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DEPARTMENT OF AGRICULTUREPRIVATE 


Consolidated Records Disposition Schedule 87‑23

This Consolidated Records Disposition Schedule encompasses the original disposition schedule approved by the Archives and Records Commission July 15, 1987; and subsequent amendments approved July 13, 1988, October 11, 1989, April 11, 1990, January 15, 1992, July 15, 1992, and April 14, 1999.  In addition Schedule 83‑11, Series 1‑34, 1‑38 and 1‑43 as well as Schedule 81‑10, Series 2‑1, 2‑3 and 2‑8 have been transferred to Schedule 87‑23, Series 1‑10, 1‑11, 1‑12, 16‑1, 16‑2 and 16‑3.


All records, including temporary and permanent records, may be stored at the State Records Center, located at 426 E. Hill Street.  For information regarding charges for these services, contact the Oklahoma Department of Libraries State Records Center.
Administrative Services

1‑1
Federal Reimbursement Requests and Reports

Description:
Copies of requests for reimbursement and applicable reports submitted to the federal government.


Volume:
less than 1 cubic foot per year


Disposition:
Retain in office five (5) years, then destroy provided all audits have been completed and all applicable audit reports have been accepted and resolved by all applicable federal and state agencies and provided no legal actions are pending.  If legal action is pending destroy two (2) years after exhaustion of all legal remedies provided records meet all stipulated retention requirements.



(Transferred to 2006-02, Series1-1)
1‑2
Checks

Description:
Photocopies of all checks received by the Department.


Volume:
less than 1 cubic foot per year


Disposition:
Retain in office until one (1) year after all audits have been completed and all applicable audit reports have been accepted and resolved by all applicable federal and state agencies and provided no legal actions are pending, then destroy.  If legal action is pending destroy two (2) years after exhaustion of all legal remedies.



(Transferred to 2006-02, Series 1-2)
1‑3
State and Federal Guidelines

Description:
File contains guidelines governing state and federal requirements pertaining to fiscal records.


Volume:
less than 1 cubic foot per year


Disposition:
Retain in office until superseded, then destroy.



(Replaced by General Disposition Schedule Series 1-43A)

Administrative Services   (continued)

1‑4
Monthly Warrant Registers and Earning Lists

Description:
File contains prelists, warrant registers, and earnings lists.


Volume:
less than 1 cubic foot per year


Disposition:
Retain in office until one (1) year after all audits have been completed and all applicable audit reports have been accepted and resolved by all applicable federal and state agencies and provided no legal actions are pending, then destroy.  If legal action is pending destroy two (2) years after exhaustion of all legal remedies.



(Transferred to 2006-02, Series 1-3)
1‑5
Accounts Receivable File

Description:
File contains copies of invoices and other records requesting payments due the Department.  File also contains record of payment.


Volume:
1 cubic foot per year


Disposition:
Retain in office until all audits have been completed and all applicable audit reports have been accepted and resolved by all applicable federal and state agencies, then transfer to the State Records Centers provided no legal actions are pending.  Destroy records when they become five (5) years old.  If legal action is pending, retain records in office until exhaustion of all legal remedies, then transfer to the State Records Center.  Destroy two (2) years after exhaustion of all legal remedies provided records meet all stipulated retention requirements. 



(Transferred to 2006-02, Series 1-4)
1‑6
Livestock Auction Market Audits Workpapers 

Description:
File contains working papers on Livestock Auction Market Audits. Information includes copies of bank statements of market facilities, correspondence, and list of debtors and creditors.  Copy is sent to USDA offices in Fort Worth.


Volume:
1 cubic foot per year


Disposition:
Retain in office three (3) years, then destroy provided no legal actions are pending.  If legal action is pending destroy two (2) years after exhaustion of all legal remedies provided records meet all stipulated retention requirements. 



(Transferred to 2006-02, Series 4-2)
Administrative Services   (continued)

1‑7
Livestock Auction Market Audit Reports

Description:
Summary reports issued on the information acquired in Series 1‑6.


Volume:
less than 1 cubic foot per year


Disposition:
Retain in office three (3) years, then destroy provided no legal actions are pending.  If legal action is pending destroy two (2) years after exhaustion of all legal remedies provided records meet all stipulated retention requirements. 



(Transferred to 2006-02, Series 4-2)
1‑8
Grain Storage Indemnity Investment Records (After February 1, 1990)

Description:
Summary by bank showing the CD number, issue date, rate of interest, maturity date and amount.  Support records include correspondence by bank and vouchers by number.  The Office of the State Treasurer is the state office of record.


Volume:
less than 1 cubic foot per year


Disposition:
Retain in office until one (1) year after all audits have been completed and all applicable audit reports have been accepted and resolved by all applicable federal and state agencies and provided no legal actions are pending, then destroy.  If legal action is pending destroy two (2) years after exhaustion of all legal remedies.



(Replaced by General Disposition Schedule Series 2-16)
1‑9
Oklahoma Cattlemen's Association Request for Funds

Description:
Agriculture contracts with Cattlemen's Association to handle brand registrations.  The Association submits requests for payment.  This file contains correspondence and copies of claims.


Volume:
less than 1 cubic foot per year


Disposition:
Retain in office until one (1) year after all audits have been completed and all applicable audit reports have been accepted and resolved by all applicable federal and state agencies and provided no legal actions are pending, then destroy.  If legal action is pending destroy two (2) years after exhaustion of all legal remedies. 



(Transferred to 2006-02, Series 1-5)

Administrative Services   (continued)

1‑10
Energy User Reports

Description:
Copies of quarterly reports to the Energy Conservation Division of the Corporation Commission detailing energy use.


Disposition:
Retain in office one (1) year, then destroy.



(Replaced by General Disposition Schedule Series 1-7)
1‑11
Board Reports

Description:
Reference copies of monthly financial reports which become permanent records in board reports.


Disposition:
Retain in office until no longer required for administrative purposes, then destroy.



(Replaced by General Disposition Schedule Series 1-7)
1‑12
Master File

Description:
File consists of 1 page information on each employee listing names, social security numbers, salaries, and other reference data.


Disposition:
Retain in office and destroy individual summary sheets as they are superseded by new information.



(Replaced by General Disposition Schedule Series 3-1)
1‑13
Personnel Cards

Description:
Card file of active and inactive personnel.


Volume:
less than 1 cubic foot per year


Disposition:
Retain in office permanently.



(Replaced by General Disposition Schedule Series 3-1)
Administrative Services   (continued)

1‑14
Personnel Board Report

Description:
Monthly report showing status of employees, excepting merit increases.  Copy of monthly Board of Agriculture packet, General Records Disposition Schedule, Series 1‑1.


Disposition:
Retain in office until no longer required for administrative purposes, then destroy.



(Replaced by General Disposition Schedule Series 1-7)
1‑15
Correspondence 

Description:
File contains incoming and copies of outgoing general correspondence and interoffice memoranda.


Volume:
3 cubic feet per year


Disposition:
Retain in office and review on an annual basis.  Destroy duplicate and ancillary materials as well as substantive materials three (3) or more years old no longer required for administrative purposes.



(Transferred to 2006-02, Series 1-14)
1‑16
Facsimile Transmission Report

Description:
Printout of all transmissions made and received.


Volume:
less than 1 cubic foot per year


Disposition:
Retain in office until no longer required for administrative purposes, then destroy.



(Replaced by General Disposition Schedule Series 1-68)
Administrative Services   (continued)

1‑17
Summary Reports of Timecards

Description:
File contains monthly printouts of time records by either program or employee to arrive at program costs.


Volume:
4 cubic feet per year


Disposition:
Retain in office until one (1) year after all audits have been completed and all applicable audit reports have been accepted and resolved by all applicable federal and state agencies and provided no legal actions are pending, then destroy.  If legal action is pending destroy two (2) years after exhaustion of all legal remedies.



(Replaced by General Disposition Schedule Series 3-22)
1‑18
Farm Finance Program   Confidential Record   5 USC §522A


Description:
File contains agency's copies of loan applications, list of applicants, general correspondence and letters of loan denial.  The Office of the State Treasurer is the state office of record.


Volume:
2 cubic feet per year


Disposition:
Retain in office one (1) year, then transfer to the State Records Center.  Destroy records when they become four (4) years old.



