
115-AGRICULTURE, TRADE & CONSUMER PROTECTION

RDA # RDA Title

Department NameDept. # PIIRetention Disposition

00053000. FINANCIAL DEFAULT CASE FILES

DAIRY PLANT SECURITY AND FOOD CONTRACTOR SECURITY DEFAULT CASE FILES. THESE FILES MAY INCLUDE
COMMERCIAL SURETY BONDS, OTHER ASSIGNED SECURITY FINANCIAL STATEMENTS AND TRUSTEESHIP RECORDS FOR
DAIRY PLANTS OR FOOD CONTRACTORS WHO HAVE FAILED LEAVING UNPAID OBLIGATIONS TO MILK PRODCUERS OR
WISCONSIN GROWERS. THESE FILES WOULD ALSO CONTAIN AUDIT RECORDS USED TO DETERMINE CLAIMS OF
PRODUCERS OF GROWERS, COLLECTIONS OF SECURITY, HEARINGS ALLOWING CLAIMS, DISTRIBUTION OF MONIES
AVAILABLE TO CLAIMANTS AND RELATED MATERIAL.

THE FINANCIAL STATEMENTS INCLUDED IN THESE RECORDS ARE CONFIDENTIAL AND NOT SUBJECT TO PUBLIC
INSPECTION UNDER S. 100.03(5)(F), WIS. STATS., AND ARE SUBJECT TO EXPOSURE ONLY IF IT BECOMES NECESSARY AS
PART OF A DEFAULT OR ENFORCEMENT ACTION. 

YEAR CREATED: 1978
CONFIDENTIAL: S. 100.03(5)(F), WIS. STATS.
ARRANGED: FIRST BY LICENSE GROUP, ADN THEN BY CASE FILE. 
ANNUAL ACCUMULATION VARIES FROM YEAR TO YEAR - MOST YEARS ZERO ACCUMULATION, OTHER YEARS 5 OR 6
CUBIC FEET. 
USED BY: BUSINESS TRADE PRACTICES AND AGENCY LEGAL STAFF FOR DEFAULT PROCEEDINGS.

EVT: 15 YEARS FROM THE DATE CASE IS FINALIZED AND DESTROY

EVT+15 DEST Y

00069000. FEDERAL CONTRACTS

RECORD CONTAINS CONTRACTS, INVOICES AND SUPPORT DOCUMENTS RELATING TO REIMBURSEMENT RECEIVED
FROM USDA AND FDA.

PARTNERSHIPS INCLUDE: MDP-MICROBIOLOGICAL DATA PROGRAM, PDP- PESTICIDE DATA PROGRAM, CATFISH, JUICE
PARTNERSHIP, FDA FOOD INSPECTION, USDA SHELL EGG, COOL- "COUNTRY OF ORIGIN LABEL", FOOD DEFENSE

FEDERAL CONTRACTS - MOUS
RECORDS WERE CREATED IN 1969.
10 TOTAL CUBIC FEET ACCUMULATION

EVT + 6 YEARS. 
EVENT = CLOSE OF CONTRACT YEAR AND DESTROY CONFIDENTIAL

EVT+6 DEST N

00073000. INVESTIGATIVE CASE FILE - EXCEPTION

RECORDS CONSIST OF INVESTIGATION, INQUIRY, INSPECTION CONDUCTED BECAUSE OF CONSUMER COMPLAINTS AND
ACCIDENTS INVOLVING FOOD TRANSPORTATION. MANY INQUIRES ARE BROUGHT TO A RESOLUTION AT THE FIRST VISIT
AND THUS, NO FURTHER ACTION IS REQUIRED, THEREFORE, THERE IS NO CASE. IF FURTHER ACTION IS REQUIRED,
INCIDENT BECOMES A CASE. WI STATS. CHAPTERS 93-100, STATS, DIVISION OF ADMINISTRATIVE RULES, ATCP 55-89. 

RETAIN FOR 3 YEARS AFTER RESOLUTION OF PROBLEM AND DESTROY CONFIDENTIAL.

EVT+3 DEST Y

00074000. MEAT PRODUCT FORMULAS

THIS RECORD SERIES CONTAINS INFORMATION SUBMITTED BY MEAT PROCESSING PLANTS INCLUDING; PRODUCT
NAME, ADDED INGREDIENTS, I.E. SPICES, SPECIES, WATHER AND CHEMICALS; METHOD OF PREPARATION, I.E. MXING OF
ADDED INGREDIENTS; COOKING AND COOLING PROCEDURES. INGREDIENT STATEMENT IN ORDER OF PREDOMINANCE
OF INGREDIENTS. THIS IS THE RECEIPE OF PRODUCTS PRODUCED IN A PLANT. 

ORIGINAL RECORDS ARE LOCATED IN CENTRAL OFFICE AND LOCKED PLANT FILE MAINTAINED BY DATCP. 

CONFIDENTIAL MATERIAL NOT SUBJECT TO OPEN RECORDS, TRADE SECRETS. INSPECTOR IN CHARGE REVIEWS PLAN
PRODUCTION THEREFORE ABLE TO KEEP RECORDS VERY CURRENT. 

FORMULATION ARE GOVERNED BY ATCP 55.

RETAIN RECORDS FOR LIFE OF PRODUCT OR PRODUCT FORMULATION AMENDED, DESTROY IN A CONFIDENTIAL
MANNER, PER S. 134.90, STATS. RETAIN 1 WEEK AFTER DISCONTINUED. 

EVENT = PRODUCT DISOCONTINUED + 1 WEEK AND DESTROY CONFIDENTIAL.

EVT+0/1 DEST Y

00076000. ANTIBIOTIC RESIDUE CASE FILE

ANALYTICAL RESULTS OF ANTIBIOTIC RESIDUE TESTING ON SUSPECT SLAUGHTER ANIMALS PERFORMED BY
VETERINARIAN STAFF, TESTING FOR LEVELS AND ANTIBIOTICS. DOCUMENTS INCLUDE: ANTIBIOTIC RESIDUE RESULT;

CR+3 DEST Y
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/100/ FOOD SAFETY, DIVISION OF
DRUG CERTIFICATE - SUBMITTED ALONG WITH SLAUGHTER ANIMAL WHICH INDICATES IF A DRUG WAS ADMINISTERED
AND WITHDRAWAL PERIOD OF SAID DRUG; OWNER OF ANIMAL; CONDEMNATION REPORT COMPLETED BY VET
INDICATING A POSITIVE RESULT AND CONFIRMED BY THE LAB; THAT ANIMAL IS UNABLE TO BE SLAUGHTERED FOR
HUMAN CONSUMPTION; WARNING LETTER TO OWNER OF ANIMAL. 

RECORDS ARE HOUSED IN CENTRAL OFFICE. RETAIN RECORDS FOR 3 YEARS. 

CR + 3 YEARS AND DESTROY CONFIDENTIAL.

00077000. MEAT ESTABLISHMENT IN-PLANT RECORDS

RECORDS HOUSED AT THE PLANT CONTAIN DOCUMENTS THAT INCLUDE: OPEN AND CLOSED NR'S; PROCEDURE
SCHEDULE; PLANT PROFILE; ESTABLISHMENT PROCEDURE WORKSHEET; E-COLI/SSOP/HACCP BASIC COMPLIANCE
CHECKLISTS; APPROVED FORMULAS, LABEL AUDIT AND LABEL AUDIT LOG; PORK CERTIFICATION; WDATCP LAB SAMPLE
REPORTS; SAMPLING SCHEDULE; FM-11 SLAUGHTER REPORT/SCHEDULE; WATER POTABILITY REPORT
(BACTERIOLOGY); FM-51 CERTIFICATION OF SEWAGE AND EFFLUENT WASTE DISPOSAL; RECORD OF COMPLIANCE OR
VIOLATION OF MANUFACTURED MEAT ITEMS; AND IDV'S. THESE ARE THE ONLY SET OF FILES AND ARE LOCATED AND
MAINTAINED IN-PLANT BY THE DATCP INSPECTOR IN CHARGE. 

RETAIN FOR THE EVENT + 3 YEARS. VIOLATIONS MAY BECOME A CASE FOR COMPLIANCE AND THEN THE RECORD
WOULD BE MAINTAINED FOR 7 YEARS. EVENT = RECEIPT OF INFORMATION. 

EVENT = RECEIPT OF INFORMATION + 3 YEARS AND DESTROY CONFIDENTIAL.

EVT+3 DEST Y

00080000. MEAT LICENSE APPLICATION - MEAT PROCESSOR CUSTOM, MEAT ESTABLISHMENT, MOBILE SLAUGHTERERS

RECORD CONTAINS ORIGINAL APPLICATION AND SUPPORTIVE DOCUMENTS - SUPERVISOR CHECK LIST AND
INSPECTION SCHEDULE AGREEMENTS, LICENSED UNDER WIS STATUTES 97.42 AND 95.72. THE INSPECTION SCHEDULE
AGREEMENT IS FOR PLANT WHERE PRODUCTION REQUIRES AN INSPECTOR PRESENT. STAFF AND PLANT OPERATOR
SET UP THIS SCHEDULE.  SUPERVISOR CHECK LIST WHICH ACCOMPANIES THE APPLICATION FROM THE REGION TO
SUPPLEMENT THE APPLICATION. 

LICENSE TYPE INCLUDES; MEAT PROCESSOR CUSTOM, LICENSE TYPE 23; MEAT ESATBLISHMENT, LICENSE TYPE 29;
MOBILE SLAUGHTERERS, LICENSE TYPE 25. 

ORIGINAL RECORDS ARE HOUSED IN CENTRAL OFFICE. A COPY IS KEPT IN THE LOCKED PLANT FILE. 

RETAIN DOCUMENTS FOR 3 YEARS AFTER CLOSE OF BUSINESS OR CHANGE OF OWNERSHIP AND DESTROY
CONFIDENTIAL.

EVT+3 DEST Y

00081000. MEAT LICENSE - HISTORY OF CUSTOM MEAT PROCESSOR, MEAT ESTABLISHMENT, MOBILE SLAUGHTER

MEAT ESTABLISHMENT HISTORY FILE, ATCP 55, ATCP 56, ATCP 58

LICENSE TYPES INCLUDE:
* TYPE 23 - CUSTOM MEAT PROCESSOR
* TYPE 25 - MOBILE SLAUGHTER - REGISTRATION
* TYPE 29 - MEAT ESTABLISHMENT

RECORDS CONTAINS DOCUMENTS THAT INCLUDE A 3 - YEAR HISTORY OF THE PLANT, THE SANITARY AND
OPERATIONAL HISTORY FOR BOTH THE FACILITY AND THE PRODUCTS HANDLED. DOCUMENTS COULD INCLUDE:
REGULATORY AND INFORMATIONAL LETTERS, SAMPLE COLLECTION RESULTS AND GENERATED CORRESPONDENCE,
SUPERVISORY REVIEW AND EVALUATION REPORTS AND CUSTOM SLAUGHTER REPORTS.

ORIGINAL RECORDS HOUSED IN CENTRAL OFFICE AND A COPY IS KEPT IN THE LOCKED IN-PLANT FILE MAINTAINED BY
DATCP.

RETAIN FOR EVENT + 3 YEARS UNLESS ASSOCIATED WITH A COMPLIANCE FILE, THEN KEPT FOR 7 YEARS. EVENT =
DATE OF CORRESPONDENCE.

EVT+3 DEST Y

00082000. MEAT LICENSE APPLICATION - OTHER

CONTAINS ORIGINAL APPLICATION, LICENSED UNDER WIS. STATUTES 97.42 AND 95.72

LICENSE TYPE 22 - MEAT RENDERERS
LICENSE TYPE 24 - MINK RANCHERS - REGISTRATION 
LICENSE TYPE 36 - ANIMAL FOOD PROCESSOR
LICENSE TYPE 37 - DEAD ANIMAL COLLECTOR 
LICENSE TYPE 45 - MEAT AND POULTRY WHOLESALE - REGISTRATION 
LICENSE TYPE 46 - GREASE PROCESSOR
LICENSE TYPE 47 - MEAT COLD STORAGE WAREHOUSE - REGISTRATION

ORIGINAL RECORDS ARE HOUSED IN CENTRAL OFFICE.

EVT+3 DEST Y
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/100/ FOOD SAFETY, DIVISION OF
RETAIN DOCUMENTS FOR 3 YEARS AFTER CLOSE OF BUSINESS OR CHANGE OF OWNERSHIP.

CORRECT LICENSE TYPE 24 FROM "MILK" RANCHERS TO "MINK" RANCHERS; DELETE LICENSE TYPE 48 AS THAT IS
INCORRECT (BELONGS UNDER TYPE 45)

EVENT = AFTER CLOSE OF BUSINESS/NEW OWNERSHIP + 3 YEARS AND DESTROY CONFIDENTIAL.

00083000. MEAT LICENSE HISTORY - OTHER

MEAT ESTABLISHMENT HISTORY FILE, ATCP 55, ATCP 56, ATCP 58

LICENSE TYPE 22 - MEAT RENDERERS
LICENSE TYPE 24 - MINK RANCHERS - REGISTRATION
LICENSE TYPE 36 - ANIMAL FOOD PROCESSOR
LICENSE TYPE 37 - DEAD ANIMAL COLLECTOR
LICENSE TYPE 45 - MEAT AND POULTRY WHOLESALE - REGISTRATION
LICENSE TYPE 46 - GREASE PROCESSOR
LICENSE TYPE 47 - MEAT COLD STORAGE WAREHOUSE - REGISTRATION 

COULD ALSO INCLUDE ESTABLISHMENTS THAT ARE NOT LICENSED BUT WOULD HANDLE A MEAT PRODUCT. ORIGINAL
RECORDS ARE HOUSED IN CENTRAL OFFICE. RETAIN DOCUMENTS FOR 3 YEARS IF VISITED 2 TIMES A YEAR; RETAIN
FOR 6 YEARS IF VISITOED ONLY ONCE. 

EVENT = SITE VISITS + 6 YEARS AND DESTROY CONFIDENTIAL.

EVT+6 DEST Y

00084000. SLAUGHTER REPORTS FROM OFFICIAL PLANTS

THIS RECORD SERIES CONTAINS THE DOCUMENTS SUBMITTED BY MEAT INSPECTORS WHICH INDICATES THE NUMBERS
OF ANIMALS SLAUGHTERED AND POUNDAGE OF PRODUCT. INFORMATION IS ENTERED INTO THE DATABASE WHICH
PROVIDES A SUMMARY REPORT AND ANNUAL REPORT. 

DESTROY RECORDS (SUMMARY REPORT AND ANNUAL REPORT) 1 MONTH AFTER COMPLETION OF ANNUAL REPORTS
PROVIDED ENTERED INTO THE DATABASE SYSTEM AND DESTROY.

EVT+0/1 DEST N

00085000. SUMMARIES AND REPORTS OF SLAUGHTER STATISTICS FROM OFFICIAL PLANTS

THIS RECORD SERIES CONTAINS THE SUMMARY OF THE SLAUGHTER INFORMATION WHICH INDICATES THE NUMBERS
OF ANIMALS SLAUGHTERED AND POUNDAGE OF PRODUCT WHICH IS USED TO COMPLETE MONTHLY REPORTS
SUBMITTED TO USDA. 

INFORMATION IS ENTERED TO THE DATABASE FROM THE SLAUGHTER REPORTS. MAINTAIN SUMMARIES AND REPORTS
FOR 3 YEARS, SAME AS USDA.

CR + 3 YEARS AND DESTROY.

CR+3 DEST N

00086000. SAMPLING PROGRAM FILE

THIS RECORD SERIES CONTAINS THE SAMPLE COLLECTION RECORD (COULD INCLUDE A COPY OF THE REGULATORY
CORRESPONDENCE RELATING TO NON-COMPLYING SAMPLE). 

SAMPLE COLLECTION REOCRD IS HOUSED IN CENTRAL OFFICE AND IS USED TO MONITOR THE SAMPLING PROGRAM ON
A MANAGEMENT LEVEL. 

EVENT = DATE OF SAMPLE + 2 YEARS AND DESTROY CONFIDENTIAL.

EVT+2 DEST Y

00087000. AGENT PROGRAM - CONTRACT

RECORD CONTAINS THE CONTRACT ISSUED TO CITY/COUNTY HEALTH DEPARTMENTS GIVING AUTHORIZATION TO
FOLLOW ATCP 74, WHICH ALLOWS CITY/COUNTY HEALTH DEPARTMENT TO ACT AS AN AUTHORIZED AGENT OF THE
DIVISION IN LICENSING RETAIL ATCP 74

RECORDS WERE CREATED IN 1985
1.5 TOTAL CUBIC FEET ACCUMULATED

EVT + 3 YEARS 
EVENT = END OF CONTRACT AND DESTROY CONFIDENTIAL

EVT+3 DEST N

00087B00. AGENT PROGRAM - AUDIT

RECORD CONTAINS THE AUDIT/EVALUATION CONDUCTED BY FOOD SAFETY SCIENTISTS OF CITY/COUNTY HEALTH
DEPARTMENT'S RECORDS (INSPECTION RECORDS OF ESTABLISHMENTS; ROUTINE CORRESPONDENCE).

ATCP 74 

EVT+5 DEST N
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/100/ FOOD SAFETY, DIVISION OF
10 TOTAL CUBIC FEET ACCUMULATED

EVT + 5 YEARS 
EVENT = DATE OF AUDIT AND DESTROY CONFIDENTIAL

00090000. PRODUCT GRADING INSPECTION

RECORD CONTAINS GRADE INSPECTION REPORTS, VIOLATION LETTERS AND CORRESPONDENCE PERTAINING TO THE
QUALITY GRADING OF BUTTER, CHEESE AND EGGS. STATE MULTIPLE PRODUCT GRADERS CONDUCT AUDITS FOR
GRADE VERIFICATION OF PRODUCTS.

ATCP 81
ATCP 85
ATCP 88

RECORDS WERE CREATED IN 1980
3 TOTAL CUBIC FEET ACCUMULATED

EVT + 5 YEARS 
EVENT = DATE OF TRANSACTION AND DESTROY CONFIDENTIAL

EVT+5 DEST N

00091000. MILK PRODUCER PERMIT AND LICENSE HISTORY

RECORD CONTAINS:
*ORIGINAL APPLICATION SIGNED BY BOTH THE DAIRY PRODUCER AND PLANT FIEDL PERSON. INDICATES PLANT MILK
WILL BE SHIPPED TO AND INFORMATION PERTAINING TO WELL AND WATER SUPPLY. MAY INCLUDE A STATUS CHANGE
FORM SUBMITTED TO AMEND APPLICATION.
*ROUTINE AND NON-ROUTINE INSPECTIONS, WARNING LETTERS, AND REGULATORY CORRESPONDENCE: WARNING OR
DEGRADE LETTERS, DRUG RESIDUE CERTIFICATE OF COMPLIANCE FOLLOWING ACTIOIN INVOLVING DRUG RESIDUE IN
FLUID MILK; AND INFORMATIONAL CORRESPONDENCE.
*PLANS AND CORRESPONDENCE RELATING TO CONSTRUCTION, RECONSTRUCTION AND ALTERATION OF MILKING
INSTALLATIONS ON FARMS, I.E. PIPELINE, BULK TANKS, PLATE COOLERS, MILKING PARLORS. PLANS ARE REVIEWED
AND APPROVAL LETTER IS SENT BY FOOD & DAIRY SPECIALISTS
*MONTHLY ANALYTICAL RESULTS OF SOMATIC CELL, STANDARD PLATE COUNT, TEMPERATURE, WATER RESULTS AND
DRUG RESIDUE SUBMITTED BY PLANT FOR DAIRY PRODUCER.

ATCP 60 AND 3-A STANDARDS
RECORDS WERE CREATED IN 1978
160 TOTAL CUBIC FEET ACCUMULATED

EVT+4
EVENT = DATE OF ROUTINE INSPECTION OR MONTHLY QUALITY, NOTICE THAT LICENSE NO LONGER REQUIRED, OR
CLOSE OF BUSINESS AND DESTROY CONFIDENTIAL

EVT+4 DEST Y

00094000. FOOD AND DAIRY LICENSE HISTORY

ADDED:
RECORD CONTAINS:
* ORIGINAL LICENSE APPLICATION, RECEIPTED FEES, AND RENEWAL NOTICE FOR DIVISION/BUREAU LICENSE, PERMITS
AND CERTIFICATIONS.
*SITE, EQUIPMENT AND VEHICLE INSPECTION RESULTS SUBMITTED BY FOOD SAFETY INSPECTORS WHICH INDICATE
THE PHYSICAL AND SANITARY CONDITION OF EQUIPMENT AND LICENSED FACILITY USED IN THE PRODUCTION OF FOOD
PROCESSING OR HANDLING. 
*OBSERVATION OF PROCEDURES PERFORMED BY LICENSED PERSONNEL.
*GENERAL OR REGULATORY CORRESPONDENCE AND WARNING LETTERS. INCLUDING VARIANCE REQUEST REVIEWS
AND FOOD HANDLING EQUIPMENT REVIEW 
*INACTIVE RECORDS WHEN LICENSE NO LONGER REQUIRED.

