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A. INTRODUCTION

It is the duty of the Delaware Public Archives (DPA) to administer, implement and enforce all provisions of the Delaware Public Records Law. In order to fulfill its
obligation to the citizens of this state, the DPA is fully committed to providing assistance, expertise, and guidance to agencies to ensure that their records are properly
managed and disposed of using collaboratively developed and legally binding guidelines. These procedures are outlined in the Retention Schedule Instructions.

Contained within this document are the approved Retention Schedules that list the records commonly used by the Department of Agriculture.

This schedule is used in conjunction with the general state records retention schedules. If a record series is not located on one of the retention schedules within this
document or on an agency specific retention schedule, please contact the Information Resource Specialist (Analyst) that is assigned as the liaison to your agency.

The listed retention periods are the minimums necessary under normal conditions. However, they do not override federal or state law, litigation requirements or good
judgment. Records may need to be retained beyond the recommended retention periods due to audits, litigation, or changes in legal statute (see Audit/Legal/Statutory
Requirements). Records required beyond the recommended retention periods must be retained until cleared by the appropriate authority. As a reminder, Delaware
Public Records Law requires the consent of the State Archivist prior to the disposal of any state agency records (Title 29 Delaware Code, §504).

The DPA has assigned an Information Resources Specialist (Analyst) to each state agency (see Agency Assignments). The agency Analyst is a valuable asset that
should be consulted frequently regarding policies and procedures or to provide technical advice to the agency’s management team, records officers or authorized

agents. Furthermore, the DPA recommends that agencies survey their record collections on an annual or semi-annual basis in order to identify records that may be
moved to off-site storage, destroyed, or imaged in compliance with the General Records Retention Schedule and Agency Specific Retention Schedules. By following
the retention instructions as set forth by retention schedule, an agency may achieve significant savings in space and labor, ensure the preservation and security of
valuable documents, and protect against liability for improper handling of official records.
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C. SCHEDULE FORMAT

Below is as explanation of the format of the Records Retention Schedule:

Series #

Series Numbers are alphanumeric designations assigned by an Information Resource Specialist (DPA Analyst) to identify the
agency’s records (Record Series).

Series Title and Description

The Series Title is the title most commonly used by an agency to identify records or items based on their filing arrangement or
how they are maintained as a unit. The Description identifies typical documents found within the record; it explains their
function, purpose and possible relationships to other records and organizations.

Confidential / Vital

Confidential: Confidential records are records that are not open to the public in order to protect the privacy rights of individuals
or the security arrangements of locations, persons, places and items as defined by law. Federal and State statutes and regulations
determine a record’s confidentiality status. Restrictions to public inspection of confidential records may apply to the entire record
or to discrete portions of information enclosed in the record. It is the agency’s responsibility to identify records containing
confidential information. Confidential records should always be handled to ensure the security of the information within.

Vital: Vital Records are those records that are required to ensure that an agency is able to function during an emergency, disaster,
and recovery operations. Furthermore, they are records that are crucial to protecting the legal and financial rights and interests of
an agency and of the individuals directly affected by its activities. The agency is responsible for identifying which of their records
are vital. The primary protection method for vital records is through duplication and dispersal. These records should be identified
in record backup plans, contingency plans, migration strategies (eRecords), to ensure measures are in place to safeguard these
records. (e.g. COOP)

Retention and Instructions

Specific instructions directing the minimum retention period and disposition actions for each record series. Instructions indicate
length of time that the record should be retained by the agency, the location of the records, and the events or time-period that must
occur before disposition of the record series can be effected. Retention periods must abide by the minimum of time determined by
state and federal statute; however, records may be retained longer as warranted by best business practices. Exceptions to the
retention instructions are noted.

Date Approved/ Revised

Date that the record series was added or revised

Agency Notes

Notes regarding the development of a retention schedule that include Statute requirements and other references to assist the
agency records officers and management teams in future development or modification of the schedule

Retention Schedule
Modification History

Provides a brief history of the record retention schedule, including the development and modification may occur to the record
series.
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C. INDEX TO RECORD SERIES (Alphabetical by Series)

COMPLIANCE
Commercial Registrations ACL-001
Milk Licenses And Permits ACL-002
Inspection Reports (Formerly Report Cards) ACL-003
Submitted Reports/Forms ACL-004
Delaware Fertilizer And Liming Materials Tonnage Reporting Forms ACL-005

FOOD PRODUCTS
Ante-Mortem Examination Records MPI1-001
Authorized Certifications MPI1-002
Certificate Of Recognition MPI-003
Compliance Records MPI1-004
Compliance Work Plans MPI-005
Consumer Complaints/Inguiries MPI-006
Cooperative Agreements MPI-007
Daily Disposition Records MPI-008
Denaturing And Tanking Report MPI-009
Laboratory Examination MPI-010
Evaluation Incident Worksheet MPI-011
General Information On Violations MPI1-012
Meat And Poultry Inspection Application And License MPI-013
Meat And Poultry Plant Plans And Specifications MPI-014
Monthly Report Of Inspected Poultry MPI-015
Notice Of Detention MPI-016
Processing Operations Report MPI-017
Retention And Condemnation Reports MPI-018
Shipper’s / Receiver’s Affidavit Certification MPI-019
Sanitation Report MPI-020
Weekly Activities Reports MPI-021
Agricultural License And Bond MPI-022 (PRP-001)
Fruit And Vegetable Inspection Certificate MPI-023 (PRP-002)
Fruit And Vegetable Monthly Reports MPI-024 (PRP-003)




Poultry And Eggs Grading Services Time Sheets MPI-025 (PRP-006)
Fruit And Vegetable Annual Reports MPI-026 (PRP-007)

FORESTRY
Forestry Tree/Seedling Applications FOR-001
Progress Reports (Fire and Land Management) FOR-002
Timber Sale Contracts and Bids FOR-003
Woodland Management Service Records FOR-004
Maps/Surveys FOR-005
Photographs, Negatives, Slides, Films and Videotapes FOR-006
Woodland Management Requests FOR-007
Workshop Records FOR-008
Tax Exempt Files / Referral for Technical Determination FOR-009
United States Forest Service-Forest Legacy Program (FLP) FOR-010
Project Learning Tree FOR-011 (PLT-001)

HARNESS RACING
Harness Racing Files HRC-001
Drug Chemical Results HRC-002
Recap Sheets and Programs HRC-003
Harness Racing Commission Files HRC-004

LAND USE PLANNING AND PRESERVATION
LESA (Land Evaluation and Site Assessment) Records ALP-001
Reports —Farmland Assessment Program ALP-004
Century Farm Applications ALP-007
Accounting — Administrative Funds DALPF-001
Accounting- Development Rights Funds DALPF-002
Correspondence - DALPF-003
Minutes Official State Committees, Commissions, Boards and Councils DALPF-004
Property Land Surveys DALPF-005
Appraisals DALPF-006

Agriculture Land Preservation Monitoring Program DALPF-007




MARKETING
Farm to School Advisory Board DAM-001
Agriculture Tourism Attraction Guide Sign Application DAM-002

NUTRIENT MAGAMENT
Delaware Nutrient Management Commission Files NM-001
Case Files NM-003
Certification and Education Files NM-004
Program Planning Files NM-005
Relocation Files NM-006
Nutrient Management Technology NM-007
Statistical Data NM-009
Concentrated Animal Feed Operation (CAFQ) NM-010

PESTICIDES
Business Licenses PC-001
Complaint File PC-002
Experimental Use Permits PC-003
Inspection Reports PC-004
Product Registrations and Labels PC-006
Sample Collection Reports PC-007
Special Local Needs Registration PC-008
Applicator Certifications PC-009
Certification Exams PC-010
Training Class Information PC-012 (PC-013& PC-
014)

PC-015Dealer Permits PC-015

PLANT INDUSTRIES
Apiary Inspection Files P1-001
Beekeeper Registrations P1-002
Directory of Delaware Beekeepers P1-003
Gypsy Moth Suppression Records P1-005
Noxious Weed Files P1-006
Nursery Certification Records PI1-007 (P1-008 & PI1-009)




