corresponds to Record Series

Finance and Management
Division

contains taxpayer identification numbers

ACH Deposit authorization forms

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

26 USC.6103
Confidentiality of taxpayer identification
United States Code

Lisa Rae

Yes

No

Records Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 322 of 2119



DECA-59
Corresponds to Record Series

Finance and Management
Division

contains taxpayer identification numbers

Canceled warrants for the department

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

26 USC.6103
confidentiality of taxpayer identification
United States Code

Lisa Rae

Yes

No

Records Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 323 of 2119



DECA-61
Corresponds to Record Series

Finance and Management
Division

contains taxpayer identification numbers

Cash receipt transmittals

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

26 USC.6103
Confidentiality of taxpayer identification
United States Code

Lisa Rae

Yes

No

Records Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 324 of 2119



DECA-64.1
Corresponds to Record Series

Finance and Management
Division

contains taxpayer identification numbers

Erate funding file for the department. Contains, invoices, applications and reimbursements

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

26 USC.6103
Confidentiality of taxpayer identification
United States Code

Lisa Rae

Yes

No

Records Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 325 of 2119



DECA-65
Corresponds to Record Series

Finance and Management
Division

Federal Education Grants

Federal Financial Reports for the grants in the department

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

34 CFR 80.42 (g)
Restrictions on public access for US Department of Education Grants to grantees or 
subgrantees

Code of Federal Regulations

Lisa Rae

Yes

No

Records Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 326 of 2119



DECA-66
Corresponds to Record Series

Finance and Management
Division

Federal Education Grant

Fedwire payment request record for funds requested by federal grants

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

34 CFR 80.42(g)
Restrictions on public access for US Department of Education Grants to grantees or 
subgrantees

Code of Federal Regulations

Lisa Rae

Yes

No

Records Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 327 of 2119



DECA-67
Corresponds to Record Series

Finance and Management
Division

Federal Education Grant

Grant Award documents for federal grants received by the department

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

34 CFR 80.42(g)
Restrictions on public access for US Department of Education Grants to grantees or 
subgrantees

United States Code

Lisa Rae

Yes

No

Records Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 328 of 2119



DECA-68
Corresponds to Record Series

Finance and Management
Division

Federal Education Grant

Indirect Cost Rate Agreements between the department of education on US Department of 
Education

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

34 CFR 80.42(g)
Restrictions on public access for US Deparment of Education Grants to grantees or 
subgrantees

Code of Federal Regulations

Lisa Rae

Yes

No

Records Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 329 of 2119



DECA-70
Corresponds to Record Series

Finance and Management
Division

contains taxpayer indentification numbers

Journal Vouchers created within the department. Examples - non-cash, central services, revenue, 
expenditure

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

26 USC.6103
Confidentiality of taxpayer Identification
United States Code

Lisa Rae

Yes

No

Records Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 330 of 2119



DECA-73
Corresponds to Record Series

Finance and Management
Division

Federal Education Grant

Monthly Status Reports for the department. Tracks expenditures and reamaining balances

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

34 CFR 80.42(g)
Restrictions on public access for US Department of Education Grants to grantees or 
subgrantees

Code of Federal Regulations

Lisa Rae

Yes

No

Records Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 331 of 2119



DECA-82
Corresponds to Record Series

Finance and Management
Division

Federal Education Grant

Federal reallocation and release of grant from the department

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

34 CFR 80.42(g)
Restrictions on public access for US Department of Education Grants to grantees or 
subgrantees

Code of Federal Regulations

Lisa Rae

Yes

No

Records Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 332 of 2119



DECA-83
Corresponds to Record Series

Finance and Management
Division

Federal Education Grant

Contains comparability information about Title I funds to schools

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

34 CFR 80.42(g)
Restrictions on public access for US Department on Education Grants to grantees or 
subgrantees

Code of Federal Regulations

Lisa Rae

Yes

No

Records Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 333 of 2119



DECA-86
Corresponds to Record Series

Finance and Management
Division

Federal Education Grant and taxpayer ID Numbers

Federal Grant Files for school districts

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

26 USC.6103
Confidentiality of taxpayer identification
United States Code

34 CFR 80.42(g)
Restrictions on public access for US Department of Educations Grants to grantees and 
subgrantees

Code of Federal Regulations

Lisa Rae

Yes

No

Records Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 334 of 2119



DECA-86.1
Corresponds to Record Series

Finance and Management
Division

Federal Education Grant and taxpayer ID numbers

Independent audits of federal programs from school districts

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

26 USC.6103
Confidentiality of taxpayer identification
United States Code

34 CFR 80.42(g)
Restrictions on public access for US Department of Education Grants to grantees or 
subgrantees

Code of Federal Regulations

Lisa Rae

Yes

No

Records Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 335 of 2119



DECA-87
Corresponds to Record Series

Finance and Management
Division

Contains taxpayer Identification numbers

meal reports for the child and adult nutrition program

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

United States Code

26 USC.6103
Confidentiality of taxpayer identification
United States Code

Lisa Rae

Yes

No

Records Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 336 of 2119



DECA-88
Corresponds to Record Series

Finance and Management
Division

Federal Education Grant

general assurances from the Local Education Authority for receiving federal funds

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

34 CFR 80.42(g)
Restrictions on public access for US Department of Education Grants for grantees or 
subgrantees

Code of Federal Regulations

Lisa Rae

Yes

No

Records Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 337 of 2119



DECA-92
Corresponds to Record Series

Finance and Management
Division

contains taxpayer identification numbers and children indentification

Child and Adult Nutrition enrollment for local and state agencies

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

20 USC:1232g
Family Educational Rights and Privacy Act
United States Code

26 USC.6103
Confidentiality of taxpayer indentification
United States Code

Lisa Rae

Yes

No

Records Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 338 of 2119



DECA-94
Corresponds to Record Series

Finance and Management
Division

Federal Education Grant and Taxpayer ID Numbers

Perkins Financial grant files to the Local Education Authority

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

26 USC.6103
Confidentiality of taxpayer identification
United States Code

34 CFR 80.42(g)
Restrictions on public access for US Department of Education Grants to grantees or 
subgrantees

Code of Federal Regulations

Lisa Rae

Yes

No

Records Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 339 of 2119



DECA-96
Corresponds to Record Series

Finance and Management
Division

Contains taxpayer identification numbers and children identification

Monthly Child and Adult Nutrition Reimbursement Reports

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

20 USC:1232g
Family Education Rights and Privacy Act
United States Code

26 USC.6103
Confidentiality of taxpayer identification
United States Code

Lisa Rae

Yes

No

Records Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 340 of 2119



DECA-97
Corresponds to Record Series

Finance and Management
Division

Federal Education Grant and taxpayer ID numbers

Special Education grant files for Local Education Agencies

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

26 USC.6103
Confidentiality of taxpayer identification
United States Code

34 CFR 80.42(g)
Restrictions on public access for US Department of Eduation Grants to grantees and 
subgrantees

Code of Federal Regulations

Lisa Rae

Yes

No

Records Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 341 of 2119



DECA-99
Corresponds to Record Series

Finance and Management
Division

Contains taxpayer identification numbers, children identification, and federal education grant

Special Ed birth to 3 claims

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

20 USC:1232g
Family and Educational Rights and Privacy Act
United States Code

26 USC.6103
Confidentiality of taxpayer identification
United States Code

34 CFR 80.42(g)
Restrictions on public access for US Department of Education Grants to grantees or 
subgrantee

Code of Federal Regulations

Lisa Rae

Yes

No

Records Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 342 of 2119



Department of Environment and Natural Resources

00-014  DENR-233
Corresponds to Record Series

DES - Surface Water Quality
Division

Friday, June 29, 2007 Page 343 of 2119



34A-2-94.   Public availability of records and information obtained under chapter--Exception to 
protect trade secrets. Any records, reports, or information obtained under this chapter shall, in the 
case of effluent data, be related to any applicable effluent limitations, pretreatment, or new source 
performance standards, and shall be available to the public, except that upon a showing satisfactory 
to the secretary by any person that records, information, or particular part thereof (other than 
effluent data, permit applications and permits) to which the secretary has access under this chapter, 
if made public would divulge methods or processes entitled to protection as trade secrets of such 
person, the secretary shall consider such record, report, or information, or particular portion thereof, 
confidential, except that such record, report or information may be disclosed to other officers, 
employees, or authorized representatives of the state or federal government concerned with 
carrying out this chapter, or when relevant, in any proceeding under this chapter.

Source: SL 1973, ch 280, § 13; SDCL Supp, § 46-25-108; SL 1988, ch 285, § 36.

1-40-31.   Full public disclosure of nonconfidential public records--Reproduction--Fee-- Waiver--
Response time to written requests--Denial of disclosure--Appeals--Promulgation of rules-- Attorney's 
fees and costs for denial of access to hazardous waste public records. Full public inspection and 
disclosure of all nonconfidential public records relating to the Department of Environment and 
Natural Resources and those activities within its jurisdiction shall be allowed. The department shall 
make available for public inspection and disclosure all public records subject to inspection pursuant 
to § 1-26-2 and chapter 1-27. The department shall provide for the reproduction of all public records 
subject to inspection and reasonably capable of being reproduced and may impose a fee to recover 
the reasonable cost of reproduction. Any fee imposed for records reproduction shall be promulgated 
pursuant to chapter 1-26 and shall provide for fee waiver for public records requests from the press 

DENR-233. ENVIRONMENTAL REVIEW LETTERS: 
00-014 
This series is arranged numerically by specification number and contains drinking water quality 
determination that this particular project will not have adverse environmental effects to drinking 
water in this area.  Information may include:  approval letters, requests, specification number, 
project title, date approved, and person receiving the letter.  This record series is maintained for 
documentation of grants. 
 
RETENTION: Retain 1 year in office, then microfilm and maintain film 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.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

34A-2-94, 1-40-31
34A-2-94.   Public availability of records and information obtained under chapter--
Exception to protect trade secrets.
1-40-31.   Full public disclosure of nonconfidential public records--Reproduction--Fee-- 
Waiver--Response time to written requests--Denial of disclosure--Appeals--Promulgation of 
rules-- Attorney's fees and costs for denial of access to hazardous waste public records.
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or communications media, public interest groups, educational organizations, and institutions of 
government. The department shall respond to all written requests for public records within twenty 
working days of the date when the request was received. The department may deny inspection and 
disclosure of any public record not subject to inspection under chapter 1-27, or held confidential 
pursuant to statute or court order. Written notice of denial of inspection or disclosure shall be 
provided to the person making the request. Such denial or failure by the department to respond 
within twenty working days shall be considered final agency action and may be appealed to circuit 
court as provided in chapter 1-26. The secretary, pursuant to chapter 1-26, may promulgate rules to 
implement the provisions of this section.

     Any person denied access to any hazardous waste public record required under chapter 34A-11 
may recover in circuit court reasonable attorney's fees and other litigation costs reasonably incurred 
in an action against the state if the requestor substantially prevails on judicial review.

Source: SL 1992, ch 254, § 96.

Joe Nadenicek - 3836

Yes

Yes - 1-40-31 - $.20/page

Surface Water Quality Progra

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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02-009  DENR-235
Corresponds to Record Series

DES - Surface Water Quality
Division
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34A-2-94.   Public availability of records and information obtained under chapter--Exception to 
protect trade secrets. Any records, reports, or information obtained under this chapter shall, in the 
case of effluent data, be related to any applicable effluent limitations, pretreatment, or new source 
performance standards, and shall be available to the public, except that upon a showing satisfactory 
to the secretary by any person that records, information, or particular part thereof (other than 
effluent data, permit applications and permits) to which the secretary has access under this chapter, 
if made public would divulge methods or processes entitled to protection as trade secrets of such 
person, the secretary shall consider such record, report, or information, or particular portion thereof, 
confidential, except that such record, report or information may be disclosed to other officers, 
employees, or authorized representatives of the state or federal government concerned with 
carrying out this chapter, or when relevant, in any proceeding under this chapter.

Source: SL 1973, ch 280, § 13; SDCL Supp, § 46-25-108; SL 1988, ch 285, § 36.

1-40-31.   Full public disclosure of nonconfidential public records--Reproduction--Fee-- Waiver--
Response time to written requests--Denial of disclosure--Appeals--Promulgation of rules-- Attorney's 
fees and costs for denial of access to hazardous waste public records. Full public inspection and 
disclosure of all nonconfidential public records relating to the Department of Environment and 
Natural Resources and those activities within its jurisdiction shall be allowed. The department shall 
make available for public inspection and disclosure all public records subject to inspection pursuant 
to § 1-26-2 and chapter 1-27. The department shall provide for the reproduction of all public records 
subject to inspection and reasonably capable of being reproduced and may impose a fee to recover 
the reasonable cost of reproduction. Any fee imposed for records reproduction shall be promulgated 
pursuant to chapter 1-26 and shall provide for fee waiver for public records requests from the press 
or communications media, public interest groups, educational organizations, and institutions of 
government. The department shall respond to all written requests for public records within twenty 
working days of the date when the request was received. The department may deny inspection and 

DENR-235. DISCHARGE MONITORING REPORTS: 
02-009
This series is arranged chronologically by year, then alphabetically by facility and contains 
discharge monitoring reports on wastewater permits.  Information may include:  report date, permit 
number, outfall number parameters, and number of days of discharge.  This record series is used to 
determine compliance with the Surface Water Discharge Permit.  
 
RETENTION:  Retain 2 years in office, then transfer to storage for 3 years.  Destroy after 5 years.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

34A-2-94, 1-40-31
34A-2-94.   Public availability of records and information obtained under chapter--
Exception to protect trade secrets.

1-40-31.   Full public disclosure of nonconfidential public records--Reproduction--Fee-- 
Waiver--Response time to written requests--Denial of disclosure--Appeals--Promulgation of 
rules-- Attorney's fees and costs for denial of access to hazardous waste public records.
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disclosure of any public record not subject to inspection under chapter 1-27, or held confidential 
pursuant to statute or court order. Written notice of denial of inspection or disclosure shall be 
provided to the person making the request. Such denial or failure by the department to respond 
within twenty working days shall be considered final agency action and may be appealed to circuit 
court as provided in chapter 1-26. The secretary, pursuant to chapter 1-26, may promulgate rules to 
implement the provisions of this section.

     Any person denied access to any hazardous waste public record required under chapter 34A-11 
may recover in circuit court reasonable attorney's fees and other litigation costs reasonably incurred 
in an action against the state if the requestor substantially prevails on judicial review.

Source: SL 1992, ch 254, § 96.

Joe Nadenicek - 3836

Yes

Yes - 1-40-31 - $.20/page

Surface Water Quality Progra

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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04-010  DENR-225
Corresponds to Record Series

DES - Surface Water Quality
Division
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34A-2-94.   Public availability of records and information obtained under chapter--Exception to 
protect trade secrets. Any records, reports, or information obtained under this chapter shall, in the 
case of effluent data, be related to any applicable effluent limitations, pretreatment, or new source 
performance standards, and shall be available to the public, except that upon a showing satisfactory 
to the secretary by any person that records, information, or particular part thereof (other than 
effluent data, permit applications and permits) to which the secretary has access under this chapter, 
if made public would divulge methods or processes entitled to protection as trade secrets of such 
person, the secretary shall consider such record, report, or information, or particular portion thereof, 
confidential, except that such record, report or information may be disclosed to other officers, 
employees, or authorized representatives of the state or federal government concerned with 
carrying out this chapter, or when relevant, in any proceeding under this chapter.

Source: SL 1973, ch 280, § 13; SDCL Supp, § 46-25-108; SL 1988, ch 285, § 36.

1-40-31.   Full public disclosure of nonconfidential public records--Reproduction--Fee-- Waiver--
Response time to written requests--Denial of disclosure--Appeals--Promulgation of rules-- Attorney's 
fees and costs for denial of access to hazardous waste public records. Full public inspection and 
disclosure of all nonconfidential public records relating to the Department of Environment and 
Natural Resources and those activities within its jurisdiction shall be allowed. The department shall 
make available for public inspection and disclosure all public records subject to inspection pursuant 
to § 1-26-2 and chapter 1-27. The department shall provide for the reproduction of all public records 
subject to inspection and reasonably capable of being reproduced and may impose a fee to recover 
the reasonable cost of reproduction. Any fee imposed for records reproduction shall be promulgated 
pursuant to chapter 1-26 and shall provide for fee waiver for public records requests from the press 
or communications media, public interest groups, educational organizations, and institutions of 
government. The department shall respond to all written requests for public records within twenty 

DENR-225. STORM WATER PERMITS: 
04-010 
This series is arranged numerically by permit number and contains information for the general storm 
water permits.  Types of permits include:  Construction and Industrial.  Information includes:  Notice 
of Intent (NOI), supplemental data, letter of authorization, and Notice of Termination (NOT).  This 
record series is maintained for administrative purposes. 
 
RETENTION:  Retain current in office.  Microfilm upon termination and maintain film for 5 years.  
Destroy film 5 years after termination.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

34A-2-94, 1-40-31
A-2-94.   Public availability of records and information obtained under chapter--Exception 
to protect trade secrets.

1-40-31.   Full public disclosure of nonconfidential public records--Reproduction--Fee-- 
Waiver--Response time to written requests--Denial of disclosure--Appeals--Promulgation of 
rules-- Attorney's fees and costs for denial of access to hazardous waste public records.
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working days of the date when the request was received. The department may deny inspection and 
disclosure of any public record not subject to inspection under chapter 1-27, or held confidential 
pursuant to statute or court order. Written notice of denial of inspection or disclosure shall be 
provided to the person making the request. Such denial or failure by the department to respond 
within twenty working days shall be considered final agency action and may be appealed to circuit 
court as provided in chapter 1-26. The secretary, pursuant to chapter 1-26, may promulgate rules to 
implement the provisions of this section.

     Any person denied access to any hazardous waste public record required under chapter 34A-11 
may recover in circuit court reasonable attorney's fees and other litigation costs reasonably incurred 
in an action against the state if the requestor substantially prevails on judicial review.

Source: SL 1992, ch 254, § 96.

Joe Nadenicek - 3836

Yes

Yes - 1-40-31 - $.20/page

Surface Water Quality Progra

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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04-010  DENR-237
Corresponds to Record Series

DES - Air Quality
Division
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34A-1-14.   Records and information available to public--Exception to protect trade secrets-- 
Authorized use--Violation as misdemeanor. Any records, reports, or information obtained by the 
department or board from owners or operators of an air contaminant source or sources shall be 
available to the public, except that upon a showing satisfactory to the board by the owners or 
operators of an air contaminant source that the records, reports, or information obtained by the 
department or board regarding processes or production technique are sufficiently unique to affect 
adversely the competitive position of the owner or operator by revealing trade secrets, the 
department and board shall consider the record, report, or information or particular portion thereof 
confidential in the administration of this chapter. Nothing in this section prevents the disclosure of 
otherwise confidential records or information by the department or board, or any department, 
agency, or officer of state government if necessary for the prosecution of violations of the chapter 
or rules promulgated pursuant to this chapter. Nothing in this section prevents the use of such 
records or information by the department, or any department, agency, or officer of the state 
government in compiling or publishing analyses or summaries relating to the general condition of 
the outdoor atmosphere if the analyses or summaries do not identify, directly or indirectly, any 
owner or operator or reveal any information otherwise confidential under this section. 
Notwithstanding the provisions of this section, all data relating to air pollution emissions as defined 
in § 34A-1-2, are public records, and subject to public disclosure as provided in § 1-40-31.

     A violation of this section is a Class 2 misdemeanor.

Source: SL 1970, ch 203, §§ 13, 15; SDCL Supp, § 34-16A-21; SL 1973, ch 222, § 5; SL 1977, ch 
190, § 30; SL 1995, ch 203, § 1.

1-40-31.   Full public disclosure of nonconfidential public records--Reproduction--Fee-- Waiver--
Response time to written requests--Denial of disclosure--Appeals--Promulgation of rules-- Attorney's 
fees and costs for denial of access to hazardous waste public records. Full public inspection and 

DENR-237. ASBESTOS INSPECTIONS: 
04-010 
This series is arranged chronologically and contains asbestos inspections conducted throughout the 
state.  Information may include:  date of inspection, inspector’s name, name of facility or building, 
inspection findings, and removal procedures.  This record series is maintained for reference 
purposes. 
 
RETENTION:  Retain 2 years in office, then destroy.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

34A-1-14, 1-40-31
34A-1-14.   Records and information available to public--Exception to protect trade 
secrets-- Authorized use--Violation as misdemeanor.
 1-40-31.   Full public disclosure of nonconfidential public records--Reproduction--Fee-- 
Waiver--Response time to written requests--Denial of disclosure--Appeals--Promulgation of 
rules-- Attorney's fees and costs for denial of access to hazardous waste public records.
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disclosure of all nonconfidential public records relating to the Department of Environment and 
Natural Resources and those activities within its jurisdiction shall be allowed. The department shall 
make available for public inspection and disclosure all public records subject to inspection pursuant 
to § 1-26-2 and chapter 1-27. The department shall provide for the reproduction of all public records 
subject to inspection and reasonably capable of being reproduced and may impose a fee to recover 
the reasonable cost of reproduction. Any fee imposed for records reproduction shall be promulgated 
pursuant to chapter 1-26 and shall provide for fee waiver for public records requests from the press 
or communications media, public interest groups, educational organizations, and institutions of 
government. The department shall respond to all written requests for public records within twenty 
working days of the date when the request was received. The department may deny inspection and 
disclosure of any public record not subject to inspection under chapter 1-27, or held confidential 
pursuant to statute or court order. Written notice of denial of inspection or disclosure shall be 
provided to the person making the request. Such denial or failure by the department to respond 
within twenty working days shall be considered final agency action and may be appealed to circuit 
court as provided in chapter 1-26. The secretary, pursuant to chapter 1-26, may promulgate rules to 
implement the provisions of this section.

     Any person denied access to any hazardous waste public record required under chapter 34A-11 
may recover in circuit court reasonable attorney's fees and other litigation costs reasonably incurred 
in an action against the state if the requestor substantially prevails on judicial review.

Source: SL 1992, ch 254, § 96.

Joe Nadenicek - 3836

Yes

Yes - 1-40-31 - $.20/page

Asbestos Program Administra

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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06-005  DENR-45
Corresponds to Record Series

DES
Division
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1-40-31.   Full public disclosure of nonconfidential public records--Reproduction--Fee-- Waiver--
Response time to written requests--Denial of disclosure--Appeals--Promulgation of rules-- Attorney's 
fees and costs for denial of access to hazardous waste public records. Full public inspection and 
disclosure of all nonconfidential public records relating to the Department of Environment and 
Natural Resources and those activities within its jurisdiction shall be allowed. The department shall 
make available for public inspection and disclosure all public records subject to inspection pursuant 
to § 1-26-2 and chapter 1-27. The department shall provide for the reproduction of all public records 
subject to inspection and reasonably capable of being reproduced and may impose a fee to recover 
the reasonable cost of reproduction. Any fee imposed for records reproduction shall be promulgated 
pursuant to chapter 1-26 and shall provide for fee waiver for public records requests from the press 
or communications media, public interest groups, educational organizations, and institutions of 
government. The department shall respond to all written requests for public records within twenty 
working days of the date when the request was received. The department may deny inspection and 
disclosure of any public record not subject to inspection under chapter 1-27, or held confidential 
pursuant to statute or court order. Written notice of denial of inspection or disclosure shall be 
provided to the person making the request. Such denial or failure by the department to respond 
within twenty working days shall be considered final agency action and may be appealed to circuit 
court as provided in chapter 1-26. The secretary, pursuant to chapter 1-26, may promulgate rules to 
implement the provisions of this section.

     Any person denied access to any hazardous waste public record required under chapter 34A-11 
may recover in circuit court reasonable attorney's fees and other litigation costs reasonably incurred 
in an action against the state if the requestor substantially prevails on judicial review.

Source: SL 1992, ch 254, § 96.

DENR-45. CERTIFICATION, WATER AND WASTEWATER OPERATORS: 
06-005 
This series is arranged alphabetically by operator name and contains the certification of water and 
waste water operators in South Dakota.  Information includes:  certification test results, renewal 
receipts, miscellaneous information on the operator, operator name, operator number, and 
examinations for certification.  The information is used to certify water and wastewater operators. 
 
RETENTION:  Retain 1 year in office, then transfer to storage for 2 years.  Destroy after 3 years. 
 
(Note:  Document imaging system also exists.)

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-40-31, 34A-3-11(8)
1-40-31.   Full public disclosure of nonconfidential public records--Reproduction--Fee-- 
Waiver--Response time to written requests--Denial of disclosure--Appeals--Promulgation of 
rules-- Attorney's fees and costs for denial of access to hazardous waste public records.
34A-3-11.   Powers and duties of secretary of department.
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 34A-3-11.   Powers and duties of secretary of department. The secretary shall have the duty and 
authority:
(8)      To maintain records of operator qualifications and certification, and maintain a register of 
certified operators.

Joe Nadenicek - 3836

Yes

Yes - 1-40-31 - $.20/page

Executive Secretary, Board o

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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96-020  DENR-107
Corresponds to Record Series

DES - Water Rights
Division
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1-26-2.   Agency materials available for public inspection--Derogatory materials. Each agency shall 
make available for public inspection all rules, final orders, decisions, opinions, intra-agency 
memoranda, together with all other materials, written statements of policy or interpretations 
formulated, adopted, or used by the agency in the discharge of its functions. An agency shall hold 
confidential materials derogatory to a person but such information shall be made available to the 
person to whom it relates.

Source: SDC 1939, § 55.1203; SL 1966, ch 159, § 2; SL 1972, ch 8, § 4.
46-2-7.1.   Minutes and records of board actions. The Water Management Board shall keep 
accurate minutes and records of its actions. The records shall show in full all permits and licenses 
issued, together with all related action, and all acts or decisions of the board affecting any rights or 
claims to appropriate water.

Source: SL 1983, ch 314, § 22. 

1-40-31.   Full public disclosure of nonconfidential public records--Reproduction--Fee-- Waiver--
Response time to written requests--Denial of disclosure--Appeals--Promulgation of rules-- Attorney's 
fees and costs for denial of access to hazardous waste public records. Full public inspection and 
disclosure of all nonconfidential public records relating to the Department of Environment and 
Natural Resources and those activities within its jurisdiction shall be allowed. The department shall 
make available for public inspection and disclosure all public records subject to inspection pursuant 
to § 1-26-2 and chapter 1-27. The department shall provide for the reproduction of all public records 
subject to inspection and reasonably capable of being reproduced and may impose a fee to recover 
the reasonable cost of reproduction. Any fee imposed for records reproduction shall be promulgated 
pursuant to chapter 1-26 and shall provide for fee waiver for public records requests from the press 

DENR-107. MINUTES, WATER MANAGEMENT BOARD: 
96-020 
This series is arranged chronologically and contains the minutes of the state Water Management 
Board meeting.  Information may include:  contested case hearings conducted by the board, 
permitting issues, exhibits, adoption of rules, and any other issue under the board's jurisdiction.  The 
information is maintained to provide the official record of board proceedings. 
 
RETENTION:  Retain 5 years in office, then microfilm.  Retain film permanently. 
 
(NOTE:  Paper subject to archival screening prior to disposal.)

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-26-2, 46-2-7.1, 1-40-31
1-26-2.   Agency materials available for public inspection--Derogatory materials.
46-2-7.1.   Minutes and records of board actions.
1-40-31.   Full public disclosure of nonconfidential public records--Reproduction--Fee-- 
Waiver--Response time to written requests--Denial of disclosure--Appeals--Promulgation of 
rules-- Attorney's fees and costs for denial of access to hazardous waste public records.
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or communications media, public interest groups, educational organizations, and institutions of 
government. The department shall respond to all written requests for public records within twenty 
working days of the date when the request was received. The department may deny inspection and 
disclosure of any public record not subject to inspection under chapter 1-27, or held confidential 
pursuant to statute or court order. Written notice of denial of inspection or disclosure shall be 
provided to the person making the request. Such denial or failure by the department to respond 
within twenty working days shall be considered final agency action and may be appealed to circuit 
court as provided in chapter 1-26. The secretary, pursuant to chapter 1-26, may promulgate rules to 
implement the provisions of this section.

     Any person denied access to any hazardous waste public record required under chapter 34A-11 
may recover in circuit court reasonable attorney's fees and other litigation costs reasonably incurred 
in an action against the state if the requestor substantially prevails on judicial review.

Source: SL 1992, ch 254, § 96.

Joe Nadenicek - 3836

Yes

Yes - 1-40-31 - $.20/page

Sr. Secretary, Water Manage

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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96-020  DENR-115
Corresponds to Record Series

DES - Water Rights
Division
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1-40-31.   Full public disclosure of nonconfidential public records--Reproduction--Fee-- Waiver--
Response time to written requests--Denial of disclosure--Appeals--Promulgation of rules-- Attorney's 
fees and costs for denial of access to hazardous waste public records. Full public inspection and 
disclosure of all nonconfidential public records relating to the Department of Environment and 
Natural Resources and those activities within its jurisdiction shall be allowed. The department shall 
make available for public inspection and disclosure all public records subject to inspection pursuant 
to § 1-26-2 and chapter 1-27. The department shall provide for the reproduction of all public records 
subject to inspection and reasonably capable of being reproduced and may impose a fee to recover 
the reasonable cost of reproduction. Any fee imposed for records reproduction shall be promulgated 
pursuant to chapter 1-26 and shall provide for fee waiver for public records requests from the press 
or communications media, public interest groups, educational organizations, and institutions of 
government. The department shall respond to all written requests for public records within twenty 
working days of the date when the request was received. The department may deny inspection and 
disclosure of any public record not subject to inspection under chapter 1-27, or held confidential 
pursuant to statute or court order. Written notice of denial of inspection or disclosure shall be 
provided to the person making the request. Such denial or failure by the department to respond 
within twenty working days shall be considered final agency action and may be appealed to circuit 
court as provided in chapter 1-26. The secretary, pursuant to chapter 1-26, may promulgate rules to 
implement the provisions of this section.

     Any person denied access to any hazardous waste public record required under chapter 34A-11 
may recover in circuit court reasonable attorney's fees and other litigation costs reasonably incurred 
in an action against the state if the requestor substantially prevails on judicial review.

DENR-115. VESTED DRAINAGE RIGHTS FILINGS: 
96-020 
This series is arranged according to legal description by county and contains vested drainage 
rights.  Information includes:  name and address of owner, legal description of acreage drained and 
acreage receiving water, physical description of drainage works, and direction of water flow.  The 
holder of vested drainage rights have legal authority to maintain drainage works as described on the 
filing.  
 
RETENTION:  Retain permanently on microfilm. 
 
(NOTE:  Destroy paper after the microfilm has been inspected and approved to meet quality 
standards.)

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-40-31, 46-5-49
1-40-31.   Full public disclosure of nonconfidential public records--Reproduction--Fee-- 
Waiver--Response time to written requests--Denial of disclosure--Appeals--Promulgation of 
rules-- Attorney's fees and costs for denial of access to hazardous waste public records.
46-5-49.   Filing of vested right claim--Hearing--Mandatory filing--Waiver of right.
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Source: SL 1992, ch 254, § 96.
46-5-49.   Filing of vested right claim--Hearing--Mandatory filing--Waiver of right. Any person 
claiming to be owner of a vested right to appropriate water from any surface water source for 
beneficial use other than domestic use as defined in subdivision § 46-1-6(7), may file with the chief 
engineer a vested right claim in a form and manner prescribed by the Board of Water Management. 
The claim shall set forth the amount of water used, when the water was used, purpose of use, the 
location of the diversion works and, if the water has been used for irrigation purposes, the legal 
description of the land upon which the water has been used, and the name of the owner of the land. 
The claim shall be signed under oath and shall be either from the claimant's own personal 
knowledge or on information and belief. The hearing on the vested right claim shall be conducted 
pursuant to the procedures contained in chapter 46-2A. If, in the course of an investigation 
conducted by the chief engineer pursuant to subdivision 46-2-17(1), a person asserts the existence 
of a vested water right, the chief engineer may require that person to file a vested right claim within 
ninety days pursuant to this section. Failure to file in the absence of such a requirement by the chief 
engineer does not constitute a waiver of a vested water right.

Source: SL 1986, ch 363, § 5.

Joe Nadenicek - 3836

Yes

Yes - 1-40-31 - $.20/page

Water Rights Program Admin

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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96-020  DENR-12
Corresponds to Record Series

DES - Air Quality
Division
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34A-1-14.   Records and information available to public--Exception to protect trade secrets-- 
Authorized use--Violation as misdemeanor. Any records, reports, or information obtained by the 
department or board from owners or operators of an air contaminant source or sources shall be 
available to the public, except that upon a showing satisfactory to the board by the owners or 
operators of an air contaminant source that the records, reports, or information obtained by the 
department or board regarding processes or production technique are sufficiently unique to affect 
adversely the competitive position of the owner or operator by revealing trade secrets, the 
department and board shall consider the record, report, or information or particular portion thereof 
confidential in the administration of this chapter. Nothing in this section prevents the disclosure of 
otherwise confidential records or information by the department or board, or any department, 
agency, or officer of state government if necessary for the prosecution of violations of the chapter 
or rules promulgated pursuant to this chapter. Nothing in this section prevents the use of such 
records or information by the department, or any department, agency, or officer of the state 
government in compiling or publishing analyses or summaries relating to the general condition of 
the outdoor atmosphere if the analyses or summaries do not identify, directly or indirectly, any 
owner or operator or reveal any information otherwise confidential under this section. 
Notwithstanding the provisions of this section, all data relating to air pollution emissions as defined 
in § 34A-1-2, are public records, and subject to public disclosure as provided in § 1-40-31.

     A violation of this section is a Class 2 misdemeanor.

Source: SL 1970, ch 203, §§ 13, 15; SDCL Supp, § 34-16A-21; SL 1973, ch 222, § 5; SL 1977, ch 
190, § 30; SL 1995, ch 203, § 1.

1-40-31.   Full public disclosure of nonconfidential public records--Reproduction--Fee-- Waiver--

DENR-12. AIR QUALITY AND RADON GRANT FILE: 
96-020 
This series is arranged chronologically and contains information concerning the administration of 
the Radon and Air Pollution Control Federal Grants.  Information includes:  grant application, grant 
amendments, grant documentation and reports.  The information is used for administering grants, 
for reference when requesting new grants, and for EPA audit purposes. 
 
RETENTION:  Retain 2 years in office, then transfer to storage for 3 years.  Destroy after 5 years 
provided all litigation, claims, and audit findings involving the records have been resolved and final 
action has been taken.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

34A-1-14, 1-40-31
34A-1-14.   Records and information available to public--Exception to protect trade 
secrets-- Authorized use--Violation as misdemeanor.
 1-40-31.   Full public disclosure of nonconfidential public records--Reproduction--Fee-- 
Waiver--Response time to written requests--Denial of disclosure--Appeals--Promulgation of 
rules-- Attorney's fees and costs for denial of access to hazardous waste public records.
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Response time to written requests--Denial of disclosure--Appeals--Promulgation of rules-- Attorney's 
fees and costs for denial of access to hazardous waste public records. Full public inspection and 
disclosure of all nonconfidential public records relating to the Department of Environment and 
Natural Resources and those activities within its jurisdiction shall be allowed. The department shall 
make available for public inspection and disclosure all public records subject to inspection pursuant 
to § 1-26-2 and chapter 1-27. The department shall provide for the reproduction of all public records 
subject to inspection and reasonably capable of being reproduced and may impose a fee to recover 
the reasonable cost of reproduction. Any fee imposed for records reproduction shall be promulgated 
pursuant to chapter 1-26 and shall provide for fee waiver for public records requests from the press 
or communications media, public interest groups, educational organizations, and institutions of 
government. The department shall respond to all written requests for public records within twenty 
working days of the date when the request was received. The department may deny inspection and 
disclosure of any public record not subject to inspection under chapter 1-27, or held confidential 
pursuant to statute or court order. Written notice of denial of inspection or disclosure shall be 
provided to the person making the request. Such denial or failure by the department to respond 
within twenty working days shall be considered final agency action and may be appealed to circuit 
court as provided in chapter 1-26. The secretary, pursuant to chapter 1-26, may promulgate rules to 
implement the provisions of this section.

     Any person denied access to any hazardous waste public record required under chapter 34A-11 
may recover in circuit court reasonable attorney's fees and other litigation costs reasonably incurred 
in an action against the state if the requestor substantially prevails on judicial review.

Source: SL 1992, ch 254, § 96.

Joe Nadenicek - 3836

Yes

Yes - 1-40-31 - $.20/page

Air Quality Program Administ

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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1-40-31.   Full public disclosure of nonconfidential public records--Reproduction--Fee-- Waiver--
Response time to written requests--Denial of disclosure--Appeals--Promulgation of rules-- Attorney's 
fees and costs for denial of access to hazardous waste public records. Full public inspection and 
disclosure of all nonconfidential public records relating to the Department of Environment and 
Natural Resources and those activities within its jurisdiction shall be allowed. The department shall 
make available for public inspection and disclosure all public records subject to inspection pursuant 
to § 1-26-2 and chapter 1-27. The department shall provide for the reproduction of all public records 
subject to inspection and reasonably capable of being reproduced and may impose a fee to recover 
the reasonable cost of reproduction. Any fee imposed for records reproduction shall be promulgated 
pursuant to chapter 1-26 and shall provide for fee waiver for public records requests from the press 
or communications media, public interest groups, educational organizations, and institutions of 
government. The department shall respond to all written requests for public records within twenty 
working days of the date when the request was received. The department may deny inspection and 
disclosure of any public record not subject to inspection under chapter 1-27, or held confidential 
pursuant to statute or court order. Written notice of denial of inspection or disclosure shall be 
provided to the person making the request. Such denial or failure by the department to respond 
within twenty working days shall be considered final agency action and may be appealed to circuit 
court as provided in chapter 1-26. The secretary, pursuant to chapter 1-26, may promulgate rules to 
implement the provisions of this section.

     Any person denied access to any hazardous waste public record required under chapter 34A-11 
may recover in circuit court reasonable attorney's fees and other litigation costs reasonably incurred 
in an action against the state if the requestor substantially prevails on judicial review.

Source: SL 1992, ch 254, § 96.

DENR-121. WELL DRILLER'S REPORTS: 
96-020 
This series is arranged according to legal description by county and contains well completion 
reports.  Information includes:  well location, depth of well, type of construction, water use, log of 
ground formations, pump rate, static water level, well owner, and well driller.  Well completion 
reports document how a well is constructed and if the well meets construction standards; as well as 
providing hydrological, geological, and permitting information. 
 
RETENTION:  Retain 1 year in office, then microfilm.  Retain film permanently in office.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-40-31, 46-6-11
1-40-31.   Full public disclosure of nonconfidential public records--Reproduction--Fee-- 
Waiver--Response time to written requests--Denial of disclosure--Appeals--Promulgation of 
rules-- Attorney's fees and costs for denial of access to hazardous waste public records.
46-6-11.   Records of well construction required.
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 46-6-11.   Records of well construction required. On each well drilled the driller shall keep accurate 
records and complete a record of well construction on a form supplied by the chief engineer. If for 
any reason well construction is begun but not completed, the well driller shall complete the record of 
well construction to the extent possible. Within one month of completion of a well driller's work on a 
well, he shall file all well construction records with the chief engineer for placement on permanent 
file. The public shall have access to the records at any time during normal business hours.

Source: SL 1955, ch 431, § 1; SDC Supp 1960, § 61.0406; SL 1971, ch 252, § 3; SL 1983, ch 314, 
§ 100.

Joe Nadenicek - 3836

Yes

Yes - 1-40-31 - $.20/page

Water Rights Program Admin

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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Trade Secrets Confidential
34A-1-14.   Records and information available to public--Exception to protect trade secrets-- 
Authorized use--Violation as misdemeanor. Any records, reports, or information obtained by the 
department or board from owners or operators of an air contaminant source or sources shall be 
available to the public, except that upon a showing satisfactory to the board by the owners or 
operators of an air contaminant source that the records, reports, or information obtained by the 
department or board regarding processes or production technique are sufficiently unique to affect 
adversely the competitive position of the owner or operator by revealing trade secrets, the 
department and board shall consider the record, report, or information or particular portion thereof 
confidential in the administration of this chapter. Nothing in this section prevents the disclosure of 
otherwise confidential records or information by the department or board, or any department, 
agency, or officer of state government if necessary for the prosecution of violations of the chapter 
or rules promulgated pursuant to this chapter. Nothing in this section prevents the use of such 
records or information by the department, or any department, agency, or officer of the state 
government in compiling or publishing analyses or summaries relating to the general condition of 
the outdoor atmosphere if the analyses or summaries do not identify, directly or indirectly, any 
owner or operator or reveal any information otherwise confidential under this section. 
Notwithstanding the provisions of this section, all data relating to air pollution emissions as defined 
in § 34A-1-2, are public records, and subject to public disclosure as provided in § 1-40-31.

     A violation of this section is a Class 2 misdemeanor.

DENR-14. AIR QUALITY CORRESPONDENCE: 
96-020 
This series contains general air quality correspondence received by the office.  Information 
includes:  EPA letters, letters from the public, and general air quality correspondence.  The 
information is maintained to meet federal grant requirements and for public access. 
 
RETENTION:  Retain 4 years in office, then destroy provided no litigation, claim, audit, or 
continuing issues are pending. 
 
When litigation, claim, audit, or continuing issues are pending, microfilm.  Maintain film until all 
litigation, claim, audit findings, and continuing issues have been resolved and final action has been 
taken, then destroy. 
 
(NOTE:  Subject to archival screening prior to disposal.)

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

34A-1-14, 1-40-31
34A-1-14.   Records and information available to public--Exception to protect trade 
secrets-- Authorized use--Violation as misdemeanor.
 1-40-31.   Full public disclosure of nonconfidential public records--Reproduction--Fee-- 
Waiver--Response time to written requests--Denial of disclosure--Appeals--Promulgation of 
rules-- Attorney's fees and costs for denial of access to hazardous waste public records.
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Source: SL 1970, ch 203, §§ 13, 15; SDCL Supp, § 34-16A-21; SL 1973, ch 222, § 5; SL 1977, ch 
190, § 30; SL 1995, ch 203, § 1.

1-40-31.   Full public disclosure of nonconfidential public records--Reproduction--Fee-- Waiver--
Response time to written requests--Denial of disclosure--Appeals--Promulgation of rules-- Attorney's 
fees and costs for denial of access to hazardous waste public records. Full public inspection and 
disclosure of all nonconfidential public records relating to the Department of Environment and 
Natural Resources and those activities within its jurisdiction shall be allowed. The department shall 
make available for public inspection and disclosure all public records subject to inspection pursuant 
to § 1-26-2 and chapter 1-27. The department shall provide for the reproduction of all public records 
subject to inspection and reasonably capable of being reproduced and may impose a fee to recover 
the reasonable cost of reproduction. Any fee imposed for records reproduction shall be promulgated 
pursuant to chapter 1-26 and shall provide for fee waiver for public records requests from the press 
or communications media, public interest groups, educational organizations, and institutions of 
government. The department shall respond to all written requests for public records within twenty 
working days of the date when the request was received. The department may deny inspection and 
disclosure of any public record not subject to inspection under chapter 1-27, or held confidential 
pursuant to statute or court order. Written notice of denial of inspection or disclosure shall be 
provided to the person making the request. Such denial or failure by the department to respond 
within twenty working days shall be considered final agency action and may be appealed to circuit 
court as provided in chapter 1-26. The secretary, pursuant to chapter 1-26, may promulgate rules to 
implement the provisions of this section.

     Any person denied access to any hazardous waste public record required under chapter 34A-11 
may recover in circuit court reasonable attorney's fees and other litigation costs reasonably incurred 
in an action against the state if the requestor substantially prevails on judicial review.

Source: SL 1992, ch 254, § 96.

Joe Nadenicek - 3836

Yes

Yes - 1-40-31 - $.20/page

Air Quality Program Administ

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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Trade Secrets Confidential
34A-1-14.   Records and information available to public--Exception to protect trade secrets-- 
Authorized use--Violation as misdemeanor. Any records, reports, or information obtained by the 
department or board from owners or operators of an air contaminant source or sources shall be 
available to the public, except that upon a showing satisfactory to the board by the owners or 
operators of an air contaminant source that the records, reports, or information obtained by the 
department or board regarding processes or production technique are sufficiently unique to affect 
adversely the competitive position of the owner or operator by revealing trade secrets, the 
department and board shall consider the record, report, or information or particular portion thereof 
confidential in the administration of this chapter. Nothing in this section prevents the disclosure of 
otherwise confidential records or information by the department or board, or any department, 
agency, or officer of state government if necessary for the prosecution of violations of the chapter 
or rules promulgated pursuant to this chapter. Nothing in this section prevents the use of such 
records or information by the department, or any department, agency, or officer of the state 
government in compiling or publishing analyses or summaries relating to the general condition of 
the outdoor atmosphere if the analyses or summaries do not identify, directly or indirectly, any 
owner or operator or reveal any information otherwise confidential under this section. 
Notwithstanding the provisions of this section, all data relating to air pollution emissions as defined 
in § 34A-1-2, are public records, and subject to public disclosure as provided in § 1-40-31.

     A violation of this section is a Class 2 misdemeanor.

Source: SL 1970, ch 203, §§ 13, 15; SDCL Supp, § 34-16A-21; SL 1973, ch 222, § 5; SL 1977, ch 
190, § 30; SL 1995, ch 203, § 1.

1-40-31.   Full public disclosure of nonconfidential public records--Reproduction--Fee-- Waiver--
Response time to written requests--Denial of disclosure--Appeals--Promulgation of rules-- Attorney's 

DENR-15. AIR QUALITY MONITORING, SPECIAL STUDIES: 
96-020 
This series in arranged alphabetically and contains information on special air monitoring studies.  
Information includes:  sampling plan, final report, general correspondence, and sampling data.  The 
information is maintained for public access and for future reference to the sampling data. 
 
RETENTION:  Retain study files for 10 years.  Destroy after 10 years provided written approval has 
been obtained from the EPA authorizing the final disposition of the records.

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

34A-1-14, 1-40-31
34A-1-14.   Records and information available to public--Exception to protect trade 
secrets-- Authorized use--Violation as misdemeanor.
 1-40-31.   Full public disclosure of nonconfidential public records--Reproduction--Fee-- 
Waiver--Response time to written requests--Denial of disclosure--Appeals--Promulgation of 
rules-- Attorney's fees and costs for denial of access to hazardous waste public records.
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fees and costs for denial of access to hazardous waste public records. Full public inspection and 
disclosure of all nonconfidential public records relating to the Department of Environment and 
Natural Resources and those activities within its jurisdiction shall be allowed. The department shall 
make available for public inspection and disclosure all public records subject to inspection pursuant 
to § 1-26-2 and chapter 1-27. The department shall provide for the reproduction of all public records 
subject to inspection and reasonably capable of being reproduced and may impose a fee to recover 
the reasonable cost of reproduction. Any fee imposed for records reproduction shall be promulgated 
pursuant to chapter 1-26 and shall provide for fee waiver for public records requests from the press 
or communications media, public interest groups, educational organizations, and institutions of 
government. The department shall respond to all written requests for public records within twenty 
working days of the date when the request was received. The department may deny inspection and 
disclosure of any public record not subject to inspection under chapter 1-27, or held confidential 
pursuant to statute or court order. Written notice of denial of inspection or disclosure shall be 
provided to the person making the request. Such denial or failure by the department to respond 
within twenty working days shall be considered final agency action and may be appealed to circuit 
court as provided in chapter 1-26. The secretary, pursuant to chapter 1-26, may promulgate rules to 
implement the provisions of this section.

     Any person denied access to any hazardous waste public record required under chapter 34A-11 
may recover in circuit court reasonable attorney's fees and other litigation costs reasonably incurred 
in an action against the state if the requestor substantially prevails on judicial review.

Source: SL 1992, ch 254, § 96.

Joe Nadenicek - 3836

Yes

Yes - 1-40-31 - $.20/page

Air Quality Program Administ

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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Some Materials May be Confidential Under 46A-1-98
1-40-31.   Full public disclosure of nonconfidential public records--Reproduction--Fee-- Waiver--
Response time to written requests--Denial of disclosure--Appeals--Promulgation of rules-- Attorney's 
fees and costs for denial of access to hazardous waste public records. Full public inspection and 
disclosure of all nonconfidential public records relating to the Department of Environment and 
Natural Resources and those activities within its jurisdiction shall be allowed. The department shall 
make available for public inspection and disclosure all public records subject to inspection pursuant 
to § 1-26-2 and chapter 1-27. The department shall provide for the reproduction of all public records 
subject to inspection and reasonably capable of being reproduced and may impose a fee to recover 
the reasonable cost of reproduction. Any fee imposed for records reproduction shall be promulgated 
pursuant to chapter 1-26 and shall provide for fee waiver for public records requests from the press 
or communications media, public interest groups, educational organizations, and institutions of 
government. The department shall respond to all written requests for public records within twenty 
working days of the date when the request was received. The department may deny inspection and 
disclosure of any public record not subject to inspection under chapter 1-27, or held confidential 
pursuant to statute or court order. Written notice of denial of inspection or disclosure shall be 
provided to the person making the request. Such denial or failure by the department to respond 
within twenty working days shall be considered final agency action and may be appealed to circuit 
court as provided in chapter 1-26. The secretary, pursuant to chapter 1-26, may promulgate rules to 
implement the provisions of this section.

     Any person denied access to any hazardous waste public record required under chapter 34A-11 
may recover in circuit court reasonable attorney's fees and other litigation costs reasonably incurred 

DENR-154. MEETING MINUTES AND SOUND TAPES, BOARD OF WATER AND NR: 
96-020 
This series is arranged chronologically and contains the Board of Water and Natural Resources 
meeting minutes.  Information includes: sound tapes, date of the meeting, members present, topics 
discussed, actions taken and authorized signatures.  The information is maintained for reference 
concerning actions taken and for reporting purposes. 
 
RETENTION:  Retain tapes 2 years in office, then erase and reuse tapes provided typed transcript 
has been approved by the Board.  Retain transcribed minutes permanently on microfilm. 
 
(NOTE:  Paper subject to archival screening prior to disposal.)

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

1-40-31, 46A-2-9, 46A-1-98
1-40-31.   Full public disclosure of nonconfidential public records--Reproduction--Fee-- 
Waiver--Response time to written requests--Denial of disclosure--Appeals--Promulgation of 
rules-- Attorney's fees and costs for denial of access to hazardous waste public records.
46A-2-9.   Minutes of meetings of board--Records of accounts, keeping at principal place of 
business, public inspection.
46A-1-98.   Confidentiality of trade secrets or commercial or financial information received 
by board or department.
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in an action against the state if the requestor substantially prevails on judicial review.

Source: SL 1992, ch 254, § 96.
46A-2-9.   Minutes of meetings of board--Records of accounts, keeping at principal place of 
business, public inspection. The Board of Water and Natural Resources shall keep accurate minutes 
of their meetings and accurate records and books of accounts clearly setting forth and reflecting the 
operations, management, and business of the district. Said minutes, records, and books shall be 
kept at the principal place of business of the district and during reasonable business hours always 
open to public inspection.

Source: SL 1959, ch 453, § 6; SDC Supp 1960, § 61.1406; SDCL, § 46-17-13.

46A-1-98.   Confidentiality of trade secrets or commercial or financial information received by board 
or department. Any documentary material or data made or received by the board or the Department 
of Environment and Natural Resources for the purpose of furnishing financial assistance to a 
business pursuant to the provisions of §§ 34A-6-81 to 34A-6-85.1, inclusive; 46A-1-83 to 46A- 1-84, 
inclusive; and 46A-1-91, to the extent that the material or data consists of trade secrets or 
commercial or financial information regarding the operation of such business, is not a public record, 
and is exempt from disclosure. Any discussion or consideration of such trade secrets or commercial 
or financial information by the board may be done in executive session closed to the public.

Source: SL 1997, ch 254, § 2.

Joe Nadenicek - 3836

Yes

Yes - 1-40-31 - $.20/page

Sr. Secretary, Board of Water

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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Trade Secrets Confidential
34A-1-14.   Records and information available to public--Exception to protect trade secrets-- 
Authorized use--Violation as misdemeanor. Any records, reports, or information obtained by the 
department or board from owners or operators of an air contaminant source or sources shall be 
available to the public, except that upon a showing satisfactory to the board by the owners or 
operators of an air contaminant source that the records, reports, or information obtained by the 
department or board regarding processes or production technique are sufficiently unique to affect 
adversely the competitive position of the owner or operator by revealing trade secrets, the 
department and board shall consider the record, report, or information or particular portion thereof 
confidential in the administration of this chapter. Nothing in this section prevents the disclosure of 
otherwise confidential records or information by the department or board, or any department, 
agency, or officer of state government if necessary for the prosecution of violations of the chapter 
or rules promulgated pursuant to this chapter. Nothing in this section prevents the use of such 
records or information by the department, or any department, agency, or officer of the state 
government in compiling or publishing analyses or summaries relating to the general condition of 
the outdoor atmosphere if the analyses or summaries do not identify, directly or indirectly, any 
owner or operator or reveal any information otherwise confidential under this section. 
Notwithstanding the provisions of this section, all data relating to air pollution emissions as defined 
in § 34A-1-2, are public records, and subject to public disclosure as provided in § 1-40-31.

     A violation of this section is a Class 2 misdemeanor.

DENR-16. AIR QUALITY SAMPLES: 
96-020 
This series is arranged chronologically by calendar year and contains air quality samples.  
Information may include:  sample filters, recorder charts, general monitoring correspondence, and 
monitoring reports.  The samples are used for future reference and if necessary for further analytical 
testing. 
 
RETENTION:  Retain samples 1 year in office cold storage, then transfer to storage for 4 years.  
Destroy after 5 years provided written approval has been obtained from the EPA authorizing the 
final disposition of the records. 
 
Retain samples with concentrations greater than 50 micrograms per cubic meter in cold storage for 
5 years.  Destroy after 5 years provided written approval has been obtained from the EPA 
authorizing the final disposition of the records.

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

34A-1-14, 1-40-31
34A-1-14.   Records and information available to public--Exception to protect trade 
secrets-- Authorized use--Violation as misdemeanor.
 1-40-31.   Full public disclosure of nonconfidential public records--Reproduction--Fee-- 
Waiver--Response time to written requests--Denial of disclosure--Appeals--Promulgation of 
rules-- Attorney's fees and costs for denial of access to hazardous waste public records.
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Source: SL 1970, ch 203, §§ 13, 15; SDCL Supp, § 34-16A-21; SL 1973, ch 222, § 5; SL 1977, ch 
190, § 30; SL 1995, ch 203, § 1.

1-40-31.   Full public disclosure of nonconfidential public records--Reproduction--Fee-- Waiver--
Response time to written requests--Denial of disclosure--Appeals--Promulgation of rules-- Attorney's 
fees and costs for denial of access to hazardous waste public records. Full public inspection and 
disclosure of all nonconfidential public records relating to the Department of Environment and 
Natural Resources and those activities within its jurisdiction shall be allowed. The department shall 
make available for public inspection and disclosure all public records subject to inspection pursuant 
to § 1-26-2 and chapter 1-27. The department shall provide for the reproduction of all public records 
subject to inspection and reasonably capable of being reproduced and may impose a fee to recover 
the reasonable cost of reproduction. Any fee imposed for records reproduction shall be promulgated 
pursuant to chapter 1-26 and shall provide for fee waiver for public records requests from the press 
or communications media, public interest groups, educational organizations, and institutions of 
government. The department shall respond to all written requests for public records within twenty 
working days of the date when the request was received. The department may deny inspection and 
disclosure of any public record not subject to inspection under chapter 1-27, or held confidential 
pursuant to statute or court order. Written notice of denial of inspection or disclosure shall be 
provided to the person making the request. Such denial or failure by the department to respond 
within twenty working days shall be considered final agency action and may be appealed to circuit 
court as provided in chapter 1-26. The secretary, pursuant to chapter 1-26, may promulgate rules to 
implement the provisions of this section.

     Any person denied access to any hazardous waste public record required under chapter 34A-11 
may recover in circuit court reasonable attorney's fees and other litigation costs reasonably incurred 
in an action against the state if the requestor substantially prevails on judicial review.

Source: SL 1992, ch 254, § 96.

Joe Nadenicek - 3836

Yes

Yes - 1-40-31 - $.20/page

Air Quality Program Administ

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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1-40-31.   Full public disclosure of nonconfidential public records--Reproduction--Fee-- Waiver--
Response time to written requests--Denial of disclosure--Appeals--Promulgation of rules-- Attorney's 
fees and costs for denial of access to hazardous waste public records. Full public inspection and 
disclosure of all nonconfidential public records relating to the Department of Environment and 
Natural Resources and those activities within its jurisdiction shall be allowed. The department shall 
make available for public inspection and disclosure all public records subject to inspection pursuant 
to § 1-26-2 and chapter 1-27. The department shall provide for the reproduction of all public records 
subject to inspection and reasonably capable of being reproduced and may impose a fee to recover 
the reasonable cost of reproduction. Any fee imposed for records reproduction shall be promulgated 
pursuant to chapter 1-26 and shall provide for fee waiver for public records requests from the press 
or communications media, public interest groups, educational organizations, and institutions of 
government. The department shall respond to all written requests for public records within twenty 
working days of the date when the request was received. The department may deny inspection and 
disclosure of any public record not subject to inspection under chapter 1-27, or held confidential 
pursuant to statute or court order. Written notice of denial of inspection or disclosure shall be 
provided to the person making the request. Such denial or failure by the department to respond 
within twenty working days shall be considered final agency action and may be appealed to circuit 
court as provided in chapter 1-26. The secretary, pursuant to chapter 1-26, may promulgate rules to 
implement the provisions of this section.

     Any person denied access to any hazardous waste public record required under chapter 34A-11 
may recover in circuit court reasonable attorney's fees and other litigation costs reasonably incurred 
in an action against the state if the requestor substantially prevails on judicial review.

Source: SL 1992, ch 254, § 96.
46A-2-9.   Minutes of meetings of board--Records of accounts, keeping at principal place of 

DENR-165. RIVERS, WILD, SCENIC AND/OR SCENIC RECREATION DESIGNATION: 
96-020 
This series contains progress reports on nominated rivers.  Information includes:  nomination, 
studies, and designation approval.  The information is used as reference for water development. 
 
RETENTION:  Retain 2 years in office or until implementation or designation is complete, then 
destroy. 
 
(NOTE:  Subject to archival screening prior to disposal.)

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-40-31, 46A-2-9
1-40-31.   Full public disclosure of nonconfidential public records--Reproduction--Fee-- 
Waiver--Response time to written requests--Denial of disclosure--Appeals--Promulgation of 
rules-- Attorney's fees and costs for denial of access to hazardous waste public records.
46A-2-9.   Minutes of meetings of board--Records of accounts, keeping at principal place of 
business, public inspection.
46A-1-15.   Consideration of wild, scenic, and recreational rivers.
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business, public inspection. The Board of Water and Natural Resources shall keep accurate minutes 
of their meetings and accurate records and books of accounts clearly setting forth and reflecting the 
operations, management, and business of the district. Said minutes, records, and books shall be 
kept at the principal place of business of the district and during reasonable business hours always 
open to public inspection.

Source: SL 1959, ch 453, § 6; SDC Supp 1960, § 61.1406; SDCL, § 46-17-13.

Joe Nadenicek - 3836

Yes

Yes - 1-40-31 - $.20/page

Sr. Secretary, Board of Water

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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Corresponds to Record Series

DES - Air Quality
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Friday, June 29, 2007 Page 385 of 2119



Trade Secrets Confidential
34A-1-14.   Records and information available to public--Exception to protect trade secrets-- 
Authorized use--Violation as misdemeanor. Any records, reports, or information obtained by the 
department or board from owners or operators of an air contaminant source or sources shall be 
available to the public, except that upon a showing satisfactory to the board by the owners or 
operators of an air contaminant source that the records, reports, or information obtained by the 
department or board regarding processes or production technique are sufficiently unique to affect 
adversely the competitive position of the owner or operator by revealing trade secrets, the 
department and board shall consider the record, report, or information or particular portion thereof 
confidential in the administration of this chapter. Nothing in this section prevents the disclosure of 
otherwise confidential records or information by the department or board, or any department, 
agency, or officer of state government if necessary for the prosecution of violations of the chapter 
or rules promulgated pursuant to this chapter. Nothing in this section prevents the use of such 
records or information by the department, or any department, agency, or officer of the state 
government in compiling or publishing analyses or summaries relating to the general condition of 
the outdoor atmosphere if the analyses or summaries do not identify, directly or indirectly, any 
owner or operator or reveal any information otherwise confidential under this section. 
Notwithstanding the provisions of this section, all data relating to air pollution emissions as defined 
in § 34A-1-2, are public records, and subject to public disclosure as provided in § 1-40-31.

     A violation of this section is a Class 2 misdemeanor.

Source: SL 1970, ch 203, §§ 13, 15; SDCL Supp, § 34-16A-21; SL 1973, ch 222, § 5; SL 1977, ch 
190, § 30; SL 1995, ch 203, § 1.

DENR-17. AIR QUALITY SITE FILES: 
96-020 
This series is arranged alphabetically and contains the public information files setup according to 
EPA standards concerning air monitoring in the state.  Information may include:  site description, 
site pictures, collected data, general site correspondence, and yearly reports.  The information is 
maintained for public access and for future reference. 
 
RETENTION:  Retain site information in office until site is closed, then transfer to storage.  Destroy 
5 years after site has been closed provided written approval has been obtained from the EPA 
authorizing the final disposition of the records.

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

34A-1-14, 1-40-31
34A-1-14.   Records and information available to public--Exception to protect trade 
secrets-- Authorized use--Violation as misdemeanor.
 1-40-31.   Full public disclosure of nonconfidential public records--Reproduction--Fee-- 
Waiver--Response time to written requests--Denial of disclosure--Appeals--Promulgation of 
rules-- Attorney's fees and costs for denial of access to hazardous waste public records.
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1-40-31.   Full public disclosure of nonconfidential public records--Reproduction--Fee-- Waiver--
Response time to written requests--Denial of disclosure--Appeals--Promulgation of rules-- Attorney's 
fees and costs for denial of access to hazardous waste public records. Full public inspection and 
disclosure of all nonconfidential public records relating to the Department of Environment and 
Natural Resources and those activities within its jurisdiction shall be allowed. The department shall 
make available for public inspection and disclosure all public records subject to inspection pursuant 
to § 1-26-2 and chapter 1-27. The department shall provide for the reproduction of all public records 
subject to inspection and reasonably capable of being reproduced and may impose a fee to recover 
the reasonable cost of reproduction. Any fee imposed for records reproduction shall be promulgated 
pursuant to chapter 1-26 and shall provide for fee waiver for public records requests from the press 
or communications media, public interest groups, educational organizations, and institutions of 
government. The department shall respond to all written requests for public records within twenty 
working days of the date when the request was received. The department may deny inspection and 
disclosure of any public record not subject to inspection under chapter 1-27, or held confidential 
pursuant to statute or court order. Written notice of denial of inspection or disclosure shall be 
provided to the person making the request. Such denial or failure by the department to respond 
within twenty working days shall be considered final agency action and may be appealed to circuit 
court as provided in chapter 1-26. The secretary, pursuant to chapter 1-26, may promulgate rules to 
implement the provisions of this section.

     Any person denied access to any hazardous waste public record required under chapter 34A-11 
may recover in circuit court reasonable attorney's fees and other litigation costs reasonably incurred 
in an action against the state if the requestor substantially prevails on judicial review.

Source: SL 1992, ch 254, § 96.

Joe Nadenicek - 3836

Yes

Yes - 1-40-31 - $.20/page

Air Quality Program Administ

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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96-020  DENR-18
Corresponds to Record Series

DES - Air Quality
Division
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34A-1-14.   Records and information available to public--Exception to protect trade secrets-- 
Authorized use--Violation as misdemeanor. Any records, reports, or information obtained by the 
department or board from owners or operators of an air contaminant source or sources shall be 
available to the public, except that upon a showing satisfactory to the board by the owners or 
operators of an air contaminant source that the records, reports, or information obtained by the 
department or board regarding processes or production technique are sufficiently unique to affect 
adversely the competitive position of the owner or operator by revealing trade secrets, the 
department and board shall consider the record, report, or information or particular portion thereof 
confidential in the administration of this chapter. Nothing in this section prevents the disclosure of 
otherwise confidential records or information by the department or board, or any department, 
agency, or officer of state government if necessary for the prosecution of violations of the chapter 
or rules promulgated pursuant to this chapter. Nothing in this section prevents the use of such 
records or information by the department, or any department, agency, or officer of the state 
government in compiling or publishing analyses or summaries relating to the general condition of 
the outdoor atmosphere if the analyses or summaries do not identify, directly or indirectly, any 
owner or operator or reveal any information otherwise confidential under this section. 
Notwithstanding the provisions of this section, all data relating to air pollution emissions as defined 
in § 34A-1-2, are public records, and subject to public disclosure as provided in § 1-40-31.

     A violation of this section is a Class 2 misdemeanor.

DENR-18. AIR QUALITY STATE IMPLEMENTATION PLAN: 
96-020 
This series contains the air quality rules and regulations and the air quality state implementation 
plan submitted to the EPA for delegation of federal programs to the state.  Information includes:  
rules and regulations, documentation to demonstrate rules and regulations were adopted properly, 
reference documents, state implementation plan submittals, and general correspondence.  The 
information is used to insure compliance with current rules and regulations and to maintain 
delegation of federal programs. 
 
RETENTION:  Retain current in office.  Microfilm obsolete rules and regulations and reference 
documents and maintain permanently.  Destroy paper after microfilm has been inspected and 
verified to meet quality standards. 
 
(NOTE:  Paper subject to archival screening prior to disposal.)

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

34A-1-14, 1-40-31
34A-1-14.   Records and information available to public--Exception to protect trade 
secrets-- Authorized use--Violation as misdemeanor.
 1-40-31.   Full public disclosure of nonconfidential public records--Reproduction--Fee-- 
Waiver--Response time to written requests--Denial of disclosure--Appeals--Promulgation of 
rules-- Attorney's fees and costs for denial of access to hazardous waste public records.
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Source: SL 1970, ch 203, §§ 13, 15; SDCL Supp, § 34-16A-21; SL 1973, ch 222, § 5; SL 1977, ch 
190, § 30; SL 1995, ch 203, § 1.

1-40-31.   Full public disclosure of nonconfidential public records--Reproduction--Fee-- Waiver--
Response time to written requests--Denial of disclosure--Appeals--Promulgation of rules-- Attorney's 
fees and costs for denial of access to hazardous waste public records. Full public inspection and 
disclosure of all nonconfidential public records relating to the Department of Environment and 
Natural Resources and those activities within its jurisdiction shall be allowed. The department shall 
make available for public inspection and disclosure all public records subject to inspection pursuant 
to § 1-26-2 and chapter 1-27. The department shall provide for the reproduction of all public records 
subject to inspection and reasonably capable of being reproduced and may impose a fee to recover 
the reasonable cost of reproduction. Any fee imposed for records reproduction shall be promulgated 
pursuant to chapter 1-26 and shall provide for fee waiver for public records requests from the press 
or communications media, public interest groups, educational organizations, and institutions of 
government. The department shall respond to all written requests for public records within twenty 
working days of the date when the request was received. The department may deny inspection and 
disclosure of any public record not subject to inspection under chapter 1-27, or held confidential 
pursuant to statute or court order. Written notice of denial of inspection or disclosure shall be 
provided to the person making the request. Such denial or failure by the department to respond 
within twenty working days shall be considered final agency action and may be appealed to circuit 
court as provided in chapter 1-26. The secretary, pursuant to chapter 1-26, may promulgate rules to 
implement the provisions of this section.

     Any person denied access to any hazardous waste public record required under chapter 34A-11 
may recover in circuit court reasonable attorney's fees and other litigation costs reasonably incurred 
in an action against the state if the requestor substantially prevails on judicial review.

Source: SL 1992, ch 254, § 96.

Joe Nadenicek- 3836

Yes

Yes - 1-40-31 - $.20/page

Air Quality Program Administ

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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96-020  DENR-19
Corresponds to Record Series

DES - Surface Water Quality
Division

Friday, June 29, 2007 Page 391 of 2119



Trade Secrets Confidential
34A-2-94.   Public availability of records and information obtained under chapter--Exception to 
protect trade secrets. Any records, reports, or information obtained under this chapter shall, in the 
case of effluent data, be related to any applicable effluent limitations, pretreatment, or new source 
performance standards, and shall be available to the public, except that upon a showing satisfactory 
to the secretary by any person that records, information, or particular part thereof (other than 
effluent data, permit applications and permits) to which the secretary has access under this chapter, 
if made public would divulge methods or processes entitled to protection as trade secrets of such 
person, the secretary shall consider such record, report, or information, or particular portion thereof, 
confidential, except that such record, report or information may be disclosed to other officers, 
employees, or authorized representatives of the state or federal government concerned with 
carrying out this chapter, or when relevant, in any proceeding under this chapter.

Source: SL 1973, ch 280, § 13; SDCL Supp, § 46-25-108; SL 1988, ch 285, § 36.
1-40-31.   Full public disclosure of nonconfidential public records--Reproduction--Fee-- Waiver--
Response time to written requests--Denial of disclosure--Appeals--Promulgation of rules-- Attorney's 
fees and costs for denial of access to hazardous waste public records. Full public inspection and 
disclosure of all nonconfidential public records relating to the Department of Environment and 
Natural Resources and those activities within its jurisdiction shall be allowed. The department shall 
make available for public inspection and disclosure all public records subject to inspection pursuant 
to § 1-26-2 and chapter 1-27. The department shall provide for the reproduction of all public records 
subject to inspection and reasonably capable of being reproduced and may impose a fee to recover 
the reasonable cost of reproduction. Any fee imposed for records reproduction shall be promulgated 
pursuant to chapter 1-26 and shall provide for fee waiver for public records requests from the press 
or communications media, public interest groups, educational organizations, and institutions of 
government. The department shall respond to all written requests for public records within twenty 
working days of the date when the request was received. The department may deny inspection and 
disclosure of any public record not subject to inspection under chapter 1-27, or held confidential 

DENR-19. CORRESPONDENCE, GENERAL: 
96-020 
This series is arranged chronologically and contains both copies of letters and memorandums sent 
and the originals of letters and memorandums received.  The information is used for occasional 
reference and documentation. 
 
RETENTION:  Retain 2 year in office, then destroy

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

34A-2-94, 1-40-31
34A-2-94.   Public availability of records and information obtained under chapter--
Exception to protect trade secrets.
1-40-31.   Full public disclosure of nonconfidential public records--Reproduction--Fee-- 
Waiver--Response time to written requests--Denial of disclosure--Appeals--Promulgation of 
rules-- Attorney's fees and costs for denial of access to hazardous waste public records.
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pursuant to statute or court order. Written notice of denial of inspection or disclosure shall be 
provided to the person making the request. Such denial or failure by the department to respond 
within twenty working days shall be considered final agency action and may be appealed to circuit 
court as provided in chapter 1-26. The secretary, pursuant to chapter 1-26, may promulgate rules to 
implement the provisions of this section.

     Any person denied access to any hazardous waste public record required under chapter 34A-11 
may recover in circuit court reasonable attorney's fees and other litigation costs reasonably incurred 
in an action against the state if the requestor substantially prevails on judicial review.

Source: SL 1992, ch 254, § 96.

Joe Nadenicek

Yes

Yes - 1-40-31 - $.20/page

Surface Water Quality Progra

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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96-020  DENR-20
Corresponds to Record Series

DES - Surface Water Quality
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Trade Secrets Confidential - Signed Complaints Confidential
34A-2-94.   Public availability of records and information obtained under chapter--Exception to 
protect trade secrets. Any records, reports, or information obtained under this chapter shall, in the 
case of effluent data, be related to any applicable effluent limitations, pretreatment, or new source 
performance standards, and shall be available to the public, except that upon a showing satisfactory 
to the secretary by any person that records, information, or particular part thereof (other than 
effluent data, permit applications and permits) to which the secretary has access under this chapter, 
if made public would divulge methods or processes entitled to protection as trade secrets of such 
person, the secretary shall consider such record, report, or information, or particular portion thereof, 
confidential, except that such record, report or information may be disclosed to other officers, 
employees, or authorized representatives of the state or federal government concerned with 
carrying out this chapter, or when relevant, in any proceeding under this chapter.

Source: SL 1973, ch 280, § 13; SDCL Supp, § 46-25-108; SL 1988, ch 285, § 36.
34A-2-111.   Complaint required to be signed. No inspection or other action pursuant to § 34A-2-40, 
34A-2-44, or 34A-2-45 that is based on, or is the result of, a complaint or the provision of 
information by a member of the general public may be carried out unless the person making the 
complaint or providing the information signs a complaint. The complaint shall remain confidential 
with the board and the secretary.

Source: SL 1991, ch 290. 

1-40-31.   Full public disclosure of nonconfidential public records--Reproduction--Fee-- Waiver--
Response time to written requests--Denial of disclosure--Appeals--Promulgation of rules-- Attorney's 
fees and costs for denial of access to hazardous waste public records. Full public inspection and 
disclosure of all nonconfidential public records relating to the Department of Environment and 
Natural Resources and those activities within its jurisdiction shall be allowed. The department shall 

DENR-20. COUNTY WASTEWATER FILES: 
96-020 
This series is arranged alphabetically by county name and contains the county on-site wastewater 
information.  Information includes:  on-site system plans, approvals, survey information, and 
correspondence.  The information is used in administering the states on-site system. 
 
RETENTION:  Retain 5 years in office, then destroy.

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

34A-2-94, 34A-2-111, 1-40-31
34A-2-94.   Public availability of records and information obtained under chapter--
Exception to protect trade secrets.
34A-2-111.   Complaint required to be signed.
1-40-31.   Full public disclosure of nonconfidential public records--Reproduction--Fee-- 
Waiver--Response time to written requests--Denial of disclosure--Appeals--Promulgation of 
rules-- Attorney's fees and costs for denial of access to hazardous waste public records.
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make available for public inspection and disclosure all public records subject to inspection pursuant 
to § 1-26-2 and chapter 1-27. The department shall provide for the reproduction of all public records 
subject to inspection and reasonably capable of being reproduced and may impose a fee to recover 
the reasonable cost of reproduction. Any fee imposed for records reproduction shall be promulgated 
pursuant to chapter 1-26 and shall provide for fee waiver for public records requests from the press 
or communications media, public interest groups, educational organizations, and institutions of 
government. The department shall respond to all written requests for public records within twenty 
working days of the date when the request was received. The department may deny inspection and 
disclosure of any public record not subject to inspection under chapter 1-27, or held confidential 
pursuant to statute or court order. Written notice of denial of inspection or disclosure shall be 
provided to the person making the request. Such denial or failure by the department to respond 
within twenty working days shall be considered final agency action and may be appealed to circuit 
court as provided in chapter 1-26. The secretary, pursuant to chapter 1-26, may promulgate rules to 
implement the provisions of this section.

     Any person denied access to any hazardous waste public record required under chapter 34A-11 
may recover in circuit court reasonable attorney's fees and other litigation costs reasonably incurred 
in an action against the state if the requestor substantially prevails on judicial review.

Source: SL 1992, ch 254, § 96.

Joe Nadenicek - 3836

Yes

Yes - 1-40-31 - $.20/page

Surface Water Quality Progra

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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Corresponds to Record Series

DES - Surface Water Quality
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Trade Secrets Confidential - Signed Complaints Confidential
34A-2-94.   Public availability of records and information obtained under chapter--Exception to 
protect trade secrets. Any records, reports, or information obtained under this chapter shall, in the 
case of effluent data, be related to any applicable effluent limitations, pretreatment, or new source 
performance standards, and shall be available to the public, except that upon a showing satisfactory 
to the secretary by any person that records, information, or particular part thereof (other than 
effluent data, permit applications and permits) to which the secretary has access under this chapter, 
if made public would divulge methods or processes entitled to protection as trade secrets of such 
person, the secretary shall consider such record, report, or information, or particular portion thereof, 
confidential, except that such record, report or information may be disclosed to other officers, 
employees, or authorized representatives of the state or federal government concerned with 
carrying out this chapter, or when relevant, in any proceeding under this chapter.

Source: SL 1973, ch 280, § 13; SDCL Supp, § 46-25-108; SL 1988, ch 285, § 36.
34A-2-111.   Complaint required to be signed. No inspection or other action pursuant to § 34A-2-40, 
34A-2-44, or 34A-2-45 that is based on, or is the result of, a complaint or the provision of 
information by a member of the general public may be carried out unless the person making the 
complaint or providing the information signs a complaint. The complaint shall remain confidential 
with the board and the secretary.

Source: SL 1991, ch 290. 

DENR-22. FEEDLOT ACTIVITIES: 
96-020 
This series is arranged chronologically and contains information on the departments feedlot 
activities.  Information includes:  inspections, phone logs, correspondence, plans and specifications, 
review checklists, approval/disapproval letters, notices of completion, and certificates of 
compliance.  The information is used in administering the department's feedlot activities. 
 
RETENTION:  Plans and specifications, approval letters, notices of completion, and certificate of 
compliance:  Retain 3 years in office, then microfilm.  Maintain film for 45 years, then destroy. 
 
Inspections, phone logs, and correspondence:  Retain 3 years in office, then transfer to storage for 2 
years.  Destroy after 5 years.

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

34A-2-94, 34A-2-111, 1-40-31
34A-2-94.   Public availability of records and information obtained under chapter--
Exception to protect trade secrets.
34A-2-111.   Complaint required to be signed.
1-40-31.   Full public disclosure of nonconfidential public records--Reproduction--Fee-- 
Waiver--Response time to written requests--Denial of disclosure--Appeals--Promulgation of 
rules-- Attorney's fees and costs for denial of access to hazardous waste public records.
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1-40-31.   Full public disclosure of nonconfidential public records--Reproduction--Fee-- Waiver--
Response time to written requests--Denial of disclosure--Appeals--Promulgation of rules-- Attorney's 
fees and costs for denial of access to hazardous waste public records. Full public inspection and 
disclosure of all nonconfidential public records relating to the Department of Environment and 
Natural Resources and those activities within its jurisdiction shall be allowed. The department shall 
make available for public inspection and disclosure all public records subject to inspection pursuant 
to § 1-26-2 and chapter 1-27. The department shall provide for the reproduction of all public records 
subject to inspection and reasonably capable of being reproduced and may impose a fee to recover 
the reasonable cost of reproduction. Any fee imposed for records reproduction shall be promulgated 
pursuant to chapter 1-26 and shall provide for fee waiver for public records requests from the press 
or communications media, public interest groups, educational organizations, and institutions of 
government. The department shall respond to all written requests for public records within twenty 
working days of the date when the request was received. The department may deny inspection and 
disclosure of any public record not subject to inspection under chapter 1-27, or held confidential 
pursuant to statute or court order. Written notice of denial of inspection or disclosure shall be 
provided to the person making the request. Such denial or failure by the department to respond 
within twenty working days shall be considered final agency action and may be appealed to circuit 
court as provided in chapter 1-26. The secretary, pursuant to chapter 1-26, may promulgate rules to 
implement the provisions of this section.

     Any person denied access to any hazardous waste public record required under chapter 34A-11 
may recover in circuit court reasonable attorney's fees and other litigation costs reasonably incurred 
in an action against the state if the requestor substantially prevails on judicial review.

Source: SL 1992, ch 254, § 96.

Joe Nadenicek - 3836

Yes

Yes - 1-40-31 - $.20/page

Surface Water Quality Progra

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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96-020  DENR-23
Corresponds to Record Series

DES - Air Quality
Division
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34A-1-14.   Records and information available to public--Exception to protect trade secrets-- 
Authorized use--Violation as misdemeanor. Any records, reports, or information obtained by the 
department or board from owners or operators of an air contaminant source or sources shall be 
available to the public, except that upon a showing satisfactory to the board by the owners or 
operators of an air contaminant source that the records, reports, or information obtained by the 
department or board regarding processes or production technique are sufficiently unique to affect 
adversely the competitive position of the owner or operator by revealing trade secrets, the 
department and board shall consider the record, report, or information or particular portion thereof 
confidential in the administration of this chapter. Nothing in this section prevents the disclosure of 
otherwise confidential records or information by the department or board, or any department, 
agency, or officer of state government if necessary for the prosecution of violations of the chapter 
or rules promulgated pursuant to this chapter. Nothing in this section prevents the use of such 
records or information by the department, or any department, agency, or officer of the state 
government in compiling or publishing analyses or summaries relating to the general condition of 
the outdoor atmosphere if the analyses or summaries do not identify, directly or indirectly, any 
owner or operator or reveal any information otherwise confidential under this section. 
Notwithstanding the provisions of this section, all data relating to air pollution emissions as defined 
in § 34A-1-2, are public records, and subject to public disclosure as provided in § 1-40-31.

     A violation of this section is a Class 2 misdemeanor.

Source: SL 1970, ch 203, §§ 13, 15; SDCL Supp, § 34-16A-21; SL 1973, ch 222, § 5; SL 1977, ch 
190, § 30; SL 1995, ch 203, § 1.

1-40-31.   Full public disclosure of nonconfidential public records--Reproduction--Fee-- Waiver--
Response time to written requests--Denial of disclosure--Appeals--Promulgation of rules-- Attorney's 
fees and costs for denial of access to hazardous waste public records. Full public inspection and 

DENR-23. GRAPHS, CALIBRATION: 
96-020 
This series contains the graphs, which are used to calibrate the air test results.  Information 
includes:  the actual calibration graph for each site, the date of the calibration, and the raw data 
gathered to make this calibration.  The graph is used to analyze air quality tests, which were taken 
at different air speeds, and to compare them with a common denominator. 
 
RETENTION:  Retain for 7 years, then destroy.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

34A-1-14, 1-40-31
34A-1-14.   Records and information available to public--Exception to protect trade 
secrets-- Authorized use--Violation as misdemeanor.
 1-40-31.   Full public disclosure of nonconfidential public records--Reproduction--Fee-- 
Waiver--Response time to written requests--Denial of disclosure--Appeals--Promulgation of 
rules-- Attorney's fees and costs for denial of access to hazardous waste public records.
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disclosure of all nonconfidential public records relating to the Department of Environment and 
Natural Resources and those activities within its jurisdiction shall be allowed. The department shall 
make available for public inspection and disclosure all public records subject to inspection pursuant 
to § 1-26-2 and chapter 1-27. The department shall provide for the reproduction of all public records 
subject to inspection and reasonably capable of being reproduced and may impose a fee to recover 
the reasonable cost of reproduction. Any fee imposed for records reproduction shall be promulgated 
pursuant to chapter 1-26 and shall provide for fee waiver for public records requests from the press 
or communications media, public interest groups, educational organizations, and institutions of 
government. The department shall respond to all written requests for public records within twenty 
working days of the date when the request was received. The department may deny inspection and 
disclosure of any public record not subject to inspection under chapter 1-27, or held confidential 
pursuant to statute or court order. Written notice of denial of inspection or disclosure shall be 
provided to the person making the request. Such denial or failure by the department to respond 
within twenty working days shall be considered final agency action and may be appealed to circuit 
court as provided in chapter 1-26. The secretary, pursuant to chapter 1-26, may promulgate rules to 
implement the provisions of this section.

     Any person denied access to any hazardous waste public record required under chapter 34A-11 
may recover in circuit court reasonable attorney's fees and other litigation costs reasonably incurred 
in an action against the state if the requestor substantially prevails on judicial review.

Source: SL 1992, ch 254, § 96.

Joe Nadenicek - 3836

Yes

Yes - 1-40-31 - $.20/page

Air Quality Program Administ

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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Corresponds to Record Series

DES - Air Quality
Division
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34A-1-14.   Records and information available to public--Exception to protect trade secrets-- 
Authorized use--Violation as misdemeanor. Any records, reports, or information obtained by the 
department or board from owners or operators of an air contaminant source or sources shall be 
available to the public, except that upon a showing satisfactory to the board by the owners or 
operators of an air contaminant source that the records, reports, or information obtained by the 
department or board regarding processes or production technique are sufficiently unique to affect 
adversely the competitive position of the owner or operator by revealing trade secrets, the 
department and board shall consider the record, report, or information or particular portion thereof 
confidential in the administration of this chapter. Nothing in this section prevents the disclosure of 
otherwise confidential records or information by the department or board, or any department, 
agency, or officer of state government if necessary for the prosecution of violations of the chapter 
or rules promulgated pursuant to this chapter. Nothing in this section prevents the use of such 
records or information by the department, or any department, agency, or officer of the state 
government in compiling or publishing analyses or summaries relating to the general condition of 
the outdoor atmosphere if the analyses or summaries do not identify, directly or indirectly, any 
owner or operator or reveal any information otherwise confidential under this section. 
Notwithstanding the provisions of this section, all data relating to air pollution emissions as defined 
in § 34A-1-2, are public records, and subject to public disclosure as provided in § 1-40-31.

     A violation of this section is a Class 2 misdemeanor.

Source: SL 1970, ch 203, §§ 13, 15; SDCL Supp, § 34-16A-21; SL 1973, ch 222, § 5; SL 1977, ch 
190, § 30; SL 1995, ch 203, § 1.

1-40-31.   Full public disclosure of nonconfidential public records--Reproduction--Fee-- Waiver--
Response time to written requests--Denial of disclosure--Appeals--Promulgation of rules-- Attorney's 

DENR-24. MEASURED RADON CONCENTRATIONS: 
96-020 
This series is arranged numerically by zip code and contains radon concentrations measured in 
various type of buildings by the State Health Laboratory.  Information includes radon levels 
measured in homes, schools, and offices.  The information is maintained for trend analysis and 
specific mitigation purposes. 
 
RETENTION:  Retain 5 years in office, then microfilm.  Retain film 10 years in office, then transfer 
to Archives for final disposition.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

34A-1-14, 1-40-31
34A-1-14.   Records and information available to public--Exception to protect trade 
secrets-- Authorized use--Violation as misdemeanor.
 1-40-31.   Full public disclosure of nonconfidential public records--Reproduction--Fee-- 
Waiver--Response time to written requests--Denial of disclosure--Appeals--Promulgation of 
rules-- Attorney's fees and costs for denial of access to hazardous waste public records.
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fees and costs for denial of access to hazardous waste public records. Full public inspection and 
disclosure of all nonconfidential public records relating to the Department of Environment and 
Natural Resources and those activities within its jurisdiction shall be allowed. The department shall 
make available for public inspection and disclosure all public records subject to inspection pursuant 
to § 1-26-2 and chapter 1-27. The department shall provide for the reproduction of all public records 
subject to inspection and reasonably capable of being reproduced and may impose a fee to recover 
the reasonable cost of reproduction. Any fee imposed for records reproduction shall be promulgated 
pursuant to chapter 1-26 and shall provide for fee waiver for public records requests from the press 
or communications media, public interest groups, educational organizations, and institutions of 
government. The department shall respond to all written requests for public records within twenty 
working days of the date when the request was received. The department may deny inspection and 
disclosure of any public record not subject to inspection under chapter 1-27, or held confidential 
pursuant to statute or court order. Written notice of denial of inspection or disclosure shall be 
provided to the person making the request. Such denial or failure by the department to respond 
within twenty working days shall be considered final agency action and may be appealed to circuit 
court as provided in chapter 1-26. The secretary, pursuant to chapter 1-26, may promulgate rules to 
implement the provisions of this section.

     Any person denied access to any hazardous waste public record required under chapter 34A-11 
may recover in circuit court reasonable attorney's fees and other litigation costs reasonably incurred 
in an action against the state if the requestor substantially prevails on judicial review.

Source: SL 1992, ch 254, § 96.

Joe Nadenicek - 3836

Yes

Yes - 1-40-31 - $.20/page

Air Quality Program Administ

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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Corresponds to Record Series

DES - Surface Water Quality
Division
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Trade Secrets Confidential - Signed Complaints Confidential
34A-2-94.   Public availability of records and information obtained under chapter--Exception to 
protect trade secrets. Any records, reports, or information obtained under this chapter shall, in the 
case of effluent data, be related to any applicable effluent limitations, pretreatment, or new source 
performance standards, and shall be available to the public, except that upon a showing satisfactory 
to the secretary by any person that records, information, or particular part thereof (other than 
effluent data, permit applications and permits) to which the secretary has access under this chapter, 
if made public would divulge methods or processes entitled to protection as trade secrets of such 
person, the secretary shall consider such record, report, or information, or particular portion thereof, 
confidential, except that such record, report or information may be disclosed to other officers, 
employees, or authorized representatives of the state or federal government concerned with 
carrying out this chapter, or when relevant, in any proceeding under this chapter.

Source: SL 1973, ch 280, § 13; SDCL Supp, § 46-25-108; SL 1988, ch 285, § 36.
34A-2-111.   Complaint required to be signed. No inspection or other action pursuant to § 34A-2-40, 
34A-2-44, or 34A-2-45 that is based on, or is the result of, a complaint or the provision of 
information by a member of the general public may be carried out unless the person making the 
complaint or providing the information signs a complaint. The complaint shall remain confidential 
with the board and the secretary.

Source: SL 1991, ch 290. 

1-40-31.   Full public disclosure of nonconfidential public records--Reproduction--Fee-- Waiver--
Response time to written requests--Denial of disclosure--Appeals--Promulgation of rules-- Attorney's 
fees and costs for denial of access to hazardous waste public records. Full public inspection and 
disclosure of all nonconfidential public records relating to the Department of Environment and 

DENR-26. O AND M WASTEWATER TREATMENT PLANTS: 
96-020 
This series is arranged alphabetically by facility and contains the Operation and Maintenance 
Manual for each treatment facility in the state.  Information may include:  facility components, shop 
drawings, sketches of plant, and operators procedures.  The information is maintained for reference 
purposes. 
 
RETENTION:  Retain for 5 years, then destroy.

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

34A-2-94, 34A-2-111, 1-40-31
34A-2-94.   Public availability of records and information obtained under chapter--
Exception to protect trade secrets.
34A-2-111.   Complaint required to be signed.
1-40-31.   Full public disclosure of nonconfidential public records--Reproduction--Fee-- 
Waiver--Response time to written requests--Denial of disclosure--Appeals--Promulgation of 
rules-- Attorney's fees and costs for denial of access to hazardous waste public records.
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Natural Resources and those activities within its jurisdiction shall be allowed. The department shall 
make available for public inspection and disclosure all public records subject to inspection pursuant 
to § 1-26-2 and chapter 1-27. The department shall provide for the reproduction of all public records 
subject to inspection and reasonably capable of being reproduced and may impose a fee to recover 
the reasonable cost of reproduction. Any fee imposed for records reproduction shall be promulgated 
pursuant to chapter 1-26 and shall provide for fee waiver for public records requests from the press 
or communications media, public interest groups, educational organizations, and institutions of 
government. The department shall respond to all written requests for public records within twenty 
working days of the date when the request was received. The department may deny inspection and 
disclosure of any public record not subject to inspection under chapter 1-27, or held confidential 
pursuant to statute or court order. Written notice of denial of inspection or disclosure shall be 
provided to the person making the request. Such denial or failure by the department to respond 
within twenty working days shall be considered final agency action and may be appealed to circuit 
court as provided in chapter 1-26. The secretary, pursuant to chapter 1-26, may promulgate rules to 
implement the provisions of this section.

     Any person denied access to any hazardous waste public record required under chapter 34A-11 
may recover in circuit court reasonable attorney's fees and other litigation costs reasonably incurred 
in an action against the state if the requestor substantially prevails on judicial review.

Source: SL 1992, ch 254, § 96.

Joe Nadenicek - 3836

Yes

Yes - 1-40-31 - $.20/page

Surface Water Quality Progra

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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96-020  DENR-27
Corresponds to Record Series

DES - Surface Water Quality
Division
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Signed Complaints Confidential
34A-2-94.   Public availability of records and information obtained under chapter--Exception to 
protect trade secrets. Any records, reports, or information obtained under this chapter shall, in the 
case of effluent data, be related to any applicable effluent limitations, pretreatment, or new source 
performance standards, and shall be available to the public, except that upon a showing satisfactory 
to the secretary by any person that records, information, or particular part thereof (other than 
effluent data, permit applications and permits) to which the secretary has access under this chapter, 
if made public would divulge methods or processes entitled to protection as trade secrets of such 
person, the secretary shall consider such record, report, or information, or particular portion thereof, 
confidential, except that such record, report or information may be disclosed to other officers, 
employees, or authorized representatives of the state or federal government concerned with 
carrying out this chapter, or when relevant, in any proceeding under this chapter.

Source: SL 1973, ch 280, § 13; SDCL Supp, § 46-25-108; SL 1988, ch 285, § 36.
34A-2-111.   Complaint required to be signed. No inspection or other action pursuant to § 34A-2-40, 
34A-2-44, or 34A-2-45 that is based on, or is the result of, a complaint or the provision of 
information by a member of the general public may be carried out unless the person making the 
complaint or providing the information signs a complaint. The complaint shall remain confidential 
with the board and the secretary.

Source: SL 1991, ch 290. 

1-40-31.   Full public disclosure of nonconfidential public records--Reproduction--Fee-- Waiver--
Response time to written requests--Denial of disclosure--Appeals--Promulgation of rules-- Attorney's 
fees and costs for denial of access to hazardous waste public records. Full public inspection and 
disclosure of all nonconfidential public records relating to the Department of Environment and 
Natural Resources and those activities within its jurisdiction shall be allowed. The department shall 

DENR-27. ON-SITE WASTEWATER INSTALLERS CERTIFICATION: 
96-020 
This series is arranged alphabetically and contains information on on-site wastewater system 
installers.  Information includes:  exams, overall list of certified installers, and correspondence.  The 
information is used for installer certification. 
 
RETENTION:  Retain 5 years in office, then destroy.

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

34A-2-94, 34A-2-111, 1-40-31
34A-2-94.   Public availability of records and information obtained under chapter--
Exception to protect trade secrets.
34A-2-111.   Complaint required to be signed.
1-40-31.   Full public disclosure of nonconfidential public records--Reproduction--Fee-- 
Waiver--Response time to written requests--Denial of disclosure--Appeals--Promulgation of 
rules-- Attorney's fees and costs for denial of access to hazardous waste public records.
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make available for public inspection and disclosure all public records subject to inspection pursuant 
to § 1-26-2 and chapter 1-27. The department shall provide for the reproduction of all public records 
subject to inspection and reasonably capable of being reproduced and may impose a fee to recover 
the reasonable cost of reproduction. Any fee imposed for records reproduction shall be promulgated 
pursuant to chapter 1-26 and shall provide for fee waiver for public records requests from the press 
or communications media, public interest groups, educational organizations, and institutions of 
government. The department shall respond to all written requests for public records within twenty 
working days of the date when the request was received. The department may deny inspection and 
disclosure of any public record not subject to inspection under chapter 1-27, or held confidential 
pursuant to statute or court order. Written notice of denial of inspection or disclosure shall be 
provided to the person making the request. Such denial or failure by the department to respond 
within twenty working days shall be considered final agency action and may be appealed to circuit 
court as provided in chapter 1-26. The secretary, pursuant to chapter 1-26, may promulgate rules to 
implement the provisions of this section.

     Any person denied access to any hazardous waste public record required under chapter 34A-11 
may recover in circuit court reasonable attorney's fees and other litigation costs reasonably incurred 
in an action against the state if the requestor substantially prevails on judicial review.

Source: SL 1992, ch 254, § 96.

Joe Nadenicek - 3836

Yes

Yes - 1-40-31 - $.20/page

Surface Water Quality Progra

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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96-020  DENR-302
Corresponds to Record Series

DES - Minerals and Mining
Division
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Some Records May be Held Confidential Under 45-9-18

45-9-18.   Mechanical well logs--Reports on well location, drilling, and production--Samples, core 
chips, and complete cores--Filing in office of state geologist--Exception as to exploratory well. 
Without limiting its general authority, the Board of Minerals and Environment may require, or may 
delegate to the office of the state geologist, specific authority to require the making and filing in the 
office of the state geologist within thirty days after the completion or abandonment of the well of all 
mechanical well logs, directional surveys, and reports on well location, drilling, and production, and 
for the filing free of charge of samples and core chips and of complete cores, if taken, when 
requested in the office of the state geologist within six months after the completion or abandonment 
of the well; provided, however, that the log and samples and cores of an exploratory or wildcat well 
may, upon written request by the operator be held confidential until six months after the completion 
of the well.

Source: SL 1925, ch 250, § 2; SDC 1939, § 42.0603; SL 1943, ch 153, § 6; SDC Supp 1960, § 
42.0706 (3); SDC Supp 1960, § 42.0706 (4) (a) (2) as enacted by SL 1961, ch 211, § 1.

1-40-31.   Full public disclosure of nonconfidential public records--Reproduction--Fee-- Waiver--
Response time to written requests--Denial of disclosure--Appeals--Promulgation of rules-- Attorney's 
fees and costs for denial of access to hazardous waste public records. Full public inspection and 
disclosure of all nonconfidential public records relating to the Department of Environment and 
Natural Resources and those activities within its jurisdiction shall be allowed. The department shall 
make available for public inspection and disclosure all public records subject to inspection pursuant 
to § 1-26-2 and chapter 1-27. The department shall provide for the reproduction of all public records 

DENR-302. INJECTION REPORT FORM 5A: 
96-020 
This series is arranged chronologically and contains the operator reports of the amount of fluid 
injected into a well and the number of days injection occurred.  Information may include, but is not 
limited to:  date, operator name and address, farm or lease name, county, field, well number, status, 
days injected, fluid injected, and signatures.  The reports assist in ensuring the wells are operating 
within the conditions of the permit.  The information is used for geologically, engineering and 
hydrological analyses; future indicators; industry needs; and historical purposes. 
 
RETENTION:  Retain 1 year in office, then microfilm.  Maintain film for 4 years, then destroy.  
Destroy after 5 years.

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

1-40-31, 45-9-18
1-40-31.   Full public disclosure of nonconfidential public records--Reproduction--Fee-- 
Waiver--Response time to written requests--Denial of disclosure--Appeals--Promulgation of 
rules-- Attorney's fees and costs for denial of access to hazardous waste public records.
45-9-18.   Mechanical well logs--Reports on well location, drilling, and production--
Samples, core chips, and complete cores--Filing in office of state geologist--Exception as 
to exploratory well.
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subject to inspection and reasonably capable of being reproduced and may impose a fee to recover 
the reasonable cost of reproduction. Any fee imposed for records reproduction shall be promulgated 
pursuant to chapter 1-26 and shall provide for fee waiver for public records requests from the press 
or communications media, public interest groups, educational organizations, and institutions of 
government. The department shall respond to all written requests for public records within twenty 
working days of the date when the request was received. The department may deny inspection and 
disclosure of any public record not subject to inspection under chapter 1-27, or held confidential 
pursuant to statute or court order. Written notice of denial of inspection or disclosure shall be 
provided to the person making the request. Such denial or failure by the department to respond 
within twenty working days shall be considered final agency action and may be appealed to circuit 
court as provided in chapter 1-26. The secretary, pursuant to chapter 1-26, may promulgate rules to 
implement the provisions of this section.

     Any person denied access to any hazardous waste public record required under chapter 34A-11 
may recover in circuit court reasonable attorney's fees and other litigation costs reasonably incurred 
in an action against the state if the requestor substantially prevails on judicial review.

Source: SL 1992, ch 254, § 96.

Joe Nadenicek - 3836

Yes

Yes - 1-40-31 - $.20/page

Minerals and Mining Program

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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Corresponds to Record Series

DES - Minerals and Mining
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Some Records May be Held Confidential Under 45-9-18

45-9-18.   Mechanical well logs--Reports on well location, drilling, and production--Samples, core 
chips, and complete cores--Filing in office of state geologist--Exception as to exploratory well. 
Without limiting its general authority, the Board of Minerals and Environment may require, or may 
delegate to the office of the state geologist, specific authority to require the making and filing in the 
office of the state geologist within thirty days after the completion or abandonment of the well of all 
mechanical well logs, directional surveys, and reports on well location, drilling, and production, and 
for the filing free of charge of samples and core chips and of complete cores, if taken, when 
requested in the office of the state geologist within six months after the completion or abandonment 
of the well; provided, however, that the log and samples and cores of an exploratory or wildcat well 
may, upon written request by the operator be held confidential until six months after the completion 
of the well.

Source: SL 1925, ch 250, § 2; SDC 1939, § 42.0603; SL 1943, ch 153, § 6; SDC Supp 1960, § 
42.0706 (3); SDC Supp 1960, § 42.0706 (4) (a) (2) as enacted by SL 1961, ch 211, § 1.

1-40-31.   Full public disclosure of nonconfidential public records--Reproduction--Fee-- Waiver--
Response time to written requests--Denial of disclosure--Appeals--Promulgation of rules-- Attorney's 
fees and costs for denial of access to hazardous waste public records. Full public inspection and 
disclosure of all nonconfidential public records relating to the Department of Environment and 
Natural Resources and those activities within its jurisdiction shall be allowed. The department shall 
make available for public inspection and disclosure all public records subject to inspection pursuant 
to § 1-26-2 and chapter 1-27. The department shall provide for the reproduction of all public records 
subject to inspection and reasonably capable of being reproduced and may impose a fee to recover 

DENR-304. PRODUCTION REPORT FORM 5: 
96-020
This series is arranged chronologically and contains operator reports of each months oil, gas, and 
water production.  Information may include:  date; operator name and address; farm or lease name; 
field; county; well number; status; amounts of oil, gas, and water taken from the well; and number of 
days amounts extracted from the well.  The information is used for geological, engineering and 
hydrological analyses; future indicators; industry needs; and historical purposes. 
 
RETENTION:  Retain 1 year in office, then microfilm.  Maintain film for 4 years, then destroy.   
Destroy after 5 years.

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

1-40-31, 45-9-18
1-40-31.   Full public disclosure of nonconfidential public records--Reproduction--Fee-- 
Waiver--Response time to written requests--Denial of disclosure--Appeals--Promulgation of 
rules-- Attorney's fees and costs for denial of access to hazardous waste public records.
45-9-18.   Mechanical well logs--Reports on well location, drilling, and production--
Samples, core chips, and complete cores--Filing in office of state geologist--Exception as 
to exploratory well.
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the reasonable cost of reproduction. Any fee imposed for records reproduction shall be promulgated 
pursuant to chapter 1-26 and shall provide for fee waiver for public records requests from the press 
or communications media, public interest groups, educational organizations, and institutions of 
government. The department shall respond to all written requests for public records within twenty 
working days of the date when the request was received. The department may deny inspection and 
disclosure of any public record not subject to inspection under chapter 1-27, or held confidential 
pursuant to statute or court order. Written notice of denial of inspection or disclosure shall be 
provided to the person making the request. Such denial or failure by the department to respond 
within twenty working days shall be considered final agency action and may be appealed to circuit 
court as provided in chapter 1-26. The secretary, pursuant to chapter 1-26, may promulgate rules to 
implement the provisions of this section.

     Any person denied access to any hazardous waste public record required under chapter 34A-11 
may recover in circuit court reasonable attorney's fees and other litigation costs reasonably incurred 
in an action against the state if the requestor substantially prevails on judicial review.

Source: SL 1992, ch 254, § 96.

Joe Nadenicek - 3836

Yes

Yes - 1-40-31 - $.20/page

Minerals and Mining Program

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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Corresponds to Record Series

DES - Minerals and Mining
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1-26-2.   Agency materials available for public inspection--Derogatory materials. Each agency shall 
make available for public inspection all rules, final orders, decisions, opinions, intra-agency 
memoranda, together with all other materials, written statements of policy or interpretations 
formulated, adopted, or used by the agency in the discharge of its functions. An agency shall hold 
confidential materials derogatory to a person but such information shall be made available to the 
person to whom it relates.

Source: SDC 1939, § 55.1203; SL 1966, ch 159, § 2; SL 1972, ch 8, § 4.

1-40-31.   Full public disclosure of nonconfidential public records--Reproduction--Fee-- Waiver--
Response time to written requests--Denial of disclosure--Appeals--Promulgation of rules-- Attorney's 
fees and costs for denial of access to hazardous waste public records. Full public inspection and 
disclosure of all nonconfidential public records relating to the Department of Environment and 
Natural Resources and those activities within its jurisdiction shall be allowed. The department shall 
make available for public inspection and disclosure all public records subject to inspection pursuant 
to § 1-26-2 and chapter 1-27. The department shall provide for the reproduction of all public records 
subject to inspection and reasonably capable of being reproduced and may impose a fee to recover 
the reasonable cost of reproduction. Any fee imposed for records reproduction shall be promulgated 
pursuant to chapter 1-26 and shall provide for fee waiver for public records requests from the press 
or communications media, public interest groups, educational organizations, and institutions of 
government. The department shall respond to all written requests for public records within twenty 
working days of the date when the request was received. The department may deny inspection and 
disclosure of any public record not subject to inspection under chapter 1-27, or held confidential 
pursuant to statute or court order. Written notice of denial of inspection or disclosure shall be 

DENR-305. RULES AND REGULATIONS: 
96-020 
This series is arranged numerically by rule number and contains notices of public hearings, 
affidavits of publication of notices, written comments from the public and transcripts of hearing.  
These files are also filed with the Legislative Research Counsel and the Secretary of State.  The 
files have little reference activity once the hearing has been held unless someone request a copy of 
the transcript.  Information serves to document the proper promulgation of administrative rules 
pursuant to SDCL 1-26. 
 
RETENTION:  Retain 1 year in office, then microfilm.  Maintain film in office for as long as the rules 
are in effect.  Destroy film after 25 years provided superseded or obsolete.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-26-2, 1-40-31
1-26-2.   Agency materials available for public inspection--Derogatory materials.
1-40-31.   Full public disclosure of nonconfidential public records--Reproduction--Fee-- 
Waiver--Response time to written requests--Denial of disclosure--Appeals--Promulgation of 
rules-- Attorney's fees and costs for denial of access to hazardous waste public records.
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provided to the person making the request. Such denial or failure by the department to respond 
within twenty working days shall be considered final agency action and may be appealed to circuit 
court as provided in chapter 1-26. The secretary, pursuant to chapter 1-26, may promulgate rules to 
implement the provisions of this section.

     Any person denied access to any hazardous waste public record required under chapter 34A-11 
may recover in circuit court reasonable attorney's fees and other litigation costs reasonably incurred 
in an action against the state if the requestor substantially prevails on judicial review.

Source: SL 1992, ch 254, § 96.

Joe Nadenicek - 3836

Yes

Yes - 1-40-31 - $.20/page

Minerals and Mining Program

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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Corresponds to Record Series

DES - Surface Water Quality
Division
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Trade Secrets Confidential - Signed Complaints Confidential
34A-2-94.   Public availability of records and information obtained under chapter--Exception to 
protect trade secrets. Any records, reports, or information obtained under this chapter shall, in the 
case of effluent data, be related to any applicable effluent limitations, pretreatment, or new source 
performance standards, and shall be available to the public, except that upon a showing satisfactory 
to the secretary by any person that records, information, or particular part thereof (other than 
effluent data, permit applications and permits) to which the secretary has access under this chapter, 
if made public would divulge methods or processes entitled to protection as trade secrets of such 
person, the secretary shall consider such record, report, or information, or particular portion thereof, 
confidential, except that such record, report or information may be disclosed to other officers, 
employees, or authorized representatives of the state or federal government concerned with 
carrying out this chapter, or when relevant, in any proceeding under this chapter.

Source: SL 1973, ch 280, § 13; SDCL Supp, § 46-25-108; SL 1988, ch 285, § 36.
34A-2-111.   Complaint required to be signed. No inspection or other action pursuant to § 34A-2-40, 
34A-2-44, or 34A-2-45 that is based on, or is the result of, a complaint or the provision of 
information by a member of the general public may be carried out unless the person making the 
complaint or providing the information signs a complaint. The complaint shall remain confidential 
with the board and the secretary.

Source: SL 1991, ch 290. 

1-40-31.   Full public disclosure of nonconfidential public records--Reproduction--Fee-- Waiver--
Response time to written requests--Denial of disclosure--Appeals--Promulgation of rules-- Attorney's 

DENR-31. SWDS FILES: 
96-020 
This series contains SWDS permit information and is arranged alphabetically by permittee and then 
chronologically; except for SWD Industrial permittes, which are filed numerically by permit number.  
Information includes:  applications, statements of basis, permits, inspections, monitoring reports, 
enforcement documents, and correspondence.  The information is used in administering the EPA 
delegated NPDES program. 
 
RETENTION:  Retain current in office, then microfilm upon permit expiration.  Destroy 2 years after 
permit expiration.

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

34A-2-94, 34A-2-111, 1-40-31
34A-2-94.   Public availability of records and information obtained under chapter--
Exception to protect trade secrets.
34A-2-111.   Complaint required to be signed.
1-40-31.   Full public disclosure of nonconfidential public records--Reproduction--Fee-- 
Waiver--Response time to written requests--Denial of disclosure--Appeals--Promulgation of 
rules-- Attorney's fees and costs for denial of access to hazardous waste public records.
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fees and costs for denial of access to hazardous waste public records. Full public inspection and 
disclosure of all nonconfidential public records relating to the Department of Environment and 
Natural Resources and those activities within its jurisdiction shall be allowed. The department shall 
make available for public inspection and disclosure all public records subject to inspection pursuant 
to § 1-26-2 and chapter 1-27. The department shall provide for the reproduction of all public records 
subject to inspection and reasonably capable of being reproduced and may impose a fee to recover 
the reasonable cost of reproduction. Any fee imposed for records reproduction shall be promulgated 
pursuant to chapter 1-26 and shall provide for fee waiver for public records requests from the press 
or communications media, public interest groups, educational organizations, and institutions of 
government. The department shall respond to all written requests for public records within twenty 
working days of the date when the request was received. The department may deny inspection and 
disclosure of any public record not subject to inspection under chapter 1-27, or held confidential 
pursuant to statute or court order. Written notice of denial of inspection or disclosure shall be 
provided to the person making the request. Such denial or failure by the department to respond 
within twenty working days shall be considered final agency action and may be appealed to circuit 
court as provided in chapter 1-26. The secretary, pursuant to chapter 1-26, may promulgate rules to 
implement the provisions of this section.

     Any person denied access to any hazardous waste public record required under chapter 34A-11 
may recover in circuit court reasonable attorney's fees and other litigation costs reasonably incurred 
in an action against the state if the requestor substantially prevails on judicial review.

Source: SL 1992, ch 254, § 96.