(Transferred to 2006-02, Series 1-6)
1‑19
Mediation/Hot Line Program   Confidential Record   12 O.S. Supp., §1805


Description:
Files contain telephone logs on incoming calls with disposition of calls, monthly activity reports to program administrator, accounting records of program, and audit reports by Office of Auditor and Inspector and independent audits.  The program is under contract with the Oklahoma Council of Churches.  Records are in Oklahoma Council of Churches' custody until termination of contract.  Confidentiality applies only to records of telephone logs and contacts with clients.


Volume:
less than 1 cubic foot per year


Disposition:
Retain in office three (3) years, then destroy.



(Transferred to 2006-02, Series 1-8) 
Administrative Services   (continued)

1‑20
Enforcement Hearing Files (Final)
A.
Description:
File contains evidentiary materials, notices of hearings, certifications of mailing, general correspondence, transcripts, hearing notes, hearing officer's findings and proposed orders, final orders, additional proceedings on appeal to District or higher court.


Volume:
2 cubic feet per year


Disposition:
Retain in office until two (2) years after exhaustion of all legal remedies then transfer to State Archives, with authority to weed, for permanent preservation. 



(Replaced by General Disposition Schedule Series 1-21)



1‑20
Enforcement Hearing Files (Final)
B.
Description:
Division copies of files containing convenience copies of materials related to hearings.


Volume:
less than 1 cubic foot per year


Disposition:
Retain in office until no longer required for administrative purposes, then destroy.



(Replaced by General Disposition Schedule Series 1-21)
1‑21
Farm Finance Survey Records   Confidential Record   51 O.S. Supp., §24A.15A


Description:
Returned questionnaires from farmers regarding their crops and financing, collected by Agricultural Statistical Service (a cooperative program of ODA & USDA).  The statistics are used to make report which is deposited with Publications Clearinghouse.


Volume:
1 cubic foot per year


Disposition:
Retain in office until compilation of published report, then destroy.



(Transferred to 2006-02, Series 1-7)
Agricultural Products Division
2‑1
Poultry and Egg Graders Reports

Description:
Reports from poultry plants and poultry and egg plants in accordance with federal program requirements.  Includes graders reports and time sheets.


Volume:
less than 1 cubic foot per year


Disposition:
Retain in office until no longer required for administrative purposes, then destroy.



(Transferred to 2006-02, Series 10-1)
2‑2
Egg Registration Records

Description:
File contains registrations of shell egg handlers and hatcheries.


Volume:
less than 1 cubic foot per year


Disposition:
Retain in office until one (1) year after cancellation of registration then destroy provided no legal actions are pending.  If legal action is pending destroy two (2) years after the exhaustion of all legal remedies. 



(Transferred to 2006-02, Series 10-2)
2‑3
Egg Surveillance Quarterly Reports

Description:
File contains quarterly inspection reports of license graders and sellers of eggs by grade.


Volume:
less than 1 cubic foot per year


Disposition:
Retain in office until one (1) year after close of the federal fiscal year, then destroy provided no legal actions are pending.  If legal action is pending destroy two (2) years after the exhaustion of all legal remedies.



(Transferred to 2006-02, Series 10-3)
Agricultural Products Division   (continued)

2‑4
Pesticide Applications

Description:
Alphabetical file of pesticide company applications for licenses.  Licenses are good for one year.


Volume:
less than 1 cubic foot per year


Disposition:
Retain in office two (2) years, then transfer to the State Records Center.  Destroy records when they become five (5) years old provided no legal actions are pending.  If legal action is pending destroy two (2) years after exhaustion of all legal remedies provided records meet all stipulated retention requirements.



(Transferred to 2006-02, Series 1-13)
2‑5
Weights and Measure Records

Description:
Scale inspection reports and correspondence relative to condemned scales, scale repairs, licensed mechanics, etc.


Volume:
3 cubic feet per year


Disposition:
Retain in office one (1) years, then transfer to the State Records Center.  Destroy records when they become five (5) years old provided no legal actions are pending.  If legal action is pending destroy two (2) years after exhaustion of all legal remedies provided records meet all stipulated retention requirements.



(Transferred to 2006-02, Series 7-7)
Agricultural Products Division   (continued)

2‑6
Post Office Agreement

Description:
Records relative to testing of postal scales in accordance with cooperative agreement between the Department and the U.S. Postal Service.


Volume:
less than 1 cubic foot per year


Disposition:
Retain in office five (5) years, then destroy provided all audits have been completed and all applicable audit reports have been accepted and resolved by all applicable federal and state agencies and provided no legal actions are pending.  If legal action is pending destroy two (2) years after exhaustion of all legal remedies provided records meet all stipulated retention requirements.



(Transferred to 2006-02, Series 7-7)
2‑7
Fruit and Vegetable Records

Description:
Federal program file, including license applications, inspection certificates, and copies of licenses.


Volume:
5 cubic feet per year


Disposition:
Retain in agency five (5) years in accordance with federal requirements, then destroy provided all audits have been completed and all applicable audit reports have been accepted and resolved by all applicable federal and state agencies and provided no legal actions are pending.  If legal action is pending destroy two (2) years after exhaustion of all legal remedies provided records meet all stipulated retention requirements.



(Transferred to 2006-02, Series 1-1) 
Agricultural Products Division   (continued)

2‑8
Peanut Grading Program File

Description:
Federal program files, including peanut buying guide lines, peanut grading statistics, and copies of peanut inspectors' payroll, etc.  Office of record for financial records is Finance (General Records Disposition Schedule).


Volume:
20 cubic feet per year


Disposition:
Retain in office five (5) years in accordance with federal requirements, then destroy provided all audits have been completed and all applicable audit reports have been accepted and resolved by all applicable federal and state agencies and provided no legal actions are pending.  If legal action is pending destroy two (2) years after exhaustion of all legal remedies provided records meet all stipulated retention requirements.



(Discontinued Program)
2‑9
Warehouse Records‑Licensing   Confidential Record   51 O.S. Supp., §24A.15B


Description:
Warehouse and elevator storage records including licenses, Grain Storage indemnity records, and financial statements.


Volume:
5 cubic feet per year


Disposition:
Retain in office two (2) years, then transfer to the State Records Center.  Destroy records when they become five (5) years old provided no legal actions are pending.  If legal action is pending destroy two (2) years after exhaustion of all legal remedies provided records meet all stipulated retention requirements.



(Transferred to 2006-02, Series 4-1)
Agricultural Products Division   (continued)

2‑10
Warehouse Records – Inspections 

Description:
Warehouse and elevator storage records, including warehouse examinations and correspondence.


Volume:
5 cubic feet per year


Disposition:
Retain in office three (3) years, then destroy provided no legal actions are pending.  If legal actions are pending destroy two (2) years after exhaustion of all legal remedies provided records meet all stipulated retention requirements.



(Transferred to 2006-02, Series 4-1)
2‑11
Grocery Store Inspection Records 

Description:
File contains dairy egg grading reports for state program and correspondence.


Volume:
2 cubic feet per year


Disposition:
Retain in office one (1) year, then transfer to the State Records Center.  Destroy records when they become four (4) years old provided no legal actions are pending.  If legal action is pending destroy two (2) years after exhaustion of all legal remedies provided records meet all stipulated retention requirements.



(Transferred to 2006-02, Series 10-4)
2‑12
Inspectors' Files 

Description:
File contains daily reports, monthly activity reports and correspondence.


Volume:
6 cubic feet per year


Disposition:
Retain in office one (1) years, then transfer to the State Records Center.  Destroy records when they become five (5) years old provided no legal actions are pending.  If legal action is pending destroy two (2) years after exhaustion of all legal remedies provided records meet all stipulated retention requirements.



(Transferred to 2006-02, Series 1-12)
Agricultural Products Division   (continued)

2‑13
Butter and Non‑Fat Dry Milk Certificates

Description:
File contains copies of records for products which are certified by USDA


Volume:
1 cubic foot per year


Disposition:
Retain in office two (2) years, then transfer to the State Records Center.  Destroy records when they become five (5) years old provided no legal actions are pending.  If legal action is pending destroy two (2) years after exhaustion of all legal remedies provided records meet all stipulated retention requirements.