Federal Documents P1-011

State Documents P1-012 (PI-010)
Application For Licensing of Grain Inspectors P1-013 (SL-001)
Seed Laboratory Ledgers (formerly Grain Mill Ledgers) P1-014 (SL-003)
Certified Seed Ledgers P1-015 (SL-005)
Office Sample Records (Book and Form Cards) P1-017 (SL-007)
Grain Inspection Results(formerly Railcar Samples) P1-018 (SL-007)
Seed Certification Records P1-019 (SL-008)
Stop Sale Forms P1-020 (SL-009)
Granary Certification and Registration Forms P1-021 (SL-011)

POULTRY AND ANIMAL HEALTH
Foreign Animal Permits PAH-002
Brucellosis Records PAH-003
Certificate for Poultry or Hatching Eggs for Export PAH-004
Epidemiology Records PAH-005
Equine Infectious Anemia (E.l.A) Records PAH-006
Eradication Program Records PAH-007
Hatchery Records PAH-008
Health Certificates PAH-009
Swine Health Certificate PAH-010
Laboratory Records (Departmental) PAH-012
Movement Permits PAH-013
Report of Back Tags Applied PAH-014
Specimen Submissions PAH-015
Tuberculosis Records PAH-010
Livestock/Poultry License PAH-017
License to Purchase Live Poultry PAH-018 (PRP-004)

SPAY AND NEUTER
Income Eligible Applicants SNP-001
Invoices & Completed Pet Registration Forms SNP-002
Rabies Surcharge Revenue SNP-003
Participating Veterinarians/Non-Profit Surgical Provider Agreements SNP-004




STANDARDBRED BREEDER’S FUND

Fund Financial Administration and Maintenance Files SBF-001
Forms SBF-002
Program Information SBF-003
Annual Reports SBF-004

THOROUGHBRED REACING COMMISSSION
Thoroughbred Racing Files

Drug Chemical Results

Thoroughbred Racing Commission Reports

Recap Sheets and Programs

WEIGHTS AND MEASURERS
Inspection Reports

Test Reports

Warning Notices

Weights and Measures
Applications and Licenses




DEPARTMENT OF AGRICULTURE
AGENCY SPECIFIC
RECORDS RETENTION SCHEDULE

Schedule Name Revision Date

Compliance

Food Products

Forestry

Harness Racing

Land Use Planning and Preservation
Marketing

Nutrient Management

Pesticides

Plant Industries

Poultry and Animal Health

Spay and Neuter (moved to DHSS-DPH)
Standardbred Breeder’s Fund
Thoroughbred Racing Commission
Weights and Measures

05/29/2013
04/17/2013
08/24/2023
04/12/2013
02/18/2014
07/03/2013
10/03/2013
02/26/2013
07/11/2013
08/22/2013
07/01/2014
09/03/2013
01/2010

02/20/2013




Record Group:

STATE OF DELAWARE
DELAWARE PUBLIC ARCHIVES

1380

Agency: AGRICULTURE Page 1 of 3
Division: COMPLIANCE SECTION 9/1/2001
CONFIDENTIAL DATE
SERIES # SERIES TITLE AND DESCRIPTION NITAL RETENTION INSTRUCTIONS APPROVED
/REVISED
ACL-001 | COMMERCIAL REGISTRATIONS Retain at agency 3 years; successful audit; destroy. 1/2010
Documents commercial products distributed in state, which must be 3 Del Code 19, 3 Del Code 21 5/29/2013
registered with the Agriculture Compliance Section. Files contain
registration applications and information, and documentation of fees
paid.
A. Application for Registration of Liming Materials
B. Application for Registration of Commercial Feeds and Pet
Foods
C. Application for Registration of Commercial Fertilizers,
Fertilizer Materials, or Soil Conditioners
ACL-002 | MILK LICENSES AND PERMITS Retain at agency 3 years after successful audit; destroy. 1/2010
Documents annual licensing of Delaware commercial milk handlers 3 Del Code 31 5/29/2013
(includes dairy, Babcock testers and milk weighers and samplers). Files
contain copies of applications, licenses/permits and documentation of
fees paid.
ACL-003 | INSPECTION REPORTS (formerly REPORT CARDS) Retain at agency 3 years after close of reports; destroy. 1/2010
Documents laboratory testing results and product information from 3 Del Code 19, 3 Del Code 21 5/29/2013

samples taken by inspection staff Products are tested for compliance
with label guarantees and product standards. File contains test analyses
and product information.

Liming Inspection Report

Feed Inspection Report

Fertilizer Inspection Report

Pet Food Inspection Report

Frozen Desserts Inspection Report

moowz



http://delcode.delaware.gov/title3/c019/index.shtml
http://delcode.delaware.gov/title3/c021/index.shtml
http://delcode.delaware.gov/title3/c031/sc05/index.shtml
http://delcode.delaware.gov/title3/c019/index.shtml
http://delcode.delaware.gov/title3/c021/index.shtml

STATE OF DELAWARE
DELAWARE PUBLIC ARCHIVES

Record Group: 1380

Agency: AGRICULTURE Page 2 of 3
Division: COMPLIANCE SECTION 9/1/2001
CONFIDENTIAL DATE
SERIES # SERIES TITLE AND DESCRIPTION RETENTION INSTRUCTIONS APPROVED
NITAL /REVISED
ACL-004 | SUBMITTED REPORTS/FORMS CONFIDENTIAL | Retain at agency 3 years after close of reports; destroy. 5/29/2013
Documents laboratory testing results and grower information from 3 Del Code 17, 3 Del Code 19, 3 Del Code 21
samples received from the general public. Products are tested for DE Title3 8§
nutrient content upon request. File contains test analyses and sample 2106(d) NOTE:
identification. Analysis data is public information (DE Title 3 §
A. Submitted Feed Report 2107(d)). Grower information is confidential DE Title
B. Submitted Pet Food Report 3 8§ 2106(d).
C. Submitted Fertilizer Report
D. Submitted Liming Materials Report
E. Submitted Dry Manure Form
F. Submitted Wet Manure Form
ACL-005 | DELAWARE FERTILIZER AND LIMING MATERIALS CONFIDENTIAL | Retain at agency 3 years after close of reports; successful 5/29/2013

TONNAGE REPORTING FORMS
Documents the number of tons of fertilizer, and soil conditioners and

liming materials distributed in Delaware as reported by manufacturers.

Files contain information about products distributed in Delaware and
documentation of fees paid.

A. Delaware Fertilizer Tonnage Reporting Form

B. Delaware Liming Materials Tonnage Reporting Form

DE Title3 8§

audit; destroy.
3 Del Code 19, 3 Del Code 21

2106(d)

NOTE: Reports are confidential and may not be
disclosed in any manner that divulges the business
operation of anyone or any registrant

[3 DE Code-Chapter 1981907 and DE Title 3 §
2106(d)]



http://delcode.delaware.gov/title3/c021/index.shtml
http://delcode.delaware.gov/title3/c021/index.shtml
http://delcode.delaware.gov/title3/c017/index.shtml
http://delcode.delaware.gov/title3/c019/index.shtml
http://delcode.delaware.gov/title3/c021/index.shtml
http://delcode.delaware.gov/title3/c021/index.shtml
http://delcode.delaware.gov/title3/c021/index.shtml
http://delcode.delaware.gov/title3/c021/index.shtml
http://delcode.delaware.gov/title3/c021/index.shtml
http://delcode.delaware.gov/title3/c021/index.shtml
http://delcode.delaware.gov/title3/c021/index.shtml
http://delcode.delaware.gov/title3/c019/index.shtml
http://delcode.delaware.gov/title3/c021/index.shtml
http://delcode.delaware.gov/title3/c019/index.shtml
http://delcode.delaware.gov/title3/c021/index.shtml
http://delcode.delaware.gov/title3/c021/index.shtml

STATE OF DELAWARE
DELAWARE PUBLIC ARCHIVES
Record Group: 1380
Agency: AGRICULTURE Page 3 of 3
Division: COMPLIANCE SECTION 9/1/2001

Agency Appendix:

. Delaware Public Records Law is Title 29, Chapter 5

Delaware Code 3 Del Code 17

Delaware Code 3 Del Code 19

Delaware Code 3 Del Code 21

Delaware Code Title 29 State Government (chapter 81)

Federal Code Title 7 Agriculture

Federal Code Title 9 Animals and Animal Products

Information concerning the Delaware Public Records Law may be found in 29 Del. Code, Chapter 5.