Joe Nadenicek - 3836

Yes

Yes - 1-40-31 - $.20/page

Surface Water Quality Progra

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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96-020  DENR-33
Corresponds to Record Series

DES - Surface Water Quality
Division
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34A-2-94.   Public availability of records and information obtained under chapter--Exception to 
protect trade secrets. Any records, reports, or information obtained under this chapter shall, in the 
case of effluent data, be related to any applicable effluent limitations, pretreatment, or new source 
performance standards, and shall be available to the public, except that upon a showing satisfactory 
to the secretary by any person that records, information, or particular part thereof (other than 
effluent data, permit applications and permits) to which the secretary has access under this chapter, 
if made public would divulge methods or processes entitled to protection as trade secrets of such 
person, the secretary shall consider such record, report, or information, or particular portion thereof, 
confidential, except that such record, report or information may be disclosed to other officers, 
employees, or authorized representatives of the state or federal government concerned with 
carrying out this chapter, or when relevant, in any proceeding under this chapter.

Source: SL 1973, ch 280, § 13; SDCL Supp, § 46-25-108; SL 1988, ch 285, § 36.

1-40-31.   Full public disclosure of nonconfidential public records--Reproduction--Fee-- Waiver--
Response time to written requests--Denial of disclosure--Appeals--Promulgation of rules-- Attorney's 
fees and costs for denial of access to hazardous waste public records. Full public inspection and 
disclosure of all nonconfidential public records relating to the Department of Environment and 
Natural Resources and those activities within its jurisdiction shall be allowed. The department shall 
make available for public inspection and disclosure all public records subject to inspection pursuant 
to § 1-26-2 and chapter 1-27. The department shall provide for the reproduction of all public records 
subject to inspection and reasonably capable of being reproduced and may impose a fee to recover 
the reasonable cost of reproduction. Any fee imposed for records reproduction shall be promulgated 
pursuant to chapter 1-26 and shall provide for fee waiver for public records requests from the press 
or communications media, public interest groups, educational organizations, and institutions of 
government. The department shall respond to all written requests for public records within twenty 
working days of the date when the request was received. The department may deny inspection and 

DENR-33. TOPOGRAPHIC MAPS: 
96-020 
This series is arranged by map key and contains topographic maps.  Maps include: topographic 
maps and wetland inventory maps.  The maps are used for environmental reviews, SWDS, and 
water quality standards activities. 
 
RETENTION:  Retain current in office.  Transfer superseded or obsolete to Archives for final 
disposition.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

34A-2-94, 1-40-31
34A-2-94.   Public availability of records and information obtained under chapter--
Exception to protect trade secrets.
1-40-31.   Full public disclosure of nonconfidential public records--Reproduction--Fee-- 
Waiver--Response time to written requests--Denial of disclosure--Appeals--Promulgation of 
rules-- Attorney's fees and costs for denial of access to hazardous waste public records.
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disclosure of any public record not subject to inspection under chapter 1-27, or held confidential 
pursuant to statute or court order. Written notice of denial of inspection or disclosure shall be 
provided to the person making the request. Such denial or failure by the department to respond 
within twenty working days shall be considered final agency action and may be appealed to circuit 
court as provided in chapter 1-26. The secretary, pursuant to chapter 1-26, may promulgate rules to 
implement the provisions of this section.

     Any person denied access to any hazardous waste public record required under chapter 34A-11 
may recover in circuit court reasonable attorney's fees and other litigation costs reasonably incurred 
in an action against the state if the requestor substantially prevails on judicial review.

Source: SL 1992, ch 254, § 96.

Joe Nadenicek - 3836

Yes

Yes - 1-40-31 - Actual Cost of Reprodu

Surface Water Quality Progra

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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96-020  DENR-36
Corresponds to Record Series

DES - Surface Water Quality
Division
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34A-2-94.   Public availability of records and information obtained under chapter--Exception to 
protect trade secrets. Any records, reports, or information obtained under this chapter shall, in the 
case of effluent data, be related to any applicable effluent limitations, pretreatment, or new source 
performance standards, and shall be available to the public, except that upon a showing satisfactory 
to the secretary by any person that records, information, or particular part thereof (other than 
effluent data, permit applications and permits) to which the secretary has access under this chapter, 
if made public would divulge methods or processes entitled to protection as trade secrets of such 
person, the secretary shall consider such record, report, or information, or particular portion thereof, 
confidential, except that such record, report or information may be disclosed to other officers, 
employees, or authorized representatives of the state or federal government concerned with 
carrying out this chapter, or when relevant, in any proceeding under this chapter.

Source: SL 1973, ch 280, § 13; SDCL Supp, § 46-25-108; SL 1988, ch 285, § 36.

1-40-31.   Full public disclosure of nonconfidential public records--Reproduction--Fee-- Waiver--
Response time to written requests--Denial of disclosure--Appeals--Promulgation of rules-- Attorney's 
fees and costs for denial of access to hazardous waste public records. Full public inspection and 
disclosure of all nonconfidential public records relating to the Department of Environment and 
Natural Resources and those activities within its jurisdiction shall be allowed. The department shall 
make available for public inspection and disclosure all public records subject to inspection pursuant 
to § 1-26-2 and chapter 1-27. The department shall provide for the reproduction of all public records 
subject to inspection and reasonably capable of being reproduced and may impose a fee to recover 
the reasonable cost of reproduction. Any fee imposed for records reproduction shall be promulgated 
pursuant to chapter 1-26 and shall provide for fee waiver for public records requests from the press 
or communications media, public interest groups, educational organizations, and institutions of 
government. The department shall respond to all written requests for public records within twenty 
working days of the date when the request was received. The department may deny inspection and 
disclosure of any public record not subject to inspection under chapter 1-27, or held confidential 

DENR-36. WASTEWATER TREATMENT AND PERMIT GUIDANCE CORRESPONDENCE: 
96-020 
This series is arranged alphabetically and contains information on wastewater treatment and permit 
writing guidance.  Information includes correspondence with other states and the EPA.  This 
information is used for writing surface waster discharge permits. 
 
RETENTION:  Retain current in office.  Destroy superseded or obsolete.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

34A-2-94, 1-40-31
34A-2-94.   Public availability of records and information obtained under chapter--
Exception to protect trade secrets.
1-40-31.   Full public disclosure of nonconfidential public records--Reproduction--Fee-- 
Waiver--Response time to written requests--Denial of disclosure--Appeals--Promulgation of 
rules-- Attorney's fees and costs for denial of access to hazardous waste public records.
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pursuant to statute or court order. Written notice of denial of inspection or disclosure shall be 
provided to the person making the request. Such denial or failure by the department to respond 
within twenty working days shall be considered final agency action and may be appealed to circuit 
court as provided in chapter 1-26. The secretary, pursuant to chapter 1-26, may promulgate rules to 
implement the provisions of this section.

     Any person denied access to any hazardous waste public record required under chapter 34A-11 
may recover in circuit court reasonable attorney's fees and other litigation costs reasonably incurred 
in an action against the state if the requestor substantially prevails on judicial review.

Source: SL 1992, ch 254, § 96.

Joe Nadenicek - 3836

Yes

Yes - 1-40-31 - $.20/page

Surface Water Quality Progra

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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96-020  DENR-38
Corresponds to Record Series

DES - Surface Water Quality
Division
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34A-2-94.   Public availability of records and information obtained under chapter--Exception to 
protect trade secrets. Any records, reports, or information obtained under this chapter shall, in the 
case of effluent data, be related to any applicable effluent limitations, pretreatment, or new source 
performance standards, and shall be available to the public, except that upon a showing satisfactory 
to the secretary by any person that records, information, or particular part thereof (other than 
effluent data, permit applications and permits) to which the secretary has access under this chapter, 
if made public would divulge methods or processes entitled to protection as trade secrets of such 
person, the secretary shall consider such record, report, or information, or particular portion thereof, 
confidential, except that such record, report or information may be disclosed to other officers, 
employees, or authorized representatives of the state or federal government concerned with 
carrying out this chapter, or when relevant, in any proceeding under this chapter.

Source: SL 1973, ch 280, § 13; SDCL Supp, § 46-25-108; SL 1988, ch 285, § 36.

1-40-31.   Full public disclosure of nonconfidential public records--Reproduction--Fee-- Waiver--
Response time to written requests--Denial of disclosure--Appeals--Promulgation of rules-- Attorney's 
fees and costs for denial of access to hazardous waste public records. Full public inspection and 
disclosure of all nonconfidential public records relating to the Department of Environment and 
Natural Resources and those activities within its jurisdiction shall be allowed. The department shall 
make available for public inspection and disclosure all public records subject to inspection pursuant 
to § 1-26-2 and chapter 1-27. The department shall provide for the reproduction of all public records 
subject to inspection and reasonably capable of being reproduced and may impose a fee to recover 
the reasonable cost of reproduction. Any fee imposed for records reproduction shall be promulgated 
pursuant to chapter 1-26 and shall provide for fee waiver for public records requests from the press 
or communications media, public interest groups, educational organizations, and institutions of 
government. The department shall respond to all written requests for public records within twenty 
working days of the date when the request was received. The department may deny inspection and 

DENR-38. WATER QUALITY MONITORING INFORMATION: 
96-020 
This series is arranged chronologically and contains general information on surface water quality 
monitoring techniques.  Information includes:  40 CFR 136, standard methods, and EPA guidance.  
The information is used in maintaining the water quality monitoring network and for planning stream 
surveys. 
 
RETENTION:  Retain current in office.  Destroy superseded or obsolete.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

34A-2-94, 1-40-31
34A-2-94.   Public availability of records and information obtained under chapter--
Exception to protect trade secrets.
1-40-31.   Full public disclosure of nonconfidential public records--Reproduction--Fee-- 
Waiver--Response time to written requests--Denial of disclosure--Appeals--Promulgation of 
rules-- Attorney's fees and costs for denial of access to hazardous waste public records.
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disclosure of any public record not subject to inspection under chapter 1-27, or held confidential 
pursuant to statute or court order. Written notice of denial of inspection or disclosure shall be 
provided to the person making the request. Such denial or failure by the department to respond 
within twenty working days shall be considered final agency action and may be appealed to circuit 
court as provided in chapter 1-26. The secretary, pursuant to chapter 1-26, may promulgate rules to 
implement the provisions of this section.

     Any person denied access to any hazardous waste public record required under chapter 34A-11 
may recover in circuit court reasonable attorney's fees and other litigation costs reasonably incurred 
in an action against the state if the requestor substantially prevails on judicial review.

Source: SL 1992, ch 254, § 96.

Joe Nadenicek - 3836

Yes

Yes - 1-40-31 - $.20/page

Surface Water Quality Progra

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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96-020  DENR-39
Corresponds to Record Series Division
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34A-2-94.   Public availability of records and information obtained under chapter--Exception to 
protect trade secrets. Any records, reports, or information obtained under this chapter shall, in the 
case of effluent data, be related to any applicable effluent limitations, pretreatment, or new source 
performance standards, and shall be available to the public, except that upon a showing satisfactory 
to the secretary by any person that records, information, or particular part thereof (other than 
effluent data, permit applications and permits) to which the secretary has access under this chapter, 
if made public would divulge methods or processes entitled to protection as trade secrets of such 
person, the secretary shall consider such record, report, or information, or particular portion thereof, 
confidential, except that such record, report or information may be disclosed to other officers, 
employees, or authorized representatives of the state or federal government concerned with 
carrying out this chapter, or when relevant, in any proceeding under this chapter.

Source: SL 1973, ch 280, § 13; SDCL Supp, § 46-25-108; SL 1988, ch 285, § 36.

1-40-31.   Full public disclosure of nonconfidential public records--Reproduction--Fee-- Waiver--
Response time to written requests--Denial of disclosure--Appeals--Promulgation of rules-- Attorney's 
fees and costs for denial of access to hazardous waste public records. Full public inspection and 
disclosure of all nonconfidential public records relating to the Department of Environment and 
Natural Resources and those activities within its jurisdiction shall be allowed. The department shall 
make available for public inspection and disclosure all public records subject to inspection pursuant 
to § 1-26-2 and chapter 1-27. The department shall provide for the reproduction of all public records 
subject to inspection and reasonably capable of being reproduced and may impose a fee to recover 
the reasonable cost of reproduction. Any fee imposed for records reproduction shall be promulgated 
pursuant to chapter 1-26 and shall provide for fee waiver for public records requests from the press 
or communications media, public interest groups, educational organizations, and institutions of 
government. The department shall respond to all written requests for public records within twenty 

DENR-39. WATER QUALITY MONITORING NETWORK DATA: 
96-020 
This series is arranged numerically by site number and then chronologically by date and contains 
surface water quality data collected at water quality monitoring network sites.  Information includes 
laboratory analysis reports.  The information is maintained to reconcile problems with data encoded 
in the STORET database. 
 
RETENTION:  Retain in office until encoded, then transfer to storage for 3 years.  Destroy 3 years 
after encoded.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

34A-2-94, 1-40-31
34A-2-94.   Public availability of records and information obtained under chapter--
Exception to protect trade secrets.
1-40-31.   Full public disclosure of nonconfidential public records--Reproduction--Fee-- 
Waiver--Response time to written requests--Denial of disclosure--Appeals--Promulgation of 
rules-- Attorney's fees and costs for denial of access to hazardous waste public records.

South Dakota Codified Law

Friday, June 29, 2007 Page 434 of 2119



working days of the date when the request was received. The department may deny inspection and 
disclosure of any public record not subject to inspection under chapter 1-27, or held confidential 
pursuant to statute or court order. Written notice of denial of inspection or disclosure shall be 
provided to the person making the request. Such denial or failure by the department to respond 
within twenty working days shall be considered final agency action and may be appealed to circuit 
court as provided in chapter 1-26. The secretary, pursuant to chapter 1-26, may promulgate rules to 
implement the provisions of this section.

     Any person denied access to any hazardous waste public record required under chapter 34A-11 
may recover in circuit court reasonable attorney's fees and other litigation costs reasonably incurred 
in an action against the state if the requestor substantially prevails on judicial review.

Source: SL 1992, ch 254, § 96.

Joe Nadenicek - 3836

Yes

Yes - 1-40-31 - $.20/page

Surface Water Quality Progra

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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34A-2-94.   Public availability of records and information obtained under chapter--Exception to 
protect trade secrets. Any records, reports, or information obtained under this chapter shall, in the 
case of effluent data, be related to any applicable effluent limitations, pretreatment, or new source 
performance standards, and shall be available to the public, except that upon a showing satisfactory 
to the secretary by any person that records, information, or particular part thereof (other than 
effluent data, permit applications and permits) to which the secretary has access under this chapter, 
if made public would divulge methods or processes entitled to protection as trade secrets of such 
person, the secretary shall consider such record, report, or information, or particular portion thereof, 
confidential, except that such record, report or information may be disclosed to other officers, 
employees, or authorized representatives of the state or federal government concerned with 
carrying out this chapter, or when relevant, in any proceeding under this chapter.

Source: SL 1973, ch 280, § 13; SDCL Supp, § 46-25-108; SL 1988, ch 285, § 36.

1-40-31.   Full public disclosure of nonconfidential public records--Reproduction--Fee-- Waiver--
Response time to written requests--Denial of disclosure--Appeals--Promulgation of rules-- Attorney's 
fees and costs for denial of access to hazardous waste public records. Full public inspection and 
disclosure of all nonconfidential public records relating to the Department of Environment and 
Natural Resources and those activities within its jurisdiction shall be allowed. The department shall 
make available for public inspection and disclosure all public records subject to inspection pursuant 
to § 1-26-2 and chapter 1-27. The department shall provide for the reproduction of all public records 
subject to inspection and reasonably capable of being reproduced and may impose a fee to recover 
the reasonable cost of reproduction. Any fee imposed for records reproduction shall be promulgated 
pursuant to chapter 1-26 and shall provide for fee waiver for public records requests from the press 
or communications media, public interest groups, educational organizations, and institutions of 
government. The department shall respond to all written requests for public records within twenty 
working days of the date when the request was received. The department may deny inspection and 
disclosure of any public record not subject to inspection under chapter 1-27, or held confidential 

DENR-40. WATER QUALITY REVIEWS: 
96-020 
This series is arranged numerically and contains water quality reviews.  Information includes:  
applications and review letters.  The information is used to answer questions on projects that have 
received environmental reviews.  
 
RETENTION:  Retain 1 year in office, then transfer to storage for 1 year.  Destroy after 2 years.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

34A-2-94, 1-40-31
34A-2-94.   Public availability of records and information obtained under chapter--
Exception to protect trade secrets.
1-40-31.   Full public disclosure of nonconfidential public records--Reproduction--Fee-- 
Waiver--Response time to written requests--Denial of disclosure--Appeals--Promulgation of 
rules-- Attorney's fees and costs for denial of access to hazardous waste public records.
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pursuant to statute or court order. Written notice of denial of inspection or disclosure shall be 
provided to the person making the request. Such denial or failure by the department to respond 
within twenty working days shall be considered final agency action and may be appealed to circuit 
court as provided in chapter 1-26. The secretary, pursuant to chapter 1-26, may promulgate rules to 
implement the provisions of this section.

     Any person denied access to any hazardous waste public record required under chapter 34A-11 
may recover in circuit court reasonable attorney's fees and other litigation costs reasonably incurred 
in an action against the state if the requestor substantially prevails on judicial review.

Source: SL 1992, ch 254, § 96.

Joe Nadenicek - 3836

Yes

Yes - 1-40-31 - $.20/page

Surface Water Quality Progra

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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96-020  DENR-42
Corresponds to Record Series

DES - Surface Water Quality
Division
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34A-2-94.   Public availability of records and information obtained under chapter--Exception to 
protect trade secrets. Any records, reports, or information obtained under this chapter shall, in the 
case of effluent data, be related to any applicable effluent limitations, pretreatment, or new source 
performance standards, and shall be available to the public, except that upon a showing satisfactory 
to the secretary by any person that records, information, or particular part thereof (other than 
effluent data, permit applications and permits) to which the secretary has access under this chapter, 
if made public would divulge methods or processes entitled to protection as trade secrets of such 
person, the secretary shall consider such record, report, or information, or particular portion thereof, 
confidential, except that such record, report or information may be disclosed to other officers, 
employees, or authorized representatives of the state or federal government concerned with 
carrying out this chapter, or when relevant, in any proceeding under this chapter.

Source: SL 1973, ch 280, § 13; SDCL Supp, § 46-25-108; SL 1988, ch 285, § 36.

1-40-31.   Full public disclosure of nonconfidential public records--Reproduction--Fee-- Waiver--
Response time to written requests--Denial of disclosure--Appeals--Promulgation of rules-- Attorney's 
fees and costs for denial of access to hazardous waste public records. Full public inspection and 
disclosure of all nonconfidential public records relating to the Department of Environment and 
Natural Resources and those activities within its jurisdiction shall be allowed. The department shall 
make available for public inspection and disclosure all public records subject to inspection pursuant 
to § 1-26-2 and chapter 1-27. The department shall provide for the reproduction of all public records 
subject to inspection and reasonably capable of being reproduced and may impose a fee to recover 
the reasonable cost of reproduction. Any fee imposed for records reproduction shall be promulgated 
pursuant to chapter 1-26 and shall provide for fee waiver for public records requests from the press 
or communications media, public interest groups, educational organizations, and institutions of 
government. The department shall respond to all written requests for public records within twenty 

DENR-42. 104(G) OPERATOR TRAINING: 
96-020 
This series is arranged chronologically and then alphabetically by facility name and contains 104(G) 
operator training grant information.  Information includes:  grant applications and work plans, 
correspondence, inspection reports, operator management evaluation final facility reports, and EPA 
guidance.  The information is used in administering the 104(G) grant and to answer questions from 
facilities, consultants and EPA. 
 
RETENTION:  Retain 3 year in office, then transfer to storage for 2 years.  Destroy after 5 years.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

34A-2-94, 1-40-31
34A-2-94.   Public availability of records and information obtained under chapter--
Exception to protect trade secrets.
1-40-31.   Full public disclosure of nonconfidential public records--Reproduction--Fee-- 
Waiver--Response time to written requests--Denial of disclosure--Appeals--Promulgation of 
rules-- Attorney's fees and costs for denial of access to hazardous waste public records.
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working days of the date when the request was received. The department may deny inspection and 
disclosure of any public record not subject to inspection under chapter 1-27, or held confidential 
pursuant to statute or court order. Written notice of denial of inspection or disclosure shall be 
provided to the person making the request. Such denial or failure by the department to respond 
within twenty working days shall be considered final agency action and may be appealed to circuit 
court as provided in chapter 1-26. The secretary, pursuant to chapter 1-26, may promulgate rules to 
implement the provisions of this section.

     Any person denied access to any hazardous waste public record required under chapter 34A-11 
may recover in circuit court reasonable attorney's fees and other litigation costs reasonably incurred 
in an action against the state if the requestor substantially prevails on judicial review.

Source: SL 1992, ch 254, § 96.

Joe Nadenicek - 3836

Yes

Yes - 1-40-31 - $.20/page

Surface Water Quality Progra

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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96-020  DENR-43
Corresponds to Record Series

DES - Surface Water Quality
Division
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34A-2-94.   Public availability of records and information obtained under chapter--Exception to 
protect trade secrets. Any records, reports, or information obtained under this chapter shall, in the 
case of effluent data, be related to any applicable effluent limitations, pretreatment, or new source 
performance standards, and shall be available to the public, except that upon a showing satisfactory 
to the secretary by any person that records, information, or particular part thereof (other than 
effluent data, permit applications and permits) to which the secretary has access under this chapter, 
if made public would divulge methods or processes entitled to protection as trade secrets of such 
person, the secretary shall consider such record, report, or information, or particular portion thereof, 
confidential, except that such record, report or information may be disclosed to other officers, 
employees, or authorized representatives of the state or federal government concerned with 
carrying out this chapter, or when relevant, in any proceeding under this chapter.

Source: SL 1973, ch 280, § 13; SDCL Supp, § 46-25-108; SL 1988, ch 285, § 36.

1-40-31.   Full public disclosure of nonconfidential public records--Reproduction--Fee-- Waiver--
Response time to written requests--Denial of disclosure--Appeals--Promulgation of rules-- Attorney's 
fees and costs for denial of access to hazardous waste public records. Full public inspection and 
disclosure of all nonconfidential public records relating to the Department of Environment and 
Natural Resources and those activities within its jurisdiction shall be allowed. The department shall 
make available for public inspection and disclosure all public records subject to inspection pursuant 
to § 1-26-2 and chapter 1-27. The department shall provide for the reproduction of all public records 
subject to inspection and reasonably capable of being reproduced and may impose a fee to recover 
the reasonable cost of reproduction. Any fee imposed for records reproduction shall be promulgated 
pursuant to chapter 1-26 and shall provide for fee waiver for public records requests from the press 

DENR-43. 401 AND 404 REVIEWS: 
96-020 
This series is arranged alphabetically by county and contains the 401 and 404 reviews.  Information 
includes:  applications and review letters.  The information is used to answer question on the 401 
and 404 reviews. 
 
RETENTION:  Retain 3 years in office, then transfer to storage for 2 years.  Destroy after 5 years.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

34A-2-94, 1-40-31South Dakota Codified Law

34A-2-94, 1-40-31
34A-2-94.   Public availability of records and information obtained under chapter--
Exception to protect trade secrets.
1-40-31.   Full public disclosure of nonconfidential public records--Reproduction--Fee-- 
Waiver--Response time to written requests--Denial of disclosure--Appeals--Promulgation of 
rules-- Attorney's fees and costs for denial of access to hazardous waste public records.
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or communications media, public interest groups, educational organizations, and institutions of 
government. The department shall respond to all written requests for public records within twenty 
working days of the date when the request was received. The department may deny inspection and 
disclosure of any public record not subject to inspection under chapter 1-27, or held confidential 
pursuant to statute or court order. Written notice of denial of inspection or disclosure shall be 
provided to the person making the request. Such denial or failure by the department to respond 
within twenty working days shall be considered final agency action and may be appealed to circuit 
court as provided in chapter 1-26. The secretary, pursuant to chapter 1-26, may promulgate rules to 
implement the provisions of this section.

     Any person denied access to any hazardous waste public record required under chapter 34A-11 
may recover in circuit court reasonable attorney's fees and other litigation costs reasonably incurred 
in an action against the state if the requestor substantially prevails on judicial review.

Source: SL 1992, ch 254, § 96.

Joe Nadenicek - 3836

Yes

Yes - 1-40-31 - $.20/page

Surface Water Quality Progra

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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1-26-2.   Agency materials available for public inspection--Derogatory materials. Each agency shall 
make available for public inspection all rules, final orders, decisions, opinions, intra-agency 
memoranda, together with all other materials, written statements of policy or interpretations 
formulated, adopted, or used by the agency in the discharge of its functions. An agency shall hold 
confidential materials derogatory to a person but such information shall be made available to the 
person to whom it relates.

Source: SDC 1939, § 55.1203; SL 1966, ch 159, § 2; SL 1972, ch 8, § 4.
1-40-31.   Full public disclosure of nonconfidential public records--Reproduction--Fee-- Waiver--
Response time to written requests--Denial of disclosure--Appeals--Promulgation of rules-- Attorney's 
fees and costs for denial of access to hazardous waste public records. Full public inspection and 
disclosure of all nonconfidential public records relating to the Department of Environment and 
Natural Resources and those activities within its jurisdiction shall be allowed. The department shall 
make available for public inspection and disclosure all public records subject to inspection pursuant 
to § 1-26-2 and chapter 1-27. The department shall provide for the reproduction of all public records 
subject to inspection and reasonably capable of being reproduced and may impose a fee to recover 
the reasonable cost of reproduction. Any fee imposed for records reproduction shall be promulgated 
pursuant to chapter 1-26 and shall provide for fee waiver for public records requests from the press 
or communications media, public interest groups, educational organizations, and institutions of 
government. The department shall respond to all written requests for public records within twenty 
working days of the date when the request was received. The department may deny inspection and 
disclosure of any public record not subject to inspection under chapter 1-27, or held confidential 
pursuant to statute or court order. Written notice of denial of inspection or disclosure shall be 
provided to the person making the request. Such denial or failure by the department to respond 
within twenty working days shall be considered final agency action and may be appealed to circuit 

DENR-47. MINUTES, STATE BOARD OF CERTIFICATION: 
96-020 
This series is arranged chronologically by date and contains the minutes of the meeting of the State 
Board of Certification.  The information provides a reference record of board action dealing with the 
certification of drinking water and waste water operators. 
 
RETENTION:  Retain 1 year in office, then microfilm and maintain film for 10 years.  Destroy after 
11 years. 
 
(NOTE:  Microfilm subject to archival screening prior to disposal.)

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-26-2, 1-40-31, 34A-3-10
1-26-2.   Agency materials available for public inspection--Derogatory materials.
1-40-31.   Full public disclosure of nonconfidential public records--Reproduction--Fee-- 
Waiver--Response time to written requests--Denial of disclosure--Appeals--Promulgation of 
rules-- Attorney's fees and costs for denial of access to hazardous waste public records.
34A-3-10.   Meetings of board--Minutes and reports.
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court as provided in chapter 1-26. The secretary, pursuant to chapter 1-26, may promulgate rules to 
implement the provisions of this section.

     Any person denied access to any hazardous waste public record required under chapter 34A-11 
may recover in circuit court reasonable attorney's fees and other litigation costs reasonably incurred 
in an action against the state if the requestor substantially prevails on judicial review.

Source: SL 1992, ch 254, § 96.
34A-3-10.   Meetings of board--Minutes and reports. The board shall meet as often as necessary to 
perform its duties. The board shall keep complete minutes of all its meetings, and make reports to 
the Governor as required by statute.

Source: SL 1970, ch 217, § 7; SDCL Supp, § 36-22A-9; revised pursuant to SL 1972, ch 15, § 4; SL 
1977, ch 280, § 39.

Joe Nadenicek

Yes

Yes - 1-40-31 - $.20/page

Executive Secretary,  Board 

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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Corresponds to Record Series

DES - Surface Water Quality
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34A-2-94.   Public availability of records and information obtained under chapter--Exception to 
protect trade secrets. Any records, reports, or information obtained under this chapter shall, in the 
case of effluent data, be related to any applicable effluent limitations, pretreatment, or new source 
performance standards, and shall be available to the public, except that upon a showing satisfactory 
to the secretary by any person that records, information, or particular part thereof (other than 
effluent data, permit applications and permits) to which the secretary has access under this chapter, 
if made public would divulge methods or processes entitled to protection as trade secrets of such 
person, the secretary shall consider such record, report, or information, or particular portion thereof, 
confidential, except that such record, report or information may be disclosed to other officers, 
employees, or authorized representatives of the state or federal government concerned with 
carrying out this chapter, or when relevant, in any proceeding under this chapter.

Source: SL 1973, ch 280, § 13; SDCL Supp, § 46-25-108; SL 1988, ch 285, § 36.

1-40-31.   Full public disclosure of nonconfidential public records--Reproduction--Fee-- Waiver--
Response time to written requests--Denial of disclosure--Appeals--Promulgation of rules-- Attorney's 
fees and costs for denial of access to hazardous waste public records. Full public inspection and 
disclosure of all nonconfidential public records relating to the Department of Environment and 
Natural Resources and those activities within its jurisdiction shall be allowed. The department shall 
make available for public inspection and disclosure all public records subject to inspection pursuant 
to § 1-26-2 and chapter 1-27. The department shall provide for the reproduction of all public records 
subject to inspection and reasonably capable of being reproduced and may impose a fee to recover 
the reasonable cost of reproduction. Any fee imposed for records reproduction shall be promulgated 
pursuant to chapter 1-26 and shall provide for fee waiver for public records requests from the press 
or communications media, public interest groups, educational organizations, and institutions of 

DENR-48. PLANS AND SPECIFICATION INDEX CARDS: 
96-020 
This series is arranged numerically by plans and specification number and contains the water and 
wastewater plans and specification index cards.  Information may include:  name of site, assigned 
plans and specification number, engineer's name, project title, date received, date approved, date 
approval letter was sent, and name of person receiving the approval.  The information is used for 
administrative purposes.   
 
RETENTION:  Retain 1 year in office, then microfilm.  Maintain film for 49 years, then destroy 
provided the respective water and wastewater plans and specifications have been destroyed.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

34A-2-94, 1-40-31
34A-2-94.   Public availability of records and information obtained under chapter--
Exception to protect trade secrets.
1-40-31.   Full public disclosure of nonconfidential public records--Reproduction--Fee-- 
Waiver--Response time to written requests--Denial of disclosure--Appeals--Promulgation of 
rules-- Attorney's fees and costs for denial of access to hazardous waste public records.
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government. The department shall respond to all written requests for public records within twenty 
working days of the date when the request was received. The department may deny inspection and 
disclosure of any public record not subject to inspection under chapter 1-27, or held confidential 
pursuant to statute or court order. Written notice of denial of inspection or disclosure shall be 
provided to the person making the request. Such denial or failure by the department to respond 
within twenty working days shall be considered final agency action and may be appealed to circuit 
court as provided in chapter 1-26. The secretary, pursuant to chapter 1-26, may promulgate rules to 
implement the provisions of this section.

     Any person denied access to any hazardous waste public record required under chapter 34A-11 
may recover in circuit court reasonable attorney's fees and other litigation costs reasonably incurred 
in an action against the state if the requestor substantially prevails on judicial review.

Source: SL 1992, ch 254, § 96.

Joe Nadenicek - 3836

Yes

Yes - 1-40-31 - $.20/page

Surface Water Quality Progra

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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96-020  DENR-52
Corresponds to Record Series

DES - Surface Water Quality
Division
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Trade Secrets are Confidential
34A-2-94.   Public availability of records and information obtained under chapter--Exception to 
protect trade secrets. Any records, reports, or information obtained under this chapter shall, in the 
case of effluent data, be related to any applicable effluent limitations, pretreatment, or new source 
performance standards, and shall be available to the public, except that upon a showing satisfactory 
to the secretary by any person that records, information, or particular part thereof (other than 
effluent data, permit applications and permits) to which the secretary has access under this chapter, 
if made public would divulge methods or processes entitled to protection as trade secrets of such 
person, the secretary shall consider such record, report, or information, or particular portion thereof, 
confidential, except that such record, report or information may be disclosed to other officers, 
employees, or authorized representatives of the state or federal government concerned with 
carrying out this chapter, or when relevant, in any proceeding under this chapter.

Source: SL 1973, ch 280, § 13; SDCL Supp, § 46-25-108; SL 1988, ch 285, § 36.

1-40-31.   Full public disclosure of nonconfidential public records--Reproduction--Fee-- Waiver--
Response time to written requests--Denial of disclosure--Appeals--Promulgation of rules-- Attorney's 
fees and costs for denial of access to hazardous waste public records. Full public inspection and 
disclosure of all nonconfidential public records relating to the Department of Environment and 
Natural Resources and those activities within its jurisdiction shall be allowed. The department shall 
make available for public inspection and disclosure all public records subject to inspection pursuant 
to § 1-26-2 and chapter 1-27. The department shall provide for the reproduction of all public records 
subject to inspection and reasonably capable of being reproduced and may impose a fee to recover 
the reasonable cost of reproduction. Any fee imposed for records reproduction shall be promulgated 
pursuant to chapter 1-26 and shall provide for fee waiver for public records requests from the press 
or communications media, public interest groups, educational organizations, and institutions of 

DENR-52. WATER AND WASTEWATER PLANS AND SPECIFICATIONS: 
96-020 
This series is arranged numerically by plans and specification number and contains the oversized 
water and wastewater plans and specifications.  Information includes:  drawings for new or improved 
water and wastewater systems and detailed engineering specifications for each facility.  The 
information is maintained for administrative purposes. 
 
RETENTION:  Retain 1 year in office, then microfilm.  Maintain film for 49 years.  Destroy after 50 
years.

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

34A-2-94, 1-40-31
34A-2-94.   Public availability of records and information obtained under chapter--
Exception to protect trade secrets.
1-40-31.   Full public disclosure of nonconfidential public records--Reproduction--Fee-- 
Waiver--Response time to written requests--Denial of disclosure--Appeals--Promulgation of 
rules-- Attorney's fees and costs for denial of access to hazardous waste public records.
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government. The department shall respond to all written requests for public records within twenty 
working days of the date when the request was received. The department may deny inspection and 
disclosure of any public record not subject to inspection under chapter 1-27, or held confidential 
pursuant to statute or court order. Written notice of denial of inspection or disclosure shall be 
provided to the person making the request. Such denial or failure by the department to respond 
within twenty working days shall be considered final agency action and may be appealed to circuit 
court as provided in chapter 1-26. The secretary, pursuant to chapter 1-26, may promulgate rules to 
implement the provisions of this section.

     Any person denied access to any hazardous waste public record required under chapter 34A-11 
may recover in circuit court reasonable attorney's fees and other litigation costs reasonably incurred 
in an action against the state if the requestor substantially prevails on judicial review.

Source: SL 1992, ch 254, § 96.

Joe Nadenicek - 3836

Yes

Yes - 1-40-31 - $.20/page

Surface Water Quality Progra

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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Corresponds to Record Series

DES - Groundwater Quality
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34A-2-94.   Public availability of records and information obtained under chapter--Exception to 
protect trade secrets. Any records, reports, or information obtained under this chapter shall, in the 
case of effluent data, be related to any applicable effluent limitations, pretreatment, or new source 
performance standards, and shall be available to the public, except that upon a showing satisfactory 
to the secretary by any person that records, information, or particular part thereof (other than 
effluent data, permit applications and permits) to which the secretary has access under this chapter, 
if made public would divulge methods or processes entitled to protection as trade secrets of such 
person, the secretary shall consider such record, report, or information, or particular portion thereof, 
confidential, except that such record, report or information may be disclosed to other officers, 
employees, or authorized representatives of the state or federal government concerned with 
carrying out this chapter, or when relevant, in any proceeding under this chapter.

Source: SL 1973, ch 280, § 13; SDCL Supp, § 46-25-108; SL 1988, ch 285, § 36.

1-40-31.   Full public disclosure of nonconfidential public records--Reproduction--Fee-- Waiver--
Response time to written requests--Denial of disclosure--Appeals--Promulgation of rules-- Attorney's 
fees and costs for denial of access to hazardous waste public records. Full public inspection and 
disclosure of all nonconfidential public records relating to the Department of Environment and 
Natural Resources and those activities within its jurisdiction shall be allowed. The department shall 
make available for public inspection and disclosure all public records subject to inspection pursuant 
to § 1-26-2 and chapter 1-27. The department shall provide for the reproduction of all public records 
subject to inspection and reasonably capable of being reproduced and may impose a fee to recover 
the reasonable cost of reproduction. Any fee imposed for records reproduction shall be promulgated 
pursuant to chapter 1-26 and shall provide for fee waiver for public records requests from the press 
or communications media, public interest groups, educational organizations, and institutions of 
government. The department shall respond to all written requests for public records within twenty 
working days of the date when the request was received. The department may deny inspection and 
disclosure of any public record not subject to inspection under chapter 1-27, or held confidential 

DENR-55. CORRESPONDENCE, GENERAL: 
96-020
This series is arranged alphabetically by employees name and then chronologically by date and 
contains letters and memorandums sent.  The information is used for occasional reference and 
documentation purposes. 
 
RETENTION:  Retain 3 years in office, then destroy.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

34A-2-94, 1-40-31
34A-2-94.   Public availability of records and information obtained under chapter--
Exception to protect trade secrets.
1-40-31.   Full public disclosure of nonconfidential public records--Reproduction--Fee-- 
Waiver--Response time to written requests--Denial of disclosure--Appeals--Promulgation of 
rules-- Attorney's fees and costs for denial of access to hazardous waste public records.
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pursuant to statute or court order. Written notice of denial of inspection or disclosure shall be 
provided to the person making the request. Such denial or failure by the department to respond 
within twenty working days shall be considered final agency action and may be appealed to circuit 
court as provided in chapter 1-26. The secretary, pursuant to chapter 1-26, may promulgate rules to 
implement the provisions of this section.

     Any person denied access to any hazardous waste public record required under chapter 34A-11 
may recover in circuit court reasonable attorney's fees and other litigation costs reasonably incurred 
in an action against the state if the requestor substantially prevails on judicial review.

Source: SL 1992, ch 254, § 96.

Joe Nadenicek - 3836

Yes

Yes - 1-40-31 - $.20/page

Groundwater Quality Progra

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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34A-2-94.   Public availability of records and information obtained under chapter--Exception to 
protect trade secrets. Any records, reports, or information obtained under this chapter shall, in the 
case of effluent data, be related to any applicable effluent limitations, pretreatment, or new source 
performance standards, and shall be available to the public, except that upon a showing satisfactory 
to the secretary by any person that records, information, or particular part thereof (other than 
effluent data, permit applications and permits) to which the secretary has access under this chapter, 
if made public would divulge methods or processes entitled to protection as trade secrets of such 
person, the secretary shall consider such record, report, or information, or particular portion thereof, 
confidential, except that such record, report or information may be disclosed to other officers, 
employees, or authorized representatives of the state or federal government concerned with 
carrying out this chapter, or when relevant, in any proceeding under this chapter.

Source: SL 1973, ch 280, § 13; SDCL Supp, § 46-25-108; SL 1988, ch 285, § 36.

1-40-31.   Full public disclosure of nonconfidential public records--Reproduction--Fee-- Waiver--
Response time to written requests--Denial of disclosure--Appeals--Promulgation of rules-- Attorney's 
fees and costs for denial of access to hazardous waste public records. Full public inspection and 

DENR-56. GROUND WATER DISCHARGE PLANS: 
96-020 
This series is arranged alphabetically and then chronologically by date and contains the ground 
water discharge plans.  Information may include but is not limited to:  letters, memos, reports, and 
discharge applications.  The Ground Water Permits are required by CFR 74:03:16. 
 
RETENTION:  Retain in office until post-closure monitoring is complete, then microfilm.  Maintain 
microfilm for 10 years, then destroy. 
 
� 
�DENR-57. GROUND WATER FILES: 
96-020 
This series is arranged alphabetically by county and contains ground water files.  Information may 
include but is not limited to:  memos; hydrology, geology, water resources data and reviews; and 
hydrogeologic reviews.  The information is used for occasional reference and regulatory 
requirements. 
 
RETENTION:  Retain 10 years in office, then destroy.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

34A-2-94, 1-40-31
34A-2-94.   Public availability of records and information obtained under chapter--
Exception to protect trade secrets.
1-40-31.   Full public disclosure of nonconfidential public records--Reproduction--Fee-- 
Waiver--Response time to written requests--Denial of disclosure--Appeals--Promulgation of 
rules-- Attorney's fees and costs for denial of access to hazardous waste public records.
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disclosure of all nonconfidential public records relating to the Department of Environment and 
Natural Resources and those activities within its jurisdiction shall be allowed. The department shall 
make available for public inspection and disclosure all public records subject to inspection pursuant 
to § 1-26-2 and chapter 1-27. The department shall provide for the reproduction of all public records 
subject to inspection and reasonably capable of being reproduced and may impose a fee to recover 
the reasonable cost of reproduction. Any fee imposed for records reproduction shall be promulgated 
pursuant to chapter 1-26 and shall provide for fee waiver for public records requests from the press 
or communications media, public interest groups, educational organizations, and institutions of 
government. The department shall respond to all written requests for public records within twenty 
working days of the date when the request was received. The department may deny inspection and 
disclosure of any public record not subject to inspection under chapter 1-27, or held confidential 
pursuant to statute or court order. Written notice of denial of inspection or disclosure shall be 
provided to the person making the request. Such denial or failure by the department to respond 
within twenty working days shall be considered final agency action and may be appealed to circuit 
court as provided in chapter 1-26. The secretary, pursuant to chapter 1-26, may promulgate rules to 
implement the provisions of this section.

     Any person denied access to any hazardous waste public record required under chapter 34A-11 
may recover in circuit court reasonable attorney's fees and other litigation costs reasonably incurred 
in an action against the state if the requestor substantially prevails on judicial review.

Source: SL 1992, ch 254, § 96.

Joe Nadenicek - 3836

Yes

Yes - 1-40-31 - $.20/page

Groundwater Quality Progra

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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96-020  DENR-58
Corresponds to Record Series

DES - Groundwater Quality
Division
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34A-2-94.   Public availability of records and information obtained under chapter--Exception to 
protect trade secrets. Any records, reports, or information obtained under this chapter shall, in the 
case of effluent data, be related to any applicable effluent limitations, pretreatment, or new source 
performance standards, and shall be available to the public, except that upon a showing satisfactory 
to the secretary by any person that records, information, or particular part thereof (other than 
effluent data, permit applications and permits) to which the secretary has access under this chapter, 
if made public would divulge methods or processes entitled to protection as trade secrets of such 
person, the secretary shall consider such record, report, or information, or particular portion thereof, 
confidential, except that such record, report or information may be disclosed to other officers, 
employees, or authorized representatives of the state or federal government concerned with 
carrying out this chapter, or when relevant, in any proceeding under this chapter.

Source: SL 1973, ch 280, § 13; SDCL Supp, § 46-25-108; SL 1988, ch 285, § 36.

1-40-31.   Full public disclosure of nonconfidential public records--Reproduction--Fee-- Waiver--
Response time to written requests--Denial of disclosure--Appeals--Promulgation of rules-- Attorney's 
fees and costs for denial of access to hazardous waste public records. Full public inspection and 
disclosure of all nonconfidential public records relating to the Department of Environment and 
Natural Resources and those activities within its jurisdiction shall be allowed. The department shall 
make available for public inspection and disclosure all public records subject to inspection pursuant 
to § 1-26-2 and chapter 1-27. The department shall provide for the reproduction of all public records 
subject to inspection and reasonably capable of being reproduced and may impose a fee to recover 
the reasonable cost of reproduction. Any fee imposed for records reproduction shall be promulgated 
pursuant to chapter 1-26 and shall provide for fee waiver for public records requests from the press 
or communications media, public interest groups, educational organizations, and institutions of 

DENR-58. LUST TRUST PROJECTS: 
96-020 
This series is arranged numerically, then chronologically by date and contains the LUST Trust 
Project files.  Information may include but is not limited to:  workplans; billing vouchers; letters; 
memos; and corrective action, assessment, and monitoring reports.  The information is maintained 
to comply with state and federal rules. 
 
RETENTION:  Retain in office until project closes (end of contract), then microfilm.  Maintain film 
for 7 years, then destroy provided all litigation, claims, and audit findings involving the records have 
been resolved and final action has been taken.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

34A-2-94, 1-40-31
34A-2-94.   Public availability of records and information obtained under chapter--
Exception to protect trade secrets.
1-40-31.   Full public disclosure of nonconfidential public records--Reproduction--Fee-- 
Waiver--Response time to written requests--Denial of disclosure--Appeals--Promulgation of 
rules-- Attorney's fees and costs for denial of access to hazardous waste public records.
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government. The department shall respond to all written requests for public records within twenty 
working days of the date when the request was received. The department may deny inspection and 
disclosure of any public record not subject to inspection under chapter 1-27, or held confidential 
pursuant to statute or court order. Written notice of denial of inspection or disclosure shall be 
provided to the person making the request. Such denial or failure by the department to respond 
within twenty working days shall be considered final agency action and may be appealed to circuit 
court as provided in chapter 1-26. The secretary, pursuant to chapter 1-26, may promulgate rules to 
implement the provisions of this section.

     Any person denied access to any hazardous waste public record required under chapter 34A-11 
may recover in circuit court reasonable attorney's fees and other litigation costs reasonably incurred 
in an action against the state if the requestor substantially prevails on judicial review.

Source: SL 1992, ch 254, § 96.

Joe Nadenicek - 3836

Yes

Yes - 1-40-31 - $.20/page

Groundwater Quality Progra

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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96-020  DENR-64
Corresponds to Record Series

DES - Groundwater Quality
Division
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34A-2-94.   Public availability of records and information obtained under chapter--Exception to 
protect trade secrets. Any records, reports, or information obtained under this chapter shall, in the 
case of effluent data, be related to any applicable effluent limitations, pretreatment, or new source 
performance standards, and shall be available to the public, except that upon a showing satisfactory 
to the secretary by any person that records, information, or particular part thereof (other than 
effluent data, permit applications and permits) to which the secretary has access under this chapter, 
if made public would divulge methods or processes entitled to protection as trade secrets of such 
person, the secretary shall consider such record, report, or information, or particular portion thereof, 
confidential, except that such record, report or information may be disclosed to other officers, 
employees, or authorized representatives of the state or federal government concerned with 
carrying out this chapter, or when relevant, in any proceeding under this chapter.

Source: SL 1973, ch 280, § 13; SDCL Supp, § 46-25-108; SL 1988, ch 285, § 36.

1-40-31.   Full public disclosure of nonconfidential public records--Reproduction--Fee-- Waiver--
Response time to written requests--Denial of disclosure--Appeals--Promulgation of rules-- Attorney's 
fees and costs for denial of access to hazardous waste public records. Full public inspection and 
disclosure of all nonconfidential public records relating to the Department of Environment and 
Natural Resources and those activities within its jurisdiction shall be allowed. The department shall 
make available for public inspection and disclosure all public records subject to inspection pursuant 
to § 1-26-2 and chapter 1-27. The department shall provide for the reproduction of all public records 
subject to inspection and reasonably capable of being reproduced and may impose a fee to recover 
the reasonable cost of reproduction. Any fee imposed for records reproduction shall be promulgated 
pursuant to chapter 1-26 and shall provide for fee waiver for public records requests from the press 
or communications media, public interest groups, educational organizations, and institutions of 
government. The department shall respond to all written requests for public records within twenty 

DENR-64. SPILL REPORTS: 
96-020 
This database and paper series is arranged numerically, then chronologically by date and contains 
spill reports.  Information includes but is not limited to:  letters, memos, and reports on on-going 
investigations.  The information is used to track on-going investigations. 
 
RETENTION:  Retain current in office, then microfilm.  Maintain microfilm permanently. 
 
(NOTE:  Destroy paper after microfilm has been inspected and verified to meet quality standards.)

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

34A-2-94, 1-40-31
34A-2-94.   Public availability of records and information obtained under chapter--
Exception to protect trade secrets.
1-40-31.   Full public disclosure of nonconfidential public records--Reproduction--Fee-- 
Waiver--Response time to written requests--Denial of disclosure--Appeals--Promulgation of 
rules-- Attorney's fees and costs for denial of access to hazardous waste public records.

South Dakota Codified Law

Friday, June 29, 2007 Page 464 of 2119



working days of the date when the request was received. The department may deny inspection and 
disclosure of any public record not subject to inspection under chapter 1-27, or held confidential 
pursuant to statute or court order. Written notice of denial of inspection or disclosure shall be 
provided to the person making the request. Such denial or failure by the department to respond 
within twenty working days shall be considered final agency action and may be appealed to circuit 
court as provided in chapter 1-26. The secretary, pursuant to chapter 1-26, may promulgate rules to 
implement the provisions of this section.

     Any person denied access to any hazardous waste public record required under chapter 34A-11 
may recover in circuit court reasonable attorney's fees and other litigation costs reasonably incurred 
in an action against the state if the requestor substantially prevails on judicial review.

Source: SL 1992, ch 254, § 96.

Joe Nadenicek - 3836

Yes

Yes - 1-40-31 - $.20/page

Groundwater Quality Progra

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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96-020  DENR-65
Corresponds to Record Series

DES - Groundwater Quality
Division
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34A-2-94.   Public availability of records and information obtained under chapter--Exception to 
protect trade secrets. Any records, reports, or information obtained under this chapter shall, in the 
case of effluent data, be related to any applicable effluent limitations, pretreatment, or new source 
performance standards, and shall be available to the public, except that upon a showing satisfactory 
to the secretary by any person that records, information, or particular part thereof (other than 
effluent data, permit applications and permits) to which the secretary has access under this chapter, 
if made public would divulge methods or processes entitled to protection as trade secrets of such 
person, the secretary shall consider such record, report, or information, or particular portion thereof, 
confidential, except that such record, report or information may be disclosed to other officers, 
employees, or authorized representatives of the state or federal government concerned with 
carrying out this chapter, or when relevant, in any proceeding under this chapter.

Source: SL 1973, ch 280, § 13; SDCL Supp, § 46-25-108; SL 1988, ch 285, § 36.

1-40-31.   Full public disclosure of nonconfidential public records--Reproduction--Fee-- Waiver--
Response time to written requests--Denial of disclosure--Appeals--Promulgation of rules-- Attorney's 
fees and costs for denial of access to hazardous waste public records. Full public inspection and 
disclosure of all nonconfidential public records relating to the Department of Environment and 
Natural Resources and those activities within its jurisdiction shall be allowed. The department shall 
make available for public inspection and disclosure all public records subject to inspection pursuant 
to § 1-26-2 and chapter 1-27. The department shall provide for the reproduction of all public records 
subject to inspection and reasonably capable of being reproduced and may impose a fee to recover 
the reasonable cost of reproduction. Any fee imposed for records reproduction shall be promulgated 
pursuant to chapter 1-26 and shall provide for fee waiver for public records requests from the press 
or communications media, public interest groups, educational organizations, and institutions of 
government. The department shall respond to all written requests for public records within twenty 

DENR-65. STORAGE TANKS: 
96-020 
This paper and database series is arranged numerically and contains facility registration forms.  
Information includes:  facility identification number, owners name, facility location, number of tanks, 
size of tanks, other tank specifics, and status (open or closed).  The information is used to track fuel 
storage statewide in compliance with state and federal regulations, and is used for updating and 
scheduling inspections. 
 
RETENTION:  Retain permanently in office.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

34A-2-94, 1-40-31
34A-2-94.   Public availability of records and information obtained under chapter--
Exception to protect trade secrets.
1-40-31.   Full public disclosure of nonconfidential public records--Reproduction--Fee-- 
Waiver--Response time to written requests--Denial of disclosure--Appeals--Promulgation of 
rules-- Attorney's fees and costs for denial of access to hazardous waste public records.
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working days of the date when the request was received. The department may deny inspection and 
disclosure of any public record not subject to inspection under chapter 1-27, or held confidential 
pursuant to statute or court order. Written notice of denial of inspection or disclosure shall be 
provided to the person making the request. Such denial or failure by the department to respond 
within twenty working days shall be considered final agency action and may be appealed to circuit 
court as provided in chapter 1-26. The secretary, pursuant to chapter 1-26, may promulgate rules to 
implement the provisions of this section.

     Any person denied access to any hazardous waste public record required under chapter 34A-11 
may recover in circuit court reasonable attorney's fees and other litigation costs reasonably incurred 
in an action against the state if the requestor substantially prevails on judicial review.

Source: SL 1992, ch 254, § 96.

Joe Nadenicek - 3836

Yes

Yes - 1-40-31 - $.20/page

Groundwater Quality Progra

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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96-020  DENR-66
Corresponds to Record Series

DES - Groundwater Quality
Division

Friday, June 29, 2007 Page 469 of 2119



34A-2-94.   Public availability of records and information obtained under chapter--Exception to 
protect trade secrets. Any records, reports, or information obtained under this chapter shall, in the 
case of effluent data, be related to any applicable effluent limitations, pretreatment, or new source 
performance standards, and shall be available to the public, except that upon a showing satisfactory 
to the secretary by any person that records, information, or particular part thereof (other than 
effluent data, permit applications and permits) to which the secretary has access under this chapter, 
if made public would divulge methods or processes entitled to protection as trade secrets of such 
person, the secretary shall consider such record, report, or information, or particular portion thereof, 
confidential, except that such record, report or information may be disclosed to other officers, 
employees, or authorized representatives of the state or federal government concerned with 
carrying out this chapter, or when relevant, in any proceeding under this chapter.

Source: SL 1973, ch 280, § 13; SDCL Supp, § 46-25-108; SL 1988, ch 285, § 36.

1-40-31.   Full public disclosure of nonconfidential public records--Reproduction--Fee-- Waiver--
Response time to written requests--Denial of disclosure--Appeals--Promulgation of rules-- Attorney's 
fees and costs for denial of access to hazardous waste public records. Full public inspection and 
disclosure of all nonconfidential public records relating to the Department of Environment and 
Natural Resources and those activities within its jurisdiction shall be allowed. The department shall 
make available for public inspection and disclosure all public records subject to inspection pursuant 
to § 1-26-2 and chapter 1-27. The department shall provide for the reproduction of all public records 
subject to inspection and reasonably capable of being reproduced and may impose a fee to recover 
the reasonable cost of reproduction. Any fee imposed for records reproduction shall be promulgated 
pursuant to chapter 1-26 and shall provide for fee waiver for public records requests from the press 
or communications media, public interest groups, educational organizations, and institutions of 
government. The department shall respond to all written requests for public records within twenty 
working days of the date when the request was received. The department may deny inspection and 

DENR-66. STORAGE TANKS PLANS AND SPECIFICATIONS: 
96-020 
This series is arranged numerically by plans and specifications number and contains the 
underground and above ground storage tank plans and specifications.  Information includes:  
drawings for new or upgraded storage tank systems and detailed engineering specifications for each 
facility.  The information in maintained for administrative purposes. 
 
RETENTION:  Microfilm and maintain film for 20 years.  Destroy after 20 years.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

34A-2-94, 1-40-31
34A-2-94.   Public availability of records and information obtained under chapter--
Exception to protect trade secrets.
1-40-31.   Full public disclosure of nonconfidential public records--Reproduction--Fee-- 
Waiver--Response time to written requests--Denial of disclosure--Appeals--Promulgation of 
rules-- Attorney's fees and costs for denial of access to hazardous waste public records.
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disclosure of any public record not subject to inspection under chapter 1-27, or held confidential 
pursuant to statute or court order. Written notice of denial of inspection or disclosure shall be 
provided to the person making the request. Such denial or failure by the department to respond 
within twenty working days shall be considered final agency action and may be appealed to circuit 
court as provided in chapter 1-26. The secretary, pursuant to chapter 1-26, may promulgate rules to 
implement the provisions of this section.

     Any person denied access to any hazardous waste public record required under chapter 34A-11 
may recover in circuit court reasonable attorney's fees and other litigation costs reasonably incurred 
in an action against the state if the requestor substantially prevails on judicial review.

Source: SL 1992, ch 254, § 96.

Joe Nadenicek - 3836

Yes

Yes - 1-40-31 - $.20/page

Groundwater Quality Progra

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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Corresponds to Record Series

Environmental Services
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1-40-31.   Full public disclosure of nonconfidential public records--Reproduction--Fee-- Waiver--
Response time to written requests--Denial of disclosure--Appeals--Promulgation of rules-- Attorney's 
fees and costs for denial of access to hazardous waste public records. Full public inspection and 
disclosure of all nonconfidential public records relating to the Department of Environment and 
Natural Resources and those activities within its jurisdiction shall be allowed. The department shall 
make available for public inspection and disclosure all public records subject to inspection pursuant 
to § 1-26-2 and chapter 1-27. The department shall provide for the reproduction of all public records 
subject to inspection and reasonably capable of being reproduced and may impose a fee to recover 
the reasonable cost of reproduction. Any fee imposed for records reproduction shall be promulgated 
pursuant to chapter 1-26 and shall provide for fee waiver for public records requests from the press 
or communications media, public interest groups, educational organizations, and institutions of 
government. The department shall respond to all written requests for public records within twenty 
working days of the date when the request was received. The department may deny inspection and 
disclosure of any public record not subject to inspection under chapter 1-27, or held confidential 
pursuant to statute or court order. Written notice of denial of inspection or disclosure shall be 
provided to the person making the request. Such denial or failure by the department to respond 
within twenty working days shall be considered final agency action and may be appealed to circuit 
court as provided in chapter 1-26. The secretary, pursuant to chapter 1-26, may promulgate rules to 
implement the provisions of this section.

     Any person denied access to any hazardous waste public record required under chapter 34A-11 
may recover in circuit court reasonable attorney's fees and other litigation costs reasonably incurred 
in an action against the state if the requestor substantially prevails on judicial review.

Source: SL 1992, ch 254, § 96.

DENR-7. AGREEMENTS, STATE/E.P.A.: 
96-020 
This series contains the yearly final agreement between the state and the Environmental Protection 
Agency (E.P.A.) for the administration of the federally funded program.  Information includes:  a 
copy of the formal agreement and working papers used to draw up agreement.  The information is 
retained for reference to carry out the terms of the agreement.  The originals are retained in the 
Division of Financial and Technical Assistance, Fiscal Office. 
 
RETENTION:  Retain 2 years in office, then destroy.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-26-2, 1-27-1, 1-40-31
1-26-1 - Agency Material Available for Public Inspection, 1-27-1 - General State Public 
Records Law - 1-40-31- Full Disclosure of All DENR Non-Confidential Records
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Joe Nadenicek

Yes

Yes - $.20/page - 1-40-31

Records Officer, DENR Fisca

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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Corresponds to Record Series

DES - Minerals and Mining
Division
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Some Records May be Held Confidential Under 45-9-18

45-9-18.   Mechanical well logs--Reports on well location, drilling, and production--Samples, core 
chips, and complete cores--Filing in office of state geologist--Exception as to exploratory well. 
Without limiting its general authority, the Board of Minerals and Environment may require, or may 
delegate to the office of the state geologist, specific authority to require the making and filing in the 
office of the state geologist within thirty days after the completion or abandonment of the well of all 
mechanical well logs, directional surveys, and reports on well location, drilling, and production, and 
for the filing free of charge of samples and core chips and of complete cores, if taken, when 
requested in the office of the state geologist within six months after the completion or abandonment 
of the well; provided, however, that the log and samples and cores of an exploratory or wildcat well 
may, upon written request by the operator be held confidential until six months after the completion 
of the well.

Source: SL 1925, ch 250, § 2; SDC 1939, § 42.0603; SL 1943, ch 153, § 6; SDC Supp 1960, § 
42.0706 (3); SDC Supp 1960, § 42.0706 (4) (a) (2) as enacted by SL 1961, ch 211, § 1.

1-40-31.   Full public disclosure of nonconfidential public records--Reproduction--Fee-- Waiver--
Response time to written requests--Denial of disclosure--Appeals--Promulgation of rules-- Attorney's 
fees and costs for denial of access to hazardous waste public records. Full public inspection and 
disclosure of all nonconfidential public records relating to the Department of Environment and 
Natural Resources and those activities within its jurisdiction shall be allowed. The department shall 
make available for public inspection and disclosure all public records subject to inspection pursuant 
to § 1-26-2 and chapter 1-27. The department shall provide for the reproduction of all public records 
subject to inspection and reasonably capable of being reproduced and may impose a fee to recover 
the reasonable cost of reproduction. Any fee imposed for records reproduction shall be promulgated 
pursuant to chapter 1-26 and shall provide for fee waiver for public records requests from the press 

DENR-71. EXPLORATION PERMIT FIELD FILE: 
96-020 
This series is arranged alphabetically by permit name and contains a copy of the permit 
application.  Information includes:  copy of permit, past inspections, and inspector's handwritten 
notes.  The information is used during actual on site inspections for reference of past inspection 
findings. 
 
RETENTION:  Retain current in office.  Destroy provided superseded or obsolete.

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

1-40-31, 45-9-18
1-40-31.   Full public disclosure of nonconfidential public records--Reproduction--Fee-- 
Waiver--Response time to written requests--Denial of disclosure--Appeals--Promulgation of 
rules-- Attorney's fees and costs for denial of access to hazardous waste public records.
45-9-18.   Mechanical well logs--Reports on well location, drilling, and production--
Samples, core chips, and complete cores--Filing in office of state geologist--Exception as 
to exploratory well.
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or communications media, public interest groups, educational organizations, and institutions of 
government. The department shall respond to all written requests for public records within twenty 
working days of the date when the request was received. The department may deny inspection and 
disclosure of any public record not subject to inspection under chapter 1-27, or held confidential 
pursuant to statute or court order. Written notice of denial of inspection or disclosure shall be 
provided to the person making the request. Such denial or failure by the department to respond 
within twenty working days shall be considered final agency action and may be appealed to circuit 
court as provided in chapter 1-26. The secretary, pursuant to chapter 1-26, may promulgate rules to 
implement the provisions of this section.

     Any person denied access to any hazardous waste public record required under chapter 34A-11 
may recover in circuit court reasonable attorney's fees and other litigation costs reasonably incurred 
in an action against the state if the requestor substantially prevails on judicial review.

Source: SL 1992, ch 254, § 96.

Joe Nadenicek - 3836

Yes

Yes - 1-40-31 - $.20/page

Minerals and Mining Program

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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96-020  DENR-72
Corresponds to Record Series

DES - Minerals and Mining
Division
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Some Records May be Held Confidential Under 45-9-18

45-9-18.   Mechanical well logs--Reports on well location, drilling, and production--Samples, core 
chips, and complete cores--Filing in office of state geologist--Exception as to exploratory well. 
Without limiting its general authority, the Board of Minerals and Environment may require, or may 
delegate to the office of the state geologist, specific authority to require the making and filing in the 
office of the state geologist within thirty days after the completion or abandonment of the well of all 
mechanical well logs, directional surveys, and reports on well location, drilling, and production, and 
for the filing free of charge of samples and core chips and of complete cores, if taken, when 
requested in the office of the state geologist within six months after the completion or abandonment 
of the well; provided, however, that the log and samples and cores of an exploratory or wildcat well 
may, upon written request by the operator be held confidential until six months after the completion 
of the well.

Source: SL 1925, ch 250, § 2; SDC 1939, § 42.0603; SL 1943, ch 153, § 6; SDC Supp 1960, § 
42.0706 (3); SDC Supp 1960, § 42.0706 (4) (a) (2) as enacted by SL 1961, ch 211, § 1.

1-40-31.   Full public disclosure of nonconfidential public records--Reproduction--Fee-- Waiver--
Response time to written requests--Denial of disclosure--Appeals--Promulgation of rules-- Attorney's 
fees and costs for denial of access to hazardous waste public records. Full public inspection and 
disclosure of all nonconfidential public records relating to the Department of Environment and 
Natural Resources and those activities within its jurisdiction shall be allowed. The department shall 
make available for public inspection and disclosure all public records subject to inspection pursuant 
to § 1-26-2 and chapter 1-27. The department shall provide for the reproduction of all public records 
subject to inspection and reasonably capable of being reproduced and may impose a fee to recover 

DENR-72. EXPLORATION PERMIT FILE: 
96-020 
This series is arranged alphabetically and contains both open and closed exploration files.  
Information may include but is not limited to:  permit issued, bond, annual reports, inspection 
reports, reclamation plan, maps plotting points of exploration, and correspondence.  The information 
is used to monitor exploration activities in South Dakota. 
 
RETENTION:  Retain active in office, then microfilm.  Maintain film for 10 years, then destroy. 
 
(NOTE:  Microfilm subject to archival screening prior to disposal.)

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

1-40-31, 45-9-18
1-40-31.   Full public disclosure of nonconfidential public records--Reproduction--Fee-- 
Waiver--Response time to written requests--Denial of disclosure--Appeals--Promulgation of 
rules-- Attorney's fees and costs for denial of access to hazardous waste public records.
45-9-18.   Mechanical well logs--Reports on well location, drilling, and production--
Samples, core chips, and complete cores--Filing in office of state geologist--Exception as 
to exploratory well.
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the reasonable cost of reproduction. Any fee imposed for records reproduction shall be promulgated 
pursuant to chapter 1-26 and shall provide for fee waiver for public records requests from the press 
or communications media, public interest groups, educational organizations, and institutions of 
government. The department shall respond to all written requests for public records within twenty 
working days of the date when the request was received. The department may deny inspection and 
disclosure of any public record not subject to inspection under chapter 1-27, or held confidential 
pursuant to statute or court order. Written notice of denial of inspection or disclosure shall be 
provided to the person making the request. Such denial or failure by the department to respond 
within twenty working days shall be considered final agency action and may be appealed to circuit 
court as provided in chapter 1-26. The secretary, pursuant to chapter 1-26, may promulgate rules to 
implement the provisions of this section.

     Any person denied access to any hazardous waste public record required under chapter 34A-11 
may recover in circuit court reasonable attorney's fees and other litigation costs reasonably incurred 
in an action against the state if the requestor substantially prevails on judicial review.

Source: SL 1992, ch 254, § 96.

Joe Nadenicek - 3836

Yes

Yes - 1-40-31 - $.20/page

Minerals and Mining Program

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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Corresponds to Record Series

DES
Division
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Some Materials May Be Confidential Under 45-6B-19

45-6B-15.   Copy of application filed with department and register of deeds--Public inspection. Upon 
the filing of an application for a mining permit with the Board of Minerals and Environment, the 
applicant shall place a copy of such application for public inspection at the office of the Department 
of Environment and Natural Resources and at the office of the register of deeds of the county in 
which the affected land is located. The copy of the application placed at the office of the register of 
deeds need not be recorded, except at the request of the applicant. Such copy shall be retained 
there until the application has been approved or denied by the board, and such application shall be 
available for public inspection. At the end of such period, the copy may be reclaimed or destroyed 
by the applicant unless it is recorded. Confidential information exempted by § 45-6B-19 shall be 
deleted by the applicant from all copies available for public inspection.

Source: SL 1982, ch 305, § 15.

45-6B-19.   Confidential information in application protected--Violation as misdemeanor. Information 
provided to the state agencies in an application for a mining permit relating to the geologic data, 
size, extent, and economic value of a mineral deposit and information that may affect the 
competitive position of the applicant and marked confidential by the applicant shall be protected as 
confidential information by state agencies and not be a matter of public record in the absence of a 
written release from the operator. A person who knowingly violates the provisions of this section is 
guilty of a Class 2 misdemeanor.

DENR-74. MINING LICENSE FILES: 
96-020 
This series is arranged alphabetically by the construction aggregate operator name and contains 
both active and inactive mining license files.  These files document the construction aggregate 
activity in South Dakota.  Information may include but is not limited to:  copy of the mining license 
application, license issued, report of inspection at the mining operation, various correspondence 
concerning each legal description, and history of license renewals.  The information is used to 
monitor operations at each site. 
 
RETENTION:  Retain current in office, then microfilm.  Maintain film for 5 years, then destroy 
provided 5 years have passed since the file has been closed. 

(NOTE:  Microfilm subject to archival screening prior to disposal.)

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

1-40-31, 45-6B-15, 45-6B-19
1-40-31.   Full public disclosure of nonconfidential public records--Reproduction--Fee-- 
Waiver--Response time to written requests--Denial of disclosure--Appeals--Promulgation of 
rules-- Attorney's fees and costs for denial of access to hazardous waste public records.
45-6B-15.   Copy of application filed with department and register of deeds--Public 
inspection.
45-6B-19.   Confidential information in application protected--Violation as misdemeanor.
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Source: SL 1982, ch 305, § 19.

1-40-31.   Full public disclosure of nonconfidential public records--Reproduction--Fee-- Waiver--
Response time to written requests--Denial of disclosure--Appeals--Promulgation of rules-- Attorney's 
fees and costs for denial of access to hazardous waste public records. Full public inspection and 
disclosure of all nonconfidential public records relating to the Department of Environment and 
Natural Resources and those activities within its jurisdiction shall be allowed. The department shall 
make available for public inspection and disclosure all public records subject to inspection pursuant 
to § 1-26-2 and chapter 1-27. The department shall provide for the reproduction of all public records 
subject to inspection and reasonably capable of being reproduced and may impose a fee to recover 
the reasonable cost of reproduction. Any fee imposed for records reproduction shall be promulgated 
pursuant to chapter 1-26 and shall provide for fee waiver for public records requests from the press 
or communications media, public interest groups, educational organizations, and institutions of 
government. The department shall respond to all written requests for public records within twenty 
working days of the date when the request was received. The department may deny inspection and 
disclosure of any public record not subject to inspection under chapter 1-27, or held confidential 
pursuant to statute or court order. Written notice of denial of inspection or disclosure shall be 
provided to the person making the request. Such denial or failure by the department to respond 
within twenty working days shall be considered final agency action and may be appealed to circuit 
court as provided in chapter 1-26. The secretary, pursuant to chapter 1-26, may promulgate rules to 
implement the provisions of this section.

     Any person denied access to any hazardous waste public record required under chapter 34A-11 
may recover in circuit court reasonable attorney's fees and other litigation costs reasonably incurred 
in an action against the state if the requestor substantially prevails on judicial review.

Source: SL 1992, ch 254, § 96.

Joe Nadenicek - 3836

Yes

1-40-31 - $.20/page

Minerals and Mining Program

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 483 of 2119



96-020  DENR-75
Corresponds to Record Series

DES - Minerals and Mining
Division
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Some Materials May Be Confidential Under 45-6B-19

45-6B-15.   Copy of application filed with department and register of deeds--Public inspection. Upon 
the filing of an application for a mining permit with the Board of Minerals and Environment, the 
applicant shall place a copy of such application for public inspection at the office of the Department 
of Environment and Natural Resources and at the office of the register of deeds of the county in 
which the affected land is located. The copy of the application placed at the office of the register of 
deeds need not be recorded, except at the request of the applicant. Such copy shall be retained 
there until the application has been approved or denied by the board, and such application shall be 
available for public inspection. At the end of such period, the copy may be reclaimed or destroyed 
by the applicant unless it is recorded. Confidential information exempted by § 45-6B-19 shall be 
deleted by the applicant from all copies available for public inspection.

Source: SL 1982, ch 305, § 15.

45-6B-19.   Confidential information in application protected--Violation as misdemeanor. Information 
provided to the state agencies in an application for a mining permit relating to the geologic data, 
size, extent, and economic value of a mineral deposit and information that may affect the 
competitive position of the applicant and marked confidential by the applicant shall be protected as 
confidential information by state agencies and not be a matter of public record in the absence of a 
written release from the operator. A person who knowingly violates the provisions of this section is 
guilty of a Class 2 misdemeanor.
Source: SL 1982, ch 305, § 19.

1-40-31.   Full public disclosure of nonconfidential public records--Reproduction--Fee-- Waiver--
Response time to written requests--Denial of disclosure--Appeals--Promulgation of rules-- Attorney's 
fees and costs for denial of access to hazardous waste public records. Full public inspection and 

DENR-75. MINING PERMIT FIELD FILE: 
96-020 
This series is arranged alphabetically by permit name and contains copies of the mining permit 
applications and inspections.  Information includes:  copies of the permit, past inspections, and 
inspector's handwritten notes.  The information is used during actual on site inspections for 
reference of past inspection findings. 
 
RETENTION:  Retain current in office.  Destroy provided superseded or obsolete.

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

1-40-31, 45-6B-15, 45-6B-19
1-40-31.   Full public disclosure of nonconfidential public records--Reproduction--Fee-- 
Waiver--Response time to written requests--Denial of disclosure--Appeals--Promulgation of 
rules-- Attorney's fees and costs for denial of access to hazardous waste public records.
45-6B-15.   Copy of application filed with department and register of deeds--Public 
inspection.
45-6B-19.   Confidential information in application protected--Violation as misdemeanor.
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disclosure of all nonconfidential public records relating to the Department of Environment and 
Natural Resources and those activities within its jurisdiction shall be allowed. The department shall 
make available for public inspection and disclosure all public records subject to inspection pursuant 
to § 1-26-2 and chapter 1-27. The department shall provide for the reproduction of all public records 
subject to inspection and reasonably capable of being reproduced and may impose a fee to recover 
the reasonable cost of reproduction. Any fee imposed for records reproduction shall be promulgated 
pursuant to chapter 1-26 and shall provide for fee waiver for public records requests from the press 
or communications media, public interest groups, educational organizations, and institutions of 
government. The department shall respond to all written requests for public records within twenty 
working days of the date when the request was received. The department may deny inspection and 
disclosure of any public record not subject to inspection under chapter 1-27, or held confidential 
pursuant to statute or court order. Written notice of denial of inspection or disclosure shall be 
provided to the person making the request. Such denial or failure by the department to respond 
within twenty working days shall be considered final agency action and may be appealed to circuit 
court as provided in chapter 1-26. The secretary, pursuant to chapter 1-26, may promulgate rules to 
implement the provisions of this section.

     Any person denied access to any hazardous waste public record required under chapter 34A-11 
may recover in circuit court reasonable attorney's fees and other litigation costs reasonably incurred 
in an action against the state if the requestor substantially prevails on judicial review.

Source: SL 1992, ch 254, § 96.

Joe Nadenicek - 3836

Yes

Yes - 1-40-31 - $.20/page

Minerals and Mining Program

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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96-020  DENR-76
Corresponds to Record Series

DES - Minerals and Mining
Division

DENR-76. MINING PERMIT FILES: 
96-020
This series is arranged alphabetically by mining permit name and contains the materials, which are 
used to administer mining activities within the state.  Information may include but is not limited to:  
copy of the permit issued, bond, inspection reports conducted at the mining operation, various 
correspondence concerning each permit, a history of permit renewals, plans and specifications, and 
maps.  The information is used to monitor operations at each of the mines. 
 
RETENTION:  Retain current in office, then microfilm.  Maintain film for 5 years, then destroy 
provided 5 years have passed since the file has been closed. 
 
(NOTE:  Microfilm subject to archival screening prior to disposal.)

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

1-40-31, 45-6B-15, 45-6B-19
1-40-31.   Full public disclosure of nonconfidential public records--Reproduction--Fee-- 
Waiver--Response time to written requests--Denial of disclosure--Appeals--Promulgation of 
rules-- Attorney's fees and costs for denial of access to hazardous waste public records.
45-6B-15.   Copy of application filed with department and register of deeds--Public 
inspection.
45-6B-19.   Confidential information in application protected--Violation as misdemeanor.

South Dakota Codified Law
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Yes

Yes - 1-40-31 - $.20/page

Minerals and Mining Program

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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Corresponds to Record Series

DES - Minerals and Mining
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1-26-2.   Agency materials available for public inspection--Derogatory materials. Each agency shall 
make available for public inspection all rules, final orders, decisions, opinions, intra-agency 
memoranda, together with all other materials, written statements of policy or interpretations 
formulated, adopted, or used by the agency in the discharge of its functions. An agency shall hold 
confidential materials derogatory to a person but such information shall be made available to the 
person to whom it relates.

Source: SDC 1939, § 55.1203; SL 1966, ch 159, § 2; SL 1972, ch 8, § 4.

1-40-31.   Full public disclosure of nonconfidential public records--Reproduction--Fee-- Waiver--
Response time to written requests--Denial of disclosure--Appeals--Promulgation of rules-- Attorney's 
fees and costs for denial of access to hazardous waste public records. Full public inspection and 
disclosure of all nonconfidential public records relating to the Department of Environment and 
Natural Resources and those activities within its jurisdiction shall be allowed. The department shall 
make available for public inspection and disclosure all public records subject to inspection pursuant 
to § 1-26-2 and chapter 1-27. The department shall provide for the reproduction of all public records 
subject to inspection and reasonably capable of being reproduced and may impose a fee to recover 

DENR-77. MINING RULES AND REGULATIONS: 
96-020 
This series is arranged numerically by rule number and contains notices of public hearings, 
affidavits of publication of notices, written comments from the public, and transcripts of hearing.  
These are also filed with Legislative Research Counsel and the Secretary of State.  Files have little 
reference activity once the hearing has been held unless someone requests a copy of the 
transcript.  Information serves to document the proper promulgation of administrative rules pursuant 
to SDCL 1-26. 
 
RETENTION:  Retain 1 year in office, then microfilm.  Maintain film in office for as long as rules are 
in effect, 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 statue 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.)

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-26-2, 1-40-31
1-26-2.   Agency materials available for public inspection--Derogatory materials.
1-40-31.   Full public disclosure of nonconfidential public records--Reproduction--Fee-- 
Waiver--Response time to written requests--Denial of disclosure--Appeals--Promulgation of 
rules-- Attorney's fees and costs for denial of access to hazardous waste public records.
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the reasonable cost of reproduction. Any fee imposed for records reproduction shall be promulgated 
pursuant to chapter 1-26 and shall provide for fee waiver for public records requests from the press 
or communications media, public interest groups, educational organizations, and institutions of 
government. The department shall respond to all written requests for public records within twenty 
working days of the date when the request was received. The department may deny inspection and 
disclosure of any public record not subject to inspection under chapter 1-27, or held confidential 
pursuant to statute or court order. Written notice of denial of inspection or disclosure shall be 
provided to the person making the request. Such denial or failure by the department to respond 
within twenty working days shall be considered final agency action and may be appealed to circuit 
court as provided in chapter 1-26. The secretary, pursuant to chapter 1-26, may promulgate rules to 
implement the provisions of this section.

     Any person denied access to any hazardous waste public record required under chapter 34A-11 
may recover in circuit court reasonable attorney's fees and other litigation costs reasonably incurred 
in an action against the state if the requestor substantially prevails on judicial review.

Source: SL 1992, ch 254, § 96.

Joe Nadenicek - 3836

Yes

Yes - 1-40-31 - $.20/page

Minerals and Mining Program

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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Corresponds to Record Series

DES - Air Quality
Division
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Trade Secrets are Confidential

34A-1-14.   Records and information available to public--Exception to protect trade secrets-- 
Authorized use--Violation as misdemeanor. Any records, reports, or information obtained by the 
department or board from owners or operators of an air contaminant source or sources shall be 
available to the public, except that upon a showing satisfactory to the board by the owners or 
operators of an air contaminant source that the records, reports, or information obtained by the 
department or board regarding processes or production technique are sufficiently unique to affect 
adversely the competitive position of the owner or operator by revealing trade secrets, the 
department and board shall consider the record, report, or information or particular portion thereof 
confidential in the administration of this chapter. Nothing in this section prevents the disclosure of 
otherwise confidential records or information by the department or board, or any department, 
agency, or officer of state government if necessary for the prosecution of violations of the chapter 
or rules promulgated pursuant to this chapter. Nothing in this section prevents the use of such 
records or information by the department, or any department, agency, or officer of the state 
government in compiling or publishing analyses or summaries relating to the general condition of 
the outdoor atmosphere if the analyses or summaries do not identify, directly or indirectly, any 
owner or operator or reveal any information otherwise confidential under this section. 
Notwithstanding the provisions of this section, all data relating to air pollution emissions as defined 
in § 34A-1-2, are public records, and subject to public disclosure as provided in § 1-40-31.

     A violation of this section is a Class 2 misdemeanor.

Source: SL 1970, ch 203, §§ 13, 15; SDCL Supp, § 34-16A-21; SL 1973, ch 222, § 5; SL 1977, ch 
190, § 30; SL 1995, ch 203, § 1.

DENR-78. POLLUTION SOURCE FILES: 
96-020 
This series is arranged alphabetically by operator name and contains the pollution source files.  
Information may include but is not limited to:  a copy of the permit application, permit issued, 
correspondence, inspections, stack tests, and enforcement actions.  The information is maintained 
for reference and administrative purposes. 
 
RETENTION:  Retain current in office, then microfilm.  Destroy film 10 years after the facility 
ceases operations.

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

34A-1-14, 1-40-31
34A-1-14.   Records and information available to public--Exception to protect trade 
secrets-- Authorized use--Violation as misdemeanor.
 1-40-31.   Full public disclosure of nonconfidential public records--Reproduction--Fee-- 
Waiver--Response time to written requests--Denial of disclosure--Appeals--Promulgation of 
rules-- Attorney's fees and costs for denial of access to hazardous waste public records.
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1-40-31.   Full public disclosure of nonconfidential public records--Reproduction--Fee-- Waiver--
Response time to written requests--Denial of disclosure--Appeals--Promulgation of rules-- Attorney's 
fees and costs for denial of access to hazardous waste public records. Full public inspection and 
disclosure of all nonconfidential public records relating to the Department of Environment and 
Natural Resources and those activities within its jurisdiction shall be allowed. The department shall 
make available for public inspection and disclosure all public records subject to inspection pursuant 
to § 1-26-2 and chapter 1-27. The department shall provide for the reproduction of all public records 
subject to inspection and reasonably capable of being reproduced and may impose a fee to recover 
the reasonable cost of reproduction. Any fee imposed for records reproduction shall be promulgated 
pursuant to chapter 1-26 and shall provide for fee waiver for public records requests from the press 
or communications media, public interest groups, educational organizations, and institutions of 
government. The department shall respond to all written requests for public records within twenty 
working days of the date when the request was received. The department may deny inspection and 
disclosure of any public record not subject to inspection under chapter 1-27, or held confidential 
pursuant to statute or court order. Written notice of denial of inspection or disclosure shall be 
provided to the person making the request. Such denial or failure by the department to respond 
within twenty working days shall be considered final agency action and may be appealed to circuit 
court as provided in chapter 1-26. The secretary, pursuant to chapter 1-26, may promulgate rules to 
implement the provisions of this section.

     Any person denied access to any hazardous waste public record required under chapter 34A-11 
may recover in circuit court reasonable attorney's fees and other litigation costs reasonably incurred 
in an action against the state if the requestor substantially prevails on judicial review.

Source: SL 1992, ch 254, § 96.

Joe Nadenicek - 3836

Yes

Yes - 1-40-31 - $.20/page

Air Quality Program Administ

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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Corresponds to Record Series

DES - Air Quality
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34A-1-14.   Records and information available to public--Exception to protect trade secrets-- 
Authorized use--Violation as misdemeanor. Any records, reports, or information obtained by the 
department or board from owners or operators of an air contaminant source or sources shall be 
available to the public, except that upon a showing satisfactory to the board by the owners or 
operators of an air contaminant source that the records, reports, or information obtained by the 
department or board regarding processes or production technique are sufficiently unique to affect 
adversely the competitive position of the owner or operator by revealing trade secrets, the 
department and board shall consider the record, report, or information or particular portion thereof 
confidential in the administration of this chapter. Nothing in this section prevents the disclosure of 
otherwise confidential records or information by the department or board, or any department, 
agency, or officer of state government if necessary for the prosecution of violations of the chapter 
or rules promulgated pursuant to this chapter. Nothing in this section prevents the use of such 
records or information by the department, or any department, agency, or officer of the state 
government in compiling or publishing analyses or summaries relating to the general condition of 
the outdoor atmosphere if the analyses or summaries do not identify, directly or indirectly, any 
owner or operator or reveal any information otherwise confidential under this section. 
Notwithstanding the provisions of this section, all data relating to air pollution emissions as defined 
in § 34A-1-2, are public records, and subject to public disclosure as provided in § 1-40-31.

     A violation of this section is a Class 2 misdemeanor.

Source: SL 1970, ch 203, §§ 13, 15; SDCL Supp, § 34-16A-21; SL 1973, ch 222, § 5; SL 1977, ch 
190, § 30; SL 1995, ch 203, § 1.

1-40-31.   Full public disclosure of nonconfidential public records--Reproduction--Fee-- Waiver--
Response time to written requests--Denial of disclosure--Appeals--Promulgation of rules-- Attorney's 
fees and costs for denial of access to hazardous waste public records. Full public inspection and 

DENR-82. ASBESTOS CERTIFICATION FORMS: 
96-020 
This series is arranged chronologically and contains asbestos certification forms.  Information 
includes:  name of applicant, height, weight, date of birth, address, name of company, and area of 
asbestos work to be certified in (i.e. planner, worker, supervisor).  Certification is required by state 
rule to be able to conduct asbestos activity. 
 
RETENTION:  Retain 1 year in office, then destroy.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

34A-1-14, 1-40-31
34A-1-14.   Records and information available to public--Exception to protect trade 
secrets-- Authorized use--Violation as misdemeanor.
 1-40-31.   Full public disclosure of nonconfidential public records--Reproduction--Fee-- 
Waiver--Response time to written requests--Denial of disclosure--Appeals--Promulgation of 
rules-- Attorney's fees and costs for denial of access to hazardous waste public records.
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disclosure of all nonconfidential public records relating to the Department of Environment and 
Natural Resources and those activities within its jurisdiction shall be allowed. The department shall 
make available for public inspection and disclosure all public records subject to inspection pursuant 
to § 1-26-2 and chapter 1-27. The department shall provide for the reproduction of all public records 
subject to inspection and reasonably capable of being reproduced and may impose a fee to recover 
the reasonable cost of reproduction. Any fee imposed for records reproduction shall be promulgated 
pursuant to chapter 1-26 and shall provide for fee waiver for public records requests from the press 
or communications media, public interest groups, educational organizations, and institutions of 
government. The department shall respond to all written requests for public records within twenty 
working days of the date when the request was received. The department may deny inspection and 
disclosure of any public record not subject to inspection under chapter 1-27, or held confidential 
pursuant to statute or court order. Written notice of denial of inspection or disclosure shall be 
provided to the person making the request. Such denial or failure by the department to respond 
within twenty working days shall be considered final agency action and may be appealed to circuit 
court as provided in chapter 1-26. The secretary, pursuant to chapter 1-26, may promulgate rules to 
implement the provisions of this section.

     Any person denied access to any hazardous waste public record required under chapter 34A-11 
may recover in circuit court reasonable attorney's fees and other litigation costs reasonably incurred 
in an action against the state if the requestor substantially prevails on judicial review.

Source: SL 1992, ch 254, § 96.

Joe Nadenicek - 3836

Yes

Yes - 1-40-31 - $.20/page

Asbestos Program Administra

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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Corresponds to Record Series

DES - Air Quality
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34A-1-14.   Records and information available to public--Exception to protect trade secrets-- 
Authorized use--Violation as misdemeanor. Any records, reports, or information obtained by the 
department or board from owners or operators of an air contaminant source or sources shall be 
available to the public, except that upon a showing satisfactory to the board by the owners or 
operators of an air contaminant source that the records, reports, or information obtained by the 
department or board regarding processes or production technique are sufficiently unique to affect 
adversely the competitive position of the owner or operator by revealing trade secrets, the 
department and board shall consider the record, report, or information or particular portion thereof 
confidential in the administration of this chapter. Nothing in this section prevents the disclosure of 
otherwise confidential records or information by the department or board, or any department, 
agency, or officer of state government if necessary for the prosecution of violations of the chapter 
or rules promulgated pursuant to this chapter. Nothing in this section prevents the use of such 
records or information by the department, or any department, agency, or officer of the state 
government in compiling or publishing analyses or summaries relating to the general condition of 
the outdoor atmosphere if the analyses or summaries do not identify, directly or indirectly, any 
owner or operator or reveal any information otherwise confidential under this section. 
Notwithstanding the provisions of this section, all data relating to air pollution emissions as defined 
in § 34A-1-2, are public records, and subject to public disclosure as provided in § 1-40-31.

     A violation of this section is a Class 2 misdemeanor.

Source: SL 1970, ch 203, §§ 13, 15; SDCL Supp, § 34-16A-21; SL 1973, ch 222, § 5; SL 1977, ch 
190, § 30; SL 1995, ch 203, § 1.

1-40-31.   Full public disclosure of nonconfidential public records--Reproduction--Fee-- Waiver--
Response time to written requests--Denial of disclosure--Appeals--Promulgation of rules-- Attorney's 
fees and costs for denial of access to hazardous waste public records. Full public inspection and 

DENR-83. ASBESTOS RENOVATION/DEMOLITION NOTIFICATIONS: 
96-020 
This series is arranged chronologically and contains notification information regarding the 
renovation/demolition of asbestos containing property.  Information includes:  the source, date of 
activity, date of completion, name of company doing renovation/demolition work, and square 
footage of area affected.  Notification activities are required by state rule. 
 
RETENTION:  Retain 2 years in office, then destroy.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

34A-1-14, 1-40-31
34A-1-14.   Records and information available to public--Exception to protect trade 
secrets-- Authorized use--Violation as misdemeanor.
 1-40-31.   Full public disclosure of nonconfidential public records--Reproduction--Fee-- 
Waiver--Response time to written requests--Denial of disclosure--Appeals--Promulgation of 
rules-- Attorney's fees and costs for denial of access to hazardous waste public records.

South Dakota Codified Law

Friday, June 29, 2007 Page 498 of 2119



disclosure of all nonconfidential public records relating to the Department of Environment and 
Natural Resources and those activities within its jurisdiction shall be allowed. The department shall 
make available for public inspection and disclosure all public records subject to inspection pursuant 
to § 1-26-2 and chapter 1-27. The department shall provide for the reproduction of all public records 
subject to inspection and reasonably capable of being reproduced and may impose a fee to recover 
the reasonable cost of reproduction. Any fee imposed for records reproduction shall be promulgated 
pursuant to chapter 1-26 and shall provide for fee waiver for public records requests from the press 
or communications media, public interest groups, educational organizations, and institutions of 
government. The department shall respond to all written requests for public records within twenty 
working days of the date when the request was received. The department may deny inspection and 
disclosure of any public record not subject to inspection under chapter 1-27, or held confidential 
pursuant to statute or court order. Written notice of denial of inspection or disclosure shall be 
provided to the person making the request. Such denial or failure by the department to respond 
within twenty working days shall be considered final agency action and may be appealed to circuit 
court as provided in chapter 1-26. The secretary, pursuant to chapter 1-26, may promulgate rules to 
implement the provisions of this section.

     Any person denied access to any hazardous waste public record required under chapter 34A-11 
may recover in circuit court reasonable attorney's fees and other litigation costs reasonably incurred 
in an action against the state if the requestor substantially prevails on judicial review.

Source: SL 1992, ch 254, § 96.

Joe Nadenicek - 3836

Yes

Yes - 1-40-31 - $.20/page

Asbestos Program Administra

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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1-26-2.   Agency materials available for public inspection--Derogatory materials. Each agency shall 
make available for public inspection all rules, final orders, decisions, opinions, intra-agency 
memoranda, together with all other materials, written statements of policy or interpretations 
formulated, adopted, or used by the agency in the discharge of its functions. An agency shall hold 
confidential materials derogatory to a person but such information shall be made available to the 
person to whom it relates.

Source: SDC 1939, § 55.1203; SL 1966, ch 159, § 2; SL 1972, ch 8, § 4.
1-40-31.   Full public disclosure of nonconfidential public records--Reproduction--Fee-- Waiver--
Response time to written requests--Denial of disclosure--Appeals--Promulgation of rules-- Attorney's 
fees and costs for denial of access to hazardous waste public records. Full public inspection and 
disclosure of all nonconfidential public records relating to the Department of Environment and 
Natural Resources and those activities within its jurisdiction shall be allowed. The department shall 
make available for public inspection and disclosure all public records subject to inspection pursuant 
to § 1-26-2 and chapter 1-27. The department shall provide for the reproduction of all public records 
subject to inspection and reasonably capable of being reproduced and may impose a fee to recover 
the reasonable cost of reproduction. Any fee imposed for records reproduction shall be promulgated 
pursuant to chapter 1-26 and shall provide for fee waiver for public records requests from the press 
or communications media, public interest groups, educational organizations, and institutions of 
government. The department shall respond to all written requests for public records within twenty 
working days of the date when the request was received. The department may deny inspection and 
disclosure of any public record not subject to inspection under chapter 1-27, or held confidential 
pursuant to statute or court order. Written notice of denial of inspection or disclosure shall be 
provided to the person making the request. Such denial or failure by the department to respond 
within twenty working days shall be considered final agency action and may be appealed to circuit 
court as provided in chapter 1-26. The secretary, pursuant to chapter 1-26, may promulgate rules to 
implement the provisions of this section.

DENR-85. MINUTES, BOARD OF MINERALS AND ENVIRONMENT, SOUND TAPES: 
96-020 
This series contains the verbatim voice recordings of meetings held by the Board of Minerals and 
Environment.  Theses records are transcribed into abbreviated minutes, which are approved 
monthly by the Board. 
 
RETENTION:  Retain 2 years in office, then transfer to Archives for final disposition.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-26-2, 1-40-31
1-26-2.   Agency materials available for public inspection--Derogatory materials.
1-40-31.   Full public disclosure of nonconfidential public records--Reproduction--Fee-- 
Waiver--Response time to written requests--Denial of disclosure--Appeals--Promulgation of 
rules-- Attorney's fees and costs for denial of access to hazardous waste public records.
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     Any person denied access to any hazardous waste public record required under chapter 34A-11 
may recover in circuit court reasonable attorney's fees and other litigation costs reasonably incurred 
in an action against the state if the requestor substantially prevails on judicial review.

Source: SL 1992, ch 254, § 96.

Joe Nadenicek - 3836

Yes

Yes - 1-40-31 - $.20/page

Sr. Secretary, Board of Miner

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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96-020  DENR-87
Corresponds to Record Series

DES - Waste Management
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1-26-2.   Agency materials available for public inspection--Derogatory materials. Each agency shall 
make available for public inspection all rules, final orders, decisions, opinions, intra-agency 
memoranda, together with all other materials, written statements of policy or interpretations 
formulated, adopted, or used by the agency in the discharge of its functions. An agency shall hold 
confidential materials derogatory to a person but such information shall be made available to the 
person to whom it relates.

Source: SDC 1939, § 55.1203; SL 1966, ch 159, § 2; SL 1972, ch 8, § 4.
1-40-31.   Full public disclosure of nonconfidential public records--Reproduction--Fee-- Waiver--
Response time to written requests--Denial of disclosure--Appeals--Promulgation of rules-- Attorney's 
fees and costs for denial of access to hazardous waste public records. Full public inspection and 
disclosure of all nonconfidential public records relating to the Department of Environment and 
Natural Resources and those activities within its jurisdiction shall be allowed. The department shall 
make available for public inspection and disclosure all public records subject to inspection pursuant 
to § 1-26-2 and chapter 1-27. The department shall provide for the reproduction of all public records 
subject to inspection and reasonably capable of being reproduced and may impose a fee to recover 
the reasonable cost of reproduction. Any fee imposed for records reproduction shall be promulgated 
pursuant to chapter 1-26 and shall provide for fee waiver for public records requests from the press 
or communications media, public interest groups, educational organizations, and institutions of 
government. The department shall respond to all written requests for public records within twenty 
working days of the date when the request was received. The department may deny inspection and 
disclosure of any public record not subject to inspection under chapter 1-27, or held confidential 
pursuant to statute or court order. Written notice of denial of inspection or disclosure shall be 
provided to the person making the request. Such denial or failure by the department to respond 
within twenty working days shall be considered final agency action and may be appealed to circuit 
court as provided in chapter 1-26. The secretary, pursuant to chapter 1-26, may promulgate rules to 
implement the provisions of this section.

DENR-87. REGULATIONS, SOUTH DAKOTA: 
96-020 
This series contains the rules and regulations for solid and hazardous waste and asbestos.  
Information includes:  drafts of the rules, final rules, and the signed forms authorizing the 
establishment of these rules.  The information is used to maintain current rules and regulations and 
for management of the programs. 
 
RETENTION:  Retain current in office.  Destroy superseded or obsolete.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-26-2. 1-40-31
1-26-2.   Agency materials available for public inspection--Derogatory materials.
1-40-31.   Full public disclosure of nonconfidential public records--Reproduction--Fee-- 
Waiver--Response time to written requests--Denial of disclosure--Appeals--Promulgation of 
rules-- Attorney's fees and costs for denial of access to hazardous waste public records.
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     Any person denied access to any hazardous waste public record required under chapter 34A-11 
may recover in circuit court reasonable attorney's fees and other litigation costs reasonably incurred 
in an action against the state if the requestor substantially prevails on judicial review.

Source: SL 1992, ch 254, § 96.

Joe Nadenicek - 3836

Yes

Yes - 1-40-31 - $.20/page

Waste Management Program

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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Corresponds to Record Series
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Some Materials May be Confidential Under 34A-11-22
34A-11-22.   Public access to information--Confidential information excepted--Disclosure of 
protected information as misdemeanor. Any records, reports, or information obtained from any 
person under this chapter shall be available to the public. If the secretary of environment and 
natural resources determines that a record, report, or information reveals methods or processes 
entitled to protection as trade secrets, the secretary may consider such record, report, or 
information confidential. However, the record, report, or information may be disclosed to other 
officers, employees, or authorized representatives of the state or federal government concerned 
with executing the provisions of this chapter, or if relevant, in any proceeding under this chapter. 
Any person who knowingly and willfully divulges or discloses any information entitled to protection 
under this section is guilty of a Class 1 misdemeanor.

Source: SL 1983, ch 262, § 22; SL 2005, ch 10, § 32.
1-40-31.   Full public disclosure of nonconfidential public records--Reproduction--Fee-- Waiver--
Response time to written requests--Denial of disclosure--Appeals--Promulgation of rules-- Attorney's 
fees and costs for denial of access to hazardous waste public records. Full public inspection and 
disclosure of all nonconfidential public records relating to the Department of Environment and 
Natural Resources and those activities within its jurisdiction shall be allowed. The department shall 
make available for public inspection and disclosure all public records subject to inspection pursuant 
to § 1-26-2 and chapter 1-27. The department shall provide for the reproduction of all public records 
subject to inspection and reasonably capable of being reproduced and may impose a fee to recover 
the reasonable cost of reproduction. Any fee imposed for records reproduction shall be promulgated 
pursuant to chapter 1-26 and shall provide for fee waiver for public records requests from the press 

DENR-91. WASTE FACILITIES, REGULATED HAZARDOUS: 
96-020 
This series contains the files of regulated facilities, which deal with hazardous waste.  Information is 
broken down by facilities and includes:  correspondence, telephone conversations, inspection 
reports, pictures, and field notes.  The facilities are broken down by 1) Generators of hazardous 
materials, 2)  Transporters of hazardous materials, and 3)  Disposers of hazardous materials.  The 
information is used to monitor the operations in the state. 
 
RETENTION:  Retain in office on microfilm.  Destroy film after 10 years provided files have been 
inactive for 10 years. 
 
(NOTE:  Microfilm subject to archival screening prior to disposal.)

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

34A-11-22, 1-40-31
34A-11-22.   Public access to information--Confidential information excepted--Disclosure of 
protected information as misdemeanor.
1-40-31.   Full public disclosure of nonconfidential public records--Reproduction--Fee-- 
Waiver--Response time to written requests--Denial of disclosure--Appeals--Promulgation of 
rules-- Attorney's fees and costs for denial of access to hazardous waste public records.
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or communications media, public interest groups, educational organizations, and institutions of 
government. The department shall respond to all written requests for public records within twenty 
working days of the date when the request was received. The department may deny inspection and 
disclosure of any public record not subject to inspection under chapter 1-27, or held confidential 
pursuant to statute or court order. Written notice of denial of inspection or disclosure shall be 
provided to the person making the request. Such denial or failure by the department to respond 
within twenty working days shall be considered final agency action and may be appealed to circuit 
court as provided in chapter 1-26. The secretary, pursuant to chapter 1-26, may promulgate rules to 
implement the provisions of this section.

     Any person denied access to any hazardous waste public record required under chapter 34A-11 
may recover in circuit court reasonable attorney's fees and other litigation costs reasonably incurred 
in an action against the state if the requestor substantially prevails on judicial review.

Source: SL 1992, ch 254, § 96.

Joe Nadenicek - 3836

Yes

Yes - 1-40-31 - $.20/page

Waste Management Program

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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Corresponds to Record Series

DES - Water Rights
Division
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1-26-2.   Agency materials available for public inspection--Derogatory materials. Each agency shall 
make available for public inspection all rules, final orders, decisions, opinions, intra-agency 
memoranda, together with all other materials, written statements of policy or interpretations 
formulated, adopted, or used by the agency in the discharge of its functions. An agency shall hold 
confidential materials derogatory to a person but such information shall be made available to the 
person to whom it relates.

Source: SDC 1939, § 55.1203; SL 1966, ch 159, § 2; SL 1972, ch 8, § 4.
46-2-7.1.   Minutes and records of board actions. The Water Management Board shall keep 
accurate minutes and records of its actions. The records shall show in full all permits and licenses 
issued, together with all related action, and all acts or decisions of the board affecting any rights or 
claims to appropriate water.

Source: SL 1983, ch 314, § 22. 

1-40-31.   Full public disclosure of nonconfidential public records--Reproduction--Fee-- Waiver--
Response time to written requests--Denial of disclosure--Appeals--Promulgation of rules-- Attorney's 
fees and costs for denial of access to hazardous waste public records. Full public inspection and 
disclosure of all nonconfidential public records relating to the Department of Environment and 
Natural Resources and those activities within its jurisdiction shall be allowed. The department shall 
make available for public inspection and disclosure all public records subject to inspection pursuant 
to § 1-26-2 and chapter 1-27. The department shall provide for the reproduction of all public records 
subject to inspection and reasonably capable of being reproduced and may impose a fee to recover 
the reasonable cost of reproduction. Any fee imposed for records reproduction shall be promulgated 
pursuant to chapter 1-26 and shall provide for fee waiver for public records requests from the press 
or communications media, public interest groups, educational organizations, and institutions of 

DENR-92. ADMINISTRATIVE RULES: 
96-020 
This series is arranged chronologically according to chapter number and contains administrative 
rules.  Information includes:  draft changes to rules, rules as adopted by the Water Management 
Board, and all related documentation required by the rules promulgation procedure.  This file 
provides a history of changes to administrative rules implemented by the program.  Current rule 
versions are filed with the Secretary of State and Legislative Research Council. 
 
RETENTION:  Retain current rules in office.  Destroy 50 years after superseded or obsolete.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-26-2, 46-2-7.1, 1-40-31
1-26-2.   Agency materials available for public inspection--Derogatory materials.
46-2-7.1.   Minutes and records of board actions.
1-40-31.   Full public disclosure of nonconfidential public records--Reproduction--Fee-- 
Waiver--Response time to written requests--Denial of disclosure--Appeals--Promulgation of 
rules-- Attorney's fees and costs for denial of access to hazardous waste public records.
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government. The department shall respond to all written requests for public records within twenty 
working days of the date when the request was received. The department may deny inspection and 
disclosure of any public record not subject to inspection under chapter 1-27, or held confidential 
pursuant to statute or court order. Written notice of denial of inspection or disclosure shall be 
provided to the person making the request. Such denial or failure by the department to respond 
within twenty working days shall be considered final agency action and may be appealed to circuit 
court as provided in chapter 1-26. The secretary, pursuant to chapter 1-26, may promulgate rules to 
implement the provisions of this section.

     Any person denied access to any hazardous waste public record required under chapter 34A-11 
may recover in circuit court reasonable attorney's fees and other litigation costs reasonably incurred 
in an action against the state if the requestor substantially prevails on judicial review.

Source: SL 1992, ch 254, § 96.

Joe Nadenicek - 3836

Yes

Yes - 1-40-31 - $.20/page

Sr. Secretary, Water Manage

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 511 of 2119



97-013  DENR-193
Corresponds to Record Series

DFTA
Division
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1-40-31.   Full public disclosure of nonconfidential public records--Reproduction--Fee-- Waiver--
Response time to written requests--Denial of disclosure--Appeals--Promulgation of rules-- Attorney's 
fees and costs for denial of access to hazardous waste public records. Full public inspection and 
disclosure of all nonconfidential public records relating to the Department of Environment and 
Natural Resources and those activities within its jurisdiction shall be allowed. The department shall 
make available for public inspection and disclosure all public records subject to inspection pursuant 
to § 1-26-2 and chapter 1-27. The department shall provide for the reproduction of all public records 
subject to inspection and reasonably capable of being reproduced and may impose a fee to recover 
the reasonable cost of reproduction. Any fee imposed for records reproduction shall be promulgated 
pursuant to chapter 1-26 and shall provide for fee waiver for public records requests from the press 
or communications media, public interest groups, educational organizations, and institutions of 
government. The department shall respond to all written requests for public records within twenty 
working days of the date when the request was received. The department may deny inspection and 
disclosure of any public record not subject to inspection under chapter 1-27, or held confidential 
pursuant to statute or court order. Written notice of denial of inspection or disclosure shall be 
provided to the person making the request. Such denial or failure by the department to respond 
within twenty working days shall be considered final agency action and may be appealed to circuit 
court as provided in chapter 1-26. The secretary, pursuant to chapter 1-26, may promulgate rules to 
implement the provisions of this section.

     Any person denied access to any hazardous waste public record required under chapter 34A-11 
may recover in circuit court reasonable attorney's fees and other litigation costs reasonably incurred 
in an action against the state if the requestor substantially prevails on judicial review.

Source: SL 1992, ch 254, § 96.
46A-2-9.   Minutes of meetings of board--Records of accounts, keeping at principal place of 

DENR-193. MEETING BOARD PACKETS, BOARD OF WATER & NR: 
97-013 
This series is arranged chronologically by meeting date and contains the Board of Water and NR 
Meeting Board Packets.  Information may include:  board agendas and meeting material, which the 
Board has taken action on.  The information is maintained for reference purposes.   
 
RETENTION:  Retain 2 years in office, then transfer to storage for 3 years.  Destroy after 5 years.   
 
(NOTE:  The Meeting Minutes are retained permanently on microfilm.)

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-40-31, 46A-2-9
1-40-31.   Full public disclosure of nonconfidential public records--Reproduction--Fee-- 
Waiver--Response time to written requests--Denial of disclosure--Appeals--Promulgation of 
rules-- Attorney's fees and costs for denial of access to hazardous waste public records.
46A-2-9.   Minutes of meetings of board--Records of accounts, keeping at principal place of 
business, public inspection.
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business, public inspection. The Board of Water and Natural Resources shall keep accurate minutes 
of their meetings and accurate records and books of accounts clearly setting forth and reflecting the 
operations, management, and business of the district. Said minutes, records, and books shall be 
kept at the principal place of business of the district and during reasonable business hours always 
open to public inspection.

Source: SL 1959, ch 453, § 6; SDC Supp 1960, § 61.1406; SDCL, § 46-17-13.

Joe Nadenicek - 3836

Yes

Yes - 1-40-31 - $.20/page

Sr. Secretary, Board of Water

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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Corresponds to Record Series

DES
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1-26-2.   Agency materials available for public inspection--Derogatory materials. Each agency shall 
make available for public inspection all rules, final orders, decisions, opinions, intra-agency 
memoranda, together with all other materials, written statements of policy or interpretations 
formulated, adopted, or used by the agency in the discharge of its functions. An agency shall hold 
confidential materials derogatory to a person but such information shall be made available to the 
person to whom it relates.

Source: SDC 1939, § 55.1203; SL 1966, ch 159, § 2; SL 1972, ch 8, § 4.

1-40-31.   Full public disclosure of nonconfidential public records--Reproduction--Fee-- Waiver--
Response time to written requests--Denial of disclosure--Appeals--Promulgation of rules-- Attorney's 
fees and costs for denial of access to hazardous waste public records. Full public inspection and 
disclosure of all nonconfidential public records relating to the Department of Environment and 
Natural Resources and those activities within its jurisdiction shall be allowed. The department shall 
make available for public inspection and disclosure all public records subject to inspection pursuant 
to § 1-26-2 and chapter 1-27. The department shall provide for the reproduction of all public records 
subject to inspection and reasonably capable of being reproduced and may impose a fee to recover 
the reasonable cost of reproduction. Any fee imposed for records reproduction shall be promulgated 
pursuant to chapter 1-26 and shall provide for fee waiver for public records requests from the press 
or communications media, public interest groups, educational organizations, and institutions of 
government. The department shall respond to all written requests for public records within twenty 
working days of the date when the request was received. The department may deny inspection and 
disclosure of any public record not subject to inspection under chapter 1-27, or held confidential 
pursuant to statute or court order. Written notice of denial of inspection or disclosure shall be 
provided to the person making the request. Such denial or failure by the department to respond 
within twenty working days shall be considered final agency action and may be appealed to circuit 

DENR-84. MINUTES, BOARD OF MINERALS AND ENVIRONMENT: 
97-013 
This ring binder series contains the official minutes of the Board of Minerals and Environment.  
Information includes:  date of the meeting, agendas, summarization of the discussion, and official 
signature of the Board secretary.  The information is maintained for documentation.  
  
RETENTION:  Retain permanently in office on microfilm. 
 
(NOTE:  Microfilm subject to archival screening prior to disposal.)

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-26-2, 1-40-31
1-26-2.   Agency materials available for public inspection--Derogatory materials.
1-40-31.   Full public disclosure of nonconfidential public records--Reproduction--Fee-- 
Waiver--Response time to written requests--Denial of disclosure--Appeals--Promulgation of 
rules-- Attorney's fees and costs for denial of access to hazardous waste public records.
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court as provided in chapter 1-26. The secretary, pursuant to chapter 1-26, may promulgate rules to 
implement the provisions of this section.

     Any person denied access to any hazardous waste public record required under chapter 34A-11 
may recover in circuit court reasonable attorney's fees and other litigation costs reasonably incurred 
in an action against the state if the requestor substantially prevails on judicial review.

Source: SL 1992, ch 254, § 96.

Joe Nadenicek - 3836

Yes

Yes - 1-40-31 - $.20/page

Sr. Secretary, Board of Miner

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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DES - Air Quality
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34A-1-14.   Records and information available to public--Exception to protect trade secrets-- 
Authorized use--Violation as misdemeanor. Any records, reports, or information obtained by the 
department or board from owners or operators of an air contaminant source or sources shall be 
available to the public, except that upon a showing satisfactory to the board by the owners or 
operators of an air contaminant source that the records, reports, or information obtained by the 
department or board regarding processes or production technique are sufficiently unique to affect 
adversely the competitive position of the owner or operator by revealing trade secrets, the 
department and board shall consider the record, report, or information or particular portion thereof 
confidential in the administration of this chapter. Nothing in this section prevents the disclosure of 
otherwise confidential records or information by the department or board, or any department, 
agency, or officer of state government if necessary for the prosecution of violations of the chapter 
or rules promulgated pursuant to this chapter. Nothing in this section prevents the use of such 
records or information by the department, or any department, agency, or officer of the state 
government in compiling or publishing analyses or summaries relating to the general condition of 
the outdoor atmosphere if the analyses or summaries do not identify, directly or indirectly, any 
owner or operator or reveal any information otherwise confidential under this section. 
Notwithstanding the provisions of this section, all data relating to air pollution emissions as defined 
in § 34A-1-2, are public records, and subject to public disclosure as provided in § 1-40-31.