(Transferred to 2006-02, Series 11-3)
2‑14
Fuel Alcohol and Plant Records

Description:
File pertains to the licensing of facilities that produce Gasahol and contains applications, copies of distillers' permit, correspondence, and allied documents.


Volume:
less than 1 cubic foot per year


Disposition:
Retain in office until all audits have been completed and all applicable audit reports have been accepted and resolved by all applicable federal and state agencies and provided no legal actions are pending.  If no legal action is pending transfer to State Records Center.  Destroy records when they become five (5) years old.  If legal action is pending destroy two (2) years after the exhaustion of all legal remedies provided records meet all stipulated retention requirements. 



(Transferred to 2006-02, Series 1-13)
2‑15
Package Checking Reports

Description:
File pertains to the checking of retail outlet scales and consists of test results and notes relative to any violations.


Volume:
2 cubic feet per year


Disposition:
Retain in office two (2) years, then destroy provided no legal actions are pending.  If legal action is pending destroy two (2) years after exhaustion of all legal remedies. 



(Transferred to 2006-02, Series 7-7)
Agricultural Products Division   (continued)

2‑16
General Correspondence

Description:
File contains incoming and copies of outgoing general correspondence.


Volume:
1 cubic foot per year


Disposition:
Retain in office and review on an annual basis.  Destroy duplicate and ancillary materials as well as substantive materials three (3) or more years old no longer required for administrative purposes.



(Transferred to 2006-02, Series 1-14)
Market Development Division/Domestic Market Section/Oklahoma Ag in the Classroom Program (OAITC)
3‑1
Special Events Show Records

Description:
File contains materials used to develop and prepare economic development shows for special events.  File includes planning documents, correspondence, copies of contracts, copies of invoices and receipts, and related materials.  Shows include Food and Fiber Show, Sooner State Dairy Show, and other agricultural commodity related shows.  Office of record for financial records is Finance (General Records Disposition Schedule).


Volume:
1 cubic foot per year


Disposition:
Retain in office one (1) year, then transfer to the State Records Center.  Destroy records when they become three (3) years old. 



(Transferred to 2006-02, Series 5-1)
3‑2
Market News Reports Worksheets 

Description:
File contains daily commodity prices and related materials that go into the publication "Market News Reports"


Volume:
less than 1 cubic foot per year


Disposition:
Retain in office one (1) year, then destroy. 



(Transferred to 2006-02, Series 5-2)
3‑3
Market News Information Line

Description:
File contains information that is recorded on the Market News Information Line, a straight line that provides information on current market prices.  The information is updated three times daily and the closing information is included in the Market News Reports


Volume:
less than 1 cubic foot per year


Disposition:
Retain in office until no longer required for administrative purposes, then destroy. 



(Transferred to 2006-02, Series 5-2)
Market Development Division/Domestic Market Section/Oklahoma Ag in the Classroom Program (OAITC)   (continued)

3‑4
Domestic Trade Shows

Description:
Files contains materials that relate to booths that staff operate at various trade shows around the state.  Participation in the booth is an effort to increase agricultural trade and economic development in the state.  File contains copies of contracts and invoices, and correspondence.  Office of record for financial records is Finance (General Records Disposition Schedule).


Volume:
less than 1 cubic foot per year


Disposition:
Retain in office one (1) year, then destroy. 



(Transferred to 2006-02, Series 5-3)
3‑5
Direct Marketing Records

Description:
File contains records relating to the development of direct agricultural markets, such as farmers markets.


Volume:
1 cubic foot per year


Disposition:
Retain in office two (2) years, then destroy. 



(Transferred to 2006-02, Series 5-4)
3‑6
Program Records

Description:
File contains materials relating to the planning, development, and execution of the economic development programs, such as, the Buy Oklahoma Program.


Volume:
less than 1 cubic foot per year


Disposition:
Retain in office five (5) years, then transfer to the State Archives, with authority to weed, for permanent preservation. 



(Transferred to 2006-02, Series 5-6)
Market Development Division/Domestic Market Section/Oklahoma Ag in the Classroom Program (OAITC)   (continued)

3‑7
Buy Oklahoma Program Working Papers

Description:
File contains day to day working papers for the program including copies of contracts and invoices, and general correspondence.  Office of record for financial records is Finance (General Records Disposition Schedule).


Volume:
1 cubic foot per year


Disposition:
Retain in office until no longer required for administrative purposes, then destroy. 



(Transferred to 2006-02, Series 5-6)
3‑8
Demonstration Records 

Description:
File contains correspondence, itineraries and records relating to home economist's demonstrations.


Volume:
less than 1 cubic foot per year


Disposition:
Retain in office until no longer required for administrative purposes, then destroy. 



(Transferred to 2006-02, Series 5-7)
3‑9
Teachers/Newsletter

Description:
List of teachers interested in OK Ag in the Classroom (OAITC) materials or who have requested agricultural materials from this office. AgCetera, Series 3‑16, is the agency office of record for the Newsletter.


Disposition:
Retain in office until no longer required for administrative purposes, then destroy.



(Replaced by General Disposition Schedule Series 1-12)
Market Development Division/Domestic Market Section/Oklahoma Ag in the Classroom Program (OAITC)   (continued)

3‑10
List of Facilitators

Description:
List of volunteers serving as county contacts and program administrators.


Volume:
less than 1 cubic foot per year


Disposition:
Retain in office until superseded, then destroy.



(Replaced by General Disposition Schedule Series 1-37)
3‑11
List of Cooperators

Description:
List of individuals and organizations interested in being involved in OAITC.


Volume:
less than 1 cubic foot per year


Disposition:
Retain in office until superseded, then destroy.



(Replaced by General Disposition Schedule Series 1-37)
3‑12
Publications

Description:
File consists of publications including Let's Get Agricultured, Oklahoma Commodity Map, "Funfact" Bookmark, What is Oklahoma Ag in the Classroom, and AgCetera.


Disposition:
Deposit required copies with the Oklahoma Publications Clearinghouse of the Oklahoma Department of Libraries in accordance with 65 O.S. Supp., §3‑114.  Retain remaining copies in office until no longer required for administrative purposes, then destroy.



(Replaced by General Disposition Schedule Series 1-40)
Market Development Division/Domestic Market Section/Oklahoma Ag in the Classroom Program (OAITC)   (continued)

3‑13
Enclosure Letter   (Electronic Record)


Description:
Copy of computer generated form letter enclosed with all educational materials mailed from this office.


Volume:
less than 1 cubic foot per year


Disposition:
Retain in office and update as needed.



(Transferred to 2006-02, Series 1-14)
Market Development Division/International Market Section
4‑1
International Trade Shows

Description:
File contains materials of plans, correspondence, travel itineraries, reservations, and materials related in coordinating the efforts of the Oklahoma Delegation at trade fairs in foreign countries.


Volume:
1 cubic foot per year


Disposition:
Retain in office two (2) years, then transfer to the State Records Center.  Destroy records when they become four (4) years old. 



(Transferred to 2006-02, Series 5-11)
4‑2
General Correspondence


Description:
File contains incoming and copies of outgoing general correspondence.


Disposition:
Retain in office and review on an annual basis.  Destroy duplicate and ancillary materials as well as substantive materials three (3) or more years old. 



(Transferred to 2006-02, Series 1-14)
4‑3
Export Marketing Records


Description:
File contains telex communications and correspondence concerning the availability of agricultural products for export out of Oklahoma.


Volume:
less than 1 cubic foot per year


Disposition:
Retain in office until no longer required for administrative purposes, then destroy. 



(Transferred to 2006-02, Series 1-14)
4‑4
Contact Development

Description:
File contains materials about Oklahoma farmers and producers of agricultural products than enable the Department to enhance economic development.


Volume:
less than 1 cubic foot per year


Disposition:
Retain in office until no longer required for administrative purposes, then destroy. 



(Replaced by General Disposition Schedule Series 1-37)
Market Development Division/International Market Section   (continued)

4‑5
Publications Work Papers

Description:
File contains work papers used in creating or updating publications created by Division.  Publications are on file with Oklahoma Publications Clearinghouse.


Volume:
less than 1 cubic foot per year


Disposition:
Retain in office until superseded, then destroy. (Transferred to 2006-02, Series 6-9) 



(Transferred to 2006-02, Series 1-9)
Forestry Division
5‑1
Seedling Applications 

Description:
Applications for orders of trees purchased from state nursery, showing quantity, type, and cost.


