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This new schedule includes new series created from the Consolidated Records Disposition Schedules of 87-23 and 97-03.   Schedule 2006-02 supersedes Schedules 87-23 and 97-03 and approved by the Archives and Records Commission on April 27, 2006.
Convenience or Reference Copies


Copies of records created for the user’s convenience may be destroyed when they are no longer required for administrative purposes.  Access restrictions, if any, apply to copies and originals alike.  It is not necessary to request approval for destruction of convenience copies of records.

Record Format


Individual agencies, boards, commissions, and institutions shall maintain individual record series in the most efficient and cost effective format consistent with sound records management principles, state and federal laws, rules and regulations, court decisions, and their individual records keeping needs. 


If statutory provisions, court decisions, Code of Federal Regulations (CFR), Oklahoma Rules and Regulations adopted in accordance with the Administrative Procedures Act (75 O.S. §250 et seq.), or other state and federal regulations mandate retention periods longer than those stipulated in this Schedule or require that records be retained in hard copy or other format, the applicable statutes, court decisions, CFR, or other state and federal regulations shall govern the retention periods and formats of the records.

Information regarding requirements for specific record formats is located in the Introduction to the General Records Disposition Schedule for State Agencies, Boards and Commissions, which can be found at the Oklahoma Department of Libraries website. 

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.
Agency

1‑1
Funding Requests, Reports, and Programs

Description:
Requests for reimbursement of grants and applicable reports, applications, or outgoing correspondence submitted in regards to federal or government programs.


Volume:
one (1) cubic foot per year


Disposition:
Retain in office five (5) years after expiration of grants, then destroy, provided all audits have been completed, all applicable audit reports have been accepted and resolved by all applicable federal and state agencies, provided no legal actions are pending.  If legal action is pending, destroy three (3) years after exhaustion of all legal remedies, provided records meet all stipulated retention requirements.  

Transferred from Schedule 97-03, Series 2-11,

HYPERLINK "1997-03.doc" \l "ODAFF1997_03_4_21"
 4-21; 

HYPERLINK "1987-23.doc" \l "ODAFF1987_23_1_1"
Transferred from Schedule 87-23, Series 1-1, 

HYPERLINK "1987-23.doc" \l "ODAFF1987_23_2_7"
2-7, 

HYPERLINK "1987-23.doc" \l "ODAFF1987_23_5_6"
5-6
1‑2
Warrants

Description:
Photocopies of all warrants received by the Department of Agriculture, Food and Forestry.


Volume:
less than one (1) cubic foot per year


Disposition:
Retain in office one (1) year, then destroy, provided all audits have been completed, all applicable audit reports have been accepted and resolved by all applicable federal and state agencies, provided no legal actions are pending.  If legal action is pending, destroy three (3) years after exhaustion of all legal remedies, provided records meet all stipulated retention requirements.

Transferred from Schedule 87-23, Series 1-2
1‑3
Monthly Warrant Registers and Earning Lists

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


Volume:
less than one (1) cubic foot per year


Disposition:
Retain in office one (1) year, then destroy, provided all audits have been completed, all applicable audit reports have been accepted and resolved by all applicable federal and state agencies, provided no legal actions are pending.  If legal action is pending, destroy three (3) years after exhaustion of all legal remedies, provided records meet all stipulated retention requirements.



Transferred from Schedule 87-23, Series 1-4
Agency (continued)

1‑4
Accounts Receivable/Payable 

Description:
File contains invoices and other records requesting payments.  File also contains record of payment.


Volume:
one (1) cubic foot per year


Disposition:
Retain in office five (5) years, then destroy, provided all audits have been completed, all applicable audit reports have been accepted and resolved by all applicable federal and state agencies, provided no legal actions are pending.  If legal action is pending, destroy three (3) years after exhaustion of all legal remedies, provided records meet all stipulated retention requirements.



Transferred from Schedule 87-23, Series 1-5,

HYPERLINK "1987-23.doc" \l "ODAFF1987_23_7_1"
 7-1
1‑5
Oklahoma Cattlemen's Association Request for Funds

Description:
File contains correspondence and copies of claims regarding the Department’s contracts with Oklahoma Cattlemen's Association to handle brand registrations. 


Volume:
less than one (1) cubic foot per year


Disposition:
Retain in office one (1) year, then destroy, provided all audits have been completed, all applicable audit reports have been accepted and resolved by all applicable federal and state agencies, provided no legal actions are pending.  If legal action is pending, destroy three (3) years after exhaustion of all legal remedies, provided records meet all stipulated retention requirements.



Transferred from Schedule 87-23, Series 1-9
1‑6
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:
two (2) cubic feet per year


Disposition:
Retain in office four (4) years, then destroy, provided all audits have been completed, all applicable audit reports have been accepted and resolved by all applicable federal and state agencies, provided no legal actions are pending.  If legal action is pending, destroy three (3) years after exhaustion of all legal remedies, provided records meet all stipulated retention requirements.



Transferred from Schedule 87-23, Series 1-18


Agency   (continued)

1‑7
Farm Finance Survey Records   (Confidential Record  51 O.S. §24A. 15)

Description:
File contains returned questionnaires from farmers regarding their crops and financing, collected by Agricultural Statistical Service.  The statistics are used to make a report that is deposited with the Oklahoma Publications Clearinghouse.


Volume:
one (1) cubic foot per year


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



Transferred from Schedule 87-23, Series 1-21
1-8
Mediation/Hot Line Program   (Confidential Record  12 O.S. §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 one (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 three (3) years after exhaustion of all legal remedies, provided records meet all stipulated retention requirements.



Transferred from Schedule 87-23, Series 1-19
1-9
General Files

Description:
Files consist of working papers, notes, forms, publications, presentations for events and meetings, meeting notes, photographs, and newspaper articles. 


Volume:
two (2) cubic feet per year


Disposition:
Retain in office until no longer needed for administrative purposes, then destroy provided all audits have been completed, all applicable audit reports have been accepted and resolved by all applicable federal and state agencies, and no legal actions are pending.  If legal action is pending, destroy three (3) years after exhaustion of all legal remedies, provided records meet all stipulated retention requirements.



Transferred from Schedule 87-23, Series 4-5
Agency   (continued)

1-10
Complaint and Investigation File 

Description:
File consists of complaints from consumers and documentation collected and compiled for action (i.e., affidavits, investigation reports, sample results, and other information pertaining to alleged violation of statutes, rules and regulations).


Volume:
four (4) cubic feet per year


Disposition:
Retain in office ten (10) years, then destroy, provided no legal actions are pending.  If legal action is pending, destroy three (3) years after exhaustion of all legal remedies, provided records meet all stipulated retention requirements.