     A violation of this section is a Class 2 misdemeanor.

Source: SL 1970, ch 203, §§ 13, 15; SDCL Supp, § 34-16A-21; SL 1973, ch 222, § 5; SL 1977, ch 
190, § 30; SL 1995, ch 203, § 1.

DENR-198. AIR EMISSION INVENTORY/AIR FEES: 
98-007 
This series is arranged alphabetically by facility and contains Title V of the Federal Clean Air Act 
pollutant source files.  Information may include:  operational reports, air emission calculations, 
correspondence, and receipts.  The information is maintained for preparing, calculating, and 
tracking emission inventories and annual air fees.    
 
RETENTION:  Retain 1 year in office, then microfilm and maintain film for 10 years.  Destroy after 
11 years.    
 
(NOTE:  Destroy paper after the microfilm has been inspected and verified to meet quality 
standards.)

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

34A-1-14, 1-40-31
34A-1-14.   Records and information available to public--Exception to protect trade 
secrets-- Authorized use--Violation as misdemeanor.
 1-40-31.   Full public disclosure of nonconfidential public records--Reproduction--Fee-- 
Waiver--Response time to written requests--Denial of disclosure--Appeals--Promulgation of 
rules-- Attorney's fees and costs for denial of access to hazardous waste public records.
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1-40-31.   Full public disclosure of nonconfidential public records--Reproduction--Fee-- Waiver--
Response time to written requests--Denial of disclosure--Appeals--Promulgation of rules-- Attorney's 
fees and costs for denial of access to hazardous waste public records. Full public inspection and 
disclosure of all nonconfidential public records relating to the Department of Environment and 
Natural Resources and those activities within its jurisdiction shall be allowed. The department shall 
make available for public inspection and disclosure all public records subject to inspection pursuant 
to § 1-26-2 and chapter 1-27. The department shall provide for the reproduction of all public records 
subject to inspection and reasonably capable of being reproduced and may impose a fee to recover 
the reasonable cost of reproduction. Any fee imposed for records reproduction shall be promulgated 
pursuant to chapter 1-26 and shall provide for fee waiver for public records requests from the press 
or communications media, public interest groups, educational organizations, and institutions of 
government. The department shall respond to all written requests for public records within twenty 
working days of the date when the request was received. The department may deny inspection and 
disclosure of any public record not subject to inspection under chapter 1-27, or held confidential 
pursuant to statute or court order. Written notice of denial of inspection or disclosure shall be 
provided to the person making the request. Such denial or failure by the department to respond 
within twenty working days shall be considered final agency action and may be appealed to circuit 
court as provided in chapter 1-26. The secretary, pursuant to chapter 1-26, may promulgate rules to 
implement the provisions of this section.

     Any person denied access to any hazardous waste public record required under chapter 34A-11 
may recover in circuit court reasonable attorney's fees and other litigation costs reasonably incurred 
in an action against the state if the requestor substantially prevails on judicial review.

Source: SL 1992, ch 254, § 96.

Joe Nadenicek - 3836

Yes

Yes - 1-40-31 - $.20/page

Air Quality Program Administ

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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Corresponds to Record Series

DES - Air Quality
Division
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Trade Secrets Confidential
34A-1-14.   Records and information available to public--Exception to protect trade secrets-- 
Authorized use--Violation as misdemeanor. Any records, reports, or information obtained by the 
department or board from owners or operators of an air contaminant source or sources shall be 
available to the public, except that upon a showing satisfactory to the board by the owners or 
operators of an air contaminant source that the records, reports, or information obtained by the 
department or board regarding processes or production technique are sufficiently unique to affect 
adversely the competitive position of the owner or operator by revealing trade secrets, the 
department and board shall consider the record, report, or information or particular portion thereof 
confidential in the administration of this chapter. Nothing in this section prevents the disclosure of 
otherwise confidential records or information by the department or board, or any department, 
agency, or officer of state government if necessary for the prosecution of violations of the chapter 
or rules promulgated pursuant to this chapter. Nothing in this section prevents the use of such 
records or information by the department, or any department, agency, or officer of the state 
government in compiling or publishing analyses or summaries relating to the general condition of 
the outdoor atmosphere if the analyses or summaries do not identify, directly or indirectly, any 
owner or operator or reveal any information otherwise confidential under this section. 
Notwithstanding the provisions of this section, all data relating to air pollution emissions as defined 
in § 34A-1-2, are public records, and subject to public disclosure as provided in § 1-40-31.

     A violation of this section is a Class 2 misdemeanor.

DENR-11. AIR QUALITY PERMITS: 
98-007 
This series contains a file for every air pollution source in the state.  Information includes:  a copy of 
the issued permit, blueprints of the source, inspection reports, stack test reports, compliance 
documents, quarterly monitoring reports, and general correspondence.  The files are categorized 
by:  1) Grain Elevators; 2) Incinerators; 3) Asphalt Batch Plants; 4) Meat Renders; 5) Concrete 
Products; 6) Mineral Producers; 7) Millworks; 8) Power Production; 9) Boilers; and 10) 
Miscellaneous.  The information is used to monitor the operations of these sources in regards to the 
pollution they emit. 
 
RETENTION:  Retain hard copy in office until the file is microfilmed.  Retain updated microfilm file 
in office.  Destroy microfilmed file 10 years after the source ceases operation. 
 
(NOTE:  Microfilm subject to archival screening prior to disposal.)

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

34A-1-14, 1-40-31
34A-1-14.   Records and information available to public--Exception to protect trade 
secrets-- Authorized use--Violation as misdemeanor.
 1-40-31.   Full public disclosure of nonconfidential public records--Reproduction--Fee-- 
Waiver--Response time to written requests--Denial of disclosure--Appeals--Promulgation of 
rules-- Attorney's fees and costs for denial of access to hazardous waste public records.
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Source: SL 1970, ch 203, §§ 13, 15; SDCL Supp, § 34-16A-21; SL 1973, ch 222, § 5; SL 1977, ch 
190, § 30; SL 1995, ch 203, § 1.

1-40-31.   Full public disclosure of nonconfidential public records--Reproduction--Fee-- Waiver--
Response time to written requests--Denial of disclosure--Appeals--Promulgation of rules-- Attorney's 
fees and costs for denial of access to hazardous waste public records. Full public inspection and 
disclosure of all nonconfidential public records relating to the Department of Environment and 
Natural Resources and those activities within its jurisdiction shall be allowed. The department shall 
make available for public inspection and disclosure all public records subject to inspection pursuant 
to § 1-26-2 and chapter 1-27. The department shall provide for the reproduction of all public records 
subject to inspection and reasonably capable of being reproduced and may impose a fee to recover 
the reasonable cost of reproduction. Any fee imposed for records reproduction shall be promulgated 
pursuant to chapter 1-26 and shall provide for fee waiver for public records requests from the press 
or communications media, public interest groups, educational organizations, and institutions of 
government. The department shall respond to all written requests for public records within twenty 
working days of the date when the request was received. The department may deny inspection and 
disclosure of any public record not subject to inspection under chapter 1-27, or held confidential 
pursuant to statute or court order. Written notice of denial of inspection or disclosure shall be 
provided to the person making the request. Such denial or failure by the department to respond 
within twenty working days shall be considered final agency action and may be appealed to circuit 
court as provided in chapter 1-26. The secretary, pursuant to chapter 1-26, may promulgate rules to 
implement the provisions of this section.

     Any person denied access to any hazardous waste public record required under chapter 34A-11 
may recover in circuit court reasonable attorney's fees and other litigation costs reasonably incurred 
in an action against the state if the requestor substantially prevails on judicial review.

Source: SL 1992, ch 254, § 96.

Joe Nadenicek - 3836

Yes

Yes - 1-40-31 - $.20/page

Air Quality Program Administ

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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Corresponds to Record Series
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34A-1-14.   Records and information available to public--Exception to protect trade secrets-- 
Authorized use--Violation as misdemeanor. Any records, reports, or information obtained by the 
department or board from owners or operators of an air contaminant source or sources shall be 
available to the public, except that upon a showing satisfactory to the board by the owners or 
operators of an air contaminant source that the records, reports, or information obtained by the 
department or board regarding processes or production technique are sufficiently unique to affect 
adversely the competitive position of the owner or operator by revealing trade secrets, the 
department and board shall consider the record, report, or information or particular portion thereof 
confidential in the administration of this chapter. Nothing in this section prevents the disclosure of 
otherwise confidential records or information by the department or board, or any department, 
agency, or officer of state government if necessary for the prosecution of violations of the chapter 
or rules promulgated pursuant to this chapter. Nothing in this section prevents the use of such 
records or information by the department, or any department, agency, or officer of the state 
government in compiling or publishing analyses or summaries relating to the general condition of 
the outdoor atmosphere if the analyses or summaries do not identify, directly or indirectly, any 
owner or operator or reveal any information otherwise confidential under this section. 
Notwithstanding the provisions of this section, all data relating to air pollution emissions as defined 
in § 34A-1-2, are public records, and subject to public disclosure as provided in § 1-40-31.

     A violation of this section is a Class 2 misdemeanor.

Source: SL 1970, ch 203, §§ 13, 15; SDCL Supp, § 34-16A-21; SL 1973, ch 222, § 5; SL 1977, ch 
190, § 30; SL 1995, ch 203, § 1.

1-40-31.   Full public disclosure of nonconfidential public records--Reproduction--Fee-- Waiver--

DENR-197. A & Q RULES AND REGULATIONS: 
98-007 
This series contains information for developing new and updating existing rules and regulations.  
Information may include:  scientific data, meeting notes, LRC review interim rule hearings, notices 
of public hearings, affidavits of publication of notices, written comments, and transcript of hearings.  
The information serves to document the proper promulgation of rules and regulations pursuant to 
SDCL 34A-1 and SDCL 1-26.   
 
RETENTION:  Microfilm and maintain film for 50 years.  Destroy after 50 years provided the rules 
are no longer in effect.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

34A-1-14, 1-40-31
34A-1-14.   Records and information available to public--Exception to protect trade 
secrets-- Authorized use--Violation as misdemeanor.
 1-40-31.   Full public disclosure of nonconfidential public records--Reproduction--Fee-- 
Waiver--Response time to written requests--Denial of disclosure--Appeals--Promulgation of 
rules-- Attorney's fees and costs for denial of access to hazardous waste public records.
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Response time to written requests--Denial of disclosure--Appeals--Promulgation of rules-- Attorney's 
fees and costs for denial of access to hazardous waste public records. Full public inspection and 
disclosure of all nonconfidential public records relating to the Department of Environment and 
Natural Resources and those activities within its jurisdiction shall be allowed. The department shall 
make available for public inspection and disclosure all public records subject to inspection pursuant 
to § 1-26-2 and chapter 1-27. The department shall provide for the reproduction of all public records 
subject to inspection and reasonably capable of being reproduced and may impose a fee to recover 
the reasonable cost of reproduction. Any fee imposed for records reproduction shall be promulgated 
pursuant to chapter 1-26 and shall provide for fee waiver for public records requests from the press 
or communications media, public interest groups, educational organizations, and institutions of 
government. The department shall respond to all written requests for public records within twenty 
working days of the date when the request was received. The department may deny inspection and 
disclosure of any public record not subject to inspection under chapter 1-27, or held confidential 
pursuant to statute or court order. Written notice of denial of inspection or disclosure shall be 
provided to the person making the request. Such denial or failure by the department to respond 
within twenty working days shall be considered final agency action and may be appealed to circuit 
court as provided in chapter 1-26. The secretary, pursuant to chapter 1-26, may promulgate rules to 
implement the provisions of this section.

     Any person denied access to any hazardous waste public record required under chapter 34A-11 
may recover in circuit court reasonable attorney's fees and other litigation costs reasonably incurred 
in an action against the state if the requestor substantially prevails on judicial review.

Source: SL 1992, ch 254, § 96.

Joe Nadenicek - 3836

Yes

Yes - 1-40-31 - $.20/page

Air Quality Program Administ

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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Corresponds to Record Series
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Trade Secrets Confidential
34A-1-14.   Records and information available to public--Exception to protect trade secrets-- 
Authorized use--Violation as misdemeanor. Any records, reports, or information obtained by the 
department or board from owners or operators of an air contaminant source or sources shall be 
available to the public, except that upon a showing satisfactory to the board by the owners or 
operators of an air contaminant source that the records, reports, or information obtained by the 
department or board regarding processes or production technique are sufficiently unique to affect 
adversely the competitive position of the owner or operator by revealing trade secrets, the 
department and board shall consider the record, report, or information or particular portion thereof 
confidential in the administration of this chapter. Nothing in this section prevents the disclosure of 
otherwise confidential records or information by the department or board, or any department, 
agency, or officer of state government if necessary for the prosecution of violations of the chapter 
or rules promulgated pursuant to this chapter. Nothing in this section prevents the use of such 
records or information by the department, or any department, agency, or officer of the state 
government in compiling or publishing analyses or summaries relating to the general condition of 
the outdoor atmosphere if the analyses or summaries do not identify, directly or indirectly, any 
owner or operator or reveal any information otherwise confidential under this section. 
Notwithstanding the provisions of this section, all data relating to air pollution emissions as defined 
in § 34A-1-2, are public records, and subject to public disclosure as provided in § 1-40-31.

     A violation of this section is a Class 2 misdemeanor.

Source: SL 1970, ch 203, §§ 13, 15; SDCL Supp, § 34-16A-21; SL 1973, ch 222, § 5; SL 1977, ch 
190, § 30; SL 1995, ch 203, § 1.

DENR-199. COMPLIANCE DATA SYSTEM REPORTS: 
98-007 
This series is arranged alphabetically by facility, then chronologically within the source category and 
contains the compliance data system reports.  The reports are submitted quarterly and annually 
pursuant to state law, which requires certain air quality sources to monitor the ambient air.  
Information includes:  meteorological data and monitoring data.  The information is maintained for 
historical purposes and for reference when processing future permits.  
 
RETENTION:  Retain 1 year in office, then microfilm and maintain film for 50 years.  Destroy after 
51 years.

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

34A-1-14, 1-40-31
34A-1-14.   Records and information available to public--Exception to protect trade 
secrets-- Authorized use--Violation as misdemeanor.
 1-40-31.   Full public disclosure of nonconfidential public records--Reproduction--Fee-- 
Waiver--Response time to written requests--Denial of disclosure--Appeals--Promulgation of 
rules-- Attorney's fees and costs for denial of access to hazardous waste public records.
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1-40-31.   Full public disclosure of nonconfidential public records--Reproduction--Fee-- Waiver--
Response time to written requests--Denial of disclosure--Appeals--Promulgation of rules-- Attorney's 
fees and costs for denial of access to hazardous waste public records. Full public inspection and 
disclosure of all nonconfidential public records relating to the Department of Environment and 
Natural Resources and those activities within its jurisdiction shall be allowed. The department shall 
make available for public inspection and disclosure all public records subject to inspection pursuant 
to § 1-26-2 and chapter 1-27. The department shall provide for the reproduction of all public records 
subject to inspection and reasonably capable of being reproduced and may impose a fee to recover 
the reasonable cost of reproduction. Any fee imposed for records reproduction shall be promulgated 
pursuant to chapter 1-26 and shall provide for fee waiver for public records requests from the press 
or communications media, public interest groups, educational organizations, and institutions of 
government. The department shall respond to all written requests for public records within twenty 
working days of the date when the request was received. The department may deny inspection and 
disclosure of any public record not subject to inspection under chapter 1-27, or held confidential 
pursuant to statute or court order. Written notice of denial of inspection or disclosure shall be 
provided to the person making the request. Such denial or failure by the department to respond 
within twenty working days shall be considered final agency action and may be appealed to circuit 
court as provided in chapter 1-26. The secretary, pursuant to chapter 1-26, may promulgate rules to 
implement the provisions of this section.

     Any person denied access to any hazardous waste public record required under chapter 34A-11 
may recover in circuit court reasonable attorney's fees and other litigation costs reasonably incurred 
in an action against the state if the requestor substantially prevails on judicial review.

Source: SL 1992, ch 254, § 96.

Joe Nadenicek - 3836

Yes

Yes - 1-40-31 - $.20/page

Air Quality Program Administ

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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34A-1-14.   Records and information available to public--Exception to protect trade secrets-- 
Authorized use--Violation as misdemeanor. Any records, reports, or information obtained by the 
department or board from owners or operators of an air contaminant source or sources shall be 
available to the public, except that upon a showing satisfactory to the board by the owners or 
operators of an air contaminant source that the records, reports, or information obtained by the 
department or board regarding processes or production technique are sufficiently unique to affect 
adversely the competitive position of the owner or operator by revealing trade secrets, the 
department and board shall consider the record, report, or information or particular portion thereof 
confidential in the administration of this chapter. Nothing in this section prevents the disclosure of 
otherwise confidential records or information by the department or board, or any department, 
agency, or officer of state government if necessary for the prosecution of violations of the chapter 
or rules promulgated pursuant to this chapter. Nothing in this section prevents the use of such 
records or information by the department, or any department, agency, or officer of the state 
government in compiling or publishing analyses or summaries relating to the general condition of 
the outdoor atmosphere if the analyses or summaries do not identify, directly or indirectly, any 
owner or operator or reveal any information otherwise confidential under this section. 
Notwithstanding the provisions of this section, all data relating to air pollution emissions as defined 
in § 34A-1-2, are public records, and subject to public disclosure as provided in § 1-40-31.

     A violation of this section is a Class 2 misdemeanor.

Source: SL 1970, ch 203, §§ 13, 15; SDCL Supp, § 34-16A-21; SL 1973, ch 222, § 5; SL 1977, ch 
190, § 30; SL 1995, ch 203, § 1.

DENR-200. MINUTES, AIR QUALITY REVIEW BOARD: 
98-007 
This series is arranged chronologically by meeting date and contains a copy of the Air Quality 
Review Board Minutes.  Information may include:  date of the meeting, agendas, summarization of 
the discussion, and signature of the Board secretary.  The Program oversees the board, which 
addresses air quality issues on a local level. The information is maintained for reference and review 
of the board meeting minutes.   
 
RETENTION:  Retain 50 years in office on microfilm, then destroy.  
 
(NOTE:  Paper and microfilm subject to archival screening prior to disposal.)

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

34A-1-14, 1-40-31
34A-1-14.   Records and information available to public--Exception to protect trade 
secrets-- Authorized use--Violation as misdemeanor.
 1-40-31.   Full public disclosure of nonconfidential public records--Reproduction--Fee-- 
Waiver--Response time to written requests--Denial of disclosure--Appeals--Promulgation of 
rules-- Attorney's fees and costs for denial of access to hazardous waste public records.
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1-40-31.   Full public disclosure of nonconfidential public records--Reproduction--Fee-- Waiver--
Response time to written requests--Denial of disclosure--Appeals--Promulgation of rules-- Attorney's 
fees and costs for denial of access to hazardous waste public records. Full public inspection and 
disclosure of all nonconfidential public records relating to the Department of Environment and 
Natural Resources and those activities within its jurisdiction shall be allowed. The department shall 
make available for public inspection and disclosure all public records subject to inspection pursuant 
to § 1-26-2 and chapter 1-27. The department shall provide for the reproduction of all public records 
subject to inspection and reasonably capable of being reproduced and may impose a fee to recover 
the reasonable cost of reproduction. Any fee imposed for records reproduction shall be promulgated 
pursuant to chapter 1-26 and shall provide for fee waiver for public records requests from the press 
or communications media, public interest groups, educational organizations, and institutions of 
government. The department shall respond to all written requests for public records within twenty 
working days of the date when the request was received. The department may deny inspection and 
disclosure of any public record not subject to inspection under chapter 1-27, or held confidential 
pursuant to statute or court order. Written notice of denial of inspection or disclosure shall be 
provided to the person making the request. Such denial or failure by the department to respond 
within twenty working days shall be considered final agency action and may be appealed to circuit 
court as provided in chapter 1-26. The secretary, pursuant to chapter 1-26, may promulgate rules to 
implement the provisions of this section.

     Any person denied access to any hazardous waste public record required under chapter 34A-11 
may recover in circuit court reasonable attorney's fees and other litigation costs reasonably incurred 
in an action against the state if the requestor substantially prevails on judicial review.

Source: SL 1992, ch 254, § 96.

Joe Nadenicek - 3836

Yes

Yes - 1-40-31 - $.20/page

Air Quality Program Administ

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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1-26-2.   Agency materials available for public inspection--Derogatory materials. Each agency shall 
make available for public inspection all rules, final orders, decisions, opinions, intra-agency 
memoranda, together with all other materials, written statements of policy or interpretations 
formulated, adopted, or used by the agency in the discharge of its functions. An agency shall hold 
confidential materials derogatory to a person but such information shall be made available to the 
person to whom it relates.

Source: SDC 1939, § 55.1203; SL 1966, ch 159, § 2; SL 1972, ch 8, § 4. 

1-40-31.   Full public disclosure of nonconfidential public records--Reproduction--Fee-- Waiver--
Response time to written requests--Denial of disclosure--Appeals--Promulgation of rules-- Attorney's 
fees and costs for denial of access to hazardous waste public records. Full public inspection and 
disclosure of all nonconfidential public records relating to the Department of Environment and 
Natural Resources and those activities within its jurisdiction shall be allowed. The department shall 
make available for public inspection and disclosure all public records subject to inspection pursuant 
to § 1-26-2 and chapter 1-27. The department shall provide for the reproduction of all public records 
subject to inspection and reasonably capable of being reproduced and may impose a fee to recover 
the reasonable cost of reproduction. Any fee imposed for records reproduction shall be promulgated 
pursuant to chapter 1-26 and shall provide for fee waiver for public records requests from the press 
or communications media, public interest groups, educational organizations, and institutions of 
government. The department shall respond to all written requests for public records within twenty 
working days of the date when the request was received. The department may deny inspection and 
disclosure of any public record not subject to inspection under chapter 1-27, or held confidential 

DENR-201. BOARD OF MINERALS AND ENVIRONMENT: 
98-007 
This series is arranged chronologically and contains rules and regulations, which have become 
superseded or obsolete.  Information may include:  rule description, reference documents, notices 
of public hearings, affidavits of publication of notices, written comments from the public, and 
transcripts of the hearings.  The information is maintained to demonstrate the proper promulgation 
of the rules and regulations pursuant to SDCL 1-26, and to ensure compliance for 
individuals/facilities who have been grandfathered in under the old rule and regulation.   
 
RETENTION:  Retain current in office.  Microfilm obsolete rules and regulations and maintain film 
permanently.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-26-1, 1-40-31
1-26-2.   Agency materials available for public inspection--Derogatory materials.
1-40-31.   Full public disclosure of nonconfidential public records--Reproduction--Fee-- 
Waiver--Response time to written requests--Denial of disclosure--Appeals--Promulgation of 
rules-- Attorney's fees and costs for denial of access to hazardous waste public records.
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pursuant to statute or court order. Written notice of denial of inspection or disclosure shall be 
provided to the person making the request. Such denial or failure by the department to respond 
within twenty working days shall be considered final agency action and may be appealed to circuit 
court as provided in chapter 1-26. The secretary, pursuant to chapter 1-26, may promulgate rules to 
implement the provisions of this section.

     Any person denied access to any hazardous waste public record required under chapter 34A-11 
may recover in circuit court reasonable attorney's fees and other litigation costs reasonably incurred 
in an action against the state if the requestor substantially prevails on judicial review.

Source: SL 1992, ch 254, § 96.

Joe Nadenicek

Yes

Yes - 1-40-31 - $.20/page

Sr. Secretary - Board of Mine

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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98-007 DENR 202
Corresponds to Record Series

DES
Division

1-40-31.   Full public disclosure of nonconfidential public records--Reproduction--Fee-- Waiver--
Response time to written requests--Denial of disclosure--Appeals--Promulgation of rules-- Attorney's 
fees and costs for denial of access to hazardous waste public records.
34A-3-11.   Powers and duties of secretary of department.

This series is arranged numerically and contains notices informing the public a drinking water 
violation has occurred.  Information includes:  affidavit of publication, newspaper clipping of actual 
drinking water violation, correspondence with the newspapers, requests to publish notices as a 
"display advertisement", and copies of the public notice sent to the newspapers.  The information is 
maintained to administer and enforce the provisions of the Federal Safe Drinking Water Act 
requiring all customers of a public water supply system to know of any problems being faced by the 
public water system and to ensure safe drinking water is available to all users of public water supply 
systems.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-40-31, 34A-3-11
1-40-31.   Full public disclosure of nonconfidential public records - 34A-3-11.   Powers and 
duties of secretary of department.

South Dakota Codified Law

Joe Nadenicek - 3836

Yes

es - 1-40-31 - $.20/page

Secretary - Board of Certifica

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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DES - Groundwater Quality
Division

Friday, June 29, 2007 Page 537 of 2119



34A-2-94.   Public availability of records and information obtained under chapter--Exception to 
protect trade secrets. Any records, reports, or information obtained under this chapter shall, in the 
case of effluent data, be related to any applicable effluent limitations, pretreatment, or new source 
performance standards, and shall be available to the public, except that upon a showing satisfactory 
to the secretary by any person that records, information, or particular part thereof (other than 
effluent data, permit applications and permits) to which the secretary has access under this chapter, 
if made public would divulge methods or processes entitled to protection as trade secrets of such 
person, the secretary shall consider such record, report, or information, or particular portion thereof, 
confidential, except that such record, report or information may be disclosed to other officers, 
employees, or authorized representatives of the state or federal government concerned with 
carrying out this chapter, or when relevant, in any proceeding under this chapter.

Source: SL 1973, ch 280, § 13; SDCL Supp, § 46-25-108; SL 1988, ch 285, § 36.

1-40-31.   Full public disclosure of nonconfidential public records--Reproduction--Fee-- Waiver--
Response time to written requests--Denial of disclosure--Appeals--Promulgation of rules-- Attorney's 
fees and costs for denial of access to hazardous waste public records. Full public inspection and 
disclosure of all nonconfidential public records relating to the Department of Environment and 
Natural Resources and those activities within its jurisdiction shall be allowed. The department shall 
make available for public inspection and disclosure all public records subject to inspection pursuant 
to § 1-26-2 and chapter 1-27. The department shall provide for the reproduction of all public records 

DENR-226. SOURCE WATER ASSESSMENTS: 
98-022 
This series is arranged by subject matter and contains Source Water Assessments available for 
public information.  Information includes:  correspondence, contracts, assessments, supporting 
data, and reference material.  Assessments are required by the Safe Drinking Water Act, and the 
Department of Environment and Natural Resources is federally required to make the information 
available to the public. 
 
RETENTION:  CONTRACTS:  Retain 7 years, then destroy provided the contract has been 
terminated. 
 
REFERENCE MATERIAL:  Retain 2 years in office, then destroy. 
 
ALL OTHERS:  Retain current in office.  Destroy superseded or obsolete.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

34A-2-94, 1-40-31
34A-2-94.   Public availability of records and information obtained under chapter--
Exception to protect trade secrets.
1-40-31.   Full public disclosure of nonconfidential public records--Reproduction--Fee-- 
Waiver--Response time to written requests--Denial of disclosure--Appeals--Promulgation of 
rules-- Attorney's fees and costs for denial of access to hazardous waste public records.
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subject to inspection and reasonably capable of being reproduced and may impose a fee to recover 
the reasonable cost of reproduction. Any fee imposed for records reproduction shall be promulgated 
pursuant to chapter 1-26 and shall provide for fee waiver for public records requests from the press 
or communications media, public interest groups, educational organizations, and institutions of 
government. The department shall respond to all written requests for public records within twenty 
working days of the date when the request was received. The department may deny inspection and 
disclosure of any public record not subject to inspection under chapter 1-27, or held confidential 
pursuant to statute or court order. Written notice of denial of inspection or disclosure shall be 
provided to the person making the request. Such denial or failure by the department to respond 
within twenty working days shall be considered final agency action and may be appealed to circuit 
court as provided in chapter 1-26. The secretary, pursuant to chapter 1-26, may promulgate rules to 
implement the provisions of this section.

     Any person denied access to any hazardous waste public record required under chapter 34A-11 
may recover in circuit court reasonable attorney's fees and other litigation costs reasonably incurred 
in an action against the state if the requestor substantially prevails on judicial review.

Source: SL 1992, ch 254, § 96.

Joe Nadenicek - 3836

Yes

Yes - 1-40-31 - $.20/page

Groundwater Quality Progra

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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34A-2-94.   Public availability of records and information obtained under chapter--Exception to 
protect trade secrets. Any records, reports, or information obtained under this chapter shall, in the 
case of effluent data, be related to any applicable effluent limitations, pretreatment, or new source 
performance standards, and shall be available to the public, except that upon a showing satisfactory 
to the secretary by any person that records, information, or particular part thereof (other than 
effluent data, permit applications and permits) to which the secretary has access under this chapter, 
if made public would divulge methods or processes entitled to protection as trade secrets of such 
person, the secretary shall consider such record, report, or information, or particular portion thereof, 
confidential, except that such record, report or information may be disclosed to other officers, 
employees, or authorized representatives of the state or federal government concerned with 
carrying out this chapter, or when relevant, in any proceeding under this chapter.

Source: SL 1973, ch 280, § 13; SDCL Supp, § 46-25-108; SL 1988, ch 285, § 36.

1-40-31.   Full public disclosure of nonconfidential public records--Reproduction--Fee-- Waiver--
Response time to written requests--Denial of disclosure--Appeals--Promulgation of rules-- Attorney's 
fees and costs for denial of access to hazardous waste public records. Full public inspection and 
disclosure of all nonconfidential public records relating to the Department of Environment and 
Natural Resources and those activities within its jurisdiction shall be allowed. The department shall 
make available for public inspection and disclosure all public records subject to inspection pursuant 
to § 1-26-2 and chapter 1-27. The department shall provide for the reproduction of all public records 
subject to inspection and reasonably capable of being reproduced and may impose a fee to recover 
the reasonable cost of reproduction. Any fee imposed for records reproduction shall be promulgated 
pursuant to chapter 1-26 and shall provide for fee waiver for public records requests from the press 
or communications media, public interest groups, educational organizations, and institutions of 

DENR-227. POINT SOURCE TOTAL MAXIMUM DAILY LOADS: 
99-012 

This series is arranged alphabetically and contains information used to develop Total Maximum 
Daily Loading (TMDL) calculations for waterbodies in South Dakota.  Information may include:  
scientific data, public notice affidavits, written comments on draft TMDLs, loading calculation 
documentation, and EPA approval letters.  This record series is maintained for reference and 
administrative purposes. 

RETENTION:  Microfilm when volume warrants and maintain film for 7 years, then destroy.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-40-31, 34A-2-94
34A-2-94.   Public availability of records and information obtained under chapter--
Exception to protect trade secrets.

1-40-31.   Full public disclosure of nonconfidential public records--Reproduction--Fee-- 
Waiver--Response time to written requests--Denial of disclosure--Appeals--Promulgation of 
rules-- Attorney's fees and costs for denial of access to hazardous waste public records.
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government. The department shall respond to all written requests for public records within twenty 
working days of the date when the request was received. The department may deny inspection and 
disclosure of any public record not subject to inspection under chapter 1-27, or held confidential 
pursuant to statute or court order. Written notice of denial of inspection or disclosure shall be 
provided to the person making the request. Such denial or failure by the department to respond 
within twenty working days shall be considered final agency action and may be appealed to circuit 
court as provided in chapter 1-26. The secretary, pursuant to chapter 1-26, may promulgate rules to 
implement the provisions of this section.

     Any person denied access to any hazardous waste public record required under chapter 34A-11 
may recover in circuit court reasonable attorney's fees and other litigation costs reasonably incurred 
in an action against the state if the requestor substantially prevails on judicial review.

Source: SL 1992, ch 254, § 96.

Joe Nadenicek - 3836

Yes

Yes - 1-40-31 - $.20/page

Surface Water Quality Progra

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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Corresponds to Record Series

DES - Surface Water Quality
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Trade Secrets Confidential
34A-2-94.   Public availability of records and information obtained under chapter--Exception to 
protect trade secrets. Any records, reports, or information obtained under this chapter shall, in the 
case of effluent data, be related to any applicable effluent limitations, pretreatment, or new source 
performance standards, and shall be available to the public, except that upon a showing satisfactory 
to the secretary by any person that records, information, or particular part thereof (other than 
effluent data, permit applications and permits) to which the secretary has access under this chapter, 
if made public would divulge methods or processes entitled to protection as trade secrets of such 
person, the secretary shall consider such record, report, or information, or particular portion thereof, 
confidential, except that such record, report or information may be disclosed to other officers, 
employees, or authorized representatives of the state or federal government concerned with 
carrying out this chapter, or when relevant, in any proceeding under this chapter.

Source: SL 1973, ch 280, § 13; SDCL Supp, § 46-25-108; SL 1988, ch 285, § 36.

1-40-31.   Full public disclosure of nonconfidential public records--Reproduction--Fee-- Waiver--
Response time to written requests--Denial of disclosure--Appeals--Promulgation of rules-- Attorney's 
fees and costs for denial of access to hazardous waste public records. Full public inspection and 
disclosure of all nonconfidential public records relating to the Department of Environment and 
Natural Resources and those activities within its jurisdiction shall be allowed. The department shall 
make available for public inspection and disclosure all public records subject to inspection pursuant 
to § 1-26-2 and chapter 1-27. The department shall provide for the reproduction of all public records 
subject to inspection and reasonably capable of being reproduced and may impose a fee to recover 
the reasonable cost of reproduction. Any fee imposed for records reproduction shall be promulgated 
pursuant to chapter 1-26 and shall provide for fee waiver for public records requests from the press 
or communications media, public interest groups, educational organizations, and institutions of 

DENR-228. PLANS AND SPECIFICATION APPROVAL LETTERS: 
99-012 
This series is arranged numerically by plan and specification number and contains the water and 
wastewater approval letters.  Information may include:  specification number, project title, date 
approved, and person receiving the approval letter.  This record series is maintained for reference 
and documentation purposes. 
 
RETENTION:  Retain 1 year in office, then microfilm and maintain film for 2 years.  Destroy after 3 
years.

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

34A-2-94, 1-40-31
34A-2-94.   Public availability of records and information obtained under chapter--
Exception to protect trade secrets.
1-40-31.   Full public disclosure of nonconfidential public records--Reproduction--Fee-- 
Waiver--Response time to written requests--Denial of disclosure--Appeals--Promulgation of 
rules-- Attorney's fees and costs for denial of access to hazardous waste public records.
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government. The department shall respond to all written requests for public records within twenty 
working days of the date when the request was received. The department may deny inspection and 
disclosure of any public record not subject to inspection under chapter 1-27, or held confidential 
pursuant to statute or court order. Written notice of denial of inspection or disclosure shall be 
provided to the person making the request. Such denial or failure by the department to respond 
within twenty working days shall be considered final agency action and may be appealed to circuit 
court as provided in chapter 1-26. The secretary, pursuant to chapter 1-26, may promulgate rules to 
implement the provisions of this section.

     Any person denied access to any hazardous waste public record required under chapter 34A-11 
may recover in circuit court reasonable attorney's fees and other litigation costs reasonably incurred 
in an action against the state if the requestor substantially prevails on judicial review.

Source: SL 1992, ch 254, § 96.

Joe Nadenicek

Yes

Yes - 1-40-31 - $.20/page

Surface Water Quality Progra

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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Corresponds to Record Series

DES - Air Quality
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34A-1-14.   Records and information available to public--Exception to protect trade secrets-- 
Authorized use--Violation as misdemeanor. Any records, reports, or information obtained by the 
department or board from owners or operators of an air contaminant source or sources shall be 
available to the public, except that upon a showing satisfactory to the board by the owners or 
operators of an air contaminant source that the records, reports, or information obtained by the 
department or board regarding processes or production technique are sufficiently unique to affect 
adversely the competitive position of the owner or operator by revealing trade secrets, the 
department and board shall consider the record, report, or information or particular portion thereof 
confidential in the administration of this chapter. Nothing in this section prevents the disclosure of 
otherwise confidential records or information by the department or board, or any department, 
agency, or officer of state government if necessary for the prosecution of violations of the chapter 
or rules promulgated pursuant to this chapter. Nothing in this section prevents the use of such 
records or information by the department, or any department, agency, or officer of the state 
government in compiling or publishing analyses or summaries relating to the general condition of 
the outdoor atmosphere if the analyses or summaries do not identify, directly or indirectly, any 
owner or operator or reveal any information otherwise confidential under this section. 
Notwithstanding the provisions of this section, all data relating to air pollution emissions as defined 
in § 34A-1-2, are public records, and subject to public disclosure as provided in § 1-40-31.

     A violation of this section is a Class 2 misdemeanor.

Source: SL 1970, ch 203, §§ 13, 15; SDCL Supp, § 34-16A-21; SL 1973, ch 222, § 5; SL 1977, ch 
190, § 30; SL 1995, ch 203, § 1.

1-40-31.   Full public disclosure of nonconfidential public records--Reproduction--Fee-- Waiver--

DENR-229. ASBESTOS ENFORCEMENT CASES: 
99-012 
This series is arranged chronologically and contains asbestos enforcement cases.  Information may 
include:  correspondence, legal action, settlement agreement, copies of checks, copies of receipts, 
violations, reports, and supporting documentation.  This record series is maintained for legal 
purposes. 
 
RETENTION:  Microfilm when volume warrants and maintain film 7 years.  Destroy after 7 years 
provided all litigation, claims, and audit findings involving the records have been resolved and final 
action has been taken.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

34A-1-14, 1-40-31
34A-1-14.   Records and information available to public--Exception to protect trade 
secrets-- Authorized use--Violation as misdemeanor.
 1-40-31.   Full public disclosure of nonconfidential public records--Reproduction--Fee-- 
Waiver--Response time to written requests--Denial of disclosure--Appeals--Promulgation of 
rules-- Attorney's fees and costs for denial of access to hazardous waste public records.

South Dakota Codified Law
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Response time to written requests--Denial of disclosure--Appeals--Promulgation of rules-- Attorney's 
fees and costs for denial of access to hazardous waste public records. Full public inspection and 
disclosure of all nonconfidential public records relating to the Department of Environment and 
Natural Resources and those activities within its jurisdiction shall be allowed. The department shall 
make available for public inspection and disclosure all public records subject to inspection pursuant 
to § 1-26-2 and chapter 1-27. The department shall provide for the reproduction of all public records 
subject to inspection and reasonably capable of being reproduced and may impose a fee to recover 
the reasonable cost of reproduction. Any fee imposed for records reproduction shall be promulgated 
pursuant to chapter 1-26 and shall provide for fee waiver for public records requests from the press 
or communications media, public interest groups, educational organizations, and institutions of 
government. The department shall respond to all written requests for public records within twenty 
working days of the date when the request was received. The department may deny inspection and 
disclosure of any public record not subject to inspection under chapter 1-27, or held confidential 
pursuant to statute or court order. Written notice of denial of inspection or disclosure shall be 
provided to the person making the request. Such denial or failure by the department to respond 
within twenty working days shall be considered final agency action and may be appealed to circuit 
court as provided in chapter 1-26. The secretary, pursuant to chapter 1-26, may promulgate rules to 
implement the provisions of this section.

     Any person denied access to any hazardous waste public record required under chapter 34A-11 
may recover in circuit court reasonable attorney's fees and other litigation costs reasonably incurred 
in an action against the state if the requestor substantially prevails on judicial review.

Source: SL 1992, ch 254, § 96.

Joe Nadenicek - 3836

Yes

Yes - 1-40-31 - $.20/page

Asbestos Program Administra

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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99-012  DENR-230
Corresponds to Record Series

DES - Surface Water Quality
Division
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34A-2-94.   Public availability of records and information obtained under chapter--Exception to 
protect trade secrets. Any records, reports, or information obtained under this chapter shall, in the 
case of effluent data, be related to any applicable effluent limitations, pretreatment, or new source 
performance standards, and shall be available to the public, except that upon a showing satisfactory 
to the secretary by any person that records, information, or particular part thereof (other than 
effluent data, permit applications and permits) to which the secretary has access under this chapter, 
if made public would divulge methods or processes entitled to protection as trade secrets of such 
person, the secretary shall consider such record, report, or information, or particular portion thereof, 
confidential, except that such record, report or information may be disclosed to other officers, 
employees, or authorized representatives of the state or federal government concerned with 
carrying out this chapter, or when relevant, in any proceeding under this chapter.

Source: SL 1973, ch 280, § 13; SDCL Supp, § 46-25-108; SL 1988, ch 285, § 36.

1-40-31.   Full public disclosure of nonconfidential public records--Reproduction--Fee-- Waiver--
Response time to written requests--Denial of disclosure--Appeals--Promulgation of rules-- Attorney's 
fees and costs for denial of access to hazardous waste public records. Full public inspection and 
disclosure of all nonconfidential public records relating to the Department of Environment and 
Natural Resources and those activities within its jurisdiction shall be allowed. The department shall 
make available for public inspection and disclosure all public records subject to inspection pursuant 
to § 1-26-2 and chapter 1-27. The department shall provide for the reproduction of all public records 
subject to inspection and reasonably capable of being reproduced and may impose a fee to recover 
the reasonable cost of reproduction. Any fee imposed for records reproduction shall be promulgated 
pursuant to chapter 1-26 and shall provide for fee waiver for public records requests from the press 
or communications media, public interest groups, educational organizations, and institutions of 
government. The department shall respond to all written requests for public records within twenty 

DENR-230. PRETREATMENT FILES: 
99-012 
This series is arranged alphabetically and contains both active and inactive pretreatment files for 
industrial pretreatment users and cities with pretreatment programs.  Information may include:  
permits, discharge monitoring reports, correspondence, inspection reports, audit reports, annual 
reports and local ordinances.  This record series is maintained for reference purposes and to meet 
federal requirements. 
 
RETENTION:  Microfilm when volume warrants and maintain film 7 years, then destroy.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

34A-2-94, 1-40-31
4A-2-94.   Public availability of records and information obtained under chapter--Exception 
to protect trade secrets.

1-40-31.   Full public disclosure of nonconfidential public records--Reproduction--Fee-- 
Waiver--Response time to written requests--Denial of disclosure--Appeals--Promulgation of 
rules-- Attorney's fees and costs for denial of access to hazardous waste public records.

South Dakota Codified Law
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working days of the date when the request was received. The department may deny inspection and 
disclosure of any public record not subject to inspection under chapter 1-27, or held confidential 
pursuant to statute or court order. Written notice of denial of inspection or disclosure shall be 
provided to the person making the request. Such denial or failure by the department to respond 
within twenty working days shall be considered final agency action and may be appealed to circuit 
court as provided in chapter 1-26. The secretary, pursuant to chapter 1-26, may promulgate rules to 
implement the provisions of this section.

     Any person denied access to any hazardous waste public record required under chapter 34A-11 
may recover in circuit court reasonable attorney's fees and other litigation costs reasonably incurred 
in an action against the state if the requestor substantially prevails on judicial review.

Source: SL 1992, ch 254, § 96.

Joe Nadenicek - 3836

Yes

Yes - 1-40-31 - $.20/page

Surface Water Quality Progra

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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Department of Health

BON-07
Corresponds to Record Series

Board of Nursing
Division

Audiotapes of disciplinary meetings

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

1-26-2
Confidentiality of agency materials derogatory to a person.
South Dakota Codified Law

1-27-28 to 1-27-32, inclusive
Confidentiality of state agency's examination of private entity.
South Dakota Codified Law

Joan Schueller

Yes

Administrative Services Divis

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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BON-17
Corresponds to Record Series

Board of Nursing
Division

Disciplinary files

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

1-26-2
Confidentiality of agency materials derogatory to a person.
South Dakota Codified Law

1-27-28 to 1-27-32, inclusive
Confidentiality of state agency's examination pf private entity.
South Dakota Codified Law

Joan Schueller

Yes

Administrative Services Divis

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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BON-18
Corresponds to Record Series

Board of Nursing
Division

Disciplinary files, dismissed claims

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

1-26-2
Confidentiality of agency materials derogatory to a person.
South Dakota Codified Law

1-27-28 to 1-27-32, inclusive
Confidentiality of state agency's examination of private entity.
South Dakota Codified Law

Joan Schueller

Yes

Administrative Services Divis

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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BON-19
Corresponds to Record Series

Board of Nursing
Division

Disciplinary reports, national

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

1-26-2
Confidentiality of agency materials derogatory to a person.
South Dakota Codified Law

1-27-28 to 1-27-32, inclusive
Confidentiality of state agency's examination of private entity.
South Dakota Codified Law

Joan Schueller

Yes

Administrative Services Divis

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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BON-34
Corresponds to Record Series

Board of Nursing
Division

Official minutes of the Board

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-25-3
Board minutes shall be available for inspection by the public
South Dakota Codified Law

1-27-1
Records required to be kept by SD statute are open to inspection by any person.
South Dakota Codified Law

Joan Schueller

Yes

Administrative Services Divis

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 556 of 2119



BON-4
Corresponds to Record Series

Board of Nursing
Division

Administrative rules - promulgation file

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

§§ 1-26-7, 1-27-1
Original administrative rules to be kept
South Dakota Codified Law

Joan Schueller

Yes

Administrative Services Divis

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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BON-40
Corresponds to Record Series

Board of Nursing
Division

Cash receipts

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-27-1
Records required to be kept by SD statute are open to inspection by any person.
South Dakota Codified Law

4-3-3
Receipts for state funds
South Dakota Codified Law

Joan Schueller

Yes

Administrative Services Divis

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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CH-05
Corresponds to Record Series

Board of Chiropractic Examin
Division

Complaint files

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

1-26-2
Confidentiality of agency materials derogatory to a person
South Dakota Codified Law

1-27-28 to 1-27-32, inclusive
Confidentiality of state agency's examination pf private entity.
South Dakota Codified Law

20:41:10:08
Confidentiality of complaint files
Administrative Rule of South Dakota

Joan Schueller

Yes

Administrative Services Divis

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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CH-1
Corresponds to Record Series

Board of Chiropractic Examin
Division

Administrative rules - promulgation file

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

§§ 1-26-7, 1-27-1
Original administrative rules to be kept
South Dakota Codified Law

Joan Schueller

Yes

Administrative Services Divis

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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CH-15
Corresponds to Record Series

Board of Chiropractic Examin
Division

Official minutes of the Board

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-25-3
Board minutes shall be available for inspection by the public
South Dakota Codified Law

1-27-1
Records requierd to be kept by SD statute are open to inspection by any person.
South Dakota Codified Law

Joan Schueller

Yes

Administrative Services Divis

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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CH-16
Corresponds to Record Series

Board of Chiropractic Examin
Division

Peer review committee files

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

1-26-2
Confidentiality of agency materials derogatory to a person
South Dakota Codified Law

1-27-28 to 1-27-32, inclusive
Confidentiality of state agency's examination of private entity.
South Dakota Codified Law

Joan Schueller

Yes

Administrative Services Divis

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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CH-19
Corresponds to Record Series

Board of Chiropractic Examin
Division

Cash receipts

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-27-1
Records required to be kept by SD statute are open to inspection by any person.
South Dakota Codified Law

4-3-3
Receipts for state funds
South Dakota Codified Law

Joan Schueller

Yes

Administrative Services Divis

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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DE-09
Corresponds to Record Series

Board of Dentistry
Division

Complaint files

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

1-26-2
Confidentiality of agency materials derogatory to a person
South Dakota Codified Law

1-27-28 to 1-27-32, inclusive
Confidentiality of state agency's examination pf private entity.
South Dakota Codified Law

36-6A-22
Board to log and record all complaints
South Dakota Codified Law

Joan Schueller

Yes

Administrative Services Divis

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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DE-18
Corresponds to Record Series

Board of Dentistry
Division

Disciplinary logs

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

1-26-2
Confidentiality of agency materials derogatory to a person
South Dakota Codified Law

1-27-28 to 1-27-32, inclusive
Confidentiality of state agency's examination of private entity.
South Dakota Codified Law

36-6A-22
Board to log and record all complaints
South Dakota Codified Law

Joan Schueller

Yes

Administrative Services Divis

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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DE-3
Corresponds to Record Series

Board of Dentistry
Division

Administrative rules - promulgation file

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

§§ 1-26-7, 1-27-1
Original administrative rules to be kept
South Dakota Codified Law

Joan Schueller

Yes

Administrative Services Divis

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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DE-32
Corresponds to Record Series

Board of Dentistry
Division

Official minutes of Board

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-25-3
Board minutes shall be available for inspection by the public
South Dakota Codified Law

1-27-1
Records required to be kept  by SD statute are open to inspection by any person.
South Dakota Codified Law

Joan Schueller

Yes

Administrative Services Divis

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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DE-35
Corresponds to Record Series

Board of Dentistry
Division

Cash receipts

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-27-1
Records required to be kept by SD statute are open to inspection by any person.
South Dakota Codified Law

4-3-3
Receipts for state funds
South Dakota Codified Law

Joan Schueller

Yes

Administrative Services Divis

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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FS-12
Corresponds to Record Series

Board of Funeral Service
Division

Complaint files, board has jurisdiction

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

1-26-2
Confidentiality of agency materials derogatory to a person
South Dakota Codified Law

1-27-28 to 1-27-32
Confidentiality of state agency's examination of private entity.
South Dakota Codified Law

Joan Schueller

Yes

Administrative Services Divis

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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FS-13
Corresponds to Record Series

Board of Funeral Service
Division

Complaints, board lacks jurisdiction

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

1-26-2
Confidentiality of agency materials derogatory to a person.
South Dakota Codified Law

1-27-28 to 1-27-32, inclusive
Confidentiality of state agency's examination of private entity.
South Dakota Codified Law

Joan Schueller

Yes

Administrative Services Divis

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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FS-2
Corresponds to Record Series

Board of Funeral Service
Division

Administrative rules - promulgation file

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

§§ 1-26-7, 1-27-1
Original administrative rules to be kept
South Dakota Codified Law

Joan Schueller

Yes

Administrative Services Divis

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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FS-22
Corresponds to Record Series

Board of Funeral Service
Division

Official minutes of Board

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-25-3
Board minutes shall be available for inspection by the public
South Dakota Codified Law

1-27-1
Records required to be kept by SD statute are open to inspection by any person.
South Dakota Codified Law

Joan Schueller

Yes

Administrative Services Divis

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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HA-12
Corresponds to Record Series

Board of Hearing Aid Dispens
Division

Complaint files, board has jurisdiction

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

1-26-2
Confidentiality of agency materials derogatory to a person
South Dakota Codified Law

1-27-28 to 1-27-32, inclusive
Confidentiality of state agency's examination of private entity.
South Dakota Codified Law

Joan Schueller

Yes

Administrative Services Divis

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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HA-13
Corresponds to Record Series

Board of Hearing Aid Dispens
Division

Complaints, board lacks jurisdiction

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

1-26-2
Confidentiality of agency materials derogatory to a person
South Dakota Codified Law

1-27-28 to 1-27-32, inclusive
Confidentiality of state agency's examination of private entity.
South Dakota Codified Law

Joan Schueller

Yes

Administrative Services Divis

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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HA-2
Corresponds to Record Series

Board of Hearing Aid Dispens
Division

Administrative rule - promulgation file

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

§§ 1-26-7, 1-27-1
Original administrative rules to be kept
South Dakota Codified Law

Joan Schueller

Yes

Administrative Services Divis

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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HA-21
Corresponds to Record Series

Board of Hearing Aid Dispens
Division

Official minutes of Board

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-25-3
Board minutes shall be available for inspection by the public
South Dakota Codified Law

1-27-1
Records required to be kept by SD statute are open to inspection by any person.
South Dakota Codified Law

Joan Schueller

Yes

Administrative Services Divis

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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HEA-101
Corresponds to Record Series

Laboratory Services
Division

Container requests

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

1-27-28 to 1-27-32, inclusive
Confidentiality of state agency's examination of private entity
South Dakota Codified Law

19-13-21, 1-49-5
Privileged disclosures to public officers
South Dakota Codified Law

19-13-7South Dakota Codified Law

23-5-10
Confidential criminal justice information
South Dakota Codified Law

Joan Schueller

Yes

Administrative Services Divis

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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HEA-102
Corresponds to Record Series

Laboratory Services
Division

Ecological Bacteriology logs

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

1-27-28 to 1-27-32, inclusive
Confidentiality of state agency's examination of private entity
South Dakota Codified Law

19-13-21, 1-49-5
Privileged disclosures to public officers
South Dakota Codified Law

Joan Schueller

Yes

Administrative Services Divis

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 578 of 2119



HEA-105
Corresponds to Record Series

Laboratory Services
Division

Food related illnesses outbreak file

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

Administrative Services Division Director

1-27-28 to 1-27-32, inclusive
Confidentiality of state agency's examination of private entity
South Dakota Codified Law

19-13-21, 1-49-5
Privileged communication to public officer
South Dakota Codified Law

34-22-12, 34-22-12.1
Confidentiality of mandatory reports of identifiable and suspected communicable diseases
South Dakota Codified Law

45 CFR 160.103, 160.104, 164.512, 164.
Health Insurance Portability and Accountability Act (HIPAA), definitions, applicability, uses 
and disclosures required by law, and other requirements relating to uses and disclosures of 
protected health information

Code of Federal Regulations

Joan Schueller

Yes

Administrative Services Divis

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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HEA-107
Corresponds to Record Series

Laboratory Services
Division

Laboratory test results (current month)

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

1-27-28 to 1-27-32, inclusive
Confidentiality of state agency's examination of private entity
South Dakota Codified Law

19-13-21, 1-49-5
Privileged disclsoures to public officers
South Dakota Codified Law

19-13-7
Physician - patient privilege
South Dakota Codified Law

23-5-10
Confidential criminal justice information
South Dakota Codified Law

34-22-12, 34-22-12.1
Confidentiality of mandatory reports of identifiable and suspected communicable diseases
South Dakota Codified Law

45 CFR 160.103, 160.104, 164.512, 164.
Health Insurance and Portability Act (HIPAA), definitions, applicability, uses and 
disclosures required by law, and other requirements relating to uses and disclosures of 
protected health information

Code of Federal Regulations

Joan Schueller

Yes

Administrative Services Divis

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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HEA-108
Corresponds to Record Series

Laboratory Services
Division

Laboratory test results (negative)

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

1-27-28 to 1-27-32, inclusive
Confidentiality of state agency's examination of private entity
South Dakota Codified Law

19-13-21, 1-49-5
Privileged disclosures to public officer
South Dakota Codified Law

19-13-7
Physician - patient privilege
South Dakota Codified Law

23-5-10
Confidential criminal justice information
South Dakota Codified Law

34-22-12, 34-22-12.1
Confidentiality of mandatory reports of identifiable and suspected communicable diseases
South Dakota Codified Law

45 CFR 160.103, 160.104, 164.512, 164.
Health Insurance Portability and Accountability Act (HIPAA), definitions, applicability, uses 
and disclosures required by law, other requirements relating to uses and disclosures of 
protected health information

Code of Federal Regulations

Joan Schueller

Yes

Administrative Services Divis

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 581 of 2119



HEA-109
Corresponds to Record Series

Laboratory Services
Division

Laboratory test results (positive)

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

1-27-28 to 1-27-32, inclusive
Confidentiality of state agency's examination of private entity
South Dakota Codified Law

19-13-21, 1-49-5
Privileged disclsoures to public officers
South Dakota Codified Law

19-13-7
Physician - patient privilege
South Dakota Codified Law

23-5-10
Confidential criminal justice information
South Dakota Codified Law

34-22-12, 34-22-12.1
Confidentiality of mandatory reports of identifiable and suspected communicable diseases
South Dakota Codified Law

45 CFR 160.103, 160.104, 164.512, 164.
Health Insurance Portability and Accountability Act (HIPAA), definitions, applicability, uses 
and disclosures required by law, and other requirements relating to uses and disclsoures of 
protected health information

Code of Federal Regulations

Joan Schueller

Yes

Administrative Services Divis

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 582 of 2119



HEA-110
Corresponds to Record Series

Laboratory Services
Division

Medical records system

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

1-27-28 to 1-27-32, inclusive
Confidentiality of state agency's examination of private entity
South Dakota Codified Law

19-13-21, 1-49-5
Privileged disclsoures to public officers
South Dakota Codified Law

19-13-7
Physician - patient privilege
South Dakota Codified Law

23-5-10
Confidential criminal justice information
South Dakota Codified Law

34-22-12, 34-22-12.1
Confidentiality of mandatory reports of identificable and suspected communicable diseases
South Dakota Codified Law

45 CFR 160.103, 160.104, 164.512, 164.
Health Insurance Portability and Accountability Act (HIPAA), definitions, applicability, uses 
and disclosures required by law, and other requirements relating to uses and disclosures of 
protected health information

Code of Federal Regulations

Joan Schueller

Yes

Administrative Services Divis

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 583 of 2119



HEA-117
Corresponds to Record Series

Laboratory Services
Division

Rabies test results

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

19-13-21, 1-49-5
Privileged disclosures to public officers
South Dakota Codified Law

19-13-7
Physician - patient privilege
South Dakota Codified Law

34-22-12, 34-22-12.1
Confidentiality of mandatory reports of identifiable and suspected communicable diseases
South Dakota Codified Law

45 CFR 160.103, 160.104, 164.512, 164.
Health Insurance Portability and Accountability Act (HIPAA), definitions, applicability, uses 
and disclsoures required by law, and other requirements relating to uses and disclsoures of 
protected health information

Code of Federal Regulations

Joan Schueller

Yes

Adminsitrative Services Divis

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 584 of 2119



HEA-120
Corresponds to Record Series

Laboratory Services
Division

Samples and containers request log

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

1-27-28 to 1-27-32, inclusive
Confidentiality of state agency's examination of private entity
South Dakota Codified Law

19-13-21, 1-49-5
Privileged communication to public officers
South Dakota Codified Law

19-13-7
Physician - patient privilege
South Dakota Codified Law

23-5-10
Confidential criminal justice information
South Dakota Codified Law

Joan Schueller

Yes

Administrative Services Divis

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 585 of 2119



HEA-121
Corresponds to Record Series

Laboratory Services
Division

Specimen kit logs

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

1-27-28 to 1-27-32, inclusive
Confidentiality of state agency's examination of private entity
South Dakota Codified Law

19-13-21, 1-49-5
Privileged disclsoured to public officers
South Dakota Codified Law

19-13-7
Physician - patient privilege
South Dakota Codified Law

23-5-10
Confidential criminal justice information
South Dakota Codified Law

Joan Schueller

Yes

Administrative Services Divis

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 586 of 2119



HEA-122
Corresponds to Record Series

Laboratory Services
Division

Specimen logs (viral and bacterial)

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

1-27-28 to 1-27-32, inclusive
Confidentiality of state agency's examination of private entity
South Dakota Codified Law

19-13-21, 1-49-5
Privileged disclsoures to public officers
South Dakota Codified Law

34-22-12, 34-22-12.1
Confidentiality of mandatory reports of identifiable and suspected communicable diseases
South Dakota Codified Law

45 CFR 160.103, 160.104, 164.512, 164.
Health Insurance Portabiity and Accountability Act (HIPAA), definitions, applicability, uses 
and disclosures required by law, and other requirements relating to uses and disclosures of 
protected health information

Code of Federal Regulations

Joan Schueller

Yes

Administrative Services Divis

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 587 of 2119



HEA-123
Corresponds to Record Series

Laboratory Services
Division

Submitter forms

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

1-27-28 to 1-27-32, inclusive
Confidentiality of state agency's examination of private entity
South Dakota Codified Law

19-13-21, 1-49-5
Privileged disclosures to public officers
South Dakota Codified Law

19-13-7
Physician - patient privilege
South Dakota Codified Law

23-5-10
Confidential criminal justice information
South Dakota Codified Law

34-22-12. 34-22-12.1
Confidentiality of mandatory reports of identifiable and suspected communicable diseases
South Dakota Codified Law

45 CFR 160.103, 160.104, 164.512, 164.
Health Insurance Portability and Accountability Act (HIPAA), definitions, applicability, uses 
and disclosures required by law, and other requirements relating to uses and disclosures of 
protected health information

Code of Federal Regulations

Joan Schueller

Yes

Administrative Services Divis

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 588 of 2119



HEA-127
Corresponds to Record Series

Laboratory Services
Division

Water data reports

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

1-27-28 to 1-27-32, inclusive
Confidentiality of state agency's examination pf private entity
South Dakota Codified Law

13-19-21, 1-49-5
Privileged disclosures to public officers
South Dakota Codified Law

Joan Schueller

Yes

Administrative Services Divis

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 589 of 2119



HEA-128
Corresponds to Record Series

Laboratory Services
Division

Water test worksheets

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

1-27-28 to 1-27-32, inclusive
Confidentiality of state agency's examination of private entity
South Dakota Codified Law

19-13-21, 1-49-5
Privileged communication to public officers
South Dakota Codified Law

Joan Schueller

Yes

Administrative Services Divis

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 590 of 2119



HEA-129
Corresponds to Record Series

Laboratory Services
Division

Worksheets of tests and results

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

1-27-28 to 1-27-32, inclusive
Confidentiality of state agency's examination of private entity
South Dakota Codified Law

19-13-21, 1-49-5
Privileged disclosures to public officers
South Dakota Codified Law

19-13-7
Physician - patient privilege
South Dakota Codified Law

23-5-10
Confidential criminal justice information
South Dakota Codified Law

34-22-12, 34-22-12.1
Confidentiality of reports of identifiable and suspected communicable diseases
South Dakota Codified Law

45 CFR 160.103, 160.104, 164.512, 164.
Health Insurance Portability and Accountability Act (HIPAA), definitions, applicability, uses 
and disclosures required by law, and other requirements relating to uses and disclosures of 
protected health information

Code of Federal Regulations

Joan Schueller

Yes

Administrative Services Divis

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 591 of 2119



HEA-131
Corresponds to Record Series

Healthcare Facilities Licensur
Division

Architectural drawing logs

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

34-12-17
Confidentiality of information received by the department under the authority of SDCL 
chapter 34-12 (regulation of hospitals and related insititutions)

South Dakota Codified Law

Joan Schueller

Yes

Administrative Services Divis

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 592 of 2119



HEA-132
Corresponds to Record Series

Healthcare Facilities Licensur
Division

Architectural drawings

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

34-12-17
Confidentiality of information received by the department under the authority of SDCL 
chapter 34-12 (regulation of hospitals and related institutions)

South Dakota Codified Law

Joan Schueller

yes

Administrative Services Divis

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 593 of 2119



HEA-134
Corresponds to Record Series

Healthcare Facilities Licensur
Division

Bonds

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

34-12-17
Confidentiality of information received by the department under the authority of SDCL 
chapter 34-12 (regulation of hospitals and related institutions)

South Dakota Codified Law

Joan Schueller

Yes

Administrative Services Divis

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 594 of 2119



HEA-135
Corresponds to Record Series

Healthcare Facilities Licensur
Division

Closed files - medical facilities

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

34-12-17
Confidentiality of information received by the department under the authority of SDCL 
chapter 34-12 (regulation of hospitals and related institutions)

South Dakota Codified Law

Joan Schueller

Yes

Administrative Services Divis

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 595 of 2119



HEA-137
Corresponds to Record Series

Healthcare Facilities Licensur
Division

Closed laboratory files

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

34-12-17
Confidentiality of information received by the department under the authority of SDCL 
chapter 34-12 (regulation of hospitals and related institutions)

South Dakota Codified Law

Friday, June 29, 2007 Page 596 of 2119



Complaints, medical facilities

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

34-12-17
Confidentiality of information received by the department under the authority of SDCL 
chapter 34-12 (regulation of hospitals and related institutions)

South Dakota Codified Law

Joan Schueller

Yes

Administrative Services Divis

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 597 of 2119



HEA-138
Corresponds to Record Series

Healthcare Facilities Licensur
Division

Correspondence, Centers for Medicare and Medicaid Services (CMS)

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

34-12-17
Confidentaility of information received by the department under the authority of SDCL 
chapter 34-12 (regulation of hospitals and related institutions)

South Dakota Codified Law

Joan Schueller

Yes

Administrative Services Divis

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 598 of 2119



HEA-140
Corresponds to Record Series

Healthcare Facilities Licensur
Division

Drug destruction records

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

34-12-17
Confidentiality of information received by the department under the authority of SDCL 
chapter 34-12 (regulation of hospitals and related institutions)

South Dakota Codified Law

Joan Schueller

Yes

Administrative Services Divis

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 599 of 2119



HEA-141
Corresponds to Record Series

Healthcare Facilities Licensur
Division

FDA inspection reports

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

34-12-17
Confidentiality of information received by the department under the authority of SDCL 34-
12 (regulation of hospitals and related institutions)

South Dakota Codified Law

Joan Schueller

Yes

Administrative Services Divis

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 600 of 2119



HEA-142
Corresponds to Record Series

Healthcare Facilities Licensur
Division

Fire incident report logs

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

34-12-17
Confidentiality of information received by the department under the authority of SDCL 
chapter 34-12 (regulation of hospitals and related institutions)

South Dakota Codified Law

Joan Schueller

Yes

Administrative Services Divis

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 601 of 2119



HEA-143
Corresponds to Record Series

Healthcare Facilities Licensur
Division

Inspection reports, x-ray equipment

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

34-12-15
Confidentiality of information received by the department under the authority of SDCL 
chapter 34-12 (regulation of hospitals and related institutions)

South Dakota Codified Law

Joan Schueller

Yes

Administrative Services Divis

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 602 of 2119



HEA-144
Corresponds to Record Series

Healthcare Facilities Licensur
Division

Investigation reports, controlled substances

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

34-12-17
Confidentiality of information received by the department under the authority of SDCL 
chapter 34-12 (regulation of hospitals and related institutions)

South Dakota Codified Law

Joan Schueller

Yes

Administrative Services Divis

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 603 of 2119



HEA-145
Corresponds to Record Series

Healthcare Facilities Licensur
Division

Laboratory files

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

34-12-17
Confidentiality of information received by the department under the authority of SDCL 
chapter 34-12 (regulation of hospitals and related institutions)

South Dakota Codified Law

Joan Schueller

Yes

Administrative Services Divis

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 604 of 2119



HEA-146
Corresponds to Record Series

Healthcare Facilities Licensur
Division

License files, x-ray facilities

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

34-12-17
Confidentiality of information received by the department under the authority of SDCL 
chapter 34-12 (regulation of hospitals and related institutions)

South Dakota Codified Law

Joan Schueller

Yes

Administrative Services Divis

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 605 of 2119



HEA-147
Corresponds to Record Series

Healthcare Facilities Licensur
Division

Mammography certification files

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

34-12-17
Confidentiality of information received by the department under the authority of SDCL 
chapter 34-12 (regulation of hospitals and related institutions)

South Dakota Codified Law

Joan Schueller

Yes

Administrative Services Divis

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 606 of 2119



HEA-148
Corresponds to Record Series

Healthcare Facilities Licensur
Division

Medical facilities files

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

34-12-17
Confidentiality of information received by the department under the authority of SDCL 
chapter 34-12 (regulation of hospitals and related institutions)

South Dakota Codified Law

Joan Schueller

Yes

Administrative Services Divis

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 607 of 2119



HEA-149
Corresponds to Record Series

Healthcare Facilities Licensur
Division

Nationwide evaluation of x-ray trends (NEXT) surveys

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

34-12-17
Confidentiality of information received by the department under the authority of SDCL 
chapter 34-12 (regulation of hospitals and related institutions)

South Dakota Codified Law

Joan Schueller

Yes

Administrative Services Divis

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 608 of 2119



HEA-150
Corresponds to Record Series

Healthcare Facilities Licensur
Division

Policy interpretation, federal

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

34-12-17
Confidentiality of information received by the department under the authority of SDCL 
chapter 34-12 (regulation of hospitals and related institutions)

South Dakota Codified Law

Joan Schueller

Yes

Administrative Services Divis

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 609 of 2119



HEA-151
Corresponds to Record Series

Healthcare Facilities Licensur
Division

Policy interpretation, state

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

34-12-17
Confidentiality of information received by the department under the authority of SDCL 
chapter 34-12 (regulation of hospitals and related institutions)

South Dakota Codified Law

Joan Schueller

Yes

Administrative Services Divis

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 610 of 2119



HEA-152
Corresponds to Record Series

Healthcare Facilities Licensur
Division

Proficiency examination results - Health, Education, and Welfare

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

34-12-17
Confidentiality of information received by the department under the authority of SDCL 
chapter 34-12 (regulation of hospitals and related institutions)

South Dakota Codified Law

Joan Schueller

Yes

Administrative Services Divis

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 611 of 2119



HEA-153
Corresponds to Record Series

Healthcare Facilities Licensur
Division

Proficiency testing files, blood bank

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

34-12-17
Confidentiality of information received by the department under the authority of SDCL 
chapter 34-12 (regulation of hospitals and related institutions)

South Dakota Codified Law

Joan Schueller

Yes

Administrative Services Divis

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 612 of 2119



HEA-154
Corresponds to Record Series

Healthcare Facilities Licensur
Division

Proficiency testing files, general

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

34-12-17
Confidentiality of information received by the department under the authority of SDCL 
chapter 34-12 (regulation of hospitals and related institutions)

South Dakota Codified Law

Joan Schueller

Yes

Administrative Services Divis

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 613 of 2119



HEA-155
Corresponds to Record Series

Healthcare Facilities Licensur
Division

Quarterly reports, Centers for Medicare and Medicaid Services (CMS)

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

34-12-17
Confidentiality of information received by the department under the authority of SDCL 
chapter 34-12 (regulation of hospitals and related institutions)

South Dakota Codified Law

Joan Schueller

Yes

Administrative Services Divis

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 614 of 2119



HEA-156
Corresponds to Record Series

Healthcare Facilities Licensur
Division

Radiation information files

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

34-12-17
Confidentiality of information received by the department under the authority of SDCL 
chapter 34-12 (regulation of hospitals and related institutions)

South Dakota Codified Law

Joan Schueller

Yes

Administrative Services Divis

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 615 of 2119



HEA-157
Corresponds to Record Series

Healthcare Facilities Licensur
Division

Reference files, physical plants

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

34-12-17
Confidentiality of information received by the department under the authority of SDCL 
chapter 34-12 (regulation of hospitals and related institutions)

South Dakota Codified Law

Joan Schueller

Yes

Administrative Services Divis

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 616 of 2119



HEA-158
Corresponds to Record Series

Healthcare Facilities Licensur
Division

Reference files, radiology

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

34-12-17
Confidentiality of information received by the department under the authority of SDCL 
chapter 34-12 (regulation of hospitals and related institutions)

South Dakota Codified Law

Joan Schueller

Yes

Administrative Services Divis

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 617 of 2119



HEA-159
Corresponds to Record Series

Healthcare Facilities Licensur
Division

Reference files, substance control

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

34-12-17
Confidentiality of information received by the department under the authority of SDCL 
chapter 34-12 (regulation of hospitals and related institutions)

South Dakota Codified Law

Joan Schueller

Yes

Administrative Services Divis

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 618 of 2119



HEA-161
Corresponds to Record Series

Healthcare Facilities Licensur
Division

Residential living centers, names and correspondence

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

34-12-17
Confidentiality of information received by the department under the authority of SDCL 
chapter 34-12 (regulation of hospitals and related institutions)

South Dakota Codified Law

Joan Schueller

Yes

Administrative Services Divis

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 619 of 2119



HEA-162
Corresponds to Record Series

Healthcare Facilities Licensur
Division

State agency evaluation program (SAEP) reports, and required department responses regarding 
operation of CMS programs

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

34-12-17
Confidentiality of information received by the department under the authority of SDCL 
chapter 34-12 (regulation of hospitals and related institutions)

South Dakota Codified Law

Joan Schueller

Yes

Administrative Services Divis

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 620 of 2119



HEA-163
Corresponds to Record Series

Healthcare Facilities Licensur
Division

Survey logs

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

34-12-17
Confidentiality of information received by the department under the authority of SDCL 
chapter 34-12 (regulation of hospitals and related institutions)

South Dakota Codified Law

Joan Schueller

Yes

Administrative Services Divis

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 621 of 2119



HEA-164
Corresponds to Record Series

Healthcare Facilities Licensur
Division

X-ray and radiation inspection equipment logs

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

34-12-17
Confidentiality of information received by the department under the authority of SDCL 
chapter 34-12 (regulation of hospitals and related institutions)

South Dakota Codified Law

Joan Schueller

Yes

Administrative Services Divis

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 622 of 2119



HEA-17
Corresponds to Record Series

Administrative Services
Division

Legal counsel working papers

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

19-13-3
Attorney-client privilege
South Dakota Codified Law

Joan Schueller

Yes

Administrative Services Divis

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 623 of 2119



HEA-183
Corresponds to Record Series

Disease Prevention
Division

Epidemiology (EPI) animal rabies records - exposures to humans and/or animals

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

19-13-21
Privileged disclosures to public officers
South Dakota Codified Law

19-13-7
Physician-patient privilege
South Dakota Codified Law

34-22-12, 34-22-12.1
Confidentiality of mandatory reports of identifiable and suspected communicable diseases
South Dakota Codified Law

36-2-16, 34-12-15
Confidentiality of patient medical records
South Dakota Codified Law

45 CFR 160.103, 160.104, 164.512, 164.
Health Insurance Portability and Accountability Act (HIPAA)
Code of Federal Regulations

Joan Schueller

Yes

Administrative Services Divis

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 624 of 2119



HEA-185
Corresponds to Record Series

Disease Prevention
Division

HIV/AIDS case registry

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

19-13-21
Privileged disclosures to public officers
South Dakota Codified Law

19-13-7
Physician-patient privilege
South Dakota Codified Law

34-22-12, 34-22-12.1
Confidentiality of mandatory reports of identifiable and suspected communicable diseases
South Dakota Codified Law

36-2-16, 34-12-15
Confidentiality of patient medical records
South Dakota Codified Law

45 CFR 160.103, 160.104, 164.512, 164.
Health Insurance Portability and Accountability Act (HIPAA)
Code of Federal Regulations

Joan Schueller

Yes

Administrative Services Divis

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 625 of 2119



HEA-193
Corresponds to Record Series

Disease Prevention
Division

Epidemiology outbreak files

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

19-13-21
Privileged disclsoures to public officers
South Dakota Codified Law

19-13-7
Physician-patient privilege
South Dakota Codified Law

34-22-12, 34-22-12.1
Confidentiality of mandatory reports of identifiable and suspected communicable diseases
South Dakota Codified Law

36-2-16, 34-12-15
Confidentiality of patient medical records
South Dakota Codified Law

45 CFR 160.103, 160.104, 164.512, 164.
Health Insurance Portability and Accountability Act (HIPAA)
Code of Federal Regulations

Joan Schueller

Yes

Administrative Services Divis

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 626 of 2119



HEA-199
Corresponds to Record Series

Disease Prevention
Division

Patient immunization certificates and records

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

19-13-21
Privileged disclosures to public officers
South Dakota Codified Law

19-13-7
Physician-patient privilege
South Dakota Codified Law

34-22-12.5
Confidential immunization data to be shared among health care providers and specified 
others

South Dakota Codified Law

36-2-16, 34-12-15
Confidentiality of patient medical records
South Dakota Codified Law

45 CFR 160.103, 160.104, 164.512, 164.
Health Insurance Portability and Accountability Act (HIPAA)
Code of Federal Regulations

Joan Schueller

Yes

Administrative Services Divis

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 627 of 2119



HEA-216
Corresponds to Record Series

Disease Prevention
Division

Sexually transmitted diseases morbidity and case investigation reports

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

19-13-21
Privileged disclosures to public officers
South Dakota Codified Law

19-13-7
Physician-patient privilege
South Dakota Codified Law

34-22-12, 34-22-12.1
Confidentiality of mandatory reports of identifiable and suspected communicable diseases
South Dakota Codified Law

36-2-16, 34-12-15
Confidentiality of patient medical records
South Dakota Codified Law

45 CFR 160.103, 160.104, 164.512, 164.
Health Insurance Portability and Accountability Act (HIPAA)
Code of Federal Regulations

Joan Schueller

yes

Administrative Services Divis

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 628 of 2119



HEA-220
Corresponds to Record Series

Disease Prevention
Division

Suspect tuberculosis log books

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

19-13-21
Privileged disclosures to public officers
South Dakota Codified Law

19-13-7
Physician-patient privilege
South Dakota Codified Law

34-22-12, 34-22-12.1
Confidentiality of mandatory reports of identifiable and suspected communicable diseases
South Dakota Codified Law

36-2-16, 34-12-15
Confidentiality of patient medical records
South Dakota Codified Law

45 CFR 160.103, 160.104, 164.512, 164.
Health Insurance Portability and Accountability Act (HIPAA)
Code of Federal Regulations

Joan Schueller

Yes

Administrative Services Divis

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 629 of 2119



HEA-222
Corresponds to Record Series

Disease Prevention
Division

Syphilis registry

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

19-13-21
Privileged disclosures to public officers
South Dakota Codified Law

19-13-7
Physician-patient privilege
South Dakota Codified Law

34-22-12, 34-22-12.1
Confidentiality of mandatory reports of identifiable and suspected communicable diseases
South Dakota Codified Law

34-23-2
Confidentiality of the identities of individuals appurtenant to (partners of)  a venereal 
disease case

South Dakota Codified Law

36-2-16, 34-12-15
Confidentiality of patient medical records
South Dakota Codified Law

45 CFR 160.103, 160.104, 164.512, 164.
Health Insurance Portability and Accountability Act (HIPAA)
Code of Federal Regulations

Joan Schueller

Yes

Administrative Services Divis

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 630 of 2119



HEA-223
Corresponds to Record Series

Disease Prevention
Division

Tuberculosis case chart

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

19-13-21
Privileged disclosures to public officers
South Dakota Codified Law

19-13-7
Physician-patient privilege
South Dakota Codified Law

34-22-12, 34-22-12.1
Confidentaility of mandatory reports of identifiable and suspected communicable diseases
South Dakota Codified Law

36-2-16, 34-12-15
Confidentiality of patient medical records
South Dakota Codified Law

45 CFR 160.103, 160.104, 164.512, 164.
Health Insurance Portability and Accountability Act (HIPAA)
Code of Federal Regulations

Joan Schueller

Yes

Administrative Services Divis

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 631 of 2119



HEA-245
Corresponds to Record Series

Family Health
Division

Metabolic screening test results

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

19-13-21
Privileged disclosures to public officers
South Dakota Codified Law

19-13-7
Physician-patient privilege
South Dakota Codified Law

36-2-16, 34-12-15
Confidentiality of patient medical records
South Dakota Codified Law

45 CFR 160.103, 160.104, 164.512, 164.
Health Insurance Portability and Accountability Act (HIPAA)
Code of Federal Regulations

Joan Schueller

Yes

Administrative Services Divis

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 632 of 2119



HEA-247
Corresponds to Record Series

Family Health
Division

Patient case records - Children's Special Health Services

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

19-13-21
Privileged disclosures to public officers
South Dakota Codified Law

19-13-7
Physician-patient privilege
South Dakota Codified Law

36-2-16, 34-12-15
Confidentiality of patient medical records
South Dakota Codified Law

45 CFR 160.103, 160.104, 164.512, 164.
Health Insurance Portability and Accountability Act (HIPAA)
Code of Federal Regulations

Joan Schueller

Yes

Administrative Services Divis

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 633 of 2119



HEA-249
Corresponds to Record Series

Family Health
Division

Special procedures approval logs - family planning, contains patient names and services

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

19-13-21
Privileged disclosures to public officers
South Dakota Codified Law

19-13-7
Physician-patient privilege
South Dakota Codified Law

36-2-16, 34-12-15
Confidentiality of patient medical records
South Dakota Codified Law

45 CFR 160.103, 160.104, 164.512, 164.
Health Insurance Portability and Accountability Act (HIPAA)
Code of Federal Regulations

Joan Schueller

Yes

Administrative Services Divis

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 634 of 2119



HEA-255 and HEA-272
Corresponds to Record Series

Community Health Services
Division

Direct worker reports, community health nurses

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

19-13-21
Privileged disclsoures to public officers
South Dakota Codified Law

19-13-7
Physician - patient privilege
South Dakota Codified Law

36-2-16, 34-12-15
Confidentiality of patient medical records
South Dakota Codified Law

45 CFR 160.103, 160.104, 164.512, 164.
Health Insurance Portability and Accountability Act (HIPAA), definitions, applicability, uses 
and disclosures required by law, and other requirements realting to uses and disclsoures of 
protected health information

Code of Federal Regulations

Joan Schueller

Yes

Administrative Services Divis

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 635 of 2119



HEA-257
Corresponds to Record Series

Community Health Services
Division

Insurance logs

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

19-13-21
Privileged disclsoures to public officers
South Dakota Codified Law

19-13-7
Physician - patient privilege
South Dakota Codified Law

36-2-16, 34-12-15
Confidentiality of patient medical records
South Dakota Codified Law

45 CFR 160.103, 160.104, 164.512, 164.
Health Insurance Portability and Accountability Act (HIPAA)
Code of Federal Regulations

Joan Schueller

Yes

Administrative Services Divis

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 636 of 2119



HEA-266
Corresponds to Record Series

Family Health
Division

Bad debt records with patient names and services

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

SDCL 19-13-21
Privileged disclosures to public officers
South Dakota Codified Law

SDCL 19-13-7
Physician-patient privilege
South Dakota Codified Law

SDCL 36-2-16, 34-12-15
Confidentiality of patient medical records
South Dakota Codified Law

42 USC § 405
Confidentiality of social security number
United States Code

45 CFR 160.103, 160.104, 164.512, 164,
Health Insurance Portability and Accountability Act (HIPAA)
Code of Federal Regulations

Joan Schueller

Yes

Administrative Services Divis

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 637 of 2119



HEA-269
Corresponds to Record Series

Family Health
Division

Children's Special Health Services clinic schedules with patient names and other identifying 
information

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

19-13-21
Privileged disclosures to public officers
South Dakota Codified Law

19-3-7
Physician-patient privilege
South Dakota Codified Law

36-2-16, 34-12-15
Confidentiality of patient medical records
South Dakota Codified Law

45 CFR 160.103, 160.104, 164.512, 164.
Health Insurance Portability and Accountability Act (HIPAA)
Code of Federal Regulations

Joan Schueller

Yes

Administrative Services Divis

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 638 of 2119



HEA-272 and HEA-255
Corresponds to Record Series

Community Health Services
Division

Direct worker reports, community health nurses

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

19-13-21
Privileged disclsoures to public officers
South Dakota Codified Law

19-13-7
Physician - patient privilege
South Dakota Codified Law

36-2-16, 34-12-15
Confidentiality of patient medical records
South Dakota Codified Law

45 CFR 160.103, 160.104, 164.512, 164.
Health Insurance Portability and Accountability Act (HIPAA)
Code of Federal Regulations

Joan Schueller

Yes

Administrative Services Divis

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 639 of 2119



HEA-273
Corresponds to Record Series

Community Health Services
Division

Ages and Stages Questionnaires

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

19-13-21
Privileged disclosures to public officers
South Dakota Codified Law

19-13-7
Physician - patient privilege
South Dakota Codified Law

36-2-16, 34-12-15
Confidentiality of patient medical information
South Dakota Codified Law

45 CFR 160.103, 160.104, 164.512, 164.
Health Insurance Portability and Accountability Act (HIPAA)
Code of Federal Regulations

Joan Schueller

Yes

Administrative Services Divis

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 640 of 2119



HEA-275
Corresponds to Record Series

Community Health Services
Division

Financial information and ledger cards

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

19-13-21
Privileged disclosures to public officers
South Dakota Codified Law

19-13-7
Physician - patient privilege
South Dakota Codified Law

36-2-16, 34-12-15
Confidentiality of patient medical records
South Dakota Codified Law

45 CFR 160.103, 160.104, 164.512, 164.
Health Insurance Portability and Accountability Act (HIPAA)
Code of Federal Regulations

Joan Schueller

Yes

Administrative Services Divis

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 641 of 2119



HEA-279
Corresponds to Record Series

Community Health Services
Division

Influenza consent forms

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

19-13-21
Privileged disclsoures to public officers
South Dakota Codified Law

19-13-7
Physician - patient privilege
South Dakota Codified Law

36-2-16, 34-12-15
Confidentiality of patient medical information
South Dakota Codified Law

45 CFR 160.103, 160.104, 164.512, 164.
Health Insurance Portability and Accountability Act (HIAAA)
Code of Federal Regulations

Joan Schueller

Yes

Administrative Services Divis

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 642 of 2119



HEA-282
Corresponds to Record Series

Community Health Services
Division

Medicaid billing roster

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

19-13-21
Privileged disclosures to public officers
South Dakota Codified Law

19-13-7
Physician - patient privilege
South Dakota Codified Law

36-2-16, 34-12-15
Confidentiality of patient medical records
South Dakota Codified Law

45 CFR 160.103, 160.104, 164.512, 164.
Health Insurance Portability and Accountability Act (HIPAA)
Code of Federal Regulations

Joan Schueller

Yes

Administrative Services Divis

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 643 of 2119



HEA-283
Corresponds to Record Series

Community Health Services
Division

Medicaid billings

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

19-13-21
Privileged disclosures to public officers
South Dakota Codified Law

36-2-16, 34-12-15
Confidentiality of patient medical records
South Dakota Codified Law

Physician - patient privilegeSouth Dakota Codified Law

45 CFR 160.103, 160.104, 164.512, 164.
Health Insurance Portability and Accountability Act (HIPAA)
Code of Federal Regulations

Joan Schueller

Yes

Administrative Services Divis

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 644 of 2119



HEA-287
Corresponds to Record Series

Community Health Services
Division

Participant files

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

19-13-21
Privileged disclosures to public officers
South Dakota Codified Law

19-13-7
Physician - patient privilege
South Dakota Codified Law

36-2-16, 34-12-15
Confidentiality of patient medical records
South Dakota Codified Law

45 CFR 160.103, 160.104, 164.512, 164.
Health Insurance Portability and Accountability Act (HIPAA)
Code of Federal Regulations

7 CFR § 246.26(d)
Confidentiality of WIC applicant and participant information
Code of Federal Regulations

Joan Schueller

Yes

Administrative Services Divis

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 645 of 2119



HEA-288
Corresponds to Record Series

Community Health Services
Division

Patient case records - CHS

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

19-13-21
Privileged disclsoures to public officers
South Dakota Codified Law

19-13-7
Physician - patient privilege
South Dakota Codified Law

36-2-16, 34-12-15
Confidentiality of patient medical records
South Dakota Codified Law

45 CFR 160.103, 160.104, 164.512, 164.
Health Insurance Portability and Accountability Act (HIPAA)
Code of Federal Regulations

Joan Schueller

Yes

Administrative Services Divis

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 646 of 2119



HEA-290
Corresponds to Record Series

Community Health Services
Division

Patient case records - FP

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

19-13-21
Privileged disclosures to public officers
South Dakota Codified Law

19-13-7
Physician - patient privilege
South Dakota Codified Law

36-2-16, 34-12-15
Confidentiality of patient medical records
South Dakota Codified Law

45 CFR 160.103, 160.104, 164.512, 164.
Health Insurance Portability and Accountability Act (HIPAA)
Code of Federal Regulations

Friday, June 29, 2007 Page 647 of 2119



Patient case records - family planning

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

19-13-21
Privileged disclosures to public officers
South Dakota Codified Law

19-3-17
Physician-patient privilege
South Dakota Codified Law

36-2-16, 34-12-15
Confidentiality of patient medical records
South Dakota Codified Law

45 CFR 160.103, 160.104, 164.512, 164.
Health Insurance and Portability Act (HIPAA)
Code of Federal Regulations

Joan Schueller

Yes

Administrative Services Divis

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 648 of 2119



HEA-292
Corresponds to Record Series

Family Health
Division

Baby care client records

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

SDCL 19-13-21
Privileged disclosures to public officers
South Dakota Codified Law

SDCL 19-13-7
Physician - patient privilege
South Dakota Codified Law

SDCL 36-2-16, 34-12-15
Confidentiality of patient medical records
South Dakota Codified Law

45 CFR 160.103, 160.104, 164.512, 164.
Health Insurance Portability and Accountability Act (HIPAA)
Code of Federal Regulations

Joan Schueller

Yes

Administrative Services Divis

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 649 of 2119



HEA-293
Corresponds to Record Series

Community Health Services
Division

Receipt book with patient names and services received

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

19-13-21
Privileged disclsoures to public officers
South Dakota Codified Law

19-13-7
Physician - patient privilege
South Dakota Codified Law

36-2-16, 34-12-15
Confidentiality of patient medical informaton
South Dakota Codified Law

45 CFR 160.103, 160.104, 164.512, 164.
Health Insurance Portability and Accountability Act (HIPAA)
Code of Federal Regulations

Joan Schueller

Yes

Administrative Services Divis

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 650 of 2119



HEA-297
Corresponds to Record Series

Community Health Services
Division

School cards with child's name and any medical conditions

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

19-13-21
Privileged disclsoures to public officers
South Dakota Codified Law

19-13-7
Physician - patient privilege
South Dakota Codified Law

36-2-16, 34-12-15
Confidentiality of patient medical records
South Dakota Codified Law

45 CFR 160.103, 160.104, 164.512, 164.
Health Insurance Portability and Accountability Act (HIPAA)
Code of Federal Regulations

Joan Schueller

Yes

Administrative Services Divis

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 651 of 2119



HEA-304
Corresponds to Record Series

Community Health Services
Division

Tuberculosis case and reactor charts - delete as obsolete

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

34-22-12, 34-22-12.1
Confidentiality of mandatory reports of identifiable and suspected communicable diseases

19-13-21
Privileged disclsoures to public officers
South Dakota Codified Law

19-13-7
Physician - patient privilege
South Dakota Codified Law

36-2-16, 34-12-15
Confidentiality of patient medical records
South Dakota Codified Law

45 CFR 160.103, 160.104, 164.512, 164.
Health Insurance Portability and Accountability Act (HIPAA)
Code of Federal Regulations

Joan Schueller

Yes

Administrative Services Divis

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 652 of 2119



HEA-305
Corresponds to Record Series

Community Health Services
Division

Tuberculosis patient medication status cards - delete as obsolete

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

19-13-21
Privileged disclosures to public officers
South Dakota Codified Law

19-13-7
Physician - patient privilege
South Dakota Codified Law

34-22-12. 34-22-12.1
Confidentiality of mandatory reports of identifiable and suspected communicable diseases
South Dakota Codified Law

36-2-16, 34-12-15
Confidentiality of patient medical records
South Dakota Codified Law

45 CFR 160.103, 160.104, 164.512, 164.
health Insurance Portability and Accountability Act (HIPAA)
Code of Federal Regulations

Joan Schueller

Yes

Administrative Services Divis

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 653 of 2119



HEA-306
Corresponds to Record Series

Community Health Services
Division

Tuberculosis reactor card files - delete as obsolete

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

19-13-21
Privileged disclsoures to public officers
South Dakota Codified Law

19-13-7
Physician - patient privilege
South Dakota Codified Law

34-22-12, 34-22-12.1
Confidentiality of mandatory reports of identifiable and suspected communicable diseases
South Dakota Codified Law

36-2-16, 34-12-15
Confidentiality of patient medical records
South Dakota Codified Law

45 CFR 160.103, 160.104, 164.512, 164.
Health Insurance Portability and Accountability Act (HIPAA)
Code of Federal Regulations

Joan Schueller

Yes

Administrative Services Divis

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 654 of 2119



HEA-307
Corresponds to Record Series

Community Health Services
Division

Tuberculosis test result list, negative - delete as obsolete

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

19-13-21
Privileged disclsoures to public officers
South Dakota Codified Law

19-13-7
Physician - patient privilege
South Dakota Codified Law

34-22-12, 34-22-12.1
Confidentiality of mandatory reports of identifiable and suspected communicable diseases
South Dakota Codified Law

36-2-16, 34-12-15
Confidentiality of patient medical records
South Dakota Codified Law

45 CFR 160.103, 160.104, 164.512, 164.
Health Insurance Portability and Accountability Act (HIPAA)
Code of Federal Regulations

Joan Schueller

Yes

Administrative Services Divis

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 655 of 2119



HEA-308
Corresponds to Record Series

Community Health Services
Division

Tuberculosis test results, state laboratory

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

19-13-21
Privileged disclosures to public officers
South Dakota Codified Law

19-13-7
Physician - patient privilege
South Dakota Codified Law

34-22-12, 34-22-12.1
Confidentiality of mandatory reports of identifiable and suspected communicable diseases
South Dakota Codified Law

36-2-15, 34-12-15
Confidentiality of patient medical records
South Dakota Codified Law

45 CFR 160.103, 160.104, 164.512, 164.
Health Insurance Portability and Accountability Act (HIPAA)
Code of Federal Regulations

Joan Schueller

Yes

Administrative Services Divis

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 656 of 2119



HEA-309
Corresponds to Record Series

Community Health Services
Division

Tuberculosis x-rays

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

19-13-21
Privileged disclosures to public officers
South Dakota Codified Law

19-13-7
Physician - patient privilege
South Dakota Codified Law

34-22-12, 34-22-12.1
Confidentiality of mandatory reports of identifiable and suspected communicable diseases
South Dakota Codified Law

36-2-16, 34-12-15
Confidentiality of patient medical records
South Dakota Codified Law

45 CFR 160.103, 160.104, 164.512, 164.
Health Insurance Portability and Accountability Act (HIPAA)
Code of Federal Regulations

Joan Schueller

Yes

Administrative Services Divis

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 657 of 2119



HEA-310
Corresponds to Record Series

Community Health Services
Division

Vaccine administration records

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

19-13-21
Privilegd disclosures to public officers
South Dakota Codified Law

19-13-7
Physician - patient privilege
South Dakota Codified Law

34-22-12.5
Confidential immunization data to be shared among health care providers and specified 
others

South Dakota Codified Law

36-2-16, 34-12-15
Confidentiality of patient medical records
South Dakota Codified Law

45 CFR 160.103, 160.104, 164.512, 164.
Health Insurance Portability and Accountability Act (HIPAA)
Code of Federal Regulations

Joan Schueller

Yes

Administrative Services Divis

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 658 of 2119



HEA-311
Corresponds to Record Series

Community Health Services
Division

Transfer verification of certification (VOC)

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

19-13-21
Privileged disclosures to public officers
South Dakota Codified Law

19-13-7
Physician - patient privilege
South Dakota Codified Law

36-2-16, 34-12-15
Confidentiality of patient medical records
South Dakota Codified Law

45 CFR 160.103, 160.104, 164.512, 164.
Health Insurance Portability and Accountability Act (HIPAA)
Code of Federal Regulations

Joan Schueller

Yes

Administrative Services Divis

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 659 of 2119



HEA-312
Corresponds to Record Series

Community Health Services
Division

Visit documentation record of patients

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

19-13-21
Privileged disclosures to public officers
South Dakota Codified Law

19-13-7
Physician - patient privilege
South Dakota Codified Law

34-22-12, 34-22-12.1
Confidentiality of mandatory reports of identifiable and suspected communicable diseases
South Dakota Codified Law

36-2-16, 34-12-15
Confidentiality of patient medical records
South Dakota Codified Law

45 CFR 160.103, 160.104, 164.512, 164.
Health Insurance Portability and Accountability Act (HIPAA)
Code of Federal Regulations

Joan Schueller

Yes

Administrative Services Divis

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 660 of 2119



HEA-314
Corresponds to Record Series

Community Health Services
Division

Family card

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

19-13-21
Privileged disclosures to public officers
South Dakota Codified Law

19-13-7
Physician - patient privilege
South Dakota Codified Law

36-2-16, 34-12-15
Confidentiality of patient medical records
South Dakota Codified Law

45 CFR 160.103, 160.104, 164.512, 164.
Health Insurance Portability and Accountability Act (HIPAA)
Code of Federal Regulations

Joan Schueller

Yes

Administrative Services Divis

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 661 of 2119



HEA-316
Corresponds to Record Series

Health Promotion
Division

Breast and cervical cancer control, billing report

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

19-13-21
Privileged disclosures to public officers
South Dakota Codified Law

19-13-7
Physician - patient privilege
South Dakota Codified Law

36-2-16, 34-12-15
Confidentiality of patient medical records
South Dakota Codified Law

45 CFR 160.103, 160.104, 164.512, 164.
Health Insurance Portability and Accountability Act (HIPAA), defintions, applicability, uses 
and disclosures required by law, and other requirements relating to uses and disclsoures of 
protected health information

Code of Federal Regulations

Joan Schueller

Yes

Administrative Services Divis

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 662 of 2119



HEA-317
Corresponds to Record Series

Health Promotion
Division

All Women Count! Program breast and cervial cancer participant forms

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

19-13-21
Privileged disclosures to public officers
South Dakota Codified Law

19-13-7
Physician - patient privilege
South Dakota Codified Law

36-2-16, 34-12-15
Confidentiality of patient medical records
South Dakota Codified Law

45 CFR 160.103, 160.104, 164.512, 164.
Health Insurance Portability and Accountability Act (HIPAA), definitions, applicability, uses 
and disclosures required by law, and other requirements relating to uses and disclosures of 
protected health information

Code of Federal Regulations

Joan Schueller

Yes

Administrative Services Divis

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 663 of 2119



HEA-318
Corresponds to Record Series

Disease Prevention
Division

Tuberculosis skin test convertor cluster investigation worksheets (HS 430)

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

19-13-21
Privileged disclosures to public officers
South Dakota Codified Law

19-13-7
Physician-patient privilege
South Dakota Codified Law

34-22-12, 34-22-12.1
Confidentiality of mandatory reports of identifiable and suspected communicable diseases
South Dakota Codified Law

36-2-16, 34-12-15
Confidentiality of patient medical records
South Dakota Codified Law

45 CFR 160.103, 160.104, 164.512, 164.
Health Insurance Portability and Accountability Act (HIPAA)
Code of Federal Regulations

Joan Schueller

Yes

Administrative Services Divis

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 664 of 2119



HEA-322
Corresponds to Record Series

Disease Prevention
Division

Interstate reciprocal notification of diseases forms

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

19-13-21
Privileged disclosures to public officers
South Dakota Codified Law

19-13-7
Physician-patient privilege
South Dakota Codified Law

34-22-12, 34-22-12.1
Confidentiality of mandatory reports of identifiable and suspected communicable diseases
South Dakota Codified Law

36-2-16, 34-12-15
Confidentiality of patient medical records
South Dakota Codified Law

45 CFR 160.103, 160.104, 164.512, 164.
Health Insurance Portability and Accountability Act (HIPAA)
Code of Federal Regulations

Joan Schueller

Yes

Administrative Services Divis

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 665 of 2119



HEA-325
Corresponds to Record Series

Disease Prevention
Division

Release of Information completed forms - Office of Disease Prevention (HS449) and Tuberculosis 
Control Program (HS450)

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

18-13-21
Privileged disclosures to public officers
South Dakota Codified Law

19-13-7
Physician-patient privilege
South Dakota Codified Law

34-22-12, 34-22-12.1
Confidentiality of mandatory reports of identifiable and suspected communicable diseases
South Dakota Codified Law

36-2-16, 34-12-15
Confidentiality of patient medical records
South Dakota Codified Law

45 CFR 160.103, 160.104, 164.512, 164.
Health Insurance Portability and Accountability Act (HIPAA)
Code of Federal Regulations

Joan Schueller

Yes

Administrative Services Divis

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 666 of 2119



HEA-326
Corresponds to Record Series

Disease Prevention
Division

Ryan White Care Program active clients - HIV/AIDS

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

19-13-21
Privileged disclosures to public officers
South Dakota Codified Law

19-13-7
Physician-patient privilege
South Dakota Codified Law

34-22-12, 34-22-12.1
Confidentiality of mandatory reports of identifiable and suspected communicable diseases
South Dakota Codified Law

36-2-16, 34-12-15
Confidentiality of patient medial records
South Dakota Codified Law

45 CFR 160.103, 160.104, 164.512, 164.
Health Insurance Portability and Accountability Act (HIPAA)
Code of Federal Regulations

Joan Schueller

Yes

Administrative Services Divis

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 667 of 2119



HEA-329
Corresponds to Record Series

Disease Prevention
Division

Tuberculosis reactor card (HS402)

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

19-13-21
Privileged disclosures to public officers
South Dakota Codified Law

19-13-7
Physician-patient privilege
South Dakota Codified Law

34-22-12, 34-22-12.1
Confidentiality of mandatory reports of identifiable and suspected communicable diseases
South Dakota Codified Law

36-2-16, 34-12-15
Confidentiality of patient medical records
South Dakota Codified Law

45 CFR 160.103, 160.104, 164.512, 164.
Health Insurance Portability and Accountability Act (HIPAA)
Code of Federal Regulations

Joan Schueller

Yes

Administrative Services Divis

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 668 of 2119



HEA-334
Corresponds to Record Series

Health Promotion
Division

Pathology reports & path follow backup forms

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

19-13-21
Privileged disclosures to public officers
South Dakota Codified Law

19-13-7
Physician - patient privilege
South Dakota Codified Law

34-14-1, 1-43-11 to 1-43-17, inclusive
Confidentiality of medical research information
South Dakota Codified Law

36-2-16, 34-12-15
Confidentiality of patient medical records
South Dakota Codified Law

ARSD 44:22:04
Confidentiality of reports and data
Administrative Rule of South Dakota

45 CFR 160.103, 160.104, 164.512, 164.
Health Insurance Portability and Accountability Act (HIPAA), definitions, applicability, uses 
and disclosures required by law, and other requirements relating to uses and disclosures of 
protected health information

Code of Federal Regulations

Joan Schueller

Yes

Administrative Services Divis

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 669 of 2119



HEA-335
Corresponds to Record Series

Health Promotion
Division

Quarterly death reports

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

19-13-21
Privileged disclosures to public officers
South Dakota Codified Law

19-13-7
Physician - patient privilege
South Dakota Codified Law

34-14-1, 1-43-11 to 1-43-17, inclusive
Confidentiality of medical research information
South Dakota Codified Law

36-2-15, 34-12-15
Confidentiality of patient medical records
South Dakota Codified Law

ARSD 44:22:04
Confidentiality of reports and data
Administrative Rule of South Dakota

45 CFR 160.103, 160.104, 164.512, 164.
Health Insurance Portability and Accountability Act (HIPAA), definitions, applicability, uses 
and disclsoures required by law, and other requirements relating to uses and disclosures of 
protected health information

Code of Federal Regulations

Joan Schueller

Yes

Administrative Services Divis

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 670 of 2119



HEA-342
Corresponds to Record Series

Disease Prevention
Division

Epidemiology chronic hepatitis registry

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

19-13-21
Privileged disclosures to public officers
South Dakota Codified Law

19-13-7
Physician-patient privilege
South Dakota Codified Law

34-22-12, 34-22-12.1
Confidentiality of mandatory reports of identifiable and suspected communicable diseases
South Dakota Codified Law

36-2-16, 34-12-15
Confidentiality of patient medical records
South Dakota Codified Law

45 CFR 160.103, 160.104, 164.512, 164.
Health Insurance Portability and Accountability Act (HIPAA)
Code of Federal Regulations

Joan Schueller

Yes

Administrative Services Divis

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 671 of 2119



HEA-343
Corresponds to Record Series

Disease Prevention
Division

Epidemiology investigations records - general epidemiological report forms (GERF)

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

19-13-21
Privileged disclosures to public officers
South Dakota Codified Law

34-22-12, 34-22-12.1
Confidentiality of mandatory reports of identifiable and suspected communicable diseases
South Dakota Codified Law

36-2-16, 34-12-15
Confidentiality of patient medical records
South Dakota Codified Law

Physician-patient privilegeSouth Dakota Codified Law

45 CFR 160.103, 160.104, 164.512, 164.
Health Insurance Portability and Accountability Act (HIPAA)
Code of Federal Regulations

Joan Schueller

Yes

Administrative Services Divis

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 672 of 2119



HEA-48
Corresponds to Record Series

Administrative Services
Division

Fee accounting receipts

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

4-3-3
Receipts for state funds
South Dakota Codified Law

Joan Schueller

Yes

Administrative Services Divis

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 673 of 2119



HEA-5
Corresponds to Record Series

Administrative Services
Division

Cash receipt booklets

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

4-3-3
Receipts for state funds
South Dakota Codified Law

Joan Schueller

Yes

Administrative Services Divis

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 674 of 2119



HEA-60
Corresponds to Record Series

Administrative Services
Division

Transmittal of fees printout

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

4-3-3
Receipts for state funds
South Dakota Codified Law

Joan Schueller

Yes

Administrative Services Divis

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 675 of 2119



HEA-63
Corresponds to Record Series

Data, Statistics, and Vital Rec
Division

Potential exception - free certified copies of adoption papers to be provided to support veteran 
claim against the federal or state government per SDCL 34-25-54

Records supporting new birth certificate due to legitimation, adding paternity to record without 
paternity and changing child's surname at the same time, paternity determined by court or 3-way 
affidavits, or adoption

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

South Dakota Codified Law

34-25-13.1(1), 34-25-13.1(3)
Court determines paternity of married mother's child; 3-way affidavits determine paternity 
of married mother's child

South Dakota Codified Law

34-25-16.1, 34-25-16.2, 34-25-16.5
New birth certificates due to adoption
South Dakota Codified Law

34-25-16.4, 34-25-15
Original records to be sealed and court order to open; circumstances for new birth 
certificate

South Dakota Codified Law

Joan Schueller

Yes

Administrative Services Divis

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 676 of 2119



HEA-64
Corresponds to Record Series

Data, Statistics, and Vital Rec
Division

Physician or psychotherapist reports of induced abortions

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

19-13-21
Privileged disclosures to public officers
South Dakota Codified Law

34-23A-44
Induced abortion information collected for reporting purposes is privileged as a confidential 
communication - unless patient is less than 16 years of age

South Dakota Codified Law

Joan Schueller

Yes

Administrative Services Divis

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 677 of 2119



HEA-68
Corresponds to Record Series

Data, Statistics, and Vital Rec
Division

Delayed birth certificate and $15 fee per SDCL 34-25-42; Amended birth certificate and $8 fee per 
SDCL 34-25-51; Additional $2 fee per SDCL 34-25-52.2; free certified copies of birth  certificate to 
support veteran claims against federal or state government per SDCL 34-25-54; Vital records 
access limited per SDCL 34-25-52.6; Criminal violations regarding vital records per SDCL 34-25-57.

Birth certificates, with conditions on access

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

13-27-3.4
Free certified copy of birth certificate for school enrollment purpose when family eligible for 
assistance

South Dakota Codified Law

34-25-52
Conditions for certified and informational copies - required advance fee to be determined 
by rule

South Dakota Codified Law

34-25-52.3
One free certified copy of birth certificate with valid head start enrollment
South Dakota Codified Law

34-25-8
Informational copies shall be made available to any person who can identify the record; 
birth records over 100 years old are available without restriction

South Dakota Codified Law

44:09:06:02, 44:09:06:02.01
Disclsoure of cital records requirements, including fees
Administrative Rule of South Dakota

Joan Schueller

Yes

Yes, see below

Administrative Services Divis

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 678 of 2119



HEA-85
Corresponds to Record Series

Data, Statistics, and Vital Rec
Division

Delayed marriage certificate and $15 fee per SDCL 34-25-42; Amended marriage certificate and $8 
fee per SDCL 34-25-51; free certified copies of marriage certificate to support veteran claims 
against federal or state government per SDCL 34-25-54; Vital records access limited per SDCL 34-
25-52.6; Criminal violations regarding vital records per SDCL 34-25-57.