Volume:
2 cubic feet per year


Disposition:
Retain in office two (2) years, then transfer to the State Records Center.  Destroy records when they become five (5) years old. 



(Transferred to 2006-02, Series 6-1)
5‑2
Monthly Seedling Reports

Description:
Updated monthly report, showing all seedling application transactions.


Volume:
less than 1 cubic foot per year


Disposition:
Retain in office until compilation of annual report, then destroy when no longer required for administrative purposes. 



(Transferred to 2006-02, Series 6-1)
5‑3
Annual Seedling Reports

Description:
Compilation of monthly reports acting as the final report of all seedling transactions.


Volume:
less than 1 cubic foot per year


Disposition:
Retain in office two (2) years, then transfer to the State Archives for permanent preservation. 



(Transferred to 2006-02, Series 6-1)
5‑4
General Correspondence

Description:
General correspondence of field personnel regarding forest management information.


Volume:
less than 1 cubic foot per year


Disposition:
Retain in office and review on an annual basis.  Destroy duplicate and ancillary materials as well as substantive materials three (3) or more years old. 



(Transferred to 2006-02, Series 1-14)
Forestry Division   (continued)

5‑5
Annual Accomplishments

Description:
File contains annual reports completed from data collected from all programs such as Cooperative Forest Management, Tree Improvement, Resource Conservation and Development, Urban Forestry, Fire Prevention and Fire Suppression.


Volume:
less than 1 cubic foot per year


Disposition:
Retain in office five (5) years, then transfer to the State Archives for permanent preservation. 



(Transferred to 2006-02, Series 6-2)
5‑6
Federal Programs Administrative Records

Description:
File contains copies of federal grant proposals, agreements, plans, reports and correspondence relating to state and federal programs. Programs are renewed annually.  Record copies of financial records are in Finance (General Schedule No. 1).


Volume:
less than 1 cubic foot per year


Disposition:
Retain in office and review on an annual basis.  Destroy duplicate and ancillary materials as well as substantive materials three (3) or more years old. 



(Transferred to 2006-02, Series 1-1)
5‑7
Programs Records

Description:
File contains records relating to the functions of state and federal programs administered by Forestry Division.  Programs include, but are not limited to the following erosion control, wind break, Christmas trees, wildlife habitat, lumber production, reforestation, insect and disease identification and control, urban forestry, and fire prevention and suppression.  Accomplishments are summarized in annual accomplishments.


Volume:
1 cubic foot per year


Disposition:
Retain in office and review on an annual basis.  Destroy duplicate and ancillary materials as well as substantive materials three (3) or more years old. 



(Transferred to 2006-02, Series 6-7) 
Forestry Division   (continued)

5‑8
Rural Fire Defense Program File

Description:
Files include records and reference material pertaining to Federal disaster activity, state disaster activity, planning projects and research. Also includes records of rural fire organizations, rural community fire protection, Civil Defense activities and records pertaining to rural fire defense for other states.


Volume:
less than 1 cubic foot per year


Disposition:
Retain in office and review on an annual basis.  Destroy duplicate and ancillary materials as well as substantive materials three (3) or more years old. 



(Transferred to 2006-02, Series 6-3)
5‑9
Fire Reports

Description:
File contains individual fire reports filed when forest related fires occur.


Volume:
less than 1 cubic foot per year


Disposition:
Retain in office two (2) years, then transfer to the State Records Center.  Destroy records when they become ten (10) years old. 



(Transferred to 2006-02, Series 6-8)
5‑10
Cooperative Agreements

Description:
Federal records containing correspondence and original documents dealing with cooperative agreements between the state of Oklahoma and the USDA.


Volume:
less than 1 cubic foot per year


Disposition:
Retain in office until superseded, then transfer to the State Archives for permanent preservation. 



(Transferred to 2006-02, Series 1-15)
Forestry Division   (continued)

5‑11
GSA Property File

Description:
File contains acquisition papers, inventories, titles, registration, insurance policies, and disposition records.


Disposition:
Retain titles, registration and insurance policies in office until final disposition of property.  Retain remainder of file in office five (5) years, then destroy provided all audits have been completed and all applicable audit reports have been accepted and resolved by all applicable federal and state agencies and provided no legal actions are pending.  If legal action is pending destroy two (2) years after exhaustion of all legal remedies provided records meet all stipulated retention requirements. 



(Transferred to 2006-02, Series 6-4)
5‑12
Real Property

Description:
File contains copies of deeds, inventories, photographs and related material for land owned by Division.  Record copy is in Administration (General Records Disposition Schedule).


Disposition:
Retain in office until final disposition, then destroy. 



(Replaced by General Disposition Schedule Series 1-23)
Laboratory
6‑1
Service Seed Sample Reports

Description:
File contains laboratory reports for samples sent by individuals or companies.


Volume:
3 cubic feet per year


Disposition:
Retain in office one (1) year, then transfer to the State Records Center.  Destroy records when they become two (2) years old. 



(Transferred to 2006-02, Series 7-2)
6‑2
General Correspondence

Description:
File contains incoming and copies of outgoing general correspondence.


Disposition:
Retain in office and review on an annual basis.  Destroy duplicate and ancillary materials as well as substantive materials three (3) or more years old. 



(Transferred to 2006-02, Series 1-14)
6‑3
Brucellosis Test Records 

Description:
File contains copies of official test reports for brucellosis.  Office of record is Animal Industry.


Volume:
9 cubic feet per year


Disposition:
Retain in office two (2) years, then destroy. 



(Transferred to 2006-02, Series 7-2)
6‑4
Brucellosis Worksheets 

Description:
Worksheets generated during the tests for Brucellosis.  Information is transferred to the test report.


Volume:
3 cubic feet per year


Disposition:
Retain in office one (1) year, then destroy. 



(Transferred to 2006-02, Series 7-2)
Laboratory   (continued)

6‑5
EIA Test Reports

Description:
File contains copies of official test reports for Equine Infectious Anemia.  Office of record is Animal Industry.


Volume:
2 cubic feet per year


Disposition:
Retain in office two (2) years, then destroy. 



(Transferred to 2006-02, Series 7-2)
6‑6
Pseudorabies Test Reports

Description:
File contains copies of official test reports for Pseudorabies.  Office of record is Animal Industry.


Volume:
3 cubic feet per year


Disposition:
Retain in office two (2) years, then destroy. 



(Transferred to 2006-02, Series 7-2)
6‑7
Pseudorabies Worksheets 

Description:
Worksheets generated during the tests for Pseudorabies.  Information is transferred to the test report.


Volume:
1 cubic foot per year


Disposition:
Retain in office one (1) year, then destroy. 



(Transferred to 2006-02, Series 7-2)
Laboratory   (continued)

6‑8
Record of Brucellosis Supplies 

Description:
File contains information pertaining to the distribution of Brucellosis related supplies such as card test kits and vaccine to veterinarian and field personnel.


Volume:
less than 1 cubic foot per year


Disposition:
Retain in office five (5) years, then destroy provided all audits have been completed and all applicable audit reports have been accepted and resolved by all applicable federal and state agencies and provided no legal actions are pending.  If legal action is pending destroy two (2) years after exhaustion of all legal remedies provided records meet all stipulated retention requirements. 



(Transferred to 2006-02, Series 7-1)
6‑9
Brucellosis Ear Tag Records

Description:
File contains log of ear tags issued to veterinarian and field personnel.


Volume:
less than 1 cubic foot per year


Disposition:
Retain in office twenty‑five (25) years, then destroy. 



(Transferred to 2006-02, Series 8-1)
6‑10
Drive‑In Samples   Deleted from Schedule October 11, 1989   Transferred to Department of Health   63 O.S. Supp., §1‑1301.20
6‑11
Drive‑In Worksheets   Deleted from Schedule October 11, 1989   Transferred to Department of Health   63 O.S. Supp., §1‑1301.20

6‑12
Dairy Farm Samples Test Reports   Deleted from Schedule October 11, 1989  Transferred to Department of Health   63 O.S. Supp., §1‑1301.20

6‑13
Dairy Farm Worksheets   Deleted from Schedule October 11, 1989   Transferred to Department of Health   63 O.S. Supp., §1‑1301.20

6‑14
Butterfat and Cream Tests Reports   Deleted from Schedule October 11, 1989   Transferred to Department of Health   63 O.S. Supp., §1‑1301.20

Laboratory   (continued)

6‑15
Feed Sample Worksheets

Description:
Worksheets generated during testing for official feed samples.  Office of record is Plant Industry.