Transferred from Schedule 97-03, Series 2-5,

HYPERLINK "1997-03.doc" \l "ODAFF1997_03_4_2"
 4-2,

HYPERLINK "1997-03.doc" \l "ODAFF1997_03_5_14"
 5-14; 

HYPERLINK "1987-23.doc" \l "ODAFF1987_23_7_3"
Transferred from Schedule 87-23, Series 7-3
1-11
Corporation Attestation


Description:
Correspondence and copies of corporation attestation for farming and ranching corporations.


Volume:
less than one (1) cubic foot per year


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

1-12
Inspectors' Files

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


Volume:
six (6) 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 three (3) years after exhaustion of all legal remedies provided records meet all stipulated retention requirements.



Transferred from Schedule 97-03, Series 1-4;

HYPERLINK "1987-23.doc" \l "ODAFF1987_23_2_12"
 Transferred from Schedule 87-23, Series 2-12,

HYPERLINK "1987-23.doc" \l "ODAFF1987_23_7_2"
 7-2,

HYPERLINK "1987-23.doc" \l "ODAFF1987_23_8_4"
 8-4,

HYPERLINK "1987-23.doc" \l "ODAFF1987_23_15_2"
 15-2,

HYPERLINK "1987-23.doc" \l "ODAFF1987_23_15_8"
 15-8
Agency (continued)

1-13
License and Permit Records

Description:
Records include annual license or permit applications, permit fees, monthly reports of inspection fees, requisitions for labels and incoming and copies of outgoing correspondence concerning licenses.


Volume:
thirteen (13) cubic feet per year


Disposition:
Retain in office five (5) years after expirations of license or date of application, then destroy, provided all audits have been completed, all applicable audit reports have been accepted and resolved by all applicable federal and state agencies, and no legal actions are pending.  If legal action is pending, destroy three (3) years after exhaustion of all legal remedies, provided records meet all stipulated retention requirements.



Transferred from Schedule 97-03, Series 2-4A, 2-4B, 2-6,

HYPERLINK "1997-03.doc" \l "ODAFF1997_03_2_7"
 2-7,

HYPERLINK "1997-03.doc" \l "ODAFF1997_03_2_14"
 2-14,

HYPERLINK "1997-03.doc" \l "ODAFF1997_03_2_15"
 2-15,

HYPERLINK "1997-03.doc" \l "ODAFF1997_03_2_16"
 2-16,

HYPERLINK "1997-03.doc" \l "ODAFF1997_03_2_17"
 2-17,

HYPERLINK "1997-03.doc" \l "ODAFF1997_03_2_18"
 2-18,

HYPERLINK "1997-03.doc" \l "ODAFF1997_03_2_19"
 2-19,

HYPERLINK "1997-03.doc" \l "ODAFF1997_03_2_20"
 2-20,

HYPERLINK "1997-03.doc" \l "ODAFF1997_03_2_21"
 2-21,

HYPERLINK "1997-03.doc" \l "ODAFF1997_03_4_6"
 4-6,

HYPERLINK "1997-03.doc" \l "ODAFF1997_03_4_13"
 4-13,

HYPERLINK "1997-03.doc" \l "ODAFF1997_03_5_4"
 5-4,

HYPERLINK "1997-03.doc" \l "ODAFF1997_03_5_6"
 5-6,

HYPERLINK "1997-03.doc" \l "ODAFF1997_03_5_11"
 5-11;

HYPERLINK "1987-23.doc" \l "ODAFF1987_23_2_4"
 Transferred from Schedule 87-23, Series 2-4,

HYPERLINK "1987-23.doc" \l "ODAFF1987_23_7_6"
 7-6,

HYPERLINK "1987-23.doc" \l "ODAFF1987_23_8_1"
 8-1,

HYPERLINK "1987-23.doc" \l "ODAFF1987_23_8_2"
 8-2,

HYPERLINK "1987-23.doc" \l "ODAFF1987_23_2_14"
 2-14
1-14
Correspondence

Description:
Incoming and copies of outgoing correspondence. Agency Head's correspondence is retained in accordance with General Records Disposition Schedule, Series 1-3A.


Volume:
six (6) cubic feet per year


Disposition:
Retain in office and review on an annual basis.  After completing the review, destroy duplicate and ancillary materials.  Destroy substantive records when they become three (3) years old. If legal action is pending, destroy three (3) years after exhaustion of all legal remedies, provided records meet all stipulated retention requirements.



Transferred from Schedule 97-03, Series 1-1,

HYPERLINK "1997-03.doc" \l "ODAFF1997_03_1_5"
 1-5,

HYPERLINK "1997-03.doc" \l "ODAFF1997_03_4_4"
 4-4,

HYPERLINK "1997-03.doc" \l "ODAFF1997_03_4_12"
 4-12,

HYPERLINK "1997-03.doc" \l "ODAFF1997_03_4_23"
 4-23;

HYPERLINK "1987-23.doc" \l "ODAFF1987_23_1_15"
 Transferred from Schedule 87-23, Series 1-15,

HYPERLINK "1987-23.doc" \l "ODAFF1987_23_2_16"
 2-16,

HYPERLINK "1987-23.doc" \l "ODAFF1987_23_3_13"
 3-13,

HYPERLINK "1987-23.doc" \l "ODAFF1987_23_4_2"
 4-2,

HYPERLINK "1987-23.doc" \l "ODAFF1987_23_4_3"
 4-3,

HYPERLINK "1987-23.doc" \l "ODAFF1987_23_5_4"
 5-4,

HYPERLINK "1987-23.doc" \l "ODAFF1987_23_6_2"
 6-2,

HYPERLINK "1987-23.doc" \l "ODAFF1987_23_7_4"
 7-4,

HYPERLINK "1987-23.doc" \l "ODAFF1987_23_14_5"
 14-5,

HYPERLINK "1987-23.doc" \l "ODAFF1987_23_15_1"
 15-1
1-15
Cooperative Agreements

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


Volume:
less than one (1) cubic foot per year


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



Transferred from Schedule 87-23, Series 5-10
1-16
Warnings and Citations

Description:
File contains warning or citations issued for violating the Oklahoma Agricultural Code (2 O.S. 1 § et. seq.).


Volume:
one (1) cubic foot per year


Disposition:
Retain in office three (3) years from the date of the most recent warning or citation, 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 three (3) years after exhaustion of all legal remedies, provided records meet all stipulated retention requirements. 

Plant Industry and Pesticides 

2-1
Pesticide Registration

Description:
File contains Pesticide Product Registrations, Environmental Protection Agency (EPA) incoming and copies of outgoing correspondence and copies of amendments to Federal Insecticide, Fungicide, and Rodenticide Act.


Volume:
nine (9) cubic feet per year


Disposition:
Retain in office ten (10) years, then destroy, provided all audits have been completed, all applicable audit reports have been accepted and resolved by all applicable federal and state agencies, provided no legal actions are pending.  If legal action is pending, destroy three (3) years after exhaustion of all legal remedies, provided records meet all stipulated retention requirements.