Marriage records, with conditions on access

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

25-1-37, 25-1-10, 25-1-10.1
Department to maintain marriage licenses issues and records of marriages solemnized in 
SD

South Dakota Codified Law

34-25-52
Conditions for certified and informational copies - required advance fee determined by rule
South Dakota Codified Law

ARSD 44:09:06:02, 44:09:06:02.01
Disclosure of vital records, including fees
Administrative Rule of South Dakota

Joan Schueller

Yes

Yes - see below

Administrative Services Divis

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 679 of 2119



HEA-94
Corresponds to Record Series

Laboratory Services
Division

Air quality worksheets

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

1-27-28 to 1-27-32, inclusive
Confidentiality of state agency's examination of private entity
South Dakota Codified Law

19-13-21, 1-49-5
Privileged disclosures to public officers
South Dakota Codified Law

Joan Schueller

Yes

Administrative Services Divis

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 680 of 2119



HEA-95
Corresponds to Record Series

Laboratory Services
Division

Air sample data envelopes

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

1-27-28 to 1-27-32, inclusive
Confidentiality of state agency's examination of private entity
South Dakota Codified Law

19-13-21, 1-49-5
Privileged disclosures to public officers
South Dakota Codified Law

Joan Schueller

Yes

Administrative Services Divis

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 681 of 2119



HEA-97
Corresponds to Record Series

Laboratory Services
Division

Blood alcohol content (BAC) and drug analysis worksheets for law enforcement purposes

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

19-13-21, 1-49-5
Privileged communications to public officers
South Dakota Codified Law

23-5-10
Confidential criminal justice information
South Dakota Codified Law

45 CFR 160.103, 160.104, 164.512, 164.
Health Insurance Portability and Accountability Act (HIPAA), definitions, applicability, uses 
and disclosures required by law, and other requiremetns relating to uses and disclosures of 
protected health information

Code of Federal Regulations

Joan Schueller

Yes

Administrative Services Divis

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 682 of 2119



HEA-98
Corresponds to Record Series

Laboratory Services
Division

Blood alcohol report slips

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

19-13-21, 1-49-5
Privileged disclosures to public officers

23-5-10
Confidential criminal justice information
South Dakota Codified Law

45  160.103, 160.104, 164.512, 164.514
Health Insurance Portability and Accountability Act (HIPAA), definitions, applicability, uses 
and disclosures required by law, and other requirements relating to uses and disclosures of 
protected health information

Code of Federal Regulations

Joan Schueller

Yes

Administrative Services Divis

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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MD-09
Corresponds to Record Series

Board of Medical and Osteop
Division
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Complaints and complaint investigations

Category

Record Description

Governed by:

Record Confidential by Statute or Rule

1-26-2
Confidentiality of agency materials derogatory to a person
South Dakota Codified Law

19-13-21
Privileged disclosures to public officers
South Dakota Codified Law

19-13-7
Physician-patient privilege
South Dakota Codified Law

36-2-16, 34-12-15
Confidentiality of patient medical records
South Dakota Codified Law

36-4-26.1
Confidentiality of peer review committee proceedings
South Dakota Codified Law

36-4-31.5
Confidentiality of evidence regarding licensure action
South Dakota Codified Law

Martinmaas v. Engelmann, 2000 SD 85,
Civil medical malpractice patient-plaintiffs are prohibited from accessing confidential 
disciplinary licensure action evidence concerning physician-defendant

South Dakota Case Law

42 USC 11101 et seq.
Health Care Quality Improvement Act
United States Code

42 USC 1320a-7e
Healthcare Integrity and Protection Data Bank
United States Code
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Additional Information

45 CFR 160.103, 160.104, 164.512, 164.
Health Insurance Portability and Accountability Act (HIPAA)
Code of Federal Regulations

Joan Schueller

Yes

Administrative Services Divis

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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MD-1
Corresponds to Record Series

Board of Medical and Osteop
Division

Administrative rules - promulgation file

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

§§ 1-26-7, 1-27-1
Original administrative rules to be kept
South Dakota Codified Law

Joan Schueller

Yes

Administrative Services Divis

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 687 of 2119



MD-15
Corresponds to Record Series

Board of Medical and Osteop
Division

License files containing personal data for individuals licensed by the board, including respiratory 
care practitioners per SDCL chapter 36-4C

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-27-1
Records required to be kept by SD statute are open to inspection by any person.
South Dakota Codified Law

36-4C-21
Board shall keep a record book of all respiratory care practitioners with licenses or 
temporary permits per SDCL chapter 36-4C

South Dakota Codified Law

Joan Schueller

Yes

Yes, .25 cents per page - SDCL 36-4C-

Administrative Services Divis

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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MD-16
Corresponds to Record Series

Board of Medical and Osteop
Division

Official minutes of Board meetings

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-25-3
Board minutes shall be available for inspection by the public
South Dakota Codified Law

Joan Schueller

Yes

Administrative Services Divis

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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MD-19
Corresponds to Record Series

Board of Medical and Osteop
Division

Cash receipts

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

4-3-3
Receipts for state funds
South Dakota Codified Law

Joan Schueller

Yes

Administrative Services Divis

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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NH-06
Corresponds to Record Series

Board for Nursing Facility Ad
Division

Complaint files

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

1-26-2
Confidentiality of agency amterials derogatory to a person.
South Dakota Codified Law

1-27-28 to 1-27-32, inclusive
Confidentiality of state agency's examination of private entity
South Dakota Codified Law

Joan Schueller

Yes

Administrative Services Divis

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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NH-1
Corresponds to Record Series

Board of Nursing Facility Ad
Division

Administrative rules - promulgation file

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

§§ 1-26-7, 1-27-1
Original administrative rules to be kept
South Dakota Codified Law

Joan Schueller

Yes

Administrative Services Divis

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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NH-14
Corresponds to Record Series

Board for Nursing Facility Ad
Division

Official minutes of the Board

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-25-3
Board minutes shall be available for inspection by the public.
South Dakota Codified Law

1-27-1
Records required to be kept by SD statute are open to inspection by any person.
South Dakota Codified Law

Joan Schueller

Yes

Administrative Services Divis

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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NH-15
Corresponds to Record Series

Board for Nursing Facility Ad
Division

Cash receipts

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-27-1
Records required to be kept by SD statute are open to inspection by any person.
South Dakota Codified Law

4-3-3
Receipts for state funds
South Dakota Codified Law

Joan Schueller

Yes

Administrative Services Divis

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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No
Corresponds to Record Series

Family Health
Division

Although no HEA # for the above-described educational materials, these materials are available to 
the public upon request and on the department's website.

Educational materials regarding services for pregnant women, and human gestational development

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

34-23A-10.3
Educational materials shall be available at no cost from the department upon request and 
in appropriate number to any person, facility, or hospital

South Dakota Codified Law
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Reports of identifiable and suspected cases of fetal alcohol syndrome - strictly confidential

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

19-13-21
Privileged disclosures to public officers
South Dakota Codified Law

19-13-7
Physician-patient privilege
South Dakota Codified Law

34-14-1
Confidentiality of medical research information
South Dakota Codified Law

34-24-27, 34-24-28
Strict confidentiality of mandatory reports of identifiable and suspected fetal alcohol 
syndrome

South Dakota Codified Law

36-2-16, 34-12-15
Confidentiality of patient medical records
South Dakota Codified Law

45 CFR 160.103, 160.104, 164.512, 164.
Health Insurance Portability and Accountability Act (HIPAA)
Code of Federal Regulations
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There is no HEA# for confidential records of this type because DOH has no records meeting this 
defintion.  Should inspection and copying of a lodging or campground guest registry be needed to 
protect the health or life of persons, or for a public health emergency, then DOH would create a 
confidential record set at that time.

Confidential record of guests at lodgings and campgrounds

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

34-18-21.1, 34-18-21, 34-18-21.2
Confidentiality of information from lodging and campground guest records
South Dakota Codified Law

Although there is no HEA # for the eligible community list, the list is available to the public upon 
request.

List of assessed communities eligible for participation in the physician tuition reimbursement 
program

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-16A-72.1
Eligible community defined for physician tuition reimbursement program purpose, and 
department to maintain list

South Dakota Codified Law
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Although there is no HEA # for the eligible community list, the list is available to the public upon 
request.

List of assessed communities eligible for participation in the midlevel tuition reimbursement program

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-16A-73.7
Eligible community defined for midlevel tuition reimbursement program purpose, and 
department to maintain list

South Dakota Codified Law

Although there is no HEA # for the eligible community list, the list is available to the public upon 
request

List of assessed communities eligible for participation in the dentist tuition reimbursement program

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-16A-73.21
Eligible community defined for dentist tuition reimbursement program purpose, and 
department to maintain list

South Dakota Codified Law
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There is no PH # for confidential records of this type because it is believed the Board has no 
records meeting this description.  Should such confidential records be submitted to the Board, a 
confidential record set would be created at that time.

Confidential financial statements or related information submitted by wholesale distributor licensure 
applicants

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

36-11A-8
All financial statements or related information submitted by wholesale distributor licensure 
applicants shall be treated as confidential materials.

South Dakota Codified Law

Although there is no PH # for the record of registrant names and places of business, this information 
is available to the public upon request.

Record of registrant names and places of business

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-27-1
Records required to be kept by SD statute are open to inspection by any person.
South Dakota Codified Law

36-11-22
Board shall keep a record of registrant names and places of business
South Dakota Codified Law
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There is no MD # for confidential records of this type because DOH has no knowledge of the Board 
having records meeting this definition.  Should copying of medical or drug records be warranted 
during an inspection, then a confidential record set would be created at that time.

Medical or drug records copied during an authorized inspection

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

36-4-22.1
Confidentiality of medical and drug records copied during an authorized inspection of any 
place where medicine or osteopathy is practiced

South Dakota Codified Law

Although there is no OP # for the book recording the certificates of registration, that information is 
available to the public upon request.

Book listing certificates of registration

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-27-1
Records required to be kept by SD statute are open to inspection by any person.
South Dakota Codified Law

36-7-14
Certificates of registration shall be numbered and recorded in a book kept in the board's 
office.

South Dakota Codified Law
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Although there is no HEA # for any statistical summary of cancer data, that data is available to the 
public upon request.

Statistical summary of cancer data

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-43-16
Cancer data collection system - any statistical summary of cancer data to be made 
available to the public

South Dakota Codified Law

Although there is no HA # for licensee places of business, this information is available to the public 
upon request.

Up-to-date record of licensee places of business

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-27-1
Records required to be kept by SD statute are open to inspection by any person.
South Dakota Codified Law

36-24-31
Board shall keep an up-to-date record of licensee places of business
South Dakota Codified Law
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Joan Schueller

No

No, see below

Administrative Services Divis

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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OP-08
Corresponds to Record Series

Board of Examiners in Optom
Division

Complaint files

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

1-26-2
Confidentiality of agency materials derogatory to a person.
South Dakota Codified Law

1-27-28 to 1-27-32, inclusive
Confidentiality of state agency's examination of private entity.
South Dakota Codified Law

Joan Schueller

Yes

Administrative Services Divis

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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OP-1
Corresponds to Record Series

Board of Optometry
Division

Administrative rules - promulgation file

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

§§ 1-26-7, 1-27-1
Original administrative rules to be kept
South Dakota Codified Law

Joan Schueller

Yes

Administrative Services Divis

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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OP-15
Corresponds to Record Series

Board of Examiners in Optom
Division

Disciplinary actions of board

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

1-26-2
Confidentiality of agency materials derogatory to a person.
South Dakota Codified Law

1-27-28 to 1-27-32, inclusive
Confidentiality of state agency's examination of private entity.
South Dakota Codified Law

Joan Schueller

Yes

Administrative Services Divis

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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PH-15
Corresponds to Record Series

Board of Pharmacy
Division

Cash receipts

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-27-1
Records required to be kept by SD statute are open to onspection by any person.
South Dakota Codified Law

4-3-3
Receipts for state funds
South Dakota Codified Law

Joan Schueller

Yes

Administrative Services Divis

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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PH-19
Corresponds to Record Series

Board of Pharmacy
Division

Complaint files

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

1-26-2South Dakota Codified Law

1-27-28 to 1-27-32, inclusive
Confidentiality of state agency's examination pf private entity
South Dakota Codified Law

Joan Schueller

Yes

Administrative Services Divis

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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PH-2
Corresponds to Record Series

Board of Pharmacy
Division

Administrative rules - promulgation file

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

§§ 1-26-7, 1-27-1
Original administrative rules to be kept
South Dakota Codified Law

Joan Schueller

Yes

Administrative Services Divis

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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PH-24
Corresponds to Record Series

Board of Pharmacy
Division

Disciplinary action clearinghouse reports

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

1-26-2
Confidentiality of agency materials derogatory to a person.
South Dakota Codified Law

1-27-28 to 1-27-32, inclusive
Confidentiality of state agency's examination pf private entity.
South Dakota Codified Law

Joan Schueller

Yes

Administrative Services Divis

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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PH-30
Corresponds to Record Series

Board of Pharmacy
Division

Disciplinary hearing files

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-26-2, 1-26-30.2, 1-26-32
Contested case hearing final decisions are available for public inspection; decision is final 
10 days after receipt or failure to accept delivery by the parties.

South Dakota Codified Law

Joan Schueller

Yes

Administrative Services Divis

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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PH-43
Corresponds to Record Series

Board of Pharmacy
Division

Official minutes of the board

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-25-3
Board minutes shall be available for inspection by the public.
South Dakota Codified Law

1-27-1
Records required to be kept by SD statute are open to inspection by any person.
South Dakota Codified Law

Joan Schueller

Yes

Administrative Services Divis

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 711 of 2119



PO-12
Corresponds to Record Series

Board of Podiatry Examiners
Division

Complaint files, board has jurisdiction

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

1-26-2
Confidentiality of agency materials derogatory to a person.
South Dakota Codified Law

1-27-28 to 1-27-32, inclusive
Confidentiality of state agency's examination of private entity.
South Dakota Codified Law

Joan Schueller

Yes

Administrative Services Divis

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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PO-13
Corresponds to Record Series

Board of Podiatry Examiners
Division

Complaint files, board lacks jurisdiction

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

1-26-2
Confidentiality of agency materials derogatory to a person.
South Dakota Codified Law

1-27-28 to 1-27-32, inclusive
Confidentiality of state agency's examination of private entity.
South Dakota Codified Law

Joan Schueller

Yes

Administrative Services Divis

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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PO-2
Corresponds to Record Series

Board of Podiatry Examiners
Division

Administrative rules - promulgation file

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

§§ 1-26-7, 1-27-1
Original administrative rules to be kept
South Dakota Codified Law

Joan Schueller

Yes

Administrative Services Divis

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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PO-20
Corresponds to Record Series

Board of Podiatry Examiners
Division

Official minutes of board

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-25-3
Board minutes shall be available for inspection by the public.
South Dakota Codified Law

1-27-1
Records required by SD statute are open to inspection by any person.
South Dakota Codified Law

Joan Schueller

Yes

Administrative Services Divis

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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Department of Human Services
Corresponds to Record Series

DRS
Division

New Record Series

Registery of Certified Interpreters for individuals who are deaf or hearing impaired.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-36-A-11
Registery of certified interpreters
South Dakota Codified Law

Friday, June 29, 2007 Page 716 of 2119



New Record Series

Independent Living Center records regarding payment of servcies

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

CFR 364.56
Protection, use, and relase of personal information
Code of Federal Regulations

Bernie Grimme

No

No

Deaf Speacilists

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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BOP-32
Corresponds to Record Series Division

Flexible Benefit Check Registers- aranged by SSNs includes info on checks for dental, vision, major 
injury, medical reimbursement, and daycare reimbursement.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

1-27-1
open records- employee files excepted
South Dakota Codified Law

3-6A-31
personnel records confidential.
South Dakota Codified Law

20:06:45
insurance confidentiality rule
Administrative Rule of South Dakota

55:01:16:04
personnel records confidential
Administrative Rule of South Dakota

42 USC 405
SSA-limits on use and disclosure of SSNs.
United States Code

45 CFR 164.502
HIPAA- limits on use and disclosure of protected health information
Code of Federal Regulations

Lynne Valenti

yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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HS-102
Corresponds to Record Series

SBVI
Division

Contains accounting records for each vendor under the Business Enterprise Program.  May contain 
profit and loss statements, sales tax records, bank balances, expenditures, and vending machine 
commissions.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

1-27-30
Confidentiality of proprietary or trade information of private entity
South Dakota Codified Law

Eric Weiss

yes

no

Eric Weiss

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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HS-103
Corresponds to Record Series

SBVI
Division

Contains information used to set up visually impaired persons in business and help them with 
operations.  Contents include federal guidelines, the Randolph Sheppard Act, and state rules and 
regs for the program.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

Eric Weiss

yes

no

Eric Weiss

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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HS-104
Corresponds to Record Series

SBVI
Division

Files maintained by the Rehab Center for the Blind on consumers served by the center.  Contents 
may include referral information, reports, assessments, and authorizations.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

34 CFR part 361.38
Protection, use, and release of personal information
Code of Federal Regulations

Eric Weiss

yes

no

Eric Weiss

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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HS-105
Corresponds to Record Series

SBVI
Division

Federal and state health inspection reports of food venor establishments operating under the 
Business Enterprise Program.  Information may include inspection reports and ratings.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

Eric Weiss

yes

no

Eric Weiss

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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HS-106
Corresponds to Record Series

SBVI
Division

Current inventory value for the quarterly profit and loss statements for vendors.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

1-27-31
Circumstances allowing for disclosure of information concerning private entity
South Dakota Codified Law

Eric Weiss

yes

no

Eric Weiss

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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HS-107
Corresponds to Record Series

SBVI
Division

Copies of invoices submitted by vendors who use the state office for record keeping services and 
for paying bills.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

Eric Weiss

yes

no

Eric Weiss

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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HS-108
Corresponds to Record Series

SBVI
Division

Contains blind and visually impaired vendors leave balance records.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

1-27-1
Records open to inspection--Sale of lists.
South Dakota Codified Law

Eric Weiss

yes

no

Eric Weiss

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 725 of 2119



HS-109
Corresponds to Record Series

SBVI
Division

Documentation used to allow operation of a business at a particular location.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

1-27-1
Records open to inspection--Sale of lists
South Dakota Codified Law

Eric Weiss

yes

no

Eric Weiss

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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HS-110
Corresponds to Record Series

SBVI
Division

Consumer files on consumers that obtain low vision exams from the specialist at the rehabiltation 
center.  Contains names, demographic information, medical documents, authorizations, etc.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

34 CFR part 361.38
Protection, use, and release of personal information
Code of Federal Regulations

Eric Weiss

yes

no

Eric Weiss

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 727 of 2119



HS-111
Corresponds to Record Series

SBVI
Division

Information regarding the federal Rehabilitation Services Administration to include correspondence, 
laws, regulations.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

Eric Weiss

yes

yes

Eric Weiss

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 728 of 2119



HS-112
Corresponds to Record Series

SBVI
Division

Information regarding monies received from pop companies as commissions on the sale of pop.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

1-27-30
Confidentiality of proprietary or trade information of private entity
South Dakota Codified Law

Eric Weiss

yes

no

Eric Weiss

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 729 of 2119



HS-113
Corresponds to Record Series

SBVI
Division

Documents that track the percentage of profits that have been received and subsequesntly 
deposited in the state treasury.  These set aside funds are used for future vendor obligations for 
improvements, leave, benefits, new equipment, and repairs.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

1-27-30
Confidentiality of proprietary or trade information of private entity
South Dakota Codified Law

Eric Weiss

yes

no

Eric Weiss

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 730 of 2119



HS-114
Corresponds to Record Series

SBVI
Division

Information regarding set aside fee amounts held for each vendor.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

1-27-30
Confidentiality of proprietary or trade information of private entity
South Dakota Codified Law

Eric Weiss

yes

no

Eric Weiss

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 731 of 2119



HS-115
Corresponds to Record Series

SBVI
Division

delete this record

Information regarding site surveys conducted on vendor businesses.  This is not done and record 
should be deleted

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

Eric Weiss

yes

no

Eric Weiss

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 732 of 2119



HS-116
Corresponds to Record Series

SBVI
Division

delete

Previously tax reports- not kept any longer.  Delete this record

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

Eric Weiss

yes

no

Eric Weiss

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 733 of 2119



HS-117
Corresponds to Record Series

SBVI
Division

delete

Information regarding vending machine profits which generate a commission for the Business 
Enterprise Program.  Delete- no longer kept.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

Eric Weiss

yes

no

Eric Weiss

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 734 of 2119



HS-118
Corresponds to Record Series

SBVI
Division

Personnel information for each vendor operating under the Business Enterprise program.  
Information may include applications, correspondence, permits, agreements, medical information.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

ARSD 55:01:16:04Administrative Rule of South Dakota

Eric Weiss

yes

no

Eric Weiss

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 735 of 2119



HS-42
Corresponds to Record Series

Alcohol and Drug Abuse
Division

This annual booklet series is arranged chronologically and contaiins a summary of statistical data 
submitted by alcohol and drug treatment facilities.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

Robin Erz

Yes

DADA Assistant Director

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 736 of 2119



HS-43
Corresponds to Record Series

Alcohol and Drug Abuse
Division

This annual directory is arranged alphabetically by town and name and contains a list of all facilities 
currently accredited by the Division of Alcohol and Drug Abuse

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

Robin Erz

Yes

Division of Alcohol and Drug 

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 737 of 2119



HS-44
Corresponds to Record Series

Alcohol and Drug Abuse
Division

Information may include: budget, contracts, accreditation review sheets, etc.

Information about South Dakota alcohol and drug facilities.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

42-CFR Part 2Code of Federal Regulations

Robin Erz

Yes

DADA Assistant Director

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 738 of 2119



HS-45
Corresponds to Record Series

Alcohol and Drug Abuse
Division

2 systems MIS & CGIF - may include: date, client initials, client number, birth date, gender, etc.

Client/Facility Identifier files (MIS)

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

USC 20 (1232g)United States Code

42 CFR Part 2Code of Federal Regulations

Robin Erz

Yes

DADA Assistant Director

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 739 of 2119



HS-46
Corresponds to Record Series

Alcohol and Drug Abuse
Division

Information may include: client initials, birth date, gender, background information regarding illness, 
approval/denial.

Forms used to allow indigent clients to receive treatment

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

42 CFR Part 2Code of Federal Regulations

Robin Erz

Yes

DADA Assistant Director

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 740 of 2119



HS-47
Corresponds to Record Series

Alcohol and Drug Abuse
Division

Information may include: MIS report, identification data, results of assessment/planning, etc.

Inmate number and contains client case record.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

42 CFR Part 2Code of Federal Regulations

Robin Erz

Yes

DADA Assistant Director

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 741 of 2119



HS-48
Corresponds to Record Series

Alcohol and Drug Abuse
Division

Official minutes and all correspondence relating to the minutes of the State Alchol and Drug Abuse 
Advisory Council.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

Robin Erz

Yes

DADA Assistant Director

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 742 of 2119



HS-49
Corresponds to Record Series

Budget and Finance
Division

Category 3 Record - partially confidential
Disclosure of information concerning private entity restricted

Audit Reports - Private Agency Reports.

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

1-27-30
Disclosure of information concerning private entity restricted
South Dakota Codified Law

Alan Fickbohm

yes

Director of Provider Reimbur

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 743 of 2119



HS-50
Corresponds to Record Series

Budget and Finance
Division

Category 3 Record - partially confidential
Disclosure of information concerning private entity restricted

Bank statements

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

1-27-30
Disclosure of information concerning private entity restricted

1-27-1
General open records statute
South Dakota Codified Law

34  Part 74.53
Retention and access requirement for records
Code of Federal Regulations

42  Part 431.17
Maintenance of records
Code of Federal Regulations

45  Part 74.59
Retention and access requirement for records
Code of Federal Regulations

45 Part 92.42
Retention and access requirement for records
Code of Federal Regulations

Friday, June 29, 2007 Page 744 of 2119



Alan Fickbohm

yes

Director of Budget and Finan

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 745 of 2119



HS-51
Corresponds to Record Series

Budget and Finance
Division

To be deleted - duplicative

Budget files including approved annual operating budget

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

1-27-1
General open records statatute
South Dakota Codified Law

1-27-30
Disclosure of information concerning private entity restricted
South Dakota Codified Law

Alan Fickbohm

yes

Deputy Secretary

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 746 of 2119



HS-52
Corresponds to Record Series

Budget and Finance
Division

To be deleted - duplicative

Department budget requests

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

1-27-1
General open records statute
South Dakota Codified Law

1-27-30
Disclosure of information concerning private entity restricted
South Dakota Codified Law

Alan Fickbohm

yes

Deputy Secretary

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 747 of 2119



HS-53
Corresponds to Record Series

Budget and Finance
Division

To be deleted - duplicative

Building files including information buidling type of construction, costs, bids, specifications, 
correspondence, and status of construction. Includes construction history.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-27-1
General open records statute
South Dakota Codified Law

34  Part 74.83
Retention and access requirements for records
South Dakota Codified Law

42  Part 431.17
Maintenance of records
South Dakota Codified Law

45  Part 74.59
Retention and access requirements for records
South Dakota Codified Law

45  Part 92.42
Retention and access requirements for records
South Dakota Codified Law

Alan Fickbohm

yes

Director of Budget and Finan

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 748 of 2119



HS-54
Corresponds to Record Series

Budget and Finance
Division

To be deleted - duplicative

Building plans and specifications

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-27-1
General open records statute
South Dakota Codified Law

34 Part 74.53
Retention and access requirements for records
Code of Federal Regulations

42 Part 431.17
Maintenance of records
Code of Federal Regulations

45  Partt 92.42
Retention and access requirements for records
Code of Federal Regulations

45 Part 74.53
Retention and access requirements for records
Code of Federal Regulations

Alan Fickbohm

yes

Director of Budget and Finan

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 749 of 2119



HS-55
Corresponds to Record Series

Budget and Finance
Division

To be deleted - duplicative

Cash Receipt Transmittals

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-27-1
General open records statute
South Dakota Codified Law

34 Part 74.53
Retention and access requirements for records
Code of Federal Regulations

42 Part 431.17
Maintenance of records
Code of Federal Regulations

45 Part 74.53
Retention and access requirements for records
Code of Federal Regulations

45 Part 92.42
Retention and access requirements for records
Code of Federal Regulations

Alan Fickbohm

yes

Director of Budget and Finan

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 750 of 2119



HS-57
Corresponds to Record Series

Budget and Finance
Division

To be deleted - duplicative

Check Registers

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-27-1
General open records statute
South Dakota Codified Law

34 Part 74.53
Retention and access requirements for records
Code of Federal Regulations

42 Part 431.17
Maintenance of records
Code of Federal Regulations

45 Part 74.53
Retention and access requirements for records
Code of Federal Regulations

45 Part 92.42
Retention and access requirements for records
Code of Federal Regulations

Alan Fickbohm

yes

Director of Budget and Finan

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 751 of 2119



HS-58
Corresponds to Record Series

Budget and Finance
Division

Category 3 Record - partially confidential
Disclosure of information concerning private entity restricted

Contracts and Agreements

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

1-27-1
General open records statute
South Dakota Codified Law

1-27-30
Disclosure of information concerning private entity restricted
South Dakota Codified Law

34 Part 74.53
Retention and access requirements for records
Code of Federal Regulations

42 Part 431.17
Maintenance of records
Code of Federal Regulations

45 Part 74.53
Retention and access requirements for records
Code of Federal Regulations

45 Part 92.42
Retention and access requirements for records
Code of Federal Regulations

Friday, June 29, 2007 Page 752 of 2119



Alan Fickbohm

yes

Director of Provider Reimbur

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 753 of 2119



HS-59
Corresponds to Record Series

Budget and Finance
Division

Category 3 record - open

Cost allocation file containing allocation fo costs to the division by grant. Information includes time 
study results, task summary by center and employee, institution cost summaries, list of cost 
allocation by quarter, contract listing, summary of costs allocation, and division costs allocation by 
quarter.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

South Dakota Codified Law

1-27-1
General open records statute
South Dakota Codified Law

34  Part 74.53
Retention and access requirements for records
Code of Federal Regulations

42  Part 431.17
Maintenance of records
Code of Federal Regulations

45  Part 74.53
Retention and access requirements for records
Code of Federal Regulations

45  Part 92.42
Retention and access requirements for records
Code of Federal Regulations

Friday, June 29, 2007 Page 754 of 2119



Alan Fickbohm

yes

Director of Budget and Finan

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 755 of 2119



HS-60
Corresponds to Record Series

Budget and Finance
Division

Category 3 Record - partially confidential
Disclosure of information concerning private entity restricted

Provider Costs Reports including financial statements expense, revenue and staffing data, and 
computer disks

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

1-27-30
Disclosure of information concerning private entity restricted
South Dakota Codified Law

34  Part 74.53
Retention and access requirements for records
Code of Federal Regulations

42  Part 431.17
Maintenance of records
Code of Federal Regulations

45  Part 74.53
Retention and access requirements for records
Code of Federal Regulations

45  Part 92.42
Retention and access requirements for records
Code of Federal Regulations

Alan Fickbohm

yes

Director of Provider Reimbur

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 756 of 2119



HS-61
Corresponds to Record Series

Budget and Finance
Division

Category 3 record - Open

Depreciation files for buildings and equipment

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-27-1
General open record statute
South Dakota Codified Law

34  Part 74.53
Retention and access requirements for records
Code of Federal Regulations

42  Part 431.17
Maintenance of records
Code of Federal Regulations

45  Part 92.42
Retention and access requirements for records
Code of Federal Regulations

45 Part 74.53
Retention and access requirements for records
Code of Federal Regulations

Alan Fickbohm

yes

Director of Budget and Finan

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 757 of 2119



HS-62
Corresponds to Record Series

Budget and Finance
Division

Category 3 record - Open

Federal accounting reports including Annual Report of Vending Facility Program (RSA-15), Annual 
Vocational Rehabilation Program/Cost Report (RSA-2), Financial Status Report (SF269, SF269A or 
ADD-02), Federal Cash Transaction Report (PSC-272), and other Federal financial reports

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-27-1
General open records statute

34  Part 74.83
Retention and access requirements for records
Code of Federal Regulations

42  Part 431.17
Maintenance of records
Code of Federal Regulations

45  Part 74.53
Retention and access requirements for records
Code of Federal Regulations

45  Part 92.42
Retention and access requirements for records
Code of Federal Regulations

Alan Fickbohm

yes

Director of Budget and Finan

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 758 of 2119



HS-63
Corresponds to Record Series

Budget and Finance
Division

Category 3 record - Open

Fee schedules published by Doctors, hospitals and clinics

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-27-1
General open records statute
South Dakota Codified Law

Alan Fickbohm

yes

Director of Budget and Finan

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 759 of 2119



HS-64
Corresponds to Record Series

Budget and Finance
Division

Category 3 record - Open

Financial statements including balance sheets, statement of revenue and expenses, expenditures 
and changes in fund balances-budgeted and actual, statement of fixed assets, summary of 
significant accounting procedures, supplemental information and working papers

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-27-1
General open records statute
South Dakota Codified Law

34  Part 74.53
Retention and access requirements for records
Code of Federal Regulations

42  Part 431.17
Maintenance of records
Code of Federal Regulations

45  Part 74.53
Retention and access requirements for records
Code of Federal Regulations

45  Part 92.42
Retention and access requirements for records
Code of Federal Regulations

Alan Fickbohm

yes

Director of Budget and Finan

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 760 of 2119



HS-65
Corresponds to Record Series

Budget and Finance
Division

Category 3 record - Open
Disclosure of information concerning a private entity restricted

Grant files including grant applications, working papers, grant documentation, correspondence, 
monitoring and accounting reports,and programmatic/progress reports

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

1-27-1
General open records statute
South Dakota Codified Law

1-27-30
Disclosure of information concerning a private entity restricted
South Dakota Codified Law

34  Part 74.53
Retention and access requirements for records
Code of Federal Regulations

45  Part 74.53
Retention and access requirements for records
Code of Federal Regulations

45  Part 92.42
Retention and access requirements for records
Code of Federal Regulations

Alan Fickbohm

yes

Grants Management Speciali

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 761 of 2119



HS-66
Corresponds to Record Series

Budget and Finance
Division

To be deleted - duplicative

Inventory, capital assets/property management files including the Fixed Asset System query, file 
maintenance forms reflecting changes in inventorym inventory manauals, and surplus property 
received and transferred forms

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-27-1
General open records statute
South Dakota Codified Law

34  Part 74.53
Retention and access requirements for records
Code of Federal Regulations

42  Part 431.17
Maintenance of records
Code of Federal Regulations

45  Part 74.53
Retention and access requirements for records
Code of Federal Regulations

45  Part 92.42
Retention and access requirements for records
Code of Federal Regulations

Alan Fickbohm

yes

Director of Budget and Finan

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 762 of 2119



HS-67
Corresponds to Record Series

Budget and Finance
Division

Category 3 record - partially confidential
Disclosure of information concerning a private entity restricted

Lease files including lease contracts, insurance records, equipment lists

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

1-27-1
General open records statute
South Dakota Codified Law

1-27-30
Disclosure of infomation concerning private entity restricted
South Dakota Codified Law

34 Part 74.53
Retention and access requirements for records
Code of Federal Regulations

42 Part 431.17
Maintenance of records
Code of Federal Regulations

45 Part 74.53
Retention and access requirements for records
Code of Federal Regulations

45 Part 92.42
Retention and access requirements for records
Code of Federal Regulations

Friday, June 29, 2007 Page 763 of 2119



Alan Fickbohm

yes

Director of Provider Reimbur

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 764 of 2119



HS-68
Corresponds to Record Series

Budget and Finance
Division

To be deleted - duplicative

Local banking account authorization files

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

34 Part 74.53
Retention and access requirements for records
Code of Federal Regulations

42 Part 431.17
Maintenance of Records
Code of Federal Regulations

45 Part 74.53
Retention and access requirements for records
Code of Federal Regulations

45 Part 92.42
Retention and access requirements for records
Code of Federal Regulations

Alan Fickbohm

yes

Director of Budget and Finan

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 765 of 2119



HS-69
Corresponds to Record Series

Budget and Finance
Division

To be deleted - duplicative

Purchase orders

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-27-1
General open records statute
South Dakota Codified Law

34 Part 74.53
Retention and access requirements for records
Code of Federal Regulations

42 Part 431.17
Maintenance of records
Code of Federal Regulations

45 Part 74.53
Retention and access requirements for records
Code of Federal Regulations

45 Part 92.42
Retention and access requirements for records
Code of Federal Regulations

Alan Fickbohm

yes

Director of Budget and Finan

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 766 of 2119



HS-70
Corresponds to Record Series

Budget and Finance
Division

Category 3 Record - partially confidential
Disclosure of information concerning private entity restricted

Rate setting files including supporting documents, work papers, correspondence, and computer disks

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

1-27-30
Disclosure of information concerning private entity restricted
South Dakota Codified Law

34 Part 74.53
Retention and access requirements for records
Code of Federal Regulations

42 Part 431.17
Maintenance of records
Code of Federal Regulations

45 Part 74.53
Retention and access requirements for records
Code of Federal Regulations

45 Part 92.42
Retention and access requirements for records
Code of Federal Regulations

Alan Fickbohm

yes

Director of Provder Reimburs

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 767 of 2119



HS-71
Corresponds to Record Series

Budget and Finance
Division

To be deleted - duplicative

Duplicant warrant documention - request for stop payment, affidavit, correspondence

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-27-1
General open records statute
South Dakota Codified Law

34 Part 74.53
Retention and access requirements for records
Code of Federal Regulations

42 Part 431.17
Maintnenance of records
Code of Federal Regulations

45 Part 74.53
Retention and access requirements for records
Code of Federal Regulations

45 Part 92.42
Retention and access requirements for records
Code of Federal Regulations

Alan Fickbohm

yes

Director of Budget and Finan

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 768 of 2119



HS-72
Corresponds to Record Series

Budget and Finance
Division

To be deleted - duplicative

Requisitions for supplies and equipment

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

34 Part 74.83
Retention and access requirements for records
Code of Federal Regulations

42 Part 431.17
Maintenance of records
Code of Federal Regulations

45 Part 74.53
Retention and access requirements for records
Code of Federal Regulations

45 Part 93.42
Retention and access requirements for records
Code of Federal Regulations

Alan Fickbohm

yes

Director of Budget and Finan

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 769 of 2119



HS-73
Corresponds to Record Series

Budget and Finance
Division

Category 3 record - patially confidential
Disclosure of information concerning private entity restricted

Oversight and Monitoring review files of providers/vendors

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

1-27-30
Disclosure of infomation concerning private entity restricted
South Dakota Codified Law

34 Part 74.53
Retention and access requirements for records
Code of Federal Regulations

42 Part 431.17
Maintenance of records
Code of Federal Regulations

45 Part 74.53
Retention and access requirements for records
Code of Federal Regulations

45 Part 92.42
Retention and access requirements for records
Code of Federal Regulations

Alan Fickbohm

yes

Director of Budget and Finan

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 770 of 2119



HS-74
Corresponds to Record Series

Budget and Finance
Division

Category 3 record - open

Financial System Reports - Computer output microfiche including open purchase register report, 
available funds report, expenditure report, warrant register report, cash center report

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

34 Part 74.53
Retention and access requirements for records
Code of Federal Regulations

42 Part 431.17
Maintenance of records
Code of Federal Regulations

45 Part 74.53
Retention and access requirements for records
Code of Federal Regulations

45 Part 92.42
Retention and access requirements for records
Code of Federal Regulations

Alan Fickbohm

yes

Director of Budget and Finan

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 771 of 2119



HS-75
Corresponds to Record Series

Budget and Finance
Division

Category 3 Record - partially confidential
Disclosure of infomation concerning private entity restricted

Employee time studies

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

1-27-30
Disclosure of infomation concerning private entity restricted

55:01:16:04
Employee records confidential
Administrative Rule of South Dakota

42 Part 405
Limits disclosure of Social Security Number
United States Code

34 Part 74.53
Retention and access requirements for records
Code of Federal Regulations

42 Part 431.17
Maintenance of records
Code of Federal Regulations

45 Part 74.53
Retention and access requirements for records
Code of Federal Regulations

45 Part 92.42
Retention and access requirements for records
Code of Federal Regulations
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Alan Fickbohm

yes

Director of Budget and Finan

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 773 of 2119



HS-76
Corresponds to Record Series

Budget and Finance
Division

To be deleted - put in adminstrative reference file

Vouchers including purchase orders, requesitions, invoices, and packing slips

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-27-1
General open records statute
South Dakota Codified Law

34 Part 74.53
Retention and access requirements for records
Code of Federal Regulations

42 Part 431.17
Maintenance of records
Code of Federal Regulations

45 Part 74.53
Retention and access requirements for records
Code of Federal Regulations

45 Part 92.42
Retention and access requirements for records
Code of Federal Regulations

Alan Fickbohm

yes

Director of Budget and Finan

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 774 of 2119



HS-77
Corresponds to Record Series

Developmental Disabilities
Division

Community Facility Files
This series is arranged alphabetically by facility name and contains information concerning each 
community based facility in the state. Information may include: correspondence, state health 
department reviews, ARSD surveys, statements of deficiencies and plans of corrections, copies of 
Title XIX and XX Community Training Service agreements, and site visit reports. This record series 
is maintained in reference concerning the certification of review of these facilities.

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

45 CFR 160-164
General Administrative Requirements
Security & Privacy

ARSD 46:11:04:16
Confidentiality of Information; identifiable consumer information
Administrative Rule of South Dakota

PL 104-191
HIPAA
Administrative Rule of South Dakota

42CFR431.305
Safeguarding Information on Applicants and Recipients
Code of Federal Regulations

Beth Henrichsen

Yes

Senior Secretary for DDD

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 775 of 2119



HS-78
Corresponds to Record Series

Developmental Disabilities
Division

Individual Files
This series is arranged alphabetically by client name and contains files used by the department to 
document the need to provide advocacy functions for each. Individual files include: Pre-Admission 
Screening and Annual Resident Reviews (PASARR), Annual Resident Reviews, and individuals with 
developmental disabilites.  Information may include: name of individual, placement data, 
discharge/termination summaries, unusual incident reprots, county board of mental retardation legal 
documents, referrals, interstate compact agreements, and miscellaneous correspondence relating to 
individual. This record series is maintained ot provide the advocacy service and to follow up on 
services provided to individuals.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

45 CFR 160-164
General Administrative Requirements
Security & Privacy

FERPA
20USC§1232g

PL 104-191
HIPAA

ARSD 46:11:0:16
Confidentialty of Information; identifiable consumer information
Administrative Rule of South Dakota

42CFR431.305
Safeguarding Information on Applicants and Recipients
Code of Federal Regulations
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Beth Henrichsen

Yes

Senior Secretary for DDD

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 777 of 2119



HS-79
Corresponds to Record Series

Developmental Disabilities
Division

Match Reports, Title XIX
This series contains Title XIX match reports used to track money to be recovered from local schools 
for home and community based services.  Information may include: provider number, recipient 
number, recipient name, reference number, date paid, service from and through dates, match 
(amount to be recovered), total charges, credit amount, paid amount, amount to recover, and 
signature of authorized agency representative.  This record series is maintained for audit purposes 
and for Medicaid requirements.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

FERPA 20 USC§1232g
Family Education Rights & Privacy Act

PL 104-191
HIPAA

42CFR431.305
Safeguarding Information on Applicants and Recipients
Code of Federal Regulations

Beth Henrichsen

Yes

Senior Secretary for DDD

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 778 of 2119



HS-80
Corresponds to Record Series

DRS / SBVI
Division

Case files document services provided to each consumer.  Information contained includes names, 
services, authorizations, medical records, etc.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

34 CFR part 361.38
Protection, use, and relase of personal information
Code of Federal Regulations

Eric Weiss

yes

no

SBVI assistant director

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 779 of 2119



HS-82
Corresponds to Record Series

DRS
Division

Delete record series - has not been kept for some time.

Examiner performance reports for Disability Determination Services funded by Social Security 
Administration

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

Bernie Grimme

Yes

NO

DRS Assistant Director

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 780 of 2119



HS-87
Corresponds to Record Series

Mental Health
Division

ASSERTIVE COMMUNITY TREATMENT FILES:  Contains consumer  eligibility information.
Contains eligibility application for assertive community treatment programs. 
This series is arranged alphabetically by consumer and contains information used to determine 
eligibility for an assertive community treatment program.  Information may include:  application for 
eligibility, name of client, social history, current treatment plans, and correspondence relating to the 
individual.    This record series is maintained to determine eligibility and for possible administrative 
hearing action.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

46:20:04:10
Confidentiality of records
Administrative Rule of South Dakota

20 USC~1232g
FERPA
U.S. Case Law

PL104-191
HIPPA
U.S. Case Law

Shawna Fullerton

yes

NO

Assistant Director, Division of

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 781 of 2119



HS-88
Corresponds to Record Series

Division of Mental Health
Division

Friday, June 29, 2007 Page 782 of 2119



BEHAVIORAL UTILIZATION REVIEW FILES:  Contains information regarding the admissions of 
state employees and/or their dependents to psychiatric hospitals.
Information may include:  patient's name, behavioral utilization review forms, and psychiatric 
evaluations.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

27A-12-26South Dakota Codified Law

3-6A-31
Records on employees
South Dakota Codified Law

55.01.16.04
Personnel records
Administrative Rule of South Dakota

ARSD 46.20.04.10
Confidentiality of records
Administrative Rule of South Dakota

34 CFR Part 99Code of Federal Regulations

45 CFR 160-164Code of Federal Regulations

FERPA 20 USC ~ 1232gU.S. Case Law

PL 104-191
HIPAA
U.S. Case Law
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This record is maintained to determine eligibility.

Shawna Fullerton

yes

NO

Assistant Director

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 784 of 2119



HS-89
Corresponds to Record Series Division

This record series is maintained for reference concerning state and federal funding(Medicaid) 
received by each CMHC.

COMMUNITY MENTAL HEALTH CENTER ACCREDITIATION FILES:  Contains information 
regarding accreditation of the eleven community mental health centers (CMHC) in South Dakota.
This series is arranged (alphabetical by agency) chronologically and contains information regarding 
accreditation of the eleven community mental health centers (CMHC) in South Dakota.  Information 
may include:  agency name, correspondence, CMHC self-survey and results, statement of 
deficiency, corrective action plan, facility standards and approval status.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

1-26-28, -29, -30, -31
Definition of terms. 
Disclosure of information concerning private entity restricted. 
Confidentiality of proprietary or trade information of private entity. 
Circumstances allowing for disclosure of information concerning private entity.

27A-12-26, -26.1
Confidentiality of information acquired in course of providing mental health services. 
Access to own records--Exceptions--Confidentiality following discharge.

South Dakota Codified Law

42 CFR 431.620
Agreement with State mental health authority or mental institutions.
Code of Federal Regulations

Shawna Fullerton

yes

NO

Assistant Director

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 785 of 2119



HS-90
Corresponds to Record Series

Mental Health
Division

Record Series #HS-90  COMMUNITY MENTAL HEALTH CENTER FILES will be deleted and then 
added to the Administrative Reference file.

COMMUNITY MENTAL HEALTH CENTER FILES:  Contains information regarding accreditation of 
the eleven community mental health centers (CMHC) in South Dakota.
This series is arranged alphabetical by agency name and contains information concerning the 
eleven community mental health centers (CMHC) in South Dakota.  Information may include:  
agency name, agency correspondence, reports, site visits, consumer correspondence regarding a 
CMHC, memorandums, waivers, copies of contracts, guidelines, and other related information.  
This record series is maintained for reference concerning the type of care each facility provides.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

27A-12-26
Confidentiality of information acquired in course of providing mental health services.
South Dakota Codified Law

45 CFR 160-164
Standards for Privacy of
Individually Identifiable
Health Information

Code of Federal Regulations

PL 104-191
HIPAA
U.S. Case Law

Shawna Fullerton

yes

NO

Assistant Director

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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HS-91
Corresponds to Record Series

Division of Mental Health
Division

FINANCIAL ELIGIBILITY DETERMINATION:
This contains information regarding eligibility for consumers of the eleven community mental health 
centers in South Dakota.  Information may include:  consumer's name, CID number, income, family 
size, family expense, and documentation.  This series is maintained to determine eligibility.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

27A-12-26South Dakota Codified Law

46.20.04.10
Confidentiality of records
Administrative Rule of South Dakota

45 CFR 160, 162, 164Code of Federal Regulations

PL 104-191
HIPPA
U.S. Case Law

Shawna Fullerton

YES

NO

Assistant Director

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 787 of 2119



HS-94
Corresponds to Record Series

Division of Mental Health
Division

PASARR CONSUMER FILES:  Contains information regarding Pre-Admission Screening and 
Annual Resident Review (PASARR) information. 
This series is arranged alphabetically by name of consumer and contains information regarding 
PASARR information used to document the need to provide or continue nursing home services and 
specialized mental health services.  Information may include:  name of client, placement data, 
discharge/termination summaries, medical history, psychological information, and miscellaneous 
correspondence relating to the individual.    This record series is maintained to ensure compliance 
with federal regulation CFR 42 part 433.32 and public laws PL 100-203 and PL 101-508.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

27A-12-25, 26
Individual records required--Contents--Confidentiality. 
Confidentiality of information acquired in course of providing mental health services.

South Dakota Codified Law

42 CFR 433.32Code of Federal Regulations

45 CFR 160-164
Standards for Privacy of
Individually Identifiable
Health Information

Code of Federal Regulations

PL 100-203U.S. Case Law

PL 104-191
HIPAA
U.S. Case Law

PL101-508
Pollution Prevention Act of 1990
U.S. Case Law
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Shawna Fullerton

YES

NO

Assistant Director

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 789 of 2119



HS-97
Corresponds to Record Series

DRS
Division

Attendant services program client filed containing records to determine eligibility, billings and 
correspondences.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

PL 104-191
Confidentiality of Patient Records
U.S. Case Law

Bernie Grimme

Yes

NO

DRS Assistant Director

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 790 of 2119



HS-98
Corresponds to Record Series

DRS
Division

Traumatic Brain Injury program client files containing records to determine eligibility, progress 
reports, billings and correspondences.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

PL 104-191 and 34-12-15
Confidentiality of Patient Records

Bernie Grimme

Yes

NO

DRS Assistant Director

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 791 of 2119



HS-99
Corresponds to Record Series

DRS
Division

Telecommunication Relay Service (TRS)

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

Bernie Grimme

Yes

NO

DRS Assistant Director

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 792 of 2119



HSC-10
Corresponds to Record Series

Human Services Center
Division

Building Surveys: summary of building usage

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-27-1South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 793 of 2119



HSC-100
Corresponds to Record Series

Human Services Center
Division

This is required to be kept by SDCL 5-25-2

Mileage Usage Reports: Contains the forms completed by the individuals using HSC vehicles.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-27-1
Records open to inspection
South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 794 of 2119



HSC-101
Corresponds to Record Series

Human Services Center
Division

Notice of Separation Files: Contains the names of employee who have terminated employment

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

55:01:16:04
Personnel Records
Administrative Rule of South Dakota

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 795 of 2119



HSC-102
Corresponds to Record Series

Human Services Center
Division

Nursing Home Remittance Advice Reports: Summarizes all reimbursement sent to and payments 
made by Medicaid for qualified patients at the facility.

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

27A-12-26
Confidentiality of information acquired in providing mental health services
South Dakota Codified Law

27A-12-26
Confidentiality of information acquired in course of providing mental health services
South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 796 of 2119



HSC-105
Corresponds to Record Series

Human Services Center
Division

Patient Care Proof Listing Reports: Summary of billing data for each patient

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

27A-12-26
Confidentiality of information acquired in course of providing mental health services.
South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 797 of 2119



HSC-106
Corresponds to Record Series

Human Services Center
Division

Patient Care Withdrawal Reports: Provides a detailed listing of all funds which have been withdrawn 
from each respective patient's local account.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

27A-12-26
Confidentiality of informatio acquired in course of providing mental health services.
South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 798 of 2119



HSC-107
Corresponds to Record Series

Human Services Center
Division

Patient Ledger Cards: Contains a summary of all billing activity for each patient.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

27A-12-26
Confidentiality of information acquired in course of providing mental health services.
South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 799 of 2119



HSC-108
Corresponds to Record Series

Human Services Center
Division

Patient Ledgers, Medicaid: Contains all the ledgers for all patients whose care is reimbursed by 
Medicaid.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

27A-12-26
Confidentiality of information acquired in course of providing mental health services.
South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 800 of 2119



HSC-109
Corresponds to Record Series

Human Services Center
Division

Patient listing Reports: Contains an alpha listing of patients at the facility

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

27A-12-26
Confidentiality of information acquired in course of providing mental health services.
South Dakota Codified Law

Holly Arends

Yes

Medical Records Supervisor

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 801 of 2119



HSC-110
Corresponds to Record Series

Human Services Center
Division

Patient Medicare Cards: Used to log the number of eligible Medicare days each patient has 
accumulated.

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

27A-12-25
Confidentiality of information acquired in course of providing mental health services
South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 802 of 2119



HSC-116
Corresponds to Record Series

Human Services Center
Division

Public Health Service Billings: Contains a copy of the monthly billing sent to the HIS center in 
Aberdeen to request reimbursement for providing services to their members.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

27A-12-26
Confidentiality of information acquired in course of providing mental helath services

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 803 of 2119



HSC-12
Corresponds to Record Series

Human Services Center
Division

Cemetery Files: information of individuals buried at HSC

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

27A-12-26
Confidentiality of information acquired in course of providing mental health services.
South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 804 of 2119



HSC-120
Corresponds to Record Series

Human Services Center
Division

Requests for Distribution Additions/Changes/Deletions: Contains the pink form used to document all 
authorized changes which were made on the personnel payroll system.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

55:01:16:04Administrative Rule of South Dakota

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 805 of 2119



HSC-121
Corresponds to Record Series

Human Services Center
Division

Retirement Benefit Applications (SDRS 620): Contains copies of the standard from sent to the 
Department of Labor, Division of Retirement and Insurance as notification of an employee's request 
to receive retirement benefits.

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

55:01:16:04Administrative Rule of South Dakota

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 806 of 2119



HSC-122
Corresponds to Record Series

Human Services Center
Division

Retirement Contribution Reports: Summarizes contributions received for each employee.

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

55:01:16:04Administrative Rule of South Dakota

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 807 of 2119



HSC-123
Corresponds to Record Series

Human Services Center
Division

Rules and Regulations: Contains copies of the current rules and regulations pertaining to HSC.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-27-1
Records open to inspection
South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 808 of 2119



HSC-124
Corresponds to Record Series

Human Services Center
Division

Sales Tax Reports: Contains quarterly sales tax reports sent to the Department of Revenue listing 
sales tax collected for snack shop sales.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-27-1
Records open to inspection
South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 809 of 2119



HSC-128
Corresponds to Record Series

Human Services Center
Division

Telephone Number Listings: Contains a list of all employees assigned a telephone number

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

55:01:16:04Administrative Rule of South Dakota

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 810 of 2119



HSC-129
Corresponds to Record Series

Human Services Center
Division

Travel Authorizations, Human Services Center: Contains the standard HSC travel authorization 
forms.

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

55:01:16:04Administrative Rule of South Dakota

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 811 of 2119



HSC-131
Corresponds to Record Series

Human Services Center
Division

Vehicle Titles: Contains the owner's copy of the vehicle titles issued by the State Division of Motor 
Vehicles.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-27-1
Records open to inspection
South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 812 of 2119



HSC-132
Corresponds to Record Series

Human Services Center
Division

Vehicle Travel Logs: Contains an itemized listing of use of each vehicle.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-27-1
Records open to inspection
South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 813 of 2119



HSC-136
Corresponds to Record Series

Human Services Center
Division

Workers Compensation Log Binders: Lists the dates all claims were submitted to the Department of 
Labor.

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

55:01:16:04Administrative Rule of South Dakota

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 814 of 2119



HSC-137
Corresponds to Record Series

Human Services Center
Division

Account Number Assignment Log: Used for bank account assignment purposes.

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

27A-12-26
Confidentiality of information acquired in providing mental health services
South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 815 of 2119



HSC-14
Corresponds to Record Series

Human Services Center
Division

Contracts and Agreements Files: copies of contracts and agreements between HSC and others

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-27-1
Records open to inspection
South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 816 of 2119



HSC-140
Corresponds to Record Series

Human Services Center
Division

Daily Transaction Reports: Contains the daily itemized account of all patient bank transactions.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

27A-12-26
Confidentiality of infomration acquired in course of providing mental health services.
South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 817 of 2119



HSC-141
Corresponds to Record Series

Human Services Center
Division

Patient Balance Reports: Contains the current balance on hand for each patient

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

27A-12-26
Confidentiality of infomration acquired in course of providing mental health services.
South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 818 of 2119



HSC-142
Corresponds to Record Series

Human Services Center
Division

Withdrawal Restriction Index: Use for quick reference to determine if any restrictions are placed on 
a patient's bank account

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

27A-12-26
Confidentiality of information acquired in course of providing mental health services.
South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 819 of 2119



HSC-143
Corresponds to Record Series

Human Services Center
Division

Account Aging Reports: Contains a summary of all patient account billing status.

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

27A-12-31
Identity of patient protected in disclosing information--Disclosure limited by germaneness.

27A-12-26
Confidentiality of information acquired in course of providing mental health services.
South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 820 of 2119



HSC-144
Corresponds to Record Series

Human Services Center
Division

Achievement Evaluation Plan (AEP) Files: Contains the standard performance appraisal form used 
showing standards and responsibilities for each employee in the Financial Research Program.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

55:01:16:04
Personnel Records
Administrative Rule of South Dakota

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 821 of 2119



HSC-145
Corresponds to Record Series

Human Services Center
Division

Contracts, Doctor/Consultants: Contains a copy of the contract signed by each doctor or consultant 
who agrees to provide services for HSC.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-27-1
Records open to inspection
South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 822 of 2119



HSC-147
Corresponds to Record Series

Human Services Center
Division

Delinquent Account Files: Contains unpaid patient service bills

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

27A-12-26
Confidentiality of infomration acquired in course of providing mental health services.
South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 823 of 2119



HSC-149
Corresponds to Record Series

Human Services Center
Division

This information could be open if the patient information was extracted.

Hospitalization Cards, Patients: Contains a quick reference of eligible Medicare days each patient 
has available.

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

27A-12-26
Confidentiality of information acquired in course of providing mental health services.
South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 824 of 2119



HSC-15
Corresponds to Record Series

Human Services Center
Division

Correspondence, Administrative: copies of letters and memos sent by the Administrator, Director of 
Clinical Services, and medical director and originals of letters received

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-27-1
records open to inspection
South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 825 of 2119



HSC-150
Corresponds to Record Series

Human Services Center
Division

Medicare Certification Files: Contains the yearly certification issued to the facility by Medicare

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

Code of Federal Regulations

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 826 of 2119



HSC-151
Corresponds to Record Series

Human Services Center
Division

Medicare Claim Files: Contains a copy of the standard form sent to the United States Department of 
Health and Human Services.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

Code of Federal Regulations

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 827 of 2119



HSC-152
Corresponds to Record Series

Human Services Center
Division

Medicare Reimbursement Cost Justification Files: Contains related working papers used to justify 
patient care costs for Medicare purposes

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

Code of Federal Regulations

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 828 of 2119



HSC-153
Corresponds to Record Series

Human Services Center
Division

Medicare/Medicaid Claim Log Reports: List all individuals who are eligible for Medicare/Medicaid 
benefits and subsequent claims sent to each.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

27A-12-26
Confidentiality of information acquired in course of providing mental health services
South Dakota Codified Law

Holly Arends

Yes

Business Office Director

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 829 of 2119



HSC-154
Corresponds to Record Series

Human Services Center
Division

Outside Medical Service Binders: Contains a listing of all services provided to and of financially 
responsible parties for patients

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

27A-12-26
Confidentiality of information acquired in course of providing mental health services.
South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 830 of 2119



HSC-155
Corresponds to Record Series

Human Services Center
Division

Patient Financial Records: Contains financial records for each patient

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

27A-12-26
Confidentiality of infomration acquired in course of providing mental health services.
South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 831 of 2119



HSC-156
Corresponds to Record Series

Human Services Center
Division

Patient Off Campus Logs: Contains day by day listing of patients currently enrolled at the hospital 
but who are off campus due to hospitalization or passes.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

27A-12-26
Confidentaility of information acquired in course of providing mental health services
South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 832 of 2119



HSC-157
Corresponds to Record Series

Human Services Center
Division

Patient Payroll Reports: Contains a summary of patient income

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

27A-12-26
Confidentiality of information acquired in course of providing mental health services.
South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 833 of 2119



HSC-158
Corresponds to Record Series

Human Services Center
Division

Patient Roster Ring Binders: Contains letter size computer printouts which are generated by patient

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

27A-12-25
Individual Records Required
South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 834 of 2119



HSC-159
Corresponds to Record Series

Human Services Center
Division

Proof Listing Reports: Contains a summary of all Patient Ledger Cards. 

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

27A-12-31
Identity of patient protected in disclosing information--Disclosure limited by germaneness.

27A-12-26
Confidentiality of information acquired in course of providing mental health services.
South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 835 of 2119



HSC-16
Corresponds to Record Series

Human Services Center
Division

Correspondence, Department of Human Services: copies of letter and memos sent to the DHS and 
originals of letters and memos received

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-27-1
records open to inspection
South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 836 of 2119



HSC-160
Corresponds to Record Series

Human Services Center
Division

Questionnaires, Medicare: Contains a copy of all general Medicare questionnaires answered by the 
program

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

42 CFRCode of Federal Regulations

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 837 of 2119



HSC-162
Corresponds to Record Series

Human Services Center
Division

Reviews, Social Security Administration On-Site: Documents the results of all on site Social 
Security Administration reviews conducted at HSC

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

Code of Federal Regulations

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 838 of 2119



HSC-163
Corresponds to Record Series

Human Services Center
Division

Rules and Regulations: Contains copies of the rules an regulations pertaining to each agency

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-27-1
records open to inspection
South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 839 of 2119



HSC-166
Corresponds to Record Series

Human Services Center
Division

Drill/Code Binders: itemized list of any drills or codes which occur at the facility

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-27-1
records open to inspection
South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 840 of 2119



HSC-167
Corresponds to Record Series

Human Services Center
Division

Employee Rolodex: Quick reference for employees names

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

55:01:16:04Administrative Rule of South Dakota

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 841 of 2119



HSC-168
Corresponds to Record Series

Human Services Center
Division

Incident Logs: Used to note any incidents involving this program

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

27A.12.26
Confidentiality of information acquired in course of mental health services
South Dakota Codified Law

Holly Arends

Yes

Risk Manager

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 842 of 2119



HSC-17
Corresponds to Record Series

Human Services Center
Division

Correspondence, General: copies of letters and memos sent and originals of those received

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-27-1
records open to inspection
South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 843 of 2119



HSC-172
Corresponds to Record Series

Human Services Center
Division

Patient Letter Log: Contains a listing of all postage services provided to each

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

1-27-1
Records open to inspection
South Dakota Codified Law

27A-12-26
Confidentiality of information acquired in course of providing mental health services.
South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 844 of 2119



HSC-173
Corresponds to Record Series

Human Services Center
Division

Patient Register Binders: Contains information on patients currently admitted to the facility

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

27A-12-25
Individual Records Required
South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 845 of 2119



HSC-177
Corresponds to Record Series

Human Services Center
Division

Pt information can be removed and these would fall into the open records category

Receipts, Postage: Contains copies of receipts issued to patient who have purchased postage to 
mail packages

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

27A-12-31
Identity of patient protected in disclosing information--Disclosure limited by germaneness.

27A-12-26
Confidentiality of information acquired in course of providing mental health services.
South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 846 of 2119



HSC-179
Corresponds to Record Series

Human Services Center
Division

Rules and Regulations: filed by agency name and contains copies of rules and regulations 
pertaining to each

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-27-1
records open to inspection
South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 847 of 2119



HSC-18
Corresponds to Record Series

Human Services Center
Division

Correspondence, Patient: copies of letters and memos sent and originals of those received

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

27A-12-26
Confidentiality of information acquired in course of providing mental health services.
South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 848 of 2119



HSC-181
Corresponds to Record Series

Human Services Center
Division

Telephone Directories: Contains a list of all patients and employees telephone numbers

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

27A-12-26
Confidentiality of infomration acquired in course of providing mental health services
South Dakota Codified Law

55:01:16:04
Personnel Records
Administrative Rule of South Dakota

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 849 of 2119



HSC-182
Corresponds to Record Series

Human Services Center
Division

This information could be disclosed without patient or staff information.

United Parcel Service Receiving Log: Lists all packages delivered by UPS for employees and 
patients

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

27A-12-26
Confidentiality of information acquired in course of providing mental health services.
South Dakota Codified Law

27A-12-31
Identity of patient protected in disclosing information--Disclosure limited by germaneness.
South Dakota Codified Law

55:01:16:04
Personnel Records
Administrative Rule of South Dakota

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 850 of 2119



HSC-184
Corresponds to Record Series

Human Services Center
Division

Work Schedules: Contains work schedules for each employee

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

55:01:16:04Administrative Rule of South Dakota

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 851 of 2119



HSC-185
Corresponds to Record Series

Human Services Center
Division

Achievement Evaluation Plan (AEP) Files: Contains the standard performance appraisal used 
showing a statement of standards and responsibilities for each employee

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

ASRD 55:01:16:04Administrative Rule of South Dakota

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 852 of 2119



HSC-188
Corresponds to Record Series

Human Services Center
Division

Budget Files: Contain budget requests, operating budgets, and other related working papers

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-27-1
records open to inspection
South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 853 of 2119



HSC-191
Corresponds to Record Series

Human Services Center
Division

Correspondence: Contain both copies of letters and memos sent and the originals of letters and 
memos received

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-27-1
records open to inspection
South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 854 of 2119



HSC-194
Corresponds to Record Series

Human Services Center
Division

Gasoline and Oil Use Logs: List all gasoline and oil products used in HSC vehicles

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-27-1
records opent o inspection
South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 855 of 2119



HSC-198
Corresponds to Record Series

Human Services Center
Division

Inventory Card Files: Contains an itemized list of equipment located in each.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-27-1
records open to inspection
South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 856 of 2119



HSC-199
Corresponds to Record Series

Human Services Center
Division

Inventories, Central Annual: Contains information regarding HSCs assets

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-27-1
records open to inspection
South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 857 of 2119



HSC-2
Corresponds to Record Series

Human Services Center
Division

The report can be edited to protect the patient information that is contained within this report.

Arrears Reports: listing of all HSC doctors who have reports that are overdue

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

27A-12-26
confidentiality of information acquired in course of providing mental health services
South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 858 of 2119



HSC-201
Corresponds to Record Series

Human Services Center
Division

Painting Collection Card Files: Contains a listing of all paintings owned by HSC

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-27-1
records open to inspection
South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 859 of 2119



HSC-209
Corresponds to Record Series

Human Services Center
Division

Vehicle Parcel Service Log: Lists the license numbers of all authorized HSC vehicles

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-27-1
records open to inspection
South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 860 of 2119



HSC-23
Corresponds to Record Series

Human Services Center
Division

Evaluations, Psychiatric: moved to Medical Records section

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

27A-12-26
Confidentiality of information acquired in course of providing mental health services
South Dakota Codified Law

Friday, June 29, 2007 Page 861 of 2119



Evaluations, Psychiatric: Filed in patient charts and contains copies of court ordered evaluations

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

27A-12-26
Confidentiality of information acquired in course of providing mental health services
South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 862 of 2119



HSC-254
Corresponds to Record Series

Human Services Center
Division

Vehicle Card Files: Contains a summary of all services performed on each

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-27-1
records open to inspection
South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 863 of 2119



HSC-255
Corresponds to Record Series

Human Services Center
Division

Vehicle Files: Contains all related paperwork concerning service performed on each vehicle

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-27-1
records open to inspection
South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 864 of 2119



HSC-256
Corresponds to Record Series

Human Services Center
Division

Vehicle Listings: Lists all vehicles maintained by HSC.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-27-1
records open to inspection
South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 865 of 2119



HSC-259
Corresponds to Record Series

Human Services Center
Division

Building Maintenance Files: Provides a complete history of all major construction and renovation on 
each building.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-27-1
records open to inspection
South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 866 of 2119



HSC-262
Corresponds to Record Series

Human Services Center
Division

Fire Alarm Inspection Reports: Contains the yearly file alarm inspection report

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-27-1
records open to inspection
South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 867 of 2119



HSC-263
Corresponds to Record Series

Human Services Center
Division

Insurance Policies, Vehicle: procedural name and contains the current procedure for each

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-27-1
records open to inspection
South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 868 of 2119



HSC-269
Corresponds to Record Series

Human Services Center
Division

Minutes, Various Committees: Contains copies of minutes from committee meetings on campus

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-27-1
records open to inspection
South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 869 of 2119



HSC-27
Corresponds to Record Series

Human Services Center
Division

Guardianship Files: all related documentation which makes the HSC Administrator the juveniles' 
legal guardian

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

27A-12-26
Confidentiality of informaiton acquired in course of providing mental health services
South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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HSC-273
Corresponds to Record Series

Human Services Center
Division

Water Test Results: Contains a copy of the report concerning the quality of drinking water at the 
facility and the quality of waste water released.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-27-1
records open to inspection
South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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HSC-275
Corresponds to Record Series

Human Services Center
Division

Air Quality Reports: Contains the standard State Department of Water and Natural Resources 
report on air quality

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-27-1
records open to inspection
South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 872 of 2119



HSC-277
Corresponds to Record Series

Human Services Center
Division

Boiler Inspection Reports: Contains the results of the yearly inspection of the boilers conducted by 
the State Department of Commerce and Regulation.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-27-1
records open to inspection
South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 873 of 2119



HSC-278
Corresponds to Record Series

Human Services Center
Division

Boiler Water Test Reports: Contains a list of chemicals found in the boiler water

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-27-1
records open to inspection
South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 874 of 2119



HSC-28
Corresponds to Record Series

Human Services Center
Division

These can include both patients and employees

Occurrence Reports: all incidents which may occur at HSC concerning employees and/ or patients

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

27A-12-26
Confidentiality of information acquired in course of providing mental health services; 
Personnel Records

South Dakota Codified Law

55:01:16:04
Personnel Records
Administrative Rule of South Dakota

Holly Arends

Yes

Risk Manager

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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HSC-280
Corresponds to Record Series

Human Services Center
Division

Correspondence: Contain both copies of letters and memos sent and originals of letters and memos 
received

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-27-1
records open to inspection
South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 876 of 2119



HSC-287
Corresponds to Record Series

Human Services Center
Division

Work Schedules: Contains work schedules of reach employee

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

55:01:16:04Administrative Rule of South Dakota

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 877 of 2119



HSC-288
Corresponds to Record Series

Human Services Center
Division

Assignment Sheets: Contains lists of duties to be performed by various employees of the Food 
Service Program

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

55:01:16:04Administrative Rule of South Dakota

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 878 of 2119



HSC-292
Corresponds to Record Series

Human Services Center
Division

Correspondence: Contain both copies of letters and memos sent and originals of letters and memos 
received

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-27-1
records open to inspection
South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 879 of 2119



HSC-293
Corresponds to Record Series

Human Services Center
Division

Diet Verification Lists: Contains the list of the most current diet for each patient

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

27A-12-26
Confidentiality of infomration acquired in course of providing mental health services.
South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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HSC-302
Corresponds to Record Series

Human Services Center
Division

Overtime Reports: Contains an account to all authorized overtime worked at the program

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

55:01:16:04Administrative Rule of South Dakota

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 881 of 2119



HSC-303
Corresponds to Record Series

Human Services Center
Division

Personnel Data Registers: Contains a quick reference of personal data

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

55:01:16:04Administrative Rule of South Dakota

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 882 of 2119



HSC-304
Corresponds to Record Series

Human Services Center
Division

Personnel Files: Contains a folder for each employee in the program

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

55:01:16:04Administrative Rule of South Dakota

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 883 of 2119



HSC-307
Corresponds to Record Series

Human Services Center
Division

Temperature Logs: Contains the temperature readings from the dishwashers, freezers, coolers, and 
food

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

Code of Federal Regulations

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 884 of 2119



HSC-308
Corresponds to Record Series

Human Services Center
Division

Tray Order Logs: Contains the requests sent from each respective ward to initiate a "Tray tag" for 
new patients to or modify menus for existing patients.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

27A-12-26South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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HSC-309
Corresponds to Record Series

Human Services Center
Division

Tray Tags: Contain meal specifications for each patient

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

27A-12-26
Confidentiality of information acquired in course of providing mental health services.
South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 886 of 2119



HSC-31
Corresponds to Record Series

Human Services Center
Division

Lease Files: lease of lands owned by HSC

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-27-1
record open to inspection
South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 887 of 2119



HSC-312
Corresponds to Record Series

Human Services Center
Division

Work Schedules: Contains work schedules of reach employee

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

55:01:16:04Administrative Rule of South Dakota

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 888 of 2119



HSC-315
Corresponds to Record Series

Human Services Center
Division

Committee Files: Contains information relating to each committee to which the program belongs

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-27-1
records open to inspection
South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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HSC-316
Corresponds to Record Series

Human Services Center
Division

Contracts, State (Notice of Awards): Contains a copy of the contract awarded by the Office of 
Purchasing and Printing in Pierre

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-27-1South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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HSC-317
Corresponds to Record Series

Human Services Center
Division

Correspondence: Contains copies of letters and memos sent and the originals of letters received

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-27-1South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 891 of 2119



HSC-32
Corresponds to Record Series

Human Services Center
Division

Legislation Files: constitutes HSCs central file of all proposed legislation and legislation from 
previous years

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-27-1South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 892 of 2119



HSC-320
Corresponds to Record Series

Human Services Center
Division

Job Descriptions: Lists the duties for each position

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

55:01:16:04Administrative Rule of South Dakota

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 893 of 2119



HSC-321
Corresponds to Record Series

Human Services Center
Division

Medicare/Medicaid Reviews: Contains copies of the completed Medicaid or Medicare reviews

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

Code of Federal Regulations

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 894 of 2119



HSC-322
Corresponds to Record Series

Human Services Center
Division

Personnel Files: Contains a folder for each employee in the program

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

55:01:16:04Administrative Rule of South Dakota

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 895 of 2119



HSC-324
Corresponds to Record Series

Human Services Center
Division

Policies and Procedures: Arranged by procedural name and contains current procedures

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-27-1South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 896 of 2119



HSC-330
Corresponds to Record Series

Human Services Center
Division

Work Schedules: Contains work schedules for each employee

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

55:01:16:04Administrative Rule of South Dakota

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 897 of 2119



HSC-334
Corresponds to Record Series

Human Services Center
Division

Correspondence: Contains copies of letters and memos sent and originals of t letter and memos 
received

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-27-1South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 898 of 2119



HSC-34
Corresponds to Record Series

Human Services Center
Division

Medicare/Medicaid Certification and Audit Files: related information on Medicare/Medicaid audits 
and certifications

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

Code of Federal Regulations

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 899 of 2119



HSC-341
Corresponds to Record Series

Human Services Center
Division

Personnel Files: Contains a folder for each employee in the program

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

55:01:16:04Administrative Rule of South Dakota

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 900 of 2119



HSC-342
Corresponds to Record Series

Human Services Center
Division

Policies and Procedures: Arranged by procedural name and contains current procedures

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-27-1South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 901 of 2119



HSC-347
Corresponds to Record Series

Human Services Center
Division

Timesheets, Trustees: Contains the biweekly summary of hours worked by each employee

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

55:01:16:04Administrative Rule of South Dakota

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 902 of 2119



HSC-348
Corresponds to Record Series

Human Services Center
Division

Work Schedules: Contains work schedules for each employee

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

55:01:16:04Administrative Rule of South Dakota

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 903 of 2119



HSC-357
Corresponds to Record Series

Human Services Center
Division

Arrears Reports: Used to summarize all reports which are beyond their scheduled completion date

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

27A-12-26
Confidentiality of information acquired in course of providing mental health services
South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 904 of 2119



HSC-359
Corresponds to Record Series

Human Services Center
Division

Correspondence: Contains copies of letters and memos sent and originals of letters and memos 
received

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-27-1South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 905 of 2119



HSC-360
Corresponds to Record Series

Human Services Center
Division

Court Orders, Sealed Records: Contains court orders which specify patient records must be sealed

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

27A-12-26
Confidentiality of information acquired in course of providing mental health services
South Dakota Codified Law

Holly Arends

Yes

Medical Records Supervisor

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 906 of 2119



HSC-362
Corresponds to Record Series

Human Services Center
Division

Death Registers: Provides a summary of all patients who expire while at HSC

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

27A-12-26
Confidentiality of information acquired in course of providing mental health services.
South Dakota Codified Law

Holly Arends

Yes

Medical Records Supervisor

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 907 of 2119



HSC-363
Corresponds to Record Series

Human Services Center
Division

Discharge Listing Books: List of all patients who were discharged from HSC between 1939 and 1955

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

27A-12-26
Confidentiality of information acquired in course of providing mental health services.
South Dakota Codified Law

Holly Arends

Yes

Medical Records Supervisor

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 908 of 2119



HSC-365
Corresponds to Record Series

Human Services Center
Division

Occurrence Report Binders: Handwritten accounts of any incidents which occur with each affected 
patient.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

27A-12-26
Confidentiality of information acquired in course of providing mental health services
South Dakota Codified Law

Holly Arends

Yes

Risk Manager

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 909 of 2119



HSC-366
Corresponds to Record Series

Human Services Center
Division

Length of Stay Reports: Provides a summary concerning the length of stay of patients eighteen 
years and under, and over age sixty five

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-27-1South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 910 of 2119



HSC-367
Corresponds to Record Series

Human Services Center
Division

If patient and employee  specific infomraiton is removed this information would be used for trainingi 
purposes.

Memorandums, Discrepancies: Summarizes deficient areas found in the respective "Patient 
Records"

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

27A-12-26
Confidentiality of informatio acquired in course of providing mental health services.
South Dakota Codified Law

27A-12-31
Identity of patient protected in disclosing information--Disclosure limited by germaneness.
South Dakota Codified Law

55:01:16:04
Personnel records
Administrative Rule of South Dakota

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 911 of 2119



HSC-368
Corresponds to Record Series

Human Services Center
Division

This information is shared on a need to know basis with the DMH and referring centers.

Mental Health Center Reports: Provides a summary of patient activity for each mental health center 
to which released clients were referred

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

27A-12-26
Confidentiality of informatio acquired in course of providing mental health services.
South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 912 of 2119



HSC-369
Corresponds to Record Series

Human Services Center
Division

Minutes, Various Committees: Contains copies of minutes for committee meetings on campus

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-27-1South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 913 of 2119



HSC-37
Corresponds to Record Series

Human Services Center
Division

Minutes, Human Services Center: Contains copies of minutes for committee meetings on campus

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-27-1South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 914 of 2119



HSC-372
Corresponds to Record Series

Human Services Center
Division

Patient Card Files Male/Female: Contains a quick reference of the "Patient Records" files

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

27A-12-26
Confidentiality of information acquired in course of providing mental health services.
South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 915 of 2119



HSC-373
Corresponds to Record Series

Human Services Center
Division

Patient Census Summaries, Monthly: Provides a summary of all patient activity during that period

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

27A-12-26
Confidentiality of informatio acquired in course of providing mental health services.
South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 916 of 2119



HSC-374
Corresponds to Record Series

Human Services Center
Division

Patient Number Card Files: Provides an index to microfilmed "Patient Records"

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

27A-12-26
Confidentiality of informatio acquired in course of providing mental health services.
South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 917 of 2119



HSC-375
Corresponds to Record Series

Human Services Center
Division

Patient Records: Contains a case history for each patient

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

27A-12-26
Confidentiality of information acquired in the course of providing mental health services
South Dakota Codified Law

Holly Arends

Yes

45 CFR 164.524 (c )(4)

Medical Records Supervisor

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 918 of 2119



HSC-380
Corresponds to Record Series

Human Services Center
Division

Rules and Regulations: Contains copies of rules and regulations pertaining to each agency

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-27-1South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 919 of 2119



HSC-381
Corresponds to Record Series

Human Services Center
Division

Court papers are public record and could be obtained through the clerk of courts without patient 
authorization.

Subpoenas: Contains the original subpoenas sent to HSC by various courts to provide records or 
testify in court proceedings

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

27A-12-26
Confidentiality of information acquired in course of providing mental health services
South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 920 of 2119



HSC-382
Corresponds to Record Series

Human Services Center
Division

Utilization Reviews: Contains a review of all Medicare patients to insure there is just cause for 
admissions

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

27A-12-26
Confidentiality of information acquired in course of providing mental health services.
South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 921 of 2119



HSC-383
Corresponds to Record Series

Human Services Center
Division

Application For Petitions For Surgery/Medical Procedures: Contains copies of applications for 
petitions submitted to the court to receive permission to perform necessary surgery or other 
necessary medical procedure on patients who have no legal guardians 

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

27A-12-26
Confidentiality of information acquired in course of providing mental health services.
South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 922 of 2119



HSC-386
Corresponds to Record Series

Human Services Center
Division

Client Files, Interstate Compacts: Documents the transfer of all patients under the Interstate 
Compact Agreement

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

27A-12-25
Individual Records Required
South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 923 of 2119



HSC-387
Corresponds to Record Series

Human Services Center
Division

Commitment Files, Involuntary: Contains all patients who are involuntarily admitted to the facility

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

27A-12-26
Individual Records Required
South Dakota Codified Law

Holly Arends

Yes

Director of Quality Managem

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 924 of 2119



HSC-388
Corresponds to Record Series

Human Services Center
Division

Correspondence: Contains copies of letters and memos sent and the original of letters and memos 
received

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-27-1South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 925 of 2119



HSC-389
Corresponds to Record Series

Human Services Center
Division

Court Examination Logs, Outpatients: Summarizes outpatient examinations as ordered by the 
various courts.

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

27A-12-26
Confidentiality of information acquired in course of providing mental health services.
South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 926 of 2119



HSC-391
Corresponds to Record Series

Human Services Center
Division

Interstate Compact Records: Contains copies of agreements made between South Dakota and 
other participating states concerning mental health patient care

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-27-1South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 927 of 2119



HSC-392
Corresponds to Record Series

Human Services Center
Division

Legislation Files: Constitutes the Registrar Services Program central file of all proposed legislation 
and legislation from previous years.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-27-1South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 928 of 2119



HSC-393
Corresponds to Record Series

Human Services Center
Division

Minutes, Various Committees: Contains copies of minutes of committee meetings on campus

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-27-1South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 929 of 2119



HSC-394
Corresponds to Record Series

Human Services Center
Division

Admissions Logs: Contains the daily admissions as issued by the Admissions Office.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

27A-12-26
Confidentiality of information acquired in course of providing mental health services
South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 930 of 2119



HSC-395
Corresponds to Record Series

Human Services Center
Division

Psychiatry Review Card Files: Contains the review dates for five day, thirty day, ninety day, one 
year, and two year commitments

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

27A-12-26
Confidentiality of infomration acquired in course of providing mental health services.
South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 931 of 2119



HSC-396
Corresponds to Record Series

Human Services Center
Division

Psychiatric Review Listings: List the names of all ninety day, six month, twelve month, and forty five 
day commitments whose reviews and recommitments must be completed within a certain time.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

27A-12-26
Confidentiality of information acquired in course of providing mental health services.
South Dakota Codified Law

Holly Arends

Yes

Medical Records Supervisor

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 932 of 2119



HSC-397
Corresponds to Record Series

Human Services Center
Division

Referrals, Interstate Compact: Contains a listing of all patients involved in the Interstate Compact 
process

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

27A-12-25
Individual Records Required
South Dakota Codified Law

Holly Arends

Yes

Admissioins Psychiatric Offic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 933 of 2119



HSC-398
Corresponds to Record Series

Human Services Center
Division

Rules and Regulations: Contains copies of rules and regulations pertaining to each

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-27-1South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 934 of 2119



HSC-399
Corresponds to Record Series

Human Services Center
Division

Special Admission Reports: Contains a summary of admissions data. 

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

27A-12-26
Confidentiality of information acquired in course of providing mental health services.
South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 935 of 2119



HSC-401
Corresponds to Record Series

Human Services Center
Division

Code Log: Contains event information including date, unit, patient name, time

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

27A-12-26
Confidentiality of infomration acquired in course of providing mental health services.
South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 936 of 2119



HSC-402
Corresponds to Record Series

Human Services Center
Division

Correspondence: Contains copies of letters and memos sent and originals of letters and memos 
received

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-27-1South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 937 of 2119



HSC-407
Corresponds to Record Series

Human Services Center
Division

Admission Log: Lists all patient admitted to the facility on a daily basis

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

27A-12-26
Confidentiality of information acquired in course of providing mental health services.
South Dakota Codified Law

Holly Arends

Yes

Medical Records Supervisor

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 938 of 2119



HSC-408
Corresponds to Record Series

Human Services Center
Division

Departmental Minutes, Various Committees: Contains copies of minutes for committees meetings

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-27-1South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 939 of 2119



HSC-410
Corresponds to Record Series

Human Services Center
Division

Policy and Procedures Employee Review Sheets: A sheet signed by employees state he/she has 
read the most current copy of the policies

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

Code of Federal Regulations

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 940 of 2119



HSC-412
Corresponds to Record Series

Human Services Center
Division

Restraint/Seclusion Log Registers: Use to insure all Restraint/Seclusion Logs have been received 
from each ward

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

27A-12-26South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 941 of 2119



HSC-413
Corresponds to Record Series

Human Services Center
Division

Rules and Regulations: Contains copies of the rules and regulations pertaining to each agency

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-27-1South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 942 of 2119



HSC-418
Corresponds to Record Series

Human Services Center
Division

Correspondence: Contains copies of letters and memos sent and originals of letters and memos 
received

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-27-1South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 943 of 2119



HSC-42
Corresponds to Record Series

Human Services Center
Division

Policies and Procedures: procedural name and contains the current procedure for each

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-27-1South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 944 of 2119



HSC-420
Corresponds to Record Series

Human Services Center
Division

Dental Referral Records: Contains referrals issued by each ward from the physicians to identify 
dental problems

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

27A-12-26
Confidentiality of infomration acquired in course of providing mental health services.
South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 945 of 2119



HSC-421
Corresponds to Record Series

Human Services Center
Division

Minutes, Various Committees: Contains copies of minutes for committee meetings on campus

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-27-1South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 946 of 2119



HSC-422
Corresponds to Record Series

Human Services Center
Division

Patient Dental Records: Contains a summary of all dental activity performed for each patient

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

27A-12-26
Confidentiality of information acquired in course of providing mental health services.
South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 947 of 2119



HSC-423
Corresponds to Record Series

Human Services Center
Division

Patient Logs, Daily: List of all services provided to patents daily

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

27A-12-26
Confidentiality of information acquired in course of providing mental health services.
South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 948 of 2119



HSC-424
Corresponds to Record Series

Human Services Center
Division

Patient Recall Cards: Use to schedule patients for dental care

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

27A-12-26
Confidentiality of information acquired in course of providing mental health services.
South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 949 of 2119



HSC-425
Corresponds to Record Series

Human Services Center
Division

Patient Registers: Provides a quick reference of patients

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

27A-12-26
Confidentiality of information acquired in course of providing mental health services.
South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 950 of 2119



HSC-426
Corresponds to Record Series

Human Services Center
Division

X-Rays: Contains x-ray film holders which hold actual dental x-rays

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

27A-12-26
Confidentiality of information acquired in course of providing mental health services.
South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 951 of 2119



HSC-438
Corresponds to Record Series

Human Services Center
Division

Competency Reports: Provides an account of each patient's competency

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

27A-12-26
Confidentiality of information acquired in course of providing mental health services.
South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 952 of 2119



HSC-440
Corresponds to Record Series

Human Services Center
Division

Correspondence: Contain both copies of letters and memos sent and the originals of letters and 
memos received

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-27-1South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 953 of 2119



HSC-442
Corresponds to Record Series

Human Services Center
Division

Employee Health Surveillance Records (PPD): Contains the forms used to document PPD test 
readings

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

ASRD 55:01:16:04Administrative Rule of South Dakota

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 954 of 2119



HSC-443
Corresponds to Record Series

Human Services Center
Division

Employee Listing, New/Transfer/Terminated: Lists information relating to personnel changes

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

55:01:16:04
Personnel Records
Administrative Rule of South Dakota

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 955 of 2119



HSC-444
Corresponds to Record Series

Human Services Center
Division

Health Records, Former Employee: Contains health records relating to former HSC employees

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

55:01:16:04Administrative Rule of South Dakota

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 956 of 2119



HSC-447
Corresponds to Record Series

Human Services Center
Division

Medical Liaison Records: Requests sent to various medical facilities to provide service to the 
patients and is kept on the computer.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

27A-12-26
Confidentiality of information acquired in course of providing mental health services.
South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 957 of 2119



HSC-448
Corresponds to Record Series

Human Services Center
Division

Minutes, Various Committees: Contains copies of minutes for committee meetings for which staff 
are members of

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-27-1South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 958 of 2119



HSC-449
Corresponds to Record Series

Human Services Center
Division

Pathologic Test Log Books: List all pathologic samples sent for testing

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

27A-12-26
Confidentiality of information acquired in course of providing mental health services.
South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 959 of 2119



HSC-45
Corresponds to Record Series

Human Services Center
Division

Schedules, On-Duty: Contains copies of the schedule for all on duty physicians and physician 
assistants at the facility at all times.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

55:01:16:04
Personnel Records
Administrative Rule of South Dakota

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 960 of 2119



HSC-450
Corresponds to Record Series

Human Services Center
Division

Pathology Reports: Contains a copy of all pathology reports received

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

27A-12-26
Confidentiality of information acquired in course of providing mental health services.
South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 961 of 2119



HSC-451
Corresponds to Record Series

Human Services Center
Division

Patient Service Counts, Monthly/Yearly: Provides an account of all patient services rendered by this 
program

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

27A-12-26
Confidentiality of information acquired in course of providing mental health services.
South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 962 of 2119



HSC-452
Corresponds to Record Series

Human Services Center
Division

Policies and Procedures: procedural name and contains the current procedure for each

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-27-1South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 963 of 2119



HSC-454
Corresponds to Record Series

Human Services Center
Division

Rubella Titer Permits: Contains the release signed by employees authorizing HSC to immunize 
persons with negative rubella titers

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

55:01:16:04
Personnel Records
Administrative Rule of South Dakota

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 964 of 2119



HSC-459
Corresponds to Record Series

Human Services Center
Division

Library Overdue Notices: Contains a copy of the standard notice sent to each ward to inform them 
of patients who have overdue library material

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

27A-12-26
Confidentiality of information acquired in course of providing mental health services.
South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 965 of 2119



HSC-460
Corresponds to Record Series

Human Services Center
Division

PRN Medication Administration Records (MARs): Contains sheets which are used to document the 
effects drugs have on each patient

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

27A-12-26
Confidentiality of infomration acquired in course of providing mental health services.
South Dakota Codified Law

Holly Arends

Yes

45 CFR 164.524(c )(4)

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 966 of 2119



HSC-461
Corresponds to Record Series

Human Services Center
Division

Patient Assignment Logs: Contains a list of duties each employee is assigned per patient

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

27A-12-26
Confidentiality of information acquired in course of providing mental health services.
South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 967 of 2119



HSC-462
Corresponds to Record Series

Human Services Center
Division

Patient Charts: Contains a case history for each patient

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

27A-12-26
Confidentiality of infomration acquired in course of providing mental health services
South Dakota Codified Law

Holly Arends

Yes

45 CFR 164.524 (c )(4)

Medical Records Supervisor

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 968 of 2119



HSC-463
Corresponds to Record Series

Human Services Center
Division

Patient Kardex Summaries: Contains a quick reference of the information found in the respective 
"Patient Records"

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

27A-12-26, 42 CFR 431
Confidentiality of information acquired in course of providing mental health services. HIPAA
South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 969 of 2119



HSC-465
Corresponds to Record Series

Human Services Center
Division

Patient Schedule Kardex: Contains a day by day list of activities and times each patient is away 
from the ward

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

27A-12-26
Confidentiality of information acquired in course of providing mental health services.
South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 970 of 2119



HSC-466
Corresponds to Record Series

Human Services Center
Division

Policies and Procedures: procedural name and contains the current procedure for each

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-27-1South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 971 of 2119



HSC-468
Corresponds to Record Series

Human Services Center
Division

Weight/Blood Pressure Logs: Contains a weekly record of each patient's blood pressure and weight

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

27A-12-26
Confidentiality of information acquired in course of providing mental health services.
South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 972 of 2119



HSC-471
Corresponds to Record Series

Human Services Center
Division

Day Books: Contains a daily account of patient observations.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

27A-12-26
Confidentilality of information acquired in course of providing mental health services.
South Dakota Codified Law

Holly Arends

Yes

Medical Records Supervisor

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 973 of 2119



HSC-472
Corresponds to Record Series

Human Services Center
Division

Minutes, Various Committees: Contains copies of minutes for committee meetings on campus

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-27-1South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 974 of 2119



HSC-473
Corresponds to Record Series

Human Services Center
Division

Patient Charts: Contains a case history for each patient

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

27A-12-26
Confidentiality of information acquired in course of providing mental health services.
South Dakota Codified Law

Holly Arends

Yes

45 CFR 164.524 (c )(4)

Medical Records Supervisor

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 975 of 2119



HSC-476
Corresponds to Record Series

Human Services Center
Division

Policies and Procedures: procedural name and contains the current procedure for each

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-27-1South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 976 of 2119



HSC-477
Corresponds to Record Series

Human Services Center
Division

Ward Check Out Sheets: Contains a summary of destinations and time estimates for patients who 
are allowed to leave the ward

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

27A-12-26
Confidentiality of information acquired in course of providing mental health services.
South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 977 of 2119



HSC-478
Corresponds to Record Series

Human Services Center
Division

Work Schedules: Contains work schedules for each employee

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

55:01:16:04Administrative Rule of South Dakota

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 978 of 2119



HSC-479
Corresponds to Record Series

Human Services Center
Division

Accreditation Files: Contains the yearly alcohol and drug accreditation certification

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

Code of Federal Regulations

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 979 of 2119



HSC-481
Corresponds to Record Series

Human Services Center
Division

Admit/Discharge Binders: Contains a list of all patients admitted and discharged.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

42CFR part 2Code of Federal Regulations

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 980 of 2119



HSC-485
Corresponds to Record Series

Human Services Center
Division

Correspondence: Contains both copies of letters and memos sent and originals of letters and 
memos received

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

1-27-1South Dakota Codified Law

42CFR part 2Code of Federal Regulations

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 981 of 2119



HSC-487
Corresponds to Record Series

Human Services Center
Division

Discharge Letters: Contains a summary of the treatment process received by each patient

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

42CFR part 2Code of Federal Regulations

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 982 of 2119



HSC-490
Corresponds to Record Series

Human Services Center
Division

Minutes, Various Committees: Contains copies of minutes for committee meetings on campus

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-27-1South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 983 of 2119



HSC-491
Corresponds to Record Series

Human Services Center
Division

Patient Kardex Records: Contains a quick refernce of the information found in the respective 
Patient records

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

42CFR part 2Code of Federal Regulations

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 984 of 2119



HSC-492
Corresponds to Record Series

Human Services Center
Division

Patient Charts: Contains a case history for each patient

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

27A-12-26
Confidentiality of information acquired in course of providing mental health services
South Dakota Codified Law

27A-12-26South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 985 of 2119



HSC-495
Corresponds to Record Series

Human Services Center
Division

Policies and Procedures: procedural name and contains the current procedure for each

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-27-1South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 986 of 2119



HSC-500
Corresponds to Record Series

Human Services Center
Division

Child Abuse Reports: Contains copies of the standard report sent to the Department of Social 
Services for suspected child abuse incidents

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

27A-12-26South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 987 of 2119



HSC-501
Corresponds to Record Series

Human Services Center
Division

Correspondence: Contain both copies of letters and memos sent and the originals of letters and 
memos received

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-27-1South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 988 of 2119



HSC-504
Corresponds to Record Series

Human Services Center
Division

Minutes, Various Committees: Contains copies of minutes for committee meetings on campus

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-27-1South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 989 of 2119



HSC-508
Corresponds to Record Series

Human Services Center
Division

Patient Social History Files: Contains an itemized account of each patient's social history

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

27A-12-26
Confidentiality of information acquired in course of providing mental health services.
South Dakota Codified Law

Holly Arends

Yes

45 CFR 164.524 (c )(4)

Medical Records Supervisor

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 990 of 2119



HSC-510
Corresponds to Record Series

Human Services Center
Division

Policies and Procedures: procedural name and contains the current procedure for each

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-27-1South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 991 of 2119



HSC-514
Corresponds to Record Series

Human Services Center
Division

Correspondence: Emails and other notices pertinent to the department

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

01-27-01
Records Open to Inspection
South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 992 of 2119



HSC-516
Corresponds to Record Series

Human Services Center
Division

IF the minutes include patient specific information the minutes would fall under the 27A-12-26 
statute.

Minutes, Various Committees: minutes of meeting in the department

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

01-27-01
Records open to inspection
South Dakota Codified Law

27A-12-26
Confidentiality of informatio acquired in course of providing mental health services.
South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 993 of 2119



HSC-517
Corresponds to Record Series

Human Services Center
Division

Patient Card Files: Contains a quick reference of the psychological evaluations performed

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

27A-12-26
Confidentiality of information acquired in course of mental health services.
South Dakota Codified Law

Holly Arends

Yes

Medical Records Supervisor

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 994 of 2119



HSC-518
Corresponds to Record Series

Human Services Center
Division

Personnel Files: Contains a folder for each employee in the Progam

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

55:01:16:04
Personnel Records
South Dakota Codified Law

Holly Arends

Yes

HSC BOP Representative

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 995 of 2119



HSC-519
Corresponds to Record Series

Human Services Center
Division

Psychological Evaluations: Contains the results of the in-depth psychological evaluation performed 
on patients

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

27A-12-26
Confidentiality of information acquired in course of providing mental health services
South Dakota Codified Law

Holly Arends

Yes

45 CFR 164.524 (c )(4)

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 996 of 2119



HSC-520
Corresponds to Record Series

Human Services Center
Division

Psychological Report, Monthly: List of all psychological referrals 

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

27A-12-26
Confidentiality of information acquired in course of providing mental health services.
South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 997 of 2119



HSC-521
Corresponds to Record Series

Human Services Center
Division

Psychologists' License: Copy of each psychologists license issued by the Board of Examiners of 
Psychologists

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

55:1:16:04Administrative Rule of South Dakota

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 998 of 2119



HSC-523
Corresponds to Record Series

Human Services Center
Division

Board of Nursing Files: Contains correspondence and dealings with the Board of Nursing

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

55:01:16:04
Personnel Records
Administrative Rule of South Dakota

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 999 of 2119



HSC-525
Corresponds to Record Series

Human Services Center
Division

Census Reports: Contains patient population data

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

27A-12-26
Confidentaility of information acquired in course of providing mental health services
South Dakota Codified Law

Holly Arends

Yes

Director of Quality Managem

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1000 of 2119



HSC-527
Corresponds to Record Series

Human Services Center
Division

Complaint Files: Contains complaint investigations concerning patient abuse or dereliction of duties 
by employees

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

27A-12-26South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1001 of 2119



HSC-529
Corresponds to Record Series

Human Services Center
Division

Correspondence: Contain both copies of letters and memos sent and the originals of letters and 
memos received

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-27-1South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1002 of 2119



HSC-530
Corresponds to Record Series

Human Services Center
Division

Employee Injury Reports: Contains copies of the standard forms sent to the Business Office to 
report all employee injuries.

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

55:01:16:04Administrative Rule of South Dakota

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1003 of 2119



HSC-531
Corresponds to Record Series

Human Services Center
Division

Fire Drill Reports: Contains the results of all fire drills conducted at each ward

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

13:25:6
Report of fire inspections
South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1004 of 2119



HSC-532
Corresponds to Record Series

Human Services Center
Division

Grievance Files: Maintained to document all grievances filed by the nursing staff.

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

55:01:16:04Administrative Rule of South Dakota

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1005 of 2119



HSC-533
Corresponds to Record Series

Human Services Center
Division

Incident Files: Documents the investigation of all incidents regarding nursing staff employees

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

55:01:16:04Administrative Rule of South Dakota

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1006 of 2119



HSC-537
Corresponds to Record Series

Human Services Center
Division

certain information contained will be protected by ASRD above.

Medication Error Logs: Contains a tally of medication errors made by the staff

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

55:01:16:04
Personnel Records
Administrative Rule of South Dakota

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1007 of 2119



HSC-538
Corresponds to Record Series

Human Services Center
Division

Overtime Reports: Contains copies of the reports sent to the Business offrice to lsit all overtime 
used by each ward

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

55:01:16:04
Personnel Records
Administrative Rule of South Dakota

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1008 of 2119



HSC-539
Corresponds to Record Series

Human Services Center
Division

The reports most frequently do not inlcude specific patient information. If there is patient 
informaiton then this report would be considered confidential.

Patient Census Worksheets: Contains worksheets compiled by this program to list patient 
population data

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

27A-12-26
Confidentiality of infomration acquired in course of providing mental health services.
South Dakota Codified Law

27A-12-31
Identity of patient protected in disclosing information--Disclosure limited by germaneness.
South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1009 of 2119



HSC-540
Corresponds to Record Series

Human Services Center
Division

Personnel Files, LPN/RN: Contains copies of current personnel information

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

55:01:16:04Administrative Rule of South Dakota

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1010 of 2119



HSC-541
Corresponds to Record Series

Human Services Center
Division

Policies and Procedures: procedural name and contains the current procedure for each

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-27-1South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1011 of 2119



HSC-544
Corresponds to Record Series

Human Services Center
Division

Staff Development Records: Contains current ifnormation concerning trainig each has received

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

55:01:16:04Administrative Rule of South Dakota

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1012 of 2119



HSC-548
Corresponds to Record Series

Human Services Center
Division

Ward Descriptions: Contains a sumary of acitivities and staffing at each ward

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

27A-12-26
Confidentality of information acquired in course of providing mental health services
South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1013 of 2119



HSC-549
Corresponds to Record Series

Human Services Center
Division

Work Schedules: Contains work schedules for each employee

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

55:01:16:04Administrative Rule of South Dakota

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1014 of 2119



HSC-552
Corresponds to Record Series

Human Services Center
Division

Clothing Cards: Contains an itemized list of all clothing that individual has at the facility

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

27A-12-26
Confidentiality of information acquired in course of providing mental health services.
South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1015 of 2119



HSC-553
Corresponds to Record Series

Human Services Center
Division

Correspondence: Contain both copies of letters and memos sent and the originals of letters and 
memos received

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-27-1South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1016 of 2119



HSC-557
Corresponds to Record Series

Human Services Center
Division

Escort Service Reports: Lists out of town trips that escort services staff provide for the patients

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

27A-12-26
Confidentiality of informatio acquired in course of providing mental health services.
South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1017 of 2119



HSC-559
Corresponds to Record Series

Human Services Center
Division

Package Patients Sent/Received Logs: Contains a list of packages sent through the mail

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

27A-12-26
Confidentiality of information acquired in course of providing mental health services.
South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1018 of 2119



HSC-56
Corresponds to Record Series

Human Services Center
Division

Mileage Logs: itemized listing of mileage placed on security vehicles at the facility

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-27-1South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1019 of 2119



HSC-565
Corresponds to Record Series

Human Services Center
Division

Patient Valuables Card Files: Contains a listing of all valuables this program has stored for each 
patient

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

27A-12-26
Confidentiality of information acquired in course of providing mental health services.
South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1020 of 2119



HSC-566
Corresponds to Record Series

Human Services Center
Division

Patient Valuables Envelopes: Contains a personal effects left in the care of the Patient Services 
Program

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

27A-12-26
Confidentiality of information acquired in course of providing mental health services.
South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1021 of 2119



HSC-567
Corresponds to Record Series

Human Services Center
Division

Personnel Files: Contains copies of current personnel information

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

55:01:16:04Administrative Rule of South Dakota

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1022 of 2119



HSC-568
Corresponds to Record Series

Human Services Center
Division

Policies and Procedures: procedural name and contains the current procedure for each

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-27-1South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1023 of 2119



HSC-570
Corresponds to Record Series

Human Services Center
Division

Release of Personal Effects Authorizations: Contains the authorization received from family 
members to release the personal effects of expired patients

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

27A-12-26
Confidentiality of infomration acquired in course of providing mental health services.
South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1024 of 2119



HSC-576
Corresponds to Record Series

Human Services Center
Division

Vacation Logs: Contains a listing of all vacation dates of employees in the program

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

55:01:16:04
Personnel Records
Administrative Rule of South Dakota

Holly Arends

Yes

HSC BOP Representative

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1025 of 2119



HSC-578
Corresponds to Record Series

Human Services Center
Division

Work Schedules: Contains work schedules for each employee in the program

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

55:01:16:04Administrative Rule of South Dakota

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1026 of 2119



HSC-579
Corresponds to Record Series

Human Services Center
Division

Correspondence: Contain both copies of letters and memos sent and the originals of letters and 
memos received

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-27-1South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1027 of 2119



HSC-581
Corresponds to Record Series

Human Services Center
Division

Dietary Intake, Daily: Contains a daily listing of foods and beverages refused by each patient

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

27A-12-26
Confidentiality of information acquired in course of providing mental health services.
South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1028 of 2119



HSC-584
Corresponds to Record Series

Human Services Center
Division

In Service Files: Documents all in-service training conducted by the Nursing Home Unit

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

55:01:16:04Administrative Rule of South Dakota

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1029 of 2119



HSC-586
Corresponds to Record Series

Human Services Center
Division

Minutes, Various Committees: Contains copies of minutes for committee meetings on campus

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-27-1South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1030 of 2119



HSC-587
Corresponds to Record Series

Human Services Center
Division

This information is available through the Nursing License board without the authorization of the 
employee

Nursing Licenses: Contains copies of current nursing licenses for al nurses employed by this 
program

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

55:01:16:04
Personnel Records
Administrative Rule of South Dakota

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1031 of 2119



HSC-59
Corresponds to Record Series

Human Services Center
Division

Policies and Procedures: procedural name and contains the current procedure for each

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-27-1South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1032 of 2119



HSC-590
Corresponds to Record Series

Human Services Center
Division

Patient Medical Records: Contains a medical case history for each patient

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

27A-12-26
Confidentiality of infomration acquired in the course of mental health services.
South Dakota Codified Law

Holly Arends

Yes

45CFR164.524( c ) (4)

Medical Records Supervisor

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1033 of 2119



HSC-591
Corresponds to Record Series

Human Services Center
Division

Patient Valuable Count Sheets: Contains lists of all patient valuables

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

27A-12-26
Confidentiality of infomration acquired in course of providing mental health services.
South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1034 of 2119



HSC-592
Corresponds to Record Series

Human Services Center
Division

Personnel Files: Contains copies of current personnel information

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

55:01:16:04Administrative Rule of South Dakota

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1035 of 2119



HSC-593
Corresponds to Record Series

Human Services Center
Division

Policies and Procedures: procedural name and contains the current procedure for each

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-27-1South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1036 of 2119



HSC-594
Corresponds to Record Series

Human Services Center
Division

Policy Signature Logs: Contains the signature of each employee who has read updated policies and 
procedures

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

ASRD 55:01:16:04
Personnel Records
Administrative Rule of South Dakota

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1037 of 2119



HSC-597
Corresponds to Record Series

Human Services Center
Division

Unit Reports: Contains daily report of all unit activities.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

27A-12-26
Confidentiality of infomration acquired in course of providing mental health services.
South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1038 of 2119



HSC-598
Corresponds to Record Series

Human Services Center
Division

Work Schedules: Contains the daily report of all ward activities

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

55:01:16:04Administrative Rule of South Dakota

Holly Arends

Yes

HSC BOP Representative

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1039 of 2119



HSC-599
Corresponds to Record Series

Human Services Center
Division

These are contained in the respective patiens medical records.

Authorizations, Video Taping: Authorization to involve patient in making video tape presentations

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

27A-12-26
Confidentilality of information acquired in the course of providing mental health services.
South Dakota Codified Law

Holly Arends

Yes

45 CFR 164.524 (c ) (4)

Medical Records Supervisor

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1040 of 2119



HSC-601
Corresponds to Record Series

Human Services Center
Division

CPR Certification Lists: Contains a list of all employees who have received training in 
cardiopulmonary resuscitation (CPR).

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

55:01:16:04Administrative Rule of South Dakota

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1041 of 2119



HSC-603
Corresponds to Record Series

Human Services Center
Division

Continuing Education Records: Contains a list of all individuals who took each class

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

55:01:16:04Administrative Rule of South Dakota

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1042 of 2119



HSC-605
Corresponds to Record Series

Human Services Center
Division

Correspondence: Contain both copies of letters and memos sent and the originals of letters and 
memos received

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-27-1South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1043 of 2119



HSC-606
Corresponds to Record Series

Human Services Center
Division

Employee Training Files: Contains a listing of all training eahc employee has received

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

55:01:16:04Administrative Rule of South Dakota

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1044 of 2119



HSC-610
Corresponds to Record Series

Human Services Center
Division

Minutes, Various Committees: Minutes of various committees are kept by respective Committee 
leasers

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-27-1South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1045 of 2119



HSC-611
Corresponds to Record Series

Human Services Center
Division

Policies and Procedures: procedural name and contains the current procedure for each

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-27-1South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1046 of 2119



HSC-62
Corresponds to Record Series

Human Services Center
Division

Account Ledgers: Contains the current balance of funding available in each account

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

27A-12-26
Confidentiality of information acquired in course of providing mental health services
South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1047 of 2119



HSC-623
Corresponds to Record Series

Human Services Center
Division

Correspondence: Contain both copies of letters and memos sent and the originals of letters and 
memos received

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-27-1South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1048 of 2119



HSC-634
Corresponds to Record Series

Human Services Center
Division

Policies and Procedures: procedural name and contains the current procedure for each

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-27-1South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1049 of 2119



HSC-637
Corresponds to Record Series

Human Services Center
Division

Attendance Records: Contains the monthly attendance records of patients who require occupational 
therapy

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

27A-12-26
Confidentiality of information acquired in course of providing mental health services
South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1050 of 2119



HSC-638
Corresponds to Record Series

Human Services Center
Division

Correspondence: Contain both copies of letters and memos sent and the originals of letters and 
memos received

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-27-1South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1051 of 2119



HSC-642
Corresponds to Record Series

Human Services Center
Division

Minutes, Various Committees: Contains minutes from various commmittees to which this program 
belongs

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-27-1South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1052 of 2119



HSC-643
Corresponds to Record Series

Human Services Center
Division

Occupational Therapy Files: Contains the occupational therapy file for each patient

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

27A-12-26
Confidentiality of information acquired in course of providing mental health services
South Dakota Codified Law

Holly Arends

Yes

45 CFR 164.524 (c )(4)

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1053 of 2119



HSC-645
Corresponds to Record Series

Human Services Center
Division

Performance Reports, Monthly: Contains a summary of all patient services provided monthly

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

27A-12-26
Confidentiality of information acquired in course of providing mental health services.
South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1054 of 2119



HSC-646
Corresponds to Record Series

Human Services Center
Division

Policies and Procedures: procedural name and contains the current procedure for each

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-27-1South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1055 of 2119



HSC-650
Corresponds to Record Series

Human Services Center
Division

Correspondence: Contain both copies of letters and memos sent and the originals of letters and 
memos received

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-27-1South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1056 of 2119



HSC-651
Corresponds to Record Series

Human Services Center
Division

Minutes, Various Committees: Contains minutes from various commmittees to which this program 
belongs

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-27-1South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1057 of 2119



HSC-652
Corresponds to Record Series

Human Services Center
Division

PT Performance Reports: Provides a summary of all patient service provided that month, nan hours 
used.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-27-1
Records open to inspection
South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1058 of 2119



HSC-653
Corresponds to Record Series

Human Services Center
Division

Physical Therapy Files: Contains the documentation of all physical therapy provided to each patient

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

27A-12-26
Confidentiality of information acquired in course of providing mental health services
South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1059 of 2119



HSC-654
Corresponds to Record Series

Human Services Center
Division

Policies and Procedures: procedural name and contains the current procedure for each

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-27-1South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1060 of 2119



HSC-655
Corresponds to Record Series

Human Services Center
Division

Quality Assurance Files: Documents all attempts to correct deficient areas identified during 
Medicare review team visits

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

Code of Federal Regulations

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1061 of 2119



HSC-657
Corresponds to Record Series

Human Services Center
Division

Treatment Schedules: Used for patient scheduling purposes

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

27A-12-25South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1062 of 2119



HSC-66
Corresponds to Record Series

Human Services Center
Division

Billing Census, Monthly: Contains the handwritten summary of patient care in each building.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

27A-12-26South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1063 of 2119



HSC-661
Corresponds to Record Series

Human Services Center
Division

Correspondence: Contain both copies of letters and memos sent and the originals of letters and 
memos received

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-27-1South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1064 of 2119



HSC-665
Corresponds to Record Series

Human Services Center
Division

Minutes, Various Committees: Contains the documentation of all committee actions

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-27-1South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1065 of 2119



HSC-666
Corresponds to Record Series

Human Services Center
Division

Performance Reports: Contains a summary of all patient service provided monthly

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

27A-12-26
Confidentiality of information acquired in course of providing mental health services.
South Dakota Codified Law

27A-12-26
Confidentiality of information acquired in course of providing mental health services.
South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1066 of 2119



HSC-668
Corresponds to Record Series

Human Services Center
Division

Policies and Procedures: procedural name and contains the current procedure for each

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-27-1South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1067 of 2119



HSC-669
Corresponds to Record Series

Human Services Center
Division

Quality Assurance Files: Documents attempts to correct deficient areas identified during Medicare 
Review Team visits

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

Code of Federal Regulations

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1068 of 2119



HSC-67
Corresponds to Record Series

Human Services Center
Division

Billing Summaries: Contains a summary of the billing sent to each county for patient services 
rendered

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

South Dakota Codified Law

27A-12-26
Confidentiality of information acquired in course of providing mental health services.
South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1069 of 2119



HSC-672
Corresponds to Record Series

Human Services Center
Division

Controlled Substance Inventories: Contains the current inventory on-hand

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

Code of Federal Regulations

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1070 of 2119



HSC-675
Corresponds to Record Series

Human Services Center
Division

Patient Profiles: Documents medications given

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

27A-12-26South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1071 of 2119



HSC-676
Corresponds to Record Series

Human Services Center
Division

Performance Reports: Contains the summary of pharmacy services provided to patients

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

27A-12-26
Confidentiality of infomration acquired in course of providing mental health services.
South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1072 of 2119



HSC-677
Corresponds to Record Series

Human Services Center
Division

Policies and Procedures: procedural name and contains the current procedure for each

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-27-1South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1073 of 2119



HSC-678
Corresponds to Record Series

Human Services Center
Division

Prescriptions: Use to document the issuance of all drugs based on these orders

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

27A-12-26
Confidentiality of information acquired in course of providing mental health services.
South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1074 of 2119



HSC-679
Corresponds to Record Series

Human Services Center
Division

Consultant Logs, X-Ray: Contains log of films loaned to other physicians

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

27A-12-26
Confidentiality of information acquired in course of providing mental health services
South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1075 of 2119



HSC-680
Corresponds to Record Series

Human Services Center
Division

Electrocardiogram (EKG) Graphs: Contains the actual graph used to document electrocardiograms 
(EKG) results

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

27A-12-26
Confidentiality of information acquired in course of providing mental health services
South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1076 of 2119



HSC-681
Corresponds to Record Series

Human Services Center
Division

Electrocardiogram (EKG) Log Books: Contains a listing of all electrocardiograms performed for 
patients

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

27A-12-26
Confidentiality of information acquired in course of providing mental health services.
South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1077 of 2119



HSC-682
Corresponds to Record Series

Human Services Center
Division

Electroencephalogram (EEG) Card Files: Contains the documentation of all electroencephalograms 
administered to the patients

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

27A-12-26
Confidentiality of infomration acquired in course of providing mental health services.
South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1078 of 2119



HSC-683
Corresponds to Record Series

Human Services Center
Division

Electroencephalogram (EEG) Graphs: Contains the actual graph used to document 
electroencephalograms (EEG) results

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

27A-12-26
Confidentiality of information acquired in course of providing mental health services
South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1079 of 2119



HSC-684
Corresponds to Record Series

Human Services Center
Division

Electroencephalogram (EEG) Log Books: Contains the register used to determine the next EEG 
number available for assignment

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

27A-12-26
Confidentiality of information acquired in course of providing mental health services
South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1080 of 2119



HSC-688
Corresponds to Record Series

Human Services Center
Division

Policies and Procedures: procedural name and contains the current procedure for each

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-27-1South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1081 of 2119



HSC-690
Corresponds to Record Series

Human Services Center
Division

X-Ray Log: Used to document all X-Rays given daily

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

27A-12-26
Confidentiality of information acquired in course of providing mental health services
South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1082 of 2119



HSC-691
Corresponds to Record Series

Human Services Center
Division

X-Rays: Contains actual x-rays concerning each patient

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

27A-12-26
Confidentiality of information acquired in course of providing mental health services.
South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1083 of 2119



HSC-71
Corresponds to Record Series

Human Services Center
Division

Budgets, Operation: Contains HSC budgets which have been approved by the State Legislature for 
implementation.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

4-8A-8South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1084 of 2119



HSC-73
Corresponds to Record Series

Human Services Center
Division

Cash Receipts Transmittal: Contains the standard form used to deposit funds in the State Treasury.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

4-8A-8South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1085 of 2119



HSC-77
Corresponds to Record Series

Human Services Center
Division

Contract and Agreement Files: Contains contracts and agreements between HSC and other parties

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-27-1South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1086 of 2119



HSC-78
Corresponds to Record Series

Human Services Center
Division

Correspondence: Contains copies of letters and memos sent to the Business Office and the 
originals of letters and memos received

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-27-1South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1087 of 2119



HSC-79
Corresponds to Record Series

Human Services Center
Division

County Statements: Contains in itemized billing sent to each county by HSC for care provided to 
residents from each county.