Volume:
6 cubic feet per year


Disposition:
Retain in office two (2) years, then destroy. 



(Transferred to 2006-02, Series 7-2)
6‑16
Fertilizer Sample Worksheets

Description:
File contains copies of official fertilizer sample worksheets.  Office of record is Plant Industry.


Volume:
3 cubic feet per year


Disposition:
Retain in office two (2) years, then destroy. 



(Transferred to 2006-02, Series 7-2) 
6‑17
Ag‑Lime Sample Worksheets

Description:
File contains copies of official ag‑lime sample worksheets.  Office of record is Plant Industry.


Volume:
less than 1 cubic foot per year


Disposition:
Retain in office two (2) years, then destroy. 



(Transferred to 2006-02, Series 7-2) 
6‑18
Service Sample Reports

Description:
File contains laboratory computer reports for feed, fertilizer, and pesticide samples sent by individual or companies.


Volume:
2 cubic feet per year


Disposition:
Retain in office two (2) years, then destroy provided no legal actions are pending.  If legal action is pending destroy two (2) years after exhaustion of all legal remedies. 



(Transferred to 2006-02, Series 7-2) 
Laboratory   (continued)

6‑19
Pesticide Lab Worksheets

Description:
File contains worksheets, chromatograms, related documentation and logs tracking a sample through the lab.  Office of record for official report is Plant Industry.


Volume:
3 cubic feet per year


Disposition:
Retain in office two (2) years, then transfer to the State Records Center.  Destroy records when they become ten (10) years old provided no legal actions are pending.  If legal action is pending destroy two (2) years after exhaustion of all legal remedies provided records meet all stipulated retention requirements.



(Transferred to 2006-02, Series 7-3)
6‑20
Meat Inspection Lab Reports 

Description:
File contains copies of official meat inspection reports.  Office of record is Animal Industry.


Volume:
less than 1 cubic foot per year


Disposition:
Retain in office two (2) years, then destroy. 



(Transferred to 2006-02, Series 9-13)
6‑21
Meat Inspection Lab Worksheets 

Description:
Worksheets generated during the tests on meat.  Information is transferred to the test report.


Volume:
less than 1 cubic foot per year


Disposition:
Retain in office one (1) year, then destroy. 



(Transferred to 2006-02, Series 9-12) 

Laboratory   (continued)

6‑22
Bureau of Standards

Description:
File contains copies of certificates of calibration that are used to check and maintain the accuracy of measuring devices (e.g., weight, length, and volume) using the U.S. Bureau of Standards and Weights, plus related testing records.


Volume:
1 cubic foot per year


Disposition:
Retain in office three (3) years, then transfer to the State Records Center.  Destroy records when they become ten (10) years old.



(Transferred to 2006-02, Series 7-9)
Animal Industry Division/Animal Health Section, Administration
7‑1
Accounts Receivable

Description:
File contains copies of invoices and receipts issued to persons who have purchased items from the Department, such as poultry tags and special pliers.


Volume:
less than 1 cubic foot per year


Disposition:
Retain in office five (5) years, then destroy provided all audits have been completed and all applicable audit reports have been accepted and resolved by all applicable federal and state agencies and provided no legal actions are pending.  If legal action is pending destroy two (2) years after exhaustion of all legal remedies provided records meet all stipulated retention requirements.



(Transferred to 2006-02, Series 1-4)
7‑2
Weekly Activity Reports

Description:
Weekly reports of inspector activities used to support claims for reimbursement submitted to U.S. Department of Agriculture for contractual services rendered by Animal Health staff.


Volume:
1 cubic foot per year


Disposition:
Retain in office until all audits have been completed and all applicable audit reports have been accepted and resolved by all applicable federal and state agencies, then transfer to the State Records Centers provided no legal actions are pending.  Destroy records when they become five (5) years old.  If legal action is pending, retain records in office until exhaustion of all legal remedies, then transfer to the State Records Center.  Destroy two (2) years after exhaustion of all legal remedies provided records meet all stipulated retention requirements. 



(Transferred to 2006-02, Series 1-12)
Animal Industry Division/Animal Health Section, Administration   (continued)

7‑3
Case Files   Confidential Record   51 O.S. Supp., §24A.5


Description:
Files consist of documentation collected and compiled for administrative action, (i.e., affidavits, investigation reports and other information pertaining to alleged violation of animal industry statutes, rules and regulations).  Access is restricted to authorized Animal Industry Division personnel.


Volume:
2 cubic feet per year


Disposition:
Retain in secured area in office two (2) years, or as long as file is active, then weed duplicate and ancillary materials.  Transfer to the State Records Center.  Destroy records when they become ten (10) years old provided no legal actions are pending.  If legal action is pending destroy two (2) years after exhaustion of all legal remedies provided records meet all stipulated retention requirements.



(Transferred to 2006-02, Series 1-10)
7‑4
Correspondence Files

Description:
Files consist of incoming letters and copies of outgoing responses not covered by other files listed on this schedule.


Volume:
2 cubic feet per year


Disposition:
Retain in office and review on an annual basis.  Destroy duplicate and ancillary materials as well as substantive materials three (3) or more years old.



(Transferred to 2006-02, Series 1-14)
7‑5
Livestock Disease Files

Description:
Internal reports pertaining to outbreaks of livestock disease.  Reports detail what types of diseases were involved, the areas affected, why the outbreak occurred, what actions were taken, and other factual data.


Volume:
2 cubic feet per year


Disposition:
Retain in office three (3) years, then transfer to the State Archives for permanent preservation.



(Transferred to 2006-02, Series 8-2)
Animal Industry Division/Animal Health Section, Administration  (continued)

7-6
Swine Exhibition Permit File

Description:
File includes exhibition application and list of participants at show.


Volume:
less than 1 cubic foot per year


Disposition:
Retain in office until after exhibition season, then destroy provided no positive tests for swine-related diseases are reported. 



(Transferred to 2006-02, Series 1-13)
Animal Health Section/Auction Market Records
8‑1
Auction Market Files (Active)

Description:
Files pertain to licensing of auction markets and contain licensing data, bonding records, sales information, and related materials.


Volume:
2 cubic feet per year


Disposition:
Retain in Active Files until closed, then transfer to Inactive Files  



(Transferred to 2006-02, Series 1-13)
8‑2
Auction Market Files (Inactive)

Description:
Files contain the same types of documents and information as Series 8‑1.


Volume:
less than 1 cubic foot per year


Disposition:
Retain in office two (2) years. If no legal action is pending transfer to the State Records Center.  Destroy records when they become five (5) years old.  If legal action is pending retain records in office until exhaustion of all legal remedies, then transfer to the State Records Center.  Destroy two (2) years after exhaustion of all legal remedies provided records meet all stipulated retention requirements. 



(Transferred to 2006-02, Series 1-13)
8‑3
Special Sale Permits

Description:
Files consist of applications for permits to hold a private or special auction of livestock, permit approvals, and consignment sheets showing the animals sold at the sale and the buyers.


Volume:
less than 1 cubic foot per year


Disposition:
Retain in office five (5) years, then destroy. 



(Transferred to 2006-02, Series 8-3)
Animal Health Section/Auction Market Records   (continued)

8‑4
Market Inspection Reports (AID‑4)

Description:
Inspector's Reports of auction market conditions and sales.


Volume:
2 cubic feet per year


Disposition:
Retain in office one (1) year, then transfer to the State Records Center.  Destroy records when they become five (5) years old provided no legal action is pending.  If legal action is pending destroy two (2) years after exhaustion of all legal remedies provided records meet all stipulated retention requirements.



(Transferred to 2006-02, Series 1-12) 
8‑5
AID 23's

Description:
Permits for instate movement of livestock from markets.  Information includes animal tag number, destinations, and buyer names and addresses.