RETAIL FOOD ESTABLISHMENT - ATCP 75
FOOD PROCESSOR - ATCP 70
DAIRY PLANT - ATCP 80
BULK MILK WEIGHER AND SAMPLER - ATCOP 82
CHEESEMAKER - ATCP 69
BUTTERMAKER - ATCP 69
MILK & CREAM TESTER - ATCP
BRICK & MUENSTER CHEESE GRADER - ATCP 81
RETAIL FOOD ESTABLISHMENTS LICENSED BY CITY/COUNTY HEALTH DEPT - ATCP 74
FOOD WAREHOUSE - ATCP 71
MILK DISTRIBUTOR, S 97.24
BULK MILK TANKER - ATCP 82
AMERICAN CHEESE GRADER - ACTP 81
SWISS CHEESE GRADER - ATCP 81
BUTTER GRADER - ATCP 81

EVT+4 DEST Y
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/100/ FOOD SAFETY, DIVISION OF

RECORDS WERE CREATED IN 1978
48 TOTAL CUBIC FEET ACCUMULATED

EVT + 4 YEARS
EVENT = DATE OF DOCUMENT, DATE OF RECEIPT OF TERMINATION, NOTICE, LICENSE PLACED IN OUT OF BUSINESS
STATUS AND DESTROY CONFIDENTIAL (PROVIDED FOLDER STATUS IS OUT OF BUSINESS)

00097000. DAIRY & FOOD LICENSE, INCLUDING PERSONAL LICENSE APPLICATIONS

RECORDS CONTAINS ORIGINAL LICENSE APPLICATION, INCLUDING RENEWAL COUPONS/AMENDED APPLICATIONS;
PLANT TRANSFER, INPLANT NUMBER CHANGE. PERTAINS TO: RETAIL FOOD EST.-ATCP 75; FOOD WAREHOUSE-ATCP 71;
FOOD PROCESSOR-ATCP 70; MILK DISTRIBUTOR-S.97.24; DAIRY PLANT-ATCP 80; BULK MILK TANKER-ATCP 82; BULK MILK
WEIGHER & SAMPLER-ATCP 82; CHEESEMAKER & BUTTERMAKER-ATCP 69; MILK & CREAM TESTER-ATCP 82; BRICK,
MUENSTER, AMERICAN, SWISS CHEESE GRADER -ATCP 81; BUTTER GRADER-ATCP 81 AND DAIRY PRODUCER-ATCP 60;
BULK MILK TANKER OPERATOR-ATCP 82; LABORATORY ANALYST-ATCP 77; LABORATORY CERTIFICATION-ATCP 77. 

RETAIN FOR EVENT + 5 YEARS. EVENT = DATE LICENSE IS NO LONG ACTIVE.

EVT+5 DEST Y

00101000. USDA SHELL EGG REGULATORY

RECORD CONTAINS THE INSPECTION REPORTS SUBMITTED BY GRADING PERSONNEL, GRADING EGGS AT FEDERALLY
REGISTERED ESTABLISHMENTS, PER AGREEMENT WITH USDA.

MOU
RECORDS CREATED IN 1980
3 TOTA CUBIC FEET ACCUMULATED

EVT + 3 YEARS
EVENT = CLOSE OF FEDERAL FISCAL YEAR AND DESTROY CONFIDENTIAL

EVT+3 DEST N

00102000. SAMPLE COLLECTION RECORDS (SCR) RESULTS

RECORD CONTAINS ANALYTICAL RESULTS OF FOOD ITEMS SAMPLED BY FOOD SAFETY INSPECTORS OR AUTHORIZED
AGENTS AT RETAIL, WHOLESALE AND POINT OF PRODUCTION. DAIRY SCR'S ARE FILED WITH PLANT DOCUMENTS. FOOD
SCR'S ARE FILED BY COUNTY.

WIS. STATS. CHPT. 97
RECORDS CREATED IN 1979 6 TOTAL CUBIC FEET ACCUMULATED

EVT + 3 YRS 
EVENT = DATE OF SAMPLE AND DESTROY CONFIDENTIAL

EVT+3 DEST N

00102A00. FOOD SAMPLE COLLECTION RECORDS RESULTS

RECORD CONTAINS ANALYTICAL RESULTS OF FOOD ITEMS SAMPLED BY FOOD SAFETY INSPECTORS OR AUTHORIZED
AGENTS AT RETAIL, WHOLESALE AND POINT OF PRODUCTION ENTERED OR TRANSFERRED INTO AN ELECTRONIC
DATABASE. WI STATS CHPT. 97.

RETAIN FOR EVENT + 4 YEARS.
EVENT = DATE OF SAMPLE AND PURGE

EVT+4 DEST N

00104000. MILK AND MILK PRODUCTS VITAMIN ASSAY

RECORD CONTAINS LAB RESULTS, WARNING LETTERS AND CORRESPONDENCE TO AND FROM PROCESSORS OF FLUID
MILK AND MILK PRODUCTS TO WHICH VITAMINS AND MINERALS ARE ADDED. LAB RESULTS ARE A COMPLETE ANALYSIS
AND BIOLOGICAL ASSAY OF EACH PRODUCT SUBMITTED TO THE REGULATOROY AGENCY AT LEAST ONCE EVERY 6
MONTHS. 

ATCP 80, DAIRY PLANTS AND PASTEURIZED MILK ORDINANCE
RECORDS CREATED IN 1978
3 CUBIC FEET ACCUMULATED

EVT + 3 YRS
EVENT = DATE OF RESULT OR LETTER AND DESTROY CONFIDENTIAL

EVT+2 DEST Y

00246000. LABORATORY CERTIFICATION AND LABORATORY ANALYST HISTORY

RECORD CONTAINS:
*ORIGINAL LICENSE APPLICATION, RECEIPTED FEES COLLECTED, AND ANNUAL RENEWAL NOTICE FOR LABORATORIES
AND PERSONS ENGAGED IN TESTING MILK AND FOOD. ANALYSTS ARE LICENSED THROUGH THE LABORATORY THEY
ARE EMPLOYED AT.
*TEST RESULTS OF ALTERNATIVE PROCEDURES FOR TESTING MILK AND WATER. THESE TESTS AUTHORIZE

EVT+5 DEST Y
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/100/ FOOD SAFETY, DIVISION OF
ALTERNATIVE TEST METHODS AVAILABLE TO LABORATORIES BY LABORATORY PERSONNEL.
*REVIEWS CONDUCTED BY LABORATORY EVALUATION OFFICERS ON LABORATORY ANALYST ON THEIR ABILITY TO
PERFORM ACCURATE TESTS OF MILK AND FOOD. 
*CASE FILES OF THE LABORATORIES INSPECTED. INCLUDING 
ON-SITE INSPECTIONS, PERSONNEL RESUMES, PROFICIENCY TESTING, INSPECTION ACCREDITATION, PERFORAMNCE
REPORTS, CORRESPONDENCE AND EVALUATIONS.
*INACTIVE RECORDS WHEN LICENSE NO LONGER REQUIRED.

ATCP 77 
RECORDS CREATED IN 
22 TOTA CUBIC FEET ACCUMULATED

EVT + 5 YEARS
EVENT = SUPERSEDED OR CLOSE OF BUSINES AND DESTROY CONFIDENTIAL

00250000. FOOD PRODUCTS LABEL REVIEW - APPROVE

RECORD CONTAINS LABELS FOR FOOD PRODUCTS SUBMITTED FOR REVIEW. ROUTINE CORRESPONDENCE TO AND
FROM BUSINESS TO BRING LABEL INTO COMPLIANCE.

WIS. STATS. CHPT 97
RECORDS CREATED IN 
3 TOTAL CUBI FEET ACCUMULATED

EVT + 1 YRS
EVENT = DATE OF APPROVAL LETTER AND DESTROY CONFIDENTIAL

EVT+1 DEST Y

00250B00. FOOD PRODUCTS LABEL REVIEW - CONTROVERSIAL

RECORD CONTAINS LABELS FOR FOOD PRODUCTS  SUBMITTED FOR REVIEW, WHICH ARE CONTROVERSIAL IN NATURE.
PRODUCT IS USUALLY ASSOCIATED WITH COMPLIANCE CASES (SEE RDA#00072). PRODUCT IS UNIQUE, EXPANDS
BEYOND THE STANDARDS OF IDENTITY, OR DECLARES INFORMATION ON THE LABEL REQUIRING CLARIFICATION. (E.G.:
ORGANIC, BGH, BOYA CHEESE)

WIS. STATS. CHPT. 97
RECORDS CREATED IN 1969
10 TOTAL CUBIC FEET ACCUMULATED

EVT + 10 YRS
EVENT = CLOSE OF CASE OR CONTROVERSY AND TRANSFER TO STATE HISTORICAL SOCIETY

EVT+10 SHSW N

00251000. PUBLIC HEALTH EMERGENCY RESPONSES

RECORD CONTAINS INITIAL CONTACT AND SUPPORT DOCUMENTS OF A HEALTH EMERGENCY. INCLUDES SAMPLES
RESULTS, ACTIONS TAKEN  (PRODUCT RECALLS). USUALLY INVOLVES MANY INDIVIDUALS, STATEWIDE, OR
MULTI-STATES. ACCIDENTS INVOLVING FOOD TRANSPORTATION, HAZARDOUS MATERIALS, CONTAMINANTS THAT MAY
AFFECT THE FOOD CHAIN: E.G.: RAW MILK IN NORTHERN WISCONSIN, TRAIN WRECK IN WEYAUWEGA,
CRYPTOSPORIDIUM IN MILWAUKEE.

WIS. STATS. CHPT. 97
RECORDS CREATED IN
14 TOTAL CUBIC FEET ACCUMULATED

EVT + 7 YRS
EVENT = CLOSE OF CASE AND TRANSFER TO STATE HISTORICAL SOCIETY

EVT+7 SHSW N

00315000. PRODUCT HOLDING ORDERS, RELEASES, DISPOSALS

RECORD CONTAINS DOCUMENTATION OF PRODUCTS PLACED ON HOLD BY INSPECTOR WITH A SUBSEQUENT RELEASE
OR DISPOSAL DOCUMENT, DEPENDING ON OUTCOME OF REVIEW OF PRODUCTS - PRODUCTS MAY INCLUDE CHEESE,
MILK, OUTDATED BABY FORMULA, ETC. SOME PRODUCTS MAY BE DISPOSED OF WITHOUT A HOLD PLACED.

WIS STATS. CHAPTER 97
RECORDS CREATED IN 1969
3 TOTAL CUBIC FEET ACCUMULATED

EVT: 3 YRS
EVENT = DATE OF RELEASE OR DISPOSAL AND DESTROY CONFIDENTIAL

EVT+3 DEST N

00316000. MILK SURVEY RATING OFFICER (MSRO)

SURVEYS OF DAIRY PLANTS AND DAIRY FARMS CONDUCTED BY MILK SURVEY RATING OFFICERS. A VOLUNTEER
PROGRAM ENABLING PLANT OR PRODUCERS TO SHIP PRODUCT INTERSTATE.

EVT+4 DEST Y
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/100/ FOOD SAFETY, DIVISION OF

WIS STATS. CHAPTER 97
RECORDS CREATED IN 1969
3 TOTAL CUBIC FEET ACCUMULATED

EVT + 3 YRS 
EVENT = SURVEY DATE AND DESTROY CONFIDENTIAL

00317000. STANDARDIZATION AND/OR CERTIFICATION AUDITS

RECORD CONTAINS INSPECTION AUDIT BY SUPERVISOR OF FOOD SAFETY INSPECTORS WHICH CERTIFIES STAFF'S
ABILITY TO CONDUCT INSPECTIONS OF DAIRY PLANTS, BULK MILK TANKERS BAND BULK MILK WEIGHER AND SAMPLERS.
CERTIFICATION IS GOOD FOR 2 YEARS

WIS STATS. CHAPTER 97
RECORDS CREATED IN 1969
3 TOTAL CUBIC FEET ACCUMULATED

EVT: 4 YRS
EVENT = DATE OF CERTIFICATION AND DESTROY CONFIDENTIAL

EVT+4 DEST N

00105000. WEIGHT AND MEASURES POLICIES AND PROCEDURES MANUAL

THIS MANUAL CONSISTS OF POLICIES AND PROCEDURES FOR WEIGHTS AND MEASURES FIELD STAFF TO USE DURING
INSPECTIONS AND OTHER WORK RELATED ACTIVITIES AS AUTHORIZED BY CHAPTER 98, WIS. STATS. 

THE POLICIES AND PROCEDURES ASSIST IN USING CORRECT METHODS DURING INSPECTIONS OR DIRECTLY RELATED
ACTIVITIES AND WHEN THE LAWS NEED ADDITIONAL INTERPRETATION. 

A PAPER MANUAL IS GIVEN TO EACH FIELD INSPECTOR AND MANAGEMENT STAFF AND KEPT UNTIL SUPERSEDED. 

THE UPDATED ELECTRONIC DOCUMENT IS RETAINED FOR 10 YEARS. 

EVENT = SUPERSEDED + 10 YEARS AND DESTROY.

EVT+10 DEST N

00107000. REGULATION AND SAFETY SCALE INSTALLATION PERMIT

THIS RECORD SERIES CONSISTS OF SCALE PERMITS, BLUEPRINTS AND SUPPORTING DOCUMENTATION ISSUED FOR
THE INSTALLATION OF VEHICLE AND LIVESTOCK SCALES IN THE STATE. THIS INFORMATION IS USED BY WEIGHTS &
MEASURES STAFF TO DETERMINE IF THE SCALE WILL MEET CRITERIA ESTABLISHED IN ATCP 92 FOR PROPER SCALE
INSTALLATION AND OPERATION. 

THE RECORDS ARE RETAINED FOR 40 YEARS TO MAINTAIN THE BLUEPRINTS AND INSTALLATION SPECIFICATIONS FOR
THE LIFE OF THE SCALE. 

RETENTION: CR + 40 YEARS AND DESTROY

CR+40 DEST N

00108000. WEIGHTS AND MEASURES MODULE TRAINING TEST RESULTS

THIS RECORD SERIES CONSISTS OF INDIVIDUAL TEST RESULTS ADMINISTERED BY THE DEPARTMENT TO THE
INSPECTION STAFF. THIS INVOLVES AN INITIAL TRAINING PROGRAM GIVEN TO THE STATE AND CITY WEIGHTS AND
MEASURES INSPECTORS WHICH CULMINATES WITH AN EXAM OF THE MATERIAL.

THIS EXAM IS RETAINED IN THE CENTRAL OFFICE FOR 10  YEARS. 

EVENT = EXAM DATE + 10 YEARS AND DESTROY

EVT+10 DEST N

00109000. WEIGHTS AND MEASURES INSPECTION REPORTS

THIS RECORDS SERIES CONSISTS OF ROUTINE DEPARTMENT FIELD TEST REPORTS GENERATED BY STATE WEIGHTS &
MEASURES INSPECTORS, INCLUDING LPO, THE ANNUAL WEIGHTS & MEASURES REPORT FOR MUNICIPALITIES AND THE
ANNUAL CONTRACT CITY REPORT, AS AUTHORIZED BY CHAPTERS 93 & 98 WIS. STATS. 

THESE REPORTS ARE USED BY THE WEIGHTS & MEASURES FIELD STAFF TO MONITOR COMPLIANCE AND ARE
IMPORTANT PRELIMINARY STEPS IN DEVELOPING A POSSIBLE CASE DUE TO REPEATED NON-COMPLIANCE. 

THESE ELECTRONIC REPORTS ARE TO BE RETAINED AT DATCP FOR 10 YEARS AND DESTROYED.

CR + 10 YEARS AND DESTROY CONFIDENTIAL

CR+10 DEST N

00110000. WEIGHTS AND MEASURES METROLOGY LABORATORY REPORTS

THIS RECORD SERIES CONSISTS OF WEIGHTS AND MEASURES LABORATORY ANALYSIS REPORTS AUTHORIZED UNDER

CR+10 DEST N
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CHAPTER 98, WIS. STATS., INCLUDING: LAB INVOICES, CERTIFICATES OF CALIBRATION, AND LAB REPORTS. 

THESE RECORDS ARE THE LABORATORY RESULTS AND BILLINGS FOR TESTS PERFORMED ON EQUIPMENT BROUGHT IN
BY CITY AND STATE INSPECTORS AND PRIVATE SERVICE COMPANIES, AND THEY ARE RECORDS OF TRACEABILITY. 

THE PAPER AND ELECTRONIC RECORDS ARE RETAINED IN THE WEIGHTS & MEASURES METROLOGY LAB FOR 10 YEARS
AND THEN DESTROYED. 

EVENT = CR + 10 YEARS AND DESTROY.

00111000. WEIGHT AND MEASURES PRIVATE VEHICLE SCALE TEST REPORTS

THIS RECORD SERIES CONSISTS OF THE TEST REPORTS RECEIVED TO COMPLY WITH CHAPTER 98, WIS. STATS.,
INFORMING DATCP THAT THE ANNUAL PRIVATE TEST HAS BEEN COMPLETED. 

THESE REPORTS ARE USED BY WEIGHTS & MEASURES STAFF TO MONITOR COMPLIANCE OF VEHICLE SCALES AND
PERFORMANCE OF PRIVATE SERVICE COMPANIES WHO INSTALL, REPAIR AND CALIBRATE VEHICLE SCALES
STATEWIDE.

WHEN RECEIVED IN THE CENTRAL OFFICE THE TEST REPORTS ARE CHECKED FOR ACCURACY THEN SCANNED. THE
PAPER COPIES ARE DESTROYED AND THE SCANNED IAMGES ARE RETAINED FOR 10 YEARS. 

EVENT = CR + 10 YEARS AND DESTROY.

EVT+10 DEST N

00112000. REGULATION AND SAFETY LICENSE APPLICATIONS

THIS RECORD SERIES CONSISTS OF ALL REGULATED BUSINESSES AND DEVICES THAT ARE REQUIRED TO BE LICENSED
BY THE STATE. LICENSE RENEWALS WILL BE AN ANNUAL PROCESS AND THE FORMS WILL MONITOR ANY CHANGES IN
BUSINESS NAME, LOCATION OF THE DEVICE ON FILE. THESE RECORDS ARE AUTORIZED BY CHAP. 98, WIS. STATS.

THE PAPER RECORDS ARE RETAINED AT DATCP FOR 3 YEARS FOLLOWED BY 7 YEARS AT THE STATE RECORD CENTER
AND THEN DESTROYED. 

THE ELECTRONIC RECORDS ARE RETAINED AT DATCP FOR 10 YEARS THEN DESTROYED. 

EVENT = CR + 10 YEARS AND DESTROY.

CR+10 DEST Y

00115000. REGULATION AND SAFETY COMPLIANCE DOCUMENTS AND RE-INSPECTION FEES

THIS RECORD SERIES CONSISTS OF WARNING LETTERS WRITTEN TO INDIVIDUALS AND BUSINESSES WHO HAVE BEEN
INSPECTED AND FOUND TO BE VIOLATING ONE OR MORE OF THE WEIGHTS & MEASURES LAWS, RE-INSPECTION FEES
THAT HAVE BEEN ASSESSED TO THESE INDIVIDUALS, INVESTIGATION FILES, AND COMPLIANCE DOCUMENTS. THE
WARNING LETTERS EXPLAIN TO THE VIOLATOR THE INSPECTION RESULTS, WHAT LAW(S) WAS VIOLATED, AND
REQUESTS IMMEDIATE COMPLIANCE WITH POSSIBLE VERIFICATION IN SOME INSTANCES. RE-INSPECTION FEES ARE
ASSESSED BASED ON FAILED INSPECTION RESULTS. COMPLIANCE DOCUMENTS INCLUDE CIVIL FORFEITURE
DOCUMENTS. 

THESE RECORDS ARE USED BY WEIGHTS & MEASURES STAFF AND MANAGEMENT AS TOOLS TO BUILD A CASE WHEN
REPEATED VILATIONS OCCUR AND COMPLIANCE CAN ONLY BE ACCOMPLISHED THROUGH LEGAL ACTION. 

THE PAPER DOCUMENTS ARE RETAINED AT DATCP FOR 3 YEARS FOLLOWED BY 7 YEARS AT THE STATE RECORD
CENTER AND THEN DESTROYED. 

THE ELECTRONIC RECORDS ARE RETAINED AT DATCP FOR 10 YEARS AND THEN DESTROYED. 