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

27A-12-26South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1088 of 2119



HSC-87
Corresponds to Record Series

Human Services Center
Division

Fund Transaction Logs: Contains an itemized listing of all debits and credits to each fund

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

4-8A-4South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1089 of 2119



HSC-91
Corresponds to Record Series

Human Services Center
Division

Lease Files: Contains originals and copies of leases between HSC and other parties

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-27-1South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1090 of 2119



HSC-95
Corresponds to Record Series

Human Services Center
Division

Local Banking Account Authorization Files: Documents permission granted by the State Auditor and 
the State Treasurer for HSC to maintain a local banking account.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

4-8a-4South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1091 of 2119



HSC-96
Corresponds to Record Series

Human Services Center
Division

Medical Authorizations, Off Site Treatment: Contains authorizations received to take patients off 
site for medical treatment

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

27A-12-26
Confidentiality of information acquired in course of providing mental health services.
South Dakota Codified Law

Holly Arends

Yes

Medical Records Supervisor

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1092 of 2119



HSC-97
Corresponds to Record Series

Human Services Center
Division

Medicare Benefits Summaries: Contains the standard forms sent to HSC by Medicare to list the 
disposition of all claims submitted for reimbursement.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

Code of Federal Regulations

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1093 of 2119



HSC-98
Corresponds to Record Series

Human Services Center
Division

Medicare Claim Logs: Summarizes services provided to all eligible Medicare patients.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

27A-12-26
Confidentiality of information acquired in course of providing mental health services.
South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1094 of 2119



HSC-99
Corresponds to Record Series

Human Services Center
Division

Medicare Insurance Cards: Contains the Medicare insurance card issued to each patient.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

27A-12-26
Confidentiality of information acquired in course of providing mental health services
South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1095 of 2119



new  
Corresponds to Record Series

Human Services Center
Division

Performance Reports: Provides a summary of the number of patients serviced that month and 
hours serviced for patients

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

27A-12-26South Dakota Codified Law

Friday, June 29, 2007 Page 1096 of 2119



Forced Medication Report: List patients at HSC who have a hearing pending for a forced medication 
order or have already been placed on a forced medication order.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

27A-12-26
Confidentiality of information acquired in course of providing mental health services.
South Dakota Codified Law

Policies and Procedures: procedural name and contains the current procedure for each

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-27-1South Dakota Codified Law

Friday, June 29, 2007 Page 1097 of 2119



Quality Assurance Files: QA reports for this program

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

Code of Federal Regulations

Speech Files: Contains the documentation of all speech therapy provided

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

27A-12-26
Confidentiality of infomration acquired in course of providing mental health services.
South Dakota Codified Law

Friday, June 29, 2007 Page 1098 of 2119



Personnel Rules and Regulations: Guidelines are established by the Bureau of Personnel

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

55:01:16:04Administrative Rule of South Dakota

Some school information is shared between facility and school without patient authorization. This 
would not indicate that these are to be categorized as open records.

SDHSC Alternative School Student Files: Contains school intake sheet, transcripts, grades, logs, 
IEP paperwork and other pertinent school information.

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

27A-12-26
Confidentiality of infomration acquired in course of providing mental health services.
South Dakota Codified Law

Friday, June 29, 2007 Page 1099 of 2119



Non-Admission Contact Note: Contains referral information on individuals who were not admitted for 
various reasons.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

27A-12-25
Individual Records Required
South Dakota Codified Law

Chemical Dependency Referrals: Contains information on patients referred to the CD units.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

South Dakota Codified Law

Friday, June 29, 2007 Page 1100 of 2119



Minutes, Various committees: Contains the documentation of all committee actions

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-27-1South Dakota Codified Law

Holly Arends

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1101 of 2119



SDDC- 100
Corresponds to Record Series

South Dakota Developmental
Division

WEIGHT SHEETS
This series is arranged alphabetically and contains the monthly weight sheets submitted by each 
module and lists each individual’s weight. Information may include:
individual’s name, height, normal weight for height, and individual’s weight. The modules send this 
information to the nutritionist so that employees can make modifications for each individual’s diet to 
bring the individual’s weight within noted norms.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

15-15A-9(1)
Client Social Security #
South Dakota Codified Law

15-15A-9(2)
Guardian/conservator protected finances & personal information
South Dakota Codified Law

27B-8-46
Records Confidential
South Dakota Codified Law

27B-8-48
Identity of Person Protected
South Dakota Codified Law

45 CFR 164.508
Protected Health Information
Code of Federal Regulations

45 CFR 483.410(2)(2)
Health Privacy Act
Code of Federal Regulations

Friday, June 29, 2007 Page 1102 of 2119



Sheila Sprague

Yes

Food Service Manager

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1103 of 2119



SDDC- 101
Corresponds to Record Series

South Dakota Developmental
Division

CHECK-IN/OUT LOGS
This series is arranged chronologically and contains weekly call-in sheets which list the times 
employees come to and leave their place of duty. Information may include:
employee name, date, time in, and time out. This record series is used to verif time and attendance 
records.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

55:01:16:04
Release with an authorization signed by employee
Administrative Rule of South Dakota

Sheila Sprague

Yes

Physical Plant Director

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1104 of 2119



SDDC- 103
Corresponds to Record Series

South Dakota Developmental
Division

LINEN REQUESTS
This hand-written series is arranged chronologically in a binder and contains lists of all requests 
received from each module for additional linen supplies. Information may include: date, module, 
description of linen supply needed, amount, and name of individual who delivered the linens. This 
record series is maintained for justification in adjusting linen deliveries for particular modules and 
for inventory control purposes.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-27-1
Open Records
South Dakota Codified Law

42 CFR 483.470
Clean linen/dirty linen
Code of Federal Regulations

Sheila Sprague

Yes

Physical Plant Director

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1105 of 2119



SDDC- 104
Corresponds to Record Series

South Dakota Developmental
Division

POUNDAGE SHEETS
This daily generated series is arranged chronologically and contains a summary of all supplies used 
and production figures. Information may include: date, description of supplies used, amounts used, 
dollar amounts, amounts laundered, description, pounds, and total washed. This record series is 
maintained for reporting purposes and cost determination figures.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-27-1
Open Records
South Dakota Codified Law

42 CFR 483.470
Clean linen/dirty linen
Code of Federal Regulations

Sheila Sprague

Yes

Physical Plant Director

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1106 of 2119



SDDC- 105
Corresponds to Record Series

South Dakota Developmental
Division

SIGN OUT SHEET:
This c series contains daily accounts of the delivery times of laundry. Information may include: date, 
employee’s name, modules laundry was delivered to, time of departure, and time of arrival. This 
record series is used to veriI the timely delivery of laundry and to know where the employees are 
and which Trusty is with them.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

55:01:16:04
Employees name may only be released for legitimate State government purposes
Administrative Rule of South Dakota

42 CFR 483.470
Clean linen/dirty linen
Code of Federal Regulations

Sheila Sprague

Yes

Physical Plant Director

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1107 of 2119



SDDC- 106
Corresponds to Record Series

South Dakota Developmental
Division

 WEEKLY LINEN ORDERS
This series is arranged chronologically and contains weekly summaries of linen delivered to each 
module. Information may include: date, module, description of linen, and number of pieces 
delivered. This record series is used to document the number of pieces delivered to each module, 
to insure pieces are returned for laundering, and for inventory control purposes.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-27-1
Open Records
South Dakota Codified Law

42 CFR 483.470
Clean linen/dirty linen
Code of Federal Regulations

Sheila Sprague

Yes

Physical Plant Director

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1108 of 2119



SDDC- 107
Corresponds to Record Series

South Dakota Developmental
Division

BOILER CHARTS:
This circular chart series is arranged chronologically and provides readings concerning boiler 
operation. Information may include: date, boiler number, and boiler output temperature and flow. 
This record series is used to document the flow and pressure of boiler water, to monitor the output 
of the boilers, to determine average temperature output and flows, and for statistical comparison 
purposes.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-27-1
Open Records
South Dakota Codified Law

42 CFR 485.723(b)
Maintenance of equipment/buidings/grounds
Code of Federal Regulations

Sheila Sprague

Yes

Physical Plant Director

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1109 of 2119



SDDC- 108
Corresponds to Record Series

South Dakota Developmental
Division

BOILER WATER LOGS:
This ring-binder series is arranged numerically by boiler number and contains information 
concerning water quality for each. Information may include: boiler number, date, chemicals 
monitored, and amounts suspended. This record series is used to document the monitoring of 
suspended chemicals in water and to determine which chemicals need to be adjusted.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-27-1
Open Records
South Dakota Codified Law

42 CFR 485.723(b)
Maintenance of equipment/buildings/grounds
Code of Federal Regulations

Sheila Sprague

Yes

Physical Plant Director

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1110 of 2119



SDDC- 109
Corresponds to Record Series

South Dakota Developmental
Division

BUILDING FILES
This series is arranged alphabetically by building name and contains a quick reference of any 
remodeling or refurbishing of any of the building(s). Information may include:
building name, type of construction, costs, bids, specifications, correspondence, and status of 
construction. This record series is maintained for reference concerning the status of all construction 
and to provide a history of all building remodeling and modifications.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-27-1
Open Records
South Dakota Codified Law

5-14
Public buildings and grounds
South Dakota Codified Law

5-14-9
Public buildings and grounds
South Dakota Codified Law

Sheila Sprague

Yes

Physical Plant Director

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1111 of 2119



SDDC- 110
Corresponds to Record Series

South Dakota Developmental
Division

BUILDING PLANS AND SPECIFICATIONS
This series contains scale drawings of building plans and specifications for space occupied by the 
agency. Information may include: construction and remodeling project information; mechanical, 
electrical, and engineering drawings; floor plans; and equipment layout and design information. The 
record series is used for maintenance and remodeling purposes.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-27-1
Open Records
South Dakota Codified Law

5-14-9
Public buildings and grounds
South Dakota Codified Law

Sheila Sprague

Yes

Physical Plant Director

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1112 of 2119



SDDC- 111
Corresponds to Record Series

South Dakota Developmental
Division

CAR USAGE REPORTS
This series is arranged chronologically and contains copies of the standard report issued by the 
Business Office to report car usage. Information may include: date of use, beginning and ending 
mileage, total miles driven, driver’s name, purpose of trip, and costs. The program uses this record 
series to determine costs associated with travel, to monitor usage, and for budget preparation 
purposes. The originals are sent to the Fleet and Travel Office in Pierre.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-27-1
Open Records
South Dakota Codified Law

Sheila Sprague

Yes

Physical Plant Director

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1113 of 2119



SDDC- 112
Corresponds to Record Series

South Dakota Developmental
Division

CONTRACTS, STATE ( OF AWARDS)
This series is arranged alphabetically by item type and contains a copy of the contract awarded by 
the State Purchasing and Printing Program. Information may include:
supply name, date ordered, buyer name, telephone number, contractor name and address, contract 
number, itemized listing of goods for sale, and prices. This record series is maintained for reference 
when ordering supplies on State Contract.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-27-1
Open Records
South Dakota Codified Law

5-23-24
State Purchases
South Dakota Codified Law

Sheila Sprague

Yes

Physical Plant Director

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1114 of 2119



SDDC- 113
Corresponds to Record Series

South Dakota Developmental
Division

ENERGY MANAGEMENT REPORTS
This computer printout series is arranged chronologically and provides information on energy needs 
and consumption in each building. Information may include: date, time, building name, and status of 
energy needs and consumption. This record series is used to monitor building temperatures and to 
note any deviations from the usual norms for each building.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-27-1
Open Records
South Dakota Codified Law

42 CFR 485.723
Physical Environment
Code of Federal Regulations

Sheila Sprague

Yes

Physical Plant Director

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1115 of 2119



SDDC- 114
Corresponds to Record Series

South Dakota Developmental
Division

EVACUATION REPORT FORM:
This series is arranged chronologically and contains copies of the quarterly fire drill evacuation 
reports. Information may include: date, description of drill, number of clients, number evacuated, 
number of stragglers, time needed for evacuation, and an evaluation of the procedures and the 
success of each drill. This record series is maintained to verify the quality of fire evacuations and 
for Title XIX reviews.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-27-1
Open Records
South Dakota Codified Law

42CFR 483.470
Evacuation drills
Code of Federal Regulations

Sheila Sprague

Yes

Physical Plant Director

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1116 of 2119



SDDC- 115
Corresponds to Record Series

South Dakota Developmental
Division

KEY REGISTER:
The Key Register is a computerized database containing information regarding keys checked out. 
The register may be called up either by key number or by name of person key was issued to. 
Information may include: key number, person key was issued to, date of issue, date of return, and 
comments. This record series is used to keep track of the keys issued to personnel at SDDC.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

55:01:16:04
List of employees may be released for legitimate State government purposes only
Administrative Rule of South Dakota

Sheila Sprague

Yes

Physical Plant Director

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1117 of 2119



SDDC- 116
Corresponds to Record Series

South Dakota Developmental
Division

OPERATION MANUAL:
This series is arranged alphabetically by equipment name and building and provides operating 
procedures for equipment in each building. Information may include:
operation manuals, service manuals, parts listings, and other items relating to equipment service 
and maintenance. This record series is mathtained for reference to determine proper equipment 
operation and to determine parts necessary to make repairs.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-27-1
Open Record
South Dakota Codified Law

42CFR 483.470
Physical Environment
Code of Federal Regulations

Sheila Sprague

Yes

Physical Plant Director

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1118 of 2119



SDDC- 117
Corresponds to Record Series

South Dakota Developmental
Division

TELEPHONE SERVICE CHANGE REQUEST
This computerized series is arranged chronologically and is used to request any changes in new 
lines, different options (call forwarding, call pickup, etc.). Information may include: name of person 
making request, location and office number where phone is or will be located, office from which it is 
to be moved, and signature of person making request and supervisor’s signature. This record series 
is used by the Bureau of Information and Telecommunications to make the changes and to track the 
budget expense.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

1-33-43
Functions of Bureau of Information and Telecommunications
South Dakota Codified Law

55:01:16:04
Lists of employees office locations may only be released for legitimate State government 
purposes

Administrative Rule of South Dakota

Sheila Sprague

Yes

Physical Plant Director

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1119 of 2119



SDDC- 118
Corresponds to Record Series

South Dakota Developmental
Division

TROUBLE CALL SHEETS:
This notebook series is arranged chronologically and lists all emergency or high priority trouble 
reports received. Information may include: date, nature of the problem, and person assigned to 
remedy the problem. This record series is maintained to insure any high priority repairs are made 
the same day, for reporting purposes, and for performance indicators.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-27-1
Open Records
South Dakota Codified Law

42 CFR 485.723(b)
Maintenance of equipment/buildings/grounds
Code of Federal Regulations

Sheila Sprague

Yes

Physical Plant Director

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1120 of 2119



SDDC- 119
Corresponds to Record Series

South Dakota Developmental
Division

WATER QUALITY REPORTS:
This series is arranged chronologically and contains results of the drinking water and pool water 
tests conducted by the State Health Laboratory. Information may include: name, address, telephone 
number, name of person collecting water sample, date collected, location collected, purpose of the 
test, and result of the test. This record series is used to document the quality of the water at the 
facility and to note whether corrective action is necessary.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-27-1
Open Records
South Dakota Codified Law

1-40-31
Department of Environment and Natural Resources, Water Quality Program
South Dakota Codified Law

Sheila Sprague

Yes

Physical Plant Director

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1121 of 2119



SDDC- 120
Corresponds to Record Series

South Dakota Developmental
Division

WASTEWATER DISCHARGE REPORTS
This series is arranged chronologically and contains copies of wastewater quality reports. 
Information may include:
name, address, location, permit number, monitoring period, and results of the test. This record 
series is maintained to document water quality and to determine if corrective actions are necessary 
for any noted deficiencies.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-27-1
Open Records
South Dakota Codified Law

1-40-31
Department of Environment and Natural Resources, Water quality Program
South Dakota Codified Law

Sheila Sprague

Yes

Physical Plant Director

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1122 of 2119



SDDC- 121
Corresponds to Record Series

South Dakota Developmental
Division

WORK ORDERS
This series is arranged chronologically and contains the standard form used to request repairs. 
Information may include: department, date, work location, description of work, requested by, 
approved by, completed by, and parts used. The Purchasing Program must approve all repair 
requests prior to their initiation. The originals document the approval given to each. This record 
series is maintained to assure the timely completion of all requested repairs.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-27-1
Open Records
South Dakota Codified Law

42 CFR 485.723(b)
Maintenance of Buildings/equipment/grounds
Code of Federal Regulations

Sheila Sprague

Yes

Physical Plant Director

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1123 of 2119



SDDC- 123
Corresponds to Record Series

South Dakota Developmental
Division

Recommend deletion by Records Management as SDDC no longer has a Security Department

EQUIPMENT SIGN OUT SHEET
This series is arranged chronologically and contains listing of equipment such as flashlights, radios, 
etc. loaned to staff in emergencies. Information may include: equipment issued, name of staff who 
received it, what area it is being used in, return time, who returned equipment and if any damage 
was done to it. This record series is maintained to keep track of equipment and to make sure repairs 
are made before it is loaned again.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

Sheila Sprague

Yes

Physical Plant Director

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1124 of 2119



SDDC- 124
Corresponds to Record Series

South Dakota Developmental
Division

Recommend deletion by Records Management as SDDC no longer has a Security Department

SECURITY DEPARTMENT VEHICLE UNLOCKING POLICY:
This series is arranged alphabetically by the name of the person requesting assistance and is an 
authorization/agreement allowing SDDC Security to unlock a vehicle door, when a locksmith is 
unavailable. Information may include: person seeking assistance, license plate number of vehicle to 
be unlocked, agreement to not hold SDDC responsible for damage that may occur in the process of 
unlocking the door, signature of person requesting assistance and name of witness/security officer. 
This record series is maintained for liability purposes.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

Sheila Sprague

Yes

Physical Plant Director

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1125 of 2119



SDDC- 126
Corresponds to Record Series

South Dakota Developmental
Division

Recommend deletion of this record to Records Management as this process is not followed

TRAFFIC TICKETS:
This 3” X 5” card series is arranged numerically by license number and contains copies of traffic 
tickets issued to violators. Information may include: license number, date, time, location, type of 
violation, and security officer’s signature. This record series is used to inform individuals of parking 
violations, to determine repeat offenders, and for reporting purposes.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

Sheila Sprague

Yes

Physical Plant Director

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1126 of 2119



SDDC- 127
Corresponds to Record Series

South Dakota Developmental
Division

BID FILES:
This series is arranged numerically by bid number and contains related information used to request 
bids. Information may include: bid specifications, actual bid quotes from bidders, tally sheets, copies 
of letters of awards, and original signed contracts. This record series is used to determine the low 
bid on items specified, to determine the terms of the contract, and for re-bidding purposes.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-27-1
Open Records
South Dakota Codified Law

5-23-24
State Purchases
South Dakota Codified Law

Sheila Sprague

Yes

Purchasing Agent

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1127 of 2119



SDDC- 128
Corresponds to Record Series

South Dakota Develomental 
Division

CONTRACTS, STATE ( OF AWARDS)
This series is arranged alphabetically by item type and contains a copy of the contract awarded by 
the State Purchasing and Printing Program. Information may include: supply name, buyer name, 
telephone number, contractor name and address, contract number, itemized listing of goods for 
sale, and prices. This record series is maintained for reference purposes when ordering supplies on 
state contract.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-27-1
Open Records
South Dakota Codified Law

5-23-24
State Purchases
South Dakota Codified Law

Sheila Spargue

Yes

Purchasing Agent

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1128 of 2119



SDDC- 129
Corresponds to Record Series

South Dakota Developmental
Division

REQUISITIONS (INTER-AGENCY STOCK, MEDICAL, OFFICE SUPPLIES, WAREHOUSE, 
WAREHOUSE CLOTHING)
This series is arranged chronologically and contains originals of forms used to request goods from 
the warehouse. Information may include: program or module name, date, quantity ordered, 
description of goods, unit cost, total cost, place of delivery and authorized signatures. This record 
series is used to insure all items are received.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-27-1
Open Records
South Dakota Codified Law

42 CFR 483.470
Facility must provide sufficient space, materials, equipment
Code of Federal Regulations

Sheila Sprague

Yes

Purchasing Agent

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1129 of 2119



SDDC- 131
Corresponds to Record Series

South Dakota Developmental
Division

DAILY REPORTS:
This series is arranged chronologically arid contains the original “Daily Reports” submitted by each 
module to the Coordinator’s Office. Information may include: date, module, number of individuals 
listed, number in module, number on vacation, number admitted, number discharged, number of 
deaths, number in hospital, and number Absent Without Leave (AWOL). This record series is used 
by the Coordinator’s Office to generate daily Admissions/Discharges/Transfers Report (ADT) and for 
Medicare/Medicaid reviews.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

27B-48
Identity of Person to be protected
South Dakota Codified Law

27B-8-46
Records Confidential
South Dakota Codified Law

Sheila Sprague

Yes

Records Management Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1130 of 2119



SDDC- 132
Corresponds to Record Series

South Dakota Developmental
Division

EMPLOYEES LOG BOOK:
This three-ring binder series is arranged alphabetically by name of employee and contains a quick 
reference concerning each. Information may include: employee’s name, address, home telephone 
number, and title. This record series is used for a quick reference to connect incoming calls with 
respective employees and for use by the Coordinator to contact employees as requested.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

55:01:16:04
Lists of employees with home or office locations….may only be released for legitimate 
State government purposes

Administrative Rule of South Dakota

Sheila Sprague

Yes

Records Management Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1131 of 2119



SDDC- 133
Corresponds to Record Series

South Dakota Developmental
Division

INDIVIDUALS’ INFORMATION DATA LOG
This ring binder series is arranged alphabetically by name of individual and contains a quick 
reference concerning each. Information may include: individuals name, date of birth, date admitted, 
abilities, activities, and physical profiles. This record series is maintained to answer inquiries in 
event of Absent Without Leave (AWOL).

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

15-15A-9(1)
Client Social Security #
South Dakota Codified Law

15-15A-9(2)
Guardian/conservator protected finances & personal information
South Dakota Codified Law

27B-8-46
Records confidential
South Dakota Codified Law

27B-8-48
Identity of Person Protected
South Dakota Codified Law

45 CFR 164.508
Protected Health Information
Code of Federal Regulations

45 CFR 483.410(2)(2)
Health Privacy Act
Code of Federal Regulations

Friday, June 29, 2007 Page 1132 of 2119



Sheila Sprague

Yes

Records Management Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1133 of 2119



SDDC- 134
Corresponds to Record Series

South Dakota Developmental
Division

SICK CALL RECORDS (NON-SEVEN WEEK SCHEDULE EMPLOYEES)
This series is arranged chronologically and contains handwritten messages or E-mails concerning 
employees who call in sick. Information may include: employee name, time called in, date, work 
place, and name of person receiving the call. This record series is used for reference purposes.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

55:01:16:04
May be released by authorization signed by the employee
Administrative Rule of South Dakota

Sheila Sprague

Yes

Records Management Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1134 of 2119



SDDC- 135
Corresponds to Record Series

South Dakota Developmental
Division

WORK SCHEDULES:
This series is arranged alphabetically by name and contains work schedules for each employee. 
Information may include: work period, name, days on, days off, hours on, hours off, and place of 
assignment. This record series is maintained to inform employees of dates and times each is 
scheduled to work, to verify proper staffing levels, and to verify time and attendance records.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

55:01:16:04
May be released by authorization signed by the employee
Administrative Rule of South Dakota

Sheila Sprague

Yes

Records Management Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1135 of 2119



SDDC- 136
Corresponds to Record Series

South Dakota Developmental
Division

WORK SCHEDULES (SEVEN WEEK) :
This series is arranged numerically by schedule nuniber and contains work schedules for each 
employee. Information may include: work period, name, days on, days off, hours on, hours off, and 
place of assignment. This record series is maintained to inform employees of dates and times each 
is scheduled to work, to verifS’ proper staffing levels, and to veri& time and attendance records.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

55:01:16:04
May be released by authorization signed by the employee
Administrative Rule of South Dakota

Sheila Sprague

Yes

Records Management Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1136 of 2119



SDDC- 137
Corresponds to Record Series

South Dakota Developmental
Division

WORKSHEETS, DAILY ASSIGNMENT
This series is arranged chronologically and contains summaries of employee assignments per 
program and module, per shift. Information may include: program and module name, people 
assigned, job duty, and individuals on leave. This record series is maintained for Medicare purposes 
to verify proper staffing levels for each area and to insure proper care is provided.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

55:01:16:04
May be released by authorization signed by the employee
Administrative Rule of South Dakota

Sheila Sprague

Yes

Records Management Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1137 of 2119



SDDC- 138
Corresponds to Record Series

South Dakota Developmental
Division

ACKNOWLEDGEMENT OF RECEIPT OF POLICIES AND PROCEDURES:
This series is arranged alphabetically by employee name and is an acknowledgement that the 
employee has been given written policies and procedures. Information may include: statement of 
information received, acknowledgement of consequences of not following policies and procedures, 
signature of employee, and date. This record series is used for reference of information given to 
employees and to keep employees current with policies and procedures of the facility.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

55:01:16:04
Personnel records
Administrative Rule of South Dakota

Sheila Sprague

Yes

Training Specialist

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1138 of 2119



SDDC- 139
Corresponds to Record Series

South Dakota Developmental
Division

ATTENDANCE SUMMARIES:
This computer series is arranged chronologically and summarizes all classes held and employees 
trained monthly. Information may include: date, number of classes taught, and number of 
individuals trained. This record series is maintained for reporting purposes and performance 
indicators.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

55:01:16:04
Personnel records
Administrative Rule of South Dakota

Sheila Sprague

Yes

Training Specialist

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1139 of 2119



SDDC- 140
Corresponds to Record Series

South Dakota Developmental
Division

EMPLOYEE ACKNOWLEDGEMENT OF PUBLIC ENTITY POOL OF LIABILiTY:
This series is arranged alphabetically by employee name and is an acknowledgement that the 
employee has been given the Public Entity Pool for Liability Fund Coverage Document. Information 
may include: acknowledgement statement, statement of understanding, signature of employee, and 
date. This record series is used for reference that information has been given to the employee and 
to keep employees current with the Public Entity Poll for Liability Fund Coverage Document.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

55:01:16:04
Personnel Record
Administrative Rule of South Dakota

Sheila Sprague

Yes

Training Specialist

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1140 of 2119



SDDC- 141
Corresponds to Record Series

South Dakota Developmental
Division

EMPLOYEE PROFILE:
This computer database series is arranged alphabetically by employee name, then by program 
name and contains a listing of all training each employee has received. Information may include: 
employee name, program name, date employed, identification number, an itemized listing of 
courses attended, dates attended, course numbers, number of hours attended, and examination 
results. This record series is maintained for Title XIX compliance purposes and to insure each 
employee receives the required training.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

55:01:16:04
Personnel Record
Administrative Rule of South Dakota

Sheila Sprague

Yes

Training Specialist

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1141 of 2119



SDDC- 142
Corresponds to Record Series

South Dakota Developmental
Division

REQUEST FOR TRAVEL AUTHORITY
This series is arranged alphabetically by employee name and contains the request for authority to 
travel. Information may include: date of application; names of persons requesting travel; 
destination; purpose; date and time of travel; signature of traveler and supervisor and initials of the 
director; and the Department of Human Services travel rates including motels, mileage, and food. 
This record series is maintained for budgeting, scheduling of vehicles, and training information 
purposes.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-27-1
Open Records
South Dakota Codified Law

Sheila Sprague

Yes

Training Specialist

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1142 of 2119



SDDC- 143
Corresponds to Record Series

South Dakota Developmental
Division

REQUEST TO ATTEND TRAINING/WORKSHOP
This series is arranged alphabetically by employee name and contains the request to attend 
training/workshop. Information may include: traveler’s name, meeting or training title, location of 
meeting or training, if attending for continuing education or maintaining license, credit hours, how 
the traveler feel the trip will benefit the employee, how will it benefit the South Dakota 
Developmental Center, whether or not the employee would be willing to do a presentation on the 
information, and steps that need to be taken on return from travel. This record series is maintained 
for training information purposes.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-27-1
Open Records
South Dakota Codified Law

Sheila Sprague

Yes

Training Specialist

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1143 of 2119



SDDC- 144
Corresponds to Record Series

South Dakota Developmental
Division

TRAINING CHECKLIST:
This series is arranged alphabetically by employee name and contains a list of classes attended by 
the employee. Information may include: employee name, position, program area, schedule, classes 
available, and dates classes were taken by the employee. This record series is maintained to 
ensure employees are current on accepted methods of care policies and procedures.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

55:01:16:04
Part of personnel records
Administrative Rule of South Dakota

Sheila Sprague

Yes

Training Specialist

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1144 of 2119



SDDC- 145
Corresponds to Record Series

South Dakota Developmental
Division

TRAINING AND DELEVOPMENT RESOURCES REGISTER:
This series is arranged numerically by course number and is a sign-in sheet of all individuals who 
take each class. Information may include: course title, duration of session, date, total time attended, 
trainer’s name, course code, individuals in attendance, and the time the individuals came and left 
classes. This record series is used to log attendance on their respective “Employee Profiles.”

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

55:01:16:04
Personnel records
Administrative Rule of South Dakota

Sheila Sprague

Yes

Training Spcialist

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1145 of 2119



SDDC- 146
Corresponds to Record Series

South Dakota Developmental
Division

TRAINING AND DEVELOPMENT RESOURCES/TRAINING COURSE BOOKLET
This series is arranged numerically by course number and contains course outlines for all training 
sessions. Information may include: course number, course code, objectives, teaching methods, and 
contents. This record series is maintained for Title XIX reviews and to revise classes as necessary.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-27-1
Open Records
South Dakota Codified Law

46:17:04:17
Staff orientation training
Administrative Rule of South Dakota

42 CFR 483.430
Facility staffing
Code of Federal Regulations

Sheila Sprague

Yes

Training Specialist

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1146 of 2119



SDDC- 147
Corresponds to Record Series

South Dakota Developmental
Division

BOWEL MOVEMENT BM  (CHARTS)
This series is arranged chronologically in the individual’s immediate Care Plan and contains bowel 
movement charts. Information may include: name, month, day, shift, size, and whether a 
suppository was given. This record series is used if requested by medical staff to track bowel 
movements.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

15-15A-9(1)
ClientSocial Security #
South Dakota Codified Law

15-15A-9(2)
Guadian/conservator protected finances and personal information
South Dakota Codified Law

27B-8-46
Records Confidential
South Dakota Codified Law

27B-8-48
Identity of Person Protected
South Dakota Codified Law

45 CFR 164.508
Protected Health Information
Code of Federal Regulations

45 CFR 483.410(2)(2)
Health Privacy Act
Code of Federal Regulations

Friday, June 29, 2007 Page 1147 of 2119



Sheila Sprague

Yes

Case Manager

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1148 of 2119



SDDC- 148
Corresponds to Record Series

South Dakota Developmental
Division

DAILY LIVING RATINGS:
This series is arranged chronologically and contains daily living ratings. Information may include: 
date (for week), names of individuals on module, and rating grid. This record series is used to 
determine the program phase the individual will be on.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

15-15A-9(1)
Client Social Security #
South Dakota Codified Law

27B-8-46
Records Confidential
South Dakota Codified Law

27B-8-48
Identity of Person Protected
South Dakota Codified Law

55-15A-9(2)
Guardian/conservator protected finances & personal information
South Dakota Codified Law

45 CFR 483.410(2)(2)
Health Privacy Act
Code of Federal Regulations

Sheila Sprague

Yes

Case Manager

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1149 of 2119



SDDC- 149
Corresponds to Record Series

South Dakota Developmental
Division

INDIVIDUAL INCENTIVE PAY/CASH DISBURSEMENT VOUCHER:
This series is arranged chronologically and is a worksheet for behavior incentive pay and cash 
disbursements. Information may include: names of individuals, their signatures, and amount of 
money disbursed. This record series is used to provide accurate accounting of money for the 
Budget and Finance Office.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

15-15A-9(1)
Client Social Security #
South Dakota Codified Law

15-15A-9(2)
Guardian/conservator protected finances & personal information
South Dakota Codified Law

27B-8-46
Records Confidential
South Dakota Codified Law

27B-8-48
Identity of Person protected
South Dakota Codified Law

45 CFR 164.508
Protected Health Information
Code of Federal Regulations

45 CFR 483.410(2)(2)
Health Privacy Act
Code of Federal Regulations

Friday, June 29, 2007 Page 1150 of 2119



Sheila Sprague

Yes

Case Manager

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1151 of 2119



SDDC- 150
Corresponds to Record Series

South Dakota Developmental
Division

INDIVIDUAL RELATIONS FILE (ACCESS):
This database series is arranged alphabetically by name of individual and contains a listing of 
relatives for each. Information may include: individual’s name and county; and the names of 
parents, grandparents, siblings, guardians, nieces, and nephews. This record series is used to 
determine the names of all known relatives in cases of emergency and to encourage each relative 
to visit his individual family member. The information in this database is drawn from, for various 
other documents. The other documents become part of the Master Record, which is later 
microfilmed.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

15-15A-9(1)
Client Social Security #
South Dakota Codified Law

15-15A-9-(2)
Guardian/conservator protected finances & personal information
South Dakota Codified Law

27B-8-46
Records Confidential
South Dakota Codified Law

27B-8-48
Identity of Person Protected
South Dakota Codified Law

45 CFR 164.508
Protected Health Information
Code of Federal Regulations

45 CFR 483.410(2)(2)
Health Privacy Act
Code of Federal Regulations

Friday, June 29, 2007 Page 1152 of 2119



Sheila Sprague

Yes

Case Manager

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1153 of 2119



SDDC- 151
Corresponds to Record Series

South Dakota Developmental
Division

INVENTORY SHEET:
This series is arranged chronologically and is a list of belongings of each individual. Information 
may include:
name, items owned by individual, date received/purchased, condition of item, item number, and 
dates discarded. This record series is used to keep an accurate account of individuals’ personal 
possessions as needed for guardians and Social Security Administration.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

15-15A-9(1)
Client Social Security #
South Dakota Codified Law

15-15A-9(2)
Guardian/conservator protected finances & personal information
South Dakota Codified Law

27B-8-46
Records Confidential
South Dakota Codified Law

27B-8-48
Identity of Person Protected
South Dakota Codified Law

45 CFR 164.508
Protected Health Information
Code of Federal Regulations

45 CFR 483.410(2)(2)
Health Privacy Act
Code of Federal Regulations

Friday, June 29, 2007 Page 1154 of 2119



Sheila Sprague

Yes

Case Manager

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1155 of 2119



SDDC- 152
Corresponds to Record Series

South Dakota Developmental
Division

MONTHLY DATA SHEET:
This series is arranged chronologically, then alphabetically by name of individual and is a monthly 
data worksheet. Information may include: name, date of last Individual Support Plan meeting, 
objective, data recorded, plus or minus (indicating pass or fail), service intervention, staff signature, 
and date and time of data collection. This record series is then used to enter data into the computer 
for data probes. Data probes are printed quarterly and become part of the Master Record, which is 
later microfilmed.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

15-15A-9(1)
Client Social Security #
South Dakota Codified Law

15-15A-9(2)
Guardian/conservator protected finances & personal information
South Dakota Codified Law

27B-8-46
Records Confidential
South Dakota Codified Law

27B-8-48
Identity of Person Protected
South Dakota Codified Law

45 CFR 164.508
Protected Health Information
Code of Federal Regulations

45 CFR 483.410(2)(2)
Health Privacy Act
Code of Federal Regulations

Friday, June 29, 2007 Page 1156 of 2119



Sheila Sprague

Yes

Case Manager

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1157 of 2119



SDDC- 153.
Corresponds to Record Series

South Dakota Developmental
Division

PACKING LIST:
This series is arranged alphabetically by individuals’ name and is a list of items packed for vacation 
or home visits. Information may include: name, date, and list of personal belongings sent with the 
individual. This record series is used to ensure items sent home are returned so inventory is 
accurate. New items that are returned are added to the inventory.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

15-15A-9(1)
Client Social Security #
South Dakota Codified Law

15-15A-9(2)
Guardian/conservator protected finances  & personal information
South Dakota Codified Law

27B-8-46
Records Confidential
South Dakota Codified Law

27B-8-48
Identity of Person Protected
South Dakota Codified Law

45 CFR 164.508
Protected Health Information
Code of Federal Regulations

45 cFR 483.410(2)(2)
Health Privacy Act
Code of Federal Regulations

Friday, June 29, 2007 Page 1158 of 2119



Sheila Sprague

Yes

Case Manager

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1159 of 2119



SDDC- 154
Corresponds to Record Series

South Dakota Developmental
Division

SHIFT REPORT FORMS:
This series is arranged chronologically and is a reporting tool between staff, of activities and care 
provided/needed for the individuals on the module and staff Information may include: date, names 
of individuals on the module, three shift periods to document, summary comments on individuals, 
signatures of persons receiving keys for each shift, staff communications, appointments, and a list 
of possible medication side effects. This record series is used to assure continuity of care for all the 
individuals.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

15-15A-9(1)
Client Social Security #
South Dakota Codified Law

15-15A-9-(2)
Confervator/guardian protected finances & personal information
South Dakota Codified Law

27B-8-46
Records Confidential
South Dakota Codified Law

27B-8-48
Identity of Person Protected
South Dakota Codified Law

45 CFR 164.508
Protected Health Information
Code of Federal Regulations

45 CFR 483.410(2)(2)
Health Privacy Act
Code of Federal Regulations

Friday, June 29, 2007 Page 1160 of 2119



Sheila Sprague

Yes

Case Manager

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1161 of 2119



SDDC- 155
Corresponds to Record Series

South Dakota Developmental
Division

303.90 ALCOHOL DEPENDENCE
This series is arranged numerically by individual’s medical record number and is a diagnostic tool. 
Information may include: a checklist of criteria to determine the degree of alcohol dependence of 
the individual, the individual’s medical records and name, signature of counselor, and date. This 
record series is used to determine that an individual meets the criteria of an alcohol dependent 
individual.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

15-15A-9(1)
Client Social Security #
South Dakota Codified Law

15-15A-9(2)
Guardian/conservator protected finances & personal information
South Dakota Codified Law

27B-8-46
Records Confidential
South Dakota Codified Law

27B-8-48
Identity of Person Protected
South Dakota Codified Law

45 CFR 164.508
Protected Health Information
Code of Federal Regulations

45 CFR 483.410(2)(2)
Health Privacy Act
Code of Federal Regulations

Friday, June 29, 2007 Page 1162 of 2119



Sheila Sprague

Yes

Chemical Dependency Counc

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1163 of 2119



SDDC- 156
Corresponds to Record Series

South Dakota Developmental
Division

ADOLESCENT ALCOHOL INVOLVEMENT SCALE
This series is arranged numerically by individual’s medical record number and is a questionnaire. 
Information may include: name of individual, date, a series of questions with multiple choice 
answers, and a scoring grid. This record series is used to assess alcohol involvement or degree of 
severity.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

15-15A-9(1)
Client Social Security #
South Dakota Codified Law

15-15A-9(2)
Guardian/conservator protected finances & personal information
South Dakota Codified Law

27B-8-46
Records Confidential
South Dakota Codified Law

27B-8-48
Identity of Person Protected
South Dakota Codified Law

45 CFR 164.508
Protected Health Information
Code of Federal Regulations

45 CFR 483.410(2)(2)
Health Privacy Act
Code of Federal Regulations

Friday, June 29, 2007 Page 1164 of 2119



Sheila Sprague

Yes

Chemical Dependency Couns

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1165 of 2119



SDDC- 157
Corresponds to Record Series

South Dakota Developmental
Division

ADOLESCENT DRUG INVOLVEMENT SCALE
This series is arranged numerically by individual’s medical record number and is a questionnaire. 
Information may include: name of individual, date, a series of questions with multiple choice 
answers, scoring grid, and intei guide. This record series is used to determine severity of drug use 
by the individual.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

15-15A-9(1)
Client Social Security #
South Dakota Codified Law

15-15A-9(2)
Guardian/conservator protected personal information
South Dakota Codified Law

27B-8-46
Identity of Person Protected
South Dakota Codified Law

27B-8-46
Records Confidential
South Dakota Codified Law

45  CFR 164.508
Protected Health Information
Code of Federal Regulations

45 CFR 483.410(2)(2)
Health Privacy Act
Code of Federal Regulations

Friday, June 29, 2007 Page 1166 of 2119



Sheila Sprague

Yes

Chemical Dependency Couns

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1167 of 2119



SDDC- 158
Corresponds to Record Series

South Dakota Developmental
Division

AUTHORIZATION OF THE RELEASE OF INFORMATION
This series is arranged numerically by individual’s medical record number and is a legal consent to 
release information. Information may include: name of individual, agency releasing information, list 
of information being released, statement of understanding and content to release, date, signature of 
individual, signature of guardian if needed, and signature of witness. This record series is used to 
provide information and/or progress to interdisciplinary team members and guardians.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

15-15A-9(1)
Client Social Security #
South Dakota Codified Law

15-15A-9(2)
Guardian/conservator protected finances & personal information
South Dakota Codified Law

27B-8-46
Records Confidential
South Dakota Codified Law

45 CFR 164.508
Protected Health Information
Code of Federal Regulations

45 CFR 483.410(2)(2)
Health Privacy Act
Code of Federal Regulations

Sheila Sprague

Yes

Chemical Dependency Couns

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1168 of 2119



SDDC- 159
Corresponds to Record Series

South Dakota Developmental
Division

CHEMICAL SCREENING REQUEST/REPORTING
This series is arranged numerically by individual’s medical record number and is a formal request to 
acquire a medical order for urinary analysis testing. Information may include:
name of individual, date sample collected, staff member supervising collection, checklist of 
chemical screening requested, chemical health staff person, physicianfPA-C, date testing is 
completed, signatures, initials of staff who received results of test, and date received. This record 
series is used to offer voluntary testing to determine possible chemical use.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

15-15A-9(1)
Client Social Security #
South Dakota Codified Law

15-15A-9(2)
Guardian/conservator protected finances & personal information
South Dakota Codified Law

27B-8-46
Records Confidential
South Dakota Codified Law

27B-8-48
Identity of Person Protected
South Dakota Codified Law

45 CFR 164.508
Protected Health Information
Code of Federal Regulations

45 CFR 483.410(2)(2)
Health Privacy Act
Code of Federal Regulations

Friday, June 29, 2007 Page 1169 of 2119



Sheila Sprague

Yes

Chemical Dependency Couns

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1170 of 2119



SDDC- 160
Corresponds to Record Series

South Dakota Developmental
Division

CHEMICAL USE ASSESSMENT SUMMARY
This series is arranged numerically by individual’s medical record number and is the title page to the 
individual’s file. Information may include: date, individual’s medical record number, Case Manager 
assigned, diagnosis, recommendations, and chemical dependency counselor. This record series is 
used as a quick reference on the individual at the beginning of the file.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

15-15A-9-(1)
Client Social Security #
South Dakota Codified Law

15-15A-9(2)
Guardian/conservator protected finances & personal information
South Dakota Codified Law

27B-8-46
Records Confidential
South Dakota Codified Law

27B-8-48
Identity of Person Protected
South Dakota Codified Law

45 CFR 164.508
Protected Health Information
Code of Federal Regulations

45 CFR 483.410(2)(2)
Health Privacy Act
Code of Federal Regulations

Friday, June 29, 2007 Page 1171 of 2119



Sheila Sprague

Yes

Chemical Dependency Couns

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1172 of 2119



SDDC- 161
Corresponds to Record Series

South Dakota Developmental
Division

CHILDREN OF ALCOHOLICS SCREENING TEST
This series is arranged numerically by individual’s medical record number and is a questionnaire. 
Information may include: individual’s name and medical record number, a checklist of questions, 
individual’s signature, and date. This record series is used to determine parental chemical use and 
its effects on the individual.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

15-15A-9(1)
Client Social Security #
South Dakota Codified Law

15-15A-9(2)
Guardian/conservator protected finances & personal information
South Dakota Codified Law

27B-8-46
Records Confidential
South Dakota Codified Law

27B-8-48
Identity of Person Protected
South Dakota Codified Law

45 CFR 164.508
Protected Health Information
Code of Federal Regulations

45 CFR 483.410(2)(2)
Health Privacdy Act
Code of Federal Regulations

Friday, June 29, 2007 Page 1173 of 2119



Sheila Sprague

Yes

Chemical Dependency Couns

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1174 of 2119



SDDC- 162
Corresponds to Record Series

South Dakota Developmental
Division

CLIENT/GROUP INFORMATION FORM:
This series is arranged numerically by individual’s medical record number and is the duplicate form 
required by the Division of Alcohol and Drug Abuse. Information may include: individual’s medical 
record number, demographic information, chemical use history and diagnosis, dates of intake, and 
end of service and services provided. This record series is used to provide the Division of Alcohol 
and Drug Abuse information regarding treatment/lservices and data about individual group services.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

15-15A-9(1)
Client Social Security #
South Dakota Codified Law

15-15A-9(2)
Guardian/conservator protected finances & personal information
South Dakota Codified Law

27B-8-46
Records Confidential
South Dakota Codified Law

27B-8-48
Identity of Person Protected
South Dakota Codified Law

45 CFR 164.508
Protected Health Information
Code of Federal Regulations

45 CFR 483.410(2)(2)
Health Privacy Act
Code of Federal Regulations

Friday, June 29, 2007 Page 1175 of 2119



Sheila Spague

Yes

Chemical Dependency Couns

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1176 of 2119



SDDC- 163
Corresponds to Record Series

South Dakota Developmental
Division

Friday, June 29, 2007 Page 1177 of 2119



CLIENT/MANAGEMENT INFORMATION SYSTEM INFORMATION FORM
This series is arranged numerically by individual’s medical record number and is general 
information sheet on the individual being served. Information may include: name of individual, 
medical record number, address, date of birth, age, date of commitment, county, sex, social 
security number, race, education, indication of insurance, source of income, yearly family income, 
living arrangements, marital status, pregnancy, number of children, drugs used, thugs of choice at 
what age, frequency and route, last use frequency, number of prior treatments, where treated, 
suicide attempts, number of minor consumptions, number of driving under the influence, number of 
convictions, types of consumptions, gang affiliation, gambling preference, Adolescent Alcohol 
Involvement Scale, Adolescent Drug Use Survey, Children of Alcoholics, diagnosis, counselor, unit, 
and date. This record series is used for providing statistical information to the Division of Drug and 
Alcohol.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

15-15A-9(1)
Client Social Security #
South Dakota Codified Law

15-15A-9(2)
Guardian/conservator protected finances & personal information
South Dakota Codified Law

27B-8-46
Records Confidential
South Dakota Codified Law

27B-8-48
Identity of Peraon Protected
South Dakota Codified Law

45 CFR 164.508
Protected Health Information
Code of Federal Regulations

45 CFR 483.410(2)(2)
Health Privacy Act
Code of Federal Regulations

Friday, June 29, 2007 Page 1178 of 2119



Sheila Sprague

Yes

Chemical Dependency Couns

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1179 of 2119



SDDC- 164
Corresponds to Record Series

South Dakota Developmental
Division

CRITICAL LIFE AREA ASSESSMENT
This series is arranged numerically by individual’s medical record number and is a substance abuse 
history and assessment. Information may include: individual’s name and initials, date of birth, race, 
sex, county, education, driving under the influence, convictions, frequency of use grid, questions on 
substance abuse, checklist of spccifics on use, test scores, Adolescent Alcohol Involvement Scale, 
Adolescent Drug Use Survey, summary, recommendations, signatures, date, placement, and 
counselor. This record series is used to dctermine how drug/alcohol use has effected critical life 
areas.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

15-15A-9(1)
Client Social Security #
South Dakota Codified Law

15-15A-9(2)
Guardian/conservator protected finances & personal information
South Dakota Codified Law

27B-8-46
Records Confidential
South Dakota Codified Law

27B-8-48
Identity of Person Protected
South Dakota Codified Law

45 CFR 164.508
Protected Health Information
Code of Federal Regulations

45 CFR 483.410(2)(2)
Health Privacy Act
Code of Federal Regulations

Friday, June 29, 2007 Page 1180 of 2119



Sheila Sprague

Yes

Chemical Dependency Couns

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1181 of 2119



SDDC- 165
Corresponds to Record Series

South Dakota Developmental
Division

DISCOVERING WHO I AM:
This series is arranged numerically by individual’s medical record number and is a problem sheet 
filled out by the individual. Information may include: name of individual, questions on strengths, 
influential people in the individuals life, feelinglemotions, beliefs, hopes/plans for fttture, and likes 
and dislikes. This record series is used as a needs assessment and is filed out with a counselor.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

15-15A-9(1)
Client Social Security #
South Dakota Codified Law

15-15A-9(2)
Guardian/conservator personal finances and personal information
South Dakota Codified Law

27B-8-46
Records Confidential
South Dakota Codified Law

27B-8-48
Identity of Person Protected
South Dakota Codified Law

45 CFR 164.508
Protected Health Information
Code of Federal Regulations

45 CFR 483.410(2)(2)
Health Privacy Act
Code of Federal Regulations

Friday, June 29, 2007 Page 1182 of 2119



Sheila Sprague

Yes

Chemical Dependency Couns

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1183 of 2119



SDDC- 166
Corresponds to Record Series

South Dakota Developmental
Division

INDIVIDUAL INFORMATION:
This series is arranged numerically by individual’s medical record number and contains individual 
information. Information may include: individual’s name, medical record number, diagnosis, and a 
list of specific reviews/assessments and dates. This record series acts as a reminder to the 
counselor of specific review dates.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

15-15A-9(1)
Client Social Security #
South Dakota Codified Law

15-15A-9(2)
Guardian/conservator protected finances & personal information
South Dakota Codified Law

27B-8-46
Records Confidential
South Dakota Codified Law

27B-8-48
Identity of Person Protected
South Dakota Codified Law

45 CFR 164.508
Protected Health Information
Code of Federal Regulations

45 CFR 483.410(2)(2)
Health Privacy Act
Code of Federal Regulations

Friday, June 29, 2007 Page 1184 of 2119



Sheila Sprague

Yes

Chemical Dependency Couns

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1185 of 2119



SDDC- 167
Corresponds to Record Series

South Dakota Developmental
Division

LEVEL 1-OUTPATIENT SERVICES/ADOLESCENT ADMISSION CRITERIA:
This series is arranged numerically by individual’s medical record number and contains Level 1-
Outpatient Services/Adolescent Admission Criteria. Information may include: individual’s name, 
date, diagnosis, dimensional admission criteria, and determination of type of treatment. This record 
series is used at admission to determine eligibility for the program or to recommend another support 
system.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

15-15A-9(1)
Client Social Security #
South Dakota Codified Law

15-15A-9(2)
Guardian/conservator protected finances & personal information
South Dakota Codified Law

27B-8-46
Confidential Records
South Dakota Codified Law

27B-8-48
Identity of Person Protected
South Dakota Codified Law

45 CFR 164.508
Protected Health Information
Code of Federal Regulations

45 CFR 483.410(2)(2)
Health Privacy Act
Code of Federal Regulations

Friday, June 29, 2007 Page 1186 of 2119



Sheila Sprague

Yes

Chemical Dependency Couns

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1187 of 2119



SDDC- 168
Corresponds to Record Series

South Dakota Developmental
Division

LEVEL 1-OUTPATIENT/ADOLESCENT CONTINUED SERVICE CRITERIA/TREATMENT PLAN 
REVIEW:
This series is arranged numerically by individual’s medical record number and contains Level 1-
Outpatient/Adolescent continued service criterialtreatment plan review. Information may include: 
individual’s name, medical record number, review period, diagnosis, dimensional continued service 
criteria, and progress/problem!plan. This record series is used to justify continued services to the 
individual.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

15-15A-9(1)
Client Social Security #
South Dakota Codified Law

15-15A-9(2)
Guardian/conservator protected finances & personal information
South Dakota Codified Law

27B-8-46
Records Confidential
South Dakota Codified Law

27B-8-48
Identity of Person Protected
South Dakota Codified Law

45 CFR 164.508
Protected Health Information
Code of Federal Regulations

45 CFR 483.410(2)(2)
Health Privacy Act
Code of Federal Regulations

Friday, June 29, 2007 Page 1188 of 2119



Sheila Sprague

Yes

Chemical Dependency Couns

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1189 of 2119



SDDC- 169
Corresponds to Record Series

South Dakota Developmental
Division

NOTICE TO CLIENTS OF FEDERAL CONFIDENTIALITY LAW
This series is arranged numerically by individual’s medical record number and contains notices to 
clients of federal confidentiality law. Information may include: written notice of confidentiality law, 
statement of understanding and having received a copy of said law, individual’s signature, witness 
signature, and date. This record series is a notification of the individual’s confidentiality rights and 
confirmation that said individual understands these rights.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

15-15A-9(1)
Client Social Security #
South Dakota Codified Law

15-15A-9(2)
Guardian/conservator protected finances & personal information
South Dakota Codified Law

27B-8-46
Records Confidential
South Dakota Codified Law

27B-8-48
Identity of Person Protected
South Dakota Codified Law

45 CFR 164.508
Protected Health Information
Code of Federal Regulations

45 CFR 483.410(2)(2)
Health Privacy Act
Code of Federal Regulations

Friday, June 29, 2007 Page 1190 of 2119



Sheila Sprague

Yes

Chemical Dependency Couns

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1191 of 2119



SDDC- 170
Corresponds to Record Series

South Dakota Developmental
Division

ORIENTATION CHECKLIST
This series is arranged numerically by individual’s medical record number and is a orientation 
checklist. Information may include: list of materials and expectations necessary to participate in 
group counseling, individual’s signature, chemical dependency counselor’s signature, and date. This 
record series is used to determine that the individual has been given the necessary information and 
materials needed to participate in group counseling.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

15-15A-9(1)
Client Social Security #
South Dakota Codified Law

15-15A-9(2)
Guardian/conservator protected finances & personal information
South Dakota Codified Law

27B-8-46
Records Confidential
South Dakota Codified Law

27B-8-48
Identity of Person Protected
South Dakota Codified Law

45 CFR 164.508
Protected Health Information
Code of Federal Regulations

45 CFR 483.401(2)(2)
Health Privacy Act
Code of Federal Regulations

Friday, June 29, 2007 Page 1192 of 2119



Sheila Sprague

Yes

Chemical Dependency Couns

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1193 of 2119



SDDC- 171
Corresponds to Record Series

South Dakota Developmental
Division

PATIENT BILL OF RIGHTS:
This series is arranged numerically by individual’s medical record number and contains a patient bill 
of rights. Information may include: a list of the individual’s rights including confidentiality rights. This 
record series is required by the American Society of Addiction Medicine and is used to familiarize 
the individual with their rights during treatment.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

15-15A-9(1)
Client Social Security #
South Dakota Codified Law

15-15A-9(2)
Guardian/conservator protected finances & personal information
South Dakota Codified Law

27B-8-46
Records Confidential
South Dakota Codified Law

27B-8-48
Identity of Person Protected
South Dakota Codified Law

45  CFR 483-410(2)(2)
Health Privacy Act
Code of Federal Regulations

45 CFR 164.508
Protected Health Information
Code of Federal Regulations

Friday, June 29, 2007 Page 1194 of 2119



Sheila Sprague

Yes

Chemical Dependency Couns

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1195 of 2119



SDDC- 172
Corresponds to Record Series

South Dakota Developmental
Division

PATIENT PLACEMENT CRITERIA FOR THE TREATMENT OF PSYCHOACTIVE SUBSTANCE 
USE DISORDERS:
This series is arranged numerically by individual’s medical record number and contains patient 
placement criteria for the treatment of psychoactive substance use disorders. Information may 
include: criteria listing for different levels of treatment and their exceptions. This record series is 
used to determine the correct level of treatment for the new individual.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

15-15A-9(1)
Client Social Security #
South Dakota Codified Law

15-15A-9-(2)
Guardian/conservator protected finances & personal information
South Dakota Codified Law

27B-8-46
Records Confidential
South Dakota Codified Law

27B-8-48
Identity of Person Protected
South Dakota Codified Law

45 CFR 164.508
Protected Health Information
Code of Federal Regulations

45 CFR 483.410(2)(2)
Health Privacy Act
Code of Federal Regulations

Friday, June 29, 2007 Page 1196 of 2119



Sheila Sprague

Yes

Chemical Dependency Couns

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1197 of 2119



SDDC- 173
Corresponds to Record Series

South Dakota Developmental
Division

PRE-TREATMENT INDWIDUAL CONTRACT AND RESPONSIBILITIES
This series is arranged numerically by individual’s medical record number and is an agreement 
between the counselor and the individual. Information may include: name of individual, list of 
responsibilities, statement of understanding the agreement, individual’s signature, counselor’s 
signature, and date. This record series is used to clarif the responsibilities and exceptions of the 
individual during treatment and counseling.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

15-15A-9(1)
Client Social Security #
South Dakota Codified Law

15-15A-9(2)
Guardian/conservator protected finances & personal information
South Dakota Codified Law

27B-8-46
Records Confidential
South Dakota Codified Law

27B-8-48
Identity of Person Protected
South Dakota Codified Law

45 CFR 164.508
Protected Health Information
Code of Federal Regulations

45 CFR 483.410(2)(2)
Health Privacy Act
Code of Federal Regulations

Friday, June 29, 2007 Page 1198 of 2119



Sheila Sprague

Yes

Chemical Dependency Couns

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1199 of 2119



SDDC- 175
Corresponds to Record Series

South Dakota Developmental
Division

QUALITY OF CARE REVIEW
This series is arranged numerically by individual’s medical record number and is a form to assure 
quality care. Information may include: individual’s name, medical record number, chemical 
dependency counselor, date, list of responsibilities/requirements to be completed during treatment, 
summary and recommendations of the reviewers, date for compliance, explairntion of corrective 
action taken, reviewer’s signature, date issued to the counselor, counselor’s signature, and date 
returned to the reviewer. This record series is used by the Level II or Level III reviewer to assure 
files are in compliance with the American Society of Addiction Medicine and the Division of Drug 
and Alcohol.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

15-15A-9(1)
Client Social Security #
South Dakota Codified Law

15-15A-9(2)
Guardian/conservator protected finances & personal information
South Dakota Codified Law

27B-8-46
Records Confidential
South Dakota Codified Law

27B-8-48
Identity of Person Protected
South Dakota Codified Law

45 CFR 164.508
Protected Health Information
Code of Federal Regulations

45 CFR 483.410(2)(2)
Health Privacy Act
Code of Federal Regulations

Friday, June 29, 2007 Page 1200 of 2119



Sheila Sprague

Yes

Chemical Dependency Couns

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1201 of 2119



SDDC- 176
Corresponds to Record Series

South Dakota Developmental
Division

RELEASE FOR URINE ANALYSIS TESTING:
This series is arranged numerically by individual’s medical record number and is a release for urine 
analysis testing. Information may include: individual’s name, statement giving Chemical Health 
Services permission to take the urine analysis, individual’s signature, date, and counselor’s name. 
This record series is used as formal permission to collect urine.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

15-15A-9(1)
Client Social Security #
South Dakota Codified Law

15-15A-9(1)
Client Social Security #
South Dakota Codified Law

27B-8-46
Records Confidential
South Dakota Codified Law

27B-8-48
Identity of Person Protected
South Dakota Codified Law

45 CFR 164.508
Protected Health Information
Code of Federal Regulations

45 CFR 483-410(2)(2)
Health Privacy Act
Code of Federal Regulations

Friday, June 29, 2007 Page 1202 of 2119



Sheila Sprague

Yes

Chemical Dependency Couns

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1203 of 2119



SDDC- 177
Corresponds to Record Series

South Dakota Developmental
Division

TREATMENT PLAN:
This series is arranged numerically by individual’s medical record number and is a treatment plan. 
Information may include: individual’s name, level of treatment, medical record number, date of 
birth, diagnostic statement, review date, strengths, problems, goals, objectives, achievement dates, 
staff responsible, counselor’s name, and date. This record series is used to plan an individual’s 
treatment and how to meet the objectives/needs.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

15-15A-9(1)
Client Social Security #
South Dakota Codified Law

15-15A-9(2)
Guardian/conservator protected finances & personal information
South Dakota Codified Law

27B-8-46
Record Confidential
South Dakota Codified Law

27B-8-48
Identity of Person Protected
South Dakota Codified Law

45 CFR 164.508
Protected Health Information
Code of Federal Regulations

45 CFR 483.410(2)(2)
Health Privacy Act
Code of Federal Regulations

Friday, June 29, 2007 Page 1204 of 2119



Sheila Sprague

Yes

Chemical Dependency Couns

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1205 of 2119



SDDC- 178
Corresponds to Record Series

South Dakota Developmental
Division

APPLICATION FOR AUTHORITY TO EMPLOY WORKERS WITH DISABILITIES AT SPECIAL 
MINIM WAGE
This series is arranged chronologically by year and is an application to the Department of Labor to 
employ workers with disabilities, at less than the minimum wage. Information may thclude: type of 
facility, type of application, name and address of applicant, status of facility, primary disability group 
employed, number of workers, prevailing wage determination, hourly rates, piece rates, signature of 
authorized representative title, date, and the Department of Labor certificate indicating the average 
wage per hour per year for each individual. This record series is used for reference purposes.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

14C of the Fair Labor Standards Act
Employment of workers with disabilities at special wages

1-27-1
Open Records
South Dakota Codified Law

Sheila Sprague

Yes

Industrial Workshop Manager

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1206 of 2119



SDDC- 179
Corresponds to Record Series

South Dakota Developmental
Division

CERTIFICATE AUTHORIZING SPECIAL MINIMUM WAGE HATES UNDER SECTION 14(C) OF 
THE FAIR LABOR ACT
This series is arranged chronologically by year and is an authorization from the Department of 
Labor for employment of workers with disabilities at less than minimum wage at this location. 
Information may include:
name and address of center, certificate number, date, wage, hour representative, and title. This 
record series is used for reference purposes.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

14C of the Fair Labor Standards Act
Employment of workers with disabilities at special wages.

1-27-1
Open Records
South Dakota Codified Law

Sheila Sprague

Yes

Industrial Workshop Manager

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1207 of 2119



SDDC- 18
Corresponds to Record Series

South Dakota Developmental
Division

MEDICAID/MEDICARE BILLINGS
This copy of computer printout series is arranged chronologically and contains monthly billing 
summaries sent to MedicaidlMedicare for billing purpose. Information may include: billing date, 
individual name, recipient name, daily rate charged, dates of service provided, amounts paid by 
individuals, and amount due. This record series is maintained for reference concerning the original 
billing sent to Medicaid/Medicare and to insure receipt of bills due.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

15-15A-9(1)
Client Social Security number
South Dakota Codified Law

15-15A-9(2)
Guardian/Conservator protected finances & personal information
South Dakota Codified Law

27B-8-46
Records confidential
South Dakota Codified Law

27B-8-48
Identity of Person Protected
South Dakota Codified Law

45 CFR 164.508
Protected Health Information
Code of Federal Regulations

45 CFR 483-410(2)(2)
Healthy Privacy Act
Code of Federal Regulations

Friday, June 29, 2007 Page 1208 of 2119



Sheila Sprague

Yes

Senior Accountant

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1209 of 2119



SDDC- 180
Corresponds to Record Series

South Dakota Developmental
Division

JOB ACTIVITY RECORD
This series is arranged chronologically by payroll date and contains the record of job activity. 
Information may include: individual’s medical record number, individual’s name, payroll period 
dates, total hours of non-work activity, total hours/units of work activity, and type of activity. This 
record series is used as the individual’s payroll report.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

15-15A-9(1)
Client Social security #
South Dakota Codified Law

15-15A-9(2)
Guardian/conservator protected finances & personal information
South Dakota Codified Law

27B-8-46
Records Confidential
South Dakota Codified Law

27B-8-48
Identity of Protected Person
South Dakota Codified Law

45 CFR 164.508
Protected Health Information
Code of Federal Regulations

45 CFR 483.410(2)(2)
Health Privacy Act
Code of Federal Regulations

Friday, June 29, 2007 Page 1210 of 2119



Sheila Sprague

Yes

Industrial Workshop Manager

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1211 of 2119



SDDC- 181
Corresponds to Record Series

South Dakota Developmental
Division

TIME STUDY OBSERVATION SHEET AND COST ANALYSIS
This series is arranged numerically by job code number and contains time study observations and 
cost analysis. Information may include: date, operator, operation description, time study number, 
observer, time study grid, calculation box including how many units of work can be done in one 
hour, sketch/photo of work layout, prevailing wage information, and piece/hourly rate data. This 
record series is used to determine piece rates. The Department of Labor requests submission of this 
information for the facilities four largest contracts for one year.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

15-15A-9(1)
Client Social Security #
South Dakota Codified Law

15-15A-9(2)
Guardian/conservator protected finances & personal information
South Dakota Codified Law

27B-8-46
Records Confidential
South Dakota Codified Law

27B-8-48
Identity of Person Protected
South Dakota Codified Law

45 CFR 164.508
Protected Health Information
Code of Federal Regulations

45 CFR 483.410(2)(2)
Health Privacy Act
Code of Federal Regulations

Friday, June 29, 2007 Page 1212 of 2119



Sheila Sprague

Yes

Industrial Workshop Manager

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1213 of 2119



SDDC- 182
Corresponds to Record Series

South Dakota Developmental
Division

Consider referring this record to Records Management for deletion as these files are maintained at 
DHS Budget & Finance Office

BUDGET FILES:
This series is arranged chronologically and contains yearly budget information used by the program. 
Information may include: budget requests, operating budgets, and related working papers. The 
information is used throughout the year in monitoring program activities and for preparing future 
budget requests.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

Sheila Sprague

Yes

Program Manager

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1214 of 2119



SDDC- 183
Corresponds to Record Series

South Dakota Developmental
Division

Recommend to Records Management to delete this record as the process uses the BOP Web Site 
for this information

JOB CLASSIFICATIONS
This series is arranged alphabetically by position name and contains a description of duties for 
each. Information may include: position number, position name, description duties, list of education 
requirements, list of work experience, and scope. This record series is useful in determining a 
position classification by comparing duties of vacant positions with those listed in the descriptions 
and to revise position descriptions as duties change. The PersonnelOffice maintains the originals.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

Sheila Sprague

Yes

Program Manager

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1215 of 2119



SDDC- 184
Corresponds to Record Series

South Dakota Developmental
Division

SUPERVISORY WORKING FILES
This series is arranged alphabetically by name and contains information kept by the employee’s 
supervisor used in supervision of employees in the agency. Information may include: copies of 
employees personnel file, copies of applications for employment, letters of reprimand and 
commendation, Personal Performance Appraisal Reports, meeting notes, training records, and 
other related information relating to the day-to-day supervision of employees. This record series is 
maintained for reference purposes and for review during empioyee evaluation process.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

55:01:16:04
Confidential personnel files
Administrative Rule of South Dakota

Sheila Sprague

Yes

Program Manager

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1216 of 2119



SDDC- 185
Corresponds to Record Series

South Dakota Developmental
Division

AGENCY CHECKLIST
This series is arranged chronologically and is a list of problems of programmatic issues to look for in 
cach program and workshop. Information may include: a list of possible problems, if the area was “
ok” (no problem), what problem issues were found, comments/action taken to correct, additional 
comments, name, title, date, time, and area. This record series is used weekly as an internal 
inspection of each living area and workshop.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-27-1
Open Records
South Dakota Codified Law

483.470
Physical Environment
Code of Federal Regulations

Sheila Sprague

Yes

Program Supervisor

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1217 of 2119



SDDC- 186
Corresponds to Record Series

South Dakota Developmental
Division

EVACUATION REPORT FORM
This series is arranged chronologically and is a report of the evacuation of a dormitory for 
drill/actual - fire, bomb threat, tornado.  Information may include: date; description of drill; number 
of individuals; number evacuated; number of stragglers; time needed for evacuation; an evaluation 
of the procedures, the success of each drill, and signatures of the person making report, area 
supervisor, program supervisor/manager.  This record series used for an internal check to evaluate 
the success and procedures of each evacuation.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

27B-8-48
Identity of Person to be Protected
South Dakota Codified Law

42 CFR 483.470
Evacuation Drills
Code of Federal Regulations

Sheila Sprague

Yes

Program Supervisor

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1218 of 2119



SDDC- 187
Corresponds to Record Series

South Dakota Developmental
Division

HEALTH/SAFETY/COMFORT
This paper and database series is arranged chronologically and is a list of problems in the area of 
physical plant issues to look for in each Program and workshop. Infomution may include: area of the 
building, room number, problem noted, action, severity (cosmetic or life/safety issue), action
(administrative or corrective), responsible person or department, and completion date. This record 
series is used quarterly as an internal inspection of each living area and workshop

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

42 CFR 483.723
Physical environment
Code of Federal Regulations

42 CFR 485.723
Maintenance of Building/Grounds/Equipment
Code of Federal Regulations

Sheila Sprague

Yes

Program Supervisor

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1219 of 2119



SDDC- 188
Corresponds to Record Series

South Dakota Developmental
Division

ACTWITY CENTER CHECK-IN
This series is arranged chronologically and lists modules with individuals present at Activity Center 
activities on a specific date, listed by module and shift. Information may include: date, list of the 
modules on campus, number of individuals present from each module, and during which shift they 
attended. This record series is kept for tracking the use of the Activity Center.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

27B-8-48
Identity of Person Protected
South Dakota Codified Law

Sheila Sprague

Yes

Activity Center Director

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1220 of 2119



SDDC- 189
Corresponds to Record Series

South Dakota Developmental
Division

ACTIVITY CENTER KEY CHECKOUT
This series is arranged chronologically and contains a list of staff who has checked out the Activity 
Center keys.
Information may include: date, time the keys are removed, time the key are returned, and name of 
the person who has the keys. This record series is kept for tracking of the keys.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

55:01:16:04
Personnel Records
Administrative Rule of South Dakota

Sheila Sprague

Yes

Activity Center Director

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1221 of 2119



SDDC- 19
Corresponds to Record Series

South Dakota Developmental
Division

MEDICAL REQUISITION FILES ( NOTICES)
This series is arranged alphabetically by name of individual and contains the standard forms used to 
verify approval received to provide medical services to individuals. Information may include: 
Medicare benefit summaries and copies of medical requisitions. This record series documents 
approval received to provide service to individuals, to verify invoices for services for which the 
South Dakota Developmental Center must pay, and documents the denial by MedicaidlMedicare to 
pay the amounts due. The original is maintained with the respective “Vouchers.”

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

27B-8-46
Records Confidential
South Dakota Codified Law

Sheila Sprague

Yes

Senior Accountant

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1222 of 2119



SDDC- 190
Corresponds to Record Series

South Dakota Developmental
Division

ASSORTED ITEMS CHECKOUT
This series is arranged chronologically and contains a list of items checked out at the Activity 
Center. Information may include: date, person receiving the item, module of residence, checkout 
date, name of item, return date, and date overdue notice was sent. This record series is kept for 
tracking various items available for checkout in the Library.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

27B-8-48
Identity of Person Protected
South Dakota Codified Law

Sheila Spague

Yes

Activity Center Director

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1223 of 2119



SDDC- 191
Corresponds to Record Series

South Dakota Developmental
Division

COMPACT DISK/CASSETTE CHECKOUT:
This series is arranged chronologically and contains a list of CDs/Cassettes checked out at the 
Activity Center. Information may include: date checked out, person receiving CD/Cassette, module 
of residence, title of CD/Cassette, date returned, and date overdue notice was sent. This record 
series is kept for tracking specific materials checked out from the Library.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

27B-8-48
Identity of Person Protected
South Dakota Codified Law

Sheila Sprague

Yes

Activity Center Director

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1224 of 2119



SDDC- 192
Corresponds to Record Series

South Dakota Developmental
Division

COMPACT DISK/CASSETTE PLAYER CHECKOUT:
This series is arranged chronologically and contains a list of CD/Cassette players checked out at the 
Activity Center. Information may include: date checked out, person receiving the player, module of 
residence, number of CD/Cassette players, and date returned. This record series is used to track 
these library items.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

27B-8-48
Identity of Person Protected
South Dakota Codified Law

Sheila Sprague

Yes

Activity Center Director

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1225 of 2119



SDDC- 193
Corresponds to Record Series

South Dakota Developmental
Division

CHAPEL CHECK-IN
This series is arranged chronologically and contains a list of the modules with individuals present at 
the Chapel activities on a specific date listed by module and shift. Information may include: date of 
event, list of modules on campus, number of individuals present from each module, and during 
which shift they attended. This record series is used for tracking attendance at the Chapel.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

27B-8-48
Identity of Person Protected
South Dakota Codified Law

Sheila Sprague

Yes

Activity Center Director

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1226 of 2119



SDDC- 194
Corresponds to Record Series

South Dakota Developmental
Division

CORRESPONDENCE, CHRISTMAS FUND
This series is arranged chronologically by year and contains all related correspondence issued and 
received concerning the “Gifts to SD Developmental Center” program. Information may include: 
copies of letters sent to individuals and organizations requesting donations, telephone notations, 
letters received with donations, and copies of letters of thanks issued. This record series is 
maintained for reference and planning purposes.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

27B-8-48
Identity of Person Protected
South Dakota Codified Law

Sheila Sprague

Yes

Activity Center Director

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1227 of 2119



SDDC- 195
Corresponds to Record Series

South Dakota Developmental
Division

INVENTORY BINDERS:
This ring-binder series is arranged alphabetically by item description and contains inventory 
information concerning all equipment maintained by the library program. Information may include: 
item description, accession number assigned, year acquired, amount of purchase, and account 
purchased from. This record series is used for reference concerning assessing dates and costs.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-27-1
Open records law
South Dakota Codified Law

Sheila Sprague

Yes

Activity Center Director

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1228 of 2119



SDDC- 196
Corresponds to Record Series

South Dakota Developmental
Division

 LIFEGUARD DUTIES:
This series is arranged chronologically by month and provides a checklist of duties to be done by 
the Lifeguard at SDDC. Information may include: duties and a checklist by day of the month. This 
record series is used to track the use of lifeguard time and to make sure duties are performed.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-27-1
Open Records Law
South Dakota Codified Law

Sheila Sprague

Yes

Activity Center Director

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1229 of 2119



SDDC- 197
Corresponds to Record Series

South Dakota Developmental
Division

NINTENDO CHECKOUT:
This series is arranged chronologically and is a list of Nintendo’s checked out at the Activity Center. 
Information may include: date checked out, person receiving the Nintendo, module of residence, 
number assigned to the Nintendo, and date returned. This record series is used to track these library 
materials.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

27B-8-48
Identity of Person Protected
South Dakota Codified Law

Sheila Sprague

Yes

Activity Center Director

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1230 of 2119



SDDC- 198
Corresponds to Record Series

South Dakota Developmental
Division

NINTENDO GAMES CHECKOUT:
This series is arranged chronologically and is a list of Nintendo games checked out at the Activity 
Center. Information may include: date checked out, person receiving the game, module of 
residence, Nintendo game number, and date returned. This record series is used to track these 
library materials.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

27B-8-48
Identity of Person Protected
South Dakota Codified Law

Sheila Sprague

Yes

Activity Center Director

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1231 of 2119



SDDC- 199
Corresponds to Record Series

South Dakota Developmental
Division

OPENING AND CLOSING OF ACTIVITY CENTER CHECKLIST
This series is arranged chronologically and provides a list of duties for the person responsible for 
each. Information may include: duties, initials of the person responsible, and a checklist by day of 
the month. This record series is maintained for safety and security purposes.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

55:01:16:04
Personnel Records
Administrative Rule of South Dakota

Sheila Sprague

Yes

Activity Center Director

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1232 of 2119



SDDC- 20
Corresponds to Record Series

South Dakota Developmental
Division

PACKING RECEIPTS:
This series is arranged alphabetically by name of individual and contains the standard receipts 
issued for all items sent to each individual. Information may include: date, individual’s name, item 
received, receipt number, and signature of person receiving the item. This record series is 
maintained to document that all packages sent to individuals have been delivered.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

27B-8-46
Records Confidential
South Dakota Codified Law

Sheila Sprague

Yes

Senior Accountant

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1233 of 2119



SDDC- 200
Corresponds to Record Series

South Dakota Developmental
Division

REDFIELD CINEMA MOVIE AND CONCESSION STAND TICKET CHECKOUT
This series is arranged chronologically and provides a list of modules who use movie tickets and 
concession stand tickets for their individuals. Information may include:
module, number of movie tickets issued, number of concession stand tickets issued, staff and title 
responsible, and date. This record series is used to track tickets.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

27B-8-48
Identity of Person Protected
South Dakota Codified Law

Sheila Sprague

Yes

Activity Center Director

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1234 of 2119



SDDC- 201
Corresponds to Record Series

South Dakota Developmental
Division

SWIMMING POOL KEY CHECKOUT
This series is arranged chronologically and provides a list of staff who has checked out the key to 
the swimming pooi in the Activity Center. Infonnation may include: date, time the key was received, 
time the key was returned, and the person responsible for the keys and the pool door being locked. 
This record series is used for safety and security purposes.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

55:01:16:04
Personnel Records
Administrative Rule of South Dakota

Sheila Sprague

Yes

Activity Center Director

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1235 of 2119



SDDC- 202
Corresponds to Record Series

South Dakota Developmental
Division

SWIMMING POOL USAGE FORM
This series is arranged chronologically and provides information concerning the use of the 
swimming pool at the Activity Center. Information may include: date, time in, time out, module, 
number of individuals in the water, number of individuals observing, names of staff in the water, 
names of staff observing from the deck, and the names of the lifeguards. This record series is used 
to track pool use.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

27B-8-48
Identity of Person Protected
South Dakota Codified Law

Sheila Sprague

Yes

Activity Center Director

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1236 of 2119



SDDC- 203
Corresponds to Record Series

South Dakota Developmental
Division

TELEVISION CHECKOUT
This series is arranged chronologically and provides a list of staff who has checked out a television 
for their module or for an individual’s personal use. Information may include: date checked out, 
person responsible, module represented, television number, and date returned. This record series is 
used to track the televisions.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

27B-8-48
Identity of Person Protected
South Dakota Codified Law

Sheila Sprague

Yes

Activity Center Directory

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1237 of 2119



SDDC- 204
Corresponds to Record Series

South Dakota Developmental
Division

THFRAPUTIC RECREATION SPECIALIST CLASSES
This series is arranged chronologically and contains information pertaining to therapeutic recreation 
specialist classes. Information may include: instructor’s name, individuals signed up for class, 
module of residence, name of class offered, days of class, starting date, maximum number of 
participants allowed, registration deadline, times of class, and ending date. This record series is 
used to track classes given.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

15-15A-9(1)
Client Social Security #
South Dakota Codified Law

15-15A-9(2)
Guardian/conservator protected finances & personal information
South Dakota Codified Law

27B-8-46
Records Confidential
South Dakota Codified Law

27B-8-48
Identity of Person Protected
South Dakota Codified Law

45 CFR 164.508
Protected Health Information
Code of Federal Regulations

45 CFR 483-410(2)(2)
Health Privacy Act
Code of Federal Regulations

Friday, June 29, 2007 Page 1238 of 2119



Sheila Sprague

Yes

Activity Center Director

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1239 of 2119



SDDC- 205
Corresponds to Record Series

South Dakota Developmental
Division

VIDEO CHECKOUT
This series is arranged chronologically and provides a list of videotapes checked out at the Activity 
Center. Information may include: date of checkout, person responsible, module of residence, video 
number, return date, and date an overdue reminder was sent. This record series is used to track 
videos.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

15-15A-9(1)
Social Security #
South Dakota Codified Law

15-15A-9(2)
Guardian/conservator protected personal information
South Dakota Codified Law

27B-8-46
Records Confidential
South Dakota Codified Law

27B-8-48
Identity of Person Protected
South Dakota Codified Law

45 CFR 164.508
Protected Health Information
Code of Federal Regulations

45 CFR 483.410(2)(2)
Health Privacy Act
Code of Federal Regulations

Friday, June 29, 2007 Page 1240 of 2119



Sheila Sprague

Yes

Activity Center Director

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1241 of 2119



SDDC- 206
Corresponds to Record Series

South Dakota Developmental
Division

INDIVIDUAL INCIDENT REPORT:
This series is arranged chronologically by month, then by module, and then alphabetically and gives 
details of a particular incident. Information may thclude: individual’s name, module or work area, 
time/date of occurrence, type of incident, apparent cause, place, description of what happened, 
prevention measures, follow-up form, medical information, follow-up review, and signatures of 
supervisor and persons involved. This record series is used to track problems that may occur.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

15-15A-9(1)
Client Social Security #
South Dakota Codified Law

15-15A-9(2)
Guardian/conservator Protected personal information
South Dakota Codified Law

27B-8-46
Records Confidential
South Dakota Codified Law

27B-8-48
Identity of Person Protected
South Dakota Codified Law

45 CFR 164.508
Protected Health Information
Code of Federal Regulations

45 CFR 483.410(2)(2)
Health Privacy Act
Code of Federal Regulations

Friday, June 29, 2007 Page 1242 of 2119



Sheila Sprague

Yes

Risk Management Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1243 of 2119



SDDC- 21
Corresponds to Record Series

Sheila Sprague
Division

PACKING SLIPS:
This series is arranged alphabetically by vendor name and contains the original form sent with 
merchandise. Information may include: vendor name and address, shipping address, number of 
items sent, description, and signatures of person filling orders. This record series is used to 
reconcile orders received with the packing slips. The invoices are paid if packing slips reconcile, or 
steps are taken to insure the receipt of items which were not sent.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

27B-8-46
Records Confidential
South Dakota Codified Law

Sheila Sprague

Yes

Senior Accountant

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1244 of 2119



SDDC- 22
Corresponds to Record Series

South Dakota Developmental
Division

PAYROLL DISTRIBUTION LISTINGS, INDIVIDUALS
This alphabetical series is generated quarterly to list amounts of money individuals have been paid 
to attend workshops. Information includes: individual name, social security number, and amount 
each was paid for attendance in these workshops or training sessions. This information is then 
provided to the Department of Social Services and the Social Security Administration to report 
income for each individual.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

27B-8-46
Records Confidential
South Dakota Codified Law

27B-8-48
Identity of Person Protected
South Dakota Codified Law

42 CFR 483-420(a)
Protection of Clients Rights to get paid for work done
Code of Federal Regulations

42CFR 483-410(2)(2)
Healthy Privacy Act
Code of Federal Regulations

Sheila Sprague

Yes

Senior Accountant

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1245 of 2119



SDDC- 23
Corresponds to Record Series

South Dakota Developmental
Division

PROPERTY MANAGEMENT FILES
This series is arranged chronologically and documents the property maintained by the South Dakota 
Developmental Center. Information may include: copies of the Central Annual Inventory printout, 
file maintenance forms which will reflect changes in the inventory, inventory procedures manual, 
and surplus property received and transferred forms. The information is maintained for property 
management and accountability purposes.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-27-1
Open records
South Dakota Codified Law

42 CFR 485.723
Maintenance of Buildings/grounds/equipment
Code of Federal Regulations

Sheila Sprague

Yes

Senior Accountant

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1246 of 2119



SDDC- 24
Corresponds to Record Series

South Dakota Developmental
Division

PURCHASE ORDER:
This series is arranged numerically and contains copies of all local purchase orders issued by the 
agency. Information is maintained by Budget and Finance Office and may include: purchase order 
number, date, vendor code, contract number, agency budgetary accounting codes, number of items 
ordered, stock numbers, descriptions, program cost, and total cost. This record series is used for 
reference concerning all supplies and materials ordered, to determine delivery dates, for reordering 
and for billthg purposes.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

42 CFR 431.17
Retention and Access Requirements For Records
Code of Federal Regulations

45 CFR 74.53
Retention & Access Requirements For Records
Code of Federal Regulations

45 CFR 92.42
Retention and Access Rquirements for Records
Code of Federal Regulations

Sheila Sprague

Yes

Senior Accountant

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1247 of 2119



SDDC- 25
Corresponds to Record Series

South Dakota Developmental
Division

If a person receiving services from SDDC is named in these receipt books, his/her identity must be 
protected otherwise these are open records

RECEIPT BOOKS:
This series contains receipts issued to document the receipt of money paid. Receipts are numbered 
and include: the date the money was received, ifinds and accounts to be credited, the amount to be 
credited to each, and the signature of the person who received the money. Copies of cash receipts 
are maintained in these books for audit purposes.

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

27B-8-48
Identity of person to be protected
South Dakota Codified Law

42 CFR 431.17
Retention and access requirements for records
Code of Federal Regulations

42 CFR 483.320(b)
client finances
Code of Federal Regulations

45 CFR 74.53
Retention and access requirements for records
Code of Federal Regulations

45 CFR 92.42
Retention and access rquirements for records
Code of Federal Regulations

Friday, June 29, 2007 Page 1248 of 2119



Sheila Sprague

Yes

Senior Accountant

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1249 of 2119



SDDC- 27
Corresponds to Record Series

South Dakota Developmental
Division

REQUISITION FOR THE NEEDS OF INDIVIDUALS
This series is arranged numerically by requisition number and contains signed authorizations to 
remove hinds from an individual’s personal account. Information may include:
individual’s name, Program, description of goods to be purchased for the individual, quantity, price, 
and authorized signature. This information is submitted by each module to the Budget and Finance 
Office to request items which individuals desire to purchase. The Budget and Finance Office then 
verifies hinds are available in each individual’s account, orders the goods, then debits the account 
for the amount of the purchase.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

27B-8-46
Records Confidential
South Dakota Codified Law

Sheila Sprague

Yes

Senior Accountant

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1250 of 2119



SDDC- 28
Corresponds to Record Series

South Dakota Developmental
Division

SCHOOL NUTRITION PROGRAM FILES:
This series is generated monthly and contains information concerning the school nutrition program. 
Information may include: school, address, telephone number, enrollment, total lunch 
reimbursement, total breakfast reimbursement, total reimbursement authorized, date, operating 
statement, balance sheet, worksheets, plate count, salaries, and supplies. The information is sent to 
the Department of Education and Cultural Affairs, Child and Adult Nutrition Program to request 
payment for school lunch subsidies. This record series is used for reference, audit, and program 
monitoring purposes.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

42 CFR 431.17
Retention & access reqiurements for records
Code of Federal Regulations

45 CFR 74.53
Retention & access requirements for records
Code of Federal Regulations

45 CFR 92.42
Retention and access requirements for records
Code of Federal Regulations

Sheila Sprague

Yes

Senior Accountant

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1251 of 2119



SDDC- 29
Corresponds to Record Series

South Dakota Developmental
Division

SOCIAL SECURITY FILES, INDIVIDUALS
This series is arranged alphabetically by individual’s name and contains related information 
concerning the receipt and use of Social Security funds. Information may include:
applications, correspondence, direct deposit forms, overpayment notice, supplemental security 
income determinations, and other related information. This record series is maintained to administer 
the individuals’ Social Security finds, to document all related correspondence about the finds, an to 
document the Center’s authority to deposit finds in the local bankihg account.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

27B-8-46
Records Confidential
South Dakota Codified Law

27B-8-48
Identity of person protected
South Dakota Codified Law

42 CFR 483.410(2)(2)
Health Privacy Act
Code of Federal Regulations

Sheila Sprague

Yes

Senior Accountant

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1252 of 2119



SDDC- 31
Corresponds to Record Series

South Dakota Developmental
Division

TRUST ACCOUNT CASH REQUISITION
This series is arranged numerically by requisition number and contains signed authorizations to 
remove funds from an individual’s Trust Account. Information may include:
individual’s name, date, account balance before withdrawal, amount requested, what the money will 
be used for, which area the funds are to come from (regular trust or workshop), signature of 
individual requesting funds and authorized signatures. This information is submitted by the 
individual to the Budget and Finance Office to request petty cash. The Budget and Finance Office 
then verifies funds are available in the individual’s account, and debits the account for the amount 
requested.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

27B-8-46
Records Confidential
South Dakota Codified Law

42 CFR 483.420(b)
client finances
Code of Federal Regulations

Sheila Sprague

Yes

Senior Accountant

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1253 of 2119



SDDC- 32
Corresponds to Record Series

South Dakota Developmental
Division

Consider deleting this entry by Records Management.  This information is not maintained at SDDC 
but at BFM.

VENDOR FILES LISTINGS:
This computer printout report is arranged alphabetically by vendor name and lists the vendor 
number assigned to be used with the Management Scientific America (MSA) accounting system. 
Information may include: vendor name, address, zip code, and vendor number assigned. This 
record series is used for coding purposes to determine proper vendor numbers.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

Sheila Sprague

Yes

Senior Accountant

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1254 of 2119



SDDC- 33
Corresponds to Record Series

South Dakota Developmental
Division

Consider deleting this entry as this information is no longer maintained at SDDC as it is maintained 
at Budget & Finance, Department of Human Services.

VOUCHERS:
This series is arranged numerically by voucher number and contains originals of travel, non-cash, 
direct, receiving, and journal vouchers. Information is maintained by the Budget and Finance Office 
and may include: purpose of expenditure, amount, account credited, date, to whom or to what 
account they were transferred, and the authorized signatures. The vouchers are used for reference 
to determine quantities and descriptions of supplies and services ordered, for vendor information, 
and for audit purposes. Audit copies of vouchers may also include attachments such as purchase 
orders, requisitions, invoices, and packing slips.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

Sheila Sprague

Yes

Senior Accountant

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1255 of 2119



SDDC- 34
Corresponds to Record Series

South Dakota Developmental
Division

Consider deleting this records as there is no SDDC school.  The school is a part of the Redfield 
Public School and they maintain all these records.

ACCREDITATION REPORTS
This series is arranged chronologically and contains information concerning the accreditation of the 
facility’s school. Information may include: copies of accreditation reports, on-site review 
verifications, correspondence, and corrections. This record series is used to document the facility’s 
yearly accreditation, to document the need for corrective measures when necessary, and to prepare 
for the next accreditation review. The original is maintained by the Department of Education and 
Cultural Affairs.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

Sheila Sprague

Yes

Director

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1256 of 2119



SDDC- 35
Corresponds to Record Series

South Dakota Developmental
Division

Consider deleting this entry by Records Management as these files are maintained byu B&F, DHS.

BUDGET FILES
This series is arranged chronologically and contains yearly budget summaries for the South Dakota 
Developmental Center. Information may include: budget requests, budget drafts, operating budgets, 
and related working papers. This record series is used throughout the year in monitoring the 
program activities and for preparing future budget requests.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

Sheila Sprague

Yes

Director

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1257 of 2119



SDDC- 37
Corresponds to Record Series

South Dakota Developmental
Division

COMMITTEE FILES
This computer series is arranged alphabetically by committee name and contains all related 
information on each. Committees may include: infection control, risk management, speech, 
language, medical, disaster, and others. This record series is maintained for quick reference to 
determine topics discussed and actions taken by each committee.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

27B-8-46
Records Confidential
South Dakota Codified Law

27B-8-48
Identity Of Person To Be Protected
South Dakota Codified Law

Sheila Sprague

Yes

Director

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1258 of 2119



SDDC- 38
Corresponds to Record Series

South Dakota Developmental
Division

CORRESPONDENCE, DIRECTOR
This series is arranged by subject matter, then chronologically within and contains both copies of 
letters and memorandums sent by the director and letters and memorandums received by the 
same. This record series is used to document all correspondence that is sent and received by the 
director.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

27B-8-46
Records Confidential
South Dakota Codified Law

27B-8-48
Identity of Person to be Protected
South Dakota Codified Law

55:01:16:04
Personnel Records
Administrative Rule of South Dakota

Sheila Sprague

Yes

Director

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1259 of 2119



SDDC- 39
Corresponds to Record Series

South Dakota Developmental
Division

HUMAN RIGHTS COMMITTEE REPORTS
This series is arranged alphabetically by name of individual and contains the Human Rights 
Committee review of (Behavior Intervention Strategies) treatment and procedures for each 
individual. Information may include: individual’s name, proposed procedures, Program area, points 
received, target objectives, and treatment provided. The committee uses this record series to 
determine if proper treatment and procedures are being administered for each individual and to 
ensure each individual’s civil rights are not being violated. The information is also summarized in 
the respective “Master Record.”

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

27B-8-46
Records Confidential
South Dakota Codified Law

Sheila Sprague

Yes

Director

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1260 of 2119



SDDC- 41
Corresponds to Record Series

South Dakota Developmental
Division

INDIVIDUAL LEGEND:
This computerized demographic series is arranged chronologically and contains a listing of each 
individual who has been admitted to the South Dakota Developmental Center (SDDC). Information 
may include: county of admission, date and place of birth, family information, religious preference, 
baptism and confirmation information, dates of stay, and discharge/decease information. This 
record series is used as an electronic history of individuals at SDDC, statistical information, and for 
reference and documentation purposes.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

27B-8-46
Records Closed
South Dakota Codified Law

45 CFR 483-410
Health Privacy Act
Code of Federal Regulations

Sheila Sprague Director

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1261 of 2119



SDDC- 42
Corresponds to Record Series

South Dakota Developmental
Division

INDIVIDUAL REGISTER
This leather-bound book series is arranged numerically by identification number and contains lists of 
assigned individual identification numbers. Information may include: identification number, 
individual name, date admitted, date dischargedlexpired, names of individual’s parents, and county 
of residence. This record series provides a quick reference of individual background history and is 
used to determine the next available number for assignment purposes.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

27B-8-46
Records Confidential
South Dakota Codified Law

29A-5-207
Guardianship/conservatorship protect client family information
South Dakota Codified Law

45CFR 483-410 (2) (2)
Health Privacy Act
Code of Federal Regulations

Sheila Sprague

Yes

Director

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1262 of 2119



SDDC- 43
Corresponds to Record Series

South Dakota Developmental
Division

INTERSTATE COMPACT FILES:
This series is arranged chronologically and contains copies of the interstate compact agreements 
between SDDC and mental health facilities in other states. Information may include: 
correspondence, terms of compact, and information used to thaw up each. This record series is 
maintained by the director for reference and approval prior to initiation, to determine terms and 
conditions of the agreements, and to draw up new agreements.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

27B-8-48
Identity of Person to be protected
South Dakota Codified Law

Sheila Sprague

Yes

Director

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1263 of 2119



SDDC- 45
Corresponds to Record Series

South Dakota Developmental
Division

MASTER RECORD:
This series is arranged alphabetically by name of individual and contains all treatments each 
individual has received. Information may include: individual’s name, social, legal, consents, 
financial, assessments, support pians, medical, admissionldischarge information, correspondence, 
commitment orders, psychological, and other related information. This record series is maintained 
to document day to day care, treatment that all individuals receive at the facility, to monitor 
progress, to develop or revise care plans, and for planning and review purposes.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

15-15A-9(1)
Client Social Security #
South Dakota Codified Law

15-15A-9(2)
Guardian/conservator protected finances & personal information
South Dakota Codified Law

27B-8-46
Records Confidential
South Dakota Codified Law

27B-8-48
Identity of Protected Person
South Dakota Codified Law

45 CFR 483-410(2)(2)
Health Privacy Act
Code of Federal Regulations

45CFR 164.508
Protected Health Information
Code of Federal Regulations

Friday, June 29, 2007 Page 1264 of 2119



Sheila Sprague

Yes

Director

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1265 of 2119



SDDC- 47
Corresponds to Record Series

South Dakota Developmental
Division

PLANNING FILES
This series is arranged chronologically and contains plans developcd by Developmental Disabilities 
Committee of the South Dakota Developmental Center and the Department of Human Services. 
Information may include: Strategic Plans, Developmental Disabilities Council Plan, State Plans, 
Developmental Disabilities Council Strategic Plan, State Strategic Plan, and the Department of 
Human Services Strategic Plan. This record series is used to monitor and implement the existing 
plan, and to formulate and improve future plans.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-27-1
Open Records
South Dakota Codified Law

Sheila Sprague

Yes

Director

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1266 of 2119



SDDC- 48
Corresponds to Record Series

South Dakota Developmental
Division

POLICIES AND PROCEDURES
This series is arranged alpha/numerical by procedural name and contains the current procedures for 
each. Information may include: South Dakota Developmental Center policies on Abuse/Neglect, 
individual’s rights, disaster plan, and others. This record series is used to determine the proper 
course of actions to take in ccrtain situations.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

42CFR 483-410 (d)
Staff Treatment of Clients.  The facility must develop and implement policies and 
procedures that prohibit mistreatment, neglect or abuse of client etc.

Code of Federal Regulations

42CFR 483-410(2)
Client Records. The facility must develop and implement policies and procedures that 
govern release of client information etc.

Code of Federal Regulations

Sheila Sprague

Yes

Director

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1267 of 2119



SDDC- 49
Corresponds to Record Series

South Dakota Developmental
Division

TITLE XIX FILES AND DEFICIENCY REPORTS
This series is arranged chronologically and contains related information concerning certification by 
the Title XIX Program. Information may include: date, facility name, areas reviewed, noted 
deficiencies, corrective measures recommended, certification, disclosure forms, application, 
correspondence, reviews, deficit reports, definition of services, safety codes, plans of action, and 
corrections. This record series is used to document the procedures followed to gain and maintain 
Medicare/Medicaid certification.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-27-1
Open Records
South Dakota Codified Law

Sheila Sprague

Yes

Director

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1268 of 2119



SDDC- 50
Corresponds to Record Series

South Dakota Developmental
Division

UNIFORM MONTHLY POPULATION STATISTICS
This series is arranged chronologically and contains the monthly reports sent electronically to the 
Department of Human Services to report population statistics. Information may include: number of 
individuals admitted, number of individuals discharged, number of temporary individuals, number of 
disabilities, and type of disabilities. The record series is sent for reporting purposes and is used for 
statistical comparison.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

27B-1-15
Administrative Functions of the Department
(6) Maintain a data collection system on the prevalence of developmental disabilities, 
including autism, based on the needs of persons with developmental disabilities in the 
current delivery system.

South Dakota Codified Law

Sheila Sprague

Yes

Director

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1269 of 2119



SDDC- 51
Corresponds to Record Series

South Dakota Developmental
Division

UNIFORM YEARLY POPULATION STATISTICS REPORT (
This yearly generated series is arranged chronologically and summarizes the yearly population 
statistics for the South Dakota Developmental Center, which is sent electronically to the Department 
of Human Services. Information may include: reporting dates, individual classifications, numbers 
admitted, numbers discharged, average daily populations, sex ratio, mean average statistics, age 
range, and physical disabilities. This record series is maintained for reporting purposes and yearly 
analysis.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-27-1
Open Records
South Dakota Codified Law

27B-1-15
Administrative Functions of the Department
(6) Maintain a data collection system on the prevalence of developmental disabilities, 
including autism, based on the needs of persons with developmental disabilities in the 
current delivery system.

South Dakota Codified Law

Sheila Sprague

Yes

Director

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1270 of 2119



SDDC- 52
Corresponds to Record Series

South Dakota Developmental
Division

CORRESPONDENCE, ELECTRONIC MAIL
This e-mail series is arranged chronologically. Information may contain letters and memorandums 
sent and received which deal with current issues. This record series is maintained for reference 
purposes. Substantive e-mail messages are printed and maintained as “General Correspondence” 
for two years.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

15-15A9-(1)
Client Social Security number
South Dakota Codified Law

15-15A-9(2)
Conservator/guardian protected persons information
South Dakota Codified Law

27B-8-46
Record Confidential
South Dakota Codified Law

42CFR 483-410(2)(2)
Client Records.  The facility must keep confidential all information contained in the client's 
records, regardless of the form or storage method of the records.

Code of Federal Regulations

45CFR-483-410
Health Privacy Act
Code of Federal Regulations

Sheila Sprague

Yes

Records Management Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1271 of 2119



SDDC- 53
Corresponds to Record Series

South Dakota Developmental
Division

CORRESPONDENCE, FEDERAL
This series is arranged chronologically and contains both letters and memorandums sent to and 
received from any federal agency. This record series is maintained for reference and for possible 
use when litigation, claims, or audits are pending.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

15-15A-9-(1)
Client Social Security number
South Dakota Codified Law

15-15A-9-(2)
Conservator/guardian protected person's information
South Dakota Codified Law

27B-8-46
Records Confidential
South Dakota Codified Law

42 CFR 483-410 (2) (2)
The facility must keep confidentail all information contained in the clients' records, 
regardless of the form or storage method of the records.

Code of Federal Regulations

45CFR 483-410
Health Privacy Act
Code of Federal Regulations

Sheila Sprague

Yes

Records Management Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1272 of 2119



SDDC- 54
Corresponds to Record Series

South Dakota Developmental
Division

CORRESPONDENCE, GENERAL
This series is arranged chronologically arid contains copies of letters and memorandums sent and 
originals of letters and memorandums received. This record series is maintained for reference and 
documentation.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

15-15A-9(1)
Client Social Security number
South Dakota Codified Law

15-15A-9(2)
Guardian/conservator protected information
South Dakota Codified Law

27B-8-46
Records Confidential
South Dakota Codified Law

29A-5-207
Guardian/conservator prtected client information
South Dakota Codified Law

45 CFR 483-410
Health Privacy Act
Code of Federal Regulations

Sheila Sprague

Yes

Records Management Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1273 of 2119



SDDC- 56
Corresponds to Record Series

South Dakota Developmental
Division

Friday, June 29, 2007 Page 1274 of 2119



MASTER RECORD:
This series is arranged alphabetically by name of individual and contains all treatments each 
individual has received. Information may include: individual’s name, social, legal, consents, 
financial, assessments, support plans, medical, admission/discharge information, correspondence, 
commitment orders, psychological, and other related information. This record series is maintained 
to document day to day care and treatment that all individuals receive at the facility, to monitor 
progress, to develop or revise care plans, and for planning and review purposes.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

15-15A-9(1)
Client Social Security number
South Dakota Codified Law

15-15A-9(2)
Conservator protected finances & personal guardian information
South Dakota Codified Law

27B-8-46
Records Confidential
South Dakota Codified Law

27B-8-48
Identity of Protected Person
South Dakota Codified Law

29A-5-207
Guardian/conservator protect client family information
South Dakota Codified Law

42 CFR 483.410(2)(2)
The facility must keep coonfidentail all information contained in the clients' records, 
regardless of the form or storage method of the records.

Code of Federal Regulations

45 CFR 483-410
Health Privacy Act
Code of Federal Regulations

Friday, June 29, 2007 Page 1275 of 2119



Sheila Sprague

Yes

Records Management Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1276 of 2119



SDDC- 57
Corresponds to Record Series

South Dakota Developmental
Division

MINUTES, COMMITTEE
This computer series is arranged alphabetically by committee name, then chronologically within and 
contains minutes of committee meetings on campus. Information may include: date, committee 
name, members present, topics discussed, and action taken. This record series is used for 
reference concerning commiittee action.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

27B-8-48
Identity of Protected Person
South Dakota Codified Law

42 CFR 483-410 (2)(2)
The facility must keep confidential all information in the clients' records, regardless of the 
form or storage method of the records.

Code of Federal Regulations

Sheila Sprague

Yes

Records Management Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1277 of 2119



SDDC- 58
Corresponds to Record Series

South Dakota Developmental
Division

PERFORMANCE PLANNING AND REVIEW
This series is arranged alphabetically by name of employee and contains copies of the standard 
performance appraisal used. It is a statement of standards and responsibilities for each. Information 
may include: principal accountabilities, standards of each accountability, performance rating, 
performance indexes, coniments, and ratings received. Achievement Evaluations are required by 
administrative rule and are used for employees and as documentation supporting the dismissal of 
Career Service Employees for unsatisfactory job performance. This record series is maintained in 
the Supervisory Working File for employee administration. The Personnel Office maintains the 
originals.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

55:01:16:04
Performance appraisals….are confidential
Administrative Rule of South Dakota

Sheila Sprague

Yes

Records Management Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1278 of 2119



SDDC- 59
Corresponds to Record Series

South Dakota Developmental
Division

POLICIES AND PROCEDURES
This series is arranged alpha/numerical by procedural name and contains copies of the current 
policies and procedures. Information may include: South Dakota Developmental Center policies on 
abuse/neglect, individual’s rights, disaster plan, and others. This record series is used to determine 
the proper course of actions to take in certain situations. The signed originals of current South 
Dakota Developmental Center polices and procedures, as well as the obsolete policies and 
procedures are maintained in the Administrative Office.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-27-1
Open Records
South Dakota Codified Law

42CFR 483-410 (d)
Staff Treatment of Clients.  The facility must develop and implement policies and 
procedures that prohibit mistreatment, neglect or abuse of client etc.

Code of Federal Regulations

42CFR 483-410(2)
Client Records. The facility must develop and implement policies and procedures that 
govern release of client information etc.

Code of Federal Regulations

Sheila Sprague

Yes

Records Management Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1279 of 2119



SDDC- 60
Corresponds to Record Series

South Dakota Developmental
Division

SCHEDULES
This series is arranged chronologically and contains copies of schedules for various module events. 
Information may include: module, group, activity, meal, staff meeting, and other information. This 
record series is used by the Program Director to remain infoimed of all scheduled activities.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

27B-8-46
Records Confidential
South Dakota Codified Law

27B-8-48
Identity of Protected Person Protected
South Dakota Codified Law

Sheila Sprague

Yes

Records Management Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1280 of 2119



SDDC- 61
Corresponds to Record Series

South Dakota Developmental
Division

WORK ORDERS
This series is arranged chronologically and contains the standard work orders used to request 
repairs. Information may include: department, date, work location, description of work, requested 
by, approved by, completed by, and parts used. The Purchasing Program must approve all repair 
requests prior to their initiation. The originals document the approval given to each. This record 
series is maintained to insure the timely completion of all requested repairs.

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

27B-8-48
If a person's name is mentioned in the work order the Identity of the Protected Person must 
be protected.

South Dakota Codified Law

Sheila Sprague

Yes

Records Management Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1281 of 2119



SDDC- 62
Corresponds to Record Series

South Dakota Developmental
Division

 WORK SCHEDULES
This series is arranged alphabetically by name and contains work schedules for each employee. 
Information may include: work period, name, days on, days off, hours on, hours off, and place of 
assignment. This record series is maintained to inform employees of dates and times each is 
scheduled to work, to verify proper dates and times each is scheduled to work, to verif proper 
staffing levels, and to verif time and attendance.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

55:01:16:04
Lists of employees & office locations released only for legitimate state government 
purposes.

Administrative Rule of South Dakota

42CFR 483.430
The facility must provide sufficient direct care staff to manage and supervise clients in 
accordance with their individual program plans. F

Code of Federal Regulations

U.S. Case Law

Sheila Sprague

Yes

Records Management Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1282 of 2119



SDDC- 63
Corresponds to Record Series

South Dakota Developmental
Division

CALIBRATION OF AUDIOLOGICAL EQUIPMENT
This series is arranged chronologically and contains calibration of audiological equipment. 
Information may include: name of the company doing testing, the name of the manufacturer of the 
equipment, model serial number, conditions of door seals, condition of Jack Panel, condition of 
ventilation system, maximum allowable levels, center band octave reading, test results in decibels, 
testing instrument used, last calibration date, date of testing, and signature of inspector. This record 
series is used to assure the testing equipment is working.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-27-1
Open Records
South Dakota Codified Law

42 CFR 485.723
Maintenance of equipment/buildings/grounds
Code of Federal Regulations

Sheila Sprague Speech Language Pathologist

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1283 of 2119



SDDC- 64
Corresponds to Record Series

South Dakota Developmental
Division

INDIVIDUAL DATA SHEETS:
This series is arranged alphabetically by name of individual and contains personal information 
concerning each individual that the Speech/Language Pathologists relate to in the Speech Therapy 
Program. Information may include:
individual’s name, activity level awareness, response, and corrective perimeters. This record series 
is used to determine the commiunication skills each individual possesses and for reference 
concerning programs to be developed for each.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

27B-8-46
Records Confidential
South Dakota Codified Law

45 CFR 483-410(2)(2)
Health Privacy Act
Code of Federal Regulations

Sheila Sprague

Yes

Speech Language Pathologist

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1284 of 2119



SDDC- 66
Corresponds to Record Series

South Dakota Developmental
Division

Recommend this entry be deleted by Records Management as this is no longer  being done.