Volume:
12 cubic feet per year


Disposition:
Retain in office one (1) year, then transfer to the State Records Center.  Destroy records when they become five (5) years old provided no legal action is pending.  If legal action is pending destroy two (2) years after exhaustion of all legal remedies provided records meet all stipulated retention requirements.



(Transferred to 2006-02, Series 8-4)
Animal Health Section/Brucellosis Records
9‑1
Back Tag Reports
 A.
Description:
Registers of auction market animal sales other than horses.  Information includes numbers involved and names of purchasers.  [Formerly "Drive In" File]


Volume:
37 cubic feet per year


Disposition:
Retain in office one (1) year, then transfer to the State Records Center.  Destroy records when they become five (5) years old provided no legal action is pending.  If legal action is pending destroy two (2) years after exhaustion of all legal remedies provided records meet all stipulated retention requirements.



(Transferred to 2006-02, Series 8-5)
 B.
Description:
Registers of auction market horse sales.  Information includes numbers involved and names of purchasers.


Volume:
2 cubic feet per year


Disposition:
Retain in office one (1) year, then transfer to the State Records Center.  Destroy records when they become three (3) years old provided no legal action is pending.  If legal action is pending destroy two (2) years after exhaustion of all legal remedies provided records meet all stipulated retention requirements.



(Transferred to 2006-02, Series 8-5)
9‑2
MCI Auction Market Files (VS Form 4‑54)

Description:
Market cattle identification files pertaining to brucellosis "reactors" found on cattle at auction markets.


Volume:
6 cubic feet per year


Disposition:
Retain in office two (2) years, then transfer to the State Records Center.  Destroy records when they become five (5) years old provided no legal action is pending.  If legal action is pending destroy two (2) years after exhaustion of all legal remedies provided records meet all stipulated retention requirements.



(Transferred to 2006-02, Series 8-6)
Animal Health Section/Brucellosis Records   (continued)

9‑3
MCI Slaughter Files (VS Form 4‑54)

Description:
Market cattle identification files pertaining to brucellosis "reactors" found on cattle during slaughter.


Volume:
5 cubic feet per year


Disposition:
Retain in office one (1) year, then transfer to the State Records Center.  Destroy records when they become five (5) years old provided no legal action is pending.  If legal action is pending destroy two (2) years after exhaustion of all legal remedies provided records meet all stipulated retention requirements.



(Transferred to 2006-02, Series 8-6)
9‑4
MCI Reference File

Description:
Reference card or computer file on market cattle identification information.


Volume:
less than 1 cubic foot per year


Disposition:
Retain in office until superseded, then destroy.



(Transferred to 2006-02, Series 8-6) 
9‑5
Brucellosis Quarantines (Active)

Description:
File contains copies of forms mailed to persons whose diseased animals have been quarantined and copies of receipts from postal authorities showing that notices were sent by certified mail.


Volume:
1 cubic foot per year


Disposition:
Retain in active file until quarantine is released then transfer to inactive file (Series 9‑6).



(Transferred to 2006-02, Series 8-7)
Animal Health Section/Brucellosis Records   (continued)

9‑6
Brucellosis Quarantines (Inactive)

Description:
Contains same data as in Series 9‑5.


Volume:
1 cubic foot per year


Disposition:
Retain in office one (1) year, then transfer to the State Records Center.  Destroy records when they become five (5) years old.



(Transferred to 2006-02, Series 8-7)
9‑7
Calfhood Vaccinations

Description:
File contains VS Form 4‑26 used to record brucellosis vaccinations for calves.


Volume:
10 cubic feet per year


Disposition:
Retain in office ten (10) years, then transfer to federal repository. (Federal retention requirement is twenty‑five (25) years.) 



(Transferred to 2006-02, Series 8-8) 
9‑8
Calfhood Vaccination Claim Files

Description:
Copies of reimbursement claims and applicable contracts from veterinarians participating in fee basis vaccination programs.


Volume:
less than 1 cubic foot per year


Disposition:
Retain in office until no longer required for administrative purposes, then destroy.



(Transferred to 2006-02, Series 8-9) 

Animal Health Section/Brucellosis Records   (continued)

9‑9
Infected Herd Lists

Description:
Lists of cattle herds infected with brucellosis.  Lists are compiled as reference documents for state and federal inspectors.


Volume:
1 cubic foot per year


Disposition:
Retain in office until no longer required for administrative purposes, then destroy.



(Replaced by General Disposition Schedule Series 1-37)
9‑10
Brucellosis Indemnity Records

Description:
Copies of claims for indemnification for the destruction of cattle infected with brucellosis.


Volume:
less than 1 cubic foot per year


Disposition:
Retain in office until one (1) year after all audits have been completed and all applicable audit reports have been accepted and resolved by all applicable federal and state agencies and provided no legal actions are pending, then destroy.  If legal action is pending destroy two (2) years after exhaustion of all legal remedies.



(Transferred to 2006-02, Series 8-10)
9‑11
Post Mortem File

Description:
Files pertains to requests for federal and state indemnification for the destruction of cattle infected with brucellosis.  In order to qualify for indemnity payments, cattle owners are required to show proof of slaughter.


Volume:
2 cubic feet per year


Disposition:
Retain in office two (2) years, then destroy provided no legal actions are pending.  If legal action is pending destroy two (2) years after exhaustion of all legal remedies provided records meet all stipulated retention requirements.



(Transferred to 2006-02, Series 8-10)
Animal Health Section/Brucellosis Records   (continued)

9‑12
Shipping Permits (Infected‑Exposed Animals)

Description:
Permits (VS Form 1‑27) for movement of brucellosis infected or exposed animals to slaughter, or to feedlot then to slaughter.  These shipping permits show where the animals were supposed to go and are used for trace back to herd of origin or to check.


Volume:
4 cubic feet per year


Disposition:
Retain in office one (1) year, then transfer to the State Records Center.  Destroy records when they become five (5) years old.



(Transferred to 2006-02, Series 8-11)
9‑13
Shipping Permits (Exposed‑"S" Branded Animals)

Description:
Shipping permits (VS Form 1‑27) for movement of brucellosis exposed or suspect cattle from auction to slaughter.  Shipment may or may not be completed on this permit.  These green copies of the 1‑27's are sent to the slaughter plant for verification of receiving the cattle in question, signed by the inspector and returned to this office.  They either verify receipt of the cattle or attest that no verification can be made.  These forms are used occasionally to verify slaughter in order to pay indemnity.


Volume:
1 cubic foot per year


Disposition:
Retain in office one (1) year, then transfer to the State Records Center.  Destroy records when they become five (5) years old.



(Transferred to 2006-02, Series 8-11)
9‑14
Central Program Records (Herd Jackets)

Description:
Files pertain to livestock herds and contain test charts, certification information, correspondence, and allied documents.


Volume:
20 cubic feet per year


Disposition:
Retain in office seven (7) years, then transfer to federal repository. (Federal retention requirement is twenty‑five (25) years.)



(Transferred to 2006-02, Series 8-12)
Animal Health Section/Brucellosis Records   (continued)

9‑15
BRT File

Description:
File consists of Brucellosis Ring Test records (VS Form 4‑39).


Volume:
less than 1 cubic foot per year


Disposition:
Retain in office twenty‑five (25) years, then destroy.



(Transferred to 2006-02, Series 9-15)
Animal Health Section/Certification Records
10‑1
Certified Brucellosis Free Herd Files 

Description:
Files consist of copies of test charts and certification data relating to obtaining "Brucellosis Free Herd" status for livestock (cattle and goats).


Volume:
3 cubic feet per year


Disposition:
Retain in office until one (1) year after expiration of certification, then destroy duplicates and transfer remainder to Central Program Records (Series 9‑14).



(Transferred to 2006-02, Series 8-12)
10‑2
Validated Brucellosis Free Herd Files

Description:
Files consist of copies of test charts and certification data relating to obtaining "Brucellosis Free Herd" status for swine.


Volume:
3 cubic feet per year


Disposition:
Retain in office until one (1) year after expiration of certification, then destroy duplicates and transfer remainder to Central Program Records (Series 9‑14).



(Transferred to 2006-02, Series 8-12)
10‑3
Qualified Pseudorabies Free Herd Files

Description:
Files consist of copies of test charts and certification information pertaining to obtaining a Pseudorabies Free Herd status for swine.


