Department: Department of Agriculture Section:

Agency Records Disposition Schedule

Division: Weights and Measures Sub-Section:

TITLE: Milk Price Filings

CUTOFF: EOSFY

DESCRIPTION: Milk Price notifications provided by milk distributors/retailers. Maintained
by Weights and measures in the event a complaint is received about
potential infraction of Unfair Milk Sales Practices Act.

RETENTION: Years: 3 Months: 0 Days: 0

NOTES:
DISPOSITION ACTION: Destroy
SERIES: 4069 SERIES STATUS: Approved APPROVAL DATE: 10/27/2009
TITLE: Propane Installers' Plans CUTOFF: Life of Installation
DESCRIPTION: Plans submitted by propane installers detailing scope of propane RETENTION: Years: 1 Months: 0 Days: 0
installation projects. Responsibilities for registration and safety
requirements transferred to Missouri Propane Gas Association in 2007.
NOTES: Program now administered by The Missouri Propane Gas Commission.
DISPOSITION ACTION: Destroy
SERIES: 4064 SERIES STATUS: Approved APPROVAL DATE: 10/27/2009
TITLE: Country of Origin Inspection Reports CUTOFF: EOSFY
DESCRIPTION: Inspection reports completed by field personnel to document sales of RETENTION: Years: 3 Months: 0 Days: 0
meat from sources outside the United States. Inspections are conducted
on an annual basis. Records kept per 265.420 RSMo.
NOTES:
DISPOSITION ACTION: Destroy
SERIES: 23124 SERIES STATUS: Approved APPROVAL DATE: 11/13/2013




Agency Records Disposition Schedule

Department: Department of Agriculture Section:

Division: Weights and Measures Sub-Section:
TITLE: Country of Origin Records CUTOFF: EOSFY
DESCRIPTION: Country of origin inspection reports completed by field personnel to RETENTION: Years: 3 Months: Days:

document sales of meat from sources outside the United States.
NOTES:
DISPOSITION ACTION: Destroy

SERIES: 23026 SERIES STATUS: Approved APPROVAL DATE: 10/27/2009
TITLE: Egg Inspection Records CUTOFF: EOCY

DESCRIPTION: The Missouri Division of Weights and Measures licenses egg producers, RETENTION: Years: 4 Months: 0 Days: 0
dealers, and retailers and also inspects eggs sold in Missouri for quality.
Anyone who buys or sells eggs must be licensed and renew that license
annually. Records include, but are not limited to Applications, Inspection
Reports and Stop Sale Reports. Records kept per 196.311 through
196.361 and 2 CSR 90-36.010 and 2 CSR 90-36.020.

NOTES:

DISPOSITION ACTION: Destroy
SERIES: 4058 SERIES STATUS: Approved APPROVAL DATE: 11/13/2013
TITLE: Emergency Response Records CUTOFF: EOSFY of final dispositon of court case.
DESCRIPTION: Accident reports completed by Weights and Mesures Investigators RETENTION: Years: 10 Months: 0 Days: 0

summoned to investigate accident/fire/incident involving petroleum,
propane or anhydrous ammonia products. Responsibilities for propane-
related registration and safety requirements transferred to Missouri
Propane Gas Commission in 2007.

NOTES: Original Documentation Held By The Missouri State Fire Marshals Office.

DISPOSITION ACTION: Destroy

SERIES: 4063 SERIES STATUS: Approved APPROVAL DATE: 10/27/2009




Department: Department of Agriculture Section:

Agency Records Disposition Schedule

Division: Weights and Measures Sub-Section:

TITLE: Fuel Quality Complaint Records - Resolved

CUTOFF: EOSFY

DESCRIPTION: Complaint reports regarding quality of fuel received from consumers
and/or businesses.

NOTES:

SERIES: 23032 SERIES STATUS: Approved

RETENTION: Years: 3 Months: Days:

DISPOSITION ACTION: Destroy

APPROVAL DATE: 10/27/2009

TITLE: Fuel Quality Enforcement Action Records

CUTOFF: EOSFY

DESCRIPTION: Enforcement correspondence, stop sales, follow up actions with regard to
fuel quality issues.

NOTES:

SERIES: 23028 SERIES STATUS: Approved

RETENTION: Years: 3 Months: Days:

DISPOSITION ACTION: Destroy

APPROVAL DATE: 10/27/2009

TITLE: Fuel Quality Program Complaint Records - (Unresolved)

CUTOFF: EOSFY of final disposition of court case

DESCRIPTION: Unresolved complaint reports from consumers or merchants regarding
fuel quality issues. Records include, but are not limited to court
documents, correspondence, and Complaint Forms which may include the
following information: name, contact information, fuel supplier, evidence
and any damages. Records kept per 2 CSR 90-30.040.

NOTES:

SERIES: 23033 SERIES STATUS: Approved

RETENTION: Years: 5 Months: 0 Days: 0

DISPOSITION ACTION: Destroy

APPROVAL DATE: 11/13/2013




Agency Records Disposition Schedule

Department: Department of Agriculture Section:
Division: Weights and Measures Sub-Section:
TITLE: Fuel Quality Program Test Records CUTOFF: EOCY

DESCRIPTION: This program administers the fuel quality law through inspection, analysis RETENTION: Years: 10 Months: 0 Days: 0
and enforcement to help ensure consumers are purchasing quality motor
fuels. Records include but are not limited to Fuel Quality Inspection
Reports, Laboratory Test Results, Report of Test Results, and Stop Sale
Reports. Records kept per 414.042 RSMo. and 2 CSR 90-30.040.

NOTES:

DISPOSITION ACTION: Destroy
SERIES: 4060 SERIES STATUS: Approved APPROVAL DATE: 11/13/2013
TITLE: Liguefied Petroleum Gas Meter Inspection Records CUTOFF: EOSFY

DESCRIPTION: LP Meter Test Report/Refined Fuels Meter Test Reports/Terminal Meter RETENTION: Years: 3 Months: 0 Days: 0
Test Reports.

NOTES:

DISPOSITION ACTION: Destroy
SERIES: 4065 SERIES STATUS: Approved APPROVAL DATE: 10/27/2009
TITLE: Metrology Laboratory Calibration Records CUTOFF: EOSFY

DESCRIPTION: Calibration Certificates issued to businesses or individuals. Includes but RETENTION: Years: 3 Months: 0 Days: 0
not limited to Test Reports, results of laboratory testing of weights and
measures standards.

NOTES:
DISPOSITION ACTION: Destroy

SERIES: 4062 SERIES STATUS: Approved APPROVAL DATE: 10/27/2009




Department: Department of Agriculture Section:

Agency Records Disposition Schedule

Division: Weights and Measures Sub-Section:

TITLE: Milk Inspection Records

CUTOFF: EOCY

DESCRIPTION: The Missouri Division of Weights and Measures administers the Unfair
Milk Sales Practices Act, which prohibits selling milk below cost. The law
prevents processors and distributors from unfairly diverting trade from a
competitor or creating a monopoly by advertising or selling wholesale or
retail milk products for less than the processor’s or distributor’s cost.
Records include, but are not limited to Application, Inspection Report, and
Stop Sale Report. Records kept per 416.410 through 416.560. RSMo. and
2 CSR 90-38.010 through 2 CSR 90-38.050.

RETENTION: Years: 4 Months: 0 Days: 0

NOTES:
DISPOSITION ACTION: Destroy
SERIES: 23808 SERIES STATUS: Approved APPROVAL DATE: 11/13/2013
TITLE: Missouri Propane Gas Commission Safety Inspection Records CUTOFF: EOSFY
DESCRIPTION: Propane/Andhydrous Ammonia Inspection Reports/Pressure Test RETENTION: Years: 3 Months: 0 Days: 0
Reports/School Bus Inspection Reports.
NOTES:
DISPOSITION ACTION: Destroy
SERIES: 4067 SERIES STATUS: Approved APPROVAL DATE: 10/27/2009




Department: Department of Agriculture Section:

Agency Records Disposition Schedule

Division: Weights and Measures Sub-Section:

TITLE: Moisture Meter Registration Records

CUTOFF: EOCY

DESCRIPTION: Inspections for the accuracy of grain moisture meters and associated
equipment such as scales, thermometers, and charts. Weights and
Measures officials annually inspect and certify moisture measuring
equipment. Records include, but are not limited to Annual Registration
Forms and Moisture Meter Inspection Reports. Records kept per 7 CFR
801.6 and National Institute of Standards and Technology (NIST)

RETENTION: Years: 3 Months: 0 Days: 0

Handbook 44.
NOTES:
DISPOSITION ACTION: Destroy
SERIES: 23130 SERIES STATUS: Approved APPROVAL DATE: 11/13/2013
TITLE: Package Inspection Records CUTOFF: EOSFY
DESCRIPTION: Standard and random package reports. Stop Sale/Stop Use orders issued RETENTION: Years: 3 Months: 0 Days: 0
by field personnel to prevent sales of underweight/overweight
merchandise to consumers.
NOTES:
DISPOSITION ACTION: Destroy
SERIES: 4066 SERIES STATUS: Approved APPROVAL DATE: 10/27/2009




Agency Records Disposition Schedule

Department: Department of Agriculture Section:

Division: Weights and Measures Sub-Section:
TITLE: Petroleum Equipment Manufacturers/Installers Registration Records CUTOFF: EOCY in which equipment is installed
DESCRIPTION: Registration records for liquid propane meter, anhydrous ammonia RETENTION: Years: 30 Months: 0 Days: 0

applicator, nurse tank and storage equipment manufacturers/installers.
Records include Petroleum Inspection Financial Responsibility
Registration forms. Records kept per 414.035 RSMo and 40 CFR 280.71.

NOTES: Petroleum Inspection Financial Responsibility Registration forms will be kept by

the division. DISPOSITION ACTION: Destroy
SERIES: 23129 SERIES STATUS: Approved APPROVAL DATE: 11/13/2013
TITLE: Price Verification Records CUTOFF: EOSFY
DESCRIPTION: Price verification reports completed by field personnel to document the RETENTION: Years: 3 Months: Days:

accuracy of price scanning equipment used by retail businesses.
NOTES:
DISPOSITION ACTION: Destroy

SERIES: 23027 SERIES STATUS: Approved APPROVAL DATE: 10/27/2009




Department: Department of Agriculture Section:

Agency Records Disposition Schedule

Division: Weights and Measures Sub-Section:

TITLE: Scale Inspections Records

CUTOFF: EOSFY

DESCRIPTION: Inspections of large and small scales, as well as other weighing and
measuring devices. An approval seal is placed on all devices that have
been tested and determined to be accurate. Inspections are completed by
field personnel to document activity and provide invoice for services to
business. Scales are inspected annually. Records include, but are not
limited to Scale Inspection and Scale Fee Invoice Forms. Records kept
per 413.045 and 413.225 RSMo.and the National Institute of Standards
and Technology (NIST) Handbook 44.

RETENTION: Years: 3 Months: 0 Days: 0

NOTES:
DISPOSITION ACTION: Destroy
SERIES: 23123 SERIES STATUS: Approved APPROVAL DATE: 11/13/2013
TITLE: Service Station Inspection Records CUTOFF:
DESCRIPTION: Records include Service Station Inspection Reports, Notices of Violations, RETENTION: Years: 3 Months: 0 Days: 0
Notices of Corrections Made/Complaint Investigations. Records are
requested by banks, insurance companies, realtors and general public.
They could also be requested for court cases.
NOTES: Original records are in paper form. They are then scanned. Paper destroyed after
6 months. DISPOSITION ACTION: Destroy
SERIES: 23127 SERIES STATUS: Approved APPROVAL DATE: 10/27/2009




Department: Department of Agriculture Section:

Agency Records Disposition Schedule

Division: Weights and Measures Sub-Section:

TITLE: Title: Fuel Quality Program Complaint Records - (Resolved)

CUTOFF: EOCY in which complaint resolved

DESCRIPTION: Resolved complaints from consumers or merchants, resulting in an
inspection or investigation. Records include, but are not limited to
Complaint form which should include the following information: name,
contact information, fuel supplier, evidence, and any damages. Records
produced and maintained per 413.130 RSMo.

NOTES:

SERIES: 4055 SERIES STATUS: Approved

RETENTION: Years: 3 Months: 0 Days: 0

DISPOSITION ACTION: Destroy

APPROVAL DATE: 11/13/2013

TITLE: Weekly Activity Reports

CUTOFF: EOSFY

DESCRIPTION: Weekly Activity Reports of Device and Commaodity,
Petroleum/PropaneNH3, Moisture Meter, and Fuel Quality Employees -
details of businesses inspected, invoices issued, fees collected.

NOTES:

SERIES: 4061 SERIES STATUS: Approved

RETENTION: Years: 3 Months: 0 Days: 0

DISPOSITION ACTION: Destroy

APPROVAL DATE: 10/27/2009

TITLE: Weights and Measures Service Technician Registration Records

CUTOFF: EOCY in which license expires

DESCRIPTION: Applications to register individuals who install, maintain, or repair weighing
and measuring devices/examination results/calibration certificates for
equipment/copies of registration certificates or cards.

NOTES:

SERIES: 4068 SERIES STATUS: Approved

RETENTION: Years: 3 Months: 0 Days: 0

DISPOSITION ACTION: Destroy

APPROVAL DATE: 10/27/2009