TRAINING FILES
This series is arranged alphabetically by title name and contains the materials used in conducting in-
service trainthg sessions. Information may include: brochures, handouts, overheads, course 
outlines, and other information related to the class. This record series is used for teaching classes 
and for updating purposes.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

Sheila Sprague

Yes

Speech Language Pathologist

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1285 of 2119



SDDC- 67
Corresponds to Record Series

South Dakota Developmental
Division

TREATMENT SCHEDULES:
This series is arranged chronologically by appointment date and contains the names of individuals 
who are scheduled for Speech Therapy. Information may include:
individual’s name, date, time, and comments. This record series is maintained for scheduling 
purposes.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

27B-8-46
Records Confidential
South Dakota Codified Law

45 CFR 483.410(2)(2)
Health Privacy Act
Code of Federal Regulations

Sheila Sprague

Yes

Speech Language Pathologist

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1286 of 2119



SDDC- 68
Corresponds to Record Series

South Daktoa Developmental
Division

APPOINTMENT BOOKS
This appointment-book series is arranged chronologically by date and time and provides a listing of 
individuals who have dental appointments. Information may include: date, individual’s name, time of 
appointment, and procedure administered. This record series is used for summaries concerning the 
dates individuals are seen, and for scheduling and reporting purposes.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

27B-8-46
Records Confidential
South Dakota Codified Law

45 CFR 483.410(2)(2)
Health Privacy Act
Code of Federal Regulations

Sheila Sprague

Yes

Dentist

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1287 of 2119



SDDC- 69
Corresponds to Record Series

South Dakota Developmental
Division

CONSENT FORMS, EMPLOYEE IMMUNIZATIONS
This series is arranged alphabetically by name of employee and documents consent given by 
employee for immunizations. Information may include: employee’s name, immunization to be 
administered, date, drug, lot number, manufacturer, date given, and signature of employee giving 
informed consent. This record series is also maintained for legal purposes to document that 
permission was given by the employees for the agency to administer vaccinations.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

55:01:126:04
Personnel Records
Administrative Rule of South Dakota

Sheila Sprague

Yes

Health Care Services Coordin

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1288 of 2119



SDDC- 70
Corresponds to Record Series

South Dakota Developmental
Division

CONTROL GRAPHS:
This ring-binder series is arranged chronologically and contains daily control graphs used to 
calibrate laboratory equipment. Information may include: date, equipment name, type of test, test 
results, if in acceptable range, and control lot number. This record series is mathtained to document 
the proper calibration and operation of all lab equipment used to make tests and to certify accuracy 
of the test results.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-27-1
Open Records
South Dakota Codified Law

42 CFR 485.723
Maintenance of Equipment/buildings/grounds
Code of Federal Regulations

Sheila Sprague

Yes

Health Care Services Coordin

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1289 of 2119



SDDC- 71
Corresponds to Record Series

South Dakota Developmental
Division

DRAWING STATION LOG:
This ring-binder series is arranged chronologically and is used to record the results of all tests 
conducted at the Drawing Station. Information may include: date, test name, test number, patient 
name, and test results. This record series is used to document the rcsults of all tests conducted, to 
verify that the number of tests conducted reconciles with test number logs, and for Medicare 
purposes.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

27B-8-46
Records Confidential
South Dakota Codified Law

27B-8-48
Identity of Person protected
South Dakota Codified Law

42CFR 483.410(2)(2)
Health Privacy Act
Code of Federal Regulations

45 CFR 164.508
Protected Health Information
Code of Federal Regulations

Sheila Sprague

Yes

Health Care Services Coordin

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1290 of 2119



SDDC- 72
Corresponds to Record Series

South Dakota Developmental
Division

EMPLOYEE IMMUNIZATION RECORD
This computer database series is arranged alphabetically by name of employee to document 
immunizations given to
employees and contains employee immunization records. Information may include: employee 
name, immunization administered, date, drug, lot number, manufacturer, and date given. This 
record series is maintained to ensure immunizations are kept up to date in order to prevent 
unnecessary illness, and incase of an adverse reaction to immunizations.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

45CFR 164.508
Protected Health Information
Code of Federal Regulations

Sheila Sprague

Yes

Health Care Services Coordin

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1291 of 2119



SDDC- 73
Corresponds to Record Series

South Dakota Developmental
Division

MEDICAL IDENTIFICATION CARDS:
This card series is arranged alphabetically by name of individual and contains current Medicaid 
identification cards for each. Information may include: individual’s name, Medicaid identification 
number, date of birth, and sex. This record series is maintained to determine proper identification 
number when submitting Medicaid claims.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

27B-8-46
Records Confidential
South Dakota Codified Law

27B-8-48
Identity of Person to be Protected
South Dakota Codified Law

42CFR 483.410(2)(2)
Keep confidential all information on clients records
Code of Federal Regulations

Sheila Sprague

Yes

Health Care Services Coordin

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1292 of 2119



SDDC- 74
Corresponds to Record Series

South Dakota Developmental
Division

WORK SCHEDULES
This series is arranged alphabetically by name and contains work schedules for each employee. 
Information may include: work period, name, days on, days off, hours on, hours off, and place of 
assignment. This record series is maintained to inform employees of dates and times each is 
scheduled to work, to verify proper staffing levels, and to verify time and attendance records.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

55:01:16:04
Lists of employees….office locations may only be released for legitimate State government 
purposes

Administrative Rule of South Dakota

Sheila Sprague

Yes

Health Care Services Coordin

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1293 of 2119



SDDC- 75
Corresponds to Record Series

South Dakota Developmental
Division

CONSULTANT PHARMACY REPORT:
This computer printout series is generated quarterly by Program Area and contains the consultant 
pharmacy report. Information may include: individuals’ names, module, dates, and significant and 
insignificant irregularities and drug administration errors. This record series is maintained for review 
purposes, to monitor drug usage, and for Medicare reviews.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

15-15A-9(1)
Client Social Security #
South Dakota Codified Law

15-15A-9(2)
Guardian/conservator protected finances & personal information
South Dakota Codified Law

27B-8-46
Records Confidential
South Dakota Codified Law

27B-8-48
Identity of Person Protected
South Dakota Codified Law

45 CFR 164.508
Protected Health Information
Code of Federal Regulations

45 CFR 483-410 (2)
Health Privacy Act
Code of Federal Regulations

Friday, June 29, 2007 Page 1294 of 2119



Sheila Sprague

Yes

Pharmacist

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1295 of 2119



SDDC- 76
Corresponds to Record Series

South Dakota Developmental
Division

DAILY AUDIT LOG:
This computer generated series is arranged chronologically and contains the daily audit log. 
Information may include:
prescription number, patient name, doctor prescribing, transaction number, drug name, drug 
strength, amount dispensed, original amount, pharmacist, original date, refill date, price, and initials 
and signature of pharmacist. This log indicates the daily work of the pharmacist, by listing the 
prescriptions filled daily to the individuals in the agency.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

15-15A-9(1)
Client Social Security #
South Dakota Codified Law

15-15A-9(2)
Guardian/conservator protected finances & personal information
South Dakota Codified Law

27B-8-46
Records Confidential
South Dakota Codified Law

27B-8-48
Identity of Person Protected
South Dakota Codified Law

45 CFR 164.508
Protected Health Information
Code of Federal Regulations

45 CFR 483.410(2)(2)
Health Privacy Act
Code of Federal Regulations

Friday, June 29, 2007 Page 1296 of 2119



Sheila Sprague

Yes

Pharmacist

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1297 of 2119



SDDC- 77
Corresponds to Record Series

South Dakota Developmental
Division

FORMULARY RECORDS:
This series is arranged alphabetically by pharmacological category and lists drugs used by the 
agency. Information may include: trade name, generic name, dosages stocked, and form (tablet, 
capsule, etc.). The listing is updated every six months and serves to prevent therapeutic 
duplication, to limit on-hand inventories, and to assure an adequate spectrum of therapeutic agents 
to treat individuals.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-27-1
Open Records
South Dakota Codified Law

36-11-41
Equipment, supplies required - Pharmacy
South Dakota Codified Law

Sheila Sprague

Yes

Pharmacist

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1298 of 2119



SDDC- 78
Corresponds to Record Series

South Dakota Developmental
Division

INVOICES:
This series is arranged chronologically and constitutes the instrument used by vendors to petition for 
payment. Information may include: vendor name, company name, date order received, ship date, 
invoice date, invoice number, purchase order number, quantity, description, Program price, amount, 
terms and total. This record series is maintained by the pharmacy for reference purposes. The 
Business Office maintains the audit copies.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-27-1
Public Records
South Dakota Codified Law

36-11-41
Equipment, supplies required - pharmacy
South Dakota Codified Law

36-11-41
Equipment, supplies required by a pharmacy
South Dakota Codified Law

Sheila Sprague

Yes

Pharmacist

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1299 of 2119



SDDC 79
Corresponds to Record Series

South Dakota Developmental
Division

MEDICATION FOR OUTINGS REQUISITION
This series is arranged chronologically by date of outing and is used to order medications for 
individuals who go off campus during scheduled medication times. Information may include: name 
of the person who requests medications, date requested, name of event requiring off campus trip, 
date of event, time leaving, time returning, medication times needed, individuals’ names, individuals’
 dorms. Instructions for use of the form are included at the bottom. This record series enables 
pharmacy to obtain information needed to correctly provide outing medications.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

15-15A-9(1)
Guardian/conservator protected finances & personal information
South Dakota Codified Law

15-15A-9(1)
Social Security #
South Dakota Codified Law

27B-8-46
Records Confidential
South Dakota Codified Law

27B-8-48
Identity of Person Protected
South Dakota Codified Law

45 CFR 164.508
Protected Health Information r
Code of Federal Regulations

45 CFR 483-410(2)(2)
Health Privacy Act
Code of Federal Regulations

Friday, June 29, 2007 Page 1300 of 2119



Sheila Sprague

Yes

Pharmacist

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1301 of 2119



SDDC- 80
Corresponds to Record Series

South Dakota Developmental
Division

MINIPHARM STOCKING SLIPS:
This (8 ‘/2” x 3 V red) series is arranged chronologically and provides a notification sent to the 
Pharmacy to replace an item. Information may include: item description, individual assigned, and 
amount. The information is summarized on the individual’s chart and “Drug Requisitions.” This 
record series is used to inform the Pharmacy of the need to restock a drug item.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

15-15A-9(1)
Client Social Security #
South Dakota Codified Law

15-15A-9(2)
Guardian/conservator protected finances & personal information
South Dakota Codified Law

27B-8-46
Records Confidential
South Dakota Codified Law

27B-8-48
Identity of Person Protected
South Dakota Codified Law

45 CFR 164.508
Protected Health Information
Code of Federal Regulations

45 CFR 483-410(2)(2)
Health Privacy Act
Code of Federal Regulations

Friday, June 29, 2007 Page 1302 of 2119



Sheila Sprague

Yes

Pharmacist

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1303 of 2119



SDDC- 81
Corresponds to Record Series

South Dakota Developmental
Division

PHYSICIAN ORDER FORM:
This series is arranged alphabetically and contains doctor orders for an individual. Information may 
include: name of individual, module, diagnosis, lab work, doctor, pharmacist’s comments, drug 
strength, prescription number, direction for use, and original date. This record series is maintained 
for consultant purposes, to review and evaluate patient records.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

15-15A-9(1)
Client Social Security #
South Dakota Codified Law

15-15A-9(2)
Guardian/conservator protected finances & personal information
South Dakota Codified Law

27B-8-46
Records Confidential
South Dakota Codified Law

27B-8-48
Identity of Person Protected
South Dakota Codified Law

45 CFR 164.508
Protected Health Information
Code of Federal Regulations

45 CFR 483-410(2)(2)
Health Privacy Act
Code of Federal Regulations

Friday, June 29, 2007 Page 1304 of 2119



Sheila Sprague

Yes

Pharmacist

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1305 of 2119



SDDC- 82
Corresponds to Record Series

South Dakota Developmental
Division

CALIBRATE ULTRASOUND MACHINE:
This sticker is applied to the machine each time it is tested. Information may include: date tested, 
identification number, person who did the testing, setting wafts used, actual output of watts, whether 
it was repaired, safety tested, calibrated, or if preventive maintenance was done; and next testing 
date. This record series is maintained to ensure the machine is accurate for proper use.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-27-1
Open Records
South Dakota Codified Law

42 CFR 485.723(b)
Maintenance of Equipment/Buildings/Grounds
Code of Federal Regulations

Sheila Sprague

Yes

Physical Therapist/Occupatio

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1306 of 2119



SDDC- 83
Corresponds to Record Series

South Dakota Developmental
Division

INDIVIDUAL CHARTS:
This series is arranged alphabetically by name of individual and contains documentation on 
physicalloccupational therapy and progress. Information may include:
assessment summaries, evaluations, consultation reports, activity plans, progress notes, and 
comments. This record series is used to document progress each individual achieves in the 
Physical/Occupational Therapy Program and to evaluate the physical/occupational therapy plan. 
The information is summarized in the respective “Master Record”.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

15-15A-9(1)
Client Social Security #
South Dakota Codified Law

15-15A-9(2)
Guardian/conservator protected finances & Personal information
South Dakota Codified Law

27B-4-48
Identity of Person Protected
South Dakota Codified Law

27B-8-46
Records Confidential
South Dakota Codified Law

45 CFR 164.508
Protected Health Information
Code of Federal Regulations

45 CFR 483.410(2)(2)
Health Privacy Act
Code of Federal Regulations

Friday, June 29, 2007 Page 1307 of 2119



Sheila Sprague

Yes

Physical Therapist/Occupatio

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1308 of 2119



SDDC- 84
Corresponds to Record Series

South Dakota Developmental
Division

INDIVIDUAL MONTHLY PROGRAM ATTENDANCE
This series is arranged alphabetically by name of individual and contains an itemized list of days 
provided to each individual for physical therapy. Information may include:
individual’s name, module, date, service rendered, and physical therapy doctor orders. This record 
series is maintained for reporting purposes to document the number of individual’s service hours 
provided to each and for Medicare reviews.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

15-15A-9(1)
Client Social Security #
South Dakota Codified Law

15-15A-9(2)
Guardian/conservator protected finances & personal information
South Dakota Codified Law

27B-4-46
Records Confidential
South Dakota Codified Law

27B-8-48
Identity of Person Protected
South Dakota Codified Law

45 CFR 164.508
Protected Health Information
Code of Federal Regulations

45 CFR 483.410(2)(2)
Health Privacy Act
Code of Federal Regulations

Friday, June 29, 2007 Page 1309 of 2119



Sheila Sprague

Yes

Physical Therapist/Occupatio

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1310 of 2119



SDDC- 85
Corresponds to Record Series

South Dakota Developmental
Division

NUTRITION PROGRAM CALENDARS (OCCUUPATIONAL THERAPY):
This series is arranged chronologically and contains daily account of nutrition changes for 
individuals. Information may include: individual’s name, module, date, and diet change requested. 
This record series is used to document the facility’s attempt to improve individual nutrition by 
encouraging the individuals to go from a ground to a regular diet and is useful in preparing meals on 
the tray line.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

15-15A-9(1)
Client Social Security #
South Dakota Codified Law

15-15A-9(2)
Guardian/conservator protected finances & personal information
South Dakota Codified Law

27B-8-46
Records Confidential
South Dakota Codified Law

27B-8-48
Identity of Person Protected
South Dakota Codified Law

45 CFR 164.508
Protected Health Information
Code of Federal Regulations

45 cFR 483.410(2)(2)
Health Privacy Act
Code of Federal Regulations

Friday, June 29, 2007 Page 1311 of 2119



Sheila Sprague

Yes

Occupational Therapist

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1312 of 2119



SDDC- 87
Corresponds to Record Series

South Dakota Developmental
Division

BEHAVIOR DATA SHEETS
This paper and database series is arranged alphabetically by name of individual and contains 
notations concerning maladaptive behavior exhibited by individuals. Information may include: 
individual’s name, date reported, description of behavior. The information is sent to psychology on a 
weekly basis and entered into a behavior database. This record series is used to determine 
behavioral progress and to measure effectiveness of psychotherapeutic medication.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

15-15A-9(1)
Client Social Security #
South Dakota Codified Law

15-15A-9-(2)
Guardian/conservator protected finances & personal information
South Dakota Codified Law

27B-8-46
Record Confidential
South Dakota Codified Law

27B-8-48
Identity of Person Protected
South Dakota Codified Law

45 CFR 164.508
Protected Health Information
Code of Federal Regulations

45 CFR 483.410(2)(2)
Health Privacy Act
Code of Federal Regulations

Friday, June 29, 2007 Page 1313 of 2119



Sheila Sprague

Yes

Psychologist

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1314 of 2119



SDDC- 88
Corresponds to Record Series

South Dakota Developmental
Division

BEHAVIOR INTERVENTION STRATEGY:
This series is arranged alphabetically by name of individual and contains the plans developed to 
regulate individual behavior. Information may include: individual’s name, purpose, target behaviors, 
baseline, objectives, and instructions. The plans are developed by the psychologists and behavior 
therapists to attempt to correct deviant behavior patterns and for peer reviews. The information is 
retained in the respective “Master Record.”

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

15-15A-9(1)
Client Social Security #
South Dakota Codified Law

15-15A-9-(2)
Guardian/conservator protected finances & personal information
South Dakota Codified Law

27B-8-46
Records Confidential
South Dakota Codified Law

27B-8-48
Identity of Person Protected
South Dakota Codified Law

45 CFR 164.508
Protected Health Information
Code of Federal Regulations

45 CFR 483.410(2)(2)
Health Privacy Act
Code of Federal Regulations

Friday, June 29, 2007 Page 1315 of 2119



Sheila Sprague

Yes

Psychologist

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1316 of 2119



SDDC- 89
Corresponds to Record Series

South Dakota Developmental
Division

PSYCHOLOGY ANNUAL REVIEWS
This series is arranged alphabetically by name of individual and contains psychology annual 
reviews. Information may include: individual’s name, Case Manager, evaluator, staffing date, 
diagnostic impression, medications individual receives, behavior intervention strategy, objectives of 
the individual’s training intervention, results, and recommendations. This record series is used to 
determine the individual’s behavioral patterns in the day-to-day living environment.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

15-15A-9(1)
Client Social Security #
South Dakota Codified Law

15-15A-9(2)
Guardian/conservator protected finances & personal information
South Dakota Codified Law

27B-8-46
Records Confidential
South Dakota Codified Law

27B-8-48
Identity of Person Protected
South Dakota Codified Law

45 CFR 164.508
Protected Health Information
Code of Federal Regulations

45 CFR 483-410(2)(2)
Health Privacy Act
Code of Federal Regulations

Friday, June 29, 2007 Page 1317 of 2119



Sheila Sprague

Yes

Psychologist

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1318 of 2119



SDDC- 90
Corresponds to Record Series

South Dakota Developmental
Division

PSYCHOLOGICAL TESTING REPORT:
This series is arranged alphabetically by name of individual and contains psychological evaluations 
for each. Information may include: personal data, test results, test behavior, test interpretations, 
summaries, and recommendations. The record series is used to review current treatments and to 
review the progress of individuals. The document is retained in the “Master Records.”

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

15-15A-9(1)
Client Social Security #
South Dakota Codified Law

15-15A-9(2)
Guardian/conservator protected finances & personal information
South Dakota Codified Law

27B-8-46
Records Confidential
South Dakota Codified Law

27B-8-48
Identity of Person Protected
South Dakota Codified Law

45 CFR 164.508
Protected Health Information
Code of Federal Regulations

45 CFR 483.410(2)(2)
Health Privacy Act
Code of Federal Regulations

Friday, June 29, 2007 Page 1319 of 2119



Sheila Sprague

Yes

Psychologist

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1320 of 2119



SDDC- 91
Corresponds to Record Series

South Dakota Developmental
Division

CLEANING LISTS:
This series is arranged chronologically and contains daily item cleaning lists. Information may 
include: date, employee, location, list of items to be cleaned, and initials of the person performing 
the cleaning to indicate each has been completed. This record series is maintained to insure that all 
cleaning tasks are completed on a daily basis.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-27-1
Open Records
South Dakota Codified Law

42CFR 483.480
Meal Services
Code of Federal Regulations

Sheila Sprague

Yes

Food Service Manager

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1321 of 2119



SDDC- 92
Corresponds to Record Series

South Dakota Developmental
Division

DIET LISTS:
This monthly updated series is arranged alphabetically and contains copies of diet lists prepared for 
employees who take individuals off campus to inform them of any food allergies or any other 
special dietary considerations. Information may include: individuals name, program, module, diet 
and restrictions. This record series is maintained to help staff to keep current of individuals’ diets 
and consistencies. These lists are for use anywhere other than Food Services.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

15-15A-9(1)
Client Social Security #
South Dakota Codified Law

15-15A-9(2)
Guardian/conservator protected finances & personal information
South Dakota Codified Law

27B-8-46
Records Confidential
South Dakota Codified Law

27B-8-48
Identity of Person Protected
South Dakota Codified Law

45 CFR 164.508
Protected Health Information
Code of Federal Regulations

45 CFR 483.410(2)(2)
Health Privacy Act
Code of Federal Regulations

Friday, June 29, 2007 Page 1322 of 2119



Sheila Sprague

Yes

Food Service Manager

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1323 of 2119



SDDC- 94
Corresponds to Record Series

South Dakota Developmental
Division

INDIVIDUAL CARDEX FILES
This cardex series is arranged alphabetically by name of individual and program and contains a 
summary of nutritional needs. Information may include: individual’s name, module, diet type, type 
of utensils required, beverage needs, nourishments allowed, revicw notes, and weight records. 
These cards provide a quick reference of nutritional histories and are useful in monitoring weight 
control.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

15-15A-9(1)
Client Social Security #
South Dakota Codified Law

15-15A-9(2)
Guardian/conservator protected finances & personal information
South Dakota Codified Law

27B-8-46
Records confidential
South Dakota Codified Law

27B-8-48
Identity of Person Protected
South Dakota Codified Law

45 CFR 164.508
Protected Health Information
Code of Federal Regulations

45 CFR 483.410(2)(2)
Health Privacy Act
Code of Federal Regulations

Friday, June 29, 2007 Page 1324 of 2119



Sheila Sprague

Yes

Food Service Manager

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1325 of 2119



SDDC- 95
Corresponds to Record Series

South Dakota Developmental
Division

MEALS SCHEDULES:
This series is arranged chronologically and contains the schedules of delivery times for meals. 
Information may include: module, dining room, numbers, and delivery times. This record series is 
used for planning purposes to determine the times meals have to be delivered to each area.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-27-1
Open Records
South Dakota Codified Law

42 CFR 483.480
Food and Nutrition
Code of Federal Regulations

Sheila Sprague

Yes

Food Service Manager

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1326 of 2119



SDDC- 96
Corresponds to Record Series

South Dakota Developmental
Division

MENUS:
This series is arranged chronologically and contains copies of menus prepared by nutritionists in the 
Food Service Program. Information may include: menu, week, puree, high calorie, bland, low 
sodium, scoop size, and reduction desserts. This record series is maintained to document nutrition 
of meals provided to individuals and to track specific food in the event of food poisoning.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-27-1
Open Records
South Dakota Codified Law

42 CFR 483.480(a)
Food and Nutrition
Code of Federal Regulations

Sheila Sprague

Yes

Food Service Manager

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1327 of 2119



SDDC- 97
Corresponds to Record Series

South Dakota Developmental
Division

NOURISHMENT SHEETS:
This series is arranged alphabetically by individual’s name
and contains nourishment sheets. Information may include:
individual’s name, module, snacks allowed, if snacks are discouraged or encouraged and the times 
to give them. This record series is maintained to monitor patient weight and nutrition and for Title 
XIX reviews.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

15-15A-9(1)
Client Social Security #
South Dakota Codified Law

15-15A-9(2)
Guardian/conservator protected finances & personal information
South Dakota Codified Law

27B-8-46
Records Confidential
South Dakota Codified Law

27B-8-48
Identity of Person Protected
South Dakota Codified Law

45 CFR 164.508
Protected Health Information
Code of Federal Regulations

45 CFR 483-410(2)(2)
Health Privacy Act
Code of Federal Regulations

Friday, June 29, 2007 Page 1328 of 2119



Sheila Sprague

Yes

Food Service Manager

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1329 of 2119



SDDC- 98
Corresponds to Record Series

South Dakota Developmental
Division

SPECIAL FUNCTION REQUESTS
This series is arranged chronologically and contains the fonns used by each program to request 
foods for special fttnctions. Information may include: date requested, date required, description of 
foods, cost, and authorized signatures. This record series is used to document the various programs’
 requests for food to have picnics and other special functions, to revise meal preparations so those 
programs do not receive meals during those times, and to figure the cost to provide the service.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-27-1
Open Records
South Dakota Codified Law

41 CFR 483.480 (a)
Food & nutrition
Code of Federal Regulations

Sheila Sprague

Yes

Food Service Manager

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1330 of 2119



SDDC- 99
Corresponds to Record Series

South Dakota Developmental
Division

TEMPERATURE LOGS:
This series is arranged chronologically and lists the temperature readings of the food at the 
beginning of the meal, during meal serving, and an ending temperature is taken. Also, random 
checks are done once a week as trays leave the cafeteria and are served at the various modules. 
Information may include: date, menu, meal, module and temperature of food. This record series is 
used to insure proper temperature of food.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-27-1
Open Records
South Dakota Codified Law

42 CFR 483.480(a)
Food & nutrition
Code of Federal Regulations

Sheila Sprague

Yes

Food Service Manager

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1331 of 2119



SDDC-10
Corresponds to Record Series

South Dakota Developmental
Division

CORRESPONDENCE, E-MAIL
This series is arranged chronologically and contains e-mail correspondence. Information may 
contain letters and memorandums sent and received which deal with current issues. This record 
series is used for reference purposes. Substantive E-mail messages are printed and maintained as “
General Correspondence” for two years.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

27B-8-46
Identity Of Person To Be Protected
South Dakota Codified Law

27B-8-48
Identity Of Person To Be Protected
South Dakota Codified Law

55:01:16:04
Possible Personnel Investigation
Administrative Rule of South Dakota

45 CFR 164.508
Privacy Act Of 1975 - Protected Health Information
Code of Federal Regulations

Sheila Sprague

Yes

Senior Accountant

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1332 of 2119



SDDC-11
Corresponds to Record Series

South Dakota Developmental
Division

CORRESPONDENCE, FEDERAL
This series is arranged chronologically and contains copies of both letters and memorandums sent 
to and received from any federal agency. This record series is maintained for reference and for 
possible use when federal litigation, claims, or audits are pending.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

27B-8-46
Records Confidential
South Dakota Codified Law

27B-8-48
Identify Of Person To Be Protected
South Dakota Codified Law

55:01:16:04
Possible personnel Investigation
Administrative Rule of South Dakota

45 CFR 164.508
Privacy Act of 1975 - Protected Health Information
Code of Federal Regulations

Sheila Sprague

Yes

Senior Accountant

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1333 of 2119



SDDC-12
Corresponds to Record Series

South Dakota Developmental
Division

CORRESPONDENCE, GENERAL
This series is arranged chronologically and contains copies of both letters and memorandums sent 
and the originals of letters and memorandums received. This record series is used for occasional 
reference and documentation.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

27B-8-46
Records Confidential
South Dakota Codified Law

27B-8-48
Identity Of Person To Be Protected
South Dakota Codified Law

55:01:06:04
Possible Personnel Investigation
Administrative Rule of South Dakota

45 CFR 164.508
Privacy Act of 1975 - Protected Health Information
Code of Federal Regulations

Sheila Sprague

Yes

Senior Accountant

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1334 of 2119



SDDC-13
Corresponds to Record Series

South Dakota Developmental
Division

COUNTY ASSESSMENTS:
This monthly computer printout is arranged alphabetically, and contains itemized billings sent to 
each county by the South Dakota Developmental Center for care provided to county individuals. 
Information may include: county name, billing date, individual name, individual identification 
number, date admitted, charges, payments received, and ending balance. This record is maintained 
to answer questions concerning the billings, to insure receipt of the original by each county, and for 
audit purposes.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

27B-3-35
County Billing
South Dakota Codified Law

27B-8-48
Identity Of Person To Be Protected
South Dakota Codified Law

Sheila Sprague

Yes

Senior Accountant

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1335 of 2119



SDDC-14
Corresponds to Record Series

South Dakota Developmental
Division

DEPOSIT SLIPS:
This series is arranged chronologically and contains NCR (carbon) copies of the slips used to 
deposit money in the local checking account. Information may include: date, account name, account 
number, itemized list of checks and monies, total deposited, and signatures. This record series is 
maintained to verit3i amount of all deposits and to insure receipt of the original deposit slips by the 
bank in case of loss. The originals are maintained with the “Bank Statements.”

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

27B-3-28
Department Responsible For Processing Fees Due State
South Dakota Codified Law

27B-8-48
Identity of Person To Be Protected
South Dakota Codified Law

Friday, June 29, 2007 Page 1336 of 2119



DEPOSIT SLIPS:
This series is arranged chronologically and contains NCR (carbon) copies of the slips used to 
deposit money in the local checking account. Information may include: date, account name, account 
number, itemized list of checks and monies, total deposited, and signatures. This record series is 
maintained to verit3i amount of all deposits and to insure receipt of the original deposit slips by the 
bank in case of loss. The originals are maintained with the “Bank Statements.”

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

27B-3-28
Department responsibiiity
South Dakota Codified Law

27B-8-48
Identity of Person to be protected
South Dakota Codified Law

Sheila Sprague

Yes

Senior Accountant

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1337 of 2119



SDDC-15
Corresponds to Record Series

South Dakota Developmental
Division

FINANCIAL RECORDS, INDIVIDUALS
This computer printout series is generated monthly in alphabetical order and contains itemized lists 
of all transactions occurring to each individual’s financial account. Information may include: 
individual’s name, account number, program name, deposits, transfers, withdrawals, and ending 
balances. This record series is used to summarize the management of all individuals’ funds and for 
audit purposes.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

27B-8-46
Records Confidential
Code of Federal Regulations

42CFR 483.420
Client Finances
Code of Federal Regulations

Sheila Sprague

Yes

Senior Accountant

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1338 of 2119



SDDC-16
Corresponds to Record Series

South Dakota Developmental
Division

Consider deleting this record by Records Management as this information is maintained by the 
Department of Human Services not at SDDC

GRANT FILES
This series is arranged alphabetically by grant name and contains information pertaining to the 
administration of funded grants. Information may include: grant applications, working papers, grant 
documents, and monitoring and accounting records. This record series is used for administering 
current grants, for reference when requesting new grants, and for audit purposes.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

Sheila Sprague

Yes

Senior Accountant

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1339 of 2119



SDDC-17
Corresponds to Record Series

South Dakota Developmental
Division

INDIVIDUAL INCENTIVE PAY/CASH DISBURSEMENT VOUCHER:
This series is a arranged chronologically and is a signature sheet for individual incentive pay and 
cash disbursements. Information may include: date, name of individual receiving money, amount of 
money disbursed, individual’s signature, and signature of person making payment and date. This 
record series is used to track money requested by individuals.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

27B-8-46
Records Confidential
South Dakota Codified Law

Sheila Sprague

Yes

Senior Accountant

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1340 of 2119



SDDC-174.
Corresponds to Record Series

South Dakota Developmental
Division

PROGRAM RULES
00-021
This series is arranged numerically by individual’s medical record number and contains program 
rules. Information may include: list of program rules, date, individual’s name, counselor’s name, and 
credentials. This record series is used to acquaint individuals to the rules of the program.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

15-15A-9(1)
Client Social Security #
South Dakota Codified Law

15-15A-9(2)
Guardian/conservator protected finances & personal information
South Dakota Codified Law

27B-8-46
Records Confidential
South Dakota Codified Law

27B-8-48
Identity of Person Protected
South Dakota Codified Law

Administrative Rule of South Dakota

45 CFR 164.508
Protected Health Information
Code of Federal Regulations

45 CFR 483.410(2)(2)
Health Privacy Act
Code of Federal Regulations

Friday, June 29, 2007 Page 1341 of 2119



Sheila Sprague

Yes

Chemical Dependency Couns

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1342 of 2119



SDDC-3
Corresponds to Record Series

South Dakota Developmental
Division

Consider deleting this Retention Manual entry with Records Management

BUDGET FILES
This series is arranged chronologically and contains yearly budget information used by the 
Programs. Information may include: budget requests, operating budgets, and related working 
papers. This record series is used throughout the year in monitoring the program activities and for 
preparing future budget requests.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

Sheila Sprague

Yes

Senior Accountant

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1343 of 2119



SDDC-4
Corresponds to Record Series

South Dakota Developmental
Division

BUDGETARY ACCOUNTING REPORTS
These daily, weekly, monthly, and yearly computer printout reports are used to monitor and 
reconcile fiscal year receipts and expenditures. Information may include: Daily Revenue 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 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.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

27B-3-28
Department Responsible For Processing Fees Due Statee
South Dakota Codified Law

27B-8-46
Information In Records Confidential
South Dakota Codified Law

Sheila Sprague

Yes

Senior Accountant

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1344 of 2119



SDDC-40
Corresponds to Record Series

South Dakota Developmental
Division

INDIVIDUAL CONTACT/KIN FILE
This computer database series is arranged alphabetically by name of individual and contains 
contact information. Information may include: individual’s name; addresses and names for 
emergency contact, secondary contact, and third contact; burial information; and financial benefits. 
The information drawn from the database is for Social Histories, Annual Reports and other 
documents that then become part of the Master Record. The record series is used to keep in 
contact with contacts and family members of the individuals for various purposes.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

27B-8-46
Records confidential
South Dakota Codified Law

42 CFR 483-410
Health Privacy Act
Code of Federal Regulations

Sheila Sprague

Yes

Director

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1345 of 2119



SDDC-44
Corresponds to Record Series

South Dakota Developmental
Division

INVESTIGATED INCIDENT REPORTS:
This series is arranged chronologically and contains incidents involving abuse, neglect, and/or 
exploitation of and individual served, (which occur at the SDDC) concerning employees and/or 
individuals. Information may include: correspondence, copies of investigation reports, findings of 
fact, interview notes, dispositions, and other related information. This record series is used by the 
director to keep up to date on incidents and to monitor training patterns.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

27B-8-46
Records Confidential
South Dakota Codified Law

55:01:16:04
Personnel Investigations
Administrative Rule of South Dakota

Sheila Sprague

Yes

Director

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1346 of 2119



SDDC-5
Corresponds to Record Series

South Dakota Developmental
Division

CANTEEN FUND LEDGER:
This ledger book is arranged alphabetically by account name and contains current balances of each. 
Information may include: account name, beginning balances, deposits, withdrawals, and ending 
balances. This record series is maintained to document all activities concerning each canteen 
account and for audit purposes.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

27B-3-28
Department Responsible For Processing Fees Due State
South Dakota Codified Law

Sheila Sprague

Yes

Senior Accountant

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1347 of 2119



SDDC-55
Corresponds to Record Series

South Dakota Developmental
Division

Recommend this entry be reviewed by Records Management for deletion.

JOB DESCRIPTIONS
This series is arranged alphabetically by position name and contains standards and responsibilities 
for each. Information may include: position name, standards associated with each, and 
achievements. This record series is used to compose Achievement Evaluation Programs.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

Sheila Sprague

Yes

Records Management Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1348 of 2119



SDDC-6
Corresponds to Record Series

South Dakota Developmental
Division

CANTEEN RECORDS:
This computer series is arranged chronologically and contains the daily summary of money 
received at the South Dakota Developmental Center Canteen. Information may include: starting 
cash balance, itemized account of cash on hand, checks on hand, cash register tapes, and amount 
deposited. This record series is mathtathed to summarize all daily profits at the canteen, to balance 
the cash register, and to determine amounts to deposit in the local banking account.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

1-27-1
Open Records
South Dakota Codified Law

27B-3-28
Department Responsible For Processing Fees Due State
South Dakota Codified Law

Sheila Sprague

Yes

Senior Accountant

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1349 of 2119



SDDC-65
Corresponds to Record Series

South Dakota Developmental
Division

SPEECH FILES:
This series is arranged alphabetically by name of individual and contains all related information on 
Speech Therapy. Information may include: name, hearing evaluation, speech evaluations, 
assessment summaries, speech screening summaries, hearing screening summaries, plans of 
action, and other related information. This record series is used to determine each individual’s level 
of impairment, to develop treatment plans, and to review progress date.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

27B-8-46
Records Confidential
South Dakota Codified Law

45 CFR 483-410(2)(2)
Health Privacy Act
Code of Federal Regulations

Sheila Sprague

Yes

Speech Language Pathologist

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1350 of 2119



SDDC-7
Corresponds to Record Series

South Dakota Developmental
Division

SDDC- 7. CAR USAGE REPORTS:
This series is arranged chronologically and contains copies of the standard report issued by the 
Business Office to report car usage. Information may include: date of use, beginning and ending 
mileage, total miles driven, driver’s name, purpose of trip, and costs. The Program uses these files 
to determine costs associated with travel, to monitor usage, and for budget preparation purposes.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-27-1
Open Records
South Dakota Codified Law

Sheila Sprague

Yes

Senior Accountant

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1351 of 2119



SDDC-8
Corresponds to Record Series

South Dakota Developmental
Division

CHECK STUBS:
This series is arranged numerically by check number and contains the No Carbon Required (NCR) 
copies of checks issued by South Dakota Developmental Center. Information may include: agency 
number, issue date, amount, to whom, and deductions. This record series is maintained for 
rcference concerning parties to whom checks were issued and for audit purposes.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

27-B-3-28
Department Responsible For Processing Fees Due State
South Dakota Codified Law

27B-8-48
Identity of Person Protected
South Dakota Codified Law

Sheila Sprague

Yes

Senior Accountant

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1352 of 2119



SDDC-9
Corresponds to Record Series

South Dakota Developmental
Division

A contract is required for services required by SDDC but not provided directly by SDDC but by 
providers under contract.  However, these contracts are maintained at the Department of Human 
Services Budget & Finance Office not at SDDC.  Would recommend to Records Management this 
be deleted.

CONTRACT AND AGREEMENT FILES
This series is arranged alphabetically and contains contracts that the agency may have an interest 
in. It also contains the agency’s copy of contracts and agreements between the agency and other 
parties. Information may include: terms and conditions of the contracts and agreements, effective 
dates, costs, and ftmding sources. This record series is maintained for reference and for audit

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-27-1
Open Records
South Dakota Codified Law

42CFR 483-05
Standard:  Provider Under Agreement With Outside Sources
Code of Federal Regulations

Sheila Sprague

Yes

Senior Accountant

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1353 of 2119



SDDC-93
Corresponds to Record Series

South Dakota Developmental
Division

If a person receiving services is named on the Fire Drill report, that name must be protected

FIRE DRILL REPORTS
This series is arranged chronologically and documents the results of all fire drills held in this 
program. Information may include: date, nature of drill, observations, noted deficiencies, and plans 
of correction. This record series is maintained for Title XIX certification, to rehearse fire drills with 
staff, and to correct observed deficiencies.

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

27B-8-48
Identity of Person Protected
South Dakota Codified Law

Sheila Sprague

Yes

Food Service Manager

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1354 of 2119



Department of Labor

AC - 1
Corresponds to Record Series

Secretary
Division

Administrative rules  promulgation files.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-26-7
Records retained.
South Dakota Codified Law

Monica Harding

Yes.

DOL Public Information Offic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1355 of 2119



AC - 19
Corresponds to Record Series

Secretary
Division

The remaining documents are not required by law to be kept.

Minutes.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

36-20B-5
Officers elected annually - Quorum - Meetings - Registry of licenses
South Dakota Codified Law

Monica Harding

Yes.

DOL Public Information Offic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1356 of 2119



AC - 2
Corresponds to Record Series

Secretary
Division

Annual registers listing CPA's and PA's

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

36-20B-5
Registry of licenses.
South Dakota Codified Law

Monica Harding

Yes.

DOL Public Information Offic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1357 of 2119



AC - 23
Corresponds to Record Series

Secretary
Division

The remaining records are not required by law to be kept.

Applications and all documents made under oath are open; receipts are open; final board actions 
are open; complaints are confidential.

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

1-26-2
Derogatory materials confidential.
South Dakota Codified Law

1-26-2
Agency material available for public inspection.
South Dakota Codified Law

36-20B-42
Investigating officer - confidentiality of information.
South Dakota Codified Law

36-20B-5
Officers elected annually - Quorum - Meetings - Registry of licenses
South Dakota Codified Law

4-3-3
Receipts for state funds.
South Dakota Codified Law

Monica Harding

Yes.

DOL Public Information Offic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1358 of 2119



AC - 28
Corresponds to Record Series

Secretary
Division

Quality review program records.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

36-20B-36
Firm permits - peer review as condition of renewal - confidentiality.
South Dakota Codified Law

Monica Harding

Yes.

DOL Public Information Offic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1359 of 2119



AC - 29
Corresponds to Record Series

Secretary
Division

Receipts.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

4-3-3
Receipts for state funds.
South Dakota Codified Law

Monica Harding

Yes.

DOL Public Information Offic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1360 of 2119



AC - 9
Corresponds to Record Series

Secretary
Division

Complaints.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

1-26-2
Derogatory material confidential
South Dakota Codified Law

36-20B-42
Confidentiality of information.
South Dakota Codified Law

Monica Harding

Yes.

DOL Public Information Offic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1361 of 2119



BE - 12
Corresponds to Record Series

Secretary
Division

Final decisions or orders are open.  The remaining records are confidential.

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

1-26-2
Agency materials available for public inspection - derogatory materials.
South Dakota Codified Law

Monica Harding

Yes.

DOL Public Information Offic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1362 of 2119



BE - 13
Corresponds to Record Series

Secretary
Division

Complaint, non-jurisdictional.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

1-26-2
Derogatory material confidential
South Dakota Codified Law

Monica Harding

Yes.

DOL Public Information Offic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1363 of 2119



BE - 17
Corresponds to Record Series

Secretary
Division

Remaining records are not public based on  1-27-1, and AG OP 94-09.

Name, address, and place of business of licensee are open.  Some of the remaining records may 
contain confidential information.

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

1-26-2
Derogatory materials confidential
South Dakota Codified Law

36-14-26
Record of proceeding relative to certificates - contents - public inspection.
South Dakota Codified Law

Monica Harding

Yes.

DOL Public Information Offic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1364 of 2119



BE - 18
Corresponds to Record Series

Secretary
Division

Remaining records are not public based 1-27-1, and AG OP 94-09.

Name, address, and place of business of licensee are open.  Some of the remaining records may 
contain confidential information.

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

1-26-2
Derogatory materials confidential
South Dakota Codified Law

36-14-26
Record of proceeding relative to certificates - contents - public inspection.
South Dakota Codified Law

Monica Harding

Yes.

DOL Public Information Offic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1365 of 2119



BE - 19
Corresponds to Record Series

Secretary
Division

The remaining records are not public based on 1-27-1 and AG OP 94-09.

Name, address, and place of business of licensee are open.  Some of the remaining records may 
contain confidential information.

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

1-26-2
Derogatory materials confidential
South Dakota Codified Law

36-14-26
Record of proceeding relative to certificates - contents - public inspection.
South Dakota Codified Law

Monica Harding

Yes.

DOL Public Information Offic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1366 of 2119



BE - 2
Corresponds to Record Series

Secretary
Division

Administrative rules promulgation files.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-26-7
Records retained.
South Dakota Codified Law

Monica Harding

Yes.

DOL Public Information Offic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1367 of 2119



BE - 22
Corresponds to Record Series

Secretary
Division

Minutes of meeting.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

36-14-4
Officers of board - seal - duties and bond of secretary-treasurer.
South Dakota Codified Law

Monica Harding

Yes.

DOL Public Information Offic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1368 of 2119



BE - 6
Corresponds to Record Series

Secretary
Division

Main contain private information that is not open.  AG OP 94-09.

Applicant files, deficient.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

1-26-2
Derogatory materials confidential.
South Dakota Codified Law

Monica Harding

Yes.

DOL Public Information Offic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1369 of 2119



BE -20
Corresponds to Record Series

Secretary
Division

Remaining records are not public based on 1-27-1 and AG OP 94-09.

Name, address, and place of business of licensee are open.  Some of the remaining records may 
contain confidential information.

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

1-26-2
Derogatory materials confidential
South Dakota Codified Law

36-14-26
Record of proceedings relative to certificates - content - public inspection.
South Dakota Codified Law

Monica Harding

Yes.

DOL Public Information Offic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1370 of 2119



COM - 277
Corresponds to Record Series

Labor and Management
Division

Administrative Reference File.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

20-13-32.2
Investigative materials confidential.
South Dakota Codified Law

Monica Harding

Yes.

DOL Public Information Offic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1371 of 2119



COM - 278
Corresponds to Record Series

Labor and Management
Division

Administrative Rule Promulgation Files.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-26-2
Materials available for public inspection.
South Dakota Codified Law

Monica Harding

Yes.

Yes.  ARSD 47:01:01:06

DOL Public Information Offic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1372 of 2119



COM - 282
Corresponds to Record Series

Labor and Management
Division

Case files to relating Human Rights and discrimination violations.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

20-13-32.2
Investigative materials confidential
South Dakota Codified Law

Monica Harding

Yes.

DOL Public Information Offic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1373 of 2119



COM - 284
Corresponds to Record Series

Labor and Management
Division

Potential complaints.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

20-13-32.2
Investigative material confidential
South Dakota Codified Law

Monica Harding

Yes.

DOL Public Information Offic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1374 of 2119



COM - 288
Corresponds to Record Series

Labor and Management
Division

Declaratory ruling is public.  The other records described in this series are not required by state law  
to be kept.

Declaratory Ruling File (othe records in this series are not required by state law to be kept)

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-26-15
Materials available for public inspection.
South Dakota Codified Law

Monica Harding

Yes

Yes. ARSD 47:01:01:06

DOL Public Information Offic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1375 of 2119



COM - 292
Corresponds to Record Series

Labor and Management
Division

Meeting minutes of Human Rights Commission

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-25-3
State agencies minutes.
South Dakota Codified Law

Monica Harding

Yes.

Yes.  ARSD 47:01:01:06

DOL Public Information Offic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1376 of 2119



COM - 293
Corresponds to Record Series

Labor and Management
Division

These records are not required by state law to be kept, but some records do contain confidential 
materials protected by 20-13-32.2

Monthly Reports.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

20-13-32.2
Investigative materials confidential.
South Dakota Codified Law

Monica Harding

Yes.

DOL Public Information Offic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1377 of 2119



COS - 01
Corresponds to Record Series

Secretary
Division

Administrative rule promulgation files.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-26-7
Records retained.
South Dakota Codified Law

Monica Harding

Yes.

DOL Public Information Offic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1378 of 2119



COS - 03
Corresponds to Record Series

Secretary
Division

Complaint files.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

1-26-2
Derogatory materials confidential
South Dakota Codified Law

Monica Harding

Yes.

DOL Public Information Offic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1379 of 2119



COS - 09
Corresponds to Record Series

Secretary
Division

The remaining records in this series are not required by law to be kept.

Renewal fee receipts are open.  Some of the remaining records maybe confidential because contain 
derogatory materials.

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

1-26-2
Derogatory materials confidential.
South Dakota Codified Law

4-3-3
Receipts for state funds.
South Dakota Codified Law

Monica Harding

Yes.

DOL Public Information Offic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1380 of 2119



COS - 10
Corresponds to Record Series

Secretary
Division

The remaining records in this series are not required by law to be kept.

Minutes are open.  Some of the remaining documents maybe confidential because they derogatory 
material.

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

1-25-3
State agencies to keep minutes of proceedings.
South Dakota Codified Law

1-26-2
Derogatory materials confidential
South Dakota Codified Law

Monica Harding

Yes.

DOL Public Information Offic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1381 of 2119



DECA - 181
Corresponds to Record Series

Deputy Secretary
Division

These records are not required by state law to be kept.

GED application forms; contains SSN, test scores, and other private information.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

20 USC 1232 g
Family Educational and Privacy Rights.
United States Code

42 USC 405 (c) (2) (C) (viii) (I)
SSN confidential.
United States Code

34 CFR 99.30
Under what conditions is prior consent required to disclose information?
Code of Federal Regulations

Monica Harding

Yes.
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1382 of 2119



DECA - 182
Corresponds to Record Series

Deputy Secretary
Division

These records are not required by state law to be kept.

Pending and unclaimed GED certificates.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

20 USC 1232 g
Family Educational Privacy Rights.
United States Code

 34 CFR 99.30
Under what conditions is prior consent required to disclose information?
Code of Federal Regulations

Monica Harding

Yes.
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1383 of 2119



ELC - 11
Corresponds to Record Series

Secretary
Division

Complaint files.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

1-26-2
Derogatory materials confidential.
South Dakota Codified Law

Monica Harding

Yes.

DOL Public Information Offic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1384 of 2119



ELC - 13
Corresponds to Record Series

Secretary
Division

Remaining records are not required by state law to be kept (1-27-1) or may contain private 
information (AG OP 94-09).

Notice of hearings and records pertaining to hearing are open; receipts are open.  Some of the othe 
records maybe confidential because contain derogatory material.

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

1-26-2
Derogatory materials confidential.
South Dakota Codified Law

1-26-2
Agency available for public inspection.
South Dakota Codified Law

4-3-3
Receipts for state funds.
South Dakota Codified Law

Monica Harding

Yes

DOL Public Information Offic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1385 of 2119



ELC - 14
Corresponds to Record Series

Secretary
Division

Remaining records are not required by state law to be kept (1-27-1) or may contain private 
information (AG OP 94-09).

Notice of hearings and records pertaining to hearing are open; receipts are open.  Some of the othe 
records maybe confidential because contain derogatory material.

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

1-26-2
Derogatory materials confidential.
South Dakota Codified Law

1-26-2
Agency material available for public inspection.
South Dakota Codified Law

4-3-3
Receipts for state funds.
South Dakota Codified Law

Monica Harding

Yes.

DOL Public Information Offic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1386 of 2119



ELC - 17
Corresponds to Record Series

Secretary
Division

Remaining records are not required by state law to be kept (1-27-1) or may contain private 
information (AG OP 94-09).

Receipts are open.  Some of the remaining records maybe confidential because contain derogatory 
material.

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

1-26-2
Derogatory materials confidential.
South Dakota Codified Law

4-3-3
Receipts for state funds.
South Dakota Codified Law

Monica Harding

Yes

DOL Public Information Offic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1387 of 2119



ELC - 18
Corresponds to Record Series

Secretary
Division

Remaining records are not required by state law to be kept (1-27-1) or may contain private 
information (AG OP 94-09).

Receipts are open.  Some of the records maybe confidential because contain derogatory material.

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

1-26-2
Derogatory materials confidential
South Dakota Codified Law

4-3-3
Receipts for state funds
South Dakota Codified Law

Monica Harding

Yes.

DOL Public Information Offic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1388 of 2119



ELC - 20
Corresponds to Record Series

Secretary
Division

Hearing files are open, except SSN must be redacted.

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

1-26-2
Agency materials available for public inspection.
South Dakota Codified Law

42 USC 405 (c) (2) (C) (viii) (I)
SSN confidential.
United States Code

Monica Harding

Yes

DOL Public Information Offic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1389 of 2119



ELC - 21
Corresponds to Record Series

Secretary
Division

Remaining records are not required by state law to be kept (1-27-1) or may contain private 
information (AG OP 94-09).

Receipts are open.  Some of the other records maybe confidential because contain derogatory 
information.

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

1-26-2
Derogatory materials confidential.
South Dakota Codified Law

4-3-3
Receipts for state funds.
South Dakota Codified Law

Monica Harding

Yes.

DOL Public Information Offic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1390 of 2119



ELC - 24
Corresponds to Record Series

Secretary
Division

Minutes.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-25-3
State agency to keep minutes of proceedings.
South Dakota Codified Law

Monica Harding

Yes.

DOL Public Information Offic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1391 of 2119



ELC - 3
Corresponds to Record Series

Secretary
Division

Administrative rule promulgation file.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-26-7
Records retained.
South Dakota Codified Law

Monica Harding

Yes.

DOL Public Information Offic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1392 of 2119



ELC - 31
Corresponds to Record Series

Secretary
Division

Receipts.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

4-3-3
Receipts for state funds.
South Dakota Codified Law

Monica Harding

Yes.

DOL Public Information Offic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1393 of 2119



LBR 024
Corresponds to Record Series

Secretariat
Division

These records are not required by state law to be kept. The  parts of these records that are 
confidential are the clients' SSN's and private information which need to be redacted/removed.

Job Training Programs financial records.  Some of the records in the series contains SSN's and 
other private information.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

29 USC 2935
(Workforce Investment Systems) report; record keeing; investigations.
United States Code

42 USC 405 (c) (2) (C) (viii) (I)
SSN confidential.
United States Code

Monica Harding

Yes.

DOL Public Information Offic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1394 of 2119



LBR 037
Corresponds to Record Series

Deputy Secretary
Division

These records are not required by state law to be kept.

Job Corps records.  Contains SSN, medical, legal, and other private information.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

42 USC 405 (c) (2) (C) (viii) (I).
SSN confidential.
United States Code

5 USC 552a (m) (1)
Records maintained on individuals (by government contractors)
United States Code

Monica Harding

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1395 of 2119



LBR 040
Corresponds to Record Series

Deputy Secretary
Division

These records are not required by state law to be kept.

Workforce Investment Act client files.  Contains SSN and other private information.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

29 USC 2935
(Workforce Investment System) reports; record keeping; investigation.
United States Code

42 USC 405 (c) (2) (C) (viii) (I).
SSN Confidential.
United States Code

Monica Harding

Yes

DOL Public Information Offic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1396 of 2119



LBR 053
Corresponds to Record Series

Secretary
Division

These records are not required by state law to be kept.

Review file WIA.  Some of  the records contain SSN and other private information.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

29 USC 2935
(Workforce Investment Systems) reports; record keeping; investigation.
United States Code

42 USC 405 (c) (2) (C) (viii) (I).
SSN confidential
United States Code

Monica Harding

Yes.

DOL Public Information Offic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1397 of 2119



LBR 066
Corresponds to Record Series

Secretary
Division

These records are not required by state law to be kept.  The only part of the file that is confidential 
by statute is clients' SSN's which are confidential pursuant to 42 USC 405 (c) (2) (C) (viii) (I) and 
would need to be redacted.

Wage claims files.  Contains SSN's.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

42 USC 405 (c) (2) (C) (viii) (I).
SSN confidential.
United States Code

Monica Harding

Yes.

DOL Public Information Offic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1398 of 2119



LBR 068
Corresponds to Record Series

Unemployment Insurance
Division

 Appeal Case Files.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-26-2
Materials available for public inspection.
South Dakota Codified Law

Monica Harding

Yes.

Yes.  ARSD 47:01:01:06

DOL Public Information Offic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1399 of 2119



LBR 070
Corresponds to Record Series

Unemployment Insurance
Division

Benefit Checks, Cancelled.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

20 CFR 603
Confidentiality and disclosure of state unemployment compensation information.
Code of Federal Regulations

Monica Harding

Yes.

DOL Public Information Offic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1400 of 2119



LBR 071
Corresponds to Record Series

Unemployment Insurance
Division

Benefit Statement of Charges Report.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

61-3-4
Information confidential.
South Dakota Codified Law

20 CFR 603
Confidentiality and disclosure of state unemployment compensation information.
Code of Federal Regulations

Monica Harding

Yes.

DOL Public Information Offic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1401 of 2119



LBR 073
Corresponds to Record Series

Unemployment Insurance
Division

Edit Printouts.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

20 CFR 603
Confidentiality and disclosure of state unemployment compensation information.
Code of Federal Regulations

Monica Harding

Yes.

DOL Public Information Offic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1402 of 2119



LBR 074
Corresponds to Record Series

Unemployment Insurance
Division

Employer File.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

61-3-4South Dakota Codified Law

Monica Harding

Yes.

DOL Public Information Offic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1403 of 2119



LBR 075
Corresponds to Record Series

Unemployment Insurance
Division

Computer system of unemployment insurance transactions of SD employers required to participate 
in unemployment insurance program.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

61-3-4South Dakota Codified Law

Monica Harding

Yes.

DOL Public Information Offic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1404 of 2119



LBR 076
Corresponds to Record Series

Unemployment Insurance
Division

Field Representatives'  Daily Form.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

61-3-4South Dakota Codified Law

Monica Harding

Yes.

DOL Public Informatio Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1405 of 2119



LBR 077
Corresponds to Record Series

Unemployment Insurance
Division

Field Service Assignment Record.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

61-3-4South Dakota Codified Law

Monica Harding

Yes.

DOL Public Informatio Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1406 of 2119



LBR 078
Corresponds to Record Series

Unemployment Insurance
Division

Overpayment Files.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

20 CFR 603
Confidentiality and disclosure of state unemployment compensation information.
Code of Federal Regulations

Monica Harding

Yes.

DOL Public Information Offic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1407 of 2119



LBR 079
Corresponds to Record Series

Unemployment Insurance
Division

Unemployment Insurance Claims File.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

20 CFR 603
Confidentiality and disclosure of state unemployment compensation information.
Code of Federal Regulations

Monica Harding

Yes.

DOL Public Information Offic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1408 of 2119



LBR 080
Corresponds to Record Series

Unemployment Insurance
Division

Computer Report of Listings of Unemployment Insurance Benefit Warrants.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

20 CFR 603
Confidentiality and disclosure of state unemployment compensation information.
Code of Federal Regulations

Monica Harding

Yes.

DOL Public Information Offic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1409 of 2119



LBR 081
Corresponds to Record Series

Unemployment Insurance
Division

Information of person filing weekly claims.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

20 CFR 603
Confidentiality and disclosure of state unemployment compensation information.
Code of Federal Regulations

Monica Harding

Yes.

DOL Public Information Offic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1410 of 2119



LBR 091
Corresponds to Record Series

Career Center
Division

These records are not required by state law to be kept.

Client Files, WIA, TANF, Food Stamps, Job Corps.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

28-1-29
Public assistance records confidential.
South Dakota Codified Law

29 USC 2935
(Workforce Investment Systems) record; record keeping; investigation.
United States Code

5 USC 552a (m) (1)
Records maintained on individuals (by government contractors)
United States Code

Monica Harding

Yes.

DOL Public Information Offic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1411 of 2119



LBR 092
Corresponds to Record Series

Career
Division

These records are not required by state law to be kept.  The only part of the file that is confidential 
is clients' SSN's which are confidential pursuant to 42 USC 405 (c) (2) (C) (viii) (I) and would need 
to be redacted.

Monitor Advocate Complaint Log.  Some of these records contain SSN's.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

42 USC 405 (c) (2) (C) (viii) (I)
SSN confidential.
United States Code

Monica Harding

Yes.

DOL Public Information Offic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1412 of 2119



LBR 093
Corresponds to Record Series

Career Center
Division

These records are not required by state law to be kept.  The  parts  of this file that would be 
confidential are clients' SSN's which are confidential pursuant to 42 USC 405 (c) (2) (C) (viii) (I) and 
would need to be redacted.  Also may contain private information which would need to be 
redacted/removed pursuant to statutes cited above.

Contracts, WIA, TANF, ES, On-The-Job.  These documents contain SSNs and may contain private 
information.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

28-1-29
Public assistance records confidential.
South Dakota Codified Law

29 USC 2935
(Workforce Investment System) reports; record keeping; investigations.
United States Code

42 USC 405 (c) (2) (C) (viii) (I)
SSN confidential.
United States Code

Monica Harding

Yes.

DOL Public Information Offic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1413 of 2119



LBR 107
Corresponds to Record Series

Career Center
Division

These records are not required by state law to be kept.

Work Opportunity Tax Credit Programs File.  Contains SSN's.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

42 USC 405 (c) (2) (C) (viii) (I)
SSN confidential.
United States Code

Monica Harding

Yes.

DOL Public Information Offic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1414 of 2119



LBR 111
Corresponds to Record Series

Career Center
Division

Interstate unemployment insurance claim records.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

20 CFR 603
Confidentiality and disclosure of state unemployment compensation information.
Code of Federal Regulations

Monica Harding

Yes.

DOL Public Information Offic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1415 of 2119



LBR 112
Corresponds to Record Series

Career Center
Division

Intrastate unemployment insurance claim records.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

20 CFR 603Code of Federal Regulations

Monica Harding

Yes.

DOL Public Information Offic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1416 of 2119



LBR 118
Corresponds to Record Series

Career Center
Division

Pre-monetary Deteminations.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

20 CFR 603
Confidentiality and disclosure of state unemployment compensation information.
Code of Federal Regulations

Monica Harding

Yes

DOL Public Information Offic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1417 of 2119



LBR-003
Corresponds to Record Series

Secretariat
Division

Appeals to the Secretary of Labor.  Some records include SSN.

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

1-26-2
Materials available for public inspection.
South Dakota Codified Law

United States Code

42 USC 405 (c) (2) (C) (viii) (I).
SSN confidential
United States Code

Monica Harding

Yes

Yes.  ARSD 47:01:01:06

DOL Public Information Offic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1418 of 2119



LBR-035
Corresponds to Record Series

Deputy Secretary
Division

These records are not required by state law to be kept.  Also contains private financial information.

Tax records used for Alien Labor Certification Program.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

26 USC 6103
Internal Revenue Code - Confidentiality and disclosure of returns and return information.
United States Code

Monica Harding

Yes.

DOL Public Information Offic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1419 of 2119



LBR-042
Corresponds to Record Series

Deputy Secretary
Division

These records are not required by state law to be kept.

Food Stamp, Employment and Training files.  Also contains SSN and other private information.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

28-1-29
Public assistance records confidential.
South Dakota Codified Law

United States Code

42 USC 405 (c) (2) (C) (viii) (I).
SSN Confidential.
United States Code

Monica Harding DOL Public Information Offic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1420 of 2119



LBR-045
Corresponds to Record Series

Deputy Secretary
Division

These records are not required by state law to be kept.

Work Opportunity Tax Credit Files.  Also contains SSN.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

26 USC 6103
Internal Revenue Code - Confidentiality and disclosure of returns and return information.
United States Code

42 USC 405 (c) (2) (C) (viii) (I).
SSN confidential.
United States Code

Monica Harding DOL Public Information Offic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1421 of 2119



LBR-056
Corresponds to Record Series

Labor and Management
Division

I

Workers Compensation Employer History.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

62-6-5
Information confidential - release to employee or public agency (information obtained in 
workers compensation matters is confidential.  Exceptions)

South Dakota Codified Law

Monica Harding DOL Public Information Offic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1422 of 2119



LBR-057
Corresponds to Record Series

Labor and Management
Division

Workers Compensation Extra-Territorial Files (out-of-state businesses).

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

62-6-5
(Workers Compensation) information confidential - release to employee or public agency.
South Dakota Codified Law

Monica Harding DOL Public Information Offic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1423 of 2119



LBR-058
Corresponds to Record Series

Labor and Management
Division

Hearing records and final order pertaining to grievances.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-26-2
Materials available for public inspection.
South Dakota Codified Law

Monica Harding

Yes.  ARSD 47:01:01:06

Dol Public Information Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1424 of 2119



LBR-059
Corresponds to Record Series

Labor and Management
Division

Hearing file and final order pertaining workers compensation dispute.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-26-2
Materials available for public inspection.
South Dakota Codified Law

Monica Harding

Yes.  ARSD 47:01:01:06

DOL Public Information Offic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1425 of 2119



LBR-061
Corresponds to Record Series

Labor and Management
Division

Independent Contractor Verification Application.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

62-6-5
(Workers Compensation) information confidential - release to employee or public agency.
South Dakota Codified Law

Monica Harding DOL Public Information Offic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1426 of 2119



LBR-064
Corresponds to Record Series

Labor and Management
Division

Records  pertaining to employers who have been approved to be their own insurance company for 
workers compensation purposes.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

62-6-5
(Workers Compensation) information confidential - release to employee or public agency.
South Dakota Codified Law

Monica Harding DOL Public Information Offic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1427 of 2119



LBR-065
Corresponds to Record Series

Labor and Management
Division

Unfair labor practice complaint form is not required by state law to be kept.

Hearing transcript, decision, finding of fact, and order.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-26-2South Dakota Codified Law

Monica Harding

Yes.  ARSD 47:01:01:06

DOL Public Information Offic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1428 of 2119



LBR-067
Corresponds to Record Series

Labor and Management
Division

Workers Compensation claims files.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

62-6-5
(Workers Compensation) information confidential - release to employee or public agency.
South Dakota Codified Law

Monica Harding DOL Public Information Offic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1429 of 2119



LBR-125
Corresponds to Record Series

Administration
Division

The other document in this series, correspondence, is not required by state law to be kept.

Minutes.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

62-2-10South Dakota Codified Law

Monica Harding

Yes

Yes.  ARSD 47:01:01:06

DOL Public Information Offic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1430 of 2119



LBR-126
Corresponds to Record Series

Deputy Secretary
Division

TANF Client Files.  Contains SSN and other  private information.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

28-1-29
Public assistance records confidential.
South Dakota Codified Law

42 USC 405 (c) (2) (C) (viii) (I).
SSN confidential.
United States Code

Monica Harding DOL Public Information Offic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1431 of 2119



PL - 1
Corresponds to Record Series

Secretary (Plumbing Commis
Division

Administrative Rule Progmulgation.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-26-2
Agency materials available for public inspection.
South Dakota Codified Law

1-26-7
Records retained.
South Dakota Codified Law

Monica Harding

Yes.

Yes.  ARSD 47:01:01:06

DOL Public Information Offic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1432 of 2119



PL - 10
Corresponds to Record Series

Secretary (Plumbing Commis
Division

In additon to meeting minutes which are open, this series may contain court documents filed with 
Clerk Of Courts which are open pursuant to 15-15A-5; this series may also contain confidential 
materials that are derogatory pursuant to 1-26-2.  This series also contains  documents that are not 
required by state law to be kept.

Minutes of meeting are open.

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

1-25-3
State agencies to keep minutes of proceedings.
South Dakota Codified Law

1-26-2
Derogatory material confidential.
South Dakota Codified Law

36-25-7
Seal and record of proceedings.
South Dakota Codified Law

Monica Harding

Yes.

DOL Public Information Offic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1433 of 2119



PL - 11
Corresponds to Record Series

Secretary (Plumbing Commis
Division

Minutes of public hearing and exhibits are open.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

South Dakota Codified Law

1-25-3
State agency to keep minutes of proceedings.
South Dakota Codified Law

Monica Harding

Yes.

Yes.  ARSD 47:01:01:06

DOL Public Information Offic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1434 of 2119



PL - 14
Corresponds to Record Series

Secretary (Plumbing Commis
Division

There are also records in this series that are not required to be kept by state law.

Final orders and decisions of Plumbing Commission are open.  Some records are confidential 
because contains derogatory material.

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

1-26-2
Derogatory materials confidential.
South Dakota Codified Law

1-26-2
Agency materials available for public inspection.
South Dakota Codified Law

Monica Harding

Yes.

DOL Public Information Offic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1435 of 2119



PL - 17
Corresponds to Record Series

Secretary (Plumbing Commis
Division

Examination failures

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

1-26-2
Derogatory materials confidential
South Dakota Codified Law

Monica Harding

Yes.

DOL Public Information Offic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1436 of 2119



PL - 22
Corresponds to Record Series

Secrtary (Plumbing Commissi
Division

Some of the remaining records may be confidential because they contain derogatory materials.  1-
26-2.  Other remaining records are not required by state law  to be kept (1-27-1)  or contain private 
information (AG OP 94-09).

Hearing records are open; records of receipts are open.

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

1-26-2
Agency materials available for public inspection.
South Dakota Codified Law

4-3-3
Receipts for state funds.
South Dakota Codified Law

Monica Harding

Yes.

DOL Public Information Offic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1437 of 2119



PL - 23
Corresponds to Record Series

Secretary (Plumbing Commis
Division

Some of the remaining records may be confidential because they contain derogatory materials.  1-
26-2.  Other remaining records are not required by state law  to be kept (1-27-1)  or contain private 
information (AG OP 94-09).

Hearing records are open; records of receipts are open.

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

1-26-2
Agency materials available for public inspection.
South Dakota Codified Law

4-3-3
Receipts for state funds.
South Dakota Codified Law

Monica Harding

Yes.

DOL Public Information Offic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1438 of 2119



PL - 24
Corresponds to Record Series

Secretary (Plumbing Commis
Division

Some of the remaining records may be confidential because they contain derogatory materials.  1-
26-2.  Other remaining records are not required by state law  to be kept (1-27-1)  or contain private 
information (AG OP 94-09).

hearing records are open; records of receipts are open

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

1-26-2
Agency materials are availble
South Dakota Codified Law

4-3-3
Receipts for state funds
South Dakota Codified Law

Monica Harding

YES

DOL Public Information Offic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1439 of 2119



PL - 28
Corresponds to Record Series

Secetary (Plumbing Commiss
Division

Minutes of meeting are open.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

36-25-7
The remaining records are not required by state law to be kept.
South Dakota Codified Law

Monica Harding

Yes.
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1440 of 2119



PL - 31
Corresponds to Record Series

Secretary (Plumbing Commis
Division

Permits issued to temporary journeyman and contractors.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

36-25-7
Seal and records of proceeding - register
South Dakota Codified Law

Monica Harding

Yes.

DOL Public Information Offic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1441 of 2119



PL - 36
Corresponds to Record Series

Secretary (Plumbing Commis
Division

Receipts.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

4-3-3
Receipts for state funds.
South Dakota Codified Law

Monica Harding

Yes.

DOL Public Information Offic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1442 of 2119



PL - 37
Corresponds to Record Series

Secretary (Plumbing Commis
Division

The remaining records of this series, correspondence, are not open because not required by state 
law to be kept.

Agreements between South Dakota and another state are open.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-24-6.1
Agreements filed with the Attorney General and Legislative Research Council.
South Dakota Codified Law

Monica Harding

Yes.

DOL Public Information Offic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1443 of 2119



PL-25
Corresponds to Record Series

Secreatry (Plumbing Commis
Division

name, type of permit (license),  permit (license) number, and date of licensure are open.  Private 
information such as dates of birth and SSN's are confidential.

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

36-25-7
Seal and record of proceedings - register.
South Dakota Codified Law

Monica Harding

Yes

DOL Public Information Offic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1444 of 2119



TPR - 01
Corresponds to Record Series

Secretary
Division

Administrative rules promulgation files.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-26-7
Records retained
South Dakota Codified Law

Monica Harding

Yes.

DOL Public Information Offic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1445 of 2119



TPR - 02
Corresponds to Record Series

Secretary
Division

The remaining records in this series are not required by law to be kept.

Applications and references of applicants not yet licensed are confidential .

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

36-18A-24
Record and report policy.
South Dakota Codified Law

Monica Harding

Yes.

DOL Public Information Offic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1446 of 2119



TPR - 11
Corresponds to Record Series

Secretary
Division

Complaint files.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

1-26-2
Derogatory materials confidential
South Dakota Codified Law

36-18A-24 (3)
Record and report policy.
South Dakota Codified Law

Monica Harding

Yes

DOL Public Information Offic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1447 of 2119



TPR - 14
Corresponds to Record Series

Secretary
Division

The remaining records in this series are not required by law to be kept.

Examination grade is confidential.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

36-18A-24
Record and report policy
South Dakota Codified Law

Monica Harding

Yes.

DOL Public Information Offic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1448 of 2119



TPR - 18
Corresponds to Record Series

Secretary
Division

The remaining in this series are not required by law to be kept.

Minutes are open; applications for licensure are open, except these records contain SSN's and may 
contain othe private or derogatory information.

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

1-26-2
Derogatory materials confidential.
South Dakota Codified Law

36-18A-24
Record and report policy
South Dakota Codified Law

42 USC 405 (c) (2) (C) (viii) (I)
SSN confidential
United States Code

Monica Harding

Yes.

DOL Public Information Offic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1449 of 2119



TPR - 22
Corresponds to Record Series

Secretary
Division

Receipts.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

4-3-3
Receipts for state funds
South Dakota Codified Law

Monica Harding

Yes.

DOL Public Information Offic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1450 of 2119



TPR - 24
Corresponds to Record Series

Secretary
Division

The remaining records in this series are not required by law to be kept.

Final actions of the Board are open; applications of licensees are open, except applications contain 
SSN and may contain other private or derogatory information.  References and examination scores 
are confidential.

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

1-26-2
Derogatory materials confidential.
South Dakota Codified Law

1-26-2
Agency materials available for public inspection. (Final orders)
South Dakota Codified Law

36-18A-24
Record and report policy.  (Current applications shall be retained).  (References and 
examinations scores are confidential).

South Dakota Codified Law

42 USC 405 (c) (2) (C) (viii) (I)
SSN Confidential
United States Code

Monica Harding

Yes.

DOL Public Information Offic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1451 of 2119



Department of Military and Veterans Affairs

ANG-10
Corresponds to Record Series

National Guard
Division

Complaints, Inspector General

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

South Dakota Codified Law

5 § 552
THE FREEDOM OF INFORMATION ACT
United States Code

5 USC 552a
§ 552a. Records maintained on individuals
United States Code

Bill Regynski

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1452 of 2119



ANG-33
Corresponds to Record Series

National Guard
Division

Receipts to be given for state funds-

Receipts

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

4-3-3
Reciept to be given for state funds
South Dakota Codified Law

Bill Regynski

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1453 of 2119



ANG-39
Corresponds to Record Series

National Guard
Division

Documents from outside sources with personable information

Directory, Officer

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

55:01:16:04
 55:01:16:04.  Personnel records
Administrative Rule of South Dakota

5 USC 552a
§ 552a. Records maintained on individuals
United States Code

Bill Regynski

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1454 of 2119



ANG-40
Corresponds to Record Series

National Guard
Division

Documents from outside sources with personable information

Evaluation Report Binders

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

55:01:16:04
Personnel records
Administrative Rule of South Dakota

42 USC 405
Social Security Act - Limits on use of SSN
United States Code

5 USC 552a
§ 552a. Records maintained on individuals
United States Code

Bill Regynski

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1455 of 2119



ANG-42
Corresponds to Record Series

National Guard
Division

 Personnel records Documents from outside sources with personable information

Mandatory Promotion Board Files

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

55:01:16:04
55:01:16:04 Personnel records
Administrative Rule of South Dakota

5 USC 552a
§ 552a. Records maintained on individuals
United States Code

Bill Regynski

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1456 of 2119



ANG-44
Corresponds to Record Series

National Guard
Division

Personnel records  Documents from outside sources with personable information

Officer Personnel Management System Files (OPMS)

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

55:01:16:04
55:01:16:04 Personnel records
Administrative Rule of South Dakota

5 USC 552a
§ 552a. Records maintained on individuals
United States Code

Bill Regynski

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1457 of 2119



ANG-45
Corresponds to Record Series

National Guard
Division

 Personnel records Documents from outside sources with personable information

Officer Manning Tables

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

55:01:16:04
 55:01:16:04.  Personnel records
Administrative Rule of South Dakota

5 USC 552a
§ 552a. Records maintained on individuals
United States Code

Bill Regynski

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1458 of 2119



ANG-46
Corresponds to Record Series

National Guard
Division

Documents from outside sources with personable information

Personnel Data Cards

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

55:01:16:04
 55:01:16:04.  Personnel records
Administrative Rule of South Dakota

5 USC 552a
§ 552a. Records maintained on individuals
United States Code

Bill Regynski

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1459 of 2119



ANG-47
Corresponds to Record Series

National Guard
Division

 Personnel records  Documents from outside sources with personable information

Personnel Files, Officers

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

55:01:16:04
55:01:16:04 Personnel records
Administrative Rule of South Dakota

5 USC 552a
§ 552a. Records maintained on individuals
United States Code

Bill Regynski

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1460 of 2119



ANG-48
Corresponds to Record Series

National Guard
Division

Documents from outside sources with personable information

Position Records, Temporary

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

55:01:16:04
 55:01:16:04.  Personnel records
Administrative Rule of South Dakota

5 USC 552a
§ 552a. Records maintained on individuals
United States Code

Bill Regynski

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1461 of 2119



ANG-49
Corresponds to Record Series

National Guard
Division

Retained for convenience of administration purposes only

Rules and Regulations, Military

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-26-2
Agency materials available for public inspection
South Dakota Codified Law

Bill Regynski

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1462 of 2119



ANG-50
Corresponds to Record Series

National Guard
Division

Re-Organizational files

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

55:01:16:04
 55:01:16:04.  Personnel records
Administrative Rule of South Dakota

5 USC 552a
§ 552a. Records maintained on individuals
United States Code

Bill Regynski

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1463 of 2119



ANG-51
Corresponds to Record Series

National Guard
Division

Documents from outside sources with personable information

Selective Retention Board Files

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

55:01:16:04
 55:01:16:04.  Personnel records
Administrative Rule of South Dakota

5 USC 552a
§ 552a. Records maintained on individuals
United States Code

Bill Regynski

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1464 of 2119



ANG-52
Corresponds to Record Series

National Guard
Division

Documents from outside sources with personable information

Service Cards, Reserve Officer Promotion Authority (ROPA)

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

55:01:16:04
 55:01:16:04.  Personnel records
Administrative Rule of South Dakota

5 USC 552a
§ 552a. Records maintained on individuals
United States Code

Bill Regynski

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1465 of 2119



ANG-53
Corresponds to Record Series

National Guard
Division

Documents from outside sources with personable information

Table of Organization/Equipment Files

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

55:01:16:04
 55:01:16:04.  Personnel records
Administrative Rule of South Dakota

5 USC 552a
§ 552a. Records maintained on individuals
United States Code

Bill Regynski

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1466 of 2119



ANG-62
Corresponds to Record Series

National Guard
Division

topics include: fiscal, financial, historical, intelligence, personnel, medical, and others

General Files

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

55:01:16:04
 55:01:16:04.  Personnel records
Administrative Rule of South Dakota

5 USC 552a
§ 552a. Records maintained on individuals
United States Code

45  160.103, 160.104, 164.512, 164.514
Health Insurance Portability and Accountability Act (HIPAA), definitions, applicability, uses 
and disclosures required by law, and other requirements relating to uses and disclosures of 
protected health information

Code of Federal Regulations

Bill Regynski

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1467 of 2119



ANG-63
Corresponds to Record Series

National Guard
Division

HIPAA - deductions or info may disclose protected information

Medical Line Duty Card Files

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

5 USC 552a
§ 552a. Records maintained on individuals
United States Code

45  160.103, 160.104, 164.512, 164.514
Health Insurance Portability and Accountability Act (HIPAA), definitions, applicability, uses 
and disclosures required by law, and other requirements relating to uses and disclosures of 
protected health information

Code of Federal Regulations

Bill Regynski

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1468 of 2119



ANG-64
Corresponds to Record Series

National Guard
Division

Retained for convenience of administration purposes only

Minutes, Awards Board

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-25-3
 1-25-3.   State agencies to keep minutes of proceedings--Availability to public
South Dakota Codified Law

Bill Regynski

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1469 of 2119



ANG-65
Corresponds to Record Series

National Guard
Division

Retained for convenience of administration purposes only

Permanent Order Record Sets

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

55:01:16:04
 55:01:16:04.  Personnel records
Administrative Rule of South Dakota

5 USC 552a
§ 552a. Records maintained on individuals
United States Code

Bill Regynski

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1470 of 2119



ANG-67
Corresponds to Record Series

National Guard
Division

Personnel records Documents from outside sources with personable information

Pay Rosters, Incapacitated

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

55:01:16:04
55:01:16:04 Personnel records
Administrative Rule of South Dakota

5 USC 552a
§ 552a. Records maintained on individuals
United States Code

45  160.103, 160.104, 164.512, 164.514
Health Insurance Portability and Accountability Act (HIPAA), definitions, applicability, uses 
and disclosures required by law, and other requirements relating to uses and disclosures of 
protected health information

Code of Federal Regulations

Bill Regynski

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1471 of 2119



ANG-68
Corresponds to Record Series

National Guard
Division

Personnel records  Documents from outside sources with personable information

Personnel Files, Enlisted

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

55:01:16:04
55:01:16:04 Personnel records
Administrative Rule of South Dakota

5 USC 552a
§ 552a. Records maintained on individuals
United States Code

Bill Regynski

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1472 of 2119



ANG-69
Corresponds to Record Series

National Guard
Division

Personnel records Documents from outside sources with personable information

Personnel Index Cards

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

55:01:16:04
55:01:16:04 Personnel records
Administrative Rule of South Dakota

5 USC 552a
§ 552a. Records maintained on individuals
United States Code

Bill Regynski

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1473 of 2119



ANG-71
Corresponds to Record Series

National Guard
Division

Documents from outside sources with personable information

Security Clearance Applications, Pending

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

55:01:16:04
 55:01:16:04.  Personnel records
Administrative Rule of South Dakota

5 USC 552a
§ 552a. Records maintained on individuals
United States Code

Bill Regynski

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1474 of 2119



ANG-72
Corresponds to Record Series

National Guard
Division

Documents from outside sources with personable information

Security Clearance Card Files

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

55:01:16:04
 55:01:16:04.  Personnel records
Administrative Rule of South Dakota

5 USC 552a
§ 552a. Records maintained on individuals
United States Code

Bill Regynski

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1475 of 2119



ANG-73
Corresponds to Record Series

National Guard
Division

Documents from outside sources with personable information

Security Clearance Status Reports

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

5 USC 552a
§ 552a. Records maintained on individuals
United States Code

Bill Regynski

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1476 of 2119



ANG-74
Corresponds to Record Series

National Guard
Division

Strength Reports

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

5 USC 552a
THE FREEDOM OF INFORMATION ACT
United States Code

5 USC 552a
§ 552a. Records maintained on individuals
United States Code

Bill Regynski

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1477 of 2119



ANG-75
Corresponds to Record Series

National Guard
Division

Documents from outside sources with personable information

Survivor Benefit Plan Files

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

55:01:16:04
 55:01:16:04.  Personnel records
Administrative Rule of South Dakota

5 USC 552a
§ 552a. Records maintained on individuals
United States Code

Bill Regynski

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1478 of 2119



ANG-76
Corresponds to Record Series

National Guard
Division

Reserve Unit Attendance Record Sets (DA-1379)

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

55:01:16:04
 55:01:16:04.  Personnel records
Administrative Rule of South Dakota

5 USC 552a
§ 552a. Records maintained on individuals
United States Code

Bill Regynski

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1479 of 2119



ANG-77
Corresponds to Record Series

National Guard
Division

Documents from outside sources with personable information

Achievement Evaluation Programs (AEPS)

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

55:01:16:04
 55:01:16:04.  Personnel records
Administrative Rule of South Dakota

5 USC 552a
§ 552a. Records maintained on individuals
United States Code

Bill Regynski

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1480 of 2119



ANG-86
Corresponds to Record Series

National Guard
Division

55:01:16:04 Personnel records  Retained for convenience of administration purposes only
Kept by BOP

Personnel Files

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

55:01:16:04
55:01:16:04 Personnel records
Administrative Rule of South Dakota

Bill Regynski

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1481 of 2119



ANG-87
Corresponds to Record Series

National Guard
Division

Documents from outside sources with personable information

Official Military Personnel Folder (OMPF)Files

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

55:01:16:04
 55:01:16:04.  Personnel records
Administrative Rule of South Dakota

5 USC 552a
§ 552a. Records maintained on individuals
United States Code

Bill Regynski

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1482 of 2119



ANG-88
Corresponds to Record Series

National Guard
Division

Documents from outside sources with personable information

Personnel Index Cards

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

55:01:16:04
 55:01:16:04.  Personnel records
Administrative Rule of South Dakota

5 USC 552a
§ 552a. Records maintained on individuals
United States Code

Bill Regynski

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1483 of 2119



ANG-89
Corresponds to Record Series

National Guard
Division

55:01:16:04 Personnel records

Technician Retirement Records

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

55:01:16:04
55:01:16:04 Personnel records
Administrative Rule of South Dakota

5 USC 552a
§ 552a. Records maintained on individuals
United States Code

Bill Regynski

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1484 of 2119



MVA-104
Corresponds to Record Series

Veterans' Affairs
Division

Performance Communication Documents

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

55:01:16:04
 55:01:16:04.  Personnel records
Administrative Rule of South Dakota

Bill Regynski

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1485 of 2119



MVA-105
Corresponds to Record Series

Veterans' Affairs
Division

Official records kept at BOP  Retained for convenience of administration purposes only

Personnel/Payroll Reports

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

55:01:16:04
 55:01:16:04.  Personnel records
Administrative Rule of South Dakota

Bill Regynski

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1486 of 2119



MVA-107
Corresponds to Record Series

Veterans' Affairs
Division

The contents of, and all files, records, reports, papers, and documents pertaining to, any claim for 
the benefits of this chapter, or chapters 33-17 to 33-19, inclusive, whether pending or adjudicated, 
are confidential and privileged except to the veteran, a veteran's dependents or their duly 
authorized agents. However, investigatory material compiled solely for the purpose of determining 
suitability, eligibility, or qualifications for the benefits of this chapter, or chapters 33-17 to 33-19, 
inclusive, are exempt from release to the extent that the disclosure of the material would reveal the 
identity of the source who furnished information to the division under an express promise that the 
identity of the source would be held in confidence, or, prior to July 1, 1985, under an implied 
promise that the identity of the source would be held in confidence.

Questionnaires, Long-Term Health Related Problems

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

33-16-23
33-16-23.   Division records as confidential--Exceptions
South Dakota Codified Law

45 CFR 164.502
HIPAA - deductions or info may disclose protected information
Code of Federal Regulations

Bill Regynski

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1487 of 2119



MVA-111
Corresponds to Record Series

Veterans' Affairs
Division

Veterans' War Bonus Records

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

33-16-23
33-16-23.   Division records as confidential
South Dakota Codified Law

26 USC 6103
26 § 6103. Confidentiality and disclosure of returns and return information
United States Code

Bill Regynski

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1488 of 2119



MVA-112
Corresponds to Record Series

Veterans' Affairs
Division

Veterans' War Bonus Records Index

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

33-16-23
33-16-23.   Division records as confidential
South Dakota Codified Law

42 USC 405
Social Security Act - Limits on use of SSN
United States Code

Bill Regynski

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1489 of 2119



MVA-37
Corresponds to Record Series

Secretariat
Division

Performance Communication Documents

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

55:01:16:04
 55:01:16:04.  Personnel records
Administrative Rule of South Dakota

Bill Regynski

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1490 of 2119



MVA-38
Corresponds to Record Series

Secretariat
Division

Official records kept at BOP

Personnel Files

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

55:01:16:04
 55:01:16:04.  Personnel records
Administrative Rule of South Dakota

Bill Regynski

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1491 of 2119



MVA-65
Corresponds to Record Series

Veterans' Affairs
Division

Retained for convenience of administration purposes only

Administrative Reference Files

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-25-3
State agencies to keep minutes of proceedings
South Dakota Codified Law

Bill Regynski

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1492 of 2119



MVA-67
Corresponds to Record Series

Veterans' Affairs
Division

Retained for convenience of administration purposes only

Associations and Organizations Files

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

Bill Regynski

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1493 of 2119



MVA-68
Corresponds to Record Series

Veterans' Affairs
Division

Kept for convenience.  Originals kept at State treasurers office.

Cash Receipt Transmittals, Emergency Loan Program

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

4-10-1
State treasurer's accounts of reciepts and disbursements
South Dakota Codified Law

Bill Regynski

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1494 of 2119



MVA-69
Corresponds to Record Series

Veterans' Affairs
Division

The contents of, and all files, records, reports, papers, and documents pertaining to, any claim for 
the benefits of this chapter, or chapters 33-17 to 33-19, inclusive, whether pending or adjudicated, 
are confidential and privileged except to the veteran, a veteran's dependents or their duly 
authorized agents.

Certification Files, Service Officers

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

33-16-23.   Division records as confide
33-16-23.   Division records as confidential
South Dakota Codified Law

38 § 5701
38 § 5701. Confidential nature of claims
United States Code

38 CFR 1.500
38 CFR 1.500 Files & documentation pertaining to VA claim
Code of Federal Regulations

Bill Regynski

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1495 of 2119



MVA-74
Corresponds to Record Series

Veterans' Affairs
Division

The contents of, and all files, records, reports, papers, and documents pertaining to, any claim for 
the benefits of this chapter, or chapters 33-17 to 33-19, inclusive, whether pending or adjudicated, 
are confidential and privileged except to the veteran, a veteran's dependents or their duly 
authorized agents. However, investigatory material compiled solely for the purpose of determining 
suitability, eligibility, or qualifications for the benefits of this chapter, or chapters 33-17 to 33-19, 
inclusive, are exempt from release to the extent that the disclosure of the material would reveal the 
identity of the source who furnished information to the division under an express promise that the 
identity of the source would be held in confidence, or, prior to July 1, 1985, under an implied 
promise that the identity of the source would be held in confidence.

Emergency Loan Files

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

33-16-23
33-16-23.   Division records as confidential--Exceptions
South Dakota Codified Law

United States Code

38 § 5701
38 § 5701. Confidential nature of claims
United States Code

38 CFR 1.500
38 CFR 1.500 Files & documentation pertaining to VA claim
Code of Federal Regulations

Bill Regynski

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1496 of 2119



MVA-75
Corresponds to Record Series

Veterans' Affairs
Division

The contents of, and all files, records, reports, papers, and documents pertaining to, any claim for 
the benefits of this chapter, or chapters 33-17 to 33-19, inclusive, whether pending or adjudicated, 
are confidential and privileged except to the veteran, a veteran's dependents or their duly 
authorized agents. However, investigatory material compiled solely for the purpose of determining 
suitability, eligibility, or qualifications for the benefits of this chapter, or chapters 33-17 to 33-19, 
inclusive, are exempt from release to the extent that the disclosure of the material would reveal the 
identity of the source who furnished information to the division under an express promise that the 
identity of the source would be held in confidence, or, prior to July 1, 1985, under an implied 
promise that the identity of the source would be held in confidence.

Emergency Loan Fund Ledger Cards

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

33-16-23
33-16-23.   Division records as confidential--Exceptions
South Dakota Codified Law

Bill Regynski

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1497 of 2119



MVA-78
Corresponds to Record Series

Veterans' Affairs
Division

The contents of, and all files, records, reports, papers, and documents pertaining to, any claim for 
the benefits of this chapter, or chapters 33-17 to 33-19, inclusive, whether pending or adjudicated, 
are confidential and privileged except to the veteran, a veteran's dependents or their duly 
authorized agents. However, investigatory material compiled solely for the purpose of determining 
suitability, eligibility, or qualifications for the benefits of this chapter, or chapters 33-17 to 33-19, 
inclusive, are exempt from release to the extent that the disclosure of the material would reveal the 
identity of the source who furnished information to the division under an express promise that the 
identity of the source would be held in confidence, or, prior to July 1, 1985, under an implied 
promise that the identity of the source would be held in confidence.

G.I. Bill Approved Programs Files

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

33-16-23
33-16-23.   Division records as confidential--Exceptions
South Dakota Codified Law

Bill Regynski

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1498 of 2119



MVA-81
Corresponds to Record Series

Veterans' Affairs
Division

The contents of, and all files, records, reports, papers, and documents pertaining to, any claim for 
the benefits of this chapter, or chapters 33-17 to 33-19, inclusive, whether pending or adjudicated, 
are confidential and privileged except to the veteran, a veteran's dependents or their duly 
authorized agents. However, investigatory material compiled solely for the purpose of determining 
suitability, eligibility, or qualifications for the benefits of this chapter, or chapters 33-17 to 33-19, 
inclusive, are exempt from release to the extent that the disclosure of the material would reveal the 
identity of the source who furnished information to the division under an express promise that the 
identity of the source would be held in confidence, or, prior to July 1, 1985, under an implied 
promise that the identity of the source would be held in confidence.

Military Discharge Copies

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

33-16-23
33-16-23.   Division records as confidential--Exceptions
South Dakota Codified Law

Bill Regynski

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1499 of 2119



MVA-82
Corresponds to Record Series

Veterans' Affairs
Division

Retained for convenience of administration purposes only

Minutes, SD Veterans' Commission

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-25-3
State Agencies to keep minutes

Bill Regynski

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1500 of 2119



MVA-84
Corresponds to Record Series

Veterans' Affairs
Division

Receipts to be given for state funds--Distribution of copies--Additional require

Receipt Books, Emergency Loans

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

4-3-3
4-3-3.   Receipts to be given for state funds
South Dakota Codified Law

Bill Regynski

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1501 of 2119



MVA-97
Corresponds to Record Series

Veterans' Affairs
Division

The contents of, and all files, records, reports, papers, and documents pertaining to, any claim for 
the benefits of this chapter, or chapters 33-17 to 33-19, inclusive, whether pending or adjudicated, 
are confidential and privileged except to the veteran, a veteran's dependents or their duly 
authorized agents. However, investigatory material compiled solely for the purpose of determining 
suitability, eligibility, or qualifications for the benefits of this chapter, or chapters 33-17 to 33-19, 
inclusive, are exempt from release to the extent that the disclosure of the material would reveal the 
identity of the source who furnished information to the division under an express promise that the 
identity of the source would be held in confidence, or, prior to July 1, 1985, under an implied 
promise that the identity of the source would be held in confidence.

Approval Files (On-The-Job-Training Programs)

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

26 USC 6103
26 § 6103. Confidentiality and disclosure of returns and return information

33-16-23
33-16-23.   Division records as confidential--Exceptions
South Dakota Codified Law

Bill Regynski

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1502 of 2119



MVA-98
Corresponds to Record Series

Veterans' Affairs
Division

The contents of, and all files, records, reports, papers, and documents pertaining to, any claim for 
the benefits of this chapter, or chapters 33-17 to 33-19, inclusive, whether pending or adjudicated, 
are confidential and privileged except to the veteran, a veteran's dependents or their duly 
authorized agents. However, investigatory material compiled solely for the purpose of determining 
suitability, eligibility, or qualifications for the benefits of this chapter, or chapters 33-17 to 33-19, 
inclusive, are exempt from release to the extent that the disclosure of the material would reveal the 
identity of the source who furnished information to the division under an express promise that the 
identity of the source would be held in confidence, or, prior to July 1, 1985, under an implied 
promise that the identity of the source would be held in confidence.

Claim Folders

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

26 USC 6103
26 § 6103. Confidentiality and disclosure of returns and return information

33-16-23
33-16-23.   Division records as confidential--Exceptions
South Dakota Codified Law

Bill Regynski

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1503 of 2119



SVH-004
Corresponds to Record Series

State Veterans Home
Division

Application Files, Denied or Not Enrolled

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

33-16-23
33-16-23.   Division records as confidential
South Dakota Codified Law

42 U.S.C. 1320d-1329d-8
 Subpart F_Safeguarding Information on Applicants and Recipients
United States Code

38 CFR 1.500
38 CFR 1.500 Files & documentation pertaining to VA claim
Code of Federal Regulations

45 C.F.R 160 and 164
Standards for Privacy of Individually Indefinable Health Information
Code of Federal Regulations

Bill Regynski

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1504 of 2119



SVH-029
Corresponds to Record Series

State Veterans Home
Division

Minutes, Board of Charities and Corrections

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-25-3
 1-25-3.   State agencies to keep minutes of proceedings--Availability to public
South Dakota Codified Law

Bill Regynski

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1505 of 2119



SVH-041
Corresponds to Record Series

State Veterans Home
Division

All personnel records pertaining to applications for employment, to personnel investigations, to 
performance appraisals, to donation or receipt of vested leave, and to competitive examination 
materials are confidential. An employee's name, classification, and salary may be released to an 
individual upon written request. Additional information may be released if the request is 
accompanied by an authorization signed by the employee. Lists of employees with their home or 
office locations or other statistical compilations may only be released for legitimate state 
government purposes

Application Files

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

55:01:16:04
 55:01:16:04.  Personnel records
Administrative Rule of South Dakota

Bill Regynski

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1506 of 2119



SVH-049
Corresponds to Record Series

State Veterans Home
Division

Certification of Eligibles

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

55:01:16:04
 55:01:16:04.  Personnel records
Administrative Rule of South Dakota

Bill Regynski

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1507 of 2119



SVH-064
Corresponds to Record Series

State Veterans Home
Division

Member Files

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

42 U.S.C. 1320d-1329d-8
 Subpart F_Safeguarding Information on Applicants and Recipients
United States Code

42 USC 405
Social Security Act - Limits on use of SSN
United States Code

45 C.F.R 160 and 164
Standards for Privacy of Individually Indefinable Health Information
Code of Federal Regulations

Bill Regynski

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1508 of 2119



SVH-065
Corresponds to Record Series

State Veterans Home
Division

move to nursing

Member Index Cards, Deceased/Discharged

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

45 C.F.R 160 and 164
Standards for Privacy of Individually Indefinable Health Information

Bill Regynski

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1509 of 2119



SVH-071
Corresponds to Record Series

State Veterans Home
Division

Performance Appraisals

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

55:01:16:04
 55:01:16:04.  Personnel records
Administrative Rule of South Dakota

Bill Regynski

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1510 of 2119



SVH-079
Corresponds to Record Series

State Veterans Home
Division

Receipts to be given for state funds--Distribution of copies--Additional require

Receipt Books

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

Receipts to be given for state funds
4-3-3.   Receipts to be given for state funds
South Dakota Codified Law

Bill Regynski

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1511 of 2119



SVH-082
Corresponds to Record Series

State Veterans Home
Division

Time Sheets

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

55:01:16:04
 55:01:16:04.  Personnel records
Administrative Rule of South Dakota

Bill Regynski

Yes

delete - discontinued

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1512 of 2119



SVH-087
Corresponds to Record Series

State Veterans Home
Division

Admission Check Lists

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

45 C.F.R 160 and 164
Standards for Privacy of Individually Indefinable Health Information
Code of Federal Regulations

Bill Regynski

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1513 of 2119



SVH-088
Corresponds to Record Series

State Veterans Home
Division

Care Plans

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

45 C.F.R 160 and 164
Standards for Privacy of Individually Indefinable Health Information
Code of Federal Regulations

Bill Regynski

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1514 of 2119



SVH-090
Corresponds to Record Series

State Veterans Home
Division

Complaint Files

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

ssn

Bill Regynski

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1515 of 2119



SVH-091
Corresponds to Record Series

State Veterans Home
Division

Incident Reports

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

45 C.F.R 160 and 164
Standards for Privacy of Individually Indefinable Health Information
Code of Federal Regulations

Bill Regynski

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1516 of 2119



SVH-092
Corresponds to Record Series

State Veterans Home
Division

Laboratory Logs

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

45 C.F.R 160 and 164
Standards for Privacy of Individually Indefinable Health Information
Code of Federal Regulations

Bill Regynski

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1517 of 2119



SVH-094
Corresponds to Record Series

State Veterans Home
Division

Medical Charts

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

45 C.F.R 160 and 164
Standards for Privacy of Individually Indefinable Health Information
Code of Federal Regulations

Bill Regynski

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1518 of 2119



SVH-095
Corresponds to Record Series

State Veterans Home
Division

Medication Cards

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

45 C.F.R 160 and 164
Standards for Privacy of Individually Indefinable Health Information
Code of Federal Regulations

Bill Regynski

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1519 of 2119



SVH-097
Corresponds to Record Series

State Veterans Home
Division

Narcotics Control Sheets

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

45 C.F.R 160 and 164
Standards for Privacy of Individually Indefinable Health Information
Code of Federal Regulations

Bill Regynski

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1520 of 2119



SVH-100
Corresponds to Record Series

State Veterans Home
Division

Pulse/Blood Pressure Records

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

45 C.F.R 160 and 164
Standards for Privacy of Individually Indefinable Health Information
Code of Federal Regulations

Bill Regynski

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1521 of 2119



SVH-101
Corresponds to Record Series

State Veterans Home
Division

Purified Protein Derivative Test Results

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

45 C.F.R 160 and 164
Standards for Privacy of Individually Indefinable Health Information
Code of Federal Regulations

Bill Regynski

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1522 of 2119



SVH-105
Corresponds to Record Series

State Veterans Home
Division

Treatment Logs

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

45 C.F.R 160 and 164
Standards for Privacy of Individually Indefinable Health Information
Code of Federal Regulations

Bill Regynski

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1523 of 2119



SVH-108
Corresponds to Record Series

State Veterans Home
Division

Medication Orders, Patient

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

45 C.F.R 160 and 164
Standards for Privacy of Individually Indefinable Health Information
Code of Federal Regulations

Bill Regynski

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1524 of 2119



SVH-109
Corresponds to Record Series

State Veterans Home
Division

Profile Cards, Residents

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

45 C.F.R 160 and 164
Standards for Privacy of Individually Indefinable Health Information
Code of Federal Regulations

Bill Regynski

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1525 of 2119



SVH-114
Corresponds to Record Series

State Veterans Home
Division

Member Rosters

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

45 C.F.R 160 and 164
Standards for Privacy of Individually Indefinable Health Information
Code of Federal Regulations

Bill Regynski

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1526 of 2119



SVH-115
Corresponds to Record Series

State Veterans Home
Division

Member Social Histories

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

45 C.F.R 160 and 164
Standards for Privacy of Individually Indefinable Health Information
Code of Federal Regulations

Bill Regynski

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1527 of 2119



SVH-154
Corresponds to Record Series

State Veterans Home
Division

Performance Appraisals

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

55:01:16:04
 55:01:16:04.  Personnel records
Administrative Rule of South Dakota

Bill Regynski

Yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1528 of 2119



Department of Public Safety

AR-3 -- Accident Report Files
Corresponds to Record Series

Enforcement/Accident Recor
Division

42 USC 405 requires that we keep the social security number confidential

original standard forms used by law enforcement officials to report accidents

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

32-34-13
Accidents and Accident Reports
South Dakota Codified Law

42 USC 405
Social Security Act
United States Code

Dawn Hill

Yes

Yes -- SDCL 32-34-13

Director of Accident Records 

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1529 of 2119



DL-14 - Driver History Syste
Corresponds to Record Series

Inspection & Licensing/Driver
Division

SDCL 32-12-61 requires this record be maintained by the Department of Public Safety.

18 USC 2721-2725 (federal Driver's Privacy Protection Act, aka DPPA) dictates personal 
information is protected and includes information that identifies an individual, including the 
individual's photograph, social security number, driver license number, name, address, telephone 
number, and medical or disability information.  This information can only be obtained by 
permissable users defined in this chapter.

42 USC 405 -- Social Security Act also dictates the social security number is held confidential.

driver history system is a database that contains driving history of all drivers in South Dakota

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

32-12-61
Driver Licenses and Permits
South Dakota Codified Law

32-12A-63
Commercial Drivers Licenses and Permits
South Dakota Codified Law

18 USC 2721-2725
Driver's Privacy Protection Act (DPPA)
United States Code

42 USC 405
Social Security Act
United States Code

Dawn Hill

Yes

Yes - SDCL 32-35-101

Director of the Driver Licensi

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1530 of 2119



DL-2 - Application File, Driver
Corresponds to Record Series

Inspection & Licensing/Driver
Division

SDCL 32-12-60 requires this record be maintained by the Department of Public Safety.

18 USC 2721-2725 (federal Driver's Privacy Protection Act, aka DPPA) dictates personal 
information is protected and includes information that identifies an individual, including the 
individual's photograph, social security number, driver license number, name, address, telephone 
number, and medical or disability information.  This information can only be obtained by 
permissable users defined in this chapter.

42 USC 405 -- Social Security Act also dictates the social security number is held confidential.

contains original applications for driver licenses and non-driver identification cards, as submitted by 
driver license examiners in the state.

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

32-12-60
Driver Licenses and Permits
South Dakota Codified Law

18 USC 2721-2725
FEDERAL DRIVER'S PRIVACY PROTECTION ACT (DPPA)
United States Code

42 USC 405
Social Security Act
United States Code

Dawn Hill

Yes

No

Director of the Driver Licensi

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1531 of 2119



DL-21 - Hearing Tape Record
Corresponds to Record Series

Inspection & Licensing/Driver
Division

1-26-2 and 1-26-21 require these records be kept as part of the administrative hearing record.  

18 USC 2721-2725 (federal Driver's Privacy Protection Act, aka DPPA) dictates personal 
information is protected and includes information that identifies an individual, including the 
individual's photograph, social security number, driver license number, name, address, telephone 
number, and medical or disability information.  This information can only be obtained by 
permissable users defined in this chapter.

42 USC 405 -- Social Security Act also dictates the social security number is held confidential.

audio tape series is maintained to have verbatim record of all driver license administrative hearings

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

1-26-21
Administrative Procedure and Rules

1-26-2
Administrative Procedure and Rules
South Dakota Codified Law

18 USC 2721-2725
Drivers Privacy and Protection Act (DPPA)
United States Code

42 USC 405
Social Security Act
United States Code

Dawn Hill

Yes

No

Director of the Driver Licensi

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1532 of 2119



FM-16 - Inspection Files, Sch
Corresponds to Record Series

Emergency Services/Fire Mar
Division

Inspection Files, Schools -- contains fire safety inspections for all elementary and secondary 
schools and institution of higher education buildings.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

13-25-6
Fire Safety in School Buildings
South Dakota Codified Law

Dawn Hill

Yes

No

State Fire Marshal

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1533 of 2119



FM-3 - Boiler Report File
Corresponds to Record Series

Emergency Services/Fire Mar
Division

boiler report file - copy of boiler inspection reports and certificates issued.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

34-29A-46
Boiler Safety
South Dakota Codified Law

Dawn Hill

Yes

No

State Fire Marshal

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1534 of 2119



OEM Contacts Database
Corresponds to Record Series

Emergency Services/Emerge
Division

SDCL 33-15-11.1 through 33-15-11.5 requires municiaplities, county commissions, and boards of 
supervisors to provide contact lists of certain public officials, officers, and employees.  SDCL 33-15-
11.6 keeps SDCL 33-15-11.1 through SDCL 33-15-11.5 confidential.

database contains the names and contact information for municipal, county, and boards of 
supervisors officials, officers, and emloyees.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

33-15-11.6
Emergency Management
South Dakota Codified Law

Dawn Hill

No

No

Director of the Office of Emer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1535 of 2119



Department of Revenue and Regulation

AB-1
Corresponds to Record Series

Abstracter Examiners Board
Division

Notices of public hearings, public comments and hearing transcripts

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-26-7
Records retained - public inspection
South Dakota Codified Law

Kelly Thompson

Yes

No

Executive Secretary, Abstract

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1536 of 2119



AB-10
Corresponds to Record Series

Abstracter Examiners Board
Division

Complaint files documenting problems which have occurred with abstractors

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

36-13-4
Records and accounts of board - inspection
South Dakota Codified Law

20:36:05:05
Complaint filed with board
Administrative Rule of South Dakota

Kelly Thompson

Yes

No

Executive Secretary, Abstract

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1537 of 2119



AB-11
Corresponds to Record Series

Abstracter Examiners Board
Division

Contracts and agreements between the Board and other parties

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

36-13-4
Records and accounts of board - public inspection
South Dakota Codified Law

20:36:02:03
Seal, books, records and documents of the board - Inspection of
Administrative Rule of South Dakota

Kelly Thompson

Yes

No

Executive Secretary, Abstract

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1538 of 2119



AB-13
Corresponds to Record Series

Abstracter Examiners Board
Division

Summarizes results of examinations and when applicants are available for reexamination

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

36-13-4
Records and accounts of board - public inspection
South Dakota Codified Law

20:36:02:03
Seal, books, records, and documents of the board - inspection of
Administrative Rule of South Dakota

Kelly Thompson

Yes

No

Executive Secretary, Abstract

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1539 of 2119



AB-14
Corresponds to Record Series

Abstracter Examiners Board
Division

Financial statements of the Board for a given fiscal year

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

36-13-4
Records and accounts of Board - public inspection
South Dakota Codified Law

Kelly Thompson

Yes

No

Executive Secretary, Abstract

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1540 of 2119



AB-16
Corresponds to Record Series

Abstracter Examiners Board
Division

Data files for licensed abstractors, including applications, exam scores, license number, etc.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

36-13-4
Records and accounts of Board - public inspection
South Dakota Codified Law

20:36:02:03
Seal, books, records, and documents of the board - Inspection of
Administrative Rule of South Dakota

Kelly Thompson

Yes

No

Executive Secretary, Abstract

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1541 of 2119



AB-17
Corresponds to Record Series

Abstracter Examiners Board
Division

Official minutes of the Abstractors Board of Examiners meetings

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-25-3
State agencies to keep minutes of proceedings - Availability to public
South Dakota Codified Law

Kelly Thompson

Yes

No

Executive Secretary, Abstract

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1542 of 2119



AB-22
Corresponds to Record Series

Abstracter Examiners Board
Division

Documents of all receipts of money; used for audit purposes.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

36-13-4
Records and accounts of board - public inspection
South Dakota Codified Law

Kelly Thompson

Yes

No

Executive Secretary, Abstract

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1543 of 2119



AB-25
Corresponds to Record Series

Abstracter Examiners Board
Division

Copies of travel, non-cash, direct, receiving, and journal vouchers.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

36-13-4
Records and accounts of board - public inspection
South Dakota Codified Law

Kelly Thompson

Yes

No

Executive Secretary, Abstract

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1544 of 2119



AB-4
Corresponds to Record Series

Abstracter Examiner Board
Division

Legislative Audit reports concerning the expenditure and administration of funds

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

36-13-4
Records and accounts of board - Inspection
South Dakota Codified Law

Kelly Thompson

Yes

No

Executive Secretary, Abstract

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1545 of 2119



AB-5
Corresponds to Record Series

Abstracter Examiners Board
Division

Bank statements sent by individual banks for reconciliation purposes.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

36-13-4
Records and accounts of board - public inspection
South Dakota Codified Law

Kelly Thompson

Yes

No

Executive Secretary, Abstract

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1546 of 2119



AB-7
Corresponds to Record Series

Abstracter Examiners Board
Division

Monthly and year-end reports used to monitor and reconcile fiscal year receipts and expenditures

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

36-13-4
Records and accounts of board - public inspection
South Dakota Codified Law

Kelly Thompson

Yes

No

Executive Secretary, Abstract

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1547 of 2119



AB-8
Corresponds to Record Series

Abstracter Examiners Board
Division

Cash receipt transmittals documenting payments received and deposited with the State Treasury

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

36-13-4
Records and accounts of board - public inspection
South Dakota Codified Law

Kelly Thompson

Yes

No

Executive Secretary, Abstract

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1548 of 2119



AB-9
Corresponds to Record Series

Abstracter Examiners Board
Division

Check registers of checks written by board

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

36-13-4
Records and accounts of board - public inspection
South Dakota Codified Law

Kelly Thompson

Yes

No

Executive Secretary, Abstract

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1549 of 2119



COM-104
Corresponds to Record Series

Banking
Division

Reports submitted by bank examiners from field examinations

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

51A-2-35
Records of division open to public inspection - Exceptions
South Dakota Codified Law

51A-6A-39
Confidentiality of information generated by examination
South Dakota Codified Law

Kelly Thompson

Yes

No

Director, Division of Banking

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1550 of 2119



COM-104.1
Corresponds to Record Series

Banking
Division

Reports which are the property of the federal banking agencies

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

51A-2-35(2)
Record required to be confidential pursuant to federal statutes or rules
South Dakota Codified Law

Kelly Thompson

Yes

No

Director, Division of Banking

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1551 of 2119



COM-105
Corresponds to Record Series

Banking
Division

Reference files concerning holding companies in South Dakota

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

51A-2-35
Exceptions to records open to public inspection
South Dakota Codified Law

12 USC 1817(a), 12 USC 1381(m)
Federal Deposit Insurance Act
United States Code

12 CFR 261.11
Federal Reserve System rules and regulations
Code of Federal Regulations

Kelly Thompson

Yes

No

Director, Division of Banking

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1552 of 2119



COM-110
Corresponds to Record Series

Banking
Division

Documents the licensure of small loan companies and motor vehicle loan companies in South 
Dakota

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

51A-2-35
Exceptions to records open to public inspection
South Dakota Codified Law

Kelly Thompson

Yes

No

Director, Division of Banking

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1553 of 2119



COM-111
Corresponds to Record Series

Banking
Division

Original finalized minutes of the State Banking Commission meetings

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-25-3
State agencies to keep minutes of proceedings - Availability to public
South Dakota Codified Law

Kelly Thompson

Yes

No

Director, Division of Banking

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1554 of 2119



COM-112
Corresponds to Record Series

Banking
Division

Official signed oaths of various bank directors in the state

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

51A-2-35
Records of division open to public inspection - Exceptions
South Dakota Codified Law

Kelly Thompson

Yes

No

Director, Division of Banking

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1555 of 2119



COM-115
Corresponds to Record Series

Banking
Division

Contains a file for each bank in SD and their respective elected officers

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

51A-2-35
Records of division open to public inspection
South Dakota Codified Law

51A-6A-2
Confidential information
South Dakota Codified Law

Kelly Thompson

Yes

No

Director, Division of Banking

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1556 of 2119



COM-119
Corresponds to Record Series

Securities
Division

Securities registrations

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

47-31B-606
Administrative Files and Opinions
South Dakota Codified Law

Kelly Thompson

Yes

No

Director, Securities Division

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1557 of 2119



COM-123
Corresponds to Record Series

Securities
Division

Exemptions from securities registration

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

47-31B-606
Administrative Files and Opinions
South Dakota Codified Law

Kelly Thompson

Yes

No

Director, Division of Securitie

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1558 of 2119



COM-124
Corresponds to Record Series

Securities
Division

Documents and materials gathered in securities, franchise and business opportunity investigations

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

37-25A-25
Trade Regulation - Business Opportunities - restricted disclosure of information
South Dakota Codified Law

37-5A-64
Trade Regulation - Franchises - confidential information
South Dakota Codified Law

47-31B-607(b)(1)
Uniform Securities Act of 2002 - Public Records - Confidentiality
South Dakota Codified Law

Kelly Thompson

Yes

No

Director, Division of Securitie

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1559 of 2119



COM-125
Corresponds to Record Series

Securities
Division

Used to document compliance of state registered investment advisors, broker dealers, and their 
agents to file applications with the Securities Division

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

47-31B-607(a)
Uniform Securities Act of 2002 - Public Records
South Dakota Codified Law

Kelly Thompson

Yes

No

Director, Division of Securitie

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1560 of 2119



COM-127
Corresponds to Record Series

Securities
Division

Documents may be used in legal proceedings.