EVENT = WHEN PAPER DOCUMENT IS SCANNED + 10 YEARS AN DESTROY.

EVT+10 DEST Y

00181000. PETROLEUM STORAGE TANK CENTRAL FILES

THIS RECORD SERIES CONTAINS INFORMATION IDENTIFYING TANK OWNERSHIP, TANK CONSTRUCTION AND TANK
CONTENTS FOR UNDERGROUND AND ABOVEGROUND PETROLEUM STORAGE TANKS REGISTERED IN WISCONSIN
UNDER PROVISIONS OF WI ADMIN CODE CHAPTER ATCP 93. THESE TANKS ARE REGISTERED AND REGULATED TO
PREVENT GROUNDWATER CONTAMINATION DUE TO PETROLEUM PRODUCT TANK LEAKAGE. RECORDS CONTAINED IN
THIS SERIES INCLUDE:

REGISTRATION FORMS FOR UNDERGROUND AND ABOVEGROUND LIQUID STORAGE TANKS;
PROOF OR FINANCIAL RESPONSIBILITY AND EXCEPTIONS;
INSTALLATION CHECKLIST FOR UNDERGROUND AND ABOVEGROUND TANKS AND FARM OR CONSTRUCTION AST TANKS,
AND TANK SYSTEM SERVICE & CLOSURE ASSESSMENT REPORTS, 93.140(2)(C) 2 (3) (B) (D).

THESE RECORDS ARE KEPT IN A CENTRAL FILE FOR EACH TANK AND ARE TRACKED BY A CONTROL NUMBER/LOCATER
KEY. THE FILES ARE UPDATED CONTINUALLY WITH NEW AND AMENDED INFORMATION. LONG RETENTION TIME IS
NEEDED DUE TO UNKOWN POTENTIAL LEGAL ACTIVITIES AT ANY TIME IN THE FUTURE. 

EVT+50 DEST N
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RETENTION: EVENT(TANK REMOVAL) + 50 YEARS AND DESTROY

00181A00. PETROLEUM STORAGE TANK USE PERMITS

THIS RECORD SERIES CONTAINS THE ANNUAL USE PERMIT ISSUED TO AN UNDERGROUND LIQUID STORAGE TANK
OWNER FOR THE CONTINUED LEGAL USE OF THAT TANK AND ASSOCIATED CORRESPONDENCE. THE USE PERMIT ALSO
VERIFIES TANK MATERIALS AND CONSTRUCTION MEETS THE REQUIREMENTS OF WISCONSIN ADMINISTRATIVE CODE
CHAPTER ATCP 93.

USE PERMITS AND ASSOCIATE CORRESPONDENCE ARE RETAINED AT DATCP FOR 1 YEAR THEN DESTROYED.

RETENTION: CR + 1 YEAR AND DESTROY

CR+1 DEST N

00182000. LOCAL PROGRAM OPERATOR - INSPECTION CHECKLISTS

LOCAL PROGRAM OPERATORS (LPOS) ARE ORGANIZATIONS, EITHER VOLUNTARY OR BID, ACTING AS AGENTS OF DATCP
AND INVOLVED IN PERFORMING WISCONSIN ADMINISTRATIVE CODE ATCP CH.93. THE INITIAL CONTRACT PERIOD RUNS
FOR 1 YEAR AND MAY BE EXTENDED FOR SUBSEQUENT 5 YEAR PERIODS UPON WRITTEN AGREEMENT. VOLUNTARY
CONTRACTS BETWEEN FIRE DEPARTMENTS, I.E. CITY OF MADISON, LA CROSSE, ETC REMAIN ON SITE UNTIL THE LPO
CONTRACT IS TERMINATED BY PROVIDING A 60 DAYS NOTICE, THEN THE FILES BECOME THE PROPERTY OF DATCP. THE
DEPARTMENT DETERMINES THE NEED TO RETAIN OR DESTROY THE RECORDS. THE RECORD SERIES CONSISTS OF
REGISTRATION FORMS, AND INSTALLATION AND CLOSURES CHECKLISTS.

PAPER RECORDS ARE SCANNED, VERIFIED, AND DESTROYED 4 YEARS AFTER VERIFICATION.

RETNETION: EVENT(CONTRACT TERMINATED) + 10 YEARS AND DESTROY

EVT+10 DEST N

00222000. COMBUSTIBLE AND FLAMMABLE LIQUIDS TANK PLANS

THIS RECORD SERIES OF TANK DESIGN DRAWINGS, SPECIFICATIONS AND CALCULATIONS FOR ABOVEGROUND AND
UNDERGROUND COMBUSTIBLE AND FLAMMABLE LIQUID STORAGE TANKS AND FARM OR CONSTRUCTION
ABOVEGROUND STORAGE TANKS (AST). PLANS ARE SUBMITTED FOR REVIEW UNDER WISCONSIN ADMINISTRATIVE
CODE CHATPER ATCP 93. 

PAPER RECORDS ARE SCANNED, VERIFIED, AND DESTROYED 4 YEARS AFTER VERIFICATION.

RETENTION: CR + 10 YEARS AND DESTROY.

CR+10 DEST N

00244000. UNDERGROUND AND ABOVEGROUND STORAGE TANK CREDENTIALS

THIS RECORD SERIES CONTAINS SPECIFIC CREDENTIALS SUCH AS LICENSES, CERTIFICATIONS OR REGISTRATIONS
UNDER WISCONSIN ADMINISTRATIVE CODE CHAPTER ATCP 93 ASSOCIATED WITH THE INSPECTION, TESTING AND
INSTALLATION OF UNDERGROUND AND ABOVEGROUND PETROLEUM PRODUCT STORAGE TANKS AND FARM OR
CONSTRUCTION AST TANKS. THESE CREDENTIALS RELATE TO ACTIVITIES ASSOCIATED WITH THE INSPECTION,
TESTING AND INSTALLATION OF UNDERGROUND AND ABOVEGROUND PETROLEUM PRODUCT STORAGE LIQUID
STORAGE TANKS. THE REQUIREMENTS THAT NEED TO BE MET FOR SUCCESSFUL ATTAINMENT OF AN APPROVED
CREDENTIAL ARE ADMINISTERED BY THE DIVISION IN ACCORDANCE WITH RULES IN THE WISCONSIN ADMINISTRATIVE
CODE SPS 305. THE CREDENTIALING PROCESS INCLUDES ISSUANCE OF CREDENTIALS, SUSPENSIONS AND
REVOCATIONS.

THE RETENTION SCHEDULE FOR THESE RECORDS IS INTENDED TO EXTEND OVER TWO CREDENTIALING CYCLES. SUCH
CREDENTIALS AND PERTINENT INFORMATION ABOUT THEM ARE CONTAINED IN THE DIVISION'S ADMINISTRATIVE CODE
CONCERNING CREDENTIALING REQUIREMENT.

INFORMATION CONTAINED IN THIS RECORD SERIES INCLUDES APPLICANT NAME, SOCIAL SECURITY NUMBER, ADDRESS,
TELEPHONE NUMBER, EMPLOYER AND/OR WORK LOCATION INFORMATION, EXAM SCORE, AMOUNT OF FEE AND DATE
PAID, LICENSE NUMBER, CREDENTIAL EXPIRATION DATE AND OTHER PERTINENT INFORMATION GATHERED AS NEEDED. 

SPECIFIED DATA FROM THESE PAPER RECORDS ARE ENTERED TO AN ELECTRONIC RELATIONAL DATABASE. 

RETENTION: CR + 4 YEARS AND DESTROY CONFIDENTIAL

CR+4 DEST Y

00244A00. UNDERGROUND & ABOVEGROUND STORAGE TANK & PECFA PROGRAM CREDENTIAL ELECTRONIC FILES

This Record Series Contains The Electronic Data For Specific Credentials Such As Licenses, Certifications Or Registrations Under
Chapter 101.145 And 167 Of The Wisconsin State Statutes.  These Credentials Relate To Activities Associated With The Construction
Of Buildings And Structures, Specific Components And Elements That Serve Buildings And Strucutres, Inspection Activities And The
Like.  The Requirements That Need To Be Met For Successful Attainment Of An Approved Credential Are Administered By The
Division In Accordance With Rules In The Wisconsin Administrative Code. Credentially Processes Include Issuance Of Credentials,
Suspensions And Revocations.

Information Contained In This Record Series Includes Applicant Name, Social Security Number, Address, Telephone Number,

EVT+3 DEST Y
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Employer And/Or Work Location Information, Exam Results, License Number, Credential Expiration Date And Other Pertinent
Information Gathered As Needed.

Specified data from these paper records are entered to an electronic relational database

Event = Last approved credential renewal date

00255000. LOCAL PROGRAM OPERATOR PARTICIPANT FILES

THIS RECORD SERIES CONTAINS DOCUMENTS SUCH AS:
CONTRACTS, REOCRD OF PAYMENTS, AUDIT REPORTS, AND RELATED CORRESPONDENCE PERTAINING TO THE
SUBJECT CONTRACT AGENT. (LOCAL PROGRAM OPERATOR - LPO) AND THE DEPARTMENT. 

RETENTION: EVENT(END OF CONTRACT) + 10 YEARS AND DESTROY CONFIDENTIAL

EVT+10 DEST Y

00256000. FIELD INSPECTOR ACTIVITY REPORTS

Field Activity Reports (Sbd-8086 Or Equivalent) Are Prepared By Field Staff Upon Completion Of Regulatory And Job Related
Activities.  The Purpose Of These Reports Is To Gather Critical Indicators And Statistics Regarding Bureau Field Activity And Also To
Serve As A Daily Activity Record.

Information Contained In This Record Series Includes:
- Field Staff Area Of Assignment
- Location Data Of Object Being Inspected
- Date And Time Of Activity
- Type Of Inspection Or Regulatory Activity
- Program Area
- Violation / Orders, If Any
- All Other Pertinent Information

"Since the creation of the daily travel log that is required by and submitted to the Commerce Personnel Office, the Field Inspector
Activity Reports are non existent.  Specific to the Field Inspector Activity Report, this document was for statistical purposes only,
serving no other purpose or benefit for record retention." added 11/13/2007
RETENTION INCREASED TO +6 YEARS (2 FULL CYCLES) PER PRB 11/26/2007

CR+6 DEST N

00346000. WEIGHTS AND MEASURES CONSUMER COMPLAINTS

THIS RECORDS SERIES IS CREATED BY STAFF IN THE BUREAU OF WEIGHTS AND MEASURES AND CONSISTS OF
CORRESPONDENCE, COMPLETED COMPLAINT FORMS, AND INVESTIGATION (INSPECTION) REPORTS INVOLVING
ALLEGED VIOLATION OF CHAPTER 98, ATCP 91,92,93,94, 136 AND SECTION 100.45 WIS. STATS. AS WELL AS DETAINED
DOCUMENTS SUPPORTING FINDINGS. 

THESE COMPLAINTS ARE CONCERNED WITH IMPROPER USE OF DEVICE, INCORRECT DEVICE, LIQUIFIED PETROLEUM
GAS (LPG) METER UNLICENSED, MOBILE AIR UNLICENSED, NO TARE, PACKAGING & LABELING, PRICE
MISREPRESENTATIONS, SCANNER ERRORS, SERVICE, SHORT WEIGHT/MEASURE, TECHNICIAN NOT CERTIFIED, VEHICLE
SCALE-NO PERMIT, VEHICLE SCALE UNLICENSED, AND FUEL QUALITY, WHERE THE CONSUMER HAS BEEN UNHAPPY
WITH A PRODUCT OR SERVICE PURCHASED. THESE FILES ARE USED TO ASSIST CONSUMERS WHO MAY CALL
REQUESTING INFORMATION REGARDING A BUSINESS; AND TO TRACK TRENDS AND/OR PERCENTAGES OF CONSUMER
COMPLAINTS.

RECORDS ARE KEPT FOR 10 YEARS TO OBSERVE TRENDS IN BUSINESS PRACTICES AND FOR STATUTE OF LIMITATIONS
PURPOSES. ELECTRONIC RECORDS WILL BE RETAINED AT DATCP FOR 10 YEARS AND DESTROYED.

EVT+10 DEST Y

00347000. WISCONSIN APPROVED TRAINING ENTRIES FOR THE MOBILE AIR CONDITIONING AND REFRIGERATION REPAIR AND SERVICING FACILITY

WI ACT 312 ELIMINATED THE AUTHORITY OF DATCP TO APPROVE TRAINING PROGRAMS, AND REQUIRE TRAINING
CERTIFICATION OF TECHNICIANS. 

THESE RECORDS CONTAIN THE MATERIALS SUBMITTED BY MOBILE AIR TRAINING PROGRAMS FOR THE PURPOSE OF
OBTAINING APPROVAL TO TRAIN TECHNICIANS ENGAGED IN SERVING/INSTALLING/REPAIRING MOBILE AIR
CONDITIONERS OR TRAILER REFRIGERATION EQUIPMENT UNDER WIS. ADMIN. CODE ATCP 136(2)(1). 

RETENTION: EVENT(TRAINING PROGRAM ENDED) + 10 YEARS AND DESTROY CONFIDENTIAL

EVT+10 DEST Y

00348000. INSPECTOR RECORDS OF CLOSED STORAGE TANK FACILITIES

THIS RECORD SERIES CONSISTS OF INFORMATION FROM INSPECTOR FILES FOR CLOSED STORAGE TANKS FACILITIES.
THIS INCLUDES SITE PLANS, TEST REPORTS AND INSPECTION REPORTS ON TANK OWNERSHIP, TANK CONSTRUCTION
AND TANK CONTENTS FOR UNDERGROUND AND ABOVEGROUND PETROLEUM STORAGE TANKS REGISTERED IN
WISCONSIN UNDER PROVISIONS OF WI ADMIN CODE CHAPTER ATCP 93. 

RETENTION: EVENT(TANK REMOVAL) + 50 YEARS AND DESTROY

EVT+50 DEST N
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00349000. WEIGHTS & MEASURES INVESTIGATION AND PROSECUTION CASE FILES

THESE CASE FILES CONSIST OF CORRESPONDENCE, COMPLETED COMPLAINT FORMS, INVESTIGATION PAPERS,
WARNING LETTERS, LEGAL DOCUMENTS, SUBPOENA RETURNS, FORMAL STATEMENTS, AND OTHER DOCUMENTS OR
EVIDENCE GATHERED DURING THE INVESTIGATION TO ESTBLISH A CASE REGARDING POSSIBLE VIOLATIONS OF
CHAPTER 98, ATCP 91, 92, 93, 94, 136 AND SECTION 100.45 WIS. STATS. AS WELL AS DETAINED DOCUMENTS
SUPPORTING FINDINGS. 

PAPER RECORDS AND ASSORTED MEDIA ARE RETAINED IN THE CENTRAL OFFICE FOR 3 YEARS AFTER CLOSE OF CASE,
THEN RETAINED AT THE RECORDS CENTER 7 YEARS AND THEN DESTROYED. ELECTRONIC RECORDS ARE RETAINED AT
DATCP FOR 10 YEARS AND THEN DESTROYED.

EVT+10 DEST Y

00130000. T&CP ADVISORY COUNCILS MINUTES

THIS RECORD SERIES CONSISTS OF AGENDAS OF THE MEETINGS OF THE CONSUMER PROTECTION ADVISORY
COUNCIL. 

RECORDS SHOULD BE RETAINED FOR THREE YEARS WITHIN THE DIVISION AND THEN RETAINED AT THE RECORDS
CENTER FOR 3 MORE. THEN TRANSFERRED TO THE STATE HISTORICAL SOCIETY. 

YEAR CREATED: 1994
CONFIDENTIAL: NO
PII: YES

CR+6 SHSW Y

00132000. CONSUMER PROTECTION CONSOLIDATION

THIS RECORD SERIES CONSISTS OF DOCUMENTS AND CORRESPONDENCE DEALING WITH THE CONSOLIDATION
EFFORT OF THE BUREAU OF CONSUMER PROTECTION AND THE DEPARTMENT OF JUSTICE.

THE RECORDS INVOLVE THE DEPARTMENT OF JUSTICE AND THE DEPARTMENT OF AGRICULTURE, TRADE AND
CONSUMER PROTECTION. DUE TO THIS FACT, WE REQUEST THAT THE RECORDS BE RETAINED AT THE RECORDS
CENTER FOR THE AMENDED RETENTION TIME. 

YEAR CREATED: 1994
CONFIDENTIAL: NO
PII: NO

EVT+25 DEST N

00134000. CONSUMER PROTECTION SECURITY PROGRAM

THE SECURITY PROGRAM REQUIRES PERSONS INVOLVED IN SELLING FUTURE SERVICE PLANS (BUYERS CLUBS), CHAP
135; DATING SERVICE CONTRACTS, 100.759(A); FITNESS AND WEIGHT REDUCTION CENTER CONTRACTS, 100.177; AND
TIME-SHARE OWNERSHIP, CHAP 707; TO FILE A SURETY BOND WITH DATCP WHICH REMAINS IN EFFECT UNTIL IT
EXPIRES OR IS CANCELLED. 

DATCP HAS THE RESPONSIBILITY FOR ENFORCING THE ABOVE STATUTES. THESE FILES INCLUDE FINANCIAL SECURITY
DOCUMENTS AND CORRESPONDENCE RELATING TO THEIR FILING, REPLACEMENT AND CANCELLATION. 

THESE SECURITIES ARE ISSUED BY A BANK, SURETY, OR INSURANCE COMPANY AND MAY BE USED IN THE EVENT THE
LICENSE FAILS TO PAY FOR PRODUCTS PURCHASED. DATCP HOLDS THE PAPER DOCUMENTS IN A FIRE-PROOF, LOCKED
SAFE WHILE THEY ARE IN EFFECT. WHEN THE SECURITY IS RELEASED, CANCELLED OR EXPIRES, THE DOCUMENT IS
REMOVED FROM THE SAFE AND RETAINED BY DATCP FOR 3 YEARS, THEN SENT TO THE RECORDS CENTER FOR 7
YEARS. 

EVENT = EXPIRATION OR CANCELLATION OF SECURITY + 10 YEARS AND DESTROY.

EVT+10 DEST N

00135000. CONSUMER COMPLAINTS

THIS RECORD SERIES CONSITS OF CORRESPONDENCE, COMPLETED COMPLAINT FORMS, INVESTIGATION PAPERS, AND
WARNING LETTERS INVOLVING ALLEGED VIOLATIONS OF SECTION 100.20, WIS. STATS. AS WELL AS DETAINED
DOCUMENTS SUPPORTING FINDINGS. THIS RECORD SERIES IS CREATED BY STAFF IN THE BUREAU OF CONSUMER
PROTECTION AND OFFICE OF PRIVACY PROTECTION AND INCLUDE CORRESPONDENCE, COMPLAINT FORMS AND
DETAILED DOUCMENTS SUPPORTING FINDINGS. THESE COMPLAINTS ARE CONCERNED WITH AUTO REPAIR,
LANDLORD/TENANT, HOME IMPROVEMENT, NO CALL, TELECOMMUNICATION, PRODUCT SAFETY, IDENTITY THEFT,
PRIVACY PROTECTION PROBLEMS, AND MISCELLANEOUS SITUATIONS WHERE THE CONSUMER HAS BEEN UNHAPPY
WITH A PRODUCT OR SERVICE PURCHASED. THESE FILES ARE USED TO ASSIST CONSUMERS WHO MAY CALL
REQUESTING INFORMATION REGARDING A BUSINESS; AND TO TRACK TRENDS AND/OR PERCENTAGES OF CONSUMER
COMPLAINTS. 

RECORDS ARE TO BE RETAINED FOR 3 YEARS AFTER THE CLOSE OF THE CASE WITHIN THE DIVISION; AND RETAINED 7
YEARS IN THE RECORD CENTER. RECORDS ARE KEPT FOR 10 YEARS TO OBSERVE TRENDS IN BUSINESS PRACTICES
AND FOR STATUTE OF LIMITATIONS PURPOSES. ELECTRONIC RECORDS WILL BE RETAINED AT DATCP FOR 10 YEARS
AND DESTROYED. 

EVT+10 DEST N
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YEAR CREATED: 1994
CONFIDENTIAL: NO
PII: YES

00136000. CONSUMER PROTECTION INVESTIGATION AND PROSECUTION CASE FILES

THESE CASE FILES CONSIST OF CORRESPONDENCE, COMPLETED COMPLAINT FORMS, INVESTIGATION PAPERS,
WARNING LETTERS, LEGAL DOCUMENTS, SUBPOENA RETURNS, FORMAL STATEMENTS, AND OTHER DOCUMENTS OR
EVIDENCE GATHERED DURING THE INVESTIGATION TO ESTBALISH A CASE REGARDING POSSIBLE VIOLATIONS OF
SECTION 100.20, WIS. STATS.

PAPER RECORDS ARE RETAINED IN THE CENTRAL OFFICE FOR 3 YEARS AFTER CLOSE OF CASE; RETAINED AT
RECORDS CENTER 7 YEARS AND THEN DESTROYED. ELECTRONIC RECORDS ARE RETAINED AT DATCP FOR 10 YEARS
AND DESTROYED. 

YEAR CREATED: 1994
CONFIDENTIAL: NO
PII: YES

EVT+10 DEST N

00137000. CONSUMER COMPLAINTS

THIS COMPUTERIZED RECORD SERIES CONSISTS OF CONSUMER COMPLAINTS WHICH INCLUDE THE NAME OF A
COMPLAINT, BUSINESS AND DATES OF COMPLAINTS ALLEGING VIOLATIONS UNDER SECTION 100.20, WIS. STATS.,
RECEIVED BY REGIONAL OFFICES.

THIS RECORD SERIES IS CREATED BY STAFF ON THEIR COMPUTER USING A NOMAD SOFTWARE PROGRAM IN THE
REGIONAL OFFICES. THE RECORDS ARE ACCESSIBLE TO ALL REGIONS AND THE CENTRAL OFFICE. RECORDS WILL BE
MIGRATED TO UPDATED SOFTWARE WHEN NECESSARY. 

EVENT = CR+6 AND DESTROY.

CR+6 DEST Y

00240000. CONSUMER COMPLAINTS & INVESTIGATIONS, REFERRALS & COURT CASES

PURSUANT TO S. 93.06(1), 93.06(9), 93.07(24) AND 93.16 WIS. STATS., THESE ARE ELECTRONIC DATA RECORDS OF THE
BUREAU OF CONSUMER PROTECTION PROGRAM CONTAINING INFORMATION ON CONSUMER COMPLAINTS,
INVETIGATIONS, REFERRALS, COURT CASES AND TELEPHONE SOLICITOR REGISTRATION FILES. THESE ELECTRONIC
RECORDS MAY INCLUDE NAME, ADDRESS & PHONE NUMBER OF COMPLAINT NUMBER; ACTIONS TAKEN BY ALL PARTIES;
STAFF NOTES; AND DESCRIPTIVE COMPLAINT CATEGORIES.

THE ELECTRONIC DATA RECORDS ARE RETAINED FOR 10 YEARS AFTER CLOSE OF CASE AND THEN PURGED BY THE
DIVISION, IN COOPERATION WITH BITS. 

THE AGENCY TRAC & INVESTIGATION TRACK ELECTRONIC RECORDS ARE STORED IN A DATABASE THAT WAS CREATED
IN SQL. SHOULD THESE PROGRAMS BE REPLACED, DEPARTMENT STAFF WILL MOVE DATA INTO THE NEW SYSTEM. 

YEAR CREATED: 2001
CONFIDENTIAL: YES
PII: YES

EVT+10 DEST Y

00320000. WI NO CALL REGISTRATION

PURSUANT TO SS. 100.52 WIS. STATS., THIS RECORD SERIES CONSISTS OF CURRENT AND CLOSED WI NO CALL
REGISTRATION FILES. 

REGISTRATION RENEWALS ARE AN ANNUAL PROCESS AND THE FORMS WILL MONITOR ANY CHANGES IN BUSINESS
NAME, OR LOCATION. WHEN A LICENSE RENEWAL IS NOT RECEIVED OR DATCP RECEIVES OTHER INFORMATION THAT
THE TELEMARKETER HAS CEASED BUSINESS, THE FILE IS CLOSED. 

THE ELECTRONIC RECORDS ARE RETAINED AT DATCP FOR 10 YEARS AND THEN DESTROYED. 

EVENT(REGISTRATION CEASES/FILE CLOSED) + 10 YEARS AND DESTROY CONFIDENTIAL

EVT+10 DEST Y

00321000. WI NO CALL ADMINISTRATION FILES

THE WI NO CALL PROGRAM WAS ENACTED IN 2003, CHAP. 127, SUBCHAPTERV. THE RECORD SERIES CONSISTS OF RULE
DRAFTING, REPORTS, RESEARCH AND EXTRA MATERIAL INITIALLY SENT OUT FROM MEETINGS. 

DUE TO THE FACT THAT THIS RULE WAS LOOKED AT AGAIN DURING THE LAST LEGISLATIVE SESSION, WE REQUEST
THAT THE RECORDS BE RETAINED IN CASE FURTHER RULE DRAFTING IS REQUIRED TO END THE PROGRM, INCLUDING
TELEPHONE SOLICITOR REGISTRATION. 

EVENT = END OF PROGRAM + 20 YEARS AND TRANSFER TO STATE ARCHIVES (WHS).

EVT+20 SHSW N
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00322000. CUSTOMER SATISFACTION SURVEY

THIS SERIES CONSISTS OF QUESTIONNAIRES SENT OUT BY WI AGRICULTURE STATISTICAL SERVICE (WASS). THE
INFORMATION RETURNED TO WASS IS USED TO CREATE A REPORT FOR THE BUREAU OF CONSUMER PROTECTION. 

EVENT = CR + 3 YEARS AND DESTROY.

CR+3 DEST N

00323000. CP AMANDA RECORDS

ELECTRONIC DATA RECORDS OF CONSUMER PROTECTION PROGRAM LICENSING RECORDS FOR WI NO CALL PROGRAM,
SS. 100.52, WIS. STATS.; CONSUMER PROTECTION SECURITY PROGRAM, CHAP 135 AND CHAP 707 AND SS. 100.175(5)(1),
100.177(13)(B), WIS. STATS.; AND REGULATION & SAFETY PROGRAMS, SS. 98.16, 98.18, 98.224, 98.245 & 100.45, WIS.
STATS. 

EVENT = CR + 10 YEARS AND DESTROY.

CR+10 DEST N

00034000. AGRICULTURAL PRODUCER SECURITY FINANCIAL STATEMENTS

THIS SERIES INCLUDES THE ANNUAL AND INTERIM FINANCIAL STATEMENTS THAT LICENSED CONTRACTORS MUST FILE
WITH DATCP. CONTRACTORS ARE BUSINESSES THAT BUY PRODUCTS FROM FARMERS - DAIRY PLANTS, WAREHOUSE
KEEPERS, GRAIN DEALERS, VEGETABLE CONTRACTORS. THIS SERIES ALSO INCLUDES DATCP'S SUMMARY ANALYSIS OF
THE FINANCIAL STATEMENT. THE FINANCIAL STATEMENTS THEMSELVES ARE CREATED BY THE LICENSEES, AND
SUBMITTED TO DATCP.

PURSUANT TO S. 126.84, WIS STATS., THESE RECORDS ARE CONFIDENTIAL AND NOT OPEN TO PUBLIC INSPECTION.

AUTHORITIY: CHAPTER 126 OF THE WISCONSIN STATUTES
YEAR CREATED: 1950
CONFIDENTIAL: YES. S. 126.84 WIS. STATS.
ARRANGED: FIRST BY PROGRAM AREA - DAIRY, VEGETABLE CONTRACTOR, AND GRAIN ELEVATORS, AND THEN
LICENSEE.
USED BY: STAFF IN THE BUSINESS TRADE PRACTICES

EVENT = 10 YEARS AFTER STATEMENT DATE. KEEP RECORDS AT DATCP FOR 3 YEARS; AND THEN 7 YEARS AT THE
RECORDS CENTER AND DESTROY CONFIDENTIAL

EVT+10 DEST Y

00034A00. AGRICULTURAL PRODUCER SECURITY FINANCIAL STATEMENTS ELECTRONIC

SPREADSHEETS OF CALCULATIONS USED IN ANALYSIS OF THE PRODUCER'S FINANCIAL STATEMENT.

YEAR CREATED: 1990
USED BY: STAFF IN THE BUSINESS TRADE PRACTICES

EVT: 6 YEARS. EVENT IS THE DATE OF THE FINANCIAL STATEMENTS AND DESTROY CONFIDENTIAL

EVT+6 DEST Y

00036000. INVESTIGATIVE CASE FILES

THE BUREAU OF BUSINESS TRADE PRACTICES IS CHARGED WITH ENFORCING NUMEROUS BUSINESS LAWS AND
REGULATIONS, INCLUDING: UNFAIR SALES ACT (S. 100.30, WIS. STATS.), DAIRY TRADE PRACTICES (S. 100.201, WIS.
STATS.), UNFAIR DRUG PRICING (S. 100.31), DAIRY PLANT VOLUME PREMIUMS (ATCP 100, SUBCHAPTER IV, WIS. ADM.,
CODE), AND OTHER SIMILAR LAWS. THESE FILES CONTAIN VARIOUS RECORDS RELEVANT TO INVESTIGATIONS
CONDUCTED BY DATCP STAFF. EXAMPLES INCLUDE: CORRESPONDENCE TO AND FROM COMPLAINTS AND
RESPONDENTS, COMPLAINTS, INVESTIGATIVE REPORTS AND SPREADSHEETS PREPARED BY DATCP STAFF, DRUG
FORMULARY PRICE LISTS, DAIRY PRICE COST SURVEYS, PRODUCER SECURITY AUDITS, FIELD REVIEW RECORDS, AND
OTHER EVIDENTIARY DOCUMENTS OBTAINED BY DATCP DURING THE COURSE OF THE INVESTIGATION SUCH AS
INVOICES, RECEIPTS, CONTRACTS, ETC. DATA MAY INCLUDE PERSONALLY IDENTIFIABLE INFORMATION ABOUT
COMPLAINTS AND RESPONDENTS. IT ALSO INCLUDES SUMMARY INFORMATION ABOUT COMPLAINTS RECEIVED AND
INVESTIGATION CONDUCTED.

YEAR CREATED: 1987
MAY CONTAIN PERSONALLY IDENTIFIABLE INFORMATION:
ARRANGED: FIRST PROGRAM AREA, AND THEN BY ALPHA (BY RESPONDENT)
USED BY: REFERENCED BY BUSINESS TRADE PRACTICES STAFF
ACCUMULATION: ROUGHLY FOUR CUBIC FEET.

EVT: 10 YEARS.EVENT IS CLOSE OF THE INVESTIGATION.
RECORDS ARE KEPT AT DATCP FOR 3 YEARS, AND THEN 7 YEARS AT RECORD CENTER AND TRANSFER TO STATE
HISTORICAL SOCIETY

EVT+10 SHSW Y

00051000. SECURITIES HELD FOR PRODUCER SECUIRTY AND PUBLIC WAREHOUSE KEEPER LICENSEES

PURSUANT TO CHAPTER 126, WIS. STATS, DATCP MUST HOLD SECURITY FOR CERTAIN LICENSED MILK CONTRACTORS,

EVT+5 DEST Y
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/142/ TCP DAIRY TRADE REG
GRAIN DEALERS, GRAIN WAREHOUSE KEEPERS, AND VEGETABLE CONTRACTORS. FURTHER, PURSUANT TO CHAPTER
99, WIS. STATS., LICENSED PUBLIC WAREHOUSE KEEPERS ARE REQUIRED TO FILE SECURITY. THESE SECURITIES MAY
BE IN THE FORM OF COMMERCIAL SURETY BONDS, BANK LETTERS OF CREDIT, CASH OR CASH EQUIVALENTS SUCH AS
CERTIFIED DEPOSITS, OR (PUBLIC WAREHOUSE KEEPER ONLY) PROFF OF COMMERCIAL LIABILITY INSURANCE.

THESE SECURITIES ARE ISSUED BY A BANK, SURETY, OR INSURANCE COMPANY AND MAY BE USED IN THE EVENT THE
LICENSEE FAILS TO PAY FOR FARM PRODUCTS PURCHASED, OR FAILS TO RESPONSIBLY MAINTAIN DEPOSITORS'
PROPERTY. DATCP HOLDS THE PAPER DOCUMENTS IN A FIRE-PROOF, LOCKED SAFE WHILE THEY ARE IN EFFECT.
WHEN THE SECURITY IS RELEASED, CANCELLED OR EXPIRES, DATCP REMOVES THE DOCUMENT FROM THE SAFE, AND
PLACES IT IN A FILE DRAWER.

IN SOME RARE CASES, RECORDS CONTAIN PERSONAL FINANCIAL INFORMATION SUCH AS A BANK ACCOUNT NUMBERS
AND SOCIAL SECURITY NUMBERS. WIS. LAW RELATING TO THESE THINGS HAS NOT CHANGED. HOWEVER, THE UNITED
STATE PATRIOT ACT NOW REQUIRES MORE PERSONAL DATA (SIGNOR'S S.S. NUMBERS AND DRIVER'S LIENSE
NUMBERS) BE INCLUDED WITH THIS BANKING INFORMATION. SINCE SOME (NOT ALL) OF THESE RECORDS INCLUDE
THAT DATA, DESTROYING CONFIDENTIAL NOW SEEMS APPROPRIATE.

YEAR CREATED: 1969
MAY CONTAIN PERSONALLY IDENTIFIABLE INFORMATION: 
ARRANGED: CHRONOLOGICALLY 
USED BY: BUSINESS TRADE PRACTICES STAFF
ACCUMULATION: LESS THAN ONE CUBIC FOOT

THESE ARE ESSENTIAL RECORDS. THESE RECORDS PROVIDE A MECHANISM FOR FARMERS OR CONSUMERS TO BE
REIMBURSED (AT LEAST PARTIALLY) IN THE EVENT THEY ARE DEFAULTED AGAINST BY A LICENSEE. 

EVT: 5 YEARS FROM EXPIRATION OR RETURN DATE AND DESTROY CONFIDENTIAL

00054000. MONTHLY FEE STATEMENTS FROM MILK CONTRACTORS AND DAIRY WHOLESALERS

PERSONS WHO SELL "SELECTED DAIRY PRODUCTS" (AS DEFINED IN CH. ATCP 103 WIS. ADM. CODE) AT WHOLESALE
MUST SUBMIT A MONTHLY FEE TO DATCP. ALONG WITH THE PAYMENT, THEY MUST SUBMIT A ONE PAGE FORM THAT
REPORTS THE AMOUNT OF SELECT DAIRY PRODUCTS SOLD. SEPARATELY, LICENSED DAIRY PLANTS MUST REPORT
AND PAY A MILK "PROCUREMENT FEE", (PURSUANT TO S.97.20, WIS. STATS.). FURTHER, LICENSED MILK CONTRACTORS
ARE REQUIRED TO SUBMIT A MONTHLY FEE STATEMENT PURSUANT TO S. 126.42, WIS. STATS.

THESE THREE MONTHLY REPORTS CONTAIN AMOUNTS OF MILK PROCURED FROM PRODUCERS OR THE NUMBER OF
POUNDS OF "SELECTED DAIRY PRODUCTS" MANUFACTURED OR IMPORTED INTO THE STATE. WHILE THERE IS A
SIGNIFICANT AMOUNT OF OVERLAP AMONG THE BUSINESSES WHO MUST FILE THESE REPORTS, EACH SET IS TIED TO A
DIFFERENT REGULATORY PROGRAM. BUSINESSES THAT REGULARLY FILE ONE OF THESE REPORTS MAY OR MAY NOT
FILE THE OTHERS. 

RECORDS INCLUDE FORMS FROM DAIRY WHOLESALERS AND PROCESSORS, ELECTRONIC DATABASE RECORDS IN MS
ACCESS FOR DAIRY TRADE PRACTICE FEES, AMANDA FOR PROCUREMENT FEES, AND PRODUCER SECURITY FEES. (SEE
#310)

YEAR CREATED: 1986
CONTAINS PERSONALLY IDENTIFIABLE INFORMATION:
ARRANGED: ALPHA 
ANNUAL ACCUMULATION: 2 CUBIC FEET PER YEAR
USED BY: BUSINESS TRADE PRACTICES STAFF

EVT: 6 YEARS. EVENT IS RECEIPT OF FORM (MONTHLY)
RETAINED BY DATCP FOR 3 YEARS AND THEN TRANSFERRED TO RECORD CENTER FOR 3 YEARS AND DESTROY
CONFIDENTIAL

EVT+6 DEST Y

00233000. NOTICE OF MEETING COMPETITION

THIS SERIES CONSISTS OF "NOTICE OF MEETING COMPETITION" DOCUMENTS FILED PURSUANT TO S. 100.30(7), WIS.
STATS. THE UNFAIR SALES ACT (S. 100.30, WIS. STATS.,) PROHIBITS SALES AT A PRICE THAT IS BELOW COST. ONE OF
SEVERAL ACCEPTABLE EXCEPTIONS TO THIS PROHIBITION IS SALES MADE IN ORDER TO MEET THE PRICE OF A
COMPETITOR. IN THE CASE OF RETAIL SALES OF MOTOR VEHICLE FUEL, SELLERS MUST FILE A "NOTICE OF MEETING
COMPETITION" WHEN THEY ARE MEETING THE PRICE OF A COMPETITOR. DATCP FIRST BEGAN COLLECTING THESE IN
1998 WITH THE PASSAGE OF 1997 WISCONSIN ACT 55.

YEAR CREATED: 1998
MAY CONTAIN PERSONALLY IDENTIFIABLE INFORMATION
ARRANGED: CHRONOLOGICALLY BY DAY
USED BY: TRADE PRACTICES SECTION

RETENTION: CR + 2 CALENDAR YEARS FROM DATE DOCUMENT WAS CREATED AND DESTROY CONFIDENTIAL

CR+2 DEST Y

00311000. MUSIC LICENSING CATALOGS AND CONTRACTS CR+1 DEST Y
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PURSUANT TO S. 100.206 WIS. STATS., MUSIC LICENSING ORGANIZATIONS ARE REQUIRED TO ANNUALLY FILE WITH
DATCP COPIES OF THEIR SONG CATALOGS AND STANDARD CONTRACTS THAT THE MUSIC LICENSING ORGANIZATION
HAVE ENTERED INTO WITH VARIOUS TYPES OF BUSINESSES AND OTHER ORGANIZATION. THE STATUTE REQUIRES
DATCP TO HOLD THESE RECORDS TO SERVE AS A PUBLIC REPOSITORY SO THAT CITIZENS CAN GAIN ACCESS TO THEM.

YEAR CREATED: 1994 
NO PERSONALLY IDENTIFIABLE INFORMATION:
ARRANGED: BY MUSIC LICENSING ORGANIZATION
ANNUAL ACCUMULATION: 7 CUBIC FEET

EVENT = CR: PLUS 1 CALENDAR YEAR FROM DATE DOCUMENT WAS RECEIVED AND DESTROY CONFIDENTIAL

00313000. NON-RENEWED LICENSES - PUBLIC WAREHOUSE KEEPER AND AGRICULTURAL PRODUCER SECURITY

THIS SERIES IS RELATED TO BOTH 00055 AND 000312. THESE ARE LICENSE FILES FOR BUSINESSES THAT HAVE NOT
RENEWED THEIR LICENSE. 

YEAR CREATED:
MAY CONTAIN PERSONALLY IDENTIFIABLE INFORMATION
ARRANGED: FIRST BYT YPE OF LICENSE AND THEN ALPHABETICALLY BY LICENSEE 
ANNUAL ACCUMULATION: LESS THAN 1 CU. FOOT PER YEAR.
USED BY: BUREAU OF BUSINESS TRADE PRACTICES STAFF

EVENT = 6 YEARS AND KEEP 3 YEARS AT DATCP FOLLOWED BY 3 YEARS AT RECORDS CENTER AND DESTROY
CONFIDENTIAL

EVT+6 DEST Y

00055000. PUBLIC WAREHOUSE KEEPER LICENSES

DATCP ADMINISTERS WISCONSIN'S PUBLIC WAREHOUSE KEEPER LAW, CHAPTER 99 OF THE WISCONSIN STATUTES.
PUBLIC WAREHOUSE KEEPERS ARE REQUIRED TO OBTAIN A LICENSE AND SUBMIT TO OCCASIONAL INSPECTIONS OF
THEIR FACILITIES. THESE RECORDS INCLUDE LICENSE APPLICATIONS, CORRESPONDENCE, INSPECTION RECORDS,
CONSUMER COMPLAINTS PER PUBLIC WAREHOUSE AND OTHER DOCUMENTS ASSOCIATED WITH THE ANNUAL LICENSE.
THERE ARE CURRENTLY ABOUT 560 LICENSED PUBLIC WAREHOUSE KEEPERS.

THESE RECORDS GENERALLY DO NOT INCLUDE PERSONALLY IDENTIFIABLE INFORMATION. HOWEVER, IN THOSE CASES
WHERE AN INDIVIDUAL IS STORING MERCHANDISE FOR HIRE OUT OF THEIR HOME OR FARM, THEIR NAME, ADDRESS,
PHONE NUMBER WILL BE INCLUDED IN THE RECORDS.

YEAR CREATED: 1956 
MAY CONTAIN PERSONALLY IDENTIFIABLE INFORMATION:
ARRANGED: ALPHABETICALLY BY LICENSEE
ANNUAL ACCUMULATION: 1.5 TO 4 CUBIC FEET
USED BY: BUSINESS TRADE PRACTICES STAFF

EVENT = CR PLUS 7 CALENDAR YEARS FROM DATE DOCUMENT WAS CREATED AND DESTROY CONFIDENTIAL

CR+7 DEST Y

00310000. TCP AMANDA RECORDS

ELECTRONIC DATA RECORDS OF TRADE AND CONSUMER PROTECTION PROGRAM LICENSING RECORDS FOR PUBLIC
WAREHOUSE KEEPERS, GRAIN DEALERS, GRAIN WAREHOUSE KEEPERS, MILK CONTRACTORS, AND VEGETABLE
CONTRACTORS. RECORDS ALSO INCLUDE REGISTER OF SECURITIES ASSIGNED. REQUIREMENTS FOR
LICENSING/REGISTRATION ARE ESTABLISHED IN SS. 99.02, 126.11, 126.26, 126.41, AND 126.56, WIS.STATS.

YEAR CREATED: 1980
MAY CONTAIN PERSONALLY IDENTIFIABLE INFORMATION
USED BY: BUSINESS TRADE PRACTICES STAFF

EVT: 10 YEARS AFTER END OF LICENSE YEAR AND DESTROY CONFIDENTIAL

EVT+10 DEST Y

00312000. PRODUCER SECURITY LICENSES

PURSUANT TO CH 126, WIS. STATS., PERSONS WHO OPERATE AS GRAIN DEALERS, GRAIN WAREHOUSE KEEPERS, MILK
CONTRACTORS AND VEGETABLE CONTRACTORS MUST APPLY FOR A LICENSE FROM DATCP. THESE LICENSES ARE
PART OF THE PRODUCER'S SECURITY PROGRAM. IN ADDITION TO THE LICENSE ITSELF, THIS RECORDS MAY INCLUDE
ADDITIONAL DOCUMENTS SUCH AS CORRESPONDENCE BETWEEN DATCP AND THE LICENSEE, QUARTERLY
ASSESSMENT INVOICES BILLS THAT DATCP SUBMITS TO LICENSEES, AND SCHEDULES SUPPORTING THE DATA ON THE
LICENSE. THESE LICENSE APPLICATIONS INCLUDES SOME DATA, SUCH AS PURCHASE RECORDS OR STORAGE
CAPACITY THAT IS EXEMPT FROM WISCONSIN'S OPEN RECORDS LAW. THEREFORE, THESE RECORDS ARE TREATED AS
CONFIDENTIAL.

CR+7 DEST N
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/145/ TCP WAREHOUSE KEEP / DEALER
ARRANGED: FIRST BY PROGRAM AREA, AND THEN ALPHA BY APPLICANT. 
ANNUAL ACCUMULATION: 
USED BY: BUREAU OF BUSINESS TRADE PRACTICES STAFF.

RETENTION: CR + 7 CALENDAR YEARS FROM DATE DOCUMENT WAS CREATED AND DESTROY CONFIDENTIAL

00318000. PRODUCER SECURITY FIELD AUDIT/FIELD REVIEW RECORDS

AUDITS AND FIELD REVIEWS OF BUSINESS THAT ARE, OR POSSIBLY SHOULD BE, LICENSED AS "CONTRACTORS" UNDER
CH 126, WIS. STATS. RECORDS CONSIST OF REPORTS FILED BY FIELD AUDITORS, FINDINGS (BOTH DATCP AND THE
COMPANY'S) RELATING TO A COMPANY'S FINANCIAL STATUS, INVENTORIES, ETC., CORRESPONDENCE RELATED TO
THOSE FINDINGS, AND OTHER RELATED DOCUMENTS. MUCH OF THIS DATA IS RELEVANT TO THE CONTRACTOR'S
PURCHASES FROM PRODUCERS AND GRAIN STORAGE OBLIGATIONS. THEREFORE, THESE RECORDS ARE
CONFIDENTIAL AND EXEMPT FROM PUBLIC RECORD LAWS PURSUANT TO S. 126.84, WIS. STATS.

RECORD WAS CREATED: 2002 - WITH THE CREATION OF CH 126, WIS. STATS. (HOWEVER, SIMILAR PROGRAM GO BACK
TO THE 1930'S.) RECORDS MAY CONTAIN PERSONALLY IDENTIFIABLE INFORMATION. RECORDS ARE ARRANGED FIRST
BY LICENSE GROUP (GRAIN DEALER, GRAIN WAREHOUSE KEEPER, MILK CONTRACTOR AND VEGETABLE CONTRACTOR),
AND THEN ALPHA BY CONTRACTOR NAME.
ANNUAL ACCUMULATION IS ABOUT 3 CUBIC FEET PER YEAR. RECORDS USED BY STAFF IN THE PRODUCER SECURITY
SECTION OF THE BUREAU OF BUSINESS TRADE PRACTICES.

EVENT = 7 YEARS FROM THE COMPLETION OF THE AUDIT OR INVESTIGATION AND DESTROY CONFIDENTIAL

EVT+7 DEST Y

00319000. PRODUCER SECURITY COUNCIL RECORDS

THE PRODUCER SECURITY COUNCIL IS ORGANIZED UNDER S. 15.137, WIS. STATS. DATCP SECRETARY APPOINTS
INDIVIDUALS TO THE COUNCIL. IT ADVISES DATCP ON ADMINISTRATION OF THE PRODUCER SECURITY PROGRAM.
RECORD SERIES INCLUDES MEETING MINUTES, ANNOUNCEMENTS, ADN AGENDAS. SERIES ALSO INCLUDES
CORRESPONDENCE TO AND FROM MEMBERS AND THE TRADE GROUPS WHOM THEY REPRESENT. ALSO, SERIES
INCLUDES HANDOUTS, REPORTS AND OTHER DOCUMENTS SHARED WITH THE COUNCIL. THIS COUNCIL IS INVOLVED IN
SETTING PRODUCER SECURITY POLICY THAT CAN HAVE LONG-LASTING AFFECTS. FURTHER, IN THE EVENT OF A
FINANCIAL DEFAULT, ACTIONS TAKEN BY THIS COUNCIL COULD BE VERY SIGNIFICANT IN SETTING PRECEDENTS.

CONTAINS PERSONALLY IDENTIFIABLE INFORMATION
ARRANGED: PAPER DOUCMENTS ARE ARRANGED IN FOLDERS BY MEETING DATE. 
E-MAILS ARE STORED ON STAFF PERSON'S E-MAIL ARCHIVE FOLDERS.

EVT: 20 YEARS EVENT = MEETING DATE AND TRANSFER TO STATE HISTORICAL SOCIETY

EVT+20 SHSW Y

00018000. DIVISION OF ANIMAL HEALTH LICENSE AND REGISTRATIONS

THIS RECORDS SERIES CONSISTS OF ROUTINE APPLICATIONS FOR DAH ISSUED LICENSES OR CERTIFICATIONS,
INCLUDING DOG SELLERS, ANIMAL DEALERS, ANIMAL TRUCKERS, MARKETS, FEED-LOTS, EQUINE QUARANTINE
STATIONS, FARM RAISED DEER (INCLUDING MEDICAL SEPARATION APPLICATIONS, HUNTING PRESERVES, FENCING
CERTIFICATES, AND CWD MONITORING PROGRAM), AND BRANDS, ALONG WITH CORRESPONDENCE, INSPECTION
REPORTS, WARNING NOTICES, COMPLIANCE ACTION NOTICES, QUARANTINES, ANIMAL HEALTH DOCUMENTS, LEGAL
ENTITY VERIFICATION, COPIES OF ORIGINAL LICENSES/REGISTRATIONS WITH UPDATED APPLICATION AGREEMENTS,
PROPERTY MAPS, INVOICES FOR REIMBURSEMENT OF TESTING OF PROGRAM RELATED FEES, CENSUS INFORMATION,
AND FENDING SPECIFICATIONS.

ELECTRONIC RECORDS INCLUDE (BUT NOT LIMITED TO) APPLICATION MANAGEMENT AND DATA AUTOMATION (AMANDA)
RECORDS. AMANDA IS A SOFTWARE CREATED IN 2002 TO MAINTAIN ELECTRONIC RECORDS.

REQUIREMENTS FOR LICENSING ARE ESTABLISHED IN ADMINISTRATIVE CODE AG 10, WIS. ADM. CODE AND S. 95 WIS.
STATS.

RECORDS CONTAIN PERSONALLY IDENTIFIABLE INFORMATION. FISH FARM REGISTRATIONS HAVE A CONFIDENTIAL
COMPONENT, SEE WIS. STATS. 95.60(7).

FILES ARE REFERENCED DAILY BY ANIMAL HEATH STAFF AND/OR OTHER GOVERNMENT AGENCIES. 

CR + 10 YEARS AND DESTROY CONFIDENTIAL.

CR+10 DEST Y

00018D00. DAH FISH FARM REGISTRATIONS, MEDICAL SEPARATION APPLICATIONS & SPECIAL PERMITS

THIS RECORD SERIES CONSISTS OF ROUTINE APPLICATIONS FOR DAH ISSUED LICENSES OR CERTIFICATIONS,
INCLUDING FISH FARM REGISTRATIONS, SPECIAL PERMITS FOR REINTRODUCTION OF FISH INTO WATERS OF THE
STATE, MEDICAL SEPARATION APPLICATIONS, ALONG WITH CORRESPONDENCE, INSPECTION REPORTS, WARNING
NOTICES, COMPLIANCE ACTION NOTICES, QUARANTINES, ANIMAL HEALTH DOCUMENTS, LEGAL ENTITY VERIFICATION,
COPIES OF ORIGINAL LICENSES/REGISTRATIONS WITH UPDATED APPLICATION AGREEMENTS, PROPERTY MAPS,
INVOICES FOR REIMBURSEMENT OF TESTING OR PROGRAM RELATED FEES. REQUIREMENTS FOR LICENSING ARE

EVT+10 DEST Y
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/200/ ANIMAL HEALTH
ESTABLISHED IN ATCP 10, WIS. ADM. CODE AND S. 95, WIS. STATS. RECORDS CONTAIN PERSONALLY IDENTIFIABLE
INFORMATION. FISH FARM REGISTRATIONS HAVE A CONFIDENTIAL COMPONENT, SEE WIS. STATS. 95.60(7). 1.5 GB
FIVE-YEAR ACCUMULATION; ALPHA FILING; CREATED IN 1998. FILES ARE REFERENCED DAILY BY ANIMAL HEALTH STAFF
AND/OR OTHER GOVERNMENT AGENCIES.

00019000. ENFORCEMENT CASE FILES

RECORDS CONTAIN INCIDENT REPORTS, CORRESPONDENCE, INVESTIGATION REPORTS, COURT ORDERS AND OTHER
DOCUMENTATION OF INVESTIGATION OF VIOLATIONS UNDER S. 95, ATCP 10, 12 & 13. CASES INCLUDE OPERATING
WITHOUT A LICENSE, MISREPRESENTATION, DISEASE OR QUARANTINE VIOLATIONS, FALSIFIED PUREBREDS, DEAD
ANIMALS, HUMANE VIOLATIONS, AND ANIMAL LICENSING VIOLATIONS, COURT ORDERS, PRISON SENTENCING OR FINES
IMPOSED. CASE FILES ARE MARKED WITH THE YEAR OF CASE CLOSURE. FOR MULTIPLE VIOLATIONS INVOLVING THE
SAME INDIVIDUAL OR BUSINESS, OLD CASE FILES ARE INCORPORATED INTO THE NEWEST CASE AND RETAINED FROM
THE LAST YEAR OF CASE CLOSURE. 2 CUBIC FEET ANNUAL ACCUMULATION AND 5.5 MB ELECTRONIC DATA STORAGE,
ALPHA FILING STARTED IN 1980. FILES ARE REFERENCED DAILY BY ANIMAL HEALTH STAFF.

EVT+20 DEST Y

00019C00. RECORDS OF INVESTIGATIONS & PROSECUTIONS

RECORDS CONTAINING CASE NUMBERS, EMPLOYEE IDENTIFICATION, DATE ASSIGNED, DATE CLOSED, ACTIVITY CODE,
COUNTY, LICENSE NUMBER, TELEPHONE NUMBER, LEGAL ENTITY, BUSINESS NAME, CONTACT PERSON,
ESTABLISHMENT ADDRESS, MAILING ADDRESS AND DISPOSITION. AUTHORITY IS UNDER CPT. 93 AND 95, WIS., STATS.,
ATCP 10, 12, & 13 WIS. ADM. CODE. RECORDS CONTAIN PERSONALLY IDENTIFIABLE INFORMATION. ANNUAL
ACCUMULATION 5.5 MB OF DATA BASE INFORMATION, WHICH WAS CREATED IN 2003. FILES ARE REFERENCED DAILY BY
VETERINARIANS, INSPECTORS, AND COMPLIANCE OFFICERS, STATE OFFICE PERSONAL AND/OR OTHER
GOVERNMENTAL AGENCIES.

EVT+20 DEST Y

00191000. ANIMAL HEALTH OFFICIAL INTERSTATE HEALTH DOCUMENTS

This record series consists of all interstate health documents which have been filed with this office to show movement of animals into
and out of the State, and eligibilty of animals to perform the move, including import permits.  Documents include the species of animal;
including large animal, small animal, and cervid animals, ear tag or other animal identification, name of consignor and consignee, lab
test results and/or vaccination status as appropriate.  It may also include correspondence.  Documents are downloaded from Global
Vet-link and USDA's eCVI websites, and stored ont the I: drive.  Depending on funding source, some CVI's are scanned into an
electronic database system for future retrieval.  Requirements for official interstate health documents are established in ATCP 10, Wis.
Adm. Code, Code of Federal Regulations 9 and the States of destination status and regulations.  Records contain personally
identifiable infromation; fish movement and species information is confidential per Wis.Stats.95.60(7). 12 cubic foot annual
accumulation; alpha/chronologic filling; and created in 1977.  Files are referenced daily by Animal Health Bureau staff and/or other
government agencies.

CR+5 DEST Y

00191A00. ANIMAL HEALTH FISH IMPORT PERMITS AND HEALTH DOCUMENTS

THIS RECORD SERIES CONSISTS OF ALL INTERSTATE HEALTH DOCUMENTS WHICH HAVE BEEN FILED WITHTHIS OFFICE
TO SHOW MOVEMENT OF FISH INTO AND OUT OF THE STATE, AND ELIGIBILITY OF ANIMALS TO PERFORM THE MOVE,
INCLUDING IMPORT PERMITS.  DOCUMENTS INCLUDE THE SPECIES OF FISH; NAME OF CONSIGNOR AND CONSIGNEE,
AND LAB TEST RESULT.  IT MAY ALSO INCLUDE CORRESPONDENCE.  REQUIREMENTS FOR FISH IMPORT PERMITS AND
FISH HEALTH CERTIFICATES ARE ESTABLISHED IN ATCP 10, WIS ADM CODE, CODE OF FEDERAL REGULATIONS 9 AND
THE STATES OF DESTINATION STATUS AND REGULATIONS.  RECORDS CONTAIN PERSONALLY IDENTIFIABLE
INFORMATION; FISH MOVEMENT AND SPECIES INFORMATION IS CONFIDENTIAL PER WIS STATS 95.60(7).  1 CUBIC FOOT
ANNUAL ACCUMULATION; ALPHA / CHRONOLOGIC FILING; AND CREATED IN 1998 AND 10 MB ELECTRONIC STORAGE.  
FILES ARE REFERENCED BY ANIMAL HEALTH STAFF.

CR+10 DEST Y

00194000. ANIMAL MARKET IDENTIFICATION RECORDS

PROGRAM RECORDS OF CATTLE AND SWINE SLAUGHTERED AT SLAUGHTER PLANTS, ALONG WITH THE DATES AND
RESULTS OF BLOOD TESTS FOR BRUCELLOSIS AND/OR PSEUDORABIES, BRUCELLOSIS RING TEST, HERD OWNER, AND
ADDRESS, HERD HEALTH HISTORY SUMMARY, SLAUGHTER PLANT, BACK TAG ID NUMBER, TRUCKER AND DEALER INFO,
RECOMMENDATIONS BY DISTRICT VETERINARIAN FOR HERD TEST. RECORDS ARE REQUIRED UNDER CHAPTER 95
STATS. AND ATCP 10, WIS. ADM. CODE. THREE CUBIC FEET ANNUAL ACCUMULATION; ALPHA FILING; AND CREATED IN
1973. FILES ARE REFERENCED BY THE BRUCELLOSIS AND PSEUDORABIES PROGRAM MANAGERS, VETERINARIANS,
INSPECTORS, AND COMPLIANCE OFFICERS. RECORDS CONTAIN PERSONALLY IDENTIFIABLE INFORMATION. FILES
CREATED IN 1973.

EVT: 10 YEARS AFTER SLAUGHTER DATE OR BLOOD TEST DATE

EVT+10 DEST Y

00195000. EAR TAG RECORDS

RECORDS CONSIST OF EAR TAGS ISSUED TO VETERINARIANS, LIVESTOCK DEALERS & MARKETS, DAIRY HERD
IMPROVEMENT ASSOCIATION (DHIA) PROGRAM, ARTIFICIAL INSEMINATION UNITS, FEEDER PIG DEALERS & MARKETS,
AND OWNERS OF FARM-RAISED DEER. EAR TAGS ARE PURCHASED FROM EAR TAG MANUFACTURERS, AND NOT
THROUGH DATCP. PURCHASE AND SALES RECORDS ARE MAINTAINED . REQUIREMENTS FOR THE OFFICIAL EAR TAGS
ARE ESTABLISHED IN CHAPTER 95, STATS. RECORDS CONTAIN PERSONALLY IDEENTIFIABLE INFORMATION, 1/4 CUBIC
FOOT ANNUAL ACCUMULATION, ARE FILED NUMERICALLY, CREATED IN 1940. INFORMATION IS REFERENCED DAILY BY
VETERINARIANS, INSPECTORS, COMPLIANCE OFFICERS AND/OR OTHER GOVERNMENT AGENCIES.

CR+15 DEST Y
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00196000. ANNUAL DOG LICENSING

ANNUAL DOG LICENSING QUESTIONNAIRE AH-AD 27B AND OTHER CORRESPONDENCE RELATING TO DOG LICENSING.
RECORDS RELATING TO DOG LICENSING. RECORDS RELATING TO THE PURCHASE OF DOG AND MULTIPLE DOG
LICENSES FOR THE COUNTY CLERKS OF WISCONSIN; REPORTS FROM THE COUNTY CLERKS ON NUMBER AND TYPE
ISSUED; AND ANNUAL SUMMARIES OF INFORMATION; AND CORRESPONDENCE ARE MAINTAINED IN ACCORDANCE WITH
WIS. STATS 174.07(2)(A)(C)(D) AND 174.09(1). FILES ARE MAINTAINED BY YEAR. ANNUAL ACCUMULATION .2 CUBIC FEET.
RECORDS WERE CREATED WHEN THE RULES WERE CREATED IN 1910. FILES ARE ACCESSED BY VETERINARIANS,
INSPECTORS, AND OTHER GOVERNMENTAL AGENCIES.

EVT: 2 YEARS FROM LAST ANNUAL QUESTIONNAIRE COMPLETED

EVT+2 DEST N

00197000. RABIES REPORTS

REPORTS OF RABIES TESTS CONDUCTED BY THE STATE LAB OF HYGIENE, MONTHLY STATISTICAL REPORTS, AND
RECORDS OF QUARANTINES ISSUED BY DATCP-DAH IN ACCORDANCE WITH WIS. STATS. 95.21. RABIES CONTROL
PROGRAM OF WIS STATS. 93.07(10) ANIMAL HEALTH; QUARANTINE. FILES ARE MAINTAINED BY DATE OF TEST RESULT.
ANNUAL ACCUMULATION .2 CUBIC FEET. RECORDS CONTAIN PERSONALLY IDENTIFIABLE INFORMATION. RECORDS
WERE CREATED WHEN THE RULES WERE CREATED IN 1910. FILES ARE ACCESSED BY VETERINARIANS, INSPECTORS,
AND OTHER GOVERNMENTAL AGENCIES.

EVT: 2 YEARS FROM REPORT DATE

EVT+2 DEST Y

00198000. NATIONAL POULTRY IMPROVEMENT PLAN PARTICIPANT FOLDER

FOLDERS ARE MAINTAINED FOR EACH PARTICIPANT CURRENTLY ENROLLED IN THE NATIONAL POULTRY IMPROVEMENT
PLAN OR PARTICIPANTS THAT WERE ENROLLED WITHIN THE PAST TWO YEARS, BUT ARE CURRENTLY INACTIVE.
FOLDERS INCLUDES APPLICATIONS, TEST RECORDS, FLOCK CENSUS REPORTS, INSPECTIONS REPORTS,
CORRESPONDENCE LETTERS, INTERSTATE MOVEMENT CERTIFICATES, INTRASTATE MOVEMENT CERTIFICATES AND
OTHER MATERIALS RELATED TO THE NATIONAL POULTRY IMPROVEMENT PLAN. RECORDS ARE IN ACCORDANCE WITH
ADMINISTRATIVE RULES ATCP 10.50 POULTRY AND FARM-RAISED GAME BIRDS; DISEASE CONTROL. FOLDERS ARE FILED
ALPHABETICALLY BY LEGAL NAME. THE POULTRY PROGRAM WAS STARTED IN ANIMAL HEALTH IN THE 1950'S, MORE
RECENTLY THE NPIP CERTIFICATION WAS STARTED IN 1984. PERSONALLY IDENTIFIABLE INFORMATION SUCH AS
ADDRESSES AND TELEPHONE NUMBERS AND MAINTAINED. INFORMATION IS ACCESSED BY ANIMAL HEALTH OFFICE
STAFF AND VETERINARIANS. ANNUAL ACCUMULATION OF 2 CUBIC FEET.

CR+5 DEST Y

00212000. ANIMAL HEALTH HERD FILE

THIS FILE CONTAINS RECORDS OF LIVESTOCK HERDS FOR BRUCELLOSIS, TUBERCULOSIS, PSEUDORABIES, SCRAPIE,
EQUINE INFECTIOUS ANEMIA, CHRONIC WASTING DISEASE, AND OTHER LIVESTOCK ANIMAL DISEASES DEFINED IN WIS.
STATS 95. RECORDS INCLUDE CORRESPONDENCE, CERTIFICATES OF INSPECTION, DIAGNOSTIC REPORTS, OWNER,
LEGAL AND VETERINARIAN NAMES, ADDRESSES, ANIMAL ID, DATE AND TYPE OF TEST & TEST RESULTS, SAMPLING
PROGRAM AND REIMBURSEMENT OF FUNDING DOCUMENTS, VACCINATION DATES, EPIDEMIOLOGIAL DATA RELATED TO
TEST SENSITIVITY AND SPECIFICITY, NUMBER OF ANIMALS TESTED, FEDERAL MONTHLY, QUARTERLY AND ANNUAL
REPORTS AND INSPECTION REPORTS, DAIRY PLANT, AND RECOMMENDATIONS BY THE DISTRICT VETERINARIAN FOR
HERD TEST. FILE CONTAINS HERDS THAT ARE NOT NOR HAVE BEEN DIAGNOSED FOR THE RESPECTIVE DISEASES.
REQUIREMENTS FOR THE FILE ARE STATE STATUTE CHAPTER 95, AND ADMINISTRATIVE RULES ATCP 10. FILES ARE
MAINTAINED ALPHABETICALLY BY LEGAL NAME. ANNUAL ACCUMULATION OF 8 CUBIC FEET & 32 MB. FILES CONTAIN
PERSONALLY IDENTIFIABLE INFORMATION. FILES ARE USED BY PROGRAM MANAGERS, EPIDEMIOLOGISTS, DISTRICT
VETERINARIANS, ANIMAL HEALTH INSPECTORS, AND COMPLIANCE OFFICERS.

CR+20 DEST Y

00215000. JOHNE'S DISEASE AD HOC MINUTES

Includes minutes from ad hoc meetings, names and addresses of attendees. Annual paper accumulation of .01 cubic feet. Filed by
date. Records may contain personally identifiable, confidential information under s. 95.232, Wis. Stats.

Retain 10 years after meeting date and destroy.

EVT+10 SHSW Y

00264000. ANIMAL HEALTH FLOCK SELECTING AND TESTING REPORT

Record contains information of poultry tested for sale, exhibitions, shows, fairs, and swap meets.  Reports are in accordance with
Administrative Rule 11.62 Fairs and exhibitions.  Records are filed alphabetically according to certified tester's last name.  The poultry
program was started in Animal Health in the 1950's, more recently the flock testing was started in 1984.  Personally indentifiable
information such as addresses and telephone numbers are maintained.  Information is accessed by Animal Health office staff, field
staff, and verterinarians.
Annual accumulation of 1 cubic foot.

EVT: 5 calendar years after date of test

EVT+5 DEST Y

00265000. ANIMAL HEALTH CERTIFIED SALMONELLA PULLORUM TESTORS

Record contains the name, address, telephone number and date of certification of individuals, 18 years of age and older, certified to

EVT+5 DEST Y
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/200/ ANIMAL HEALTH
conduct Salmonella pullorum testing of poultry in Wisconsin, in accordance with the National Poultry Improvement Plan.  Testers are
certified or re-certified every 3 years and a current listing is created.  Individuals may become certified initially by attending a
Salmonella pullorum testing seminar, contacting the Wisconsin Veterinary Diagnostic Laboratory, Barron, Wisconsin or the Department
of Poultry Science, University of Wisconsin.  Record also contains enrollment form, testing procedures, certification certificate, disease
information and National Poultry Improvement Plan rules for testing.  The latter information is printed and mailed to participants prior to
each seminar, with the certification certificate mailed upon completion of seminar. The poultry program was started in Animal Health in
the 1950's, more recently the training program for tester was started in 1984.  Personally indentifiable information such as addresses
and telphone numbers are maintained.  Information is accessed by Animal Health office staff, field staff, veterinarians, and is made
available to the public on the DATCP website.

Accumulation per 3-year period is  320KB. 

EVT: 5 years from date of initial certification or date of re-certification.

00288000. LIVESTOCK PREMISES REGISTRATION APPLICATIONS

Initial Livestock Premises Registration application returned from registrant with application information for registrants that hold DATCP
livestock - related licenses (other than dairy producer), for non-licensed registrants, and for dairy producer licenses.  Information
provided by the registrant is confidential, per s. 95.51(5), Wis. Stats. Information is entered into the premises registration database (see
#00292 below) for the purpose of animal disease control (when a disease is detected), notifying other livestock owners of an incident,
and compliance. Information is also used by licensing staff if a license requires a premises registration (per ATCP 17).

Retain until data entered into premises registration database and destroy

EVT DEST Y

00289000. LIVESTOCK PREMISES RENEWAL APPLICATIONS

Pre-populated Livestock Premises Registration renewal application, returned from registrant with updated information. Information
provided by the registrant is confidential, per s. 95.51(5), Wis. Stats. Information is entered into the premises registration database (see
#00292 below) for the purpose of animal disease control (when a disease is detected), notifying other livestock owners of an incident,
and compliance. Information is also used by licensing staff if a license requires a premises registration (per ATCP 17). Records began
in 2006.  Annual accumulation: 3 cubic yard.

Retain until data entered into premises registration database and destroy.

EVT DEST Y

00290000. PRINT FILE FOR LIVESTOCK PREMISES RENEWAL FORMS

Electronic file developed from premises registration database used only for pre-populating renewal forms. Records began in 2006.  The
electronic data will be migrated to any new software program, when warranted.   

Retain for event only and destroy.

Electronic Oracle report, migrated to SQL file.

EVT DEST Y

00291000. LIVESTOCK PREMISES EXCEPTIONS REPORT

Electronic file developed from premises registration database used for compliance. These files are used by the DATCP premises
identification coordinator and the premises compliance inspectors to follow-up with those that do not register or renew. Information is
confidential, per
s. 95.51(5), Wis. Stats. Records began in 2007.  The electronic data will be migrated to any new software program, when warranted.   

Retain until 6 years after close of case, 25 years if level 3 compliance (see AH Investigations and Prosecutions RDA) and destroy.

Electronic Oracle Report

EVT+6 DEST Y

00292000. LIVESTOCK PREMISES REGISTRATION

Livestock premises registration database records. Per s. 95.51(5), Wis. Stats., all information provided by the registrant is confidential.
The livestock premises identification number that is created through registration is not confidential. Per ATCP 17.02, registration
expires on December 31 annually, except for those that have DATCP livestock - related licenses, which expire at the same time as the
license.  The electronic data will be migrated to any new software program, when warranted.   Annual accumulation: 50 - 100MB (1
data tape or 1 CD).

Per USDA: Retain current records for five years; archive records past five years old for 20 years (USAIP, p. 8) and destroy.

Electronic Oracle Database.

EVT+20 DEST Y

00293000. LIVESTOCK PREMISES REGISTRATION HISTORICAL ADMINISTRATION FILES

This record series consists of historical materials relating to the planning of  and implementing the Livestock Premises Registration
program, i.e., project plans, procedural instructions, issues tracking logs, and mission statement.
Total accumulation: 1 cubic yard.  

Retain in agency for historical reference until program dissolved.

EVT+10 SHSW Y
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/200/ ANIMAL HEALTH
Creation plus 10 years and transfer to SHSW.

Electronic PDF, Word, Excel, Project, and Visio Files: paper

00293A00. LIVESTOCK PREMISES REGISTRATION GENERAL ADMINISTRATIVE FILES

This record series consists of administrative materials relating to the administration of the Livestock Premises Registration program,
i.e., bulletins, directives, memoranda, work plans, procedural instructions, and marketing material. This series also contains copies
posted on the agency's intranet, and information for the public posted on the agency's Internet Web site. Additionally, this series
consists of letters written by those that register but are outside of the scope of the information requested on the forms (examples
include suggested improvements or opposition to the program).

Procedural instructions, correspondence, marketing materials
Annual accumulation: less than 1 cubic yard.

Retain for three years and destroy.

Electronic, HTML, PDF, Word, Excel, pwerPoint, Project, and Visio Files; paper

CR+3 DEST N

00294000. LIVESTOCK PREMISES REGISTRANT LETTERS

This series consists of letters written by potential registrants that object to registering their livestock premises or this program in
general. Files are referenced by the compliance officers.  Annual accumulation: less than 1 cubic yard.

If compliance taken, retain with rest of case file until 6 years after close of case, 25 years if level 3 compliance (see AH Investigations
and Prosecutions RDA) and destroy.

EVT+6 DEST N

00295000. JOHNE'S DISEASE CALFHOOD VACCINATION RECORD

Each vaccination record includes the owner name and address, veterinarian name, animal ID, date of vaccination, vaccine used, age,
and breed of every vaccinated animal. Required by state and federal rule for all calves vaccinated for Johne's disease. Requirements
for Johne's Disease Calf-hood vaccinations are established in ATCP 10.21, Wis. Adm. Code.  Records contain personally identifiable,
confidential information under s. 95.232, Wis. Stats.  Annual paper accumulation of 0.5 cubic feet; batch filed by month of vaccination.
Files are referenced by the Johne's Disease Program Manager, Veterinarians, Inspectors, and Compliance Officers.  (DAH-J-2516)

Retention:  Retain 15 years after vaccination and destroy

EVT+15 DEST Y

00296000. JOHNE'S DISEASE VACCINATION AGREEMENT

Includes the herd owner's name, address and phone, Premises ID, veterinarian name and veterinary license number, clinic name and
address, phone/FAX number.  Requirements for vaccination are established in Sec. ATCP 10.17, Wis. Adm. Code.  Records contain
personally identifiable, confidential information under s. 95.232, Wis. Stats.  Annual paper accumulation of 0.1 cubic foot.  Files are
referenced by the Johne's Program Manager, State Veterinarian, Inspectors, and Compliance Officers (DAH - J - 2519)

Retain 15 years after close of vaccination agreement and destroy.

EVT+15 DEST Y

00297000. JOHNE'S DISEASE TEST REPORT

Each Johne's disease test report includes the owner name, veterinarian names, addresses, animal ID, date of test & test results.  
Requirements for Johne's disease test reports are established in ATCP 10.21, Wis. Adm. Code.  Records contain personally
identifiable, confidential information under s. 95.232, Wis. Stats. Annual paper accumulation of 1 cubic feet; batch filed by date in
AMANDA.  Files are referenced daily by the Johne's Disease Program Manager, Veterinarians, Inspectors, and Compliance Officers.

Retain 6 years after the sample collection date and destroy.

EVT+6 DEST Y

00297A00. JOHNE'S DISEASE TEST REPORT

Each Johne's disease test report includes the owner name, veterinarian names, addresses, animal ID, date of test & test results.  
Requirements for Johne's disease test reports are established in ATCP 10.21, Wis. Adm. Code.  Records contain personally
identifiable, confidential information under s. 95.232, Wis. Stats. Annual paper accumulation of 1 cubic feet; batch filed by date.  Files
are referenced daily by the Johne's Disease Program Manager, Veterinarians, Inspectors, and Compliance Officers.

Retain 2 years after the sample collection date and destroy.

EVT+2 DEST Y

00298000. JOHNE'S DISEASE CONTROL PROGRAM

May includes name, address, premises ID, herd classification number and level, herd size, Johne's disease vaccination status,
veterinarian name and license number, veterinary clinic address and phone/FAX number, individual test accession numbers and
individual animal ID.  See Appendix A for full list.  Filed per herd and chronological within file.  Information is collected in accordance
with Sec. ATCP 10.18, Wis. Adm. Code.  Records contain personally identifiable confidential information as defined in s. 95.232, Wis.
Stats.  Annual paper accumulation of 0.5 cubic feet.  Files are referenced by the Johne's Disease Program Manager, State
Veterinarian, District Veterinarians, Inspectors and Compliance Officers.

EVT+6 DEST Y
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/200/ ANIMAL HEALTH
Media:  Paper, Electronic in AMANDA database

Retain 6 years after date of classification lapse and destroy.

00299000. JOHNE'S DISEASE EQUIPMENT GRANT APPLICATIONS

May include name, address, premises ID, herd classification number, veterinarian name, clinic address and phone/FAX number.  
Collected per Sec. ATCP 10.19, Wis. Adm. Code.  Records contain confidential information as defined in s. 95.232, Wis. Stats.  
Annual accumulation of 0.25 cubic feet per year.  Files are referenced by the Johne's Disease Program Manager.

Retain 6 years after grant application submission and destroy.

EVT+6 DEST Y

00300000. JOHNE'S DISEASE CERTIFICATION FOR VETERINARIAN'S

May include veterinarian name, veterinary license number, clinic address and phone/FAX number.  Collected as per Sec. ATCP 10.20.
Annual paper accumulation of 0.2 cubic feet.  Referenced by Johne's disease Program Manager, State Veterinarian, District
Veterinarians, Inspectors and Compliance Officers.

Retain 6 years after date of expiration and destroy.

EVT+6 DEST Y

00304000. HUMANE OFFICER TRAINING, CERTIFICATION, APPOINTMENT PARTICIPANT FOLDER

A FOLDER IS MAINTAINED FOR ANY INDIVIDUAL WHO HAS COMPLETED THE HUMANE OFFICER TRAINING COURSE AND IS
CERTIFIED BY DATCP, OR COMPLETED THE TRAINING COURSE, IS CERTIFIED BY DATCP AND APPOINTED BY A LOCAL
JURISDICTION. INFORMATION INCLUDES APPLICATIONS, TRAINING DATE, TRAINING TEST RESULTS, CERTIFICATION
DATE, APPOINTMENT LETTER FROM APPOINTING JURISDICTION, RECERTIFICATION DATES AND PROOF OF COMPLETION
OF CONTINUING EDUCATION REQUIREMENTS, AND CORRESPONDENCE. RECORDS ARE IN ACCORDANCE WITH WIS.
STAT.SS. 173 ADMINISTRATIVE RULE ATCP 15. FILES ARE MAINTAINED ALPHABETICALLY. RECORDS  CONTAIN
PERSONALLY IDENTIFIABLE INFORMATION.

EVENT = 10 YEARS FROM TRAINING DATE IF NOT CERTIFIED OR ONGOING IF CERTIFICATION IS CURRENT

EVT+10 DEST Y

00305000. LOCAL RABIES CONTROL PROGRAM, TRAINING, CERTIFICATION FILES

A FOLDER IS MAINTAINED FOR ANY MUNICIPALITY THAT ESTABLISHES A LOCAL RABIES CONTROL PROGRAM, AND A LIST
IS CREATED OF ANYONE THAT IS CERTIFIED BY DATCP, OR COMPLETED THE TRAINING COURSE AND APPOINTED BY A
LOCAL JURISDICTION. INFORMATION INCLUDES CORRESPONDENCE, TRAINING RESULTS, AND APPOINTMENT LETTER
FROM LOCAL AUTHORITY OR JURISDICTION. RECORDS ARE IN ACCORDANCE WITH WIS. STAT. S.95.21, ADMINISTRATIVE
RULE ATCP 13. FILES ARE MAINTAINED ALPHABETICALLY. RECORDS MAY CONTAIN PERSONALLY IDENTIFIABLE
INFORMATION.

EVENT = 10 YEARS FROM TRAINING DATE IF NOT CERTIFIED OR ONGOING IF CERTIFICATION IS CURRENT

EVT+10 DEST Y

00306000. AH FISH HEALTH ASSESSMENTS / CERTIFICATIONS

THIS RECORD SERIES CONSISTS OF OFFICIAL REPORTS OF VETERINARY HEALTH ASSESSMENTS AND FISH HEALTH
CERTIFICATIONS. FISH HEALTH ASSESSMENTS ARE REPORTS OF AN ANNUAL INSPECTION OF FISH FARMS, OR A 30-DAY
INSPECTION OF A LOT OF FISH. THEY ARE USED TO CERTIFY THAT FISH ARE HEALTHY AND MAY INCLUDE LAB RESULTS
TO CERTIFY THEY ARE DISEASE FREE. IT MAY ALSO INCLUDE FORM LETTERS AND CORRESPONDENCE. REQUIREMENTS
ARE ESTABLISHED IN ATCP 10, WIS. ADM. CODE. AND S. 95, WIS. STATS. RECORDS CONTAIN PERSONALLY IDENTIFIABLE
INFORMATION; THE TYPE OF FISH IS CONFIDENTIAL INFORMATION; 1/2 CUBIC FOOT ANNUAL ACCUMULATION;
ALPHA/CHRONOLOGIC FILING; AND CREATED IN 1998. FILES ARE REFERENCED DAILY BY ANIMAL HEALTH BUREAU
STAFF.

EVENT = 10 YEARS AFTER ISSUE DATE

CR+10 DEST Y

00307000. QUALIFIED FISH HEALTH INSPECTOR AND LABORATORIES

THIS RECORD SERIES CONSISTS OF DOCUMENTS RELATING TO QUALIFIED FISH HEALTH INSPECTORS AND
LABORATORIES THAT ARE AUTHORIZED TO COMPLETE FISH HEALTH CERTIFICATES. REQUIREMENTS FOR QUALIFIED
FISH HEALTH INSPECTORS ARE ESTABLISHED IN ATCP 10.67, WIS. ADM. CODE AND S. 95.60, WIS. STATS. RECORDS
CONTAIN PERSONALLY IDENTIFIABLE INFORMATION, 1/4 CUBIC FOOT ANNUAL ACCUMULATION; ALPHA/CHRONOLOGIC
FILING; AND CREATED IN 1997. FILES ARE REFERENCED MONTHLY BY ANIMAL HEALTH BUREAU STAFF. 

EVENT = 10 YEARS FROM LAST YEAR QUALIFIED FOR INSPECTION

EVT+10 DEST Y

00308000. REIMBURSEMENT OF CHRONIC WASTING DISEASE SAMPLING

THIS FILE CONTAINS PAPER RECORDS ON REQUESTS FOR REIMBURSEMENT OF CHRONIC WASTING DISEASE
SAMPLING. FILE CONTAINS COPIES OF SPECIMEN SUBMISSION FORM VS 
10 - 4, TEST RESULTS FROM SAMPLING LAB AND COPIES OF PAID INVOICES FROM CERTIFIED CWD VETERINARIAN
OBTAINING SAMPLES FOR TESTING AND COPIES OF THE CHECKS ISSUED BY THE DEPARTMENT OF AGRICULTURE,
TRADE AND CONSUMER PROTECTION. REIMBURSEMENTS ARE FILED ALPHABETICALLY BY DATE PAYMENT WAS ISSUED.

CR+10 DEST Y
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REIMBURSEMENTS ARE BEING PAID THROUGH A CO-OPERATIVE AGREEMENT WITH USDA. ANNUAL ACCUMULATION IS 1
CUBIC FOOT.

00309000. CERTIFIED CWD SAMPLING VETERINARIANS

THIS FILE CONTAINS ELECTRONIC RECORDS OF VETERIANARIANS THAT ARE CERTIFIED TO RETRIEVE BRAIN AND
LYMPH NODE SAMPLES FROM CERVID ANIMALS IN THE STATE OF WISCONSIN. INFORMATION INCLUDED IN THIS FILE IS;
NAME, VET CLINIC, ADDRESS, COUNTY, PHONE NUMBER, DATE OF CERTIFICATION, DATE OF LAST CERTIFICATION,
WHEN RE-CERTIFICATION IS DUE. 

EVENT = UNTIL SUPERSEDED. WORKING FILES THAT CONTINUE TO BE UPDATED

EVT DEST Y

00002000. MARKETING BOARD BALLOTS

RECORDS ARE ELECTION BALLOTS AND TALLY SHEETS FROM 7 MARKETING BOARDS (CORN, MILK, CHERRY,
CRANBERRY, POTATO, GINSENG, AND SOYBEAN).

BALLOTS MAY BE DESTROYED 3 MONTHS AFTER AN ELECTION. BALLOTS WERE CREATED IN CONJUNCTION WITH WIS.
STAT. CH. 96.08

RETENTION: EVENT(DATE OF ELECTION) + 3 MONTHS AND DESTROY

EVT+0/3 DEST N

00151000. GINSENG PROGRAM

THIS RECORD SERIES CONTAINS APPLICATION FOR ROOT/SEED CERTIFICATE AND/OR LICENSE TO SELL GINSENG. MAY
CONTAIN RETURNED CERTIFICATES SHOWING HOW MUCH GINSENG WAS SOLD AND TO WHOM. 

AUTHORITY: WIS. STAT. CH. 94.50, AND WIS. ADMIN. CODE CH. ADM. 21

RETENTION: EVENT(LICENSE ENDS OR IS NOT GRANTED) + 3 YEARS AND TRANSFER TO STATE ARCHIVES(WHS)

EVT+3 SHSW Y

00223000. MEDIATION FILES

THIS SERIES CONTAINS INDIVIDUAL CASE FILES FOR FARM MEDIATION ADMINISTERED BY THE FARM MEDIATION AND
ARBRITRATION PROGRAM WHICH HAVE BEEN CLOSED BY THE PROGRAM. FILES INCLUDE CONFIFDENTIAL INFORMATION
PERTAINING TO CASES MEDIATED UNDER SEC. 93.50.

THE MEDIATION FILE, WHICH CONTAINS THE ORIGINAL AGREEMENT TO MEDIATE SIGNED BY ALL PARTIES, ORIGINALS
OF ALL INTERIM OR FINAL AGREEMENTS ENTERED INTO BY THE PARTIES AND EXPENSE VOUCHERS FOR THE
VOLUNTEER MEDIATOR ASSIGNED TO THE CASE, IS RETAINED FOR A PERIOD OF 3 YEARS AFTER THE DATE OF THE
FINAL EXPENDITURE REPORT, REQUIRED TO BE SUBMITTED ANNUALLY TO THE UNITED STATES DEPARTMENT OF
AGRICULTURE PURSUANT TO 7 CFR 3915.21(A) AND 3915.22(A) OR UNTIL ALL ISSUES, INCLUDING ANY LITIGATION, CLAIM,
NEGOTIATION, AUDIT, OR OTHER ACTION WHICH IS STARTED BEFORE THE EXPIRATION OF THE 3 YEAR PERIOD CITED,
HAVE BEEN RESOLVED AS REQUIRED BY 7 CFR 3915.21(B). THEREAFTER, FILES WILL BE CONFIDENTIALLY DESTROYED.
THESE FILES ARE CONFIDENTIAL: SEE SEC. 93.50(2)(E), STATS. 

RETENTION: EVENT + 3 YEARS AND DESTROY CONFIDENTIAL

EVT+3 DEST Y

00235000. FARMER ASSISTANCE CASE FILES

THIS RECORD SERIES CONTAINS CLOSED INDIVIDUAL CASE FILES FOR DISTRESSED FARMERS WHO REQUEST
CONSULTATION OR ASSISTANCE UNDER THE FARMER ASSISTANCE PROGRAM ADMINISTERED BY THE WISCONSIN FARM
CENTER. THESE FILES MAY CONTAIN CORRESPONDENCE, FINANCIAL INFORMATION, CASE NOTES, TEST RESULTS,
REFERRAL INFORMATION AND OTHER RELEVANT INFORMATION. THE FILES INCLUDE CONFIDENTIAL INFORMATION
PERTAINING TO CASES UNDER SEC. 93.51(3)(D) STATS. THE SERIES IS FILED ALPHABETICALLY; I.E., THE NAME OF THE
INDIVIDUAL FARMER WHO REQUESTS CONSULTATION AND ASSISTANCE. THE FILES ARE RETAINED FOR A PERIOD OF
THREE YEARS AFTER THE DATE ALL ISSUES, INCLUDING ANY LITIGATION, CLAIM NEGOTIATION, AUDIT OR OTHER
ACTION WHICH IS STARTED BEFORE THE EXPIRATION OF THE THREE-YEAR PERIOD CITED HAVE BEEN RESOLVED.
THEREAFTER, FILES ARE DESTROYED. 

EVENT = CASE RESOLVED + 3 YEARS AND DESTROY CONFIDENTIAL.

EVT+3 DEST Y

00236000. DAIRY FARMER EXIT/ENTRY FILES

THIS RECORD SERIES CONTAINS INDIVIDUAL CASE FILES FOR THE DAIRY FARMER EXIT - ENTRY PROGRAM
ADMINISTERED BY THE WISCONSIN FARM CENTER. THE EXIT - ENTRY PROGRAM ASSISTS FARMERS IN THE TRANSFER
OF FARM OPERATIONS AS OUTLINED IN WIS. STAT. CH. 93.52. IT CONTAINS THE ORIGINAL APPLICATION FOR THE DAIRY
FARMER EXIT - ENTRY PROGRAM, MATCH INFORMATION ON BUYER AND SELLER, CORRESPONDENCE AND OTHER
RELEVANT INFORMATION NECESSARY TO PROVIDE SERVICES.

RETENTION: EVENT(CASE RESOLVED) + 3 YEARS AND DESTROY CONFIDENTIAL

EVT+3 DEST Y

00237000. STRAY VOLTAGE EVT+3 DEST Y
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/300/ MKTG - GENERAL

THIS SERIES CONTAINS BOTH CLOSED AND INACTIVE INDIVIDUAL CASE FILES FOR FARMERS WHO HAVE REQUESTED
TECHNICAL ASSISTANCE FROM THE REPS PROGRAM PER WIS. STAT. 93.41 FILES INCLUDE IDENTIFIABLE INDIVIDUAL
RECORDS INCLUDING INDIVIDUAL VIDEO TAPED RECORDS OF ON FARM MANAGEMENT PRACTICES, CORRESPONDENCE
RELATED TO THE ANALYSIS, CASE NOTES, TEST RESULTS, DIAGNOSTIC REPORTS, REFERRAL INFORMATION,
PHOTOGRAPHS, DRAWINGS, ETC., GENERAL CORRESPONDENCE, PHONE LOGS, CASE CLOSING REPORTS FILES BY
REPS STAFF, ETC. MACHINE READABLE RECORDS MAY BE STORED ON TRAC (TRACKING REGULATION AND
COMPLIANCE 98), WORD 97, AND EXCELL 97. MACHINE READABLE RECORDS WILL BE MIGRATED AS WARRANTED. ALL
OPEN FILES ARE REVIEWED ON AN ANNUAL BASIS DURING THE MONTH OF JANUARY. FILES WHICH HAVE HAD NO
ACTIVITY DURING THE PRIOR SIX MONTH PERIOD WILL BE DESIGNATED AS INACTIVE FILES. FILES ARE RETAINED FOR A
PERIOD OF THREE YEARS FROM THE DATE ON WHICH THEY ARE DESIGNATED AS INACTIVE AND ARE THEREAFTER
DESTROYED. 

RETENTION: INACTIVE DATE + 3 YEARS AND DESTROY CONFIDENTIAL.

00242000. WISCONSIN FARM CENTER CALLER LOG SHEETS

THIS RECORD SERIES CONTAINS INDIVIDUAL WISCONSIN FARM CENTER CALLER LOG SHEETS. LOG SHEETS ARE USED
TO PROVIDE A TEMPORARY RECORD OF CALLS RECEIVED BY THE WISCONSIN FARM CENTER. LOG SHEETS ARE USED
TO PROVIDE A TEMPORARY RECORD OF CALLS RECEIVED BY THE WISCONSIN FARM CENTER. LOG SHEETS ARE USED
TO STORE DATA PRIOR TO THE ENTRY OF THE DATA INTO A MACHINE READABLE FORMAT. LOG SHEETS DO NOT HAVE
ANY ADMINISTRATIVE, INFORMATIONAL, RESEARCH, HISTORICAL, LEGAL OR EVIDENTIAL VALUE AFTER THE DATA IS
TRANSFERRED INTO MACHINE READABLE FORMAT. PAPER ENTERED TO ELECTRONIC FORMATS, VERIFIED AND
DESTROYED. ELECTRONIC MAINTAINED 3 YEARS. 

RECORDS IN THIS SERIES WILL INCLUDE CONFIDENTIAL INFORMATION PURSUANT TO WIS. STAT. 93.50(2)(E), 93.51(3)(D),
AND 93.52. 

EVENT = CREATION + 3 YEARS AND DESTROY CONFIDENTIAL.

CR+3 DEST Y

00345000. LIVESTOCK SECTOR DEVELOPMENT PROGRAM INFORMATION

THIS RECORD SERIES CONTAINS DOCUMENTS AND REPORTS RELATING TO THE LIVESTOCK SECTOR DEVELOPMENT
PROGRAM WHICH WAS CREATED IN 2006. THE DATCP STAFF CREATES, OBTAINS AND USES THE SERIES ALONG WITH
THE LIVESTOCK PRODUCERS. THIS SERIES ACCUMULATES ANNUALLY AND INCLUDES CLIENT CONTRACTS,
APPLICATIONS FOR SERVICES, PROGRESS REPORTS, SUB-CONTRACTS WITH CONSULTANTS, FINANCIAL REPORTS, AND
CONSULTANT BILLS. THIS SERIES IS ARRANGED ALPHABETICALLY. 

THIS SERIES PERTAINS TO ACTIVITIES AUTHORIZED BY CHAPTER 93 WISCONSIN STATUTES. 

RETENTION = END OF CONTRACT + 3 YEARS AND DESTROY CONFIDENTIAL.

EVT+3 DEST Y

00020000. EXPORT EDUCATION INFORMATION

INFORMATION RELATED TO EXPORT EDUCATION INCLUDING WISCONSIN COMPANY INFORMATION, PRODUCT(S)
INFORMATION, CORRESPONDENCE WITH DATCP AND RELATED GOVERNMENTAL AGENCIES AND RELATED EXPORT
TRADE INFORMATION.

DATCP TECHNICAL STAFF, SUPPORT STAFF, AND ASSISTANCES CREATE, OBTAIN, AND USE RECORD SERIES.
INFORMATION IS CREATED OR OBTAINED TO PROVIDE WISCONSIN COMPANY INFORMATION TO CLIENTS. INFORMATION
IS MAINTAINED AS REFERENCE MATERIAL FOR SHORT-TERM FUTURE CLIENT REQUESTS.

THE RECORDS SERIES PERTAINS TO ACTIVITIES AUTHORIZED BY WIS. STAT. SS 93.42 - CENTER FOR INTERNATIONAL
AGRIBUSINESS.

CR+3 DEST N

00027000. MARKET DEVELOPMENT SERVICE INFORMATION

INFORMATION RELATED TO INCOMING INTERNATIONAL DELEGATIONS AND OUTBOUND TRADE MISSIONS.  INCLUDES
PARTICIPANT LISTS, MARKETING MATERIALS, COMPANY CORRESPONDENCE, RECRUITMENT MATERIAL, COMPANY
MARKETING PLANS, END OF YEAR REPORTS, ALLOCATION WORKSHEETS, REIMBURSEMENT INFORMATION, APPLICANT
STATUS REPORTS, COMPANY PARTICIPATION HISTORY, AND BRIEFING DOCUMENTS FOR THE OFFICE OF THE
SECRETARY AND STAFF.

THE RECORD SERIES PERTAINS TO ACTIVITIES AUTHORIZED BY WIS. STAT. SS 93.42 - CENTER FOR INTERNATIONAL
AGRIBUSINESS.

"CLOSED" MEANS THE END OF CALENDAR YEAR IN WHICH THE PROGRAM IS COMPLETED.

EVENT = CLOSED

EVT+5 SHSW N

00028000. NATIONAL PROMOTION INFORMATION FIS+3 DEST N
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/304/ MKTG - INTL / NAH

NATIONAL PROMOTION RECORD SERIES MATERIAL INCLUDES: PROMOTION DESCRIPTION, EVENT DETAILS, COMPANY
INFORMATION, BUDGET INFORMATION, COMPANY CORRESPONDENCE, MEDIA CORRESPONDENCE, MARKET
INFORMATION AND ALICE IN DAIRYLAND PROMOTIONS. ELECTRONIC DOCUMENTS CURRENTLY STORED ON THE
DIVISION'S I DRIVE AND ORGANIZED BY YEAR AND ACTIVITY.

THE RECORD SERIES PERTAINS TO ACTIVITIES AUTHORIZED BY WIS. STAT 93.07 - PROMOTION OF AGRICULTURE.

00030000. ALICE IN DAIRYLAND PROGRAM INFORMATION

ALICE IN DAIRYLAND PROGRAM INFORMATION RECORD SERIES INCLUDES: ALICE'S OFFICIAL BIOGRAPHY, OFFICIAL
PHOTOS, MAJOR PRESS CLIPPINGS, PROMOTIONAL PIECES, END OF YEAR REPORT AND FINALE PROGRAMS.

THE RECORD SERIES PERTAINS TO ACTIVITIES AUTHORIZED BY WIS. STAT. CH 93 FOR PROMOTION OF AGRICULTURE.

CR+5 SHSW Y

00031000. COUNTY FAIRS & AG SOCIETIES STATE AID PROGRAM FILES

STATE AID FAIR REPORTS, REGISTERED JUDGES, AFFIDAVITS, PROMOTION DESCRIPTION, EVENT DETAILS,
PROMOTIONAL LITERATURE, BUDGET INFORMATION, FAIR CORRESPONDENCE, AND MEDIA CORRESPONDENCE.

DATCP TECHNICAL, SUPPORT, ASSISTANT STAFF AND FAIR MANAGERS/SECRETARIES CREATE, OBTAIN AND USE THE
RECORD SERIES. INFORMATION IS CREATED OR OBTAINED TO PROVIDE COUNTY AND DISTRICT FAIRS STATE AID AND
PROMOTION SUPPORT TO THE FAIR OFFICES AND PUBLIC INFORMATION. INFORMATION IS MAINTAINED AS A
REFERENCE MATERIAL FOR SHORT TERM FUTURE REQUESTS.

THE RECORD SERIES PERTAINS TO ACTIVITIES AUTHORIZED BY WIS. STAT. 93.23 - LOCAL FAIRS.

FIS+3 DEST N

00002000. MARKETING BOARD BALLOTS

Records Are Election Ballots And Tally Sheets From 8 Marketing Boards (Corn, Milk, Cherry, Cranberry, Mint, Potato, Ginseng, And
Soybean).

Wisconsin Statute 7.23 (H) Ballots May Be Destroyed 30 Days After Any Election.

. Ballots Were Created In Conjunction With Wi Statute 96.08.

Retain 3 Months After Closed And Destroy.

EVT+0/3 DEST Y

00145000. COOPERATIVE AGRICULTURE PEST SURVEY (CAPS)

THIS RECORD SERIES CONTAINS ADMINISTRATIVE RECORDS, COOPERATIVE AGREEMENTS AND REQUIRED PROGRESS
REPORTS FOR THE COOPERATIVE AGRICULTURAL PEST SURVEY PROGRAM IN ACCORDANCE TO S.94.01 TO 94.10 AND
ATCP 21 WI ADMIN CODE.

CR + 3 YEARS AND DESTROY.

CR+3 DEST N

00146000. GYPSY MOTH ADMINISTRATIVE RECORDS

LOGS OF PHONE CALLS AND E-MAILS REGARDING THE GYPSY MOTH PROGRAM LISTING COMPLAINT OR COMMENT AND
WHAT, IF ANY, FOLLOW-UP WAS DONE OR NEEDED; ALL REPORTS AND GENERAL ADMINISTRATIVE RECORDS THAT ARE
NOT ACTUAL DATA RECORDS. THESE RECORDS ARE USED TO DETERMINE POSSIBLE PROBLEM AREAS FOR TREATMENT
AND SURVEY AND ARE USED BY PROGRAM MANAGERS. THE VOLUME OF DATA DEPENDS ON PUBLIC COMPLAINTS.
E-MAILS ARE PRINTED OUT AND STORED IN PAPER FORMAT. THESE RECORDS ARE USED BY PROGRAM MANAGERS.
THESE RECORDS ARE STORED BY YEAR. AUTHORIZATION GRANTED BY S.93.07, 94.01, 94.02 AND ATCP 21, WI ADM.
CODE. 

CR + 2 YEARS AND DESTROY CONFIDENTIAL.

CR+2 DEST Y

00148000. GYPSY MOTH PROGRAM

THE RECORD CONSISTS OF FILES CONTAINING ELECTRONIC AND PAPER DATA OF ALL GYPSY MOTH SPRAY
TREATMENT, TRAPPING AND EGG MASS SURVEYS. DAILY SPRAY SCHEDULE AND SPRAY SITES, SITE OBSERVATION
LOGS, FIELD COORDINATION CALL-IN SHEETS, MIX/LOD REPORTS, SPRAY CALIBRATIONS, DAILY ACRE/GAL SPRAY AND
PHENOLOGY. DATA SHEETS LISTING PHYSICAL DESCRIPTION OF GYPSY MOTH TRAP LOCATIONS, COPIES OF PLAT
BOOKS WITH GYPSY MOTH TRAP LOCATIONS AND POSITIVE GYPSY MOTH TRAP CATCHES, INCLUDING DELIMINATION
MAPS; SITE DESCRIPTION OF EGG MASS SURVEY SITES; KEPT YEAR-BY-YEAR. 

THIS INFORMATION IS USED BY GYPSY MOTH PROGRAM STAFF, THE U.S. FOREST SERVICE (USFS), SLOW THE SPREAD
(STS) PROGRAM STAFF, AND THE SLOW THE SPREAD FOUNDATION. AUTHORIZATION GRANTED BY S. 93.07, S94.01, 94.02
02 AND ATCP 21, WI ADM. CODE.

CR+10 DEST N
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/700/ ARM - PLANT DISEASE
RETENTION: CR + 10 YEARS AND DESTROY.

00150000. PLANT PEST & BIOLOGICAL PERMITS

THIS RECORD CONTAINS ELECTRONIC AND PAPER ORIGINALS OF PLANT PEST AND BIOLOGICAL CONTROL PERMITS
FOR EITHER IMPORT OR MOVEMENT WITHIN THE STATE, OF PLANT PESTS OR BIOLOGICAL ORGANISMS, APPLICATIONS,
THE ORIGINAL OF PLANT INDUSTRY BUREAU APPROVAL OR DENIAL IS GIVEN. PERMITS WERE ALL PAPER UNTIL
RECENTLY. NOW MOST PERMITS ARE ELECTRONIC. THE PAPER ORIGINALS ARE KEPT UNTIL TRANSFERRED TO
ELECTRONIC RECORDS WHICH WILL BE KEPT 3 YEARS. 

THERE IS NO ANNUAL ACCUMULATION AND THE ONLY ENVIRONMENTAL ASSESSMENT (EA) WRITTEN IS FILED BY
SUBJECT MATTER. THE LAST EA WAS WRITTEN IN 1993 BY JULIE NARA ABOUT PURPLE LOOSESTRIFE. 

THESE RECORDS ARE USED BY THE SURVEY AND REGULATORY STAFF. AUTHORIZATION GRANTED BY 94.03 AND ATCP
21, WI ADM. CODE. RECORDS WERE CREATED IN 1990. 

EVENT IS TRANSFER OF PAPER TO ELECTRONIC + 3 YEARS AND DESTROY.

EVT+3 DEST N

00332000. REGULATORY PROGRAM COMPLIANCE AGREEMETN RECORDS

THIS RECORD SERIES CONSISTS OF PAPER AND ELECTRONIC COPIES OF ANNUAL INDUSTRY COMPLIANCE
AGREEMENTS FOR THE TRANSPORT/MOVEMENT OF REGULATED ARTICLES ORIGINATING FROM DESIGNATED PEST
QUARANTINE ZONES, AS ISSUED BY THE BUREAU. CURRENT EXAMPLES INCLUDE THE EMERALD ASH BORER, GYPSY
MOTH, FIREWOOD CERTIFICATION. THOUSAND CANKERS AND JAPANESE BEETLE PROGRAMS. INFORMATION
COLLECTED INCLUDES NAME AND ADDRESS OF STAKEHOLDER, LOCATION OF BUSINESS, AND PEST
TREATMENT/MITIGATION METHODS. 

RECORDS ARE FILED CHRONOLOGICALLY AND BY AGREEMENT HOLDER. 

THIS INFORMATION IS USED BY PLANT INDUSTRY STAFF. AUTHORIZATION GRANTED BY S.93.01 THROUGH S.93.22, AND
S.94.01 THROUGH S.94.11, WIS. STAT. AND ATCP 21, WIS. ADM. CODE. 

CR + 5 YEARS AND DESTROY CONFIDENTIAL.

CR+5 DEST Y

00333000. POTATO ROT NEMATODE (PRN) PROGRAM RECORDS

THIS RECORD SERIES CONSISTS OF PAPER AND ELECTRONIC COPIES OF NOTICES OF INFESTATION, QUARANTINE,
HOLDING ORDERS AND RELEASE. INFORMATION COLLECTED INCLUDES NAME AND ADDRESS OF GROWER, LOCATION
OF FIELDS, AND INSPECTION RESULTS. 

UNDER ATCP 21.14 (3)(E) AND 21.14 (3)(F), WIS. ADM. CODE, ANY POTATO FIELD DECLARED INFESTED IS PERMANENTLY
QUARANTINED UNLESS ONE OF THE FOLLOWING EVENTS OCCURS: 1) THE INFESTED FIELD IS FUMIGATED AND THE
NEXT POTATO CROP IS FOUND TO BE NEMATODE-FREE, OR 2) THE NEXT TWO POTATO CROPS ARE FOUND TO BE
NEMATODE-FREE. CERTIFIED SEED POTATO FIELDS MUST BE FUMIGATED AND THE POTATO CROP MONITORED FOR
TWO YEARS FOLLOWING FUMIGATION TO BE ELIGIBLE FOR QUARANTINE REMOVAL. 

PERMANENT RECORD RETENTION IS REQUIRED BECAUSE INFESTED FIELD QUARANTINE STATUS WILL NOT BE LIFTED
UNTIL THE ABOVE CONDITOINS ARE MET. THIS INFORMATION IS USED BY PLANT INDUSTRY REGULATORY STAFF.
AUTHORIZATION GRANTED BY S.94.01 THROUGH S.94.11, WIS. STAT. AND ATCP 21, WIS. ADM. CODE. 

PERMANENT RETENTION.

P PERM Y

00334000. GYPSY MOTH STRATEGIC PLAN

DOCUMENT CONTAINS THE GUIDING PRINCIPLES FOR THE GYPSY MOTH PROGRAM. ORIGINAL PLAN DEVELOPED IN
ABOUT 1990. REVISED PLAN WAS APPROVED IN JANUARY 2011. THE 17--PAGE DOCUMENT WILL BE STORED BY THE
YEAR IT WAS APPROVED. THIS PLAN IS USED BY ADMINISTRATORS FROM DATCP, DNR, USDA APHIS AND USDA FOREST
SERVICE.

EVENT = REVISED/UPDATED/REPLACED

EVT DEST N

00335000. NEW AND EMERGING PLANT PEST PROGRAM

THIS RECORD CONTAINS VISUAL SURVEY, CUT AND PEEL AND TRAPPING DATA SHEETS FOR EMERALD ASH BORER. 

AUTHORIZATION GRANTED BY S.93.07, 94.01, 94.02 AND ATCP 21, WI ADM. CODE 
RECORDS WERE CREATED IN 2004.

CR + 1 YEAR AND DESTROY.

CR+1 DEST N

00336000. GYPSY MOTH ENVIRONMENTAL ASSESSMENTS

LISTS AREAS OF THE STATE CONSIDERED FOR GYPSY MOTH TREATMENT AND JUSTIFICATION FOR EACH, OPTIONS FOR

CR+4 DEST N
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/700/ ARM - PLANT DISEASE
TREATMENT, PROS AND CONS FOR EACH OPTION, PROS AND CONS OF NO TREATMENT, REPORTS OF MEETINGS AND
PUBLIC HEARINGS, LISTS PEOPLE NOTIFIED AND TIMES AND PLACES AS PART OF THE SCOPING PROCESS BEFORE
PUBLIC HEARINGS. IT IS THE NOTICE LISTING FINAL DECISIONS AND APPROVAL TO PROCEED. THIS INFORMATION IS
USED BY GYPSY MOTH PROGRAM STAFF, THE U.S. FOREST SERVICE (USFS), SLOW THE SPREAD (STS) PROGRAM
STAFF, DNR STAFF, U.S. FISH AND WILDLIFE, USDA-APHIS AND THE SLOW THE SPREAD FOUNDATION. AUTHORIZATION
GRANTED BY S. 93.07, 94.01, 94.02 AND ATCP 21, WI ADM. CODE. 

CR + 4 YEARS AND DESTROY.

00004000. FARMLAND PRESERVATION PROGRAM AGREEMENTS

FOR AGREEMENTS APPLIED FOR PRIOR TO JULY 1, 2009, THE RECORD INCLUDES THE ORIGINAL RECORDED LEGAL
AGREEMENT BETWEEN LANDOWNERS AND THE STATE OF WISCONSIN FOR THE FARMLAND PRESERVATION PROGRAM
(SEE S.91.13, WIS. STATS). THE AGREEMENTS ARE FROM 10 YEARS UP TO 25 YEARS. AGREEMENTS UNDER CH. 91, 2007
STATS., ENDED WITH THE ENACTMENT OF A NEW CH.91, 2009 STATS. THE AGREEMENTS ARE FILED BY COUNTY AND
LANDOWNER'S NAME. THE AGREEMENTS ARE RECORDED WITH THE COUNTY REGISTER OF DEEDS OFFICE. THE PAPER
FILES INCLUDE APPLICATIONS THAT CONTAIN SOCIAL SECURITY NUMBERS, PHONE NUMBERS, LAND DESCRIPTIONS,
AND ADDRESSES. THE INFORMATION FROM THE AGREEMENT IS CONTAINED IN AN MS ACCESS DATABASE THAT CAN
CREATE AN AGREEMENT DATA SHEET PRIOR TO 1994, MUCH OF THE INFORMATION IN THE FILES WERE MICROFILMED.
SECTION 91.19, 2007 STATS REQUIRES A PAYBACK, AND IF NO PAYBACK, A LIEN RECORDED IN THE REGISTER OF DEEDS
OFFICE, TO REMOVVE LAND FROM A FARMLAND PRESERVATION AGREEMENT. THE PAYBACK REQUIREMENT RESULTS
IN THE DEPARTMENT NEEDING TO KEEP THE AGREEMENT AND FILE MATERIALS FOR 11 YEARS AFTER THE AGREEMENT
EXPIRES IN CASE A SUBSEQUENT AGREEMENT IS SIGNED. THE SOCIAL SECURITY NUMBERS WERE COLLECTED ON THE
APPLICATION BECAUSE THAT INFORMATION IS NEEDED TO OBTAIN THE FPP INCOME TAX CREDIT INFORMATION FROM
THE WI DEPARTMENT OF REVENUE.

EVENT = APPROVED FPP AGREEMENT + 21 YEARS AND DESTROY CONFIDENTIAL.

EVT+21 DEST Y

00005000. FARMLAND PRESERVATION PROGRAM AGREEMENT APPLICATIONS

FOR AGREEMENTS APPLIED FOR PRIOR TO JULY 1, 2009, THIS RECORD INCLUDES THE LANDOWNER APPLICATION,
COPY OF THE RECORD OF OWNERSHIP (DEED), COPIES OF PROPERTY TAX BILLS, COPIES OF AERIAL PHOTOGRAPHS
AND MAPS, COPIES OF CORRESPONDENCE, COPIES OF INCOME TAX INFORMATION AND COPY OF THE FARMLAND
PRESERVATION AGREEMENT FOR THE FARMLAND PRESERVATION AGREEMENT FOR THE FARMLAND PRESERVATION
PROGRAM (IF MICROFILMED - THERE ARE NO PAPER FILES). AGREEMENTS APPLICATIONS UNDER CH. 91, 2007 STATS.,
ENDED WITH THE ENACTMENT OF A NEW CH. 91, 2009 STATS. THE PAPER FILES INCLUDE APPLICATIONS THAT CONTAIN
SOCIAL SECURITY NUMBERS, PHONE NUMBERS, LAND DESCRIPTIONS, AND ADDRESSES. THE INFORMATION FROM THE
AGREEMENT IS CONTAINED IN AN MS ACCESS DATABASE THAT CAN CREATE AN AGREEMENT DATA SHEET. THE SOCIAL
SECURITY NUMBERS ARE ONLY INCLUDED IN THE PAPER FILSE. PRIOR TO 1994, MUCH OF THE INFORMATION IN THE
FILES WERE MICROFILMED. SECTION 91.19, 2007 STATS., REQUIRES A PAYBACK, AND IF NO PAYBACK, A LIEN
RECORDED IN THE REGISTER OF DEEDS OFFICE, TO REMOVE LAND FROM A FARMLAND PRESERVATION AGREEMENT.
THE PAYBACK REQUIREMENT RESULTS IN THE DEPARTMENT NEEDING TO KEEP THE AGREEMENT AND FILE MATERIALS,
INCLUDING RECORDS OF TRANSFERS OF THE AGREEMENT TO NEW LANDLOWNERS, FOR 11 YEARS AFTER THE
AGREEMENT EXPIRES IN CASE A SUBSEQUENT AGREEMENT IS SIGNED. THE SOCIAL SECURITY NUMBERS WERE
COLLECTED ON THE APPLICATION BECAUSE THAT INFORMATION IS NEEDED TO OBTAIN THE FPP INCOME TAX CREDIT
INFORMATION FROM THE WI DEPARTMENT OF REVENUE. 

EVENT = APPROVED FPP AGREEMENT + 21 YEARS AND DESTROY CONFIDENTIAL.

EVT+21 DEST Y

00156000. SOIL & WATER RESOURCE MANAGEMENT (SWRM) GRANT FILES

Vouchers, purchase orders, application approvals, correspondence, cost-share contracts, extensions and grant contracts for the
following programs: Staff and Support, Land and Water Resource Management Shoreland Management, NR 243. 
These activities are authorized by chs. 91 and 92, Stats. and ATCP 50, Wisc. Admin. Code.
These documents are filed by county by year.  
Files are used by state agencies, the Land and Water Conservation Board (LWCB), county conservation departments, and landowners
and operators.  
Estimated annual accumulation: 3.0 lineal ft. 
These documents may contain personally identifiable information

Documents will be retained for four fiscal years after close of fiscal year in which they were created and destroyed

FIS+4 DEST Y

00156A00. CONSERVATION RESERVE ENHANCEMENT PROGRAM (CREP) GRANT FILES

Vouchers, purchase orders, application approvals, correspondence, cost-share contracts, grant contracts for the CREP program. 
These activities are authorized by ch. 93, Stats. and ATCP 50, Wisc. Admin. Code.
These documents are filed by county by year.  Files are used by state agencies, county conservation departments, and landowners
and operators  
Estimated annual accumulation: .5 lineal ft. 
These documents may contain personally identifiable information

Documents will be retained for four fiscal years after close of fiscal year in which they were created and destroyed

FIS+4 DEST Y
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/702/ ARM -SWRM

00156B00. DRAINAGE GRANT FILES

Vouchers, purchase orders, application approvals, correspondence, cost-share contracts, grant contracts for the drainage program. 
These activities are authorized by ch. 88, Stats. and ATCP 48, Wisc. Admin. Code.
These documents are filed by district by year.  Files are used by state agencies, drainage boards, and county conservation
departments.   
Estimated annual accumulation: .5 lineal ft. 
These documents may contain personally identifiable information

Documents will be retained for four fiscal years after close of fiscal year in which they were created and destroy.

FIS+4 DEST Y

00156C00. SWRM, CREP, AND DRAINAGE GRANT FILES

DATABASE TO TRACK PERTINENT INFORMATION RELATING TO GRANT FILES DESCRIBED IN 00156, 00156A, AND 00156B.

SEE AUTHORITIES LISTED ABOVE (RDA 156)

FILES WILL BE MIGRATED TO UPDATED SOFTWARE OR ELECTRONIC STORAGE WHEN WARRANTED.

FILES ARE USED BY STATE AGENCIES.

ELECTRONIC ACCESS , EXCEL

DATA WILL BE KEPT UNTIL SUPERSEDED OR 4 YEARS AFTER EVENT AND DESTROYED.

EVT+4 DEST Y

00159000. SWRM ANNUAL ALLOCATION OF GRANT FUNDS FOR COUNTY STAFF AND LAND-OWNER COST SHARING

Provides counties funding administered using the documents in 00156.   Contains meeting tables, correspondence, spreadsheets,
preliminary allocation plans, environmental assessments, allocation plans, supplemental plans and other modifications. 
These activities are authorized by chs. 91 and 92, Stats. and ATCP 50, Wisc. Admin. Code.
These documents are filed chronologically by grant year   
Estimated annual accumulation: .5 lineal ft. 
Files are used by state agencies, the LWCB, and county conservation departments, and county representatives and organizations. 

Support and preliminary documents will be retained for seven years after department approval of the final allocation and destroyed.

EVT+7 DEST N

00159A00. SWRM FINAL ANNUAL ALLOCATION OF GRANT FUNDS FOR COUNTY STAFF AND LAND OWNER COST -  SHARING

Provides counties funding administered using the documents in 00156.   Contains meeting tables, correspondence, spreadsheets,
preliminary allocation plans, environmental assessments, final allocation plans, supplemental plans and other modifications. 
These activities are authorized by chs. 91 and 92, Stats. and ATCP 50, Wisc. Admin. Code.
These documents are filed chronologically by grant year   
Estimated annual accumulation: .5 lineal ft. 
Files are used by state agencies, the LWCB, and county conservation departments, and county representatives and organizations. 

The final annual allocation plan (with the Environmental Assessment) and any modifications will be retained for fifteen years and
transferred to SHS.

EVT+15 SHSW N

00160000. SOIL EROSION, NUTRIENT MANAGEMENT AND RELATED REPORTS

Contains ad hoc, annual, biennial and T-by-2000 reports.  These reports are prepared for purposes internal and external to the Division.
Supporting documents are collected and/or prepared in connection with these reports. 
Many reports are required by statute, rule, department or other entities such as the audit bureau. 
These documents are filed by topic and organized chronologically 
Estimated annual accumulation: 4.5 lineal ft.  
Files are used by state agencies, boards including the LWCB, and county conservation departments, and county representatives and
organizations. 

Support and preparatory  documents will be retained for five years after the year the report is completed and destroyed,

EVT+5 DEST N

00160A00. SOIL EROSION, NUTRIENT MANAGEMENT AND RELATED REPORTS

Contains ad hoc, annual, biennial and T-by-2000 reports.  These reports are prepared for purposes internal and external to the Division.
Supporting documents are collected and/or prepared in connection with these reports. 
Many reports are required by statute, rule, department or other entities such as the audit bureau. 
These documents are filed by topic and organized chronologically 
Files are used by state agencies, boards including the LWCB, and county conservation departments, and county representatives and
organizations. 

Final Reports will be retained for fifteen years and then transferred to SHS.

EVT+15 SHSW N

00162000. EVALUATION AND REPORTING ON IMPLEMENTATION OF SWRM AND LWRM PROGRAMSEVT+4 SHSW N
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/702/ ARM -SWRM

Contains annual county reports, survey responses, and other data collected or prepared for evaluation purposes.  Annual and other
reports may be generated based on evaluation activities.  
Many documents are collected to meet requirements imposed by statute, rule, department or other entities such as the audit bureau. 
These documents are filed by county by year or by project.  
Estimated annual accumulation: 1 lineal ft.  
Files are used by state agencies, the LWCB, and county conservation departments, and county representatives and organizations. 

All documents  will be retained for four years after year of creation,
EVENT PLUS 4 YEARS AND TRANSFER TO SHS.

00162A00. COUNTY LAND AND WATER RESOURCE MANAGEMENT (LWRM) PLANS AND RELATED DOCUMENTS

Contains correspondence, orders, ordinances, LWRM plans, and memoranda and other LWCB material.  DATCP approves county
LWRM plans for no more than five years.  
These activities are authorized by ch 92, Stats. and ATCP 50, Wis. Admin. Code.
These documents are filed by county by year 
Estimated annual accumulation: 3.0 lineal ft. 
Files are used by state agencies, boards including the LWCB, and county conservation departments, and county representatives and
organizations. 

Support and preparatory documents will be retained for five year after plan approval by the department and then destroyed.

EVT+5 DEST N

00162A10. COUNTY LAND AND WATER RESOURCE MANAGEMENT (LWRM) PLANS AND RELATED DOCUMENTS

Contains, final LWRM plans, and memoranda and other LWCB material.  DATCP approves county LWRM plans for no more than five
years.  
These activities are authorized by ch 92, Stats. and ATCP 50, Wis. Admin. Code.
These documents are filed by county by year 
Files are used by state agencies, boards including the LWCB, and county conservation departments, and county representatives and
organizations. 

The final LWRM plans will be retained for fifteen years destroyed

EVT+15 DEST N

00162B00. SWRM AND LWRM GIS FOR EVALUATION AND REPORTING

Tracks pertinent information relating to evaluation and reporting described 00162 and 00162A. 
See authorities listed above.  
Files are used by state agencies, boards including the LWCB, and county conservation departments, and county representatives and
organizations. 
Files will be migrated to new software and electronically stored when warranted.
Annual accumulation of 300 MB.

Data will be kept until superseded or 4 years after date of creation and destroyed.

Electronic Access, Excel

CR+4 DEST N

00162C00. ORDINANCES RELATED TO ZONING, LICENSING, AND MANURE STORAGE AND PERFORMANCE STANDARDS

Contains correspondence, ordinances, and documents related to departmental review and comment concerning ordinances. 
These activities are authorized by ch 92, Stats. and ATCP 50, Wisc. Admin. Code.
These documents are filed by county by year 
Estimated annual accumulation: .25 lineal ft. 
Files are used by state agencies, the LWCB, and county conservation departments, and county representatives and organizations. 

Documents will be retained for five years and destroy.

CR+5 DEST N

00281000. FARMLAND PRESERVATION PROGRAM COUNTY FARMLAND PRESERVATION PLANS

THE CERTIFIED COUNTY AGRICULTURAL PRESERVATION PLAN TEXT AND MAP FOR THE COUNTIES (IN SOME CASES
AMENDMENTS ARE FILED BY TOWN) PARTICIPATING IN THE FARMLAND PRESERVATION PROGRAM, AND AN ORDER
SIGNED BY THE CHAIR OF THE WISCONSIN LAND AND WATER CONSERVATION BOARD CERTIFYING THE COUNTY PLAN
(IF CERTIFICATION OCCURED  AFTER 1994). THE LAW CHANGED IN JULY 2009 TO REQUIRE THE DATCP SECRETARY TO
SIGN THE DECISON ORDER. THE LAW CHANGE ALSO SPECIFIED A CERTIFICATION EXPIRATION DATE FOR ALL THE
EXISTING CERTIFIED FARMLAND PRESERVATION PLANS THAT WILL OCCUR BETWEEN 2011 AND 2015, IF THERE WAS
NOT PREVIOUS ORDER SPECIFYING A CERTIFICATION EXPIRATION. THE FILES DO NOT CONTAIN ANY PERSONALLY
IDENTIFIABLE INFORMATION. CURRENTLY, THERE ARE 70 TOTAL AGRICULTURAL PRESERVATION PLAN FILES FOR 70
COUNTIES. SUBSEQUENT CERTIFIED PLANS ARE GENERALLY WITHIN A NEW FILE THAT IS STARTED UPON THE COUNTY
SUBMITTAL OF A NEW OR AMENDED FARMLAND PRESERVATION PLAN. FOR LANDS TO BE INCLUDED IN A CERTIFIED
FARMLAND PRESERVATION ZONING ORDINANCE, WITHIN A STATE DESIGNATED AGRICULTURAL ENTERPRISE AREA
(AEA), TO BE ELIGIBLE FOR THE PURCHASE OF AN AGRICULTURAL CONSERVATION EASEMENT (PACE), OR TO BE

EVT+1 SHSW N
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/702/ ARM -SWRM
COVERED BY A FARMLAND PRESERVATION AGREEMENT, THE LAND MUST BE IDENTIFIED AS A FARMLAND
PRESERVATION AREA IN THE CERTIFIED COUNTY FARMLAND PRESERVATION PLAN. THE DISPOSTION OF THE COUNTY
FARMLAND PRESERVATION PLAN FILE WOULD BE ONE YEAR AFTER THE CERTIFICATION EXPIