
ARCHIVES AND RECORDS COMMISSION


DEPARTMENT OF AGRICULTURE


Plant Industry and Consumer Services


Records Disposition Schedule 97‑03

* October 17, 2001 *


DEPARTMENT OF AGRICULTUREPRIVATE 


Plant Industry and Consumer Services 97-03


This Records Disposition Schedule supersedes Records Disposition Schedule 86-12 approved by the Archives and Records Commission on April 16, 1986 and a subsequent amendment approved October 17, 2001 by the Archives and Records Commission.  Because records included in Section 2 [Agricultural Products Division] of Records Disposition Schedule 87-23 are consolidated into this records disposition schedule, Section 2 of Records Disposition Schedule 87-23 is hereby superseded and deleted. In accordance with an Archives and Records Commission Resolution of July 15, 1998, where applicable, references to the General Records Disposition Schedule have been updated to reflect current titles and series numbers.


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 Records
1-1
Administrative Correspondence

Description:
Director and Assistant Director's incoming and copies of outgoing correspondence for Plant Industry and Consumer Services Division.  [Agency Head's correspondence is retained in accordance with General Records Disposition Schedule, Series 1-3A]


Volume:
6 cubic feet per year


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



(Transferred to 2006-02, Series 1-14)
1-2 
Personnel Records of Permanent State Employees   (Refer to General Records Disposition Schedule, Series 3-1) 
1-3
Purchase Order Files    (Refer to General Records Disposition Schedule, Series 2-19)  

1-4
Inspectors Daily Work Summaries

Description:
Forms completed by inspectors summarizing daily assignments and time completed.  File also includes monthly reports, incoming and copies of outgoing correspondence from inspectors to businesses.


Volume:
8 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 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 1-12)
Administrative Records, (continued)

1-5
Inspector/Field Personnel Correspondence and Itineraries

Description:
File contains incoming and copies of outgoing correspondence from field inspector supervisors to field inspectors describing schedules of work to be performed for the following week.


Volume:
3 cubic feet per year


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



(Transferred to 2006-02, Series 1-14)
Pesticide Management/Nursery and Floral
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:
9 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 complaints have been filed.  If complaints have been filed, transfer to Complaint and Inquiry File. 



(Transferred to 2006-02, 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.  Disapprovals are dependent upon atmospheric conditions and restrictions.


Volume:
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 two (2) years after exhaustion of all legal remedies provided records meet all stipulated retention requirements. 



(Transferred to 2006-02, 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:
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 complaints have been filed.  If complaints have been filed, transfer to Complaint and Inquiry File.  



(Transferred to 2006-02, Series 2-3)
Pesticide Management/Nursery and Floral (continued)

2-4A
Pesticide Applications - Company

Description:
Perpetual file including annual license applications from pesticide spraying companies, filed by company name.  File contains both commercial and non-commercial companies.


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 provided no complaints have been filed.  If complaints have been filed, transfer to Complaint and Inquiry File. 



(Transferred to 2006-02, Series 1-13)
2-4B
Pesticide Applications - Private 


Description:
Applications for certification by private individuals to apply pesticides in agricultural setting on crops for resale by farmers, renewable in years that end in "O" or "5".


Volume:
3 cubic feet per year


Disposition:
Retain in office five (5) years, then destroy provided no complaints have been filed.  If complaints have been filed, transfer to Complaint and Inquiry File. 



(Transferred to 2006-02, Series 1-13)
Pesticide Management/Nursery and Floral (continued)

2-5
Complaint and Inquiry File

Description:
File contains complainant statements of alleged damages and complaints, internal investigative materials, working notes and correspondence, filed by assigned numerical number.


Volume:
6 cubic feet 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 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)
2-6
Certification and Training Records (Active)

Description:
Perpetual file contains name, test scores, practical exam results, and receipt numbers of certified applicators or service technicians, as well as continuing education attendance records and agendas.  Filed by individual name, applicator number.  Certification expires every five (5) years.


Volume:
1 cubic foot per year


Disposition:
Retain in office until certification expires, then transfer to Series 2-7, Certification and Training Records (Inactive). 



(Transferred to 2006-02, Series 1-13)
Pesticide Management/Nursery and Floral (continued)

2-7
Certification and Training Records (Inactive)

Description:
Contains the same information as Certification and Training Records-Active, Series 2-6 on applicators or service technicians whose certification has expired and who have not retested.


Volume:
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 1-13)
2-8
Test Booklets

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


Volume:
less than 1 cubic foot per year


Disposition:
Retain in office until superseded, then destroy. 



(Transferred to 2006-02, Series 2-4)
2-9
Test Answer Sheets records are subject to 51 O.S. 24A.7


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


Volume:
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 two (2) years after exhaustion of all legal remedies provided records meet all stipulated retention requirements. 



(Transferred to 2006-02, Series 2-5)
Pesticide Management/Nursery and Floral (continued)

2-10
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 rules and regulations changes resulting from hearings.


Volume:
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 two (2) years after exhaustion of all legal remedies provided records meet all stipulated retention requirements. 



(Transferred to 2006-02, Series 2-8)
2-11
Federal Grant Records

Description:
Records include Grant applications, reports, and incoming and copies of outgoing correspondence pertaining to one (1) year pesticide federal grants from Environmental Protection Agency.


Volume:
1 cubic foot per year


Disposition:
Retain in office and destroy five (5) years after expiration of grant, 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)
Pesticide Management/Nursery and Floral (continued)

2-12
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:
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 2-6)
2-13
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:
2 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 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 2-7)
Pesticide Management/Nursery and Floral (continued)

2-14
Migratory Beekeeper Certifications

Description:
Files contain Certificates of Apiary Inspection, entry permits and registration applications.


Volume:
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 two (2) years after exhaustion of all legal remedies provided records meet all stipulated retention requirements. 



(Transferred to 2006-02, Series 1-13)
2-15
Licensed Nursery Firms - Applications

Description:
file contains annual Business applications to grow and/or sell nursery stock.  Files are in company name order.


Volume:
2 cubic feet per year


Disposition:
Retain in office until one (1) year after expiration, then transfer to the State Records Center.  Destroy records when they become three (3) 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)
2-16
Vegetable and Sweet Potato Grower File

Description:
File contains annual Business applications for vegetable and sweet potato growers.  Files are in company name order.


Volume:
2 cubic feet per year


Disposition:
Retain in office until one (1) year after expiration, then transfer to the State Records Center.  Destroy records when they become three (3) 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)
Pesticide Management/Nursery and Floral (continued)

2-17
Phytosanitary Inspection Reports

Description:
File contains requests for and copies of issued Phytosanitary Certificates and supporting documentation detailing the export of agricultural products, import/interstate movement of nursery stock and soils which permit the movement of live plant pests and soil.


Volume:
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 two (2) years after exhaustion of all legal remedies provided records meet all stipulated retention requirements. 



(Transferred to 2006-02, Series 1-13)
2-18
Ornamental Pruners File

Description:
File of ornamental pruners companies, including license applications, required company reports, incoming and copies of outgoing correspondence, and complaints.


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 three (3) years old, provided no complaints are pending.  If complaints are pending, destroy two (2) years after exhaustion of all legal remedies. 



(Transferred to 2006-02, Series 1-13)
Pesticide Management/Nursery and Floral (continued)

2-19
Restricted Use Dealers Permits

Description:
File of applications for restricted use dealers permits (products which require special certification of applicators prior to use).  Permits are valid for one (1) year.


Volume:
1 cubic foot per year


Disposition:
Retain in office until two (2) years after expiration of permit, 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)
2-20
Bio-Tech Permits

Description:
Files contain copies of news releases and research reports on the movement of genetically engineered, biological organisms within the State of Oklahoma.  File contains faxed copies of USDA-issued interstate transportation application/permit with ODA concurrent approval. 


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 1-13)
2-21
Permits to Move Live Plant Pests

Description:
USDA/PPQ Form 526, "Permit to move live plant pests, noxious weeds, Plant Pathogens Interstate" issued upon request by both USDA and ODA as notification method of movement.


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 1-13)
Pesticide Management/Nursery and Floral (continued)

2-22
Informal Enforcement Hearing File

Description:
Contains written agreements between Oklahoma Department of Agriculture and respondent, resulting from a complaint (Complaint and Inquiry File, Series 2-5) and ensuing investigation, and presented to Board of Agriculture for approval.  File includes formal order accepting conditions of agreement.


Volume:
3 cubic feet per year


Disposition:
Retain in office for duration of agreement plus three (3) years, then destroy provided no additional complaints have been received 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. 



(Replaced by General Disposition Schedule, Series 1-21)
Series 3 reserved for future use

Agricultural Resource Management
4-1
State Licensed Feed Yards

Description:
File contains description of feed yards, original license application and subsequent renewals, incoming and copies of outgoing correspondence, environmental and waste information, results of inspections conducted under the Concentrated Animal Feeding Operation for federal permits.  License is valid for one (1) year.


Volume:
1 cubic foot per year


Disposition:
Retain in office until three (3) years after feed yard ceases operation and lagoon is closed, then destroy provided no complaints have been filed.  If complaints have been filed transfer to Series 4-2, Ag Resource Management (ARM) - Complaint File. 



(Transferred to 2006-02, Series 12-1)
4-2
Ag Resource Management (ARM) - Complaint File

Description:
File contains complaint statements, internal investigative materials, incoming and copies of outgoing correspondence relating to an alleged damage complaint and the resulting inquiry and/or investigation report.


Volume:
4 cubic feet per year


Disposition:
Retain in office until three (3) years after receipt of complaint then transfer to the State Records Center.  Destroy records when they become ten (10) years old provided complaint has been resolved and 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)
Agricultural Resource Management (continued)

4-3
Official Feed Sample Lab Reports

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


Volume:
3 cubic feet per year


Disposition:
Retain in office two (2) years, then destroy provided no complaint has been filed.  If complaint has been filed, transfer to Series 4-2, Ag Resource Management (ARM) - Complaint File. 



(Transferred to 2006-02, Series 3-1)
4-4
Feed Correspondence

Description:
Incoming and copies of outgoing correspondence concerning feed samples and registration of feed products.


Volume:
3 cubic feet per year


Disposition:
Retain in office and review on an annual basis.  After completing the review, destroy duplicate and ancillary materials as well as substantive records two (2) or more years old no longer required for administrative purposes. 



(Transferred to 2006-02, Series 1-14)
4-5
Feed Tonnage Reports

Description:
Quarterly tonnage and inspection fee reports submitted by manufacturers on the quantity of tons of feed distributed for sale within Oklahoma.


Volume:
2 cubic feet per year


Disposition:
Retain in office three (3) years, then destroy provided payment has been received and 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 3-2)
Agricultural Resource Management (continued)

4-6
Feed License File

Description:
File contains annual license applications for commercial feed companies.


Volume:
1 cubic foot per year


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



(Transferred to 2006-02, Series 1-13)
4-7
Federal Contracted Medicated Feed Mill Inspections  [CFR 44 Chap21,29,31,33]   


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:
2 cubic feet per year


Disposition:
Retain in office until superseded, then destroy. 



(Transferred to 2006-02, Series 1-12)
4-8
Compliance Audits

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


Volume:
1 cubic foot per year


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



(Transferred to 2006-02, Series 3-3)
Agricultural Resource Management (continued)

4-9
Official Fertilizer Sample Lab Test Results

Description:
File of fertilizer and ag lime sample results.


Volume:
1 cubic foot per year


Disposition:
Retain in office two (2) years, then destroy provided no complaint has been filed.  If complaint has been filed, transfer to Series 4-2, Ag Resource Management (ARM) - Complaint File. 



(Transferred to 2006-02, Series 3-4)
4-10
Fertilizer Registrations

Description:
File of fertilizer products registered in Oklahoma, including labels and related correspondence.  Once a label is approved, registration of label is no revoked.


Volume:
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 complaint has been filed.  If complaint has been filed, transfer to Series 4-2, Ag Resource Management (ARM) - Complaint File. 



(Transferred to 2006-02, Series 3-5)
4-11
Fertilizer Tonnage File

Description:
Quarterly tonnage and inspection fee reports submitted by companies to Division on the quantity of fertilizer distributed for sale within Oklahoma.


Volume:
2 cubic feet per year


Disposition:
Retain in office three (3) years, then destroy provided payment has been received and provided legal action is not 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 3-2)
Agricultural Resource Management (continued)

4-12
Fertilizer Correspondence

Description:
Incoming and copies of outgoing correspondence with fertilizer firms, including anhydrous ammonia and fertilizer facilities.


Volume:
2 cubic feet per year


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



(Transferred to 2006-02, Series 1-14)
4-13
Fertilizer Licenses File

Description:
File contains license applications, annual inspection report, incoming and copies of outgoing correspondence covering safety, storage, and handling of fertilizer.  License is good for one (1) year.


Volume:
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 1-13)
4-14
Anhydrous Ammonia Files

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


Volume:
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 two (2) years after exhaustion of all legal remedies provided records meet all stipulated retention requirements. 



(Transferred to 2006-02, Series 1-12)
Agricultural Resource Management (continued)

4-15
Soil Amendment Registrations

Description:
File contains calendar year registrations of soil amendment products.  All registrations and labels expire on December 31 of each year.


Volume:
1 cubic foot per year


Disposition:
Retain in office until one (1) year after expiration or license is superseded, then destroy. 



(Transferred to 2006-02, Series 3-6)
4-16
Soil Amendment Tonnage

Description:
Semi-annual inspection fee reports submitted by companies on the quantity of soil amendment products distributed for sale in Oklahoma.


Volume:
1 cubic foot per year


Disposition:
Retain in office three (3) years, then destroy provided payment has been received and legal action is not 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 3-2)
4-17
Ag-Lime Registrations

Description:
Perpetual file of Ag-Lime products registered by companies for sale in state of Oklahoma.


Volume:
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 complaints have been filed.  If complaints have been filed, transfer to Ag Resource Management(ARM)-Complaint File, Series 4-2. 



(Transferred to 2006-02, Series 3-7)
Agricultural Resource Management (continued)

4-18
Ag-Lime Tonnage Reports

Description:
Semi-annual tonnage and inspection fee reports filed with the Agricultural Resource Management Section.


Volume:
1 cubic foot per year


Disposition:
Retain in office three (3) years, then destroy, provided payment has been received and 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 3-2)
4-19
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, records of annual licensing.


Volume:
1 cubic foot per year


Disposition:
Retain in office two (2) years after receipt of complaint 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 3-8)
4-20
Fertilizer Company Invoices

Description:
Copy of shipping invoices from fertilizer companies to Oklahoma distributors.  Serves as basis for annual reports.


Volume:
4 cubic feet per year


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



(Transferred to 2006-02, Series 3-9)
Agricultural Resource Management (continued)

4-21
EPA Environmental Project Files

Description:
File contains data, research, reports involving multi-agency EPA Programs controlled out of Secretary of the Environment's office, using pass-through monies.


Volume:
2 cubic feet per year


Disposition:
Retain in office until five (5) years after completion of program, 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)
4-22
Seed Sample Records

Description:
File contains data concerning seed samples. Information includes laboratory analysis results and report.


Volume:
4 cubic feet per year


Disposition:
Retain in office two (2) years, then transfer to the State Records Center.  Destroy records when they become three (3) years old, provided no complaints have been filed.  



(Transferred to 2006-02, Series 7-2)
4-23
Seed Correspondence

Description:
Incoming and copies of outgoing correspondence concerning seed law, seed samples and licensing.


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 three (3) 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 destroy two (2) years after exhaustion of all legal remedies provided records meet all stipulated retention requirements. 



(Transferred to 2006-02, Series 1-14)
Agricultural Resource Management (continued)

4-24
Varietal Field Tests

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


Volume:
2 cubic feet per year


Disposition:
Retain in office permanently. 



(Transferred to 2006-02, Series 3-10)
4-25
Letters on Samples Sent--Federal

Description:
Informational copies of warning letters sent from United States Department of Agriculture Seed Branch to violating companies.  Files also contain copies of judgments and seizures.


Volume:
1 cubic foot per year


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



(Replaced by General Disposition Schedule Series 1-21)
4-26
"Sent Federal File"

Description:
Copies of Seed sample records on interstate shipments of seed sent for USDA action under Federal Seed Law.  Record contains all information on sample.


Volume:
1 cubic foot per year


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



(Replaced by General Disposition Schedule Series 1-37)
4-27
Semi-Annual Seed Tonnage Reports

Description:
File contains semi-annual seed tonnage reports on the sale of seed.


Volume:
1 cubic foot per year


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



(Transferred to 2006-02, Series 3-2)
Agricultural Resource Management (continued)

4-28
Seed Firm License File (Active)

Description:
Perpetual file of firms licensed to sell seed.  Licenses are good for one (1) fiscal year.


Volume:
1 cubic foot per year


Disposition:
Retain in office until license expires and is not renewed then transfer to Series 4-29, Seed Firm License File - Inactive. 



(Transferred to 2006-02, Series 3-13)
4-29
Seed Firm License File--Inactive

Description:
File contains the same information as Seed firm License Files (Active), Series 4-28, but firm is no longer selling seed.


Volume:
1 cubic foot per year


Disposition:
Retain in office and review on an annual basis.  After completing the review, destroy duplicate and ancillary materials as well as substantive records three (3) or more years old no longer required for administrative purposes 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 3-13)
Agricultural Products Section
5-1
Poultry and Egg Graders Reports

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


Volume:
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 10-1)
5-2
Egg Registration Records

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


Volume:
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 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 the exhaustion of all legal remedies. (Transferred to 2006-02, Series 10-2)
5-3
Egg Surveillance Quarterly Reports

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


Volume:
1 cubic foot per year


Disposition:
Retain in office until one (1) year 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, then destroy.  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 10-3)
Agricultural Products Section, (continued)

5-4
Egg License Records

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


Volume:
6 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 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 1-13)
5-5
Weights and Measures Records

Description:
Scale inspection reports and incoming and copies of outgoing correspondence relative to condemned scales, scale repairs, scale service technicians, and scale sales 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 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 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 Section, (continued)

5-6
Fruit and Vegetable Records

Description:
File includes fruit and vegetable business license applications, inspection certificates, and copies of licenses.


Volume:
5 cubic feet per year


Disposition:
Retain in office three (3) 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 1-13)
5-7
Peanut Grading Program File

Description:
File includes peanut buying guidelines, peanut grading statistics, and copies of peanut inspectors' payroll.


Volume:
20 cubic feet per year


Disposition:
Retain in office three (3) 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. 



(Program Discontinued)

5-8
Warehouse Records - Licensing  Records are subject to 51 O.S. §24A.7


Description:
Warehouse and elevator storage records including licenses, grain storage indemnity records, and copies of 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 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 4-1)
Agricultural Products Section, (continued)

5-9
Warehouse Records - Inspections

Description:
Warehouse and elevator storage records, including warehouse examinations and incoming and copies of outgoing correspondence.


Volume:
5 cubic feet per year


Disposition:
Retain in office three (3) 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 4-1)
5-10
Grocery Store Inspection Records

Description:
File contains market house inspection reports pertaining to egg inspections and label inspections and incoming and copies of outgoing correspondence.


Volume:
6 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 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 10-4)
Agricultural Products Section, (continued)

5-11
Fuel Alcohol and Plant Records

Description:
File pertains to the licensing of facilities that produce Gasohol and contains applications, copies of distillers' permit, and incoming and copies of outgoing 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 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 1-13)
5-12
Package Checking Reports

Description:
File contains inspection reports pertaining to checking of retail outlet scales and consist of test results and notes relative to violations.


Volume:
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 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)
5-13
Price Verification Reports

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


Volume:
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 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 7-8)
Agricultural Products Section, (continued)

5-14
Ag Products Section Complaint File

Description:
File consists of complaints and incoming and copies of outgoing correspondence involving complaints about eggs, weight and measures, and public warehouses.


Volume:
1 cubic foot per year


Disposition:
Retain in office three (3) 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 1-10)
Organic Foods

6-1
Organic Food Act Records-Licenses Approved

Description:
File contains records pertaining to individual producers of organic food, licensed annually by Oklahoma’s Department of Agriculture. Records include license applications, copies of issued licenses, routine inspection reports, sample assay results, and, occasionally, allegations of contamination. Allegations of contamination may come from the public or from the producers themselves.


Volume:
less than 1 cubic foot per year


Disposition:
Retain in office until individual records become ten (10) years old, 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 9-4)
6-2
Organic Foods Act Records-Licenses Denied

Description:
File contains applications from persons wishing to be licensed to produce organic foods by Oklahoma’s Department of Agriculture, but whose applications were denied. Records include license applications, routine inspection reports (if conducted), sample assay results (if conducted), and, occasionally, allegations of contamination. Allegations of contamination may come from the public or from the producers themselves. 


Volume:
less than 1 cubic foot per year


Disposition:
Retain in office until individual records become five (5) years old, 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 9-4)