Private placement exemption memorandums

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

47-31B-607(b)
Public records - confidentiality
South Dakota Codified Law

20:08:07:25(B)
Interstate limited offering transactions - no public advertising
Administrative Rule of South Dakota

Kelly Thompson

Yes

No

Director, Division of Securitie

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1561 of 2119



COM-129
Corresponds to Record Series

Securities
Division

Franchise and business opportunity registrations and updates

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

37-5A-57
Register of filings and orders - Public inspection
South Dakota Codified Law

37-5A-58
Filings open to public inspection
South Dakota Codified Law

37-5A-59
Copies of orders and documents - Certification - Admissibility in evidence
South Dakota Codified Law

Kelly Thompson

Yes

No

Director, Division of Securitie

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1562 of 2119



COM-32
Corresponds to Record Series

Petroleum Release Compens
Division

Active and inactive case files - information used for processing fund payments, reviewing project 
contracts, and audit purposes

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

1-26-2
Agency materials available for public inspection - Derogatory materials
South Dakota Codified Law

1-27-30
Confidentiality of proprietary or trade information of private entity
South Dakota Codified Law

Kelly Thompson

Yes

No

Director, Petroleum Release 

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1563 of 2119



COM-33
Corresponds to Record Series

Petroleum Release Compens
Division

Case files for "no payment" cases - information used for project and contract review and audit 
purposes

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

1-26-2
Agency materials available for public inspection - Derogatory materials
South Dakota Codified Law

1-27-30
Confidentiality of proprietary or trade information of private entity
South Dakota Codified Law

Kelly Thompson

Yes

No

Director, Petroleum Release 

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1564 of 2119



COM-394
Corresponds to Record Series

Securities
Division

Documents and materials gathered during examination of broker/dealer firms

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

47-31B-607(b)(1)
Uniform Securities Act of 2002 - Public Records - confidentiality
South Dakota Codified Law

Kelly Thompson

Yes

No

Director, Division of Securitie

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1565 of 2119



COM-395
Corresponds to Record Series

Appraiser Certification
Division

Notices of public hearings, affidavits of publication of notices, written comments from the public, 
and hearing transcripts

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-26-7
Records retained - Copies - Public inspection of current rules
South Dakota Codified Law

Kelly Thompson

Yes

No

Executive Director, Appraiser

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1566 of 2119



COM-397
Corresponds to Record Series

Appraiser Certification
Division

Files of complaints filed against appraisers

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

1-26-2
Agency materials available for public inspection - Derogatory materials
South Dakota Codified Law

1-27-29
Disclosure of information concerning private entity resticted
South Dakota Codified Law

Kelly Thompson

Yes

No

Executive Director, Appraiser

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1567 of 2119



COM-40
Corresponds to Record Series

Petroleum Release Compens
Division

Copies of minutes of the Petroleum Release Compensation Board meetings

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-25-3
State agencies to keep minutes of proceedings - Availability to public
South Dakota Codified Law

Kelly Thompson

Yes

No

Director, Petroleum Release 

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1568 of 2119



COM-400
Corresponds to Record Series

Appraiser Certification
Division

Documents the enforcement by the program to resolve complaints filed against appraisers and 
documents the appealed upgrade denials

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-26-21
Contents of record in contested cases
South Dakota Codified Law

Kelly Thompson

Yes

No

Executive Director, Appraiser

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1569 of 2119



COM-428
Corresponds to Record Series

Insurance Fraud Unit
Division

Database of all cases ever referred to the Fraud Unit

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

58-4A-12
Records and files confidential
South Dakota Codified Law

Kelly Thompson

Yes

No

Department Chief Legal Coun

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1570 of 2119



COM-429
Corresponds to Record Series

Insurance Fraud Unit
Division

Civil case files for the Fraud Unit

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

58-4A-12
Records and files confidential
South Dakota Codified Law

Kelly Thompson

Yes

No

Department Chief Legal Coun

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1571 of 2119



COM-433
Corresponds to Record Series

Insurance Fraud Unit
Division

Criminal history information received from the National Crime Information Center

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

23-5-11
Confidential criminal justice information not subject to inspection
South Dakota Codified Law

58-4A-12
Records and files confidential
South Dakota Codified Law

Kelly Thompson

Yes

No

Department Chief Legal Coun

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1572 of 2119



COM-437
Corresponds to Record Series

Insurance Fraud Unit
Division

Investigative case files submitted for review and determination of prosecuting a criminal case for 
the Fraud Unit

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

58-4A-12
Records and files confidential
South Dakota Codified Law

Kelly Thompson

Yes

No

Department Chief Legal Coun

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1573 of 2119



COM-441
Corresponds to Record Series

Insurance Fraud Unit
Division

Active and closed prosecution criminal case files for the Fraud Unit

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

58-4A-12
Records and files confidential
South Dakota Codified Law

Kelly Thompson

Yes

No

Department Chief Legal Coun

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1574 of 2119



COM-47
Corresponds to Record Series

Petroleum Release Compens
Division

Copies of rules and regulations pertaining to the Petroleum Release Compensation Fund

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-26-7
Records retained - Copies - Public inspection of current rules
South Dakota Codified Law

Kelly Thompson

Yes

No

Director, Petroleum Release 

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1575 of 2119



COM-50
Corresponds to Record Series

Gaming Commission
Division

Notices of public hearings, affidavits of public notice, written comments from the public, and hearing 
transcripts

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-26-7
Records retained - Copies - Public inspection of current rules
South Dakota Codified Law

Kelly Thompson

Yes

No

Executive Secretary, Gaming

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1576 of 2119



COM-52
Corresponds to Record Series

Gaming Commission
Division

Copies of resumes, credentials and application forms for individuals who have applied for "Key" or 
"Support" employee licenses

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

42-7B-58
Records - Confidentiality - Exception for official purposes and tax purposes
South Dakota Codified Law

Kelly Thompson

Yes

No

Executive Secretary, Gaming

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1577 of 2119



COM-53
Corresponds to Record Series

Gaming Commission
Division

Applications for state licensure submitted by individual horse/dog owners, trainers, and everyone 
else involved in race track operations

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

1-26-2
Agency materials available for public inspection - Derogatory materials
South Dakota Codified Law

Kelly Thompson

Yes

No

Executive Secretary, Gaming

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1578 of 2119



COM-54
Corresponds to Record Series

Gaming Commission
Division

Licenses applications submitted by establishments

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

42-7B-58
Records - Confidentiality - Exception for official purposes and tax purposes
South Dakota Codified Law

Kelly Thompson

Yes

No

Executive Secretary, Gaming

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1579 of 2119



COM-58
Corresponds to Record Series

Gaming Commission
Division

Audit reports from audits conducted by department staff on gaming establishments

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

42-7B-58
Records - Confidentiality - Exception for official purposes and tax purposes
South Dakota Codified Law

Kelly Thompson

Yes

No

Executive Secretary, Gaming

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1580 of 2119



COM-65
Corresponds to Record Series

Gaming Commission
Division

Correspondence received from either the general public or initiated by the commission concerning 
problems with various license gaming establishments

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

42-7B-58
Records - Confidentiality - Exception for official purposes and tax purposes
South Dakota Codified Law

Kelly Thompson

Yes

No

Executive Secretary, Gaming

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1581 of 2119



COM-68
Corresponds to Record Series

Gaming Commission
Division

Files of gaming establishments that have manufacturer/distributor, operator or retailer licenses

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

47-7B-58
Records - Confidentiality - Exception for official purposes and tax purposes
South Dakota Codified Law

Kelly Thompson

Yes

No

Executive Secretary, Gaming

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1582 of 2119



COM-69
Corresponds to Record Series

Gaming Commission
Division

Financial statements of gaming establishments - may include balance sheets, statement of 
revenues and expenditures, fixed assets, summary of accounting procedures

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

42-7B-58
Records - Confidentiality - Exception for official purposes and tax purposes
South Dakota Codified Law

Kelly Thompson

Yes

No

Executive Secretary, Gaming

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1583 of 2119



COM-70
Corresponds to Record Series

Gaming Commission
Division

Documentation of public hearings held by the Gaming Commission when a rule has been broken or 
ownership of a racetrack is sold or transferred

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-26-2
Agency materials available for public inspection - Derogatory materials

1-26-21
Contents of record in contested cases
South Dakota Codified Law

Kelly Thompson

Yes

No

Executive Secretary, Gaming

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1584 of 2119



COM-75
Corresponds to Record Series

Gaming Commission
Division

Files for all licensed key and support Deadwood gaming employees - maintained to review history 
of former employees for audit purposes

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

42-7B-58
Records - Confidentiality - Exception for official purposes and tax purposes
South Dakota Codified Law

Kelly Thompson

Yes

No

Executive Secretary, Gaming

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1585 of 2119



COM-77
Corresponds to Record Series

Gaming Commission
Division

Copies of commission meeting minutes

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-25-3
State agencies to keep minutes of proceedings - Availability to public
South Dakota Codified Law

Kelly Thompson

Yes

No

Executive Secretary, Gaming

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1586 of 2119



COM-86
Corresponds to Record Series

Gaming Commission
Division

Contains forms issued to document the receipt of money - information is maintained for audit 
purposes

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

42-7B-58
Records - Confidentiality - Exception for official purposes and tax purposes
South Dakota Codified Law

Kelly Thompson

Yes

No

Executive Secretary, Gaming

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1587 of 2119



COM-92
Corresponds to Record Series

Banking
Division

Notice of public hearings, affidavits of publication of notices, written comments from the public, and 
hearing transcripts

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-26-7
Records retained - Copies - Public inspection of current rules
South Dakota Codified Law

Kelly Thompson

Yes

No

Director, Division of Banking

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1588 of 2119



COM-93
Corresponds to Record Series

Banking
Division

Notifications to the division by individual directors seeking to be recognized as bank directors

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

51A-2-35
Exceptions to division records open to the public
South Dakota Codified Law

51A-6A-2
Information deemed confidential under SD's trust company statutes
South Dakota Codified Law

Kelly Thompson

Yes

No

Director, Division of Banking

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1589 of 2119



COM-94
Corresponds to Record Series

Banking
Division

Applications submitted to the Banking Division by state-chartered banks

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

51A-2-35
Records of division open to public inspection - Exceptions
South Dakota Codified Law

51A-6A-2
Confidential information
South Dakota Codified Law

Kelly Thompson

Yes

No

Director, Division of Banking

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1590 of 2119



COM-95
Corresponds to Record Series

Banking
Division

Articles of Incorporation and bylaws of state banks and trust companies in SD

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

51A-2-35
Division records open to public inspection
South Dakota Codified Law

51A-3-12
Endorsement and filing of approved articles
South Dakota Codified Law

51A-3-22
Filing of amendments to articles of incorporation
South Dakota Codified Law

51A-6A-7
Submission of articles of incorporation for trust companies
South Dakota Codified Law

51A-6A-8
Amendments to articles of incorporation for trust companies
South Dakota Codified Law

Kelly Thompson

Yes

No

Director, Division of Banking

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1591 of 2119



COM-97
Corresponds to Record Series

Banking
Division

The division's record of security bonds for individual banks, trust companies and licensees

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

51A-2-35
Exceptions to what division records are open to the public
South Dakota Codified Law

51A-3-37, 51A-3-38, 51A-3-39
Provisions for requiring bonds and insurance for banking organizations
South Dakota Codified Law

51A-6A-19
Bond requirements for trust companies
South Dakota Codified Law

54-4-42
Bond requirements for money lenders
South Dakota Codified Law

Kelly Thompson

Yes

No

Director, Division of Banking

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1592 of 2119



COM-98
Corresponds to Record Series

Banking
Division

Database is used to alert division as to when to review bonds and when bonds are becoming 
superseded

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

51A-2-35
Records of division open to public inspection - Exceptions
South Dakota Codified Law

Kelly Thompson

Yes

No

Director, Division of Banking

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1593 of 2119



INS-131
Corresponds to Record Series

Insurance
Division

Documentation of administrative rule promulgation files

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-26-7
Records retained - Copies - Public inspection of current rules
South Dakota Codified Law

Kelly Thompson

Yes

No

Director, Insurance Division

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1594 of 2119



INS-133
Corresponds to Record Series

Insurance
Division

Reports and information that record insurance agents who are authorized to sell surplus lines of 
insurance in South Dakota

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

10-1-28.3
Return information confidential
South Dakota Codified Law

Kelly Thompson

Yes

No

Director, Insurance Division

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1595 of 2119



INS-135
Corresponds to Record Series

Insurance
Division

Annual statements of operations submitted to the division by insurance companies

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

58-2-26
Records - Keeping by director - Public inspection
South Dakota Codified Law

58-6-75
Annual and quarterly statement of financial condition of insurer
South Dakota Codified Law

Kelly Thompson

Yes

No

Director, Insurance Division

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1596 of 2119



INS-142
Corresponds to Record Series

Insurance
Division

Complaint files detailing complaints against specific agents and what action was taken to satisfy the 
complaint

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

58-4-45
Confidentiality of certain documents

58-4-44
Investigation of insurance business - Withholding report from public inspection
South Dakota Codified Law

Kelly Thompson

Yes

No

Director, Insurance Division

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1597 of 2119



INS-150
Corresponds to Record Series

Insurance
Division

Documents enforcement by the division to resolve complaints against insurance agents and 
companies

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

58-4-44
Investigation of insurance business - Withholding report from public inspection
South Dakota Codified Law

58-4-45
Confidentiality of certain documents
South Dakota Codified Law

Kelly Thompson

Yes

No

Director, Insurance Division

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1598 of 2119



INS-151
Corresponds to Record Series

Insurance
Division

Documentation for hearings held by the division to resolve mergers between domestic and foreign 
insurance companies

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-26-2
Agency materials available for public inspection - Derogatory materials
South Dakota Codified Law

1-26-21
Contents of record in contested cases
South Dakota Codified Law

Kelly Thompson

Yes

No

Director, Insurance Division

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1599 of 2119



INS-154
Corresponds to Record Series

Insurance
Division

Reference and documentation for current rules and rates charged by insurance companies in South 
Dakota

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

58-11-12
Policy forms - Filing with and approval by director
South Dakota Codified Law

58-2-26
Records - Keeping by director - Public inspection
South Dakota Codified Law

58-24-10
Filing of rates with director
South Dakota Codified Law

58-24-10.1
Rating rules required to be filed with director
South Dakota Codified Law

58-24-10.2
Rate information required to be filed prior to effective date on finding that closer 
supervision is required

South Dakota Codified Law

Kelly Thompson

Yes

No

Director, Insurance Division

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1600 of 2119



INS-155
Corresponds to Record Series

Insurance
Division

Database used to inform medical boards of numbers and types of malpractice suits that have 
occurred annually

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

58-23A-6
Information and files kept by division - Confidentiality
South Dakota Codified Law

Kelly Thompson

Yes

No

Director, Insurance Division

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1601 of 2119



INS-160
Corresponds to Record Series

Insurance
Division

Life and health insurance policy forms as submitted to division by the various insurance companies

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

58-11-12
Policy forms - Filing with and approval by director
South Dakota Codified Law

58-17-14.1
Filing and prior approval of individual premium rates by director
South Dakota Codified Law

58-2-26
Records - Keeping by director - Public inspection
South Dakota Codified Law

Kelly Thompson

Yes

No

Director, Insurance Division

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1602 of 2119



INS-161
Corresponds to Record Series

Insurance
Division

Property and casualty insurance policy forms as submitted to division by various insurance 
companies

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

58-11-12
Policy forms - Filing with and approval by director
South Dakota Codified Law

58-2-26
Records - Keeping by director - Public inspection
South Dakota Codified Law

Kelly Thompson

Yes

No

Director, Insurance Division

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1603 of 2119



INS-168
Corresponds to Record Series

Insurance
Division

Documents domestic companies doing business in South Dakota

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

58-3-22
Confidentiality of disclosed information
South Dakota Codified Law

Kelly Thompson

Yes

No

Director, Insurance Division

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1604 of 2119



INS-169
Corresponds to Record Series

Insurance
Division

Completed tax statements as submitted by insurance companies doing business or domiciled in SD

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

10-1-28.3
Return information confidential
South Dakota Codified Law

Kelly Thompson

Yes

No

Director, Insurance Division

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1605 of 2119



INS-170
Corresponds to Record Series

Insurance
Division

Analysis files, working papers and computations of insurance examiners

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

58-3-22
Confidentiality of disclosed information
South Dakota Codified Law

Kelly Thompson

Yes

No

Director, Insurance Division

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1606 of 2119



INS-393
Corresponds to Record Series

Insurance
Division

Documentation of claims for reimbursement from the subsequent injury fund

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

58-4-45
Confidentiality of certain documents
South Dakota Codified Law

Kelly Thompson

Yes

No

Director, Insurance Division

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1607 of 2119



LOT-102
Corresponds to Record Series

Lottery
Division

Contains second chance drawing documents

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

42-7A-50
Confidentiality of lottery records
South Dakota Codified Law

Kelly Thompson

Yes

No

Director, SD Lottery

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1608 of 2119



LOT-109
Corresponds to Record Series

Lottery
Division

Information documenting the transfer of instant/on-line ACH files to the Lottery's originating bank

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

42-7A-50
Confidentiality of lottery records
South Dakota Codified Law

Kelly Thompson

Yes

No

Director, SD Lottery

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1609 of 2119



LOT-110
Corresponds to Record Series

Lottery
Division

Instant Ticket Automated Processing master plan

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

42-7A-50
Confidentiality of lottery records
South Dakota Codified Law

Kelly Thompson

Yes

No

Director, SD Lottery

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1610 of 2119



LOT-112
Corresponds to Record Series

Lottery
Division

Various software manuals used by the Lottery

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

42-7A-50
Confidentiality of lottery records
South Dakota Codified Law

Kelly Thompson

Yes

No

Director, SD Lottery

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1611 of 2119



LOT-113
Corresponds to Record Series

Lottery
Division

Daily series containing cash drawer reconciliation pages from each Lottery Redemption Center

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

42-7A-50
Confidentiality of lottery records
South Dakota Codified Law

Kelly Thompson

Yes

No

Director, SD Lottery

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1612 of 2119



LOT-12
Corresponds to Record Series

Lottery
Division

Original Lottery Commission meeting minutes

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-25-3
State agencies to keep minutes of proceedings - Availability to public
South Dakota Codified Law

Kelly Thompson

Yes

No

Director, SD Lottery

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1613 of 2119



LOT-138
Corresponds to Record Series

Lottery
Division

This series consists of bonuses awarded to retailers for selling an on-line winning ticket of $5,000 or 
more

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

42-7A-50
Confidentiality of lottery records
South Dakota Codified Law

Kelly Thompson

Yes

No

Director, SD Lottery

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1614 of 2119



LOT-143
Corresponds to Record Series

Lottery
Division

Documentation on how and why premium items are dispersed

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

42-7A-50
Confidentiality of lottery records
South Dakota Codified Law

Kelly Thompson

Yes

No

Director, SD Lottery

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1615 of 2119



LOT-146
Corresponds to Record Series

Lottery
Division

Contains a record of free tickets given to retailers and sales representatives for special promotions

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

42-7A-50
Confidentiality of lottery records
South Dakota Codified Law

Kelly Thompson

Yes

No

Director, SD Lottery

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1616 of 2119



LOT-157
Corresponds to Record Series

Lottery
Division

Contains documentation for each time a user did a delete on the ITAP system

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

42-7A-50
Confidentiality of lottery records
South Dakota Codified Law

Kelly Thompson

Yes

No

Director, SD Lottery

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1617 of 2119



LOT-158
Corresponds to Record Series

Lottery
Division

Contains background investigation files of potential lottery employees

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

42-7A-50
Confidentiality of lottery records
South Dakota Codified Law

Kelly Thompson

Yes

No

Director, SD Lottery

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1618 of 2119



LOT-160
Corresponds to Record Series

Lottery
Division

Contains information about each lottery game and the hard copy backup of the vendor's computer 
system

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

42-7A-50
Confidentiality of lottery records
South Dakota Codified Law

Kelly Thompson

Yes

No

Director, SD Lottery

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1619 of 2119



LOT-161
Corresponds to Record Series

Lottery
Division

Contains unsold instant tickets either for games in progress or for games no longer in progress

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

42-7A-50
Confidentiality of lottery records
South Dakota Codified Law

Kelly Thompson

Yes

No

Director, SD Lottery

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1620 of 2119



LOT-163
Corresponds to Record Series

Lottery
Division

Daily reports generated by the ITAP system to monitor instant and on-line activity

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

42-7A-50
Confidentiality of lottery records
South Dakota Codified Law

Kelly Thompson

Yes

No

Director, SD Lottery

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1621 of 2119



LOT-166
Corresponds to Record Series

Lottery
Division

Documents the validation of on-line jackpot and $100,000 winners

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

42-7A-50
Confidentiality of lottery records
South Dakota Codified Law

Kelly Thompson

Yes

No

Director, SD Lottery

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1622 of 2119



LOT-168
Corresponds to Record Series

Lottery
Division

Contains items the sales reps have picked up from retailers in order for their account to be credited

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

42-7A-50
Confidentiality of lottery records
South Dakota Codified Law

Kelly Thompson

Yes

No

Director, SD Lottery

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1623 of 2119



LOT-169
Corresponds to Record Series

Lottery
Division

Contains promotional invoices used to document credit issued to retailers for physical items 
redeemed by the public for free or promotional lottery tickets

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

42-7A-50
Confidentiality of lottery records
South Dakota Codified Law

Kelly Thompson

Yes

No

Director, SD Lottery

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1624 of 2119



LOT-170
Corresponds to Record Series

Lottery
Division

Contains the original application and background information regarding potential retailers

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

42-7A-50
Confidentiality of lottery records
South Dakota Codified Law

Kelly Thompson

Yes

No

Director, SD Lottery

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1625 of 2119



LOT-172
Corresponds to Record Series

Lottery
Division

Contains the forms prepared by the instant ticket sales rep issuing credit to retailers every time 
tickets are returned to the Lottery

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

42-7A-50
Confidentiality of lottery records
South Dakota Codified Law

Kelly Thompson

Yes

No

Director, SD Lottery

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1626 of 2119



LOT-173
Corresponds to Record Series

Lottery
Division

Contains documentation for each time an incident of stolen tickets is reported to the Lottery

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

42-7A-50
Confidentiality of lottery records
South Dakota Codified Law

Kelly Thompson

Yes

No

Director, SD Lottery

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1627 of 2119



LOT-174
Corresponds to Record Series

Lottery
Division

End of game report containing final pack and ticket information for all sites

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

42-7A-50
Confidentiality of lottery records
South Dakota Codified Law

Kelly Thompson

Yes

No

Director, SD Lottery

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1628 of 2119



LOT-175
Corresponds to Record Series

Lottery
Division

Daily reports documenting the shipment of instant ticket pages via vendor

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

42-7A-50
Confidentiality of lottery records
South Dakota Codified Law

Kelly Thompson

Yes

No

Director, SD Lottery

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1629 of 2119



LOT-176
Corresponds to Record Series

Lottery
Division

Documents each case of resetting a retailers ITAP terminal after lockout due to invalid pay attempts

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

42-7A-50
Confidentiality of lottery records
South Dakota Codified Law

Kelly Thompson

Yes

No

Director, SD Lottery

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1630 of 2119



LOT-177
Corresponds to Record Series

Lottery
Division

Contains information provided by the vendors who wish to obtain licenses to participate in video 
lottery

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

42-7A-50
Confidentiality of lottery records
South Dakota Codified Law

Kelly Thompson

Yes

No

Director, SD Lottery

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1631 of 2119



LOT-183
Corresponds to Record Series

Lottery
Division

Documents the component amount of each video lottery billing sent to licensed operators

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

42-7A-50
Confidentiality of lottery records
South Dakota Codified Law

Kelly Thompson

Yes

No

Director, SD Lottery

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1632 of 2119



LOT-184
Corresponds to Record Series

Lottery
Division

Print screens from the video lottery central computer system which are printed each time the 
Change Accounting screen is used

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

42-7A-50
Confidentiality of lottery records
South Dakota Codified Law

Kelly Thompson

Yes

No

Director, SD Lottery

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1633 of 2119



LOT-185
Corresponds to Record Series

Lottery
Division

Daily logs completed by the video lottery computer operators as they take calls from operators 
needing a board change or some other communication action taken

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

42-7A-50
Confidentiality of lottery records
South Dakota Codified Law

Kelly Thompson

Yes

No

Director, SD Lottery

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1634 of 2119



LOT-19
Corresponds to Record Series

Lottery
Division

Official agency copies of research studies and statistical reports done for the Lottery by the USD 
Business Research Bureau

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

42-7A-50
Confidentiality of lottery records
South Dakota Codified Law

Kelly Thompson

Yes

No

Director, SD Lottery

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1635 of 2119



LOT-190
Corresponds to Record Series

Lottery
Division

Documentation of costs that are billed back to licensed manufacturers and payments of such

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

42-7A-50
Confidentiality of lottery records
South Dakota Codified Law

Kelly Thompson

Yes

No

Director, SD Lottery

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1636 of 2119



LOT-191
Corresponds to Record Series

Lottery
Division

Contains a copy of the report received form the originating bank each time a returned sweep for 
non-sufficient funds, incorrect bank numbers and refused items are received

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

42-7A-50
Confidentiality of lottery records
South Dakota Codified Law

Kelly Thompson

Yes

No

Director, SD Lottery

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1637 of 2119



LOT-192
Corresponds to Record Series

Lottery
Division

Contains forms and reports documenting the bank account and the operator's authorization for the 
Lottery to make biweekly sweeps from the account

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

42-7A-50
Confidentiality of lottery records
South Dakota Codified Law

Kelly Thompson

Yes

No

Director, SD Lottery

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1638 of 2119



LOT-195
Corresponds to Record Series

Lottery
Division

Central computer system generated reports summarizing all terminal activity

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

42-7A-50
Confidentiality of lottery records
South Dakota Codified Law

Kelly Thompson

Yes

No

Director, SD Lottery

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1639 of 2119



LOT-196
Corresponds to Record Series

Lottery
Division

Contains video lottery operators' bi-monthly billing statements

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

42-7A-50
Confidentiality of lottery records
South Dakota Codified Law

Kelly Thompson

Yes

No

Director, SD Lottery

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1640 of 2119



LOT-197
Corresponds to Record Series

Lottery
Division

Contains information used to document monthly license fees billed to video lottery machine 
operators

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

42-7A-50
Confidentiality of lottery records
South Dakota Codified Law

Kelly Thompson

Yes

No

Director, SD Lottery

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1641 of 2119



LOT-198
Corresponds to Record Series

Lottery
Division

Contains information used to document biweekly telephone charges billed to video lottery operators

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

42-7A-50
Confidentiality of lottery records
South Dakota Codified Law

Kelly Thompson

Yes

No

Director, SD Lottery

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1642 of 2119



LOT-2
Corresponds to Record Series

Lottery
Division

Notices of public hearings, affidavits of publication of notices, written comments from the public, 
and hearing transcripts

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-26-7
Records retained - Copies - Public inspection of current rules
South Dakota Codified Law

Kelly Thompson

Yes

No

Director, SD Lottery

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1643 of 2119



LOT-201
Corresponds to Record Series

Lottery
Division

Contains the log of modem connections made to the central computer system by video lottery 
vendors

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

42-7A-50
Confidentiality of lottery records
South Dakota Codified Law

Kelly Thompson

Yes

No

Director, SD Lottery

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1644 of 2119



LOT-202
Corresponds to Record Series

Lottery
Division

Documents the arrangements made in case of a disaster that disables the central video lottery 
system

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

42-7A- 50
Confidentiality of lottery records
South Dakota Codified Law

Kelly Thompson

Yes

No

Director, SD Lottery

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1645 of 2119



LOT-203
Corresponds to Record Series

Lottery
Division

Contains the forms received from the field inspectors whenever a new terminal is brought into the 
state or when the permit is damaged on a terminal

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

42-7A-50
Confidentiality of lottery records
South Dakota Codified Law

Kelly Thompson

Yes

No

Director, SD Lottery

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1646 of 2119



LOT-205
Corresponds to Record Series

Lottery
Division

Contains shipment notifications received from distributors whenever a new or used terminal is sent 
into the state

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

42-7A-50
Confidentiality of lottery records
South Dakota Codified Law

Kelly Thompson

Yes

No

Director, SD Lottery

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1647 of 2119



LOT-208
Corresponds to Record Series

Lottery
Division

Contains for each licensed video lottery terminal a folder with forms detailing machine registration, 
transportation, inspection and repair reports, and print screens from the central computer system 
with applicable notes

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

42-7A-50
Confidentiality of lottery records
South Dakota Codified Law

Kelly Thompson

Yes

No

Director, SD Lottery

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1648 of 2119



LOT-209
Corresponds to Record Series

Lottery
Division

Contains for each licensed video lottery terminal a folder with forms detailing machine registration, 
transportation, inspection and repair reports, final reconciliation, and print screens from the central 
computer system

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

42-7A-50
Confidentiality of lottery records
South Dakota Codified Law

Kelly Thompson

Yes

No

Director, SD Lottery

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1649 of 2119



LOT-210
Corresponds to Record Series

Lottery
Division

Contains for each licensed video lottery terminal a folder with forms detailing machine registration, 
transportation, inspection and repair reports, and print screens from the central computer system 
with applicable notes

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

42-7A-50
Confidentiality of lottery records
South Dakota Codified Law

Kelly Thompson

Yes

No

Director, SD Lottery

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1650 of 2119



LOT-213
Corresponds to Record Series

Lottery
Division

Contains documents relating to the testing of manufacturer's video lottery terminal software

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

42-7A-50
Confidentiality of lottery records
South Dakota Codified Law

Kelly Thompson

Yes

No

Director, SD Lottery

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1651 of 2119



LOT-214
Corresponds to Record Series

Lottery
Division

Weekly report generated by the Video Lottery central computer system which documents 
inconsistency in the video lottery terminal software in use versus the approved video lottery terminal 
software version

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

42-7A-50
Confidentiality of lottery records
South Dakota Codified Law

Kelly Thompson

Yes

No

Director, SD Lottery

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1652 of 2119



LOT-215
Corresponds to Record Series

Lottery
Division

Contains letters received from Gaming Laboratories Inc documenting the completion of tests for 
each manufacturers' various software version

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

42-7A-50
Confidentiality of lottery records
South Dakota Codified Law

Kelly Thompson

Yes

No

Director, SD Lottery

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1653 of 2119



LOT-216
Corresponds to Record Series

Lottery
Division

Contains the tests taken by the type I and type II technicians - maintained to document that 
technicians have been certified to work on video lottery terminals

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

42-7A-50
Confidentiality of lottery records
South Dakota Codified Law

Kelly Thompson

Yes

No

Director, SD Lottery

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1654 of 2119



LOT-25
Corresponds to Record Series

Lottery
Division

Documents the agreement between the Lottery and game providers regarding how the lottery 
games will be run from start to finish

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

42-7A-50
Confidentiality of lottery records
South Dakota Codified Law

Kelly Thompson

Yes

No

Director, SD Lottery

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1655 of 2119



LOT-26
Corresponds to Record Series

Lottery
Division

Documents the instant/on-line retail accounts that are incorporated into the State of South Dakota's 
1099's by BFM

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

42-7A-50
Confidentiality of lottery records
South Dakota Codified Law

Kelly Thompson

Yes

No

Director, SD Lottery

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1656 of 2119



LOT-27
Corresponds to Record Series

Lottery
Division

Worksheets documenting how the MSA and Lottery accounts receivables totals were reconciled

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

42-7A-50
Confidentiality of lottery records
South Dakota Codified Law

Kelly Thompson

Yes

No

Director, SD Lottery

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1657 of 2119



LOT-29
Corresponds to Record Series

Lottery
Division

Computer printouts from the State's originating bank to document bank information the instant/on-
line staff needs to research and correct

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

42-7A-50
Confidentiality of lottery records
South Dakota Codified Law

Kelly Thompson

Yes

No

Director, SD Lottery

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1658 of 2119



LOT-32
Corresponds to Record Series

Lottery
Division

Contains the standard State Auditor's affidavit for duplicate warrant applications

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

42-7A-50
Confidentiality of lottery records
South Dakota Codified Law

Kelly Thompson

Yes

No

Director, SD Lottery

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1659 of 2119



LOT-35
Corresponds to Record Series

Lottery
Division

Authorization forms completed by instant/on-line retailers giving the Lottery authorization to initiate 
sweep entries from their bank accounts

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

42-7A-50
Confidentiality of lottery records
South Dakota Codified Law

Kelly Thompson

Yes

No

Director, SD Lottery

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1660 of 2119



LOT-37
Corresponds to Record Series

Lottery
Division

Copies of bad checks returned from retailers

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

42-7A-50
Confidentiality of lottery records
South Dakota Codified Law

Kelly Thompson

Yes

No

Director, SD Lottery

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1661 of 2119



LOT-38
Corresponds to Record Series

Lottery
Division

Records sent from individual banks in Sioux Falls, Rapid City, Pierre, and Huron to use for 
reconciliation purposes

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

42-7A-50
Confidentiality of lottery records
South Dakota Codified Law

Kelly Thompson

Yes

No

Director, SD Lottery

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1662 of 2119



LOT-39
Corresponds to Record Series

Lottery
Division

Cash drawer reconciliation pages from each Lottery Redemption Center

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

42-7A-50
Confidentiality of lottery records
South Dakota Codified Law

Kelly Thompson

Yes

No

Director, SD Lottery

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1663 of 2119



LOT-44
Corresponds to Record Series

Lottery
Division

Dakota Cash Prize Pool Analysis report that is updated on a PC file the day after each Dakota Cash 
drawing and is printed each time the jackpot is hit

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

42-7A-50
Confidentiality of lottery records
South Dakota Codified Law

Kelly Thompson

Yes

No

Director, SD Lottery

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1664 of 2119



LOT-45
Corresponds to Record Series

Lottery
Division

Summary lists of debit and credit memos issued to retailers

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

42-7A-50
Confidentiality of lottery records
South Dakota Codified Law

Kelly Thompson

Yes

No

Director, SD Lottery

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1665 of 2119



LOT-46
Corresponds to Record Series

Lottery
Division

Debit/credit memorandums issued to retailers

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

42-7A-50
Confidentiality of lottery records
South Dakota Codified Law

Kelly Thompson

Yes

No

Director, SD Lottery

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1666 of 2119



LOT-47
Corresponds to Record Series

Lottery
Division

Monthly computer printout series documenting the depreciation of fixed assets

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

42-7A-50
Confidentiality of lottery records
South Dakota Codified Law

Kelly Thompson

Yes

No

Director, SD Lottery

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1667 of 2119



LOT-48
Corresponds to Record Series

Lottery
Division

Financial statements that provide an overview of the Lottery's financial condition for a given year

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

42-7A-50
Confidentiality of lottery records
South Dakota Codified Law

Kelly Thompson

Yes

No

Director, SD Lottery

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1668 of 2119



LOT-49
Corresponds to Record Series

Lottery
Division

Annual computer printouts and federal tax notices that contain names of people who've won prizes 
of $600 or more, documentation for W-2G updates and corrections, and undeliverable W-2G's

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

42-7A-50
Confidentiality of lottery records
South Dakota Codified Law

Kelly Thompson

Yes

No

Director, SD Lottery

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1669 of 2119



LOT-50
Corresponds to Record Series

Lottery
Division

Quarterly federal income tax forms used to document the gambling taxes withheld from high-tier 
($5,000 and up) lottery prizes

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

42-7A-50
Confidentiality of lottery records
South Dakota Codified Law

Kelly Thompson

Yes

No

Director, SD Lottery

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1670 of 2119



LOT-51
Corresponds to Record Series

Lottery
Division

Game parameter computer screens set up prior to the start of each instant lottery game and any 
subsequent changes to the screens

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

42-7A-50
Confidentiality of lottery records
South Dakota Codified Law

Kelly Thompson

Yes

No

Director, SD Lottery

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1671 of 2119



LOT-52
Corresponds to Record Series

Lottery
Division

Information regarding the agency's assets - information is used for property management and 
accountability purposes

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

42-7A-50
Confidentiality of lottery records
South Dakota Codified Law

Kelly Thompson

Yes

No

Director, SD Lottery

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1672 of 2119



LOT-53
Corresponds to Record Series

Lottery
Division

Both copies and originals of letters and memorandums sent to and received from the IRS

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

42-7A-50
Confidentiality of lottery records
South Dakota Codified Law

Kelly Thompson

Yes

No

Director, SD Lottery

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1673 of 2119



LOT-54
Corresponds to Record Series

Lottery
Division

Daily reports used to monitor and reconcile the instant and on-line accounting activities

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

42-7A-50
Confidentiality of lottery records
South Dakota Codified Law

Kelly Thompson

Yes

No

Director, SD Lottery

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1674 of 2119



LOT-55
Corresponds to Record Series

Lottery
Division

Documents permission granted by the State Auditor and State Treasurer for the agency to maintain 
a local bank account

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

42-7A-50
Confidentiality of lottery records
South Dakota Codified Law

Kelly Thompson

Yes

No

Director, SD Lottery

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1675 of 2119



LOT-56
Corresponds to Record Series

Lottery
Division

Contains a drawing check off list for non-drawing days, internal control and verification reports, 
Lotto Prize report, and fax to the Multi-State Lottery Association with the daily handle information

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

42-7A-50
Confidentiality of lottery records
South Dakota Codified Law

Kelly Thompson

Yes

No

Director, SD Lottery

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1676 of 2119



LOT-58
Corresponds to Record Series

Lottery
Division

Spreadsheets that document the on-line draw dates, drawing sales, prize allocation, prizes paid, 
total due Multi-State Lottery Association, due date and payment amounts

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

42-7A-50
Confidentiality of lottery records
South Dakota Codified Law

Kelly Thompson

Yes

No

Director, SD Lottery

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1677 of 2119



LOT-59
Corresponds to Record Series

Lottery
Division

Reports from the on-line system used to monitor and reconcile fiscal year receipts and prizes for on-
line activity

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

42-7A-50
Confidentiality of lottery records
South Dakota Codified Law

Kelly Thompson

Yes

No

Director, SD Lottery

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1678 of 2119



LOT-60
Corresponds to Record Series

Lottery
Division

All documents produced as a change in the on-line computer system is tested by the Lottery

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

42-7A-50
Confidentiality of lottery records
South Dakota Codified Law

Kelly Thompson

Yes

No

Director, SD Lottery

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1679 of 2119



LOT-62
Corresponds to Record Series

Lottery
Division

Print-screens for adjustments made to on-line retailer accounts

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

42-7A-50
Confidentiality of lottery records
South Dakota Codified Law

Kelly Thompson

Yes

No

Director, SD Lottery

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1680 of 2119



LOT-64
Corresponds to Record Series

Lottery
Division

Monthly worksheets documenting how the Lottery on-line prize liability amount balances with the 
applicable MSA account

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

42-7A-50
Confidentiality of lottery records
South Dakota Codified Law

Kelly Thompson

Yes

No

Director, SD Lottery

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1681 of 2119



LOT-66
Corresponds to Record Series

Lottery
Division

Documents the Lottery's receipt of cash/check payments

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

42-7A-50
Confidentiality of lottery records
South Dakota Codified Law

Kelly Thompson

Yes

No

Director, SD Lottery

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1682 of 2119



LOT-68
Corresponds to Record Series

Lottery
Division

Contains requests for adjustment forms completed by on-line retailers - information is used for 
reference and audit purposes

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

42-7A-50
Confidentiality of lottery records
South Dakota Codified Law

Kelly Thompson

Yes

No

Director, SD Lottery

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1683 of 2119



LOT-70
Corresponds to Record Series

Lottery
Division

Documents the internal procedures necessary to comply with SDCL 42-7A-35, which requires 
collection for DSS of unpaid child support, overpaid food stamp, and overpaid ADC

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

42-7A-50
Confidentiality of lottery records
South Dakota Codified Law

Kelly Thompson

Yes

No

Director, SD Lottery

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1684 of 2119



LOT-73
Corresponds to Record Series

Lottery
Division

Copies of vouchers received form the State Auditor's office

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

42-7A-50
Confidentiality of lottery records
South Dakota Codified Law

Kelly Thompson

Yes

No

Director, SD Lottery

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1685 of 2119



LOT-75
Corresponds to Record Series

Lottery
Division

Contains the Unclaimed Property Software generated reports and the required forms sent to the 
State Treasurer's office, unclaimed property handbook, related statutory references and software 
usage instructions

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

42-7A-50
Confidentiality of lottery records
South Dakota Codified Law

Kelly Thompson

Yes

No

Director, SD Lottery

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1686 of 2119



LOT-79
Corresponds to Record Series

Lottery
Division

Contains winner claim forms and prize payment claims used to generate instant and on-line prize 
payment checks on the Lottery computer system

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

42-7A-50
Confidentiality of lottery records
South Dakota Codified Law

Kelly Thompson

Yes

No

Director, SD Lottery

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1687 of 2119



LOT-85
Corresponds to Record Series

Lottery
Division

Bids sent to and received from bidders for lottery items

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

42-7A-50
Confidentiality of lottery records
South Dakota Codified Law

Kelly Thompson

Yes

No

Director, SD Lottery

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1688 of 2119



LOT-86
Corresponds to Record Series

Lottery
Division

Yearly budget summaries for the Lottery

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

42-7A-50
Confidentiality of lottery records
South Dakota Codified Law

Kelly Thompson

Yes

No

Director, SD Lottery

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1689 of 2119



LOT-92
Corresponds to Record Series

Lottery
Division

Contains information concerning all equipment owned by the Lottery

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

42-7A-50
Confidentiality of lottery records
South Dakota Codified Law

Kelly Thompson

Yes

No

Director, SD Lottery

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1690 of 2119



New Series
Corresponds to Record Series

Lottery
Division

Contains actual security items (bonds, letters of credit, certificates of deposit) provided to the 
Lottery by video lottery operators and receipts from cash provided as security

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

42-7A-50
Confidentiality of lottery records
South Dakota Codified Law

Friday, June 29, 2007 Page 1691 of 2119



This Administration Reference File contains information used in the daily administration of the Unit 
and its programs.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

58-4A-12
Records and files confidential
South Dakota Codified Law

Applications for all bingo/lottery distributors and manufacturers in South Dakota

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

10-1-28.3
Return information confidential
South Dakota Codified Law

1-27-30
Confidentiality of proprietary or trade information of private entity
South Dakota Codified Law

Friday, June 29, 2007 Page 1692 of 2119



Permit applications for all amusement machines in South Dakota

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

10-1-28.3
Return information confidential
South Dakota Codified Law

1-27-30
Confidentiality of proprietary or trade information of private entity
South Dakota Codified Law

Friday, June 29, 2007 Page 1693 of 2119



This Administration Reference File contains information used in the daily administration of the 
division and its programs.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

10-1-28.3
Return information confidential
South Dakota Codified Law

1-27-29
Disclosure of information concerning private entity restricted
South Dakota Codified Law

1-27-30
Confidentiality of proprietary or trade information of private entity
South Dakota Codified Law

Friday, June 29, 2007 Page 1694 of 2119



Investigation files for unlicensed appraisal activity, fraudulent renewals, and incorrect signature 
block

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

1-26-2
Agency materials available for public inspection - Derogatory materials
South Dakota Codified Law

1-27-29
Disclosure of information concerning private entity restricted
South Dakota Codified Law

1-27-30
Confidentiality of proprietary or trade information of private entity
South Dakota Codified Law

Friday, June 29, 2007 Page 1695 of 2119



Complaint files - maintained to enforce uniform standards

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

1-26-2
Agency materials available for public inspection - Derogatory materials
South Dakota Codified Law

1-27-29
Disclosure of information concerning private entity restricted
South Dakota Codified Law

1-27-30
Confidentiality of proprietary or trade information of private entity
South Dakota Codified Law

Friday, June 29, 2007 Page 1696 of 2119



Appraisals used during the review process of granting or denying an upgrade or initial application 
and for investigatory purposes

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

1-26-2
Agency materials available for public inspection - Derogatory materials
South Dakota Codified Law

1-27-29
Disclosure of information concerning private entity restricted
South Dakota Codified Law

1-27-30
Confidentiality of proprietary or trade information of private entity
South Dakota Codified Law

Friday, June 29, 2007 Page 1697 of 2119



This Administration Reference File contains information used in the daily administration of the 
division and its programs

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

51A-2-35
Records of division open to public inspection - Exceptions
South Dakota Codified Law

51A-6A-2
Confidential information
South Dakota Codified Law

Information used to document payments to the VL system vendor - maintained for accounting and 
audit purposes

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

42-7A-50
Confidentiality of lottery records
South Dakota Codified Law

Friday, June 29, 2007 Page 1698 of 2119



This Administration Reference File will contain information used in the daily administration of the 
Lottery

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

42-7A-50
Confidentiality of lottery records
South Dakota Codified Law

Kelly Thompson

Yes

No

Director, SD Lottery

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1699 of 2119



RE-1
Corresponds to Record Series

Real Estate Commission
Division

Notices of public hearings, affidavits of publication of notices, written comments from the public, 
and hearing transcripts

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-26-7
Records retained - Copies - Public inspection of current rules
South Dakota Codified Law

Kelly Thompson

Yes

No

Executive Director, Real Esta

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1700 of 2119



RE-21
Corresponds to Record Series

Real Estate Commission
Division

Documentation of hearings held by the Real Estate Commission concerning violations by license 
holders

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-26-7
Records retained - Copies - Public inspection of current rules
South Dakota Codified Law

Kelly Thompson

Yes

No

Executive Director, Real Esta

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1701 of 2119



RE-29
Corresponds to Record Series

Real Estate Commission
Division

Official minutes of all Real Estate Commission meetings

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-25-3
State agencies to keep minutes of proceedings - Availability to public
South Dakota Codified Law

Kelly Thompson

Yes

No

Executive Director, Real Esta

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1702 of 2119



RE-5
Corresponds to Record Series

Real Estate Commission
Division

Audit reports on brokers - documents yearly examinations on trust accounts handled by each broker

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

1-26-2
Agency materials available for public inspection - Derogatory materials
South Dakota Codified Law

1-27-29
Disclosure of information concerning private entity restricted
South Dakota Codified Law

1-27-30
Confidentiality of proprietary or trade information of private entity
South Dakota Codified Law

Kelly Thompson

Yes

No

Executive Director, Real Esta

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1703 of 2119



REV-103
Corresponds to Record Series

Business Tax
Division

Bimonthly tax returns from all businesses subject to sales, use or excise taxes

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

10-1-28.3
Confidentiality of return information
South Dakota Codified Law

Kelly Thompson

Yes

No

Director or Assistant Director 

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1704 of 2119



REV-107
Corresponds to Record Series

Motor Vehicles
Division

Notices of public hearings, affidavits of publication of notices, written comments from the public, 
and hearing transcripts

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-26-7
Records retained - Copies - Public inspection of current rules
South Dakota Codified Law

Kelly Thompson

Yes

No

Director, Division of Motor Ve

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1705 of 2119



REV-141
Corresponds to Record Series

Motor Vehicles
Division

Privacy protection information about situations involving requests for the release of motor vehicle 
registration information

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

32-5-144
Disclosure of personal information contained in motor vehicle records
South Dakota Codified Law

Kelly Thompson

Yes

No

Director, Division of Motor Ve

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1706 of 2119



REV-159
Corresponds to Record Series

Motor Vehicles
Division

Computer printouts and forms documenting fees collected by the counties for tax registration and 
title transfers

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

32-5-144
Disclosure of personal information contained in motor vehicle records
South Dakota Codified Law

Kelly Thompson

Yes

No

Director, Division of Motor Ve

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1707 of 2119



REV-164
Corresponds to Record Series

Motor Vehicles
Division

Daily computer printout generated to provide information on number of titles printed, number of on-
line registrations, and number of R.L. Polk records written

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

32-5-144
Disclosure of personal information contained in motor vehicle records
South Dakota Codified Law

Kelly Thompson

Yes

No

Director, Division of Motor Ve

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1708 of 2119



REV-165
Corresponds to Record Series

Motor Vehicles
Division

Forms issued to document the receipt of money - information is used for audit purposes

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

32-5-144
Disclosure of personal information contained in motor vehicle records
South Dakota Codified Law

Kelly Thompson

Yes

No

Director, Division of Motor Ve

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1709 of 2119



REV-169
Corresponds to Record Series

Motor Vehicles
Division

Applications for the portable handicap permit which allows parking privileges for substantially 
disabled persons.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

1-26-2
Agency materials available for public inspection - Derogatory materials
South Dakota Codified Law

32-5-144
Disclosure of personal information contained in motor vehicle records
South Dakota Codified Law

Kelly Thompson

Yes

No

Director, Division of Motor Ve

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1710 of 2119



REV-172
Corresponds to Record Series

Motor Vehicles
Division

Contains numbers available to assign vehicle identification numbers (VINs) to rebuilt or homemade 
vehicles

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

32-5-144
Disclosure of personal information contained in motor vehicle records
South Dakota Codified Law

Kelly Thompson

Yes

No

Director, Division of Motor Ve

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1711 of 2119



REV-173
Corresponds to Record Series

Motor Vehicles
Division

This microfilm series provides a listing of vehicle titles and registrations in vehicle identification 
number (VIN) order.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

32-5-144
Disclosure of personal information contained in motor vehicle records
South Dakota Codified Law

Kelly Thompson

Yes

No

Director, Division of Motor Ve

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1712 of 2119



REV-174
Corresponds to Record Series

Motor Vehicles
Division

Images of all vehicle titles and registrations in South Dakota

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

32-5-144
Disclosure of personal information contained in motor vehicle records prohibited
South Dakota Codified Law

Kelly Thompson

Yes

No

Director, Division of Motor Ve

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1713 of 2119



REV-175
Corresponds to Record Series

Motor Vehicles
Division

Incomplete motor vehicle titles for new cars, trucks, trailers, snowmobiles and motorcycles and 
correspondence requesting additional information or fees

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

32-5-144
Disclosure of personal information contained in motor vehicle records prohibited
South Dakota Codified Law

Kelly Thompson

Yes

No

Director, Division of Motor Ve

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1714 of 2119



REV-176
Corresponds to Record Series

Motor Vehicles
Division

Microfilm roll series containing images of all boat titles and registrations in South Dakota

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

32-5-144
Disclosure of personal information contained in motor vehicle records
South Dakota Codified Law

Kelly Thompson

Yes

No

Director, Division of Motor Ve

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1715 of 2119



REV-177
Corresponds to Record Series

Motor Vehicles
Division

Audits which list the number of miles motor carriers from other states declare they have traveled in 
South Dakota

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

10-1-28.3
Return information confidential
South Dakota Codified Law

Kelly Thompson

Yes

No

Director, Division of Motor Ve

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1716 of 2119



REV-183
Corresponds to Record Series

Motor Vehicles
Division

Contains highway use permits and thirty-day commercial permits issued at ports of entry

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

32-5-144
Disclosure of personal information contained in motor vehicle records
South Dakota Codified Law

Kelly Thompson

Yes

No

Director, Division of Motor Ve

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1717 of 2119



REV-184
Corresponds to Record Series

Motor Vehicles
Division

Contains the original prorate license applications from trucking firms

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

10-1-28.3
Confidentiality of return information

32-5-144
Disclosure of personal information contained in motor vehicle records
South Dakota Codified Law

Kelly Thompson

Yes

No

Director, Division of Motor Ve

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1718 of 2119



REV-185
Corresponds to Record Series

Motor Vehicles
Division

Contains copies of the International Registration Program transfers made to other states

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

32-5-144
Disclosure of personal information contained in motor vehicle records
South Dakota Codified Law

Kelly Thompson

Yes

No

Director, Division of Motor Ve

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1719 of 2119



REV-190
Corresponds to Record Series

Motor Vehicles
Division

Contains the dates interstate fuel tax bonds expire

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

10-1-28.3
Return information confidential
South Dakota Codified Law

Kelly Thompson

Yes

No

Director, Division of Motor Ve

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1720 of 2119



REV-195
Corresponds to Record Series

Motor Vehicles
Division

Summary of information submitted quarterly by interstate fuel users in South Dakota

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

10-1-28.3
Return information confidential
South Dakota Codified Law

Kelly Thompson

Yes

No

Director, Division of Motor Ve

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1721 of 2119



REV-203
Corresponds to Record Series

Motor Vehicles
Division

Direct vouchers documenting amounts paid out to truckers for credit due

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

10-1-28.3
Return information confidential
South Dakota Codified Law

Kelly Thompson

Yes

No

Director, Division of Motor Ve

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1722 of 2119



REV-214
Corresponds to Record Series

Motor Vehicles
Division

Terminal operators' motor and special fuel tax reports

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

10-1-28.3
Return information confidential
South Dakota Codified Law

Kelly Thompson

Yes

No

Director, Division of Motor Ve

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1723 of 2119



REV-233
Corresponds to Record Series

Audits
Division

Copies of temporary sales tax permits issued by the revenue agents

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

10-1-28.3
Return information confidential
South Dakota Codified Law

Kelly Thompson

Yes

No

Director or Assistant Director,

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1724 of 2119



REV-235
Corresponds to Record Series

Motor Vehicles
Division

Approved motor fuel tax refund claims

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

10-1-28.3
Return information confidential
South Dakota Codified Law

Kelly Thompson

Yes

No

Director, Division of Motor Ve

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1725 of 2119



REV-236
Corresponds to Record Series

Motor Vehicles
Division

Denied motor fuel tax refund claims

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

10-1-28.3
Return information confidential
South Dakota Codified Law

Kelly Thompson

Yes

No

Director, Division of Motor Ve

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1726 of 2119



REV-237
Corresponds to Record Series

Motor Vehicles
Division

Motor fuel tax refund claims which lack information but may qualify if that information is received

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

10-1-28.3
Return information confidential
South Dakota Codified Law

Kelly Thompson

Yes

No

Director, Division of Motor Ve

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1727 of 2119



REV-261
Corresponds to Record Series

Special Taxes
Division

Wholesaler's lists of delinquent accounts - the Department sends the retailer the official delinquent 
notice

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

1-26-2
Agency materials available for public inspection - Derogatory materials
South Dakota Codified Law

Kelly Thompson

Yes

No

Director, Special Taxes Divisi

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1728 of 2119



REV-265
Corresponds to Record Series

Special Taxes
Division

Tax reports submitted by alcoholic beverage wholesale distributors in South Dakota

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

10-1-28.3
Return information confidential
South Dakota Codified Law

Kelly Thompson

Yes

No

Director, Special Taxes Divisi

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1729 of 2119



REV-266
Corresponds to Record Series

Special Taxes
Division

Names of retailers to whom wholesalers may sell alcoholic beverages

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

10-1-28.2
Lists compiled by department confidential
South Dakota Codified Law

Kelly Thompson

Yes

No

Director, Special Taxes Divisi

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1730 of 2119



REV-267
Corresponds to Record Series

Special Taxes
Division

Applications for all businesses in South Dakota that have a license to sell beer, wine or spirits

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

10-1-28.3
Return information confidential
South Dakota Codified Law

1-27-30
Confidentiality of proprietary or trade information of private entity
South Dakota Codified Law

Kelly Thompson

Yes

No

Director, Special Taxes Divisi

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1731 of 2119



REV-268
Corresponds to Record Series

Special Taxes
Division

Annual listing of beer and liquor license numbers arranged alphabetically by city

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

10-1-28.2
Lists compiled by department confidential
South Dakota Codified Law

Kelly Thompson

Yes

No

Director, Special Taxes Divisi

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1732 of 2119



REV-269
Corresponds to Record Series

Special Taxes
Division

Annual beer and liquor license report containing information most often requested by wholesalers

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

10-1-28.2
Lists compiled by department confidential
South Dakota Codified Law

Kelly Thompson

Yes

No

Director, Special Taxes Divisi

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1733 of 2119



REV-272
Corresponds to Record Series

Special Taxes
Division

Credit memos issued for voided cigarette tax stamps

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

10-1-28.3
Return information confidential
South Dakota Codified Law

Kelly Thompson

Yes

No

Director, Special Taxes Divisi

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1734 of 2119



REV-274
Corresponds to Record Series

Special Taxes
Division

Cigarette distributor orders for tax stamps

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

10-1-28.3
Return information confidential
South Dakota Codified Law

Kelly Thompson

Yes

No

Director, Special Taxes Divisi

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1735 of 2119



REV-276
Corresponds to Record Series

Special Taxes
Division

License applications from each cigarette wholesale distributor doing business in South Dakota

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

10-1-28.3
Return information confidential
South Dakota Codified Law

1-27-30
Confidentiality of proprietary or trade information of private entity
South Dakota Codified Law

Kelly Thompson

Yes

No

Director, Special Taxes Divisi

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1736 of 2119



REV-277
Corresponds to Record Series

Special Taxes
Division

Records of cigarette tax stamp purchases of each cigarette wholesale distributor in South Dakota

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

10-1-28.3
Return information confidential
South Dakota Codified Law

Kelly Thompson

Yes

No

Director, Special Taxes Divisi

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1737 of 2119



REV-278
Corresponds to Record Series

Special Taxes
Division

Monthly reports of malt beverage manufacturers' total sales to wholesalers in South Dakota

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

10-1-28.3
Return information confidential
South Dakota Codified Law

Kelly Thompson

Yes

No

Director, Special Taxes Divisi

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1738 of 2119



REV-279
Corresponds to Record Series

Special Taxes
Division

Monthly reports of malt beverage wholesale distributors' total sales to retailers in South Dakota

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

10-1-28.3
Return information confidential
South Dakota Codified Law

Kelly Thompson

Yes

No

Director, Special Taxes Divisi

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1739 of 2119



REV-280
Corresponds to Record Series

Special Taxes
Division

Franchise tax returns for state and national banks, savings and loan associations, PCA's and other 
financial institutions doing business in South Dakota

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

10-1-28.3
Return information confidential
South Dakota Codified Law

Kelly Thompson

Yes

No

Director, Special Taxes Divisi

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1740 of 2119



REV-283
Corresponds to Record Series

Special Taxes
Division

Central depository for all inheritance tax information for South Dakotans who have died

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

10-41-17
Report required of personal representative - Time of filing - Contents - Confidentiality
South Dakota Codified Law

Kelly Thompson

Yes

No

Director, Special Taxes Divisi

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1741 of 2119



REV-285
Corresponds to Record Series

Special Taxes
Division

Quarterly mineral and severance tax returns for all companies that extract minerals or fossil fuels in 
South Dakota

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

10-1-28.3
Return information confidential
South Dakota Codified Law

Kelly Thompson

Yes

No

Director, Special Taxes Divisi

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1742 of 2119



REV-287
Corresponds to Record Series

Special Taxes
Division

Sales and property tax refund claim applications submitted by elderly and disabled persons living in 
South Dakota

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

1-26-2
Agency materials available for public inspection - Derogatory materials
South Dakota Codified Law

Kelly Thompson

Yes

No

Director, Special Taxes Divisi

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1743 of 2119



REV-289
Corresponds to Record Series

Special Taxes
Division

Permit applications for all coin-operated washers and dryers in South Dakota

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

10-1-28.3
Return information confidential
South Dakota Codified Law

1-27-30
Confidentiality of proprietary or trade information of private entity
South Dakota Codified Law

Kelly Thompson

Yes

No

Director, Special Taxes Divisi

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1744 of 2119



REV-292
Corresponds to Record Series

Audits
Division

Tax audit reports submitted by field auditors

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

10-1-28.3
Confidentiality of return information
South Dakota Codified Law

Kelly Thompson

Yes

No

Director, Audits Division

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1745 of 2119



REV-293
Corresponds to Record Series

Audits
Division

Information on audits conducted by the Multistate Tax Commission

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

10-1-28.3
Return information - confidential
South Dakota Codified Law

Kelly Thompson

Yes

No

Director, Audits Division

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1746 of 2119



REV-294
Corresponds to Record Series

Audits
Division

Weekly reports submitted by field auditors

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

10-1-28.3
Confidentiality of return information
South Dakota Codified Law

Kelly Thompson

Yes

No

Director, Audits Division

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1747 of 2119



REV-295
Corresponds to Record Series

Audits
Division

Monthly, semiannual and annual database of summaries of field auditor activities

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

10-1-28.3
Confidentiality of return information
South Dakota Codified Law

Kelly Thompson

Yes

No

Director, Audits Division

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1748 of 2119



REV-296
Corresponds to Record Series

Audits
Division

Summaries of all field auditors' data compiled from weekly auditor reports

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

10-1-28.3
Confidentiality of return information
South Dakota Codified Law

Kelly Thompson

Yes

No

Director, Audits Division

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1749 of 2119



REV-297
Corresponds to Record Series

Audits
Division

Monthly reports showing the current status of every audit with a balance

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

10-1-28.3
Confidentiality of return information
South Dakota Codified Law

Kelly Thompson

Yes

No

Director, Audits Division

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1750 of 2119



REV-305
Corresponds to Record Series

Property Tax
Division

Annual reports from each utility, railroad, and airline company operating in South Dakota

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

1-27-30
Confidentiality of proprietary or trade information of private entity
South Dakota Codified Law

Kelly Thompson

Yes

No

Director, Property Tax Divisio

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1751 of 2119



REV-338
Corresponds to Record Series

Audits
Division

Weekly and monthly lists of all remittance center audit transactions

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

10-1-28.3
Return information - confidential
South Dakota Codified Law

Kelly Thompson

Yes

No

Director, Audits Division

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1752 of 2119



REV-339
Corresponds to Record Series

Motor Vehicles
Division

Quarterly reports submitted by South Dakota-based motor carriers listing the fuel used in SD and all 
other states participating in the International Fuel Tax Agreement (IFTA)

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

10-1-28.3
Return information confidential
South Dakota Codified Law

Kelly Thompson

Yes

No

Director, Division of Motor Ve

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1753 of 2119



REV-341
Corresponds to Record Series

Business Tax
Division

Log sheets for the Remittance Center in Sioux Falls

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

10-1-28.3
Confidentiality of return information
South Dakota Codified Law

Kelly Thompson

Yes

No

Director or Assistant Director 

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1754 of 2119



REV-342
Corresponds to Record Series

Motor Vehicles
Division

Files on all dealers who sell vehicles of any kind (including boats, motorcycles, and motorhomes) in 
South Dakota

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

1-26-2
Agency materials available for public inspection - Derogatory materials
South Dakota Codified Law

32-5-144
Disclosure of personal information contained in motor vehicle records
South Dakota Codified Law

Kelly Thompson

Yes

No

Director, Division of Motor Ve

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1755 of 2119



REV-350
Corresponds to Record Series

Motor Vehicles
Division

Monthly, quarterly, and semi-annual tax returns from all businesses subject to motor fuel taxes

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

10-1-28.3
Return information confidential
South Dakota Codified Law

Kelly Thompson

Yes

No

Director, Division of Motor Ve

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1756 of 2119



REV-354
Corresponds to Record Series

Special Taxes
Division

Monthly tax returns for tobacco products other than cigarettes

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

10-1-28.3
Return information confidential
South Dakota Codified Law

Kelly Thompson

Yes

No

Director, Special Taxes Divisi

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1757 of 2119



REV-356
Corresponds to Record Series

Audits
Division

Reports listing which audits are in progress

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

10-1-28.3
Confidentiality of return information
South Dakota Codified Law

1-27-29
Disclosure of information concerning private entity restricted
South Dakota Codified Law

Kelly Thompson

Yes

No

Director, Audits Division

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1758 of 2119



REV-49
Corresponds to Record Series

Secretariat - Legal Services
Division

Notices of public hearings, affidavits of publication of notices, written comments from the public 
and  transcripts for administrative rules hearings

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-26-7
Records retained - public inspection of current rules
South Dakota Codified Law

Kelly Thompson

Yes

No

Department Chief Legal Coun

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1759 of 2119



REV-51
Corresponds to Record Series

Secretariat  - Legal Services
Division

Case files for each revenue and taxation case pursued by the Department

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

19-13-3
Client's privilege on confidential communications with lawyer
South Dakota Codified Law

Kelly Thompson

Yes

No

Department Chief Legal Coun

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1760 of 2119



REV-75
Corresponds to Record Series

Business Tax
Division

Accounts receivables for delinquent sales, use and excise taxes

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

10-1-28.3
Confidentiality of return information
South Dakota Codified Law

Kelly Thompson

Yes

No

Director or Assistant Director 

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1761 of 2119



REV-79
Corresponds to Record Series

Business Tax
Division

Bonds as surety to cover sales tax licenses

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

10-1-28.3
Confidentiality of return information
South Dakota Codified Law

Kelly Thompson

Yes

No

Director or Assistant Director 

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1762 of 2119



REV-92
Corresponds to Record Series

Business Tax
Division

Sales, use and excise tax license applications

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

10-1-28.3
Confidentiality of return information
South Dakota Codified Law

Kelly Thompson

Yes

No

Director or Assistant Director 

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1763 of 2119



Department of Social Services
Corresponds to Record Series

Economic Assistance
Division

Su-bgrants:  Contains applications, budgets, reports and information submitted by entities that apply 
and/or received grants from the department.   (new series)

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

1-27-30
Confidentiality of proprietary or trade information of private entity
South Dakota Codified Law

Friday, June 29, 2007 Page 1764 of 2119



Subgrants:  Contains applications, budgets, reports and information submitted by entities that apply 
and/or received grants from the department.   (new series)

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

1-27-30
Confidentiality of proprietary or trade information of private entity
South Dakota Codified Law

Sub-grants:  Contains applications, budgets, reports and information submitted by entities that apply 
and/or received grants from the department.   (new series)

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

1-27-30
Confidentiality of proprietary or trade information of private entity
South Dakota Codified Law

Friday, June 29, 2007 Page 1765 of 2119



Sub-grants:  Contains applications, budgets, reports and information submitted by entities that apply 
and/or received grants from the department.   (new series)

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

1-27-30
Confidentiality of proprietary or trade information of private entity
South Dakota Codified Law

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

Friday, June 29, 2007 Page 1766 of 2119



Ann Holzhauser Director of Constituent Servic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1767 of 2119



SOC 123
Corresponds to Record Series

Operations & Technology
Division

INVENTORY, CAPITAL ASSETS:  These documents list the capital asets owned by DSS included 
in the Stat'es Fixed Asset System.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

5-24-.2
Cost or value to be shown in inventory - Filing
South Dakota Codified Law

5-24-1.1
Investory of state personal property required.
South Dakota Codified Law

67:40:05:05
Property management standards
Administrative Rule of South Dakota

Ann Holzhauser

yes

Director of Constituent Servic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1768 of 2119



SOC 132.1
Corresponds to Record Series

Finance
Division

Approved Monthly P-Card Transactions:  A report of the agency-approved debit/credit transactions 
for each recipient.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

28-1-29
Public assistance records confidential.
South Dakota Codified Law

Ann Holzhauser

yes

Director of Constituent Servic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1769 of 2119



SOC 137
Corresponds to Record Series

Finance
Division

Child's Own Fiscal Year Account Listing:  Listing of all Child's Own claims paid on the SSIS for each 
child's account.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

26-8A-13
Confidentiality of abuse or neglect information

28-1-29
Public assistance records confidential
South Dakota Codified Law

Ann Holzhauser

yes

Director of Constituent Servic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1770 of 2119



SOC 138
Corresponds to Record Series

Finance
Division

Child's Own Funds Records:  Series contains a listing of funds received by each client.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

28-1-29
Public assistance records confidential

26-8A-13
Confidentiality of abuse or neglect information
South Dakota Codified Law

Ann Holzhauser

yes

Director of Constituent Servic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1771 of 2119



SOC 152
Corresponds to Record Series

Finance
Division

Vendor Payroll Reports:  Microfiche reports are generated weekly and document transactions 
concerning the payments made to various vendors for a wide variety of services.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

28-1-29
Public assistance records confidential
South Dakota Codified Law

28-1-45.1
Records required--Improper use of names or information
South Dakota Codified Law

28-1-45.2.
Use of information concerning applicants and recipients
South Dakota Codified Law

 42 U.S.C. 1320d-1329d-8
HIPAA  - Health Insurance Portability and Accountability Act of 1996
United States Code

45 C.F.R 160 and 164
Standards for Privacy of Individually Identifiable Health Information
Code of Federal Regulations

Ann Holzhauser

yes

Director of Constituent Servic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1772 of 2119



SOC 153.2
Corresponds to Record Series

Finance
Division

EBT Transaction List:  Contains daily list of food stamp amounts that clients are eligible for, have 
received or will receive.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

28-1-29.
 Public assistance records confidential
South Dakota Codified Law

7 U.S.C. 2020(e)(8)
Safeguarding of Food Stamp Information
United States Code

Ann Holzhauser

yes

Director of Constituent Servic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1773 of 2119



SOC 153.3
Corresponds to Record Series

Finance
Division

Title XIX Medical Transportation Records:  Contains Title XIX medical transportation records for 
each recipient.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

28-1-29
Public assistance records confidential
South Dakota Codified Law

 42 U.S.C. 1320d-1329d-8
HIPAA  - Health Insurance Portability and Accountability Act of 1996
United States Code

42 CFR 431.305
Types of medical assistance information to be safeguarded
Code of Federal Regulations

45 C.F.R 160 and 164
Standards for Privacy of Individually Identifiable Health Information
Code of Federal Regulations

Ann Holzhauser

yes

Director of Constituent Servic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1774 of 2119



SOC 155
Corresponds to Record Series

Finance
Division

Audit Reports:  Series contains reports generated from financial and compliance audits conducted 
by department staff of provider entities.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

1-27-30
Confidentiality of proprietary or trade information of private entity
South Dakota Codified Law

28-1-29
Public assistance records confidential
South Dakota Codified Law

 42 U.S.C. 1320d-1329d-8
HIPAA  - Health Insurance Portability and Accountability Act of 1996
United States Code

42 CFR 431.305
Types of medical assistance information to be safeguarded
Code of Federal Regulations

45 C.F.R 160 and 164
Standards for Privacy of Individually Identifiable Health Information
Code of Federal Regulations

Ann Holzhauser

yes

Director of Constituent Servic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1775 of 2119



SOC 156
Corresponds to Record Series

Finance
Division

AUDIT WORKING PAPERS:  Series contains working papers generated from financial and 
compliance audits conducted by department staff of provider entities.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

 1-27-30
Confidentiality of proprietary or trade information of private entity
South Dakota Codified Law

28-1-29
Public assistance records confidential
South Dakota Codified Law

 42 U.S.C. 1320d-1329d-8
HIPAA  - Health Insurance Portability and Accountability Act of 1996
United States Code

42 CFR 431.305
Types of medical assistance information to be safeguarded
Code of Federal Regulations

45 C.F.R 160 and 164
Standards for Privacy of Individually Identifiable Health Information
Code of Federal Regulations

Ann Holzhauser

yes

Director of Constituent Servic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1776 of 2119



SOC 157
Corresponds to Record Series

Finance
Division

PROVIDER COST STATEMENTS:  Series contains cost statement information submitted by 
provider entities.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

1-27-30
Confidentiality of proprietary or trade information of private entity
South Dakota Codified Law

26-8A-13.
Confidentiality of abuse or neglect information
South Dakota Codified Law

28-1-29
Public assistance records confidential
South Dakota Codified Law

28-1-45.1
Records required--Improper use of names or information
South Dakota Codified Law

 42 U.S.C. 1320d-1329d-8
HIPAA  - Health Insurance Portability and Accountability Act of 1996
United States Code

42 CFR 431.305
Types of medical assistance information to be safeguarded
Code of Federal Regulations

45 C.F.R 160 and 164
Standards for Privacy of Individually Identifiable Health Information
Code of Federal Regulations

Friday, June 29, 2007 Page 1777 of 2119



Ann Holzhauser

yes

Director of Constituent Servic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1778 of 2119



SOC 163
Corresponds to Record Series

Office of Recoveries and Fra
Division

This series captures all information related to recovery or investigation cases.  Information may 
include forms, correspondence, payments, narratives, TIPS, findings, evidence, notes, and other 
documents or documentation in areas of investigation, administrative hearings, recovery process, 
and legal arena.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

45 CFR 205.50
Safeguarding information for the financial assistance 

programs.

7 CFR 272.1(c)(3)
Disclosure.

Friday, June 29, 2007 Page 1779 of 2119



This series captures all information related to recovery or investigation cases.  Information may 
include forms, correspondence, payments, narratives, TIPS, findings, evidence, notes, and other 
documents or documentation in areas of investigation, administrative hearings, recovery process, 
and legal arena.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

45 CFR 205.50
Safeguarding information for the financial assistance 

programs.

Code of Federal Regulations

7CFR 272.1 (c)(3)
CHAPTER II--FOOD AND NUTRITION SERVICE, DEPARTMENT OF AGRICULTURE
Code of Federal Regulations

Eric Monson

yes

Director of Constituent Servic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1780 of 2119



SOC 168
Corresponds to Record Series

Office of Recoveries and Fra
Division

FNS-209 is open.

This series contains the Food Stamp Federal Quarterly Report (FNS-209) and the computer 
generated reports or printouts which are utilized in the creation of the report.

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

7 CFR 272.1 (f)
CHAPTER II--FOOD AND NUTRITION SERVICE, DEPARTMENT OF AGRICULTURE
Code of Federal Regulations

Eric Monson

yes

Director of Constituent Servic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1781 of 2119



SOC 174
Corresponds to Record Series

Office of Recoveries and Fra
Division

This series contains computer printout reports which are generated on a daily or monthly basis for 
recoupments, voids, and collection analysis.  Printouts are used to balance collections with Finance 
monthly and monitor collection activities in relation to goals, and complete federal reports.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

7 CFR 272.1(f)
Retention of records.

Eric Monson

yes

Director of Constituent Servic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1782 of 2119



SOC 180
Corresponds to Record Series

Adult Services & Aging
Division

CLIENT ASSESSMENTS:  Assessments of client needs.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

28-1-45.1
Records required--Improper use of names or information
South Dakota Codified Law

28-1-45.2.
Use of information concerning applicants and recipients.
South Dakota Codified Law

42 U.S.C. 1320d-1329d-8
HIPAA  - Health Insurance Portability and Accountability Act of 1996
United States Code

45 C.F.R 160 and 164
Standards for Privacy of Individually Identifiable Health Information
Code of Federal Regulations

Ann Holzhauser

yes

Director of Constituent Servic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1783 of 2119



SOC 182
Corresponds to Record Series

Adult Services & Aging
Division

NURSING HOME RESIDENT ASSESSMENTS:  Assessments of clients residing in nursing home 
facilities.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

28-1-45.1
Records required--Improper use of names or information
South Dakota Codified Law

28-1-45.2.
Use of information concerning applicants and recipients
South Dakota Codified Law

42 U.S.C. 1320d-1329d-8
HIPAA  - Health Insurance Portability and Accountability Act of 1996
United States Code

45 C.F.R 160 and 164
Standards for Privacy of Individually Identifiable Health Information
Code of Federal Regulations

Ann Holzhauser

yes

Director of Constituent Servic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1784 of 2119



SOC 184
Corresponds to Record Series

Adult Services & Aging
Division

ASA PROGRAM REPORTS:  This series contains information concerning the administration of 
nutrition, transportation, adult day care and homemaker services.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

28-1-45.1
Records required--Improper use of names or information
South Dakota Codified Law

28-1-45.2.
Use of information concerning applicants and recipients
South Dakota Codified Law

42 U.S.C. 1320d-1329d-8
HIPAA  - Health Insurance Portability and Accountability Act of 1996
United States Code

45 C.F.R 160 and 164
Standards for Privacy of Individually Identifiable Health Information
Code of Federal Regulations

Ann Holzhauser

yes

Director of Constituent Servic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1785 of 2119



SOC 185
Corresponds to Record Series

Adult Services & Aging
Division

OMBUDSMAN COMPLAINTS:  Contains documentation on complaints received concerning nursing 
homes and other facilities regulated by the program.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

28-1-45.1
 Records required--Improper use of names or information
South Dakota Codified Law

28-1-45.2.
Use of information concerning applicants and recipients
South Dakota Codified Law

42 U.S.C.A. § 3058g
Older Americans Act - State Long-Term Care Ombudsman program
United States Code

42 U.S.C.A. § 3058i
Older Americans Act - Prevention of elder abuse, neglect, and exploitation
United States Code

Ann Holzhauser

YES

Director of Constituent Servic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1786 of 2119



SOC 188
Corresponds to Record Series

Adult Services & Aging
Division

PREADMISSION ASSESSMENTS:  This series contains the results of assessments on persons 
requesting admission to a nursing facility.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

28-1-45.1
Records required--Improper use of names or information
South Dakota Codified Law

28-1-45.2.
Use of information concerning applicants and recipients
South Dakota Codified Law

42 U.S.C. 1320d-1329d-8
HIPAA  - Health Insurance Portability and Accountability Act of 1996
United States Code

45 C.F.R 160 and 164
Standards for Privacy of Individually Identifiable Health Information
Code of Federal Regulations

Ann Holzhauser

yes

Director of Constituent Servic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1787 of 2119



SOC 192
Corresponds to Record Series

Economic Assistance
Division

BENDEX RECORDS:  Computer output microfiche (COM) series is generated monthly and 
provides a means to monitor discrepancies in Social Security Administration recipient files and 
State Assistance Payment files.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

28-1-29
Public assistance records confidential
South Dakota Codified Law

67:10:01:35.
Availability of TANF information.
Administrative Rule of South Dakota

67:46:01:06
Confidential information regarding applicants and recipients of medical assistance
Administrative Rule of South Dakota

7 U.S.C. 2020(e)(8)
Safeguarding of Food Stamp information.
United States Code

42 CFR 431.305
Types of medical assistance information to be safeguarded
Code of Federal Regulations

Ann Holzhauser

yes

Director of Constituent Servic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1788 of 2119



SOC 194
Corresponds to Record Series

Economic Assistance
Division

BUY-IN REPORTS:  State's Buy-In Account information includes:  names of individuals who are 
being accreted or deleted from the Buy-In, the effective dates of such actions, the premium amount, 
and various error messages identifying individuals who were not accreted or deleted by the system.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

28-1-29.
Public assistance records confidential
South Dakota Codified Law

67:46:01:06
Confidential information regarding applicants and recipients of medical assistance.
Administrative Rule of South Dakota

42 CFR 431.305
Types of medical assistance information to be safeguarded
Code of Federal Regulations

Ann Holzhauser

yes

Director of Constituent Servic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1789 of 2119



SOC 197
Corresponds to Record Series

Economic Assistance
Division

CORRESPONDENCE, CLIENT FILES:  Letters written to the Department regarding Aid to 
Dependent Children clients or from the general public requesting information.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

28-1-29.
Public assistance records confidential
South Dakota Codified Law

67:10:01:35.
Availability of TANF information
Administrative Rule of South Dakota

Ann Holzhauser

yes

Director of Constituent Servic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1790 of 2119



SOC 198
Corresponds to Record Series

Economic Assistance
Division

DISABLED CHILD PROGRAM CASE FILES:  Contains case files for the Disabled Child Program.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

28-1-29
Public assistance records confidential
South Dakota Codified Law

67:46:01:06
Confidential information regarding applicants and recipients of medical assistance.
Administrative Rule of South Dakota

42 CFR 431.305
Types of medical assistance information to be safeguarded
Code of Federal Regulations

Ann Holzhauser

yes

Director of Constituent Servic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1791 of 2119



SOC 199
Corresponds to Record Series

Economic Assistance
Division

DISABILITY/INCAPACITY FILES:  Contains information used by the Disability/Incapacity 
Consultation Team to determine program eligibility due to incapacity or disability.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

28-1-29
Public assistance records confidential
South Dakota Codified Law

67:46:01:06
Confidential information regarding applicants and recipients of medical assistance.
Administrative Rule of South Dakota

42 CFR 431.305
Types of medical assistance information to be safeguarded
Code of Federal Regulations

Ann Holzhauser

yes

Director of Constituent Servic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1792 of 2119



SOC 2
Corresponds to Record Series

Office of Administrative Heari
Division

Administrative hearing case files.  Documents, correspondence, and transcripts.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

26-8A-13South Dakota Codified Law

28-1-29
Each case is closed according to the type of case.  For example, a food stamp case is 
closed under the food stamp statutes and rules.

South Dakota Codified Law

Eric Monson

yes

Director of Constituent Servic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1793 of 2119



SOC 201
Corresponds to Record Series

Economic Assistance
Division

MANAGEMENT EVALUTION REPORTS:  Contains summary reports of evaluations conducted by 
Management Staff to monitor case activity.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

28-1-29
Public assistance records confidential
South Dakota Codified Law

7 U.S.C. 2020(e)(8)
Safeguarding of information concerning food stamp recipients.
United States Code

Ann Holzhauser

yes

Director of Constituent Servic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1794 of 2119



SOC 204
Corresponds to Record Series

Economic Assistance
Division

PAYROLL REPORTS SB-32:  Computer printouts used to monitor and reconcile payroll accounting 
records.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

28-1-29
Public assistance records confidential
South Dakota Codified Law

67:46:01:06
Confidential information regarding applicants and recipients of medical assistance.
Administrative Rule of South Dakota

42 CFR 431.305
Types of medical assistance information to be safeguarded
Code of Federal Regulations

Ann Holzhauser

yes

Director of Constituent Servic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1795 of 2119



SOC 206
Corresponds to Record Series

Economic Assistance
Division

RECIPIENT CASE FILES, ACTIVE/INACTIVE (SB-32):  Provides documentation on individuals 
who receive supplemental security income payments

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

28-1-29
Public assistance records confidential
South Dakota Codified Law

67:46:01:06
Confidential information regarding applicants and recipients of medical assistance
Administrative Rule of South Dakota

42 CFR 431.305
Types of medical assistance information to be safeguarded
Code of Federal Regulations

Ann Holzhauser

yes

Director of Constituent Servic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1796 of 2119



SOC 208
Corresponds to Record Series

Economic Assistance
Division

REFUGEE REPORTS/CORRESPONDENCE:  Contains Refugee Resettlement Federal Reports, 
Refugee Resettlement General Correspondence, and Refugee Resettlement Monthly Data Reports

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

28-1-29
Public assistance records confidential
South Dakota Codified Law

67:46:01:06
Confidential information regarding applicants and recipients of medical assistance.
Administrative Rule of South Dakota

42 CFR 431.305
Types of medical assistance information to be safeguarded
Code of Federal Regulations

Ann Holzhauser

yes

Director of Constituent Servic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1797 of 2119



SOC 213
Corresponds to Record Series

Economic Assistance
Division

SSO9 INTERIM PAYROLL:  Contains a listing of Assisted Living and Optional Supplement cases 
who were paid an interim warrant.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

28-1-29
Public assistance records confidential
South Dakota Codified Law

67:46:01:06
Confidential information regarding applicants and recipients of medical assistance.
Administrative Rule of South Dakota

42 CFR 431.305
Types of medical assistance information to be safeguarded
Code of Federal Regulations

Ann Holzhauser

yes

Director of Constituent Servic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1798 of 2119



SOC 214
Corresponds to Record Series

Economic Assistance
Division

SS35, SS37, SW14 AND SW187 DATA BASE FILES:  Contains reports pertaining to the AFDC 
and AFDC related programs, SDX data, and Medicaid eligibility.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

28-1-29
Public assistance records confidential
South Dakota Codified Law

67:10:01:35
Availability of TANF information.
Administrative Rule of South Dakota

67:46:01:06
Confidential information regarding applicants and recipients of medical assistance.
Administrative Rule of South Dakota

42 CFR 431.305
Types of medical assistance information to be safeguarded
Code of Federal Regulations

Ann Holzhauser

yes

Director of Constituent Servic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1799 of 2119



SOC 217
Corresponds to Record Series

Economic Assistance
Division

SUPPLEMENTAL SECURITY INCOME CASE FILES:  Contains case files concerning 
Supplemental Security Income recipients.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

28-1-29
Public assistance records confidential
South Dakota Codified Law

28-1-29
Public assistance records confidential
South Dakota Codified Law

67:46:01:06
Confidential information regarding applicants and recipients of medical assistance.
Administrative Rule of South Dakota

42 CFR 431.305
Types of medical assistance information to be safeguarded
Code of Federal Regulations

Ann Holzhauser

yes

Director of Constituent Servic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1800 of 2119



SOC 219
Corresponds to Record Series

Economic Assistance
Division

SUPPLEMENTAL SECURITY INCOME CONVERSION CASES:  Contains Supplemental Security 
Income files for individuals for whom the state is making payment.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

28-1-29
Public assistance records confidential
South Dakota Codified Law

42 CFR 431.305
Types of medical assistance information to be safeguarded
Code of Federal Regulations

Ann Holzhauser

yes

Director of Constituent Servic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1801 of 2119



SOC 225
Corresponds to Record Series

Child Care Services
Division

SUBSIDY CASE FILES – CHILD CARE SERVICES.  Subsidy application and eligibility support 
documents.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

28-1-29
Public assistance records confidential
South Dakota Codified Law

Ann Holzhauser

yes

Director of Constituent Servic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1802 of 2119



SOC 229
Corresponds to Record Series

Child Care Services
Division

Final inspection reports are available to the public.

REGULATED CHILD CARE PROVIDER FILES.  Contains information regarding registered and 
licensed child care providers and programs.

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

1-27-30
Confidentiality of proprietary or trade information of private entity
South Dakota Codified Law

26-6-11
26-6-11.   Application for license--Investigation--Issuance--Conditions--Records--Public 
inspection.

South Dakota Codified Law

26-8A-13
Confidentiality of abuse or neglect information--Violation as misdemeanors.
South Dakota Codified Law

42 U.S.C. 1320d-1329d-8
HIPAA  - Health Insurance Portability and Accountability Act of 1996
United States Code

Ann Holzhauser

yes

Director of Constituent Servic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1803 of 2119



SOC 235
Corresponds to Record Series

Child Protection Services
Division

FAMILY AND CHILDREN CASE FILES.  Contains child abuse and neglect, foster care, and 
adoption related information regarding families and children.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

25-6-15
Restrictions on access to court records in adoption proceedings--Court order required for 
disclosure of information.

South Dakota Codified Law

25-6-15.1
Confidentiality of records.
South Dakota Codified Law

26-8A-13
Confidentiality of abuse or neglect information--Violation as misdemeanor.
South Dakota Codified Law

42 U.S.C.A. § 671(a)(8)
State plan for foster care and adoption assistance - safeguarding of information.
United States Code

Ann Holzhauser

yes

Director of Constituent Servic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1804 of 2119



SOC 238
Corresponds to Record Series

Child Protection Services
Division

CHILD ABUSE/NEGLECT, OUT-OF-HOME INVESTIGATION REPORTS- CHILD PROTECTION 
SERVICES:  Contains child abuse and neglect related information regarding families and children.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

26-8A-13
Confidentiality of abuse or neglect information--Violation as misdemeanor.
South Dakota Codified Law

42 U.S.C.A. § 671(a)(8)
State plan for foster care and adoption assistance - safeguarding of information.
United States Code

Ann Holzhauser

yes

Director of Constituent Servic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1805 of 2119



SOC 242
Corresponds to Record Series

Child Protection Services
Division

Final reports of inspections are open.

SOC-242.LICENSING FILES: Contains licensing information concerning child placement agencies, 
group care centers for minors, residential treatment centers, independent living preparation 
programs, and maternity homes.

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

1-27-30.
Confidentiality of proprietary or trade information of private entity.
South Dakota Codified Law

26-6-11
Application for license--Investigation--Issuance--Conditions--Records--Public inspection.
South Dakota Codified Law

42 U.S.C. 1320d-1329d-8
Health Insurance Portability and Accountability Act of 1996 (HIPAA)
United States Code

45 C.F.R 160 and 164
Standards for Privacy of Individually Identifiable Health Information
Code of Federal Regulations

Ann Holzhauser

yes

Director of Constituent Servic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1806 of 2119



SOC 249
Corresponds to Record Series

Child Support
Division

CASE FILES, CHILD SUPPORT ENFORCEMENT:  Case files containing information regarding 
custodial and noncustodial parents and children who are parties to a child support action.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

28-1-68
Confidentiality of enforcement services applications and records.
South Dakota Codified Law

Ann Holzhauser

yes

Director of Constituent Servic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1807 of 2119



SOC 251
Corresponds to Record Series

Economic Assistance
Division

ALPHABETICAL LISTING OF FOOD STAMP MASTER FILE:  Monthly microfiche of Food Stamp 
recipients receiving benefits (SS36JS22).

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

28-1-29
Public assistance records confidential
South Dakota Codified Law

7 U.S.C. 2020(e)(8)
Safeguarding of information concerning food stamp recipients
United States Code

Ann Holzhauser

yes

Director of Constituent Servic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1808 of 2119



SOC 252
Corresponds to Record Series

Economic Assistance
Division

Provides an alphabetical listing by county of individuals who are authorized representatives and the 
households they are authorized representatives for.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

7 U.S.C. 2020(e)(8)
Safeguarding of information concerning food stamp recipients.

28-1-29
Public assistance records confidential
South Dakota Codified Law

Eric Monson

yes

Director of Constituent Servic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1809 of 2119



SOC 261
Corresponds to Record Series

Economic Assistance
Division

Contains case record reviews, on-site interviews, civil rights review, and corrective action plan for 
each full time certification office.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

28-1-29
Public assistance records confidential
South Dakota Codified Law

7 U.S.C. 2020(e)(8)
Safeguarding of information concerning food stamp recipients.
United States Code

Eric Monson

yes

Director of Constituent Servic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1810 of 2119



SOC 269
Corresponds to Record Series

Economic Assistance
Division

This computer printout is generated whenever an EBT Food Stamp (FS) ATP is voided.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

28-1-29
Public assistance records confidential

7 U.S.C. 2020(e)(8)
Safeguarding of information concerning food stamp recipients.

Eric Monson

yes

Director of Constituent Servic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1811 of 2119



SOC 271
Corresponds to Record Series

Economic Assistance
Division

CLIENT FILES/LIEAP-ECIP: Contains client application, income verification, verification of heat 
expense, heat source, and household heating supplier.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

28-1-29
Public assistance records confidential
South Dakota Codified Law

Ann Holzhauser

yes

Director of Constituent Servic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1812 of 2119



SOC 272
Corresponds to Record Series

Economic Assistance
Division

CLIENT NOTIFICATION LISTING (SS80JS11):  Lists name of client, address, benefit amount, and 
name of vendor and notification date.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

28-1-29
Public assistance records confidential
South Dakota Codified Law

Ann Holzhauser

yes

Director of Constituent Servic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1813 of 2119



SOC 273
Corresponds to Record Series

Economic Assistance
Division

CLIENT STATUS REPORTS (SS80JS12 & SS80JS13)  Listing of eligible and ineligible clients for 
each county and includes client name, address, eligibility status, benefit amount, and vendor

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

28-1-29
Public assistance records confidential
South Dakota Codified Law

Ann Holzhauser

yes

Director of Constituent Servic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1814 of 2119



SOC 274
Corresponds to Record Series

Economic Assistance
Division

COUNTY MONITORING FILES:  A monitoring report for each client file reviewed.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

28-1-29
Public assistance records confidential
South Dakota Codified Law

Ann Holzhauser

yes

Director of Constituent Servic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1815 of 2119



SOC 276
Corresponds to Record Series

Economic Assistance
Division

GRANT FILES, WEATHERIZATION:  Contains grant applications/awards, budgets, correspondence 
to and from sub-grantee, agency inventories, inspection reports, waivers, and administrative 
monitoring reports.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

28-1-29
Public assistance records confidential
South Dakota Codified Law

Ann Holzhauser

yes

Director of Constituent Servic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1816 of 2119



SOC 277
Corresponds to Record Series

Economic Assistance
Division

INSPECTION FILES, WEATHERIZATIONS:  Contains inspection forms which list name of client, 
address, housing type, dollar amount of materials used in weatherization of dwelling, etc.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

28-1-29
Public assistance records confidential
South Dakota Codified Law

Ann Holzhauser

yes

Director of Constituent Servic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1817 of 2119



SOC 278
Corresponds to Record Series

Economic Assistance
Division

LIEAP CASES ON FILE (SS80JS16):  Lists each Low Income Energy Assistance Program (LIEAP) 
client's name, address, case number, benefit amount, vendor, amount paid, date of notification.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

28-1-29
Public assistance records confidential
South Dakota Codified Law

Ann Holzhauser

yes

Director of Constituent Servic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1818 of 2119



SOC 279
Corresponds to Record Series

Economic Assistance
Division

OVERPAYMENT AND RECOVERY,  CLIENT/VENDOR: Lists client/vendor overpayment 
information, including name, address, vendor, amount of overpayment and circumstances

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

28-1-29
Public assistance records confidential
South Dakota Codified Law

Ann Holzhauser

yes

Director of Constituent Servic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1819 of 2119



SOC 280
Corresponds to Record Series

Economic Assistance
Division

SPECIAL PROJECTS, WEATHERIZATION  Contains client applications, income verification, 
energy audit results, and weatherization measures performed in special weatherization projects 
undertaken by the state office of energy assistance.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

28-1-29
Public assistance records confidential
South Dakota Codified Law

Ann Holzhauser

yes

Director of Constituent Servic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1820 of 2119



SOC 281
Corresponds to Record Series

Econmic Assistance
Division

VENDOR CLAIM RECORDS (LIEAP):  Contains claims submitted by vendors listing client name 
and case number, date of service, fuel type, amount, and cost.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

28-1-29
Public assistance records confidential
South Dakota Codified Law

Ann Holzhauser

yes

Director of Constituent Servic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1821 of 2119



SOC 282
Corresponds to Record Series

Economic Assistance
Division

VENDOR MONITORING FILES;  Contains vendor review letter, evaluation sheet, rate schedule, 
printout of vendor claims paid and letter documenting audit findings

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

28-1-29
Public assistance records confidential
South Dakota Codified Law

Ann Holzhauser

yes

Director of Constituent Servic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1822 of 2119



SOC 283
Corresponds to Record Series

Economic Assistance
Division

VENDOR PAYROLL LISTING (SS80JS25):  A summary of all warrants issued from the Low Income 
Energy Assistance Program listing the warrant number, name of vendor, and amount.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

28-1-29
Public assistance records confidential
South Dakota Codified Law

Ann Holzhauser

yes

Director of Constituent Servic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1823 of 2119



SOC 284
Corresponds to Record Series

Economic Assistance
Division

VENDOR WARRANT REPORTS (SS80JS25):  Lists claims paid to vendors by name of client, 
address, amount billed, and amount paid.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

28-1-29
Public assistance records confidential
South Dakota Codified Law

Ann Holzhauser

yes

Director of Constituent Servic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1824 of 2119



SOC 285
Corresponds to Record Series

Economic Assistance
Division

WEATHERIZATION AGENCY REPORTS:  A monthly summary of account status by agency and 
fund source, including units in progress, completed, and clients served.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

28-1-29
Public assistance records confidential
South Dakota Codified Law

Ann Holzhauser

yes

Director of Constituent Servic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1825 of 2119



SOC 289
Corresponds to Record Series

Medical Services
Division

Miscellaneous claims and payments arranged chronologically which required special handling.  
Information includes:  claim forms, supporting documentation, and reason for special handling.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

28-1-29
Public assistance records confidential--Exceptions.
South Dakota Codified Law

42 U.S.C. 1320d-1329d-8
Health Insurance Portability and Accountability Act of 1996 (HIPAA)
United States Code

45 C.F.R 160 and 164
HIPAA
Code of Federal Regulations

Eric Monson

yes

Director of Constituent Servic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1826 of 2119



SOC 290
Corresponds to Record Series

Medical Services
Division

Documentation of claims submitted electronically to Division of Medical Services.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

28-1-29
Public assistance records confidential--Exceptions.

42 U.S.C. 1320d-1329d-8
Health Insurance Portability and Accountability Act of 1996 (HIPAA)
United States Code

45 C.F.R 160 and 164
HIPAA
Code of Federal Regulations

Eric Monson

yes

Director of Constituent Servic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1827 of 2119



SOC 291
Corresponds to Record Series

Medical Services
Division

Statistical report used in the administration of the Medicaid program.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

28-1-29
Public assistance records confidential--Exceptions
South Dakota Codified Law

42 U.S.C. 1320d-1329d-8
Standards for Privacy of Individually Indefinable Health Information
United States Code

45 C.F.R 160 and 164
Standards for Privacy of Individually Indefinable Health Information.
Code of Federal Regulations

Eric Monson

yes

Director of Constituent Servic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1828 of 2119



SOC 292
Corresponds to Record Series

Medical Services
Division

Monthly listing of those eligible for Medicaid

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

28-1-29
Public assistance records confidential--Exceptions
South Dakota Codified Law

42 U.S.C. 1320d-1329d-8
Standards for Privacy of Individually Indefinable Health Information
United States Code

45 C.F.R 160 and 164
Standards for Privacy of Individually Indefinable Health Information
Code of Federal Regulations

Eric Monson

yes

Director of Constituent Servic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1829 of 2119



SOC 293
Corresponds to Record Series

Medical Services
Division

Report containing claims received from providers for services provided to Medicaid recipients.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

28-1-29
Public assistance records confidential--Exceptions
South Dakota Codified Law

42 U.S.C. 1320d-1329d-8
Standards for Privacy of Individually Identifiable Health Information
United States Code

45 C.F.R 160 and 164
Standards for Privacy of Individually Indefinable Health Information
Code of Federal Regulations

Eric Monson

yes

Director of Constituent Servic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1830 of 2119



SOC 297
Corresponds to Record Series

Medical Services
Division

Monthly listing of all paid claims for the prior 15 months.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

28-1-29
Public assistance records confidential--Exceptions
South Dakota Codified Law

42 U.S.C. 1320d-1329d-8
Standards for Privacy of Individually Identifiable Health Information
United States Code

45 C.F.R 160 and 164
Standards for Privacy of Individually Identifiable Health Information
Code of Federal Regulations

Eric Monson

yes

Director of Constituent Servic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1831 of 2119



SOC 298
Corresponds to Record Series

Medical Services
Division

Weekly microfiche that summarizes warrant registers concerning claims paid, weekly denied claims 
and weekly pending reports.Daily microfiche generated daily and provides a summary of daily 
pending claims, of reference file changes, of claim dispositions, and of coordination of benefits or 
TPL reports.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

28-1-29
Public assistance records confidential--Exceptions

45 C.F.R 160 and 164
Standards for Privacy of Individually Identifiable Health Information

42 U.S.C. 1320d-1329d-8
Standards for Privacy of Individually Identifiable Health Information
United States Code

Eric Monson

yes

Director of Constituent Servic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1832 of 2119



SOC 299
Corresponds to Record Series

Medical Services
Division

Copies of provider agreements between individuals/companies and the Division of Medical Services

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

28-1-29
Public assistance records confidential--Exceptions
South Dakota Codified Law

42 U.S.C. 1320d-1329d-8
Standards for Privacy of Individually Identifiable Health Information
United States Code

45 C.F.R 160 and 164
Standards for Privacy of Individually Identifiable Health Informatio
Code of Federal Regulations

Eric Monson

yes

Director of Constituent Servic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1833 of 2119



SOC 3
Corresponds to Record Series

Office of Administrative Heari
Division

Administrative hearing pending and final decisions.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

26-8A-13South Dakota Codified Law

28-1-29
Each case is closed according to the type of case.  For example, a food stamp case is 
closed under the food stamp statutes and rules.

South Dakota Codified Law

Eric Monson

yes

Director of Constituent Servic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1834 of 2119



SOC 300
Corresponds to Record Series

Medical Services
Division

Weekly listing of warrants and EFT’s issued to providers.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

28-1-29
Public assistance records confidential--Exceptions
South Dakota Codified Law

42 U.S.C. 1320d-1329d-8
Standards for Privacy of Individually Identifiable Health Information
United States Code

45 C.F.R 160 and 164
Standards for Privacy of Individually Identifiable Health Information
Code of Federal Regulations

Eric Monson

yes

Director of Constituent Servic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1835 of 2119



SOC 301
Corresponds to Record Series

Medical Services
Division

Weekly report on service limit data for Renal recipients.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

28-1-29
Public assistance records confidential--Exceptions
South Dakota Codified Law

42 U.S.C. 1320d-1329d-8
Standards for Privacy of Individually Identifiable Health Information
United States Code

45 C.F.R 160 and 164
Standards for Privacy of Individually Identifiable Health Information
Code of Federal Regulations

Eric Monson

yes

Director of Constituent Servic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1836 of 2119



SOC 305
Corresponds to Record Series

Medical Services
Division

This record series is used in surveillance and utilization reviews of provider payments to detect or 
reduce fraud, abuse, waste by recipients.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

28-1-29
Public assistance records confidential--Exceptions
South Dakota Codified Law

42 U.S.C. 1320d-1329d-8
Standards for Privacy of Individually Identifiable Health Information
United States Code

45 C.F.R 160 and 164
Standards for Privacy of Individually Identifiable Health Information
Code of Federal Regulations

Eric Monson

yes

Director of Constituent Servic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1837 of 2119



SOC 306
Corresponds to Record Series

Economic Assistance
Division

Contains monthly, semiannual, annual, and requested computer reports concerning the Quality 
Control program.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

28-1-29
Public assistance records confidential
South Dakota Codified Law

67:46:01:06.
 Confidential Inormation
Administrative Rule of South Dakota

7 U.S.C. 2020(e)(8)
Safeguarding of information concerning food stamp recipients.
United States Code

42 CFR 431.305
Subpart F_Safeguarding Information on Applicants and Recipients
Code of Federal Regulations

Eric Monson

yes

Director of Constituent Servic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1838 of 2119



SOC 307
Corresponds to Record Series

Economic Assistance
Division

Contains integrated review schedules for quality control reviews of case files.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

67:46:01:06.
 Confidential Inormation

28-1-29
Public assistance records confidential
South Dakota Codified Law

7 U.S.C. 2020(e)(8)
Safeguarding of information concerning food stamp recipients.
United States Code

42 CFR 431.305
Subpart F_Safeguarding Information on Applicants and Recipients
Code of Federal Regulations

Eric Monson

yes

Director of Constituent Servic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1839 of 2119



SOC 309
Corresponds to Record Series

Economic Assistance
Division

Contains continuous reviews of AFDC, Food Stamps, and Medicaid recipients.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

28-1-29
Public assistance records confidential
South Dakota Codified Law

67:46:01:06.
Confidential Information
Administrative Rule of South Dakota

7 U.S.C. 2020(e)(8)
Safeguarding of information concerning food stamp recipients.
United States Code

42 CFR 431.305
Subpart F_Safeguarding Information on Applicants and Recipients
Code of Federal Regulations

Eric Monson

yes

Director of Constituent Servic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1840 of 2119



SOC 315
Corresponds to Record Series

Economic Assistance
Division

Monthly printout (SS36JS80) listing all E&T registrants for Food Stamps.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

7 U.S.C. 2020(e)(8)
Safeguarding of information concerning food stamp recipients.
United States Code

Eric Monson

yes

Director of Constituent Servic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1841 of 2119



SOC 316
Corresponds to Record Series

Economic Assistance
Division

Monthly printout listing all Family Independence (FIND) cases that have a case manager assigned 
(SS35JS95)

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

28-1-29
Public assistance records confidential

Eric Monson

yes

Director of Constituent Servic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1842 of 2119



SOC 320
Corresponds to Record Series

Economic Assistance
Division

This computer printout series is generated monthly and lists recipients who receive a Community 
Work Experience Program (CWEP) allowance.  Information includes:  case name, case number, 
regular or interim payroll covered month, and amount.  The report is used to detect problems and 
possible erroneous payments.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

28-1-29
Public assistance records confidential
South Dakota Codified Law

Eric Monson

yes

Director of Constituent Servic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1843 of 2119



SOC 334
Corresponds to Record Series

Adult Services & Aging
Division

CLIENT CASELOAD INFORMATION:  series contains the names of clients assigned to various 
social workers.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

28-1-45.1
Records required--Improper use of names or information
South Dakota Codified Law

28-1-45.2.
Use of information concerning applicants and recipients
South Dakota Codified Law

42 U.S.C. 1320d-1329d-8
HIPAA  - Health Insurance Portability and Accountability Act of 1996
United States Code

45 C.F.R 160 and 164
Standards for Privacy of Individually Identifiable Health Information
Code of Federal Regulations

Ann Holzhauser

yes

Director of Constituent Servic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1844 of 2119



SOC 336
Corresponds to Record Series

Adult Services & Aging
Division

ASA CLIENT FILES:  Contains the original case files for clients receiving Adult Services and Aging 
benefits.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

28-1-45.1
Records required--Improper use of names or information
South Dakota Codified Law

28-1-45.2.
Use of information concerning applicants and recipients
South Dakota Codified Law

42 U.S.C. 1320d-1329d-8
HIPAA  - Health Insurance Portability and Accountability Act of 1996
United States Code

45 C.F.R 160 and 164
Standards for Privacy of Individually Identifiable Health Information
Code of Federal Regulations

Ann Holzhauser

yes

Director of Constituent Servic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1845 of 2119



SOC 344
Corresponds to Record Series

Child Protection Services
Division

Final inspection reports open to public inspection.

ADOPTIVE PARENTS, PROSPECTIVE FILE:  Contains documentation and information about 
individuals and couples that have applied to be adoptive parents.

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

1-27-30
Confidentiality of proprietary or trade information of private entity
South Dakota Codified Law

26-6-11
Application for license--Investigation--Issuance--Conditions--Records--Public inspection.
South Dakota Codified Law

42 U.S.C. 1320d-1329d-8,
HIPAA  - Health Insurance Portability and Accountability Act of 1996
United States Code

42 U.S.C.A. § 671(a)(8)
State plan for foster care and adoption assistance - Safeguarding of information
United States Code

45 C.F.R 160 and 164
Standards for Privacy of Individually Identifiable Health Information
Code of Federal Regulations

Ann Holzhauser

yes

Director of Constituent Servic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1846 of 2119



SOC 351
Corresponds to Record Series

Child Protection Services
Division

CHILD ADOPTION FILES:  Contains information on children placed for adoption or foster care.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

25-6-15
Restrictions on access to court records in adoption proceedings--Court order required for 
disclosure of information.

South Dakota Codified Law

25-6-15.1.
Confidentiality of records
South Dakota Codified Law

26-8A-13
Confidentiality of abuse or neglect information--Violation as misdemeanor.
South Dakota Codified Law

42 U.S.C.A. § 671(a)(8)
State plan for foster care and adoption assistance - Safeguarding of information
United States Code

Ann Holzhauser

yes

Director of Constituent Servic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1847 of 2119



SOC 355
Corresponds to Record Series

Child Protection Services
Division

 FOSTER CARE FILES (CHILDREN):  Contains information regarding children in foster care.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

26-8A-13
Confidentiality of abuse or neglect information--Violation as misdemeanor.
South Dakota Codified Law

42 U.S.C.A. § 671(a)(8)
State plan for foster care and adoption assistance - Safeguarding of information
United States Code

Ann Holzhauser

yes

Director of Constituent Servic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1848 of 2119



SOC 356
Corresponds to Record Series

Child Protection Services
Division

Final inspection report open to public inspection.