Transferred from Schedule 97-03, Series 2-1
2-2
Special Local Needs File

Description:
File contains both approved and disapproved Special Local Needs Registrations which authorize usage for the period of one year of a pesticide for applications other than those listed on labels. 


Volume:
one (1) cubic foot per year


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



Transferred from Schedule 97-03, Series 2-2
2-3
Laboratory Reports

Description:
Laboratory reports on pesticides, filed by sample number and inspector's name.  File also includes computer-generated report from laboratory and correspondence regarding sample.  


Volume:
one (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 three (3) years after exhaustion of all legal remedies, provided records meet all stipulated retention requirements.



Transferred from Schedule 97-03, Series 2-3
Plant Industry and Pesticides  (continued)

2-4
Test Booklets

Description:
Test booklets used in administering tests for persons seeking pesticide applicator certification.


Volume:
less than one (1) cubic foot per year


Disposition:
Retain in office until superseded, then destroy.



Transferred from Schedule 97-03, Series 2-8
2-5
Test Answer Sheets  (Confidential Record 51 O.S. § 24A.7)

Description:
Test answer sheets completed by persons seeking pesticide applicator certification.


Volume:
one (1) cubic foot per year


Disposition:
Retain in office for thirty (30) days, then destroy provided no appeals have been filed.  If appeal has been filed, destroy six (6) months after resolution of appeal, provided no legal action is pending.  If legal action is pending, destroy three (3) years after exhaustion of all legal remedies, provided records meet all stipulated retention requirements.



Transferred from Schedule 97-03, Series 2-9
2-6
Pesticide Producer Establishment Inspections and Pesticide Experimental Use Permit Inspections

Description:
Inspection and summary reports on EPA-permitted federal facilities involving Pesticide Producer Establishment Inspections and Pesticide Experimental Use Permit Inspections.


Volume:
one (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 three (3) years after exhaustion of all legal remedies, provided records meet all stipulated retention requirements. 



Transferred from Schedule 97-03, Series 2-12
Plant Industry and Pesticides  (continued)

2-7
Pest Detection and Control Files

Description:
File contains Environmental Protection Agency (EPA) contracts to do research, incoming and copies of outgoing correspondence, inspections, quarterly reports, and control program information relating to grasshoppers, fire ants, and other types of pest.


Volume:
two (2) cubic feet per year


Disposition:
Retain in office five (5) years after completion of contract, then destroy, provided all audits have been completed, all applicable audit reports have been accepted and resolved by all applicable federal and state agencies; provided no legal actions are pending.  If legal action is pending, destroy three (3) years after exhaustion of all legal remedies, provided records meet all stipulated retention requirements.



Transferred from Schedule 97-03, Series 2-13
2-8
County Herbicide Hearings for Restricted Areas 


Description:
File regarding county hearings held about herbicide applications and complaints.  Information includes tapes, transcripts if made, and the hearing officer's recommendation for possible rule changes resulting from hearings.


Volume:
one (1) cubic foot per year


Disposition:
Retain in office five (5) years, then transfer to the State Records Center.  Destroy records when they become twenty-five (25) years old, provided no legal actions are pending.  If legal action is pending, destroy three (3) years after exhaustion of all legal remedies provided records meet all stipulated retention requirements.



Transferred from Schedule 97-03, Series 2-10
Seed, Feed, and Fertilizer

3-1
Feed Sample Lab Reports

Description:
File of official feed samples lab test results from samples collected by division inspectors.


Volume:
three (3) 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 three (3) years after exhaustion of all legal remedies, provided records meet all stipulated retention requirements.



Transferred from Schedule 97-03, Series 4-3
3-2
Tonnage Reports

Description:
File contains quarterly tonnage and inspection fee reports submitted by manufacturers on the quantity of the seed, feed, and fertilizer tons sold within Oklahoma.


Volume:
two (2) cubic feet per year


Disposition:
Retain in office three (3) years, then destroy, provided payment has been received and until after all audits have been completed, all applicable audit reports have been accepted and resolved by all applicable federal and state agencies, provided no legal actions are pending.  If legal action is pending, destroy three (3) years after exhaustion of all legal remedies, provided records meet all stipulated retention requirements. 



Transferred from Schedule 97-03, Series 4-5, 4-11,

HYPERLINK "1997-03.doc" \l "ODAFF1997_03_4_16"
 4-16,

HYPERLINK "1997-03.doc" \l "ODAFF1997_03_4_18"
 4-18,

HYPERLINK "1997-03.doc" \l "ODAFF1997_03_4_27"
 4-27
3-3
Compliance Audits

Description:
Company tonnage compliance audit records performed by agency auditor on seed, feed, fertilizer, and ag-lime products distributed in Oklahoma.


Volume:
one (1) cubic foot per year


Disposition:
Retain in office and review on an annual basis.  Destroy duplicate and ancillary materials after the annual review.  Destroy substantive records when they become three (3) years old.



Transferred from Schedule 97-03, Series 4-8
3-4
Fertilizer Sample Lab Test Results

Description:
File contains fertilizer and ag-lime sample results.


Volume:
one (1) cubic foot per year


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



Transferred from Schedule 97-03, Series 4-9
Seed, Feed, and Fertilizer (continued)

3-5
Fertilizer Registrations

Description:
File contains information regarding commercial fertilizer products registered in Oklahoma, including labels and related correspondence.  

Volume:
one (1) cubic foot per year


Disposition:
Retain in office until one (1) year after registration has been cancelled, or company goes out of business, then destroy provided no legal actions are pending.  If legal action is pending, destroy three (3) years after exhaustion of all legal remedies, provided records meet all stipulated retention requirements.



Transferred from Schedule 97-03, Series 4-10
3-6
Soil Amendment Registrations

Description:
File contains calendar year registrations of soil amendment products.  


Volume:
one (1) cubic foot per year


Disposition:
Retain in office until one (1) year after expiration or license is superseded, then destroy provided no legal actions are pending.  If legal action is pending, destroy three (3) years after exhaustion of all legal remedies, provided records meet all stipulated retention requirements.



Transferred from Schedule 97-03, Series 4-15
3-7
Ag-Lime Registrations

Description:
Perpetual file contains ag-lime products registered by companies for sale in Oklahoma.


Volume:
one (1) cubic foot per year


Disposition:
Retain in office until one (1) year after registration has been cancelled or company has gone out of business, then destroy provided no legal actions are pending.  If legal action is pending, destroy three (3) years after exhaustion of all legal remedies, provided records meet all stipulated retention requirements.



Transferred from Schedule 97-03, Series 4-15
Seed, Feed, and Fertilizer (continued)

3-8
Ag-Lime Vendor Files

Description:
File includes results of ag-lime lab tests, semi-annual tonnage and inspection fee reports, incoming and copies of outgoing correspondence with ag-lime vendors, and records of annual licensing.