Volume:
3 cubic feet per year


Disposition:
Retain in office until one (1) year after expiration of certification, then destroy duplicates and transfer remainder to Central Program Records (Series 9‑14).



(Transferred to 2006-02, Series 8-12)
Animal Health Section/Certification Records   (continued)

10‑4
Accredited Tuberculosis Free File

Description:
File consists of copies of test charts and certification data relating to obtaining "Tuberculosis free" status for livestock.


Volume:
3 cubic feet per year


Disposition:
Retain in office until one (1) year after expiration of certification, then transfer to Central Program Records (Series 9‑14).



(Transferred to 2006-02, Series 8-12)
Animal Health Section/Miscellaneous Disease Records
11‑1
Tuberculosis Records and  Reports

Description:
File consists of livestock tuberculosis report forms, investigative information, and allied documents.


Volume:
less than 1 cubic foot per year


Disposition:
Retain in office twenty‑five (25) years, then destroy.



(Transferred to 2006-02, Series 8-18)
11‑2
Hog Cholera Quarantines 

Description:
Copies of forms mailed to owners advising them that quarantines have been established for 30 days (self‑expiring).


Volume:
less than 1 cubic foot per year


Disposition:
Retain in office five (5) years, then destroy provided all audits have been completed and all applicable audit reports have been accepted and resolved by all applicable federal and state agencies and provided no legal actions are pending.  If legal action is pending destroy two (2) years after exhaustion of all legal remedies provided records meet all stipulated retention requirements.



(Transferred to 2006-02, Series 8-13)
11‑3
EIA Negative Test Charts

Description:
Test charts pertaining to EIA tests having negative results.


Volume:
4 cubic feet per year


Disposition:
Retain in office one (1) year, then transfer to the State Records Center.  Destroy records when they become five (5) years old provided no legal action is pending.  If legal action is pending destroy two (2) years after exhaustion of all legal remedies provided records meet all stipulated retention requirements.



(Transferred to 2006-02, Series 8-19)
Animal Health Section/Miscellaneous Disease Records   (continued)

11‑4
EIA Positive Test Charts & Quarantine Files 

Description:
Files pertain to quarantines for Equine Infectious Anemia (EIA). Documents include positive test charts, quarantines, releases, and related correspondence.


Volume:
1 cubic foot per year


Disposition:
Retain in office one (1) year, then transfer to the State Records Center.  Destroy records when they become five (5) years old provided no legal action is pending.  If legal action is pending destroy two (2) years after exhaustion of all legal remedies provided records meet all stipulated retention requirements.



(Transferred to 2006-02, Series 8-19)
11‑5
Scabies Records 

Description:
Reports of inspection of cattle for the presence of scabies (mites).


Volume:
less than 1 cubic foot per year


Disposition:
Retain in office five (5) years, then destroy provided no legal actions are pending.  If legal action is pending destroy two (2) years after exhaustion of all legal remedies provided records meet all stipulated retention requirements.



(Discontinued Program)

11‑6
Dip Vat Records

Description:
Reports (OK 5‑21s) listing all livestock dipped in vats (for scabies treatment) and notes relative to chemical composition requirements.


Volume:
less than 1 cubic foot per year


Disposition:
Retain in office five (5) years, then destroy provided no legal actions are pending.  If legal action is pending destroy two (2) years after exhaustion of all legal remedies provided records meet all stipulated retention requirements.



(Discontinued Program)

Animal Health Section/Feedlot Records
12‑1
Quarantine Feedlot Records 

Description:
Inspector's reports (VQ‑5s) of conditions at livestock holding areas where animals are held while awaiting slaughter.  Data includes analyses of sanitary conditions and notations relative to violation of departmental regulations.


Volume:
1 cubic foot per year


Disposition:
Retain in office one (1) year, then transfer to the State Records Center.  Destroy records when they become five (5) years old provided no legal action is pending.  If legal action is pending destroy two (2) years after exhaustion of all legal remedies provided records meet all stipulated retention requirements.



(Transferred to 2006-02, Series 8-13)
12‑2
Garbage Feeding Program File

Description:
Documents pertain to permits issued to persons for the feeding of garbage to swine and the rules governing sanitary conditions, cooking, and other program requirements.


Volume:
less than 1 cubic foot per year


Disposition:
Retain in office one (1) year, then transfer to the State Records Center.  Destroy records when they become four (4) years old provided no legal action is pending.  If legal action is pending destroy two (2) years after exhaustion of all legal remedies provided records meet all stipulated retention requirements.



(Transferred to 2006-02, Series 8-15)
Animal Health Section/Import‑Export Records
13‑1
Import Quarantine Files

Description:
Files pertain to quarantines on animals brought into Oklahoma. Documents include health certificates, test charts, correspondence and releases.


Volume:
3 cubic feet per year


Disposition:
Retain in office one (1) year, then transfer to the State Records Center.  Destroy records when they become three (3) years old provided no legal action is pending.  If legal action is pending destroy two (2) years after exhaustion of all legal remedies provided records meet all stipulated retention requirements.



(Transferred to 2006-02, Series 8-14)
13‑2
Health Certificates, Import Small & Large Animal

Description:
Certificates from other states used for importing animals into Oklahoma.  Information includes types of animals, quantities, and health data.


Volume:
7 cubic feet per year


Disposition:
Retain in office two (2) years, then transfer to the State Records Center.  Destroy records when they become five (5) years old provided no legal action is pending.  If legal action is pending destroy two (2) years after exhaustion of all legal remedies provided records meet all stipulated retention requirements.



(Transferred to 2006-02, Series 8-16)
Animal Health Section/Import‑Export Records   (continued)

13‑3
Health Certificates, Export and Intrastate Small and Large Animal

Description:
Similar in format to Series 13‑2, but pertains to the shipment within and outside of Oklahoma.


Volume:
15 cubic feet per year


Disposition:
Retain in office two (2) years, then transfer to the State Records Center.  Destroy records when they become five (5) years old provided no legal action is pending.  If legal action is pending destroy two (2) years after exhaustion of all legal remedies provided records meet all stipulated retention requirements.



(Transferred to 2006-02, Series 8-16)
13‑4
Health Certificates Avian Import & Export

Description:
Certificates, Form V132, or VS Form 9‑3, used for bringing poultry into or shipping poultry out of Oklahoma.  Information includes types of poultry, quantities, and health data.


Volume:
less than 1 cubic foot per year


Disposition:
Retain in office one (1) year, then transfer to the State Records Center.  Destroy records when they become three (3) years old provided no legal action is pending.  If legal action is pending destroy two (2) years after exhaustion of all legal remedies provided records meet all stipulated retention requirements.



(Transferred to 2006-02, Series 8-16)
Animal Industry Division/Animal Health Section, Import‑Export and Exhibition Records
13‑5
Swine Exhibition Permit File

Description:
File includes exhibition application and list of participants at show.


Volume:
4 cubic feet per year


Disposition:
Retain in office until thirty (30) days after exhibition season, then destroy provided no positive tests for swine‑related diseases are reported.  If positive test result, retain in office until no longer needed for traceback purposes.



(Transferred to 2006-02, Series 8-17)
Animal Health Section/Poultry Records
14‑1
State Approved Hatchery Files

Description:
File contains applications, licenses, inspection reports, test reports, files relating to involvement in National Poultry Improvement Plan and correspondence relating to State Approved Hatcheries.


Volume:
1 cubic foot per year


Disposition:
Retain in office two (2) years, then transfer to the State Records Center.  Destroy records when they become five (5) years old provided no legal action is pending.  If legal action is pending destroy two (2) years after exhaustion of all legal remedies provided records meet all stipulated retention requirements.



(Transferred to 2006-02, Series 10-5)
14‑2
Independent Flock Owners File

Description:
File contains applications, licenses, inspection reports, test reports, files relating to involvement in National Poultry Improvement Plan and correspondence relating to Independent Flock Owners.


Volume:
1 cubic foot per year


Disposition:
Retain in office two (2) years, then transfer to the State Records Center.  Destroy records when they become five (5) years old provided no legal action is pending.  If legal action is pending destroy two (2) years after exhaustion of all legal remedies provided records meet all stipulated retention requirements.



(Transferred to 2006-02, Series 10-6)
14‑3
Poultry Testers File (Permits and Qualification)

Description:
File contains copies of Inspector's permits to test poultry; documentation relating to qualifications such as schools they have attended and results of examinations; copies of test reports; copies of signed agreements; and related correspondence.


Volume:
1 cubic foot per year


Disposition:
Retain in office three (3) years, then transfer to the State Records Center.  Destroy records when they become five (5) years old.



(Transferred to 2006-02, Series 10-7)
Animal Health Section/Poultry Records   (continued)

14‑4
Poultry School Materials

Description:
File contains course materials, copies of examinations and related materials used in instructing poultry testers.


Volume:
1 cubic foot per year


Disposition:
Retain in office until superseded, then destroy. 



(Transferred to 2006-02, Series 10-8)
14‑5
Correspondence & NPIP Reports

Description:
File consists of incoming letters and reports and outgoing responses and reports relating to poultry which are not covered by other files listed on this schedule.


Volume:
1 cubic foot per year


Disposition:
Retain in office and review on an annual basis.  Destroy duplicate and ancillary materials as well as substantive materials three (3) or more years old. 



(Transferred to 2006-02, Series 1-14)
14‑6
Poultry Quarantines & Laboratory Reports Files

Description:
File consists of copies of positive test reports, laboratory reports on reactors submitted, quarantines issued, certified mail receipts, quarantine releases, and other related data.


Volume:
less than 1 cubic foot per year


Disposition:
Retain in office five (5) years or as long as file is active.  Destroy inactive files when they become five (5) years old provided no legal actions are pending.  If legal action is pending destroy two (2) years after the exhaustion of all legal remedies provided records meet all stipulated retention requirements. 



(Transferred to 2006-02, Series 10-9)
Animal Industry Division/Meat Inspection Section
15‑1
Correspondence File

Description:
File consists of incoming letters and copies of outgoing responses not relating to inspections or licensing.


Disposition:
Retain in office and review on an annual basis.  Destroy duplicate and ancillary materials as well as substantive materials three (3) or more years old. 



(Transferred to 2006-02, Series 1-14)
15‑2
Time, Travel, and Activity Reports File

Description:
Reports submitted by meat inspection personnel summarizing work activities and the number of hours spent in travel to and from inspection sites.


Volume:
6 cubic feet per year


Disposition:
Retain in office until all audits have been completed and all applicable audit reports have been accepted and resolved by all applicable federal and state agencies, then transfer to the State Records Centers provided no legal actions are pending.  Destroy records when they become five (5) years old.  If legal action is pending, retain records in office until exhaustion of all legal remedies, then transfer to the State Records Center.  Destroy two (2) years after exhaustion of all legal remedies provided records meet all stipulated retention requirements. 



(Transferred to 2006-02, Series 1-12)
15‑3
Meat Plant Construction Files 

Description:
Files consist of blueprints and floor plans for meat plants.  Plans and blueprints are filed with the Department to insure that construction specifications meet all applicable state and federal guidelines.


Volume:
less than 1 cubic foot per year


Disposition:
Retain individual files in Office until plant ceases operations, then return to plant owner or destroy. 



(Transferred to 2006-02, Series 9-1)
Animal Industry Division/Meat Inspection Section   (continued)

15‑4
Meat Plant Registration Files (Active)

Description:
Files pertain to registration and inspection of meat and poultry plants and contain state and federal inspection reports, including those compiled in accordance with the Talmadge‑Aiken Act, reports relative to violations and the methods used to correct them, and correspondence.


Volume:
3 cubic feet per year


Disposition:
Retain in Active Files until plant closes, then transfer to Inactive Files (Series 15‑5). 



(Transferred to 2006-02, Series 9-2)
15‑5
Meat Plant Registration File (Inactive)

Description:
Contains the same types of documents and data as Series 15‑4.


Volume:
2 cubic feet per year


Disposition:
Retain in office five (5) years, then destroy provided no legal actions are pending.  If legal action is pending destroy two (2) years after exhaustion of all legal remedies provided records meet all stipulated retention requirements. 



(Transferred to 2006-02, Series 9-2)
15‑6
Cross License File

Description:
Records of meat plant inspectors who have completed required training for state and federal certifications.  Inspectors must be recertified every three years.


Volume:
less than 1 cubic foot per year


Disposition:
Retain individual records in office until inspector is no longer certified, then destroy provided no legal actions are pending.  If legal action is pending destroy two (2) years after the exhaustion of all legal remedies. 



(Transferred to 2006-02, Series 9-14)
Animal Industry Division/Meat Inspection Section   (continued)

15‑7
Lab Reports (Meat Samples)

Description:
Laboratory reports (test results) of meat samples taken from plants and tested in Departmental labs.


Volume:
less than 1 cubic foot per year


Disposition:
Retain in office five (5) years, then destroy provided no legal actions are pending.  If legal action is pending destroy two (2) years after exhaustion of all legal remedies provided records meet all stipulated retention requirements. 



(Transferred to 2006-02, Series 9-13)
15‑8
Processing Reports, Post Mortems, Species and Classes, and Condemnation Reports File


Description:
Monthly reports from inspectors stating the amounts and types of animals slaughtered and meat products produced at individual packing plants.  Documents also include reports relating to animals and meats condemned by inspectors.


Volume:
1 cubic foot per year


Disposition:
Retain in office one (1) year, then transfer to the State Records Center.  Destroy records when they become three (3) years old provided no legal action is pending.  If legal action is pending destroy two (2) years after exhaustion of all legal remedies provided records meet all stipulated retention requirements. 



(Transferred to 2006-02, Series 1-12)
15‑9
Inspection Stamps Inventory Reports

Description:
Annual reports from inspectors listing the types and plant locations of their inspection stamps.


Volume:
less than 1 cubic foot per year


Disposition:
Retain in office until inactive, then transfer to Meat Plant Registration File (Inactive). 



(Replaced by General Disposition Schedule Series 1-37)
Animal Industry Services/Meat Inspection Section   (continued)

15-10 Performance Based Inspection System Inspector Assignment Schedule (FSIS Form 8800-2)
Description:
Hard copy reports received weekly from state meat inspection plant inspectors, reporting the results of inspection tasks assigned to themPRIVATE 
; source information for Series 15-11, Performance Based Inspection System Inspector Assignment Schedule (FSIS Form 8800-2) [Electronic Format].

Volume:
7 cubic feet per year

Disposition:
Retain in office six (6) months, then destroy upon verification that all information has been entered into Series 15-11, Performance Based Inspection System Inspector Assignment Schedule (FSIS Form 8800-2) [Electronic Record].



(Transferred to 2006-02, Series 9-3)
15-11 Performance Based Inspection System Inspector Assignment Schedule (FSIS Form 8800-2)  [Electronic Record] (combine 15-10)
Description:
Quarterly reports compiled from records in Series 15-10, Performance Based Inspection System Inspector Assignment Schedule (FSIS Form 8800-2).

Disposition:
(1) Retain in office and delete data pertaining to individual reports when they become five (5) years old provided all audits have been completed and all applicable audit reports have been accepted and resolved by all applicable federal and state agencies and provided no legal actions are pending. If legal action is pending, delete data two (2) years after exhaustion of all legal remedies provided records meet all stipulated retention requirements. (2) Back up all individual reports on a diskette and store the diskette in an off site storage area that meets appropriate environmental requirements. Reuse or destroy individual diskettes five (5) years after last entry provided all audits have been completed and all applicable audit reports have been accepted and resolved by all applicable federal and state agencies and provided no legal actions are pending. If legal action is pending, reuse or destroy two (2) years after exhaustion of all legal remedies provided records meet all stipulated retention requirements.  
 

(Transferred to 2006-02, Series 9-3)
Personnel Section
16‑1
Personnel Cards   Deleted from Schedule and moved to Series 1‑13 April 11, 1990. 


(Replaced by General Disposition Schedule Series 3-1)
16‑2
CETA and DECA Personnel Files   Deleted from Schedule April 11, 1990. 


(Replaced by General Disposition Schedule Series 3-1)
16‑3
Personnel Board Report   Deleted from Schedule and moved to Series 1-14 April 11, 1990. (Replaced by General Disposition Schedule Series 1-7)