The destruction of paper and electronic records requires an authorized Destruction Notice from the Delaware Public Archives (DPA) (29 Del. Code 8§504(h)).

0. For electronic records or electronic systems consisting of multiple record series with differing retention periods, the records should be retained until the longest retention period has

been met, unless the software permits selective deletion.

11. Vital Records or Contingency Back-up Records (paper and electronic) are those records essential to the continued functioning or reconstitution of an organization before, after, and
during an emergency or disaster and those that are needed to protect the legal and financial rights of the government and those affected by government activities. These records
should be duplicated and dispersed to sites that are located a sufficient distance to avoid being subject to the same emergency (36 CFR 1223.22.)

12. Delaware Public Archives may attempt to extract electronic records and/or publications from websites using a web crawler; however, this does not absolve any agency of the
responsibility to identify, manage, and confirm the transfer of any archival content that is contained in, or integral to, an agency’s website. (see Delaware Documentation Procedures
and/or 29 Del Code, §519)

13. An “Electronic record" is defined as a public record that is stored, generated, received or communicated by electronic means for use by, or storage in, an information system or for
transmission from one information system to another (29 Del.Code 8502 and 6 Del. Code §12A-102)
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Notes: Retention Schedule Modification History

Series Title and Explanation and action taken Retention Date of change
ACL-004 SUBMITTED REPORTS/FORMS Created 5/29/2013
ACL-005 DELAWARE FERTILIZER AND LIMING MATERIALS TONNAGE Created 5/29/2013

REPORTING FORMS


http://delcode.delaware.gov/title29/c005/sc01/index.shtml
http://delcode.delaware.gov/title3/c017/index.shtml
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http://archives.delaware.gov/govsvcs/pdfs/Records%20Policies/DE%20Documentation%20Procedures.pdf
http://delcode.delaware.gov/title29/c005/sc01/index.shtml
http://delcode.delaware.gov/title29/c005/sc01/index.shtml
http://delcode.delaware.gov/title6/c012a/index.shtml

Record Group:

STATE OF DELAWARE
DELAWARE PUBLIC ARCHIVES

1380

Agency: AGRICULTURE Page 1 of 5
Division: FOOD PRODUCT INSPECTION 2/24/1988
CONFIDENTIAL / DATE
SERIES # SERIES TITLE AND DESCRIPTION RETENTION INSTRUCTIONS APPROVED
VITAL / REVISED
MPI-001 | ANTE-MORTEM EXAMINATION RECORDS Retain at agency 3 years; destroy. 2010
Records of animals inspected on ante-mortem inspections. Contains number 3 Del. Code 87, 7 U.S.C Chapter 48 Section 1901, 9 4/17/2013
of animals slaughtered and/or found dead. CER Chapter I11, Subchapter A
MPI-002 | AUTHORIZED CERTIFICATION Retain at agency permanently. 2010
Documents that provide companies permission to make brands/stamps for 3 Del Code 87, 9 CFR Chapter I11, Subchapter A 4/17/2013
meat using legends or markings
MPI-003 | CERTIFICATE OF RECOGNITION Retain at agency 2 years after successful audit; 2010
Certificates issued by the USDA (United States Department of Agriculture) destroy. 4/17/2013
that certifies that the state has achieved “at least equal to” status in regards to 3 Del Code 87, 9 CER Chapter 111, Subchapter A
the Federal Poultry Products Inspection Act.
MPI1-004 | COMPLIANCE RECORDS CONFIDENTIAL | Retain at agency 2 years; transfer to Delaware Public 2010
Documents violations of laws regarding packaging, labeling, or quality Archives for permanent preservation. 4/17/2013
(including grade or weights) Title 29 §
A. Compliance Violators Report 10002(1)(3) & (4)
Documents violator(s) and business, nature of violation and product
description (including weight, container type, inspector markets and 3 Del Code 87, 9 CFR Chapter I11, Subchapter A
labels)
B. Compliance Exhibit Sheet
Contains the description and location(s) of the product(s) involved in
violation
C. Compliance Photographic Report
Photographs taken and submitted with the Compliance Violator’s
Report which includes a description of the photograph.
D. D. Voluntary Destruction Notice
Documents the violator’s agreement to destroy meat deemed unsuitable
for human consumption.
MPI-005 | COMPLIANCE WORK PLANS Retain at agency 2 years after successful federal 2010
Enforcement activities pertaining to federal and state meat and poultry audit; destray. 4/17/2013
inspection work plan. Plants and renewals are federally issued 3 Del Code 87, 9 CFR Chapter I11, Subchapter A
MPI1-006 | CONSUMER COMPLAINTS/INQUIRIES Retain at agency 2 years; transfer to Delaware Public 2010
Completed by plant inspectors during ante-mortem and post-mortem Archives for permanent preservation. 4/17/2013

inspections Documents condition and disposition of animals, number that
pass inspection without restrictions and number that is condemned.

3 Del Code 87, 9 CFR Chapter 111, Subchapter A



http://delcode.delaware.gov/title3/c087/index.shtml
http://uscode.house.gov/download/pls/07C48.txt
http://www.ecfr.gov/cgi-bin/text-idx?SID=4e5aa07008ea5138aa4f7c905bceb65d&c=ecfr&tpl=/ecfrbrowse/Title09/9cfrv2_02.tpl
http://www.ecfr.gov/cgi-bin/text-idx?SID=4e5aa07008ea5138aa4f7c905bceb65d&c=ecfr&tpl=/ecfrbrowse/Title09/9cfrv2_02.tpl
http://delcode.delaware.gov/title3/c087/index.shtml
http://www.ecfr.gov/cgi-bin/text-idx?SID=4e5aa07008ea5138aa4f7c905bceb65d&c=ecfr&tpl=/ecfrbrowse/Title09/9cfrv2_02.tpl
http://delcode.delaware.gov/title3/c087/index.shtml
http://www.ecfr.gov/cgi-bin/text-idx?SID=4e5aa07008ea5138aa4f7c905bceb65d&c=ecfr&tpl=/ecfrbrowse/Title09/9cfrv2_02.tpl
http://delcode.delaware.gov/title29/c100/index.shtml
http://delcode.delaware.gov/title29/c100/index.shtml
http://delcode.delaware.gov/title3/c087/index.shtml
http://www.ecfr.gov/cgi-bin/text-idx?SID=4e5aa07008ea5138aa4f7c905bceb65d&c=ecfr&tpl=/ecfrbrowse/Title09/9cfrv2_02.tpl
http://delcode.delaware.gov/title3/c087/index.shtml
http://www.ecfr.gov/cgi-bin/text-idx?SID=4e5aa07008ea5138aa4f7c905bceb65d&c=ecfr&tpl=/ecfrbrowse/Title09/9cfrv2_02.tpl
http://delcode.delaware.gov/title3/c087/index.shtml
http://www.ecfr.gov/cgi-bin/text-idx?SID=4e5aa07008ea5138aa4f7c905bceb65d&c=ecfr&tpl=/ecfrbrowse/Title09/9cfrv2_02.tpl

Record Group:

STATE OF DELAWARE
DELAWARE PUBLIC ARCHIVES

1380

Agency: AGRICULTURE Page 2 of 5
Division: FOOD PRODUCT INSPECTION 2/24/1988
CONFIDENTIAL / DATE
SERIES # SERIES TITLE AND DESCRIPTION RETENTION INSTRUCTIONS APPROVED
VITAL / REVISED
MPI-007 | COOPERATIVE AGREEMENTS Retain at agency 2 years; transfer to Delaware Public 2010
Outline federal/state cooperation on meat and poultry inspection under Archives for permanent preservation. 4/17/2013
various federal regulations. File contains letters of agreement, statements of 3 Del Code 87, 9 CFR Chapter I11, Subchapter A
policy and policy changes. The agreements are issued by the federal
government and renewed yearly.
MPI-008 | DAILY DISPOSTION RECORDS Retain at agency 3 years; destroy. 2010
Completed by plant inspectors during ante-mortem and post-mortem 4/17/2013
inspection Documents condition and disposition of animals, number that 3 Del Code 87, 9 CFR Chapter 111, Subchapter A
pass inspection without restrictions and number that is condemned.
MPI1-009 | DENATURING AND TANKING REPORT Retain at agency 3 years after successful audit; 2010
Documents the number of animals (or parts of animals) slashed, denatured, destroy. 4/17/2013
or condemned as unfit for human consumption. 3 Del Code 87, 9 CER Chapter 111, Subchapter A
MPI-010 | LABORATORY EXAMINATIONS Retain at agency 3 years after successful audit; 2010
Serves as a check on compliance of product compositions in meat and destroy. 4/17/2013
poultry plant Contains ingredients of products and results of tests run by the 3 Del Code 87, 9 CFR Chapter I11, Subchapter A
laboratory
MPI-011 | EVALUATION INCIDENT WORKSHEET Retain at agency 3 years after successful audit; 2010
Documents complaints received regarding foreign objects in purchased destroy. 4/17/2013
meats. Includes a description of problems and a trace-back to the plant of 3 Del Code 87, 9 CFR Chapter I11, Subchapter A
origin
MPI-012 | GENERAL INFORMATION ON VIOLATIONS Retain at agency 2 years; transfer to Delaware Public 2010
Documents violations of state and federal laws committed by the business Archives for permanent preservation. 4/17/2013
or individual being cited. Contains background information on the business,
including ownership, registration, incorporation information and names of 3 Del Code 87, 9 CER Chapter 111, Subchapter A
officers
MPI-013 | MEAT AND POULTRY INSPECTION APPLICATION AND Retain at agency current year plus 2 years; successful 2010
LICENSE audit; destroy 4/17/2013
Authorizes wholesalers, retailers, vendors and distributors to 3 Del. Code 87, 21 U.S.C Chapter 12 Sub Chapter I ,
operate/conduct business in the state Contains license, type of business, 9 CFR Chapter 111, Subchapter A
license number and amount of fee paid.
MPI-014 | MEAT AND POULTRY PLANT PLANS AND SPECIFICATIONS Retain in office 1 year, transfer original blueprints to

Files contain copies of blueprints and specifications, information on the
business and copies of office approval(s).

Delaware Public Archives for permanent
preservation.
3 Del Code 87, 9 CFR Chapter 111, Subchapter A



http://delcode.delaware.gov/title3/c087/index.shtml
http://www.ecfr.gov/cgi-bin/text-idx?SID=4e5aa07008ea5138aa4f7c905bceb65d&c=ecfr&tpl=/ecfrbrowse/Title09/9cfrv2_02.tpl
http://delcode.delaware.gov/title3/c087/index.shtml
http://www.ecfr.gov/cgi-bin/text-idx?SID=4e5aa07008ea5138aa4f7c905bceb65d&c=ecfr&tpl=/ecfrbrowse/Title09/9cfrv2_02.tpl
http://delcode.delaware.gov/title3/c087/index.shtml
http://www.ecfr.gov/cgi-bin/text-idx?SID=4e5aa07008ea5138aa4f7c905bceb65d&c=ecfr&tpl=/ecfrbrowse/Title09/9cfrv2_02.tpl
http://delcode.delaware.gov/title3/c087/index.shtml
http://www.ecfr.gov/cgi-bin/text-idx?SID=4e5aa07008ea5138aa4f7c905bceb65d&c=ecfr&tpl=/ecfrbrowse/Title09/9cfrv2_02.tpl
http://delcode.delaware.gov/title3/c087/index.shtml
http://www.ecfr.gov/cgi-bin/text-idx?SID=4e5aa07008ea5138aa4f7c905bceb65d&c=ecfr&tpl=/ecfrbrowse/Title09/9cfrv2_02.tpl
http://delcode.delaware.gov/title3/c087/index.shtml
http://www.ecfr.gov/cgi-bin/text-idx?SID=4e5aa07008ea5138aa4f7c905bceb65d&c=ecfr&tpl=/ecfrbrowse/Title09/9cfrv2_02.tpl
http://delcode.delaware.gov/title3/c087/index.shtml
http://www.gpo.gov/fdsys/granule/USCODE-2011-title21/USCODE-2011-title21-chap12-subchapI-sec601/content-detail.html
http://www.ecfr.gov/cgi-bin/text-idx?SID=4e5aa07008ea5138aa4f7c905bceb65d&c=ecfr&tpl=/ecfrbrowse/Title09/9cfrv2_02.tpl
http://delcode.delaware.gov/title3/c087/index.shtml
http://www.ecfr.gov/cgi-bin/text-idx?SID=4e5aa07008ea5138aa4f7c905bceb65d&c=ecfr&tpl=/ecfrbrowse/Title09/9cfrv2_02.tpl

STATE OF DELAWARE

DELAWARE PUBLIC ARCHIVES

Record Group: 1380

Agency: AGRICULTURE Page 30of 5

Division: FOOD PRODUCT INSPECTION 2/24/1988
CONFIDENTIAL / DATE

SERIES # SERIES TITLE AND DESCRIPTION RETENTION INSTRUCTIONS APPROVED

VITAL / REVISED

MPI-015 | MONTHLY REPORT OF INSPECTED POULTRY Retain at agency 3 years after successful audit; 2010
Documents the amount of poultry inspected and processed in the state. destroy. 4/17/2013
Includes information on type of processing and numbers of animals 3 Del Code 87, 9 CFR Chapter 111, Subchapter A
condemned or used.

MPI-016 | NOTICE OF DETENTION Retain at agency 7 years after successful audit; 2010
Documents products detained by meat and poultry inspectors in accordance destroy. 4/17/2013
with laws and the reasons for detention.

A. Preliminary Notice of Detention

The initial notice details type of inspection (state, federal), reasons for 3 Del. Code 87, 21 U.S.C Chapter 12 Sub Chapter I,
detention, origin of product, detained tag numbers, testing information and 9 CER Chapter 111, Subchapter A

information on disposition.

B. Notice of Termination of Detention

Cancels the detention of product(s) Includes reason for termination (e.g.,

destruction, re-inspection, seizure) and any pertinent remarks.

MPI-017 | PROCESSING OPERATIONS REPORT Retain at agency 3 years after successful audit; 2010
Documents amounts of products (e.g., smoked, cured beef or pork, sausage, destroy. 4/17/2013
convenience foods, etc.) produced in Delaware plants, completed on a 3 Del Code 87, 9 CFR Chapter 111, Subchapter A
quarterly basis.

MPI1-018 | RETENTION AND CONDEMNATION REPORTS Retain at agency 3 years after successful audit; 2010
Documents the amounts the amount of animals or animal parts retained for destroy. 4/17/2013
condemnation and disposition. 3 Del Code 87, 9 CFR Chapter 111, Subchapter A

MPI-019 | SHIPPER’S / RECEIVER’S AFFADAVIT CERTIFICATION Retain at agency 3 years after successful audit; 2010
Certifies that product(s) have been shipped/received and that the correct destroy. 4/17/2013
records are accompanying the shipment Contains names and addresses of 3 Del Code 87, 9 CFR Chapter 111, Subchapter A
shippers and processors, information and dates of transportation, invoice
numbers and any pertinent information

MPI-020 | SANITATION REPORT Retain at agency 2 years after successful audit; 2010
Documents the results of daily inspections for cleanliness done throughout destroy. 4/17/2013

each plant

3 Del Code 87, 9 CFR Chapter I11, Subchapter A



http://delcode.delaware.gov/title3/c087/index.shtml
http://www.ecfr.gov/cgi-bin/text-idx?SID=4e5aa07008ea5138aa4f7c905bceb65d&c=ecfr&tpl=/ecfrbrowse/Title09/9cfrv2_02.tpl
http://delcode.delaware.gov/title3/c087/index.shtml
http://www.gpo.gov/fdsys/granule/USCODE-2011-title21/USCODE-2011-title21-chap12-subchapI-sec601/content-detail.html
http://www.ecfr.gov/cgi-bin/text-idx?SID=4e5aa07008ea5138aa4f7c905bceb65d&c=ecfr&tpl=/ecfrbrowse/Title09/9cfrv2_02.tpl
http://delcode.delaware.gov/title3/c087/index.shtml
http://www.ecfr.gov/cgi-bin/text-idx?SID=4e5aa07008ea5138aa4f7c905bceb65d&c=ecfr&tpl=/ecfrbrowse/Title09/9cfrv2_02.tpl
http://delcode.delaware.gov/title3/c087/index.shtml
http://www.ecfr.gov/cgi-bin/text-idx?SID=4e5aa07008ea5138aa4f7c905bceb65d&c=ecfr&tpl=/ecfrbrowse/Title09/9cfrv2_02.tpl
http://delcode.delaware.gov/title3/c087/index.shtml
http://www.ecfr.gov/cgi-bin/text-idx?SID=4e5aa07008ea5138aa4f7c905bceb65d&c=ecfr&tpl=/ecfrbrowse/Title09/9cfrv2_02.tpl
http://delcode.delaware.gov/title3/c087/index.shtml
http://www.ecfr.gov/cgi-bin/text-idx?SID=4e5aa07008ea5138aa4f7c905bceb65d&c=ecfr&tpl=/ecfrbrowse/Title09/9cfrv2_02.tpl
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CONFIDENTIAL / DATE

SERIES # SERIES TITLE AND DESCRIPTION VITAL RETENTION INSTRUCTIONS '?PRFET/?QES
MPI-021 | WEEKLY ACTIVITIES REPORTS Retain at agency 7 years after successful audit; 2010

Document hours worked by Federal/State Meat and Poultry Inspectors for destroy. 4/17/2013

payroll/personnel purposes. File contains weekly activities sheets, 3 Del Code 87, 9 CFR Chapter 111, Subchapter A

inspectors work reports including products inspected, mileage logs and

payroll worksheets including hours worked, wages, taxes. May also contain

results of post-mortem exams
MPI1-022 | AGRICULTURAL LICENSE AND BOND Retain at agency 3 years after successful audit; 7/1/2013
(PRP-001) | Required of any dealer purchasing fruits and vegetables from producers destroy

and/or auction markets 3 Del Code Chapter 25, 7 CER Subtitle B Chapter 1

Sub Chapter C

MPI1-023 | FRUIT AND VEGETABLE INSPECTION CERTIFICATE Retain at agency 5 years; destroy 7/1/2013
(PRP-002) | Certifies that produce at market/shipping point has been inspected Contains 7 CER Subtitle B Chapter 1 Sub Chapter C

product, brand, volume, size, defects (including damage and decay), and

inspection information.
MPI-024 | FRUIT AND VEGETABLE MONTHLY REPORTS Retain at agency 5 years after successful federal 7/1/2013
(PRP-003) | Completed for the USDA; document monthly activities of the Marketing audit; destroy

Section. 7 CER Subtitle B Chapter 1 Sub Chapter C

A. Financial Records (Form FV218)

Document monthly fees owed by the state to the federal government for

inspection completed.

B. Volume of Shipping Point (Form FV344)

Documents the volume of fruits and vegetables moved through shipping

points and out of the state per month

C. Terminal Market Inspections (Form FV345)

Documents market inspection of fruits and vegetables coming into the state

per month
MPI-025 | POULTRY AND EGGS GRADING SERVICES TIME SHEETS Retain at agency 3 years after successful federal 7/1/2013
(PRP-006) | Completed monthly for USDA Documents hours worked and services audit; destroy

rendered by federal and state poultry graders 7 CFR Subtitle B Chapter 1 Sub Chapter C
MPI-026 | FRUIT AND VEGETABLE ANNUAL REPORTS Retain at agency 1 Year, transfer to Delaware Public 7/1/2013
(PRP-007) | Documents results of inspection of fruits and vegetables complete in the Archives for permanent preservation

state. Includes numbers of fruits and vegetables imported/exported This
report is also provided to the USDA



http://delcode.delaware.gov/title3/c087/index.shtml
http://www.ecfr.gov/cgi-bin/text-idx?SID=4e5aa07008ea5138aa4f7c905bceb65d&c=ecfr&tpl=/ecfrbrowse/Title09/9cfrv2_02.tpl
http://delcode.delaware.gov/title3/c025/index.shtml
http://www.ecfr.gov/cgi-bin/text-idx?SID=374800396bc73f08527e39903ee51807&c=ecfr&tpl=/ecfrbrowse/Title07/7cfrv2_02.tpl
http://www.ecfr.gov/cgi-bin/text-idx?SID=374800396bc73f08527e39903ee51807&c=ecfr&tpl=/ecfrbrowse/Title07/7cfrv2_02.tpl
http://www.ecfr.gov/cgi-bin/text-idx?SID=374800396bc73f08527e39903ee51807&c=ecfr&tpl=/ecfrbrowse/Title07/7cfrv2_02.tpl
http://www.ecfr.gov/cgi-bin/text-idx?SID=374800396bc73f08527e39903ee51807&c=ecfr&tpl=/ecfrbrowse/Title07/7cfrv2_02.tpl
http://www.ecfr.gov/cgi-bin/text-idx?SID=374800396bc73f08527e39903ee51807&c=ecfr&tpl=/ecfrbrowse/Title07/7cfrv2_02.tpl
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Retention Schedule was formerly titled “Meat and Poultry Inspection,” in 1988
Delaware Public Records Law is Title 29, Chapter 5

Delaware Code Title 3 Agriculture

Delaware Administrative Code, Title 3 Agriculture

Delaware Code Title 29 State Government (chapter 81)

Federal Code Title 7 Agriculture

Federal Code Title 9 Animals and Animal Products

Delaware Freedom of Information Act (FOIA) Title 29 § 10002(1)(3) & (4)

Information concerning the Delaware Public Records Law may be found in 29 Del. Code, Chapter 5.

The destruction of paper and electronic records requires an authorized Destruction Notice from the Delaware Public Archives (DPA) (29 Del. Code §504(h)).

For electronic records or electronic systems consisting of multiple record series with differing retention periods, the records should be retained until the longest retention period has
been met, unless the software permits selective deletion.

Vital Records or Contingency Back-up Records (paper and electronic) are those records essential to the continued functioning or reconstitution of an organization before, after, and
during an emergency or disaster and those that are needed to protect the legal and financial rights of the government and those affected by government activities. These records
should be duplicated and dispersed to sites that are located a sufficient distance to avoid being subject to the same emergency (36 CFR 1223.22.)

Delaware Public Archives may attempt to extract electronic records and/or publications from websites using a web crawler; however, this does not absolve any agency of the
responsibility to identify, manage, and confirm the transfer of any archival content that is contained in, or integral to, an agency’s website. (see Delaware Documentation Procedures
and/or 29 Del Code, §519)

An “Electronic record" is defined as a public record that is stored, generated, received or communicated by electronic means for use by, or storage in, an information system or for
transmission from one information system to another (29 Del.Code 8502 and 6 Del. Code §12A-102)

Notes: Retention Schedule Modification History

Series Title and Explanation and action taken Retention Date of change
MP1-022 AGRICULTURAL LICENSE AND BOND New Series Number because it was moved from the obsolete 07/01/2013
(PRP-001) section of Production and Promotion

MP1-023 FRUIT AND VEGETABLE INSPECTION CERTIFICATE New Series Number because it was moved from the obsolete 07/01/2013
(PRP-002) section of Production and Promotion

MPI1-024 FRUIT AND VEGETABLE MONTHLY REPORTS New Series Number because it was moved from the obsolete 07/01/2013
(PRP-003) section of Production and Promotion

MP1-025 POUTRY AND EGGS GRADING SERVICES TIME SHEETS New Series Number because it was moved from the obsolete 07/01/2103
(PRP-006) section of Production and Promotion

MPI1-026 FRUIT AND VEGETABLE ANNUAL REPORTS New Series Number because it was moved from the obsolete 07/01/2103
(PRP-007) section of Production and Promotion

PRP-004 License to Purchase Live Poultry Removed; moved to Poultry and Animal Health 07/01/2013
PRP-005 Milk Dealer Permits Removed; moved to Public Health’s Retention Schedule 07/01/2013

as of 9/30/1991


http://delcode.delaware.gov/title29/c005/sc01/index.shtml
http://delcode.delaware.gov/title3/index.shtml#TopOfPage
http://regulations.delaware.gov/AdminCode/title3/index.shtml#TopOfPage
http://delcode.delaware.gov/title29/index.shtml#TopOfPage
http://www.ecfr.gov/cgi-bin/text-idx?SID=40b9cf0868ab357eda248879e89d01f6&tpl=/ecfrbrowse/Title07/7tab_02.tpl
http://www.ecfr.gov/cgi-bin/text-idx?SID=40b9cf0868ab357eda248879e89d01f6&tpl=/ecfrbrowse/Title09/9tab_02.tpl
http://delcode.delaware.gov/title29/c100/index.shtml
http://delcode.delaware.gov/title29/c005/sc01/index.shtml
http://delcode.delaware.gov/title29/c005/sc01/index.shtml
http://www.ecfr.gov/cgi-bin/text-idx?rgn=div5;node=36%3A3.0.10.2.12
http://archives.delaware.gov/govsvcs/pdfs/Records%20Policies/DE%20Documentation%20Procedures.pdf
http://delcode.delaware.gov/title29/c005/sc01/index.shtml
http://delcode.delaware.gov/title29/c005/sc01/index.shtml
http://delcode.delaware.gov/title6/c012a/index.shtml
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CONFIDENTIAL DATE
SERIES # SERIES TITLE AND DESCRIPTION RETENTION INSTRUCTIONS APPROVED/
VITAL REVISED
FOR-001 | FOREST TREE/SEEDLING APPLICATIONS No longer creating 1/2010
5/9/2013
8/24/2023
FOR-002 | PROGRESS REPORTS (FIRE AND LAND Retain at Agency 3 years, Scan to data system; verify; transfer 1/2010
MANAGEMENT) electronic records to Delaware Public Archives for permanent 5/9/2013
preservation.
Document work of the Forestry Section including services
rendered, products harvested, number of fires and acres Note: Updated information will be added to the archival records in
damaged, acres planted and areas under protection. paper and digital format periodically.
Title 3 Chapter 10
FOR-003 | TIMBER SALE (TIMBER SALE CONTRACTS AND Retain at agency 3 years; successful audit; transfer to Delaware 1/2010
BIDS) Public Archives for permanent preservation. 5/9/2013
8/24/2023
Document purchases of timber from state lands. Contain Title 3 Chapter 10
maps, advertising information, technical specifications,
stumpage and sales information including prices, amounts and
proposals.
FOR-004 | WOODLAND MANAGEMENT SERVICE RECORDS Retain at agency 3 years; destroy. 1/2010
5/9/2013
Contain landowner’s request for service, including reasons Title 3 Chapter 10
(i.e., inspection, tree planting, egg mass survey) and evaluation
of trees, including volume, size any disease found and growth
needed before destruction/sale.



http://delcode.delaware.gov/title3/c010/index.shtml
http://delcode.delaware.gov/title3/c010/index.shtml
http://delcode.delaware.gov/title3/c010/index.shtml
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SERIES # SERIES TITLE AND DESCRIPTION RETENTION INSTRUCTIONS APPROVED/
VITAL REVISED
FOR-005 | MAPS /SURVEYS Retain at agency until information is verified in GIS database; 1/2010
transfer electronic record to Delaware Public Archives for 5/9/2013
Documents changes in Delaware’s forests and designates any permanent preservation-
new boundaries of state forests.
NOTE: Delaware Forest Service maintains all information within
the Geographic Information System (GIS database)
https://dataexchange.qgis.delaware.gov/
Title 3 Chapter 10
FOR-006 | PHOTOGRAPHS, NEGATIVES, SLIDES, FILMS AND Retain at agency no longer than 15 years; place information onto a 1/2010
VIDEOTAPES CD; transfer to Delaware Public Archives for permanent storage. 5/9/2013
Document work of the Forestry Section, including special Note: Agency storage must be approved by a DPA Records
events, projects and studies photographs, negatives and slides, Analyst
films and videotapes
Title 3 Chapter 10
FOR-007 | WOODLAND STEWARDSHIP PLANS (WOODLAND Retain at agency 5 years:-place-information-onto-a-CB; transfer to 1/2010
MANAGEMENT REQUESTS) Delaware Public Archives for permanent preservation. 5/9/2013
8/24/2023
NOTE: Any information is being maintained within the
Historical and technical state forest records, tables, data, tree Geographic Information System (GIS database) to be verified in
inventory, etc. Management plans of DFS core Programs: Fire, database and transferred electronic record to Delaware Public
Urban, Stewardship, Forest Health. Contains Monthly Archives for permanent preservation.
Managers reports.
https://dataexchange.qgis.delaware.gov/
Title 3 Chapter 10
FOR-008 | OUTREACH RECORDS (WORKSHOP RECORDS) Retain press releases and registrations at agency 3 years; destroy. 1/2010
Upon publication submit 1 copy of brochures, programs and 5/9/2013
agendas to Delaware Public Archives for permanent preservation. 8/24/2023
Publications produces for distribution to other agencies and the
public that detail or promote activities, DFS history, Title 3 Chapter 10
procedures, programs, regulations, statistical date, etc. File
contains brochures, press releases, registrations, programs and
agendas.



https://dataexchange.gis.delaware.gov/
http://delcode.delaware.gov/title3/c010/index.shtml
http://delcode.delaware.gov/title3/c010/index.shtml
https://dataexchange.gis.delaware.gov/
http://delcode.delaware.gov/title3/c010/index.shtml
http://delcode.delaware.gov/title3/c010/index.shtml
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CONFIDENTIAL DATE
SERIES # SERIES TITLE AND DESCRIPTION RETENTION INSTRUCTIONS APPROVED/
VITAL REVISED
FOR-009 | TAX EXEMPT FILES / REFERRAL FOR TECHNICAL Retain at agency 5 years after exemption has expired or been 1/2010
DETERMINATION removed from list; destroy. 5/9/2013
Landowner applications for Forest Land Tax Exemption from NOTE: The record copy of the approved applications is retained by
County Tax Rolls for a period of thirty years. Information the County Board of Assessment for 30 years
includes number of acres of wooded land, location, hundred,
county and approval or denial. Title 3 Chapter 26; Title 3 Chapter 10
FOR-010 | UNITED STATES FOREST SERVICE- FOREST Retain at agency 10 years, transfer to Delaware Public Archives for 1/2010
LEGACY PROGRAM (FLP) permanent preservation. 5/9/2013
Monitor documentation as per the FLP guidelines. Records Title 3 Chapter 10
include a baseline documentation report, forest stewardship
plan, monitoring reports, conservation easement, plot of the
tract, a property appraisal, and digital photographs.
FOR-011 | FOREST EDUCATION AND INFORMATION Retain at agency until no longer needed; destroy. 8/3/1989
(PLT-001) | (PROJECT LEARNING TREE) 8/30/2013
Title 3 Chapter 10 8/24/2023
Contains Project Learning Tree and Agency’s environmental
education workshop for Teachers the reference materials and
guides are provided by the American Forest Foundation
FOR-012 | FOREST HEALTH STUDIES Retain at agency for 3 years, transfer to Public Archives for 8/24/2023
permanent preservation.
USADA-FS Forest Inventory and Analysis records; plot
reports. Title 3 Chapter 10

Agency Notes:

N

Delaware Public Records Law is Title 29, Chapter 5

Delaware Public Archives Information Paper http://archives.delaware.gov/govsvcs/pdfs/Records%20Policies/SuitableMediaAndFormats_20130312.pdf
Geographic Information System (GIS) data for State Forests (Delaware Forest Service) uses a polygon shape file. This data is only updated when they acquire new lands. An
always-current version can be downloaded from the Delaware Geospatial Date Exchange at https://dataexchange.gis.delaware.gov/



http://delcode.delaware.gov/title3/c026/index.shtml
http://delcode.delaware.gov/title3/c010/index.shtml
http://delcode.delaware.gov/title3/c010/index.shtml
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http://delcode.delaware.gov/title29/c005/sc01/index.shtml
https://dataexchange.gis.delaware.gov/
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4. Delaware Code Title 3 Agriculture

5. Delaware Administrative Code, Title 3 Agriculture

6. Delaware Code Title 29 State Government (chapter 81)

7. Delaware Freedom of Information Act (FOIA) Title 29 § 10002(1)(3) & (4)

8. Information concerning the Delaware Public Records Law may be found in 29 Del. Code, Chapter 5.

9. The destruction of paper and electronic records requires an authorized Destruction Notice from the Delaware Public Archives (DPA) (29 Del. Code 8§8504(h)).

10. For electronic records or electronic systems consisting of multiple record series with differing retention periods, the records should be retained until the longest retention period has

been met, unless the software permits selective deletion.

11. Vital Records or Contingency Back-up Records (paper and electronic) are those records essential to the continued functioning or reconstitution of an organization before, after, and
during an emergency or disaster and those that are needed to protect the legal and financial rights of the government and those affected by government activities. These records
should be duplicated and dispersed to sites that are located a sufficient distance to avoid being subject to the same emergency (36 CFR 1223.22.)

12. Delaware Public Archives may attempt to extract electronic records and/or publications from websites using a web crawler; however, this does not absolve any agency of the
responsibility to identify, manage, and confirm the transfer of any archival content that is contained in, or integral to, an agency’s website. (see Delaware Documentation Procedures
and/or 29 Del Code, §519)

13. An “Electronic record" is defined as a public record that is stored, generated, received or communicated by electronic means for use by, or storage in, an information system or for
transmission from one information system to another (29 Del.Code §502 and 6 Del. Code 812A-102)

Notes: Retention Schedule Modification History

Series change Title and Explanation and action taken Retention Date of
FOR-011 PROJECT LEARNING TREE New Series Number because it was moved from the Office 8/30/2013
(PLT-001) of the Secretary of Agriculture (1989); Added description

and retention information
FOR-001 FOREST TREE/SEEDLING APPLICATIONS Agency is no longer creating 8/24/2023
FOR-003 TIMBER SALE CONTRACTS AND BIDS Series title has changed to Timber Sale and the retention instructions  8/24/2023

were changed.


http://delcode.delaware.gov/title3/index.shtml#TopOfPage
http://regulations.delaware.gov/AdminCode/title3/index.shtml#TopOfPage
http://delcode.delaware.gov/title29/index.shtml#TopOfPage
http://delcode.delaware.gov/title29/c100/index.shtml
http://delcode.delaware.gov/title29/c005/sc01/index.shtml
http://delcode.delaware.gov/title29/c005/sc01/index.shtml
http://www.ecfr.gov/cgi-bin/text-idx?rgn=div5;node=36%3A3.0.10.2.12
http://archives.delaware.gov/govsvcs/pdfs/Records%20Policies/DE%20Documentation%20Procedures.pdf
http://delcode.delaware.gov/title29/c005/sc01/index.shtml
http://delcode.delaware.gov/title29/c005/sc01/index.shtml
http://delcode.delaware.gov/title6/c012a/index.shtml
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WOODLAND MANAGEMENT REQUESTS
WORKSHOP RECORDS
PROJECT LEARNING TREE

FOREST HEALTH STUDIES

STATE OF DELAWARE
DELAWARE PUBLIC ARCHIVES

Series title has changed to Woodland Stewardship Plans and the
description has changed.

Series title changed to Outreach Records and the description has
changed.

Series title changed to Forest Education and Information and the
description has changed.

Series has been created.

Page 50f 5
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8/24/2023
8/24/20234
8/24/2023

8/24/2023
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Division: HARNESS RACING COMMISSION 2/2/2004
CONFIDENTIAL / DATE
SERIES # SERIES TITLE AND DESCRIPTION RETENTION INSTRUCTIONS APPROVED
VITAL
/| REVISED
HRC-001 | HARNESS RACING FILES A. License Applications Input license applications to 8/1/2006
Contains information on all track employees (includes licenses, trainers, computer databases at the respective tracks. New 4/12/2013
track officials, judges, stewards, jockeys, vendors, etc.). licenses are required for each meet during each calendar
A. License Applications year. Destroy paper copies after verification of database.
Contains personal information on applicants, including criminal Retain in computer database 3 years; successful audit;
charges destroy.
B. Appeal Folders B. Appeal Folders Retain at agency 2 years or until
Documents appeals of penalties given to horsemen for infractions at resolution of litigation; successful audit; destroy
the track. Includes Notice of Suspension and fines or suspensions 3 Del Code 100
given 3 Del Admin Code 501
HRC-002 | DRUG CHEMICAL RESULTS CONFIDENTIAL | Retain at respective tracks 1 year; transfer to State 8/1/2006
Documents testing completed on horsemen and horses. File contains Title 29 § Record Center for 6 years; destroy. 4/12/2013
cards and results forms. 10002(N(3) & (4) | 3 Del Code 100
3 Del Admin Code 501
HRC-003 | RECAP SHEETS AND PROGRAMS Retain at respective track 3 year; successful audit; 8/1/2006
Documents daily activities of racetracks (attendance, fees, files and destroy. 4/12/2013
tickets) in statistical format Used to compile Harness Racing 3 Del Code 100
Commission Annual Report. 3 Del Admin Code 501
29 Del Code 48
HRC-004 | HARNESS RACING COMMISSION FILES Retain originals at Agency 2 years; transfer to Delaware 8/1/2006
Commission Meeting Minutes contains the original official records of Public Archives for permanent preservation. 4/12/2013

the proceeds of meetings. May include agenda and other supporting
documents

NOTE: The Harness Racing Commission’s annual report is included in
the Department of Agriculture Annual Report.

Retain copies at agency 10 years or until Sunset
Committee review; destroy.

3 Del Code 100

3 Del Admin Code 501



http://delcode.delaware.gov/title3/c100/index.shtml
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Agency Appendix:

1. Delaware Public Records Law is Title 29, Chapter 5

2. Delaware Code Title 3 Agriculture

3. Delaware Administrative Code, Title 3 Agriculture

4. Delaware Code Title 29 State Government (chapters 48 and 81)

5. Delaware Freedom of Information Act (FOIA) Title 29 § 10002(1)(3) & (4)

6. Information concerning the Delaware Public Records Law may be found in 29 Del. Code, Chapter 5.

7. The destruction of paper and electronic records requires an authorized Destruction Notice from the Delaware Public Archives (DPA) (29 Del. Code 8§504(h)).

8. For electronic records or electronic systems consisting of multiple record series with differing retention periods, the records should be retained until the longest retention period has
been met, unless the software permits selective deletion.

9. Vital Records or Contingency Back-up Records (paper and electronic) are those records essential to the continued functioning or reconstitution of an organization before, after, and
during an emergency or disaster and those that are needed to protect the legal and financial rights of the government and those affected by government activities. These records
should be duplicated and dispersed to sites that are located a sufficient distance to avoid being subject to the same emergency (36 CFR 1223.22))

10. Delaware Public Archives may attempt to extract electronic records and/or publications from websites using a web crawler; however, this does not absolve any agency of the

responsibility to identify, manage, and confirm the transfer of any archival content that is contained in, or integral to, an agency’s website. (see Delaware Documentation Procedures
and/or 29 Del Code, §519)

11. An “Electronic record" is defined as a public record that is stored, generated, received or communicated by electronic means for use by, or storage in, an information system or for
transmission from one information system to another (29 Del.Code 8502 and 6 Del. Code §12A-102)

Notes: Retention Schedule Modification History
Series Title and Explanation and action taken Retention Date of change
HRC-003 RECAP SHEETS AND PROGRAMS Increased retention do to the audit requirements 4/12/2013


http://delcode.delaware.gov/title29/c005/sc01/index.shtml
http://delcode.delaware.gov/title3/index.shtml#TopOfPage
http://regulations.delaware.gov/AdminCode/title3/index.shtml#TopOfPage
http://delcode.delaware.gov/title29/index.shtml#TopOfPage
http://delcode.delaware.gov/title29/c100/index.shtml
http://delcode.delaware.gov/title29/c005/sc01/index.shtml
http://delcode.delaware.gov/title29/c005/sc01/index.shtml
http://www.ecfr.gov/cgi-bin/text-idx?rgn=div5;node=36%3A3.0.10.2.12
http://archives.delaware.gov/govsvcs/pdfs/Records%20Policies/DE%20Documentation%20Procedures.pdf
http://delcode.delaware.gov/title29/c005/sc01/index.shtml
http://delcode.delaware.gov/title29/c005/sc01/index.shtml
http://delcode.delaware.gov/title6/c012a/index.shtml

Record Group:

STATE OF DELAWARE
DELAWARE PUBLIC ARCHIVES

1380

Agency: AGRICULTURE Page 1 of 3
Division: DELAWARE AGRICULTURE LAND USE PLANNING AND PRESERVATION 2/24/1988
CONFIDENTIAL DATE
SERIES # SERIES TITLE AND DESCRIPTION RETENTION INSTRUCTIONS APPROVED /
/VITAL REVISED
ALP-001 | LESA (Land Evaluation and Site Assessment) RECORDS Upon publication, send 2 copies of handbook to Delaware Public 12/2009
Document the need for agricultural land preservation in the state. Archives for permanent preservation. Retain remaining files at
File contains correspondence, reports and handbook (including agency 2 years; transfer to Delaware Public Archives for
maps, graphs, checks and worksheets). permanent preservation.
This information is updated every 10 years
3 Del Code 9, 3 Del Admin Code 700
ALP-002 | PROJECT REVIEW FILES DELETING SERIES 12/2009
2/18/2014
ALP-003 | PROMOTION/PUBLIC RELATIONS FILES DELETING SERIES 12/2009
2/18/2014
ALP-004 | REPORTS Upon publication, submit 2 copies of report to Delaware Public 12/2009
Document the work of the Farmland Assessment Program. File Archives for permanent preservation. Retain correspondence at
contains correspondence (including Attorney General opinions and agency 2 years; transfer to Delaware Public Archives for
contracts) and reports (including charts, graphs and laws). permanent preservation.
3 Del Code 9, 3 Del Admin Code 700
ALP-005 | SURVEYS DELETING SERIES 12/2009
2/18/2014
ALP-006 | APPRAISALS DELETING SERIES 12/2009
2/18/2014
ALP-007 | CENTURY FARM APPLICATIONS Retain at agency 3 years; transfer to Delaware Public Archives for 7/9/2013
This program recognizes farms that have belonged to the same permanent preservation
family for over one hundred years. Applications for reorganization
with supporting documentation are submitted to the program for 3 Del Code 9, 3 Del Admin Code 700
approval to have applicant farms designated as “Century Farms”.
Files contain correspondence to and from the council president or
secretary, news clippings or copies of news articles and copies of
legislation.
Some of this information was recorded on cassette tapes for the oral
history of the farms and will be stored separate from the paper
copies of information
DALPF- | ACCOUNTING - ADMINISTRATIVE FUNDS Scan to data system; Verify; destroy hard copies; 8/1/2006
001 Retain Electronic Records at agency 5 years; destroy. 5/16/2011

3 Del Code 9, 3 Del Admin Code 700



http://delcode.delaware.gov/title3/c009/index.shtml
http://regulations.delaware.gov/AdminCode/title3/700/index.shtml#TopOfPage
http://delcode.delaware.gov/title3/c009/index.shtml
http://regulations.delaware.gov/AdminCode/title3/700/index.shtml#TopOfPage
http://delcode.delaware.gov/title3/c009/index.shtml
http://regulations.delaware.gov/AdminCode/title3/700/index.shtml#TopOfPage
http://delcode.delaware.gov/title3/c009/index.shtml
http://regulations.delaware.gov/AdminCode/title3/700/index.shtml#TopOfPage

STATE OF DELAWARE
DELAWARE PUBLIC ARCHIVES
Record Group: 1380

Agency: AGRICULTURE Page 2 of 3
Division: DELAWARE AGRICULTURE LAND USE PLANNING AND PRESERVATION 2/24/1988
CONFIDENTIAL DATE
SERIES # SERIES TITLE AND DESCRIPTION RETENTION INSTRUCTIONS APPROVED /
/VITAL REVISED
DALPF- | ACCOUNTING - DEVELOPMENT RIGHTS FUNDS Scan to data system; Verify; destroy hard copies; 8/1/2006
002 Retain Electronic Records at agency 5 years; destroy. 5/16/2011
3 Del Code 9, 3 Del Admin Code 700
DALPF - | CORRESPONDENCE Scan to system as soon as practical; successful audit; destroy 8/1/2006
003 Documents communication concerning DALPF business paper documents when verified on system; retain on system until 5/16/2011
no longer needed.
3 Del Code 9, 3 Del Admin Code 700
DALPF - | MINUTES OF OFFICIAL STATE COMMITTEES, Scan to system as soon as practical; retain originals at agency 2 8/1/2006
004 COMMISSIONS, BOARDS, AND COUNCILS years; transfer to Archives for permanent preservation. 5/16/2011
Original official records of the proceedings of meetings May Retain duplicate copies at agency 10 years or until Sunset
include agendas and other media as well as supporting documents Committee Review; destroy.
3 Del Code 9, 3 Del Admin Code 700
DALPF- | PROPERTY LAND SURVEYS Retain at agency electronically indefinitely for reference; transfer 5/16/2011
005 Property surveys for easements purchased by the Agricultural originals that have been recorded at the respective County 2/18/2014
Lands Preservation Foundation, including Agricultural Lands Recorder of Deeds Office to Delaware Public Archives for
Preservation Program easements, Forestland Preservation Program Permanent Preservation
easements, and Young Farmers Program easements.
3 Del Code 9, 3 Del Admin Code 700
DALPF- | APPRAISALS Retain the appraisals for those properties selected for easement at 5/16/2011
006 Real estate appraisals of land and improvements of interest to the agency 10 years; destroy. 2/18/2014
Agricultural Lands Preservation Program
3 Del Code 9, 3 Del Admin Code 700
DALPF- | AGRICULTURE LAND PRESERVATION MONITORING Maintain electronically 2 years; destroy 2/18/2014
007 PROGRAM
All properties are monitored on an annual or bi-annual basic files
may contain photographs/images and reports on the property.



http://delcode.delaware.gov/title3/c009/index.shtml
http://regulations.delaware.gov/AdminCode/title3/700/index.shtml#TopOfPage
http://delcode.delaware.gov/title3/c009/index.shtml
http://regulations.delaware.gov/AdminCode/title3/700/index.shtml#TopOfPage
http://delcode.delaware.gov/title3/c009/index.shtml
http://regulations.delaware.gov/AdminCode/title3/700/index.shtml#TopOfPage
http://delcode.delaware.gov/title3/c009/index.shtml
http://regulations.delaware.gov/AdminCode/title3/700/index.shtml#TopOfPage
http://delcode.delaware.gov/title3/c009/index.shtml
http://regulations.delaware.gov/AdminCode/title3/700/index.shtml#TopOfPage

STATE OF DELAWARE
DELAWARE PUBLIC ARCHIVES
Record Group: 1380
Agency: AGRICULTURE Page 3 of 3
Division: DELAWARE AGRICULTURE LAND USE PLANNING AND PRESERVATION 2/24/1988

Agency Appendix:

Delaware Public Records Law is Title 29, Chapter 5

Delaware Code Title 3 Agriculture

Delaware Administrative Code, Title 3 Agriculture

Delaware Freedom of Information Act (FOIA) Title 29 § 10002(1)(3) & (4)

Information concerning the Delaware Public Records Law may be found in 29 Del. Code, Chapter 5.

The destruction of paper and electronic records requires an authorized Destruction Notice from the Delaware Public Archives (DPA) (29 Del. Code §504(h)).

For electronic records or electronic systems consisting of multiple record series with differing retention periods, the records should be retained until the longest retention period has

been met, unless the software permits selective deletion.

8. Vital Records or Contingency Back-up Records (paper and electronic) are those records essential to the continued functioning or reconstitution of an organization before, after, and
during an emergency or disaster and those that are needed to protect the legal and financial rights of the government and those affected by government activities. These records
should be duplicated and dispersed to sites that are located a sufficient distance to avoid being subject to the same emergency (36 CFR 1223.22.)

9. Delaware Public Archives may attempt to extract electronic records and/or publications from websites using a web crawler; however, this does not absolve any agency of the
responsibility to identify, manage, and confirm the transfer of any archival content that is contained in, or integral to, an agency’s website. (see Delaware Documentation Procedures
and/or 29 Del Code, §519)

10. An “Electronic record" is defined as a public record that is stored, generated, received or communicated by electronic means for use by, or storage in, an information system or for

transmission from one information system to another (29 Del.Code 8502 and 6 Del. Code §12A-102)

Nogk~wpeE

Notes: Retention Schedule Modification History

Series Title and Explanation and action taken Retention Date of change
ALP-007 CENTURY FAR