FOSTER HOME LICENSING FILES:
Contains licensing information concerning families licensed as foster homes, including information 
related to financial, medical, DCI and FBI fingerprint background checks.

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

1-27-30
 Confidentiality of proprietary or trade information of private entity
South Dakota Codified Law

23-5-11
Confidential criminal justice information not subject to inspection--Exception
South Dakota Codified Law

26-6-11
Application for license--Investigation--Issuance--Conditions--Records--Public inspection.
South Dakota Codified Law

HB 1079
An Act to establish certain provisions regarding the child abuse and neglect central registry.
South Dakota Codified Law

42 U.S.C. 1320d-1329d-8,
HIPAA  - Health Insurance Portability and Accountability Act of 1996
United States Code

42 U.S.C.A. § 671(a)(20)
State plan for foster care and adoption assistance  - criminal records checks.
United States Code

45 C.F.R 160 and 164
Standards for Privacy of Individually Identifiable Health Information
Code of Federal Regulations

Friday, June 29, 2007 Page 1849 of 2119



Ann Holzhauser

yes

Director of Constituent Servic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1850 of 2119



SOC 361
Corresponds to Record Series

Child Protection Services
Division

PROTECTIVE SERVICES CASE FILES:  Contains child abuse and neglect information about 
children and families.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

26-8A-13
Confidentiality of abuse or neglect information--Violation as misdemeanor.
South Dakota Codified Law

42 U.S.C.A. § 671(a)(8)
State plan for foster care and adoption assistance - Safeguarding of information.
United States Code

Ann Holzhauser

yes

Director of Constituent Servic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1851 of 2119



SOC 366.1
Corresponds to Record Series

Economic Assistance
Division

Contains Dakota EBT card issuance log (DSS-EA-352).

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

28-1-29
Public assistance records confidentia
South Dakota Codified Law

Eric Monson

yes

Director of Constituent Servic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1852 of 2119



SOC 367
Corresponds to Record Series

Economic Assistance
Division

Client files that are maintained to review and document services provided to each client.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

28-1-29
Public assistance records confidential
South Dakota Codified Law

67:46:01:06
Confidential Information
Administrative Rule of South Dakota

42 CFR 431.305
Subpart F_Safeguarding Information on Applicants and Recipients
Code of Federal Regulations

Eric Monson

yes

Director of Constituent Servic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1853 of 2119



SOC 372
Corresponds to Record Series

Economic Assistance
Division

Includes: county name, program name, case number, payee name, address, special fees, warrant 
number, grant amount, and date

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

28-1-29
Public assistance records confidential
South Dakota Codified Law

Eric Monson

yes

Director of Constituent Servic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1854 of 2119



SOC 382
Corresponds to Record Series

Economic Assistance
Division

Client files including all related documentation for food stamp recipients.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

28-1-29
Public assistance records confidential
South Dakota Codified Law

Eric Monson

yes

Director of Constituent Servic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1855 of 2119



SOC 392
Corresponds to Record Series

Adult Services & Aging
Division

MDS RESIDENT DOCUMENTATION:

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

28-1-45.1
Records required--Improper use of names or information
South Dakota Codified Law

28-1-45.2.
Use of information concerning applicants and recipients
South Dakota Codified Law

Ann Holzhauser

yes

Director of Constituent Servic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1856 of 2119



SOC 393
Corresponds to Record Series

Economic Assistance
Division

Contains a copy of Dakota EBT card stock advice of transfer.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

28-1-29
Public assistance records confidential
South Dakota Codified Law

Friday, June 29, 2007 Page 1857 of 2119



Client files containing client application, consent to release information, medical information, review 
forms, narrative, and related correspondences

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

42 CFR 431.305
Types of medical assistance information to be safeguarded

67:46:01:06
Confidential information regarding applicants and recipients of medical assistance.

28-1-29
Public assistance records confidential
South Dakota Codified Law

Eric Monson

yes

Director of Constituent Servic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1858 of 2119



SOC 400
Corresponds to Record Series

Office of Recoveries and Fra
Division

This series contains all information regarding deceased recipients such as notices of death, medical 
claims history, legal documentation, correspondence, forms and payment history

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

42 CFR 431.305
     Subpart F_Safeguarding Information on Applicants and Recipients
Code of Federal Regulations

Eric Monson

yes

Director of Constituent Servic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1859 of 2119



SOC 402
Corresponds to Record Series

Office of Recoveries and Fra
Division

This series captures notices regarding deceased individuals, related department correspondence 
and documents of the deceased and documents that the department has conducted its search of 
Medicaid recipients.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

42 CFR 431.305
Subpart F_Safeguarding Information on Applicants and Recipients
Code of Federal Regulations

Friday, June 29, 2007 Page 1860 of 2119



This series captures notices regarding deceased individuals, related department correspondence 
and documents of the deceased and documents that the department has conducted its search of 
Medicaid recipients.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

42 CFR 431.305
 Subpart F_Safeguarding Information on Applicants and Recipients
Code of Federal Regulations

Eric Monson

yes

Director of Constituent Servic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1861 of 2119



SOC 404
Corresponds to Record Series

Adult Services & Aging
Division

SD Advisory Council Minutes:  This series is filed chronologically and contains the official minutes 
and attachments of the South Dakota Advisory Council on Aging.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-25-3
State agencies to keep minutes of proceedings--Availability to public.
South Dakota Codified Law

Ann Holzhauser

yes

Director of Constituent Servic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1862 of 2119



SOC 406
Corresponds to Record Series

Child Protection Services
Division

FBI CRIMINAL RECORD CHECKS-CHILD PROTECTION SERVICES:  Results of FBI criminal 
records checks for child welfare agency applicants.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

23-5-11
Confidential criminal justice information not subject to inspection--Exception.
South Dakota Codified Law

HB 1079
An Act to establish certain provisions regarding the child abuse and neglect central registry.
South Dakota Codified Law

42 U.S.C. 671(a)(20)
State plan for foster care and adoption assistance - criminal records checks.
United States Code

42 U.S.C.A. § 16962
Schools Safety Acquiring Faculty Excellence Act of 2006
United States Code

Ann Holzhauser

yes

Director of Constituent Servic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1863 of 2119



SOC 411
Corresponds to Record Series

Medical Services
Division

Consent forms for Medicaid recipients who have requested sterilization/hysterectomy.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

28-1-29
Public assistance records confidential--Exceptions.
South Dakota Codified Law

42 U.S.C. 1320d-1329d-8
Health Insurance Portability and Accountability Act of 1996 (HIPAA)
United States Code

45 C.F.R 160 and 164
HIPAA
Code of Federal Regulations

Eric Monson

yes

Director of Constituent Servic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1864 of 2119



SOC 412
Corresponds to Record Series

Medical Services
Division

Documentation of all pended claims.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

28-1-29
Public assistance records confidential--Exceptions.
South Dakota Codified Law

42 U.S.C. 1320d-1329d-8
Health Insurance Portability and Accountability Act of 1996 (HIPAA)
United States Code

45 C.F.R 160 and 164
HIPAA
Code of Federal Regulations

Eric Monson

yes

Director of Constituent Servic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1865 of 2119



SOC 413
Corresponds to Record Series

Adult Services & Aging
Division

CRIME VICTIM COMPENSATION DOCUMENTS:  Contains victim’s compensation applications 
and related materials.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

23-5-11
Confidential criminal justice information
South Dakota Codified Law

23A-28B-36
Confidentiality of records and reports.
South Dakota Codified Law

28-1-29
Public assistance records confidential
South Dakota Codified Law

42 U.S.C. 1320d-1329d-8
HIPAA  - Health Insurance Portability and Accountability Act of 1996
United States Code

45 C.F.R 160 and 164
Standards for Privacy of Individually Identifiable Health Information
Code of Federal Regulations

Ann Holzhauser

yes

Director of Constituent Servic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1866 of 2119



SOC 414
Corresponds to Record Series

Medical Services
Division

Payments made by Division of Medical Services that require special handling by office staff.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

28-1-29
Public assistance records confidential--Exceptions.
South Dakota Codified Law

42 U.S.C. 1320d-1329d-8
Health Insurance Portability and Accountability Act of 1996 (HIPAA)
United States Code

45 C.F.R 160 and 164
Health Insurance Portability and Accountability Act of 1996 (HIPAA)
Code of Federal Regulations

Eric Monson Director of Constituent Servic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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SOC 415
Corresponds to Record Series

Medical Services
Division

Claims for Medicaid recipients who are required to participate in the Managed Care program.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

28-1-29
Public assistance records confidential--Exceptions
South Dakota Codified Law

42 U.S.C. 1320d-1329d-8
Standards for Privacy of Individually Indefinable Health Information
United States Code

45 C.F.R 160 and 164
Standards for Privacy of Individually Indefinable Health Information
Code of Federal Regulations

Eric Monson

yes

Director of Constituent Servic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1868 of 2119



SOC 417
Corresponds to Record Series

Medical Services
Division

Documentation of returned payments.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

28-1-29
Public assistance records confidential--Exceptions
South Dakota Codified Law

42 U.S.C. 1320d-1329d-8
Standards for Privacy of Individually Identifiable Health Information
United States Code

45 C.F.R 160 and 164
Standards for Privacy of Individually Identifiable Health Information
Code of Federal Regulations

Friday, June 29, 2007 Page 1869 of 2119



Documentation of returned payments.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

28-1-29
Public assistance records confidential--Exceptions
South Dakota Codified Law

42 U.S.C. 1320d-1329d-8
Standards for Privacy of Individually Identifiable Health Information
United States Code

45 C.F.R 160 and 164
Standards for Privacy of Individually Identifiable Health Information
Code of Federal Regulations

Eric Monson

yes

Director of Constituent Servic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1870 of 2119



SOC 420
Corresponds to Record Series

Economic Assistance
Division

AUXILIARY PLACEMENTS STUDENT RECORDS:  Contains Special Education student records of 
children who are under the care and custody of the State, tribal courts, or other Social Service 
agencies.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

28-1-29
Public assistance records confidential
South Dakota Codified Law

20 U.S.C. § 1232g
Family Educational Rights and Privacy Act
United States Code

34 C.F.R. 99
Family Educational Rights and Privacy Act Regulations
Code of Federal Regulations

Ann Holzhauser

yes

Director of Constituent Servic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1871 of 2119



SOC 421
Corresponds to Record Series

Adult Services & Aging
Division

DUR INFORMATION (DRUG UTILIZATION REVIEW):  This series contains Drug Utilization Forms 
completed by Medicaid providers including Physicians and Pharmacies.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

28-1-45.1
Records required--Improper use of names or information
South Dakota Codified Law

28-1-45.2.
Use of information concerning applicants and recipients
South Dakota Codified Law

42 U.S.C. 1320d-1329d-8
HIPAA  - Health Insurance Portability and Accountability Act of 1996
United States Code

45 C.F.R 160 and 164
Standards for Privacy of Individually Identifiable Health Information
Code of Federal Regulations

Ann Holzhauser

yes

Director of Constituent Servic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1872 of 2119



SOC 428
Corresponds to Record Series

Finance
Division

SSI/SMI Electronic Fund Transfer Document:  Contains Supplemental Security Income and 
Supplemental Medical Insurance premium billing notice information.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

28-1-29
Public assistance records confidential
South Dakota Codified Law

 42 U.S.C. 1320d-1329d-8
HIPAA  - Health Insurance Portability and Accountability Act of 1996
United States Code

42 CFR 431.305
Types of medical assistance information to be safeguarded
Code of Federal Regulations

45 C.F.R 160 and 164
Standards for Privacy of Individually Identifiable Health Information
Code of Federal Regulations

Ann Holzhauser

yes

Director of Constituent Servic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1873 of 2119



SOC 429
Corresponds to Record Series

Lega/ Services
Division

Adminstrative Rules:  This record series is arranged numerically and contains current and 
superseded administrative rules promulgated by the Department.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-26-7
Records retained--Copies--Public inspection of current rules.
South Dakota Codified Law

Ann Holzhauser

yes

Director of Constituent Servic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1874 of 2119



SOC 435
Corresponds to Record Series

Child Support
Division

MSA RECONCILIATION DATA:  Financial records relating to MSA Reconciliation Data.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

28-1-68
Confidentiality of enforcement services applications and records.
South Dakota Codified Law

Ann Holzhauser

yes

Director of Constituent Servic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1875 of 2119



SOC 5
Corresponds to Record Series

Legal Services
Division

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.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-26-7
Records retained--Copies--Public inspection of current rules.
South Dakota Codified Law

Ann Holzhauser

yes

Director of Constituent Servic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1876 of 2119



SOC 60
Corresponds to Record Series

Administrative Records
Division

VEHICLE REPORTS:  Contains information regarding each vehicle assigned to the department.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

5-25-2
Vehicle operation and mileage records maintained by state departments.
South Dakota Codified Law

Ann Holzhauser

yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1877 of 2119



SOC 68
Corresponds to Record Series

Secretary
Division

MINUTES, BOARD OF SOCIAL SERVICES:  Contains information concerning the quarterly 
meetings of the Board of Social Services including minutes, agendas and exhibits.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-25-3
State agencies to keep minutes of proceedings--Availability to public.
South Dakota Codified Law

Ann Holzhauser

yes

Director of Constituent Servic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1878 of 2119



SOC 69
Corresponds to Record Series

Legal Services
Division

ABUSE AND NEGLECT CASES:  Contains information relating to abuse and neglect actions

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

23A-13-5
Prosecution documents and work product protected.
South Dakota Codified Law

26-8A-13
Confidentiality of abuse or neglect information--Violation as misdemeanor.
South Dakota Codified Law

Ann Holzhauser

yes

Director of Constituent Servic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1879 of 2119



SOC 70
Corresponds to Record Series

Legal Services
Division

CIVIL CASES, LEGAL:  Information relating to any civil case files involving the Department.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

23A-13-5.
Prosecution documents and work product protected.
South Dakota Codified Law

28-1-29
Public assistance records confidential.
South Dakota Codified Law

Ann Holzhauser

yes

Director of Constituent Servic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1880 of 2119



SOC 71
Corresponds to Record Series

Legal Services
Division

CIVIL RIGHTS CASE FILES:  Information relating to alleged discrimination complaints.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

26-8A-13
Confidentiality of abuse or neglect information
South Dakota Codified Law

28-1-29
Public assistance records confidential
South Dakota Codified Law
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Complaint Investigation Files.  Information relating to investigation of discrimination complaints and 
other complaints.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

20-13-32.2.
Investigative materials regarding discrimination complaints confidential--Access to material 
by parties following determination.

South Dakota Codified Law

26-8A-13
Confidentiality of abuse or neglect information
South Dakota Codified Law

28-1-29
Public assistance records confidential
South Dakota Codified Law

45 C.F.R. § 80.6
Informaiton regarding civil rights complaints - compliance information
Code of Federal Regulations

45 C.F.R. § 80.7
Civil rights complaints - conduct of investigations
Code of Federal Regulations

Ann Holzhauser

yes

Director of Constituent Servic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1882 of 2119



SOC 72
Corresponds to Record Series

Legal Services
Division

CRIMINAL CASES, LEGAL:  Information relating to cases involving the prosecution of criminal 
charges involving sexual or physical abuse of children, physical abuse of spouse, or welfare fraud 
cases.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

23A-13-5
Prosecution documents and work product protected.
South Dakota Codified Law

26-8A-13
Confidentiality of abuse or neglect information
South Dakota Codified Law

28-1-29
Public assistance records confidential
South Dakota Codified Law

Ann Holzhauser

yes

Director of Constituent Servic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1883 of 2119



SOC 73
Corresponds to Record Series

Legal Services
Division

FAIR HEARING CASES: Contains copies of case files for administrative hearings.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

23A-13-5
Prosecution documents and work product protected.
South Dakota Codified Law

26-8A-13
Confidentiality of abuse or neglect information
South Dakota Codified Law

28-1-29
Public assistance records confidential
South Dakota Codified Law

Ann Holzhauser

yes

Director of Constituent Servic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1884 of 2119



SOC 74
Corresponds to Record Series

Legal Services
Division

CATASTROPHIC COUNTY POOR RELIEF:This series contains records pertaining to the 
catastrophic county poor relief program including reimbursement requests, correspondence, claims 
paid and claims denied.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

South Dakota Codified Law

28-1-29
Public assistance records confidential
South Dakota Codified Law

28-13A-1
Catastrophic county poor relief fund
South Dakota Codified Law

28-13A-2
Catastrophic county poor relief board established.
South Dakota Codified Law

42 U.S.C. 1320d-1329d-8
HIPAA  - Health Insurance Portability and Accountability Act of 1996
United States Code

45 C.F.R 160 and 164
Standards for Privacy of Individually Identifiable Health Information
Code of Federal Regulations
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Ann Holzhauser

yes

Director of Constituent Servic

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1886 of 2119



Department of Tourism and State Development
Corresponds to Record Series

SD Science & Technology Au
Division

Office and real property related inventory

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

5-24-1.1
Inventory of state personal property required
South Dakota Codified Law
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SDS&TA Board Minutes

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-25-3
State agencies to keep minutes of proceedings.
South Dakota Codified Law

This record needs to be added to Records Retention and Destruction Schedule

Receipt Books - receipt of funds received

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

4-3-3
Receipts to be given for state funds
South Dakota Codified Law
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An employee's name, classification, and salary may be released to an individual upon written 
request.  Additional information may be released if the request is accompanied by an authorization 
signed by the employee.

Personnel Files

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

IRS Tax Code Section 6103
Confidentiality of taxpayer information contained in w-4 forms.

1-27-1
Personnel information excluded from 1-27-1
South Dakota Codified Law

32-5-144
Disclosure of personal information contained in motor vehicle records prohibited.
South Dakota Codified Law

3-6A-31
Records on employees
South Dakota Codified Law

55:01:16:04
Personnel Records
Administrative Rule of South Dakota

42 USC 405
Limits disclosure of social security numbers
United States Code

45 CFR 164 502
Privacy of Individually Identifiable Health Information.  HIPAA
Code of Federal Regulations
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Contracts and Agreements

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

1-27-30
Confidentiality of proprietary or trade information of private entity.
South Dakota Codified Law

Marty Davis

No

No

Executive Director

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1890 of 2119



DECA-341
Corresponds to Record Series

Office of Arts
Division

Arts Council Meeting Books.  Contains meeting agenda, minutes, financial statements, and projects.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-25-3
State agencies to keep minutes of proceedings.  The minutes shall be available for 
inspection by the public at all times at the principal place of business of the board or 
commission.

South Dakota Codified Law

Marty Davis

Yes

No

Records Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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DECA-347
Corresponds to Record Series

Office of Arts
Division

Friday, June 29, 2007 Page 1892 of 2119



An employee's name, classification, and salary may be released to an individual upon written 
request.  Additional information may be released if the request is accompanied by an authorization 
signature signed by the employee.

Personnel Files.  Information includes: past performance appraisals, resumes, position description, 
payroll deductions, personnel action forms, w-4 forms, and other employee related forms and 
documents.

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

IRS Tax Code Section 7431
Confidentiality of taxpaper information contained in w-4 forms.

1-27-1
Public records - Records open to inspection.  Any employment examination or 
performance appraisal record maintained by the Bureau of Personnel is excluded.

South Dakota Codified Law

32-5-144
Disclosure of personal information contained in motor vehicle records.
South Dakota Codified Law

3-6A-31
Records on employees
South Dakota Codified Law

55:01:16:04
Personnel Records
Administrative Rule of South Dakota

42 USC 405
Limits disclosure of social security numbers
United States Code

45 CFR 164 502
Privacy of Individually Identifable Health Information.  HPAA
Code of Federal Regulations
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Marty Davis

Yes

No

Records Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1894 of 2119



DECA-355
Corresponds to Record Series

Office of History
Division

Board of Trustees File - contains minutes to meetings.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-25-3
State agencies to keep minutes of proceedings.
South Dakota Codified Law

Marty Davis

Yes

24:52:05:02

Records Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1895 of 2119



DECA-356
Corresponds to Record Series

Office of History
Division

Cash Receipts - membership receipts

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

4-3-3
Receipts to be given for state funds
South Dakota Codified Law

Marty Davis

Yes

Records Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1896 of 2119



DECA-357
Corresponds to Record Series

Office of History
Division

Deposit Slips - copies of  information is ued to document and credit proper accounts.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

1-27-30
Confidentiality of proprietary or trade information of private entity.
South Dakota Codified Law

Marty Davis

Yes

Records Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1897 of 2119



DECA-358
Corresponds to Record Series

Office of History
Division

Director Files - contains reference files/reports and performance planning review documents.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

1-27-1
Records open to inspection - performance documents excluded
South Dakota Codified Law

3-6A-31
Personnel records
South Dakota Codified Law

55:01:16:04
Personnel records.  Employee's name, classification, salary may be released.
Administrative Rule of South Dakota

42 USC 405
Limits disclosure of social security numbers
United States Code

Marty Davis

Yes

Records Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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DECA-362
Corresponds to Record Series

Office of History
Division

Membership Invoice - contains membership information including copies of checks and credit card 
information.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

1-27-30
Confidentiality of proprietary or trade information of private entity.
South Dakota Codified Law

Marty Davis

Yes

Records Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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DECA-367
Corresponds to Record Series

Office of History
Division

Performance Planning and Review Documents

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

1-27-1
Records open to inspection - performance documents excluded.
South Dakota Codified Law

3-6A-31
Records on employees
South Dakota Codified Law

55:01:16:04
Personnel records
Administrative Rule of South Dakota

Marty Davis

Yes

Records Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1900 of 2119



DECA-375
Corresponds to Record Series

Office of History
Division

Travel Files - employee travel requests

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

32-5-144
Disclosure of personal information contained in motor vehicle records prohibited.
South Dakota Codified Law

42 USC 405
Limits disclosure of social security numbers
United States Code

Marty Davis

Yes

No

Records Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1901 of 2119



DECA-380
Corresponds to Record Series

Office of History
Division

Artifact Catalog Form (AKA: Field Catalog Sheet) - records information on artifacts in the center's 
collection.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

1-20-21 & 2007's HB1286
Any records maintained pertaining to the location of an archaeological site shall remain 
confidential to protect the integrity of the site.

South Dakota Codified Law
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Artifact Catalog Form (AKA: Field Catalog Sheet)

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

1-20-21
Records of Archaeological sites be maintained and to remain confidential
South Dakota Codified Law

34-27:  2007's HB1286
Any record pertaining to the location of unmarked burials and other human remains shall 
remain confidential.

South Dakota Codified Law

Marty Davis

Yes

Archaeological Research Cen

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1903 of 2119



DECA-381
Corresponds to Record Series

Office of History
Division

Kelly Services' Timesheets & Invoices.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

IRS Tax Code Section 7431
Confidentiality of taxpayer information contained in w-9 forms and w-4 forms.

1-27-30
Confidentiality of proprietary or trade information of private entity.
South Dakota Codified Law

42 USC 405
Limits disclosure of social security numbers
United States Code
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Kelly Services' Timesheets  & Invoices

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

1-20-21
Records of archaeological sites be maintained and to provide that certain records remain 
confidential

South Dakota Codified Law

42 USC 405
Limits disclosure of social security numbers
United States Code

Marty Davis

Yes

Records Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1905 of 2119



DECA-383
Corresponds to Record Series

Office of History
Division

NAGPRA File Summary

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

1-20-21
Requires that records of archaeological sites be maintained and to provide that certain 
remains confidential.

South Dakota Codified Law

34-27; 2007's HB1286
Any record maintained pertaining to the locatin of unmarked burials and other human 
remains shall remain confidential.

South Dakota Codified Law

Marty Davis

Yes

Archaeological Research Cen

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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DECA-384
Corresponds to Record Series

Office of History
Division

Photographic Record Form - documentatin of archaeological field projects, lab work and artifact 
collections.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

1-20-21
Records of archaeological sites be maintained and to provide that certain records remain 
confidential.

South Dakota Codified Law

34-27; 2007's HB1286
Any record pertaining to the location of unmarked burials and other human remains shall 
remain confidential.

South Dakota Codified Law

Marty Davis

Yes

Archaeological Research Cen

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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DECA-386
Corresponds to Record Series

Office of History
Division

Archaeological Research Center Loans for an exhibit, eductaional, or research of artifacts and other 
records from the centers collection.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

1-20-21;  2007's HB1286
Any records maintained pursuant to 1-20-21 pertaining to the location of an archaeological 
site shall remain confidential to protect the integrity of the archaeological site.

South Dakota Codified Law

Marty Davis

Yes

Archaeological Research Cen

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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DECA-388
Corresponds to Record Series

Office of History
Division

Site File Records - contains prehistoric and historic resource site information for recordation.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

1-20-21
Records of archaeological sites be maintained and to provide that certain records remain 
confidential.

South Dakota Codified Law

34-27; 2007's HB1286
Any record pertaining to the location of unmarked burials and other human remains shall 
remain confidential.

South Dakota Codified Law

Marty Davis

Yes

Archaeological Research Cen

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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DECA-388.1
Corresponds to Record Series

Office of History
Division

Survey Reports - a record of archaeological surveys and evaluations conducted within the State of 
South Dakota.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

1-20-21
Records of archaeological sites be maintained and to provide that certain records remain 
confidential

South Dakota Codified Law

34-27; 2007's HB1286
Any record pertaining to the location of unmarked burials and other human remains shall 
remain confidential.

South Dakota Codified Law

Marty Davis

Yes

Archaeologiical Research Ce

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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DECA-389
Corresponds to Record Series

Office of History
Division

United States Geological Survey Quad Maps - quad maps that cover the state with site and survey 
locations posted on the maps

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

1-20-21
Records of archaeological sites be maintained and to provide that certain records remain 
confidential.

South Dakota Codified Law

34-27; 2007's HB1286
Any record pertaining to the location of unmarked burials and other human remains shall 
remain confidential.

South Dakota Codified Law

Marty Davis

Yes

Archaeological Research Cen

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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DECA-391
Corresponds to Record Series

Office of History
Division

An employee's name, classification, and salary may be released.  Additional information may be 
released if the request is accompanied by an authorization signed by the employee

Chronological File - information includes personnel and performance appraisals.

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

IRS Tax Code Section 7431
Confidentiality of taxpayer information contained in w-4 forms

1-27-1
Records open to inspection - 1-27-1 excludes employment examination and performance 
appraisal records.

South Dakota Codified Law

32-5-144
Disclosure of personal information contained in motor vehicle records prohibited
South Dakota Codified Law

3-6A-31
Records on employees
South Dakota Codified Law

55:01:16:04
Personnel Records
Administrative Rule of South Dakota

42 USC 405
Limits disclosure of social security numbers
United States Code

45 CFR 164 502
Privacy of Individually Identifiable Health Information.  HIPAA
Code of Federal Regulations
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Marty Davis

Yes

Records Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1913 of 2119



DECA-404
Corresponds to Record Series

Office of History
Division

An employee's name, classification and salary may be released to an individual upon written 
request.  Additional information may be released upon written approval from the employee.

State Archivist File - contains personnel files.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

1-27-1
Records open to inspection -- excludes personnel
South Dakota Codified Law

32-5-144
Disclosure of personal information contained in motor vehicle records prohibited.
South Dakota Codified Law

3-6A-31
Records on employees
South Dakota Codified Law

55:01:16:04
Personnel Records
Administrative Rule of South Dakota

42 USC 405
Limits disclosure of social security numbers
United States Code

45 CFR 164 502
Privacy of Individually Identifiable Health Information.  HIPAA
Code of Federal Regulations
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Marty Davis

Yes

Records Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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DECA-407
Corresponds to Record Series

Office of History
Division

Archaeological Survey Maps - maps and survey notes

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

1-20-21
Records of archaeological sites be maintained and to provide that certain records remain 
confidential

South Dakota Codified Law

34-27; 2007's HB1286
Any record pertaining to the location of unmarked burials and other human remains shall 
remain confidentia.

South Dakota Codified Law

Marty Davis

Yes

Archaeological Research Cen

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1916 of 2119



DECA-409
Corresponds to Record Series

Office of History
Division

Consultant Contracts

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

IRS Tax Code Section 7431
Confidentiality of taxpayer information contained in w-9 forms, w-4 forms.

1-27-30
Confidentiality of proprietary or trade information of private entity
South Dakota Codified Law

32-5-144
Disclosure of personal information contained in motor vehicle records prohibited.
South Dakota Codified Law

42 USC 405
Limits disclosure of social security numbers
United States Code

Marty Davis

Yes

Records Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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DECA-412
Corresponds to Record Series

Office of History
Division

Expenditure Record File - contains expenditure records of nonprofit organizations.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

1-27-30
Confidentiality of proprietary or trade information of private entity.
South Dakota Codified Law

Marty Davis

Yes

Records Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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DECA-420
Corresponds to Record Series

Office of History
Division

Register Files - contains list of national and state register of historic places

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

1-20-21; 2007's HB1286
Records of archaeological sites be maintained and to provide that certain records remain 
confidential

South Dakota Codified Law

Marty Davis

Yes

Records Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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DECA-422
Corresponds to Record Series

Office of History
Division

Review and Compliance Files - projects for architectural compliance

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

1-20-21; 2007's HB1286
Records of archaeological sites be maintained and to provide that certain records remain 
confidential.

South Dakota Codified Law

Marty Davis

Yes

Records Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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DECA-424
Corresponds to Record Series

Office of History
Division

Tax Project Files - contains description as to what owners are doing to their property.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

1-27-30
Confidentiality of proprietary or trade information of private entity.
South Dakota Codified Law

United States Code

Marty Davis

Yes

Records Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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DECA-426
Corresponds to Record Series

Office of History
Division

Vendor Records - information may include original invoice, copies of checks, order form, 
correspondence, credit memos, and supporting documentation

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

1-27-30
Confidentiality of proprietary or trade information of private entity.
South Dakota Codified Law

Marty Davis

Yes

Records Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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DECA-434
Corresponds to Record Series

Office of History
Division

Equipment File

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

5-24-1.1
Inventory of state personal property required
South Dakota Codified Law

Marty Davis

Yes

Records Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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DECA-445
Corresponds to Record Series

Office of History
Division

Museum Directors Reference Files - file contains employee personnel information along with 
various other reference materials and document.

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

1-27-1
Records open to inspection - excludes employee information
South Dakota Codified Law

3-6A-31
Records on employees
South Dakota Codified Law

55:01:16:04
Personnel records
Administrative Rule of South Dakota

42 USC 405
Limits disclosure of social security numbers
United States Code

Marty Davis

Yes

Records Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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DECA-452
Corresponds to Record Series

Office of History
Division

An employee's name, classification, and salary may be released upon written request.  Additional 
information may be released upon written authorization by employee.

Personnel Files -- employee files

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

1-27-1
Records open to inspection -- personnel information excluded.
South Dakota Codified Law

32-5-144
Disclosure of personal information contained in motor vehicle records prohibited.
South Dakota Codified Law

3-6A-31
Records on employees
South Dakota Codified Law

55:01:16:04
Personnel records
Administrative Rule of South Dakota

42 USC 405
Limits disclosure of social security numbers
United States Code

45 CFR 164 502
Privacy of Individually Identifiable Health Information.  HIPAA
Code of Federal Regulations
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Marty Davis

Yes

Records Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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DECA-455
Corresponds to Record Series

Office of History
Division

Reproduction Right File - information includes signed requests, invoices, correspondence, and right 
forms.  Payment documents contain personal account numbers.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

1-27-30
Confidentiality of proprietary or trade information of private entity.
South Dakota Codified Law

Marty Davis

Yes

Records Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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DECA-456
Corresponds to Record Series

Office of History
Division

Traveling Exhibits File - includes proposal for exhibit, list of objects, names and contacts, statement 
of expenses/bills for material purchased, correspondence, etc.  Contains personal account 
information.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

1-27-30
Confidentiality of proprietary or trade information of private entity.
South Dakota Codified Law

Marty Davis

Yes

Records Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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DECA-457
Corresponds to Record Series

Office of History
Division

Traveling Loan File - contains exhibits and education kits loaned out, copies of checks received, 
and correspondence.  Contains personal payment account numbers.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

1-27-30
Confidentiality of proprietary or trade information of private entity.
South Dakota Codified Law

Marty Davis

Yes

Records Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1929 of 2119



DECA-459
Corresponds to Record Series

Office of History
Division

Conference Files - contains materials from conference attended or participated.  Contains personal 
credit card numbers.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

1-27-30
Confidentiality of propreitary or trade information of private entity.
South Dakota Codified Law

Marty Davis

Yes

Records Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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DECA-467
Corresponds to Record Series

Office of History
Division

File contains private credit card numbers and w-9 forms that would be confidential.

Inventory & Marketing Files - contains collection receipts, invoices, book sale receipts, royalty 
receipts, refund info, purchase orders, correspondence, deposit slips, sales tax receipts/info, press 
releases, brochures, sale logs.

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

4-3-3
Receipts to be given for state funds
South Dakota Codified Law

42 USC 405
Limits disclosure of social security numbers.
United States Code

Marty Davis

Yes

24:52:05:02

Records Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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DECA-471
Corresponds to Record Series

Office of History
Division

An employee's name, classification, and salary may be released upon written request.  Additional 
information may be released upon written authorization signed by employee.

Personnel Files - employee files

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

IRS Tax Code Section 7431
Confidentiality of taxpayer information contained in w-4 forms

1-27-1
Records open to inspection.
South Dakota Codified Law

32-5-144
Disclosure of personal information contained in motor vehicle records prohibited.
South Dakota Codified Law

3-6A-31
Records on employees
South Dakota Codified Law

55:01:16:04
Personnel Files
Administrative Rule of South Dakota

42 USC 405
Limits disclosure of social security numbers
United States Code

45 CFR 164 502
Privacy of Individually Identifiable Health Information.  HIPAA
Code of Federal Regulations

Friday, June 29, 2007 Page 1932 of 2119



Marty Davis

Yes

Records Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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DECA-479
Corresponds to Record Series

Office of History
Division

South Dakota Historical Collection File - information includes personnel records (contractors), grant 
records, in-kind records, production records, publicity, and marketing evaluation files.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

IRS Tax Code Section 7431
Confidentiality of taxpayer information contained in w-9 forms and w-4 forms

1-27-30
Confidentiality of proprietary or trade information of private entity.
South Dakota Codified Law

42 USC 405
Limits disclosure of social security numbers
United States Code

Marty Davis

Yes

Records Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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DECA-480
Corresponds to Record Series

Office of History
Division

South Dakota History File - information is maintained to comply with copyright laws.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

IRS Tax Code Section 7431
Confidentiality of taxpayer information contained in w-9 forms and w-4 forms.

1-27-30
Confidentiality of proprietary or trade information of private entity.
South Dakota Codified Law

42 USC 405
Limits disclosure of social security numbers
United States Code

Marty Davis

Yes

24:52:05:02

Records Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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DECA-483
Corresponds to Record Series

Office of History
Division

Working Files, Publications (Legal).  Publication and permission contracts, award letters, printng 
contracts, manuscripts, copyright file, ISBN number, ISSN number, advertisement

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

IRS Tax Code Section 7431
Confidentiality of taxpayer information contained in w-9 forms and w-4 forms.

1-27-30
Confidentiality of proprietary or trade information of private entity.
South Dakota Codified Law

42 USC 405
Limits disclosure of social security numbers
United States Code

Marty Davis

Yes

Records Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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GOED-14
Corresponds to Record Series

GOED
Division

The secretary shall maintain the confidentiality of any information given to GOED.

Company Prospect/Suspect File

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

1-27-30
Confidentiality of proprietary or trade information of private entity.

1-33-19.2
Confidentiality of certain information.
South Dakota Codified Law

Marty Davis

Yes

Records Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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GOED-15
Corresponds to Record Series

GOED
Division

The secretary shall maintain the confidentiality of any information given to GOED.

Company Prospect/Suspect Proposal

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

1-27-30
Confidentiality of proprietary or trade information of private entity.

1-33-19.2
Confidentiality of certain information.
South Dakota Codified Law

Marty Davis

Yes

Records Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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GOED-16
Corresponds to Record Series

GOED
Division

The secretary shall maintain the confidentiality of any information given to GOED.

Company Reference Files

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

1-27-30
Confidentiality of proprietary or trade information of private entity.
South Dakota Codified Law

1-33-19.2
Confidentiality of certain information.
South Dakota Codified Law

Marty Davis

Yes

Records Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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GOED-17
Corresponds to Record Series

GOED
Division

The secretary shall maintain the confidentiality of any information given to GOED.

Contracts and Agreements

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

1-33-19.2
Confidentiality of certain information

IRS Tax Code Section 7431
Confidentiality of taxpayer information contained in w-9 forms and w-4 forms.

South Dakota Codified Law

1-27-30
Information from examination, investigation, or audit.  All proprietary or trade secret 
information obtained by a state agency from or concerning private entitly is confidential.

South Dakota Codified Law

32-5-144
Disclosure of personal information contained in motor vehicle records prohibited.
South Dakota Codified Law

42 USC 405
Limits disclosure of social security numbers.
United States Code
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Marty Davis

Yes

Yes

Records Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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GOED-20
Corresponds to Record Series

GOED
Division

Documentary material or data made or received by the EDFA for the purpose of furnishing 
assistance to a business, to the extent that such material or data consists of trade secrets or 
commercial or financial information regarding the operation of such business, may not be 
considered public records, and shall be exempt from disclosure.
The secretary shall maintain the confidentiality of any information given to EDFA.

Economic Development Finance Authority Bonds

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

1-27-30
Confidentiality of proprietary or trade information

1-16B-14.1
Exemption of documentary material and data involving trade secrets, etc. from disclosure.
South Dakota Codified Law

1-33-19.2
Confidentiality of certain information.
South Dakota Codified Law

Marty Davis

Yes

No

Records Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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GOED-24
Corresponds to Record Series

GOED
Division

The secretary shall maintain the confidentiality of any information given to GOED.

Future Fund Grant Project Files

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

1-27-30
Confidentiality of proprietary or trade information of private entity.
South Dakota Codified Law

1-33-19.2
Confidentiality of certain information
South Dakota Codified Law

Marty Davis

Yes

Records Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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GOED-30
Corresponds to Record Series

GOED
Division

Minutes - Official minutes of the Revolving Economic Development and Initiative Board, the 
Economic Finance Authority, and the SD Development Board

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-25-3
State agencies to keep minutes of proceedings.  The minutes shall be available for 
inspection by the public at all times at the principal place of business of the board or 
commission.

South Dakota Codified Law

Marty Davis

Yes

No

Records Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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GOED-39
Corresponds to Record Series

GOED
Division

Any employment examination or performance appraisal record maintained by the Bureau of 
Personnel is excluded from this requirement.  An employee's name, classification, and salary may 
be released to an individual upon written request.  Additional information may be released if the 
request is accompanied by an authorization signed by the employee.

Personnel Files

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

32-5-144
Disclosure of personal information contained in motor vehicle records prohibited.

IRS Tax Code Section 7431
Confidentiality of taxpayer information contained on w-4 forms.

1-27-1
Public Records - Records open to inspection
South Dakota Codified Law

55:01:16:04
Personnel Records.
Administrative Rule of South Dakota

42 USC 405
Limits disclosure of social security numbers
United States Code

45 CFR 164 502
Privacy of Individually Identifiable Health Information.  HIPAA
Code of Federal Regulations
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Marty Davis

Yes

No

Records Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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GOED-40
Corresponds to Record Series

GOED
Division

Any employment examination is excluded from 1-27-1.
Personnel information is included in the payroll reports and some of the information may be 
released - name, classification, salary, and some additional if authorized by employee.

Personnel/Payroll Reports

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

IRS Tax Code Section 7431
Confidentiality of taxpayer information contained in w-4 forms.

32-5-144
Disclosure of personal information contained in motor vehicle records prohibited.
South Dakota Codified Law

1-27-1
Records open to inspection
Administrative Rule of South Dakota

55:01:16:04
Personnel Records
Administrative Rule of South Dakota

42 USC 405
Limits disclosure of social security numbers
United States Code

45 CFR 164 502
HIPAA
Code of Federal Regulations
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Marty Davis

Yes

No

Records Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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GOED-43
Corresponds to Record Series

GOED
Division

Records Officer

Property Management records

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

5-24-1.1
Inventory of state personal property required.
South Dakota Codified Law

Marty Davis

Yes

No

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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GOED-45
Corresponds to Record Series

GOED
Division

Receipt Books

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

4-3-3
Receipts to be given for state funds.
South Dakota Codified Law

Marty Davis

Yes

No

Records Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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GOED-47
Corresponds to Record Series

GOED
Division

The secretary shall maintain the confidentiality of any information given to GOED or the Economic 
Development Finance Authority, the South Dakota Development Corporation, and the Board of 
Economic Development.

REDI Loan Files

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

1-27-30
Confidentiality of proprietary or trade information of private entity.

1-16G-11
Documentary material consisting of trade secrets exempt from disclosure
South Dakota Codified Law

1-27-3
Records declared confidential or secret
South Dakota Codified Law

1-33-19.2
Confidentiality of certain information.
South Dakota Codified Law

Marty Davis

Yes

No

Records Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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GOED-51
Corresponds to Record Series

GOED
Division

The secretary shall maintain the confidentiality of any information given to GOED or the Economic 
Development Finance Authority, the South Dakota Development Corporation, and the Board of 
Economic Development.

South Dakota Development Corporation

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

1-27-3
Records declared confidential or secret.
South Dakota Codified Law

1-27-30
Confidentiality of proprietary or trade information of private entity.
South Dakota Codified Law

1-33-19.2
Confidentiality of certain information.
South Dakota Codified Law

Marty Davis

Yes

No

Records Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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GOED-54
Corresponds to Record Series

GOED
Division

The secretary shall maintain the confidentiality of any information given to GOED.

SD Workforce Development Program Applications, Unsuccessful

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

1-27-30
Confidentiality of proprietary or trade information of private entity.
South Dakota Codified Law

1-33-19.2
Confidentiality of certain information.
South Dakota Codified Law

Marty Davis

Yes

Records Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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GOED-55
Corresponds to Record Series

GOED
Division

SD Workforce Development Program Project Files

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

1-27-30
Confidentiality of proprietary or trade information of private entity.
South Dakota Codified Law

1-33-19.2
Confidentiality of certain information.  The secretary shall maintain the confidentiality of 
any information given to GOED.

South Dakota Codified Law

Marty Davis

Yes

Records Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1954 of 2119



GOED-60
Corresponds to Record Series

GOED
Division

Vouchers - payment requests which contains taxpayer identification numbers

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

IRS Tax Code Section 7431
Confidentiality of taxpaper information contained in w-9 forms and w-4 forms.

42 USC 405
Limits disclosure of social security numbers
United States Code

Marty Davis

Yes

Records Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1955 of 2119



GOED-61
Corresponds to Record Series

GOED
Division

Workers Compensation Files - Employer's First Report of Injury Forms

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

45 CFR 164 502
Privacy of Individually Identifiable Health Information
Code of Federal Regulations

Marty Davis

Yes

Records Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1956 of 2119



H DA 207
Corresponds to Record Series

SD Housing Development Au
Division

Audit Reports - Multifamily housing program funds

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

11-11-114
Confidentiality of applications and financial information
South Dakota Codified Law

1-27-30
Confidentiality of proprietary or trade information of private entity.
South Dakota Codified Law

Marty Davis

Yes

Executive Director

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1957 of 2119



H DA-1
Corresponds to Record Series

SD Housing Development Au
Division

Contracts and Agreements

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

1-27-30
Confidentiality of proprietary or trade information of private entity.
South Dakota Codified Law

Marty Davis

Yes

Executive Director

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1958 of 2119



H DA-110
Corresponds to Record Series

SD Housing Development Au
Division

Cash Receipt Transmittals - forms used to deposit funds into checking accounts.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

4-3-3
Receipts to be given for state funds
South Dakota Codified Law

Marty Davis

Yes

No

Executive Director

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1959 of 2119



H DA-116
Corresponds to Record Series

SD Housing Development Au
Division

Inventory, Capital Assets

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

5-24-1.1
Inventory of state personal property required
South Dakota Codified Law

Marty Davis

Yes

No

Executive Diector

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1960 of 2119



H DA-117
Corresponds to Record Series

SD Housing Development Au
Division

An employee's name, classification and salary may be released upon written request.  Additional 
information may be released if the request is accompanied by an authorization signed by the 
employee.

Leave Balance Printouts

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

32-5-144
Disclosure of personal information contained in motor vehicle records prohibited
South Dakota Codified Law

3-6A-31
Employee records
South Dakota Codified Law

42 USC 405
Limits disclosure of social security numbers
United States Code

45 CFR 164 502
Privacy of Individually Identifiable Health Information.  HIPAA
Code of Federal Regulations

Marty Davis

Yes

No

Executive Director

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1961 of 2119



H DA-118
Corresponds to Record Series

SD Housing Development Au
Division

Leave Requests

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

45 CFR 164 502
Privacy of Individually Identifiable Health Information - HIPAA
Code of Federal Regulations

Marty Davis

Yes

No

Executive Director

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1962 of 2119



H DA-120
Corresponds to Record Series

SD Housing Development Au
Division

An employee's name, classiification, and salary may be released upon written request.  Additional 
information may be released accompanied by an authorization signed by the employee

Personnel Files -- employee files

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

1-27-1
Records open to inspection -- excludes personnel information
South Dakota Codified Law

32-5-144
Disclosure of personal information contained in motor vehicle records prohibited.
South Dakota Codified Law

3-6A-31
Records of employees
South Dakota Codified Law

42 USC 405
Limits disclosure of social security numbers
United States Code

45 CFR 164 502
Privacy of Individually Identifiable Health Information.  HIPAA
Code of Federal Regulations

Marty Davis

Yes

Executive Director

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1963 of 2119



H DA-121
Corresponds to Record Series

SD Housing Development Au
Division

An employee's name, classification and salary may be released upon written request.  Additional 
information may be released if it is accompanied by an authorization signed by an employee.

Personnel/Payroll Reports

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

1-27-1
Records open to inspection - excludes personnel information
South Dakota Codified Law

32-5-144
Disclosure of personal information contained in motor vehicle records prohibited.
South Dakota Codified Law

3-6A-31
Records on employees
South Dakota Codified Law

42 USC 405
Limits disclosure of social security numbers
United States Code

45 CFR 164 502
Privacy of Individually Identifiable Health Information.  HIPAA
Code of Federal Regulations

Marty Davis

Yes

Executive Director

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1964 of 2119



H DA-124
Corresponds to Record Series

SD Housing Development Au
Division

Time Sheets

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

32-5-144
Disclosure of personnal information contained in motor vehicle records prohibited.
South Dakota Codified Law

42 USC 405
Limits disclosure of social security numbers
United States Code

Marty Davis

Yes

Executive Director

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1965 of 2119



H DA-126
Corresponds to Record Series

SD Housing Development Au
Division

Administrative Reference Files - contains assumption reports listing names of original and new 
borrowers and other information of interest

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

11-11-114
Confidentiality of applications and financial information
South Dakota Codified Law

1-27-30
Confidentiality of proprietary or trade information of private entity.
South Dakota Codified Law

Marty Davis

Yes

Executive Director

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1966 of 2119



H DA-129
Corresponds to Record Series

SD Housing Development Au
Division

Contracts and Agreements - homeownership program

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

11-11-114
Confidentiality of applications and financial information
South Dakota Codified Law

1-27-30
Confidentiality of proprietary or trade information of private entity.
South Dakota Codified Law

Marty Davis

Yes

Executive Director

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1967 of 2119



H DA-131
Corresponds to Record Series

SD Housing Development Au
Division

Delinquencies and Foreclosures Reports

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

11-11-114
Confidentiality of applications and financial information
South Dakota Codified Law

1-27-30
Confidentiality of proprietary or trade information of private entity
South Dakota Codified Law

Marty Davis

Yes

Executive Director

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1968 of 2119



H DA-132
Corresponds to Record Series

SD Housing Development Au
Division

Pool Insurance Files - policies maintained by the homeownership program.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

11-11-114
Confidentiality of applications and financial information
South Dakota Codified Law

1-27-30
Confientiality of proprieetary or trade information of private entity.
South Dakota Codified Law

Marty Davis

Yes

Executive Director

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1969 of 2119



H DA-135
Corresponds to Record Series

SD Housing Development Au
Division

Surveys and Questionnaires - homeownership program

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

11-11-114
Confidentiality of applications and financial information
South Dakota Codified Law

1-27-30
Confidentiality of proprietary or trade information of private entity.
South Dakota Codified Law

Marty Davis

Yes

Executive Director

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1970 of 2119



H DA-137
Corresponds to Record Series

SD Housing Development Au
Division

Commitment Reports, 120 Day - contains seller name, mortgagor, mortgage address, loan amount, 
construction, commitment, etc  - homeownership program

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

11-11-114
Confidentiality of applications and financial information
South Dakota Codified Law

1-27-30
Confidentiality of proprietary or trade information of private entity.
South Dakota Codified Law

Marty Davis

Yes

Executive Director

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1971 of 2119



H DA-138
Corresponds to Record Series

SD Housing Development Au
Division

Mortgage Purchase Schedules - homeownership program

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

11-11-114
Confidentiality of applications and financial information
South Dakota Codified Law

1-27-30
Confidentiality of proprietary or trade information of private entity.
South Dakota Codified Law

Marty Davis

Yes

Executive Director

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1972 of 2119



H DA-139
Corresponds to Record Series

SD Housing Development Au
Division

Assumption Files - homeownership program

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

11-11-114
Confidentiality of applications and financial information
South Dakota Codified Law

1-27-30
Confidentiality of proprietary or trade information of private entity.
South Dakota Codified Law

Marty Davis

Yes

Executive Director

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1973 of 2119



H DA-142
Corresponds to Record Series

SD Housing Development Au
Division

Commitment Files - information used to reserve funds for potential homeowners - homeownership 
program

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

11-11-114
Confidentiality of applications and financial information
South Dakota Codified Law

1-27-30
Confidentiality of proprietary or trade information of private entity.
South Dakota Codified Law

Marty Davis

Yes

Executive Director

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1974 of 2119



H DA-143
Corresponds to Record Series

SD Housing Development Au
Division

Loan Files - Homeownership Program

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

11-11-114
Confidentiality of applications and financial information
South Dakota Codified Law

1-27-30
Confidentiality of proprietary or trade information of private entity.
South Dakota Codified Law

Marty Davis

Yes

Executive Director

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1975 of 2119



H DA-144
Corresponds to Record Series

SD Housing Development Au
Division

Loan Packages, Pending - Homeownership Program

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

11-11-114
Confidentiality of applications and financial information.
South Dakota Codified Law

1-27-30
Confidentiality of proprietary or trade information of private entity.
South Dakota Codified Law

Marty Davis

Yes

Executive Director

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1976 of 2119



H DA-147
Corresponds to Record Series

SD Housing Development Au
Division

Delinquency Reports, Services - Homeownership program

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

11-11-114
Confidentiality of applications and financial information
South Dakota Codified Law

1-27-30
Confidentiality of proprietary or trade information of private entity.
South Dakota Codified Law

Marty Davis

Yes

Executive Director

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1977 of 2119



H DA-148
Corresponds to Record Series

SD Housing Development Au
Division

Foreclosure Files - Homeownership Program

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

11-11-114
Confidentiality of applications and financial information.
South Dakota Codified Law

1-27-30
Confidentiality of proprietary or trade information of private entity.
South Dakota Codified Law

Marty Davis

Yes

Executive Director

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1978 of 2119



H DA-149
Corresponds to Record Series

SD Housing Development Au
Division

Foreclosure Listing, Active.  Homeownership Program

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

11-11-114
Confidentiality of applications and financial information
South Dakota Codified Law

1-27-30
Confidentiality of proprietary or trade information of private entity.
South Dakota Codified Law

Marty Davis

Yes

Executive Director

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1979 of 2119



H DA-150
Corresponds to Record Series

SD Housing Development Au
Division

Foreclosure Listing (Summary of Foreclosure Files)

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

11-11-114
Confidentiality of applications and financial information.
South Dakota Codified Law

1-27-30
Confidentiality of proprietary or trade information of private entity.
South Dakota Codified Law

Marty Davis

Yes

Executive Director

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1980 of 2119



H DA-152
Corresponds to Record Series

SD Housing Development Au
Division

Owned Real Estate Files - Homeownership Program

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

11-11-114
Confidentiality of applications and financial information
South Dakota Codified Law

1-27-30
Confidentiality of proprietary or trade information of private entity.
South Dakota Codified Law

Marty Davis

Yes

Executive Director

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1981 of 2119



H DA-153
Corresponds to Record Series

SD Housing Development Au
Division

Owned Real Estate Status Reports - Homeownership Program

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

11-11-114
Confidentiality of applications and financial information.
South Dakota Codified Law

1-27-30
Confidentiality of proprietary or trade information of private entity.
South Dakota Codified Law

Marty Davis

Yes

Executive Director

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1982 of 2119



H DA-154
Corresponds to Record Series

SD Housing Development Au
Division

Pool, Insurance Reconciliation Reports - Homeownership Program

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

11-11-114
Confidentiality of applications and financial information.
South Dakota Codified Law

1-27-30
Confidentiality of proprietary or trade information of private entity.
South Dakota Codified Law

Marty Davis

Yes

Executive Director

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1983 of 2119



H DA-155
Corresponds to Record Series

SD Housing Development Au
Division

Status Reports - Homeownership Program

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

11-11-114
Confidentiality of applications and financial information
South Dakota Codified Law

1-27-30
Confidentiality of proprietary or trade information of private entity.
South Dakota Codified Law

Marty Davis

Yes

Executive Director

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1984 of 2119



H DA-178
Corresponds to Record Series

SD Housing Development Au
Division

Development Files, Tenant Information

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

11-11-114
Confidentiality of applications and financial information
South Dakota Codified Law

1-27-30
Confidentiality of proprietary or trade information of private entity.
South Dakota Codified Law

Marty Davis

Yes

Executive Director

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1985 of 2119



H DA-179
Corresponds to Record Series

SD Housing Development Au
Division

Historical Rent Adjustment Files

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

11-11-114
Confidentiality of applications and financial information.
South Dakota Codified Law

1-27-30
Confidentiality of proprietary or trade information of private entity.
South Dakota Codified Law

Marty Davis

Yes

Executive Director

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1986 of 2119



H DA-181
Corresponds to Record Series

SD Housing Development Au
Division

Monthly Requisitions - submission by management agents for housing assistance payments 
subsidies.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

11-11-114
Confidentiality of applications and financial information
South Dakota Codified Law

1-27-30
Confidentiality of proprietary or trade information of private entity.
South Dakota Codified Law

Marty Davis

Yes

Executive Director

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1987 of 2119



H DA-182
Corresponds to Record Series

SD Housing Development Au
Division

Multifamily Development Files

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

11-11-114
Confidentiality of applications and financial information
South Dakota Codified Law

1-27-30
Confidentiality of proprietary or trade information of private entity.
South Dakota Codified Law

Marty Davis

Yes

Executive Director

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1988 of 2119



H DA-183
Corresponds to Record Series

SD Housing Development Au
Division

Payment Authorizations (HAP Payments)

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

11-11-114
Confidentiality of applications and financial information
South Dakota Codified Law

1-27-30
Confidentiality of proprietary or trade information of private entity.
South Dakota Codified Law

Marty Davis

Yes

Executive Director

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1989 of 2119



H DA-196
Corresponds to Record Series

SD Housing Development Au
Division

Project Files - information regarding rental development projects.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

11-11-114
Confidentiality of application and financial information
South Dakota Codified Law

1-27-30
Confidentiality of proprietary or trade information of private entity.
South Dakota Codified Law

Marty Davis

Yes

Executive Director

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1990 of 2119



H DA-2
Corresponds to Record Series

SD Housing Development Au
Division

Correspondence Files - contains originials and/or copies of memos and letters which includes 
correspndence concerning homeownership program.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

11-11-114
Confidentiality of applications and financial information
South Dakota Codified Law

1-27-30
Confidentiality of proprietary or trade information of private entity.
South Dakota Codified Law

Marty Davis

Yes

Executive Director

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1991 of 2119



H DA-20
Corresponds to Record Series

SD Housing Development Au
Division

Minutes and Resolutions - board minutes

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-25-3
State agencies to keep minutes of proceedings
South Dakota Codified Law

1-27-1
Records open to inspection
South Dakota Codified Law

Marty Davis

Yes

No

Executive Director

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1992 of 2119



H DA-200
Corresponds to Record Series

SD Housing Development Au
Division

Multifamily Development Audits

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

11-11-114
Confidentiality of applications and financial information.
South Dakota Codified Law

1-27-30
Confidentiality of proprietary or trade information of private entity.
South Dakota Codified Law

Marty Davis

Yes

Executive Director

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1993 of 2119



H DA-202
Corresponds to Record Series

SD Housing Development Au
Division

Multifamily Loan Documents, Updatable Microfilm

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

11-11-114
Confidentiality of applications and financial information
South Dakota Codified Law

1-27-30
Confidentiality of proprietary or trade information of private entity.
South Dakota Codified Law

Marty Davis

Yes

Executive Director

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1994 of 2119



H DA-203
Corresponds to Record Series

SD Housing Development Au
Division

Preliminary Loan Documentation, Roll Microfilm

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

11-11-114
Confidentaility of applications and financial information
South Dakota Codified Law

1-27-30
Confidentiality of proprietary or trade information of private entity.
South Dakota Codified Law

Marty Davis

Yes

Executive Director

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1995 of 2119



H DA-204
Corresponds to Record Series

SD Housing Development Au
Division

Administrative Rules Promulgation Files

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-26-2
Agency materials available for public inspection
South Dakota Codified Law

Marty Davis

Yes

No

Executive Director

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1996 of 2119



H DA-212
Corresponds to Record Series

SD Housing Development Au
Division

Emergency Shelter Grant Program Files

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

11-11-114
Confidentiality of applications and financial information
South Dakota Codified Law

1-27-30
Confidentaility of proprietary or trade information of private entity.
South Dakota Codified Law

Marty Davis

Yes

Executive Director

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1997 of 2119



H DA-215
Corresponds to Record Series

SD Housing Development Au
Division

Reference Files - multifamily housing program

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

11-11-114
Confidentaility of applications and financial information
South Dakota Codified Law

1-27-30
Confidentiality of proprietary or trade information of private entity.
South Dakota Codified Law

Marty Davis

Yes

Executive Director

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1998 of 2119



H DA-218
Corresponds to Record Series

SD Housing Development Au
Division

Correspondence, General.  Multifamily Housing Program

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

11-11-114
Confidentaility of applications and financial information.
South Dakota Codified Law

1-27-30
Confidentiality of proprietary or trade information of private entity.
South Dakota Codified Law

Marty Davis

Yes

Executve Director

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 1999 of 2119



H DA-219
Corresponds to Record Series

SD Housing Development Au
Division

Plans and Specifications Files - Multifamily Housing Program

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

11-11-114
Confidentiality of applictions and financial information
South Dakota Codified Law

1-27-30
Confidentiality of proprietary or trade information of private entity.
South Dakota Codified Law

Marty Davis

Yes

Executive Director

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 2000 of 2119



H DA-22
Corresponds to Record Series

SD Housing Development Au
Division

Administrative Reference Files - used as a central depository for materials used by the program 
research and information officer.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

11-11-114
Confidentiality of applictions and financial information
South Dakota Codified Law

1-27-30
Confidentiality of proprietary or trade information of private entity.
South Dakota Codified Law

Marty Davis

Yes

Executive Director

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 2001 of 2119



H DA-220
Corresponds to Record Series

SD Housing Development Au
Division

Flex Program - file may include receipts, purchase agreement, mortgage notes, correspondence, 
applications, resolutions and payment documentation for Governor's House program, day care 
program, and rural site development program.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

11-11-114
Confidentiality of applications and financial information.
South Dakota Codified Law

1-27-30
Confidentiality of proprietary or trade information of private entity.
South Dakota Codified Law

Marty Davis

Yes

Executive Director

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 2002 of 2119



H DA-23
Corresponds to Record Series

SD Housing Development Au
Division

Administrative Rules Promulation Files

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-26-2
Agency materials available for public inspection
South Dakota Codified Law

1-27-1
Records open to inspection
South Dakota Codified Law

Marty Davis

Yes

No

Executive Director

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 2003 of 2119



H DA-4
Corresponds to Record Series

SD Housing Development Au
Division

Minutes and Resolutions - board minutes

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

11-11-24
Records maintained by secretary
South Dakota Codified Law

1-25-3
State agencies to keep minutes of proceedings
South Dakota Codified Law

Marty Davis

Yes

No

Executive Director

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 2004 of 2119



H DA-40
Corresponds to Record Series

SD Housing Development Au
Division

Photograph and Video Tape Files of buildings and events of interest.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

1-27-30
Confidentiality of proprietary or trade information of private entity
South Dakota Codified Law

Marty Davis

Yes

Executive Director

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 2005 of 2119



H DA-45
Corresponds to Record Series

SD Housing Development Au
Division

Public Hearing Minutes, Bond Issuance

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-25-3
State agencies to keep minutes of proceedings
South Dakota Codified Law

Marty Davis

Yes

No

Executive Director

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 2006 of 2119



H DA-60
Corresponds to Record Series

SD Housing Development Au
Division

Claims Listing - tenant names, amount paid, amount owed.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

11-11-114
Confidentiality of applications and financial information.
South Dakota Codified Law

1-27-30
Confidentiality of proprietary or trade information of private entity.
South Dakota Codified Law

Marty Davis

Yes

Executive Director

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 2007 of 2119



H DA-62
Corresponds to Record Series

SD Housing Development Au
Division

Deposit Memos and Check Copies Files - contains receipt #, check copy, check #, landlord name & 
#, tenant name & #, date and type of claim, payment date, and amount.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

1-27-30
Confidentiality of proprietary or trade information of private entity.  Check copies may 
contain taxpayer identifiction numbers.

South Dakota Codified Law

42 USC 405
Limits disclosure of social security numbers
United States Code

Marty Davis

Yes

Executive Director

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 2008 of 2119



H DA-67
Corresponds to Record Series

SD Housing Development Au
Division

Hard-To-House Files - list of names which are eligible for hard-to-house fees.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

11-11-114
Confidentiality of applications and financial information
South Dakota Codified Law

1-27-30
Confidentiality of proprietary or trade information of private entity.
South Dakota Codified Law

Marty Davis

Yes

Executive Director

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 2009 of 2119



H DA-72
Corresponds to Record Series

SD Housing Development Au
Division

Payment Selection Files - includes family #, owner #, family name, amount of housing assistance 
payment to be paid, amount of utility payment to be paid.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

11-11-114
Confidentiality of applications and financial information.
South Dakota Codified Law

1-27-30
Confidentiality of proprietary or trade information of private entity.
South Dakota Codified Law

Marty Davis

Yes

Executive Director

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 2010 of 2119



H DA-80
Corresponds to Record Series

SD Housing Development Au
Division

Foreclosure Files

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

11-11-114
Confidentiality of applications and financial information
South Dakota Codified Law

1-27-30
Confidentiality of proprietary or trade information of private entity.
South Dakota Codified Law

Marty Davis

Yes

Executive Director

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 2011 of 2119



H DA-81
Corresponds to Record Series

SD Housing Development Au
Division

Foreclosure Status Report Files

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

11-11-114
Confidentiality of applications and financial information
South Dakota Codified Law

1-27-30
Confidentiality of proprietary or trade information of private entity.
South Dakota Codified Law

Marty Davis

Yes

Executive Director

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 2012 of 2119



H DA-82
Corresponds to Record Series

SD Housing Development Au
Division

Loan List - active mortgages

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

11-11-114
Confidentiality of applications and financial information
South Dakota Codified Law

1-27-30
Confidentiality of proprietary or trade information of private entity.
South Dakota Codified Law

Marty Davis

Yes

Executive Director

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 2013 of 2119



H DA-83
Corresponds to Record Series

SD Housing Development Au
Division

Loan List, Satisfied

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

11-11-114
Confidentiality of applications and financial information
South Dakota Codified Law

1-27-30
Confidentiality of proprietary or trade information of private entity.
South Dakota Codified Law

Marty Davis

Yes

Executive Director

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 2014 of 2119



H DA-84
Corresponds to Record Series

SD Housing Development Au
Division

Mortgage Purchase Schedules

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

11-11-114
Confidentiality of applications and financial information
South Dakota Codified Law

1-27-30
Confidentiality of proprietary or trade information of private entity.
South Dakota Codified Law

Marty Davis

Yes

Executive Director

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 2015 of 2119



H DA-9
Corresponds to Record Series

SD Housing Development Au
Division

Homeownership Reports

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

1-27-30
Confidentiality of proprietary or trade information of private entity.

11-11-114
Confidentiality of applications and financial information
South Dakota Codified Law

Marty Davis

Yes

Executive Director

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 2016 of 2119



H DA-97
Corresponds to Record Series

SD Housing Development Au
Division

Equipment Files

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

5-24-1.1
Inventory of state personal property required.
South Dakota Codified Law

Marty Davis

Yes

No

Executive Director

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 2017 of 2119



TGR-16
Corresponds to Record Series

Tribal Government Relations
Division

Friday, June 29, 2007 Page 2018 of 2119



An employee's name, classification, and salary may be released to an individual upon written 
request.  Additional information may be released if the request is accompanied by an authorization 
signed by the employee.

Personnel Files.  Information includes: applications for employment, personnel action notices, 
position descriptions, payroll deductions, resumes, service records, w-4 forms, performance 
documents.

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

IRS Tax Code Section 7431
Confidentiality of taxpayer information contained in w-4 forms.

1-27-1
Public records - Records open to inspection.  Any employment examinatin or performance 
appraisal record maintained by the Bureau of Personnel is excluded from this requirement.

South Dakota Codified Law

32-5-144
Disclosure of personal information contained in motor vehicle records.
South Dakota Codified Law

3-6A-31
Records on employees
South Dakota Codified Law

55:01:16:04
Personnel records
Administrative Rule of South Dakota

42 USC 405
Limits disclosure of social security numbers
United States Code

45 CFR 164 502
Privacy of Individually Identifiable Health Information.  HIPAA
Code of Federal Regulations

Friday, June 29, 2007 Page 2019 of 2119



Marty Davis

Yes

No

Records Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 2020 of 2119



TGR-19
Corresponds to Record Series

Tribal Government Relations
Division

Property Management Files

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

5-24-1.1South Dakota Codified Law

Marty Davis

Yes

No

Records Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 2021 of 2119



TGR-20
Corresponds to Record Series

Tribal Government Relations
Division

Cash Receipts - receipt of funds

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

4-3-3
Receipts to be given for state funds
South Dakota Codified Law

Marty Davis

Yes

No

Records Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 2022 of 2119



TGR-29
Corresponds to Record Series

Tribal Government Relations
Division

Workers Compensation Files

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

42 USC 405
Limits disclosure of social security numbers
United States Code

45 CFR 164 502
Privacy of Individually Identifiable Health Information.  HIPAA
Code of Federal Regulations

Marty Davis

Yes

Records Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 2023 of 2119



TOUR-14
Corresponds to Record Series

Tourism
Division

Marketing Plans

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

1-27-30
Confidentiality of propreary or trade information of private entity.
South Dakota Codified Law

Marty Davis

Yes

Records Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 2024 of 2119



TOUR-15
Corresponds to Record Series

Office of Tourism
Division

Minutes.  Copies of the Tourism Board's meeting minutes.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-25-3
State agencies to keep minutes of proceedings.  The minutes shall be available for 
inspection by the public at all times at the principal place of business of the board or 
commission.

South Dakota Codified Law

Marty Davis

Yes

No

Records Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 2025 of 2119



TOUR-21
Corresponds to Record Series

Office of Toursim
Division

An employee's name, classification, and salary may be released to an individual upon written 
request.  Additional information may be released if the request is accompanied by an authorization 
signed by the employee.

Personnel Files.  Employees files that contain personnel action notices, payroll deductions, w-4 
forms, resumes, performance information, position descriptions.

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

1-27-1
Excluded from 1-27-1

IRS Tax Code Section 7431
Confidentiality of taxpayer information contained in w-4 forms.

32-5-144
Disclosure of personal information contained in motor vehicle records.
South Dakota Codified Law

3-6A-31
Records on employees
South Dakota Codified Law

55:01:16:04
Personnel records
Administrative Rule of South Dakota

42 USC 405
Limits disclosure of social security numbers
United States Code

45 CFR 164 502
Privacy of Individually Identifiable Health Information.  HIPAA
Code of Federal Regulations

Friday, June 29, 2007 Page 2026 of 2119



Marty Davis

Yes

No

Records Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 2027 of 2119



TOUR-22
Corresponds to Record Series

Tourism
Division

An employee's name, classification, and salary may be released to an individual upon written 
request.  Additional information may be released if the request is accompanied by an authorization 
signed by the employee.

Personnel/Payroll Reports

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

IRS Tax Code Section 7431
Confidentiality of taxpayer information contained in w-4s.

1-27-1
Exclusion of personnel information
South Dakota Codified Law

32-5-144
Disclosure of personal information contained in motor vehicle records prohibited.
South Dakota Codified Law

3-6A-31
Personnel Records
South Dakota Codified Law

55:01:16:04
Personnel Records
Administrative Rule of South Dakota

42 USC 405
Limit disclosure of social security numbers
United States Code

45 CFR 164 502
Privacy of Individually Identifiable Health Information.  HIPAA
Code of Federal Regulations

Friday, June 29, 2007 Page 2028 of 2119



Marty Davis

Yes

No

Records Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 2029 of 2119



TOUR-25
Corresponds to Record Series

Tourism
Division

Research - research studies and reports

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

1-27-30
Confidentiality of proprietary or trade information of private entity.
South Dakota Codified Law

Marty Davis

Yes

Records Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 2030 of 2119



TOUR-7
Corresponds to Record Series

Office of Tourism
Division

Some contracts may include trademark or proprietary information.  Contracts contain confidential 
taxpayer information.

Contracts and Agreements

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

IRS Tax Code Section 7431
Confidentiality of taxpayer information contained in w-9 forms and w-4 forms.

South Dakota Codified Law

1-27-30
Public records - Private entity - Confidential Information.  All proprietary or trade secret 
information obtained by a state agency from or concerning a private entity is confidential, 
except as provided by 1-27-31.

South Dakota Codified Law

32-5-144
Disclosure of personal information contained in motor vehicle records.
South Dakota Codified Law

42 USC 405
Limits disclosure of social security numbers.
United States Code

Marty Davis

Yes

No

Records Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 2031 of 2119



TRG-17
Corresponds to Record Series

Tribal Government Relations
Division

Personnel/Payroll Reports

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

32-5-144
Disclosure of personal information contained in motor vehicle records prohibited.
South Dakota Codified Law

3-6A-31
Records on employees
South Dakota Codified Law

55:01:16:04
Personnel records.  An employee's name, classification, and salary may be released to an 
individual upon written request.  Additional information may be released if the request is 
accompanied by an authorization signed by the employee.

Administrative Rule of South Dakota

45 CFR 164 502
Privacy of Individually Identifiable Health Information. HIPAA
Code of Federal Regulations

Marty Davis

Yes

Records Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 2032 of 2119



Department of Transportation

DOT 103
Corresponds to Record Series

Secretariat
Division

Agreements File for Use of State Rail Road Right of Way

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-44-29
Records of Railroad Property Management
South Dakota Codified Law

Robin Peterson

Yes

Attorney General Report 83-19

Records Officer, Div. of Fina

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 2033 of 2119



DOT 117
Corresponds to Record Series

Secretariat
Division

Railroad Inventory Database

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-44-29, 1-27-1
1-44-29.   Department of transportation - Railroad division - Records.
1-27-1.   Public records - Records open to inspection.

South Dakota Codified Law

Robin Peterson

Yes

Attorney General Report 83-19

Records Officer, Div. of Fina

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 2034 of 2119



DOT 164.1
Corresponds to Record Series

Secretariat
Division

Proprietary information contained in the prequalification files is subject to the confidentiality 
requirements of 1-27-30.

Prequalification Files, Consulting Firms

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

1-27-30
Confidentiality of proprietary or trade information of private entity
South Dakota Codified Law

Karla Engle

yes

AGR 83-19

Records Officer, Div. of Fina

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 2035 of 2119



DOT 21
Corresponds to Record Series

Secretariat
Division

Organizational Charts

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

55:01:16:04.
  Personnel records. All personnel records pertaining to applications for employment, to 
personnel investigations, to performance appraisals, to donation or receipt of vested leave, 
and to competitive examination materials are confidential. An employee's name, 
classification, and salary may be released to an individual upon written request. Additional 
information may be released if the request is accompanied by an authorization signed by 
the employee. Lists of employees with their home or office locations or other statistical 
compilations may only be released for legitimate state government purposes.

Administrative Rule of South Dakota

Robin Peterson

Yes

Attorney General Report 83-19

Records Officer, Div. of Fina

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 2036 of 2119



DOT 223
Corresponds to Record Series

Secretariat
Division

Meeting Minutes, Transportation Commission

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-25-3, 1-27-1
1-25-3.  State agencies minutes - Filing with auditor-general - Violation.
1-27-1.  Public records - Records open to inspection.

South Dakota Codified Law

Robin Peterson

Yes

Attorney General Report 83-19

Records Officer, Div. of Fina

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 2037 of 2119



DOT 43
Corresponds to Record Series

Secretariat
Division

Meeting Minutes and Resolutions, Transportation Commission

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-25-3, 1-27-1
1-25-3.  State agencies minutes - Filing with auditor-general - Violation.
1-27-1.  Records open to inspection.

South Dakota Codified Law

Robin Peterson

Yes

Attorney General Report 83-19

Records Officer, Div. of Fina

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 2038 of 2119



DOT 80
Corresponds to Record Series

Secretariat
Division

Under SDCL 50-12-3, the dealer license application is required to be filed by the secretary of 
transportation in the secretary's office.  Other records in this record series are not required to be 
kept and not open to inspection.  This record series may be revised.

Aircraft Dealer License Record

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

50-12-3
Issuance of license - Display - Failure as Misdemeanor
South Dakota Codified Law

1-27-1
Records open to inspection - sale of lists
South Dakota Case Law

Karla Engle

yes

AGR 83-19

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 2039 of 2119



DOT-102
Corresponds to Record Series

Secretariat
Division

Abstracts of Title

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-44-29
Records of Railroad Property Management
South Dakota Codified Law

Karla Engle

yes

AGR 83-19

Records Officer, Div. of Fina

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 2040 of 2119



DOT-104
Corresponds to Record Series

Secretariat
Division

Annual Reports, Safety Program

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

23 U.S.C. 409
Discovery and admission as evidence of certain reports and surveys
United States Code

Karla Engle

yes

AGR 83-19

Records Officer, Div. of Fina

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 2041 of 2119



DOT-108
Corresponds to Record Series

Secretariat
Division

Maps

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-44-29
Records of railroad property management
South Dakota Codified Law

Karla Engle

yes

AGR 83-19

Records Officer, Div. of Fina

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 2042 of 2119



DOT-111
Corresponds to Record Series

Secretariat
Division

This record series includes information protected under 23 U.S.C. 409, as well as other information.  
The Department may revise this record series.

Project Files, Railroads

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

23 U.S.C. 409
Discovery and admission as evidence of certain reports and surveys
United States Code

Karla Engle

yes

AGR 83-19

Records Officer, Div. of Fina

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 2043 of 2119



DOT-112
Corresponds to Record Series

Secretariat
Division

Meeting minutes and resolutions are open to public inspection, while other documents in this record 
series are not.  The Department may revise this record series.

Railroad Board/Authority Files

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-25-3
State agencies to keep minutes of proceedings - Availability to public - misdemeanor
South Dakota Codified Law

Karla Engle

yes

AGR 83-19

Records Officer, Div. of Fina

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 2044 of 2119



DOT-114
Corresponds to Record Series

Secretariat
Division

Railroad Crossing Hazard Ratings Reports

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

23 U.S.C. 409
Discovery and admission as evidence of certain reports and surveys
United States Code

Karla Engle

yes

AGR 83-19

Records Officer, Div. of Fina

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 2045 of 2119



DOT-115
Corresponds to Record Series

Secretariat
Division

Railroad Crossing Reference Files

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

23 U.S.C. 409
Discovery and admission as evidence of certain reports and surveys
United States Code

Karla Engle

yes

AGR 83-19

Records Officer, Div. of Fina

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 2046 of 2119



DOT-127
Corresponds to Record Series

Secretariat
Division

Bridge Maintenance File

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

23 U.S.C. 409
Discovery and admission as evidence of certain reports and surveys
United States Code

Karla Engle

yes

n/a

Records Officer, Div. of Fina

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 2047 of 2119



DOT-128
Corresponds to Record Series

Secretariat
Division

Bridge Plans

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

23 U.S.C. 409
Discovery and admission as evidence of certain reports and surveys
United States Code

Karla Engle

yes

n/a

Records Officer, Div. of Fina

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 2048 of 2119



DOT-134
Corresponds to Record Series

Secretariat
Division

Highway Bridge Replacement and Rehab. Selection Lists

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

23 USC 409
Discovery and admission as evidence of certain reports and surveys
United States Code

Karla Engle

yes

AGR 83-19

Records Officer, Div. of Fina

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 2049 of 2119



DOT-139
Corresponds to Record Series

Secretariat
Division

Planning Reports, Bridge Program

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

23 U.S.C. 409
Discovery and admission as evidence of certain reports and surveys
United States Code

Karla Engle

yes

n/a

Records Officer, Div. of Fina

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 2050 of 2119



DOT-162
Corresponds to Record Series

Secretariat
Division

The Department may revise this record series.

High Hazard Location File

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

23 USC 409
Discovery and admission as evidence of certain reports and surveys
United States Code

Karla Engle

yes

AGR 83-19

Records Officer, Div. of Fina

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 2051 of 2119



DOT-164.1
Corresponds to Record Series

Secretariat
Division

This series contains proprietary or trade information of consulting firms which must be kept 
confidential.  Other information is not required to be kept confidential.

Prequalification Files, Consulting Firms

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

1-27-29
Disclosure of information concerning private entity restricted
South Dakota Codified Law

1-27-30
Confidentiality of proprietary or trade information of private entity
South Dakota Codified Law

Karla Engle

yes

AGR 83-19

Records Officer, Div. of Fina

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 2052 of 2119



DOT-165
Corresponds to Record Series

Secretariat
Division

This record series contains information protected under 23 USC 409 as well as other information 
which is not required to be kept.  The Department may revise this record series.

Project Files

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

23 USC 409
Discovery and admission as evidence of certain reports and surveys
United States Code

Karla Engle

yes

AGR 83-19

Records Officer, Div. of Fina

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 2053 of 2119



DOT-166
Corresponds to Record Series

Secretariat
Division

This record series contains information protected under 23 USC 409 as well as other information 
which is not required to be kept.  The Department may revise this record series.

Signing Projects - Township and City

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

23 USC 409
Discovery and admission as evidence of certain reports and surveys
United States Code

Karla Engle

yes

AGR 83-19

Records Officer, Div. of Fina

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 2054 of 2119



DOT-167
Corresponds to Record Series

Secretariat
Division

Spot Studies and Signing Improvement For Counties, Townships and Cities

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

23 USC 409
Discovery and admission as evidence of certain reports and surveys
United States Code

Karla Engle

yes

AGR 83-19

Records Officer, Div. of Fina

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 2055 of 2119



DOT-168
Corresponds to Record Series

Secretariat
Division

Studies:  State, County and City Locations

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

23 USC 409
Discovery and admission as evidence of certain reports and surveys
United States Code

Karla Engle

yes

AGR 83-19

Records Officer, Div. of Fina

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 2056 of 2119



DOT-176
Corresponds to Record Series

Secretariat
Division

The Department is required to prepare and maintain an official map of South Dakota showing the 
state trunk highway system.  Other maps are not required to be maintained.

Map Files

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

31-4-13
Official map of system - Alterations or additions
South Dakota Codified Law

Karla Engle

yes

No

Records Officer, Div. of Fina

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 2057 of 2119



DOT-2
Corresponds to Record Series

Secretariat
Division

Friday, June 29, 2007 Page 2058 of 2119



Publications and copies of rules must be made available to agencies and officials of the State free 
of charge and to other persons at prices fixed by the Interim Rules Review Committee to cover 
mailing and publication costs.  See SDCL 1-26-12.  An agency may not charge for copies or notices 
or intentions to pass rules required by SDCL 1-26-14.1.  Also, under SDCL 1-26A-8, BOA must 
distribute publications authorized by SDCL ch. 1-26A to state agencies and elected state officials 
free of charge and to other persons at prices fixed by the director to cover mailing and publication 
costs.  A fee for other records may be charged pursuant to Report of Attorney General 83-19.

Administrative Rules Promulgation Files

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-27-1
Records open to inspection - Sale of lists

1-26-13
Statute in Ch. 1-26, Administrative Procedure and Rules
South Dakota Codified Law

1-26-2; 1-26-4; 1-26-4.1, 1-26-4.2; 1-26-5
Statutes in Chapter 1-26, Administrative Procedure and Rules
South Dakota Codified Law

1-26-6; 1-26-7; 1-26-7.1; 1-26-8.2; 1-26-1
Statutes in Ch. 1-26, Administrative Procedure and Rules
South Dakota Codified Law

1-26A-1
Administrative rules published - Authority of Legislative Research Council - Contents - 
Publication of Register - Notice of Hearings on Rules

South Dakota Codified Law

1-26A-6
Secretary of State to keep copy of rules - certified copies
South Dakota Codified Law

United States Code

Friday, June 29, 2007 Page 2059 of 2119



Karla Engle

Yes

Yes and no. SDCL  1-26-12; 1-26A-8; 

Records Officer, Div. of Fina

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 2060 of 2119



DOT-202
Corresponds to Record Series

Secretariat
Division

E.E.O. Compliance Reviews

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

1-27-30
Confidentiality of proprietary or trade information of private entity
South Dakota Codified Law

Karla Engle

yes

n/a

Records Officer, Div. of Fina

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 2061 of 2119



DOT-211
Corresponds to Record Series

Secretariat
Division

Labor Compliance Certified Payroll Forms

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

1-27-29
Disclosure of information concerning private entity restricted
South Dakota Codified Law

1-27-30
Confidentiality of proprietary or trade information of private entity
South Dakota Codified Law

Karla Engle

yes

AGR 83-19

Records Officer, Div. of Fina

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 2062 of 2119



DOT-212
Corresponds to Record Series

Secretariat
Division

Labor Compliance Delinquent Reports

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

1-27-29
Disclosure of information concerning private entity restricted
South Dakota Codified Law

1-27-30
Confidentiality of prorietary or trade information of private entity
South Dakota Codified Law

Karla Engle

yes

AGR 83-19

Records Officer, Div. of Fina

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 2063 of 2119



DOT-213
Corresponds to Record Series

Secretariat
Division

Labor Compliance Enforcement Semi-Annual Report

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

1-27-29
Disclosure of information concerning private entity restricted
South Dakota Codified Law

1-27-30
Confidentiality of proprietary or trade information of private entity
South Dakota Codified Law

1-27-31
Circumstances allowing for disclosure of information concerning private entity
South Dakota Codified Law

Karla Engle

yes

AGR 83-19

Records Officer, Div. of Fina

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 2064 of 2119



DOT-214
Corresponds to Record Series

Secretariat
Division

Labor Compliance Investigation Summaries

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

1-27-29
Disclosure of information concerning private entity restricted
South Dakota Codified Law

1-27-30
Confidentiality of proprietary or trade information of private entity
South Dakota Codified Law

Karla Engle

yes

AGR 83-19

Records Officer, Div. of Fina

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 2065 of 2119



DOT-215
Corresponds to Record Series

Secretariat
Division

Labor Compliance Reviews

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

1-27-30
Confidentiality of proprietary or trade information of private entity

1-27-29
Disclosure of information concerning private entity restricted
South Dakota Codified Law

Karla Engle

yes

AGR 83-19

Records Officer, Div. of Fina

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 2066 of 2119



DOT-216
Corresponds to Record Series

Secretariat
Division

Labor Compliance Wage-Rate Survey Data

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

1-27-29
Disclosure of information concerning private entity restricted
South Dakota Codified Law

1-27-30
Confidentiality of proprietary or trade information of private entity
South Dakota Codified Law

Karla Engle

yes

AGR 83-19

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 2067 of 2119



DOT-22
Corresponds to Record Series

Secretariat
Division

This record file includes tax return information, including social security numbers of employees, 
which must be kept confidential under 26 U.S.C. 6103.  Under ARSD 55:01:16:04, an employee's 
name, classification, and salary may be released to an individual upon written request, but the 
information contained in these reports goes far beyond that general information.  To the extent 
documentation in this file exceeds the basic information required to be kept and disclosed under 
ARSD 55:01:16:04, such documentation would not be open to inspection by the public.  The 
Department may revise this record series.

Payroll Distribution Reports

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

1-27-1
Records open to inspection - Sale of lists.
South Dakota Codified Law

55:01:16:04
Personnel records.
Administrative Rule of South Dakota

26 U.S.C. 6103
Confidentiality and disclosure of returns and return information
United States Code

Karla Engle

yes

AGR 83-19

Records Officer, Div. of Fina

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 2068 of 2119



DOT-226
Corresponds to Record Series

Secretariat
Division

This record file includes tax return information, including social security numbers of trainees, which 
must be kept confidential under 26 U.S.C. 6103.

On the Job Training (OJT) Files

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

26 USC 6103
Confidentiality and disclosure of returns and return information
United States Code

Karla Engle

yes

n/a

Records Officer, Div. of Fina

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 2069 of 2119



DOT-229
Corresponds to Record Series

Secretariat
Division

Property Records, Milwaukee Railroad Transfer

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-44-29
Records of railroad property management
South Dakota Codified Law

Karla Engle

yes

yes AGR 83-19

Records officer, Div. of Finan

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 2070 of 2119



DOT-23
Corresponds to Record Series

Secretariat
Division

The Department is considering deleting this record series as it is a record kept by another agency.

Performance Appraisals

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

1-27-1
Records open to inspection - Sale of lists
South Dakota Codified Law

55:01:16:04
Personnel Records
Administrative Rule of South Dakota

Karla Engle

yes

no

Records Officer, Div. of Fina

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 2071 of 2119



DOT-24
Corresponds to Record Series

Secretariat
Division

Employment examinations and  performance appraisals are confidential by statute and rule.  See 
SDCL 1-27-1.  Additionally, ARSD 55:01:16:04 provides:  "All personnel records pertaining to 
applications for employment, to personnel investigations, to performance appraisals, to donation or 
receipt of vested leave, and to competitive examination materials are confidential. An employee's 
name, classification, and salary may be released to an individual upon written request. Additional 
information may be released if the request is accompanied by an authorization signed by the 
employee. Lists of employees with their home or office locations or other statistical compilations 
may only be released for legitimate state government purposes."  Under 26 U.S.C. 6103, tax return 
information must be kept confidential.  The Department is considering deleting this record series 
because it is kept by another agency.

Personnel Files

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

1-27-1
Records open to inspection - Sales of lists
South Dakota Codified Law

55:01:16:04
Personnel records
Administrative Rule of South Dakota

26 U.S.C. 6103
Confidentiality and disclosure of returns and return information
United States Code

Karla Engle

yes

no

Records Officer, Div. of Fina

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 2072 of 2119



DOT-244
Corresponds to Record Series

Secretariat
Division

Trade secret information is contained in these files.

Concrete Mix Files

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

1-27-30
Confidentiality of proprietary or trade information of private entity
South Dakota Codified Law

Karla Engle

yes

n/a

Records Officer, Div. of Fina

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 2073 of 2119



DOT-256
Corresponds to Record Series

Secretariat
Division

These files contain trade secret information.

Project Files, Asphalt Concrete Mix Designs

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

1-27-30
Confidentiality of proprietary or trade information of private entity
South Dakota Codified Law

karla Engle

yes

n/a

Records Officer, Div. of Fina

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 2074 of 2119



DOT-303
Corresponds to Record Series

Secretariat
Division

Employee names and job classifications are open to public inspection, but information related to 
performance evaluations is to be held as confidential.  The Department may revise this record 
series.

Project/Personnel Evaluation Reports

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

55:01:16:04
Personnel records
Administrative Rule of South Dakota
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Employment examinations and  performance appraisals are confidential by statute and rule.  See 
SDCL 1-27-1.  Additionally, ARSD 55:01:16:04 provides:  "All personnel records pertaining to 
applications for employment, to personnel investigations, to performance appraisals, to donation or 
receipt of vested leave, and to competitive examination materials are confidential. An employee's 
name, classification, and salary may be released to an individual upon written request. Additional 
information may be released if the request is accompanied by an authorization signed by the 
employee. Lists of employees with their home or office locations or other statistical compilations 
may only be released for legitimate state government purposes."  Under 26 U.S.C. 6103, tax return 
information must be kept confidential.  The Department is considering deleting this record series 
because it is kept by another agency.

Project/Personnel Evaluation Reports

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

1-27-1
Records open to inspection - sale of lists
South Dakota Codified Law

55:01:16:04
Personnel Records
Administrative Rule of South Dakota

26 U.S.C. 6103
Confidentiality and disclosure of returns and return information
United States Code

Karla Engle

yes

AGR 83-19

Records Officer, Div. of Fina

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 2076 of 2119



DOT-31
Corresponds to Record Series

Secretariat
Division

This record series contains rules of DOT and other agencies.  This record is solely for reference 
purposes and may be deleted.

Rules and regulations

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-26-2
Agency materials available for public inspection -- Derogatory materials
South Dakota Codified Law

Karla Engle

Yes

SDCL 1-26-12

Records Officer, Div. of Fina

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 2077 of 2119



DOT-329
Corresponds to Record Series

Secretariat
Division

Station Plats and Strip Maps, Railroads

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-44-29
Records of Railroad Property Management
South Dakota Codified Law

Karla Engle

yes

AGR 83-19

Records Officer, Div. of Fina

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 2078 of 2119



DOT-349
Corresponds to Record Series

Secretariat
Division

Railroad Crossing Inventory Files

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

23 USC 409
Discovery and admission as evidence of certain reports and surveys
United States Code

Karla Engle

yes

AGR 83-19

Records Officer, Div. of Fina

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 2079 of 2119



DOT-36
Corresponds to Record Series

Secretariat
Division

Time Sheets/Leave Requests

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

South Dakota Codified Law

55:01:16:04
Personnel records.
Administrative Rule of South Dakota

26 U.S.C. 6103
Confidentiality and disclosure of returns and return information
United States Code

Karla Engle

yes
Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 2080 of 2119



DOT-38
Corresponds to Record Series

Secretariat
Division

Vehicle and Equipment Mileage Reports

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-27-1
Records open to inspection
South Dakota Codified Law

5-25-2
Vehicle operations and mileage records maintained by state departments - Report attached 
to claim for reimbursement of expense

South Dakota Codified Law

Karla Engle

yes

AGR 83-19

Records officer, Div. of Finan

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 2081 of 2119



DOT-42
Corresponds to Record Series

Secretariat
Division

This records series includes time sheets.  Pursuant to administrative rule, information about an 
employee's name, classification, and salary may be released to an individual upon written request. 
Additional information may be released if the request is accompanied by an authorization signed by 
the employee.  Tax return information must be maintained as confidential, pursuant to 26 U.S.C. 
6103.  The Department is considering revising this record series.

Meeting Files, Transportation Commission

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

1-27-1
Records open to inspection
South Dakota Codified Law

55:01:16:04
Personnel records
Administrative Rule of South Dakota

26 U.S.C. 6103
Confidentiality and disclosure of returns and return information
United States Code

Karla Engle

yes

AGR 83-19

Records Officer, Div. of Fina

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 2082 of 2119



DOT-45
Corresponds to Record Series

Secretariat
Division

Audits, Third Party

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

1-27-28South Dakota Codified Law

1-27-29South Dakota Codified Law

1-27-30South Dakota Codified Law

1-27-31South Dakota Codified Law

Karla Engle

yes

n/a

Records Officer, Div. of Fina

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 2083 of 2119



DOT-47
Corresponds to Record Series

Secretariat
Division

Departmental Special Reviews

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

1-27-29
Disclosure of information concerning private entity restricted
South Dakota Codified Law

1-27-30
Confidentiality of proprietary or trade information of private entity
South Dakota Codified Law

Karla Engle

yes

AGR 83-19

Records Officer, Div. of Fina

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 2084 of 2119



DOT-48
Corresponds to Record Series

Secretariat
Division

Permanent Audit Files, Departmental Third Party

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

1-27-29
Disclosure of information concerning private entity restricted
South Dakota Codified Law

1-27-30
Confidentiality of proprietary or trade information of private entity
South Dakota Codified Law

Karla Engle

yes

AGR 83-19

Records Office, Div. of Finan

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 2085 of 2119



DOT-49
Corresponds to Record Series

Secretariat
Division

Pleadings filed in each respective Clerk of Court's Office would be accessible to the public except 
as set forth in SDCL 15-15A-5(1).  All other information contained in this records series would be 
subject to the attorney-client privilege.

Case Files, Legal

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

15-15A-5
General access rule
South Dakota Codified Law

16-17-10
Bylaws, rules, and regulations binding on members of bar - Violation as ground for 
discipline

South Dakota Codified Law

16-17-9
Rules of professional conduct formulated by bar - Professional fees not regulated
South Dakota Codified Law

Appendix to Chapter 16-18, Rule 1.6
Confidentiality of Information
South Dakota Codified Law

Karla Engle

yes

AGR 83-19

Chief Legal Counsel, Secreta

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 2086 of 2119



DOT-50
Corresponds to Record Series

Secretariat
Division

Information contained in this records series would be subject to the attorney-client privilege.

Correspondence, Attorneys

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

16-17-10
Bylaws, rules, and regulations binding on members of bar - Violation as ground for 
discipline

South Dakota Codified Law

16-17-9
Rules of professional conduct formulated by bar - Professional fees not regulated
South Dakota Codified Law

Appendix to Chapter 16-18, Rule 1.6
Confidentiality of Information
South Dakota Codified Law

Karla Engle

yes

n/a

Chief Legal Counsel, Secreta

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 2087 of 2119



DOT-51
Corresponds to Record Series

Secretariat
Division

Pleadings filed in each respective Clerk of Court's Office would be accessible to the public except 
as set forth in SDCL 15-15A-5(1).  All other information contained in this records series would be 
subject to the attorney-client privilege.

Legal Briefs

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

15-15A-5
General access rule
South Dakota Codified Law

16-17-10
Bylaws, rules, and regulations binding on members of bar - Violation as ground for 
discipline

South Dakota Codified Law

16-17-9
Rules of professional conduct formulated by bar - Professional fees not regulated
South Dakota Codified Law

Appendix to Chapter 16-18, Rule 1.6
Confidentiality of Information
South Dakota Codified Law

Karla Engle

yes

AGR 83-19

Chief Legal Counsel, Secreta

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 2088 of 2119



DOT-52
Corresponds to Record Series

Secretariat
Division

Information contained in this records series would be subject to the attorney-client privilege.

Negotiations Files

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

16-17-10
Bylaws, rules, and regulations binding on members of bar - Violation as ground for 
discipline

South Dakota Codified Law

16-17-9
Rules of professional conduct formulated by bar - Professional fees not regulated
South Dakota Codified Law

Appendix to Chapter 16-18, Rule 1.6
Confidentiality of Information
South Dakota Codified Law

Karla Engle

yes

n/a

Chief Legal Counsel, Secreta

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 2089 of 2119



DOT-53
Corresponds to Record Series

Secretariat
Division

Pleadings filed in each respective Clerk of Court's Office would be accessible to the public except 
as set forth in SDCL 15-15A-5(1).  All other information contained in this records series would be 
subject to the attorney-client privilege.

Transcripts from selected court proceedings, including depositions or a complete record of the case 
filed on appeal

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

15-15A-5
General access rule
South Dakota Codified Law

16-17-10
Bylaws, rules, and regulations binding on members of bar - Violation as ground for 
discipline

South Dakota Codified Law

16-17-9
Rules of professional conduct formulated by bar - Professional fees not regulated
South Dakota Codified Law

Appendix to Chapter 16-18, Rule 1.6
Confidentiality of Information
South Dakota Codified Law

Karla Engle

yes

AGR 83-19

Chief Legal Counsel, Secreta

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 2090 of 2119



DOT-6
Corresponds to Record Series

Secretariat
Division

Audit Reports

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

4-11-11
Filing of reports - Public Access
South Dakota Codified Law

4-11-9
Reports of audits - Filing
South Dakota Codified Law

Karla Engle

yes

yes - AGR 83-19

Records Officer, Div. of Fina

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 2091 of 2119



DOT-62
Corresponds to Record Series

Secretariat
Division

This record series contains cash receipt information but may also contain additional information.  
The Department may revise this record series.

Cash Receipt Documentations

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-27-1
Records open to inspection - Sale of lists
South Dakota Codified Law

4-3-3
Receipts to be given for state funds - Distribution of copies - Additional requirements for 
uniform accounting system

South Dakota Codified Law

Karla Engle

yes

AGR 83-19

Records Officer, Div. of Fina

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 2092 of 2119



DOT-69
Corresponds to Record Series

Secretariat
Division

This records series contains business records, including balance sheets and marketing information, 
which is generally confidential.  Information collected in this file could be deemed a financial 
investigation, examination and audit which is generall protected from disclosure under the above 
statutes.  This file may also contain information which is not required to be kept by state law or rule, 
and therefore is not open to public inspection.

Prequalification Files, Contractors

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

1-27-1South Dakota Codified Law

1-27-28South Dakota Codified Law

1-27-29South Dakota Codified Law

1-27-30
Confidentiality of proprietary or trade informatino of private entity
South Dakota Codified Law

1-27-31South Dakota Codified Law

Karla Engle

yes

AGR 83-19

Records Officer, Div. of Fina

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 2093 of 2119



DOT-82
Corresponds to Record Series

Secretariat
Division

Under SDCL 50-11-10, the Department ofTransportation is required to file applications received to 
register aircraft.   Other records in this record series are not open to inspection.  The Department 
may revise this record series.

Aircraft Registration Application Records

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

50-11-10
Registration by department - payment of tax required - Rejection of registration - 
Disposition of registration fee

South Dakota Codified Law

Karla Engle

yes

AGR 83-19

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 2094 of 2119



DOT-96
Corresponds to Record Series

Secretariat
Division

Meeting minutes and resolutions are open to public inspection, while other documents in this record 
series are not.  The department may revise this record series.

Meeting Files, Aeronautics Commission

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

South Dakota Codified Law

1-25-3
State agencies to keep minutes of proceedings -- Availability to public - Misdemeanor
South Dakota Codified Law

1-27-1
Records open to inspection - sale of lists
South Dakota Codified Law

Karla Engle

yes

AGR 83-19

Records Office, Div. of Finan

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 2095 of 2119



REG-118
Corresponds to Record Series

Secretariat
Division

To the extent this record series contains copies of resolutions passed by the Transportation 
Commission during open meetings and copies of notices of hearing for administrative rules to 
establish speed zones, those records would be public pursuant to the statutes listed above.  
Because this information is kept in another record series, the Department is considering revising or 
deleting this series.

Speed Studies/Resolutions

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

South Dakota Codified Law

1-25-3
State agencies to keep minutes of proceedings - Availabiity to public - misdemeanor
South Dakota Codified Law

1-26-6
Completion of adoption of rule or change in rules
South Dakota Codified Law

1-26-7
Records retained - Copies - Public inspection of current rules
South Dakota Codified Law

1-27-1
Records open to inspection - Sale of lists
South Dakota Codified Law

Karla Engle

yes

AGR 83-19

Records Officer, Div. of Fina

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 2096 of 2119



REG-19
Corresponds to Record Series

Secretariat
Division

The Department is considering deleting this record as it is kept by another agency

Performance Appraisals

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

1-27-1
Records open to inspection - Sale of lists
South Dakota Codified Law

55:01:16:04
Personnel Records
Administrative Rule of South Dakota

Karla Engle

yes

no

Records Officer, Div. of Fina

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 2097 of 2119



REG-20
Corresponds to Record Series

Secretariat
Division

Employment examinations and  performance appraisals are confidential by stattute and rule.  See 
SDCL 1-27-1.  Additionally, ARSD 55:01:16:04 provides:  "All personnel records pertaining to 
applications for employment, to personnel investigations, to performance appraisals, to donation or 
receipt of vested leave, and to competitive examination materials are confidential. An employee's 
name, classification, and salary may be released to an individual upon written request. Additional 
information may be released if the request is accompanied by an authorization signed by the 
employee. Lists of employees with their home or office locations or other statistical compilations 
may only be released for legitimate state government purposes."  Under 26 USC 6103, taxpayer 
return information, including social security numbers, must be kept confidential.  The Department is 
considering deleting this record series, as it is a record kept by another agency.

Personnel Files

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

1-27-1
Records open to inspection - Sale of lists
South Dakota Codified Law

55:01:16:04
Personnel records
Administrative Rule of South Dakota

26 USC 6103
Confidentiality and disclosure of returns and return information
United States Code

Karla Engle

yes

no

Records Officer, Div. of Fina

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 2098 of 2119



REG-34
Corresponds to Record Series

Secretariat
Division

Pursuant to the above administrative rule, information about an employee's name, classification, 
and salary may be released to an individual upon written request. Additional information may be 
released if the request is accompanied by an authorization signed by the employee.  Tax return 
information must be maintained as confidential, pursuant to 26 U.S.C. 6103.

Time Sheets

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

55:01:16:04
Personnel Records
Administrative Rule of South Dakota

26 U.S.C. 6103
Confidentiality and disclosure of returns and return information
United States Code

Karla Engle

yes

AGR 83-19

Records Officer, Div. of Fina

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 2099 of 2119



REG-37
Corresponds to Record Series

Secretariat
Division

Personnel records pertaining to receipt of vested leave are required to be kept confidential.  
Information may be released if the request is accompanied by an authorization signed by the 
employee.  The Department may revise or delete this record series.

Vacation Bid Schedule

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

55:01:16:04
Personnel records
Administrative Rule of South Dakota

Karla Engle

yes

no

Records Officer, Div. of Fina

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 2100 of 2119



REG-38
Corresponds to Record Series

Secretariat
Division

Vehicle and Equipment Mileage Reports

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-27-1
Records open to inspection - Sale of lists
South Dakota Codified Law

5-25-2
Vehicle operations and mileage records maintained by state departments - Report attached 
to claim for reimbursement of expense

South Dakota Codified Law

Karla Engle

yes

AGR 83-19

Records Officer, Div. of Fina

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 2101 of 2119



REG-59
Corresponds to Record Series

Secretariat
Division

SDCL 5-25-2 requires each department to keep "accurate records of its cost of operation" of state-
owned passenger automobiles.  To the extent this record series contains such information, that 
information would be open to inspection.

Vehicle Maintenance Record

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-27-1
Records open to inspection
South Dakota Codified Law

5-25-2
Vehicle operation and mileage records maintained by state departments - Report attached 
to claim for reimbursement of expense

South Dakota Codified Law

Karla Engle

yes

AGR 83-19

Records Officer, Div. of Fina

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 2102 of 2119



REG-63
Corresponds to Record Series

Secretariat
Division

SDCL 5-25-2 requires each department to keep "accurate records of its cost of operation" of state-
owned passenger automobiles.  To the extent this record series contains such information, that 
information would be open to inspection.

Vehicle Work Orders

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-27-1
Records open to inspection
South Dakota Codified Law

5-25-2
Vehicle operation and mileage records maintained by state departments - Report attached 
to claim for reimbursement of expense

South Dakota Codified Law

Karla Engle

yes

AGR 83-19

Records Officer, Div. of Fina

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 2103 of 2119



Executive Management

GOV-29
Corresponds to Record Series

Governor/Lt. Governor
Division

Contracts require tax identification information.  Some contracts may include trade secrets, 
business records, customer information, or marketing strategy.

Contracts and Agreements

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

IRS Tax Code Section 7431
Maintain the confidentiality of taxpayer information contained in W-9 forms, W-4 forms, 
vendor file, 1099 forms.

1-27-30
All proprietary or trade secret information obtained by a state agency from or concerning a 
private entity is confidential.

South Dakota Codified Law

32-5-144
Disclosure of personal information contained in motor vehicle records
South Dakota Codified Law

42 USC 405
Limits disclosure of social security numbers
United States Code

Marty Davis

Yes

Records Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 2104 of 2119



GOV-36
Corresponds to Record Series

Governor/Lt. Governor
Division

These records are not required to be kept.

Leave Requests

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

55:01:16:04
Personnel records
Administrative Rule of South Dakota

45 CFR 164 502
Privacy of Individually Identifiable Health Information. HIPAA
Code of Federal Regulations

Marty Davis

Yes

Records Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 2105 of 2119



GOV-39
Corresponds to Record Series

Governor/Lt. Governor
Division

Employee's name, classification, and salary may be released upon written request.  Additional 
information may be released if the request is accompanied by an authorization signed by the 
employee.

Individual personnel files of all of the employees.  Files contains personal information, payroll 
deductions, resumes, service records, w-4 forms, personnel action notices.

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

IRS Tax Code Section 7431
Confidentiality of taxpayer information contained in w-4 forms.

1-27-1
Excluded from 1-27-1
South Dakota Codified Law

32-5-144
Disclosure of personal information contained in motor vehicle records.
South Dakota Codified Law

3-6A-31
Records on employees.
South Dakota Codified Law

55:01:16:04
Personnel Records
Administrative Rule of South Dakota

42 USC 405
Limits disclosure of social security numbers
United States Code

45 CFR 164 502
Privacy of Individually Identifiable Health Information. HIPAA
Code of Federal Regulations

Friday, June 29, 2007 Page 2106 of 2119



Marty Davis

Yes

No

Records Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 2107 of 2119



GOV-40
Corresponds to Record Series

Governor/Lt. Governor
Division

Social Security numbers appear on the Lawson Export Report.  Employee's name, classification, 
and salary may be released.

Personnel/Payroll Reports - A series of bi-monthly computer printout reports concerning payroll and 
personnel.

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

32-5-144
Disclosure of personal information contained in motor vehicle records.
South Dakota Codified Law

3-6A-31
Records on employees
South Dakota Codified Law

55:01:16:04
Personnel Records
Administrative Rule of South Dakota

42 USC 405
Limits disclosure of social security
United States Code

Marty Davis

Yes

No

Records Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 2108 of 2119



GOV-42
Corresponds to Record Series

Governor/Lt Governor
Division

Property Management records

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

5-24-1.1
Inventory of state personal property required
South Dakota Codified Law

Marty Davis

Yes

No

Records Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 2109 of 2119



GOV-44
Corresponds to Record Series

Governor/Lt. Governor
Division

Receipt Books - documents the receipt of money

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

4-3-3
Receipts to be given for state funds
South Dakota Codified Law

Marty Davis

Yes

No

Records Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 2110 of 2119



GOV-51
Corresponds to Record Series

Governor/Lt. Governor
Division

Workers Compensation Files - copies of Employer's First Report of Injury forms

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

45 CFR 164 502
Privacy of Individually Identifiable Health Information.  HIPAA
Code of Federal Regulations

Marty Davis

Yes

Records Officer

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 2111 of 2119



Game Fish & Parks
Corresponds to Record Series

Departmetn wide
Division

GFP-35 is the record retention series for the "Conservation Digest" publication

Collection and diffusion of statistics and information germane to conservation.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

41-3-2
 41-3-2.   Collection and publication of conservation information. The Department of Game, 
Fish and Parks shall have charge of the collection and diffusion of such statistics and 
information as shall be germane to the purpose of conservation.

Source: SDC 1939, § 25.0107 (2).

South Dakota Codified Law

Chris Petersen

No specific record series

No specific fee

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 2112 of 2119



GFP 170 & GFP 172
Corresponds to Record Series

Parks & Recreation
Division

GFP shall maintain maps showing location and boundaries of each state park.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

41-17-3
41-17-3.   Maps of state park system units maintained. The Department of Game, Fish and 
Parks shall maintain in its office in Pierre current maps showing the location and 
boundaries of each unit of the state park system as defined by § 41-17-1.1.

South Dakota Codified Law

Chris Petersen

Yes

No Specific fee

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 2113 of 2119



GFP-403
Corresponds to Record Series Division

GFP shall maintain records of actions taken in connection with its compliance with the "Interstate 
Wildlife Violator Compact."

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

41-15A-9
41-15A-9.   Notification of failure to comply with citation--Period to comply--Suspension of 
privileges--Due process--Record.

South Dakota Codified Law

Chris Petersen

Yes

No specific

Director, Division of Wildlife

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor

Friday, June 29, 2007 Page 2114 of 2119



GFP-51 thru GFP-64
Corresponds to Record Series

Administration
Division

SDCL 1-27-1 states Department may sell license lists and grants authority to set administrative 
rules for criteria and fee.  Current fee, in rule is $100 per 1,000 names.

License Lists
Subscription or License Holder list maintained by Department

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

1-27-1
Records open to inspection
South Dakota Codified Law

Chris Petersen

No, Series needs revisions

Yes, SDCL 1-27-1

Director of Administration

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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Multiple references
Corresponds to Record Series

Department wide
Division

Books and vouchers of the Department are subject to examination by DLA.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

41-2-36
Audit of departmental books and vouchers. The books and vouchers of the Department of 
Game, Fish and Parks shall be subject to examination by the Department of Legislative 
Audit at all times.

Source: SDC 1939, § 25.0108.

South Dakota Codified Law

Chris Petersen

No

No specific fee

Director of Administration

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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No specific record series
Corresponds to Record Series

Administration
Division

Records retention falls within Div of Administration's Property Management and Division of 
Wildlife's Law Enforcement program

Records on the sales of abandoned personal property and contraband.

Category

Record Description

Additional Information

Governed by:

Record Open by Statute

41-15-20
41-15-20.   Sale of contraband and abandoned property--Disposition of proceeds--Record 
of sales--Tagging of articles sold.

South Dakota Codified Law

Chris Petersen

No

No specific fee

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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No specific series
Corresponds to Record Series

Department wide
Division

SDCL 25-7A-56.2 codifies allowable uses for Social Security numbers. In GFP Electronic data base 
of license holders and applicants may contain SS# to help facility the payment of child support.  
This component of license information is kept confidential.

Social Security Numbers

Category

Record Description

Additional Information

Governed by:

Contains Both Open and Confidential Information

42 USCA 405
Social Security numbers confidential
United States Code
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Propietary information and trade secrets received from bidders for concession leases in connection 
with the "request for proposal" process.

Category

Record Description

Additional Information

Governed by:

Record Confidential by Statute or Rule

1-27-28 & 1-27-30
1-27-30.   Confidentiality of proprietary or trade information of private entity. All proprietary 
or trade secret information obtained by a state agency from or concerning a private entity 
is confidential, except as provided by § 1-27-31.

South Dakota Codified Law

Chris Petersen

No

No specific fee

Director of Administration

Written Request Needed?

Citation for Statutory fee (if exists)

Data Entry by

Does this correspond to the current records retention manual?

Point of contact for Obtaining Recor
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