Volume:
one (1) cubic foot per year


Disposition:
Retain in office ten (10) years, then destroy, provided no legal actions are pending.  If legal action is pending, destroy three (3) years after exhaustion of all legal remedies, provided records meet all stipulated retention requirements.



Transferred from Schedule 97-03, Series 4-19
3-9
Fertilizer Company Invoices

Description:
File contains copies of shipping invoices from fertilizer companies to Oklahoma distributors.  


Volume:
four (4) cubic feet per year


Disposition:
Retain in office one (1) year, then destroy, provided no legal actions are pending. If legal action is pending, destroy three (3) years after exhaustion of all legal remedies, provided records meet all stipulated retention requirements. 



Transferred from Schedule 97-03, Series 4-20
3-10
Varietal Vertical Field Tests

Description:
File contains inspector's report of seed sample inspections on crops planted in varietal vertical field tests at Oklahoma State University, Stillwater.


Volume:
two (2) cubic feet per year


Disposition:
Retain in office permanently. 



Transferred from Schedule 97-03, Series 4-24
3-11 Federal Contracted Medicated Feed Mill Inspections  

(Confidential Record CFR 44 Chap21,29,31 and 33)  


Description:
File contains copies of federally mandated annual inspections, incoming and copies of outgoing correspondence with firms manufacturing medicated feeds, as contracted with Federal Drug Administration (FDA).

 
Volume:
two (2) cubic feet per year


Disposition:
Retain in office until superseded, then destroy. 



Transferred from Schedule 97-03, Series 4-7
Seed, Feed, and Fertilizer (continued)

3-12
Anhydrous Ammonia Files

Description:
Annual inspections and incoming and copies of outgoing correspondence covering safety, storage, and handling of Anhydrous Ammonia. 


Volume:
two (2) cubic feet per year


Disposition:
Retain in office ten (10) years, then destroy, provided no legal actions are pending.  If legal action is pending, destroy three (3) years after exhaustion of all legal remedies, provided records meet all stipulated retention requirements. 



Transferred from Schedule 97-03, Series 4-14
3-13
Seed Firm License File 

Description:
Perpetual file of firms licensed to sell seed and those firms no longer selling seed.


Volume:
two (2) cubic foot per year


Disposition:
Retain in office three (3) years after expiration of license, then destroy, provided all audits have been completed, 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 three (3) years after exhaustion of all legal remedies provided. 



Transferred from Schedule 97-03, Series 4-28, 4-29
3-14
Special Fertilizer Registrations

Description:
File contains specialty fertilizer products registered in Oklahoma, including labels and related correspondence.  

Volume:
one (1) cubic foot per year


Disposition:
Retain in office until one (1) year after expiration or license is superseded, then destroy provided no legal actions are pending.  If legal action is pending, destroy three (3) years after exhaustion of all legal remedies, provided records meet all stipulated retention requirements.

Warehouse and Livestock Auction Markets

4-1
Warehouse Records

Description:
Warehouse and elevator storage records including licenses or charters, grain storage indemnity records, financial statements, warehouse examinations and incoming correspondence and copies of outgoing correspondence.


Volume:
five (5) cubic feet 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, provided no legal actions are pending. If legal action is pending, destroy three (3) years after exhaustion of all legal remedies, provided records meet all stipulated retention requirements.  The preceding disposition does not apply to bin charts, which must be retained in the office permanently.



Transferred from Schedule 97-03, Series 5-8, 5-9;

HYPERLINK "1987-23.doc" \l "ODAFF1987_23_2_9"
 Transferred from Schedule 87-23, Series 2-9, 2-10
4-2
Livestock Auction Market Audits Working Papers and Reports

Description:
File contains working papers on livestock auction market audits. Information includes copies of bank statements of market facilities, correspondence, and lists of debtors and creditors and summary reports of this information.  


Volume:
one (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 three (3) years after exhaustion of all legal remedies, provided records meet all stipulated retention requirements. 



Transferred from Schedule 87-23, Series 1-6, 1-7
Marketing
5‑1
Special Event Records

Description:
File contains materials used to develop and prepare economic development special events.  File includes planning documents, correspondence, copies of contracts, copies of invoices and receipts, and related materials.  Examples include IPRA/IFR, Ethanol Feasibility Study and other agricultural commodity related events.  Office of record for financial records is Office of State Finance.


Volume:
one (1) cubic foot per year


Disposition:
Retain in office one (1) year, then destroy, provided no legal actions are pending.  If legal action is pending, destroy three (3) years after exhaustion of all legal remedies, provided records meet all stipulated retention requirements.



Transferred from Schedule 87-23, Series 3-1
5‑2
Oklahoma Market News

Description:
File contains daily information on market prices used for the publication "Oklahoma Market Report” or on the Market News Information Line.


Volume:
less than one (1) cubic foot per year


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



Transferred from Schedule 87-23, Series 3-2, 3-3
5‑3
Domestic Trade Shows

Description:
Files contain materials that relate to booths that staff operate at various trade shows around the state, such as the Oklahoma State Fair, Tulsa State Fair, Wholesale Gift Show, and Midsouthwest Food Service Expo.  File contains copies of contracts and invoices, and correspondence.  Office of record for financial records is Office of State Finance.


Volume:
less than one (1) cubic foot per year


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



Transferred from Schedule 87-23, Series 3-4
Marketing (continued)

5‑4
Direct Marketing Records

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


Volume:
one (1) cubic foot per year


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



Transferred from Schedule 87-23, Series 3-5
5‑5
Agriculture Enhancement and Diversification Program

Description:
File contains materials relating to the planning, development, and execution of the Agriculture Enhancement and Diversification Program.


Volume:
less than one (1) cubic foot per year


Disposition:
Retain records pursuant to one of the following appropriate timeframes then destroy records if no legal actions are pending.  If legal action is pending, destroy three (3) years after exhaustion of all legal remedies, provided records meet all stipulated retention requirements.

A. Retain loan or grant applications thirty (30) day from date determined ineligible, then destroy.

B. Retain disapproved loan or grant applications thirty (30) days from the date the Board disapproves the application, then destroy.

C. Retain approved grant applications for two (2) years, then destroy.

D. Retain approved loan documents for ten (10) years, then destroy.

5‑6
Made In Oklahoma (MIO) Working Papers

Description:
File contains day-to-day working papers for the MIO program and the MIO Coalition including copies of contracts, invoices, and general correspondence.  Office of record for financial records is Office of State Finance.


Volume:
one (1) cubic foot per year


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



Transferred from Schedule 87-23, Series 3-6, 3-7
Marketing (continued)

5-7
Demonstration Records

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


Volume:
less than one (1) cubic foot per year


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



Transferred from Schedule 87-23, Series 3-8
5-8
Agriculture Commodity Referendum Act Working Papers

Description:

File contains records related to the Oklahoma Agriculture Commodity





Referendum Act.


Volume:

one (1) cubic foot per year


Disposition:

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

5-9
Oklahoma County Fair Enhancement Program Working Papers


Description:
File contains records related to the Oklahoma County Fair Enhancement



Program.


Volume:
one (1) cubic foot per year


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

5-10
Oklahoma Junior Livestock Auction Scholarship Revolving Fund Working Papers

Description:
File contains records related to the Oklahoma Junior Livestock Scholarship



Revolving Fund.


Volume:
one (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 provided no legal actions are pending.  If legal action is pending, destroy three (3) years after exhaustion of all legal remedies, provided records meet all stipulated retention requirements. 

Marketing (continued)

5‑11
International Trade Shows

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


Volume:
one (1) cubic foot per year


Disposition:
Retain in office four (4) years, then destroy. 



Transferred from Schedule 87-23, Series 4-1
Forestry

6‑1
Seedling Records

Description:
File includes order forms for trees purchased from state nursery, showing quantity, type, and cost, monthly and annual reports, and all other seedling transactions.


Volume:
two (2) cubic feet per year


Disposition:
Retain in office two (2) years, then destroy except the Annual Report is retained for permanent preservation.



Transferred from Schedule 87-23, Series 5-1, 5-2, 5-3
6-2
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 one (1) cubic foot per year


Disposition:
Retain for permanent preservation.



Transferred from Schedule 87-23, Series 5-5
6-3
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 one (1) cubic foot per year


Disposition:
Retain in office and review on an annual basis.  Destroy duplicate and ancillary materials after the annual review.  Retain substantive records for three (3) years then destroy, unless legal actions are pending.  If legal action is pending, destroy three (3) years after exhaustion of all legal remedies, provided records meet all stipulated retention requirements. 



Transferred from Schedule 87-23, Series 5-8
Forestry   (continued)

6-4
General Services Administration (GSA) Property File

Description:
File contains acquisition papers, inventories, titles, registration, insurance policies, and disposition records related to management of federal excess property.


Volume:
two (2) cubic feet per year


Disposition:
Retain titles, registration, and insurance policies in office until final disposition of property.  Destroy remainder of file after five (5) years provided all audits have been completed, all applicable audit reports have been accepted and resolved by all applicable federal and state agencies, provided no legal actions are pending.  If legal action is pending, destroy three (3) years after exhaustion of all legal remedies, provided records meet all stipulated retention requirements.



Transferred from Schedule 87-23, Series 5-11
6-5
Burning Ban Records

Description:
File contains information related to the implementation of the Governor’s Burning Ban proclamations, including executive proclamations, correspondence with County Sheriffs and posting requirements.


Volume:
less than one (1) cubic foot per year


Disposition:
Retain in office one (1) year, then destroy, provided no legal actions are pending.  If legal action is pending, destroy three (3) years after exhaustion of all legal remedies, provided records meet all stipulated retention requirements. 

6-6
Prescribed Burn Notifications

Description:
Required notifications of burning plans for “Prescribed Burn” liability



protection.


Volume:
less than one (1) cubic foot per year


Disposition:
Retain in office ten (10) years, then destroy, provided no legal actions are pending.  If legal action is pending, destroy three (3) years after exhaustion of all legal remedies, provided records meet all stipulated retention requirements.

Forestry   (continued)

6‑7
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 (Series 5‑5).


Volume:
one (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) years old, provided no legal action pending.  If legal action is pending, destroy three (3) years after exhaustion of all legal remedies, provided records meet all stipulated retention requirements.

 

Transferred from Schedule 87-23, Series 5-7
6-8
Fire Reports

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


Volume:
less than one (1) cubic foot per year


Disposition:
Retain in office ten (10) years, then destroy, provided no legal action pending.  If legal action is pending, destroy three (3) years after exhaustion of all legal remedies, provided records meet all stipulated retention requirements.

 

Transferred from Schedule 87-23, Series 5-9  
Agricultural Laboratory 

7-1
Record of Livestock Distributions

Description:
File contains information pertaining to the distribution of livestock disease related supplies to veterinarians and authorized Agency personnel.  


Volume:
less than two (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 three (3) years after exhaustion of all legal remedies, provided records meet all stipulated retention requirements.



Transferred from Schedule 87-23, Series 6-8
7-2
Feed, Fertilizer, Ag-Lime, Seed, and Livestock Disease Analytical Support Data

Description:
File contains all applicable analytical support data generated during the testing of various materials submitted for testing to the listed sections, including service sample reports.  Offices of record are Plant Industry and Consumer Services and Animal Industry Services Divisions.


Volume:
twelve (12) cubic feet per year


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



Transferred from Schedule 97-03, Series, 4-22; 

HYPERLINK "1987-23.doc" \l "ODAFF1987_23_6_1"
Transferred from Schedule 87-23, Series 6-1,

HYPERLINK "1987-23.doc" \l "ODAFF1987_23_6_4"
 6-3, 6-4,

HYPERLINK "1987-23.doc" \l "ODAFF1987_23_6_6"
 6-5, 6-6,

HYPERLINK "1987-23.doc" \l "ODAFF1987_23_6_7"
 6-7,

HYPERLINK "1987-23.doc" \l "ODAFF1987_23_6_15"
 6-15, 6-16,

HYPERLINK "1987-23.doc" \l "ODAFF1987_23_6_18"
 6-17, 6-18
7-3
Pesticide, Inorganic, and Bureau of Standards Analytical Support Data

Description:
File contains all applicable analytical support data generated during the testing of various materials submitted for testing to the listed sections, including service sample reports.  Offices of record for official reports are Agricultural Environmental Management Services and Plant Industry and Consumer Services.  


Volume:
twenty-four (24) cubic feet per year


Disposition:
Retain in office ten (10) years, then destroy, provided no legal actions are pending.  If legal action is pending, destroy three (3) years after exhaustion of all legal remedies, provided records meet all stipulated retention requirements.



Transferred from Schedule 87-23, Series 6-19
Agricultural Laboratory (continued)

7-4
Quality System Documents


Description:
File contains original paper hardcopies of quality audit notations and reports, proficiency reports, quality related correspondence, and superseded revisions of the quality manuals, technical procedure, and policies and practices related to the laboratory quality system.


Volume:
four (4) cubic feet per year


Disposition:
Retain in office ten (10) years, then destroy, provided no legal actions are pending.  If legal action is pending, destroy three (3) years after exhaustion of all legal remedies, provided records meet all stipulated retention requirements.

7-5
Food Safety Analytical Support Data

Description:
File contains all applicable analytical support data generated during the analysis of various food safety samples, including service sample reports.  Office of record for official report is Food Safety Services Division.


Volume:
four (4) cubic feet per year


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

7-6
Hazardous Waste Manifest

Description:
File contains complete list of all hazardous waste materials sent for disposal and the final certificates of disposal indicating that waste material was properly discarded.


Volume:
Less than one-quarter (1/4) cubic foot per year


Disposition:
To be retained permanently on site according to federal law.

Agricultural Laboratory (continued) 

7-7
Weights and Measures Records

Description:
Scale inspection reports, test results, and incoming and copies of outgoing correspondence related to violations, condemned scales, scale repairs, scale service technicians, and scale sales companies.  Includes records related to testing of postal scales per cooperative agreement with U.S. Postal Service. 


Volume:
four (4) cubic feet per year


Disposition:
Retain in office five (5) years, then destroy, provided all audits have been completed, all applicable audit reports have been accepted and resolved by all applicable federal and state agencies, provided no legal actions are pending.  If legal action is pending, destroy three (3) years after exhaustion of all legal remedies, provided records meet all stipulated retention requirements. 



Transferred from Schedule 97-03, Series 5-5, 5-12;

HYPERLINK "1987-23.doc" \l "ODAFF1987_23_2_5"
 Transferred from Schedule 87-23, Series 2-5, 2-6,

HYPERLINK "1987-23.doc" \l "ODAFF1987_23_2_15"
 2-15
7-8
Price Verification Reports

Description:
File contains price verification reports and notes relative to violations regarding store cash registers and scanners.


Volume:
two (2) cubic feet per year


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



Transferred from Schedule 97-03, Series 5-13
7-9
Bureau of Standards Records
Description:
File contains original accreditation records, quality system documentation (audits, management reviews, inquiries, corrective actions, preventive actions, recall records, deviations from procedures, software validation, and method validation), quality manual documents (including appendices and standard administrative procedures and checklists), and technical procedure documents (including general laboratory procedures, general measurement practices, and standard operating procedures). File contains copies of calibration, original test records and supplementary records.


Volume:
less than two (2) cubic feet per year


Disposition:
Retain in office for five (5) years after record is superseded, then destroy records when they become fifteen (15) years old. 



Transferred from Schedule 87-23, Series 6-22
Livestock Diseases

8-1
Livestock Ear Tag Records

Description:
File contains log of ear tags issued to veterinarians, field personnel, and producers for cattle, swine and sheep.


Volume:
less than one (1) cubic foot per year


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



Transferred from Schedule 87-23, Series 6-9
8-2
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:
four (4) cubic feet per year


Disposition:
Retain for permanent preservation.



Transferred from Schedule 87-23, Series 7-5
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 one (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 three (3) years after exhaustion of all legal remedies, provided records meet all stipulated retention requirements.



Transferred from Schedule 87-23, Series 8-3
Livestock Diseases   (continued)

8-4
AID 23's Forms

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


Volume:
twelve (12) cubic feet per year


Disposition:
Retain in office five (5) years, then destroy, provided no legal action is pending. If legal action is pending, destroy three (3) years after exhaustion of all legal remedies, provided records meet all stipulated retention requirements.  



Transferred from Schedule 87-23, Series 8-5
8-5
Back Tag Reports

Description:
Registers of auction market animal sales.  Information includes numbers involved and names of purchasers.  

Volume:
thirty-nine (39) cubic feet per year


Disposition:
Retain in office five (5) years, then destroy, provided no legal action is pending. If legal action is pending, destroy three (3) years after exhaustion of all legal remedies, provided records meet all stipulated retention requirements. 



Transferred from Schedule 87-23, Series 9-1
8-6
Market Cattle Identification 

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


Volume:
eleven (11) cubic feet per year


Disposition:
Retain in office two (2) years unless superseded.  Destroy records when they become five (5) years old, provided no legal action is pending.  If legal action is pending, destroy three (3) years after exhaustion of all legal remedies, provided records meet all stipulated retention requirements. 



Transferred from Schedule 87-23, Series 9-2, 9-3, 9-4
Livestock Diseases   (continued)

8-7
Livestock Quarantine Notification 

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:
one (1) cubic foot per year


Disposition:
Retain in file until quarantine is released.  Destroy records when they become five (5) years old and no legal actions are pending.  If legal action is pending, destroy three (3) years after exhaustion of all legal remedies, provided records meet all stipulated retention requirements. 



Transferred from Schedule 87-23, Series 9-5, 9-6
8-8
Calfhood Vaccinations

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


Volume:
ten (10) cubic feet per year


Disposition:
Retain in office ten (10) years, then transfer to federal repository. 



Transferred from Schedule 87-23, Series 9-7
8-9
Calfhood Vaccination Claim Files

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


Volume:
less than one (1) cubic foot per year


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



Transferred from Schedule 87-23, Series 9-8
8-10
Livestock Indemnity Records

Description:
File contains copies of claims or requests for indemnification for the destruction of livestock by state order.  Proof of slaughter included.


Volume:
two (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 three (3) years after exhaustion of all legal remedies, provided records meet all stipulated retention requirements. 



Transferred from Schedule 87-23, Series 9-10, 9-11
Livestock Diseases   (continued)

8-11
Shipping Permits (Infected‑Exposed Animals)

Description:
File contains permits (VS Form 1‑27) for movement of infected or exposed animals from auction, to slaughter, or to feedlot then to slaughter.  

Volume:
five (5) 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 three (3) years after exhaustion of all legal remedies, provided records meet all stipulated retention requirements. 



Transferred from Schedule 87-23, Series 9-12, 9-13
8-12
Central Program Records (Herd Jackets)

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


Volume:
twenty (20) cubic feet per year


Disposition:
Retain in office seven (7) years, then transfer to federal repository.




Transferred from Schedule 87-23, Series 9-14,

HYPERLINK "1987-23.doc" \l "ODAFF1987_23_10_1"
 10-1,

HYPERLINK "1987-23.doc" \l "ODAFF1987_23_10_2"
 10-2, 10-3, 10-4
8-13
Inspector’s Quarantine Files (VQ-5s)

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 related to violations.  Also includes copies of forms mailed to owners advising them that quarantines have been established for 30 days (self‑expiring). 


Volume:
one (1) cubic foot per year


Disposition:
Retain in office five (5) years, then destroy, provided no legal action is pending. If legal action is pending, destroy three (3) years after exhaustion of all legal remedies, provided records meet all stipulated retention requirements. 



Transferred from Schedule 87-23, Series 11-2,

HYPERLINK "1987-23.doc" \l "ODAFF1987_23_11_4"
 11-4,

HYPERLINK "1987-23.doc" \l "ODAFF1987_23_12_1"
 12-1
Livestock Diseases   (continued)

8-14
Import Quarantine Files

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


Volume:
three (3) cubic feet per year


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



Transferred from Schedule 87-23, Series 13-1
8-15
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 one (1) cubic foot per year


Disposition:
Retain in office five (5) years, then destroy, provided no legal action is pending. If legal action is pending, destroy three (3) years after exhaustion of all legal remedies, provided records meet all stipulated retention requirements. 



Transferred from Schedule 87-23, Series 12-2
8-16
Health Certificates, Transport, Import, and Export of Animals

Description:
Certificates for transporting animals interstate and intrastate.  Information includes types of animals, quantities, and health data.


Volume:
twenty-three (23) cubic feet per year


Disposition:
Retain in office five (5) years, then destroy, provided no legal action is pending. If legal action is pending, destroy three (3) years after exhaustion of all legal remedies, provided records meet all stipulated retention requirements. 



Transferred from Schedule 87-23, Series 13-2, 13-3, 13-4
Livestock Diseases   (continued)

8-17
Swine Exhibition Permit File

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


Volume:
four (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 trace back purposes. 



Transferred from Schedule 87-23, Series 13-5
8-18
Tuberculosis Records and Reports

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


Volume:
less than one (1) cubic foot per year


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



Transferred from Schedule 87-23, Series 11-1
8-19
Equine Infectious Anemia (EIA) Test Charts

Description:
Test charts pertaining to Equine Infectious Anemia (EIA) tests having negative results, positive test charts, quarantines, releases, and related correspondence.


Volume:
four (4) cubic feet per year


Disposition:
Retain in office five (5) years, then destroy, provided no legal action is pending.  If legal action is pending destroy three (3) years after exhaustion of all legal remedies provided records meet all stipulated retention requirements. 



Transferred from Schedule 87-23, Series 11-3, 11-4
Meat Inspection

9-1
Meat Plant Construction Files

Description:
Files consist of blueprints and floor plans for meat plants.  

Volume:
less than one (1) cubic foot per year


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



Transferred from Schedule 87-23, Series 15-3
9-2
Meat Plant Registration Files 

Description:
Files pertain to registration and inspection of meat and poultry plants and contain state and federal inspection reports, reports relative to violations and the methods used to correct them, and correspondence.


Volume:
three (3) cubic feet per year


Disposition:
Retain in office five (5) years after plant closes, then destroy provided no legal actions are pending.  If legal action is pending, destroy three (3) years after exhaustion of all legal remedies, provided records meet all stipulated retention requirements. 



Transferred from Schedule 87-23, Series 15-4, 15-5
9-3         Performance Based Inspection System Inspector Assignment Schedule (FSIS Form 8800-2)                   
Description:
File contains hard copy reports received weekly from state meat inspection plant inspectors andPRIVATE 
 quarterly reports compiled from those reports, Performance Based Inspection System Inspector Assignment Schedule (FSIS Form 8800-2).

Volume:
seven (7) cubic feet per year

                Disposition:
Retain hard copies in office six (6) months, then destroy upon verification that all information has been entered into electronic record.  Retain electronic records in office and delete data pertaining to individual reports when they become five (5) years old provided all audits have been completed, all applicable audit reports have been accepted and resolved by all applicable federal and state agencies, and no legal actions are pending. If legal action is pending, delete data three (3) years after exhaustion of all legal remedies provided records meet all stipulated retention requirements. 



Transferred from Schedule 87-23, Series 15-10, 15-11
Meat Inspection (continued)

9-4
Organic Food Act Records

Description:
File contains records pertaining to organic food producers.  Records may include license applications, copies of issued licenses, routine inspection reports, sample assay results, and allegations of contamination. 


Volume:
less than two (2) cubic feet per year


Disposition:
Retain in office ten (10) years, then destroy, provided all audits have been completed, all applicable audit reports have been accepted and resolved by all applicable federal and state agencies, provided no legal actions are pending. If legal action is pending, destroy three (3) years after exhaustion of all legal remedies, provided records meet all stipulated retention requirements. 



Transferred from Schedule 97-03, Series 6-1, 6-2
9-5
Farm Slaughter Truck Registration 

Description:
File consists of registration applications of mobile farm slaughter units and review and evaluation reports. 


Volume:
Less than one (1) cubic foot per year


Disposition:
Retain in Active Files until out of business or license is revoked, then transfer to Inactive Files for five (5) years and destroy provided no legal actions are pending.  If legal action is pending destroy three (3) years after exhaustion of all legal remedies, provided records meet all stipulated requirements. 

9-6
Food Animal By-Products and 4-D Business Registration Files

Description:
File consists of registration application of businesses that pick up, remove, transport, store or manufacture food animal by-products or dead, dying, disabled or diseased animals. 


Volume:
Less than one (1) cubic foot per year


Disposition:
Retain in Active Files until out of business or license is revoked, then transfer to Inactive Files for five (5) years and destroy provided no legal actions are pending.  If legal action is pending destroy three (3) years after exhaustion of all legal remedies, provided records meet all stipulated requirements. 

Meat Inspection (continued)

9-7
Distributors, Meat Brokers and Public Warehousemen Registration Files

Description:
File consists of certificates of registration for distributors, meat brokers and public warehousemen.


Volume:
Less than one (1) cubic foot per year


Disposition:
Retain in Active Files until out of business or license is revoked, then transfer to Inactive Files for five (5) years and destroy provided no legal actions are pending.  If legal action is pending destroy three (3) years after exhaustion of all legal remedies, provided records meet all stipulated requirements. 

9-8
Truck Accident Investigation File

Description:
File consists of investigation of accidents involving live animals and poultry and products derived from them, and the disposition of products, dead animals and poultry.


Volume:
Less than one (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 three (3) years after exhaustion of all legal remedies, provided records meet all stipulated retention requirements. 

9-9
Planned Compliance Review Files 

Description:
File consists of documentation regarding individuals and businesses that have violated Oklahoma meat and poultry statutes and rules or distributors and businesses that deal in salvage foods and in dead, dying, diseased and disabled food animals and poultry.  Files may contain reports of apparent violation, notices and terminations of detention, personal use statements, voluntary destruction authorizations, signed statements, shipper’s or receiver’s statements, photographs, organizational structures, invoices and other evidence.


Volume:
two (2) cubic feet per year


Disposition:
Retain in Active Files for approximately five (5) years, then destroy if no legal action is pending.  If legal action is pending, destroy three (3) years after exhaustion of all legal remedies, provided records meet all stipulated requirements. 

Meat Inspection (continued)

9-10
Meat Plant Label Approval Files 

Description:
File consists of approved labels for meat products by each official state inspected meat and poultry plant.  


Volume:
Less than one (1) cubic foot per year


Disposition:
Retain in office until plant ceases operations, then return to plant owner or destroy if no legal actions are pending.  If legal action is pending, destroy three (3) years after exhaustion of all legal remedies, provided records meet all stipulated retention requirements. 

9-11
Food Safety Work Lists and Sample Results

Description:
File contains food safety sample work lists, sample results printouts and copies of sample test charts for Salmonella, E-Coli 0157, Listeria Monocytogenes and water activity and species identification. 


Volume:
one (1) cubic foot per year


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

9-12
Meat Inspection Lab Worksheets

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


Volume:
less than one (1) cubic foot per year


Disposition:
Retain in office one (1) year then destroy if no legal actions are pending.  If legal action is pending, destroy three (3) years after exhaustion of all legal remedies, provided records meet all stipulated retention requirements. 



Transferred from Schedule 87-23, Series 6-21
. 



9-13
Meat Inspection Lab Reports 

Description:
File contains copies of official meat inspection reports.  


Volume:
less than one (1) cubic foot per year


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



Transferred from Schedule 87-23, Series 6-20,

HYPERLINK "1987-23.doc" \l "ODAFF1987_23_15_7"
 15-7
Meat Inspection (continued)

9-14
Inspector Certification

Description:
Records of meat plant inspectors who have completed required training for state and federal certifications.  


Volume:
less than one (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 three (3) years after the exhaustion of all legal remedies. 



Transferred from Schedule 87-23, Series 15-6
9-15
Brucellosis Ring Test (BRT) File

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


Volume:
less than one (1) cubic foot per year


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



Transferred from Schedule 87-23, Series 9-15
Poultry and Poultry Products

10‑1
Poultry and Egg Graders Reports

Description:
Reports from poultry and egg processing plants in accordance with federal program requirements.  Files include graders reports and time sheets from which grader's salaries are reimbursed by USDA.


Volume:
one (1) cubic foot per year


Disposition:
Retain in office five (5) years, then destroy, provided all audits have been completed, all applicable audit reports have been accepted and resolved by all applicable federal and state agencies, provided no legal actions are pending.  If legal action is pending, destroy three (3) years after exhaustion of all legal remedies, provided records meet all stipulated retention requirements.



Transferred from Schedule 97-03, Series 5-1;

HYPERLINK "1987-23.doc" \l "ODAFF1987_23_2_1"
 Transferred from Schedule 87-23, Series 2-1
10‑2
Egg Registration Records

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


Volume:
one (1) cubic foot per year


Disposition:
Retain in office until one (1) year after cancellation of registration then destroy provided all audits have been completed, all applicable audit reports have been accepted and resolved by all applicable federal and state agencies, and no legal actions are pending.  If legal action is pending, destroy three (3) years after exhaustion of all legal remedies, provided records meet all stipulated retention requirements.

Transferred from Schedule 97-03, Series 5-2;

HYPERLINK "1987-23.doc" \l "ODAFF1987_23_2_2"
 Transferred from Schedule 87-23, Series 2-2
10‑3
Egg Surveillance Quarterly Reports

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


Volume:
less than one (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 three (3) years after the exhaustion of all legal remedies, provided records meet all stipulated retention requirements. 



Transferred from Schedule 97-03, Series 5-3;

HYPERLINK "1987-23.doc" \l "ODAFF1987_23_2_3"
 Transferred from Schedule 87-23, Series 2-3
Poultry and Poultry Products  (continued)

10‑4
Grocery Store Inspection Records

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


Volume:
two (2) cubic feet per year


Disposition:
Retain in office four (4) years, then destroy, provided no legal actions are pending.  If legal action is pending destroy three (3) years after exhaustion of all legal remedies, provided records meet all stipulated retention requirements. 



Transferred from Schedule 97-03, Series 5-10;

HYPERLINK "1987-23.doc" \l "ODAFF1987_23_2_11"
 Transferred from Schedule 87-23, Series 2-11
10-5
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:
one (1) cubic foot per year


Disposition:
Retain in office five (5) years, then destroy, provided no legal action is pending. If legal action is pending, destroy three (3) years after exhaustion of all legal remedies, provided records meet all stipulated retention requirements. 



Transferred from Schedule 87-23, Series 14-1
10-6
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:
one (1) cubic foot per year


Disposition:
Retain in office five (5) years, then destroy, provided no legal action is pending.  If legal action is pending, destroy three (3) years after exhaustion of all legal remedies, provided records meet all stipulated retention requirements. 



Transferred from Schedule 87-23, Series 14-2
Poultry and Poultry Products  (continued)

10-7
Poultry Testers Files

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:
one (1) cubic foot per year


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



Transferred from Schedule 87-23, Series 14-3
10-8
Poultry School Materials

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


Volume:
one (1) cubic foot per year


Disposition:
Retain in office until superseded, then destroy. 



Transferred from Schedule 87-23, Series 14-4
10-9
Poultry Quarantines and 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 one (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 three (3) years after the exhaustion of all legal remedies, provided records meet all stipulated retention requirements. 



Transferred from Schedule 87-23, Series 14-6
Milk and Dairy Products

11-1
Dairy and Milk Plant Files 

Description:
Files contain lists of permitted dairy farms and milk plants, inspection reports of dairy farms and milk plants, applications for permits and other related correspondence. 


Volume:
less than one (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 three (3) years after exhaustion of all legal remedies, provided records meet all stipulated retention requirements. 

11-2
Milk Sanitation Ratings

Description:
Files contain milk sanitation ratings of listed bulk tank units or milk plants.  Also contain check ratings performed by regional FDA officials. 


Volume:
less than one (1) cubic foot per year


Disposition:
Retain in office until superseded, then destroy. 

11-3
Butter and Non‑Fat Dry Milk Certificates

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

Volume:
one (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 three (3) years after exhaustion of all legal remedies, provided records meet all stipulated retention requirements. 



Transferred from Schedule 87-23, Series 2-13
Environmental

12-1
Concentrated Animal Feeding Operations (CAFO) License or Permit Files
Description:
Files contain applications, renewals, transfers of ownership, technical documents, sampling data, inspection and compliance information, and general correspondence for CAFOs.


Volume:  
one (1) cubic foot per year

Disposition:
Retain in office five (5) years then destroy after closure and completion of any environmental remediation at the operation, provided all audits have been completed, all applicable audit reports have been accepted and resolved by all applicable federal and state agencies, and no legal actions are pending.  If legal action is pending, destroy three (3) years after exhaustion of all legal remedies provided records meet all stipulated retention requirements.




Transferred from Schedule 97-03, Series 4-1
12-2 Poultry Feeding Operation Registration File
Description:
Files contain applications, transfers, renewals, maps, technical documents, inspection and compliance information, and general correspondence for poultry feeding operations.


Volume:  
one (1) cubic foot per year

Disposition:
Retain in office five (5) years, then destroy after closure and completion of any environmental remediation at the operation, provided all audits have been completed, all applicable audit reports have been accepted and resolved by all applicable federal and state agencies, and no legal actions are pending.  If legal action is pending, destroy three (3) years after exhaustion of all legal remedies, provided records meet all stipulated retention requirements.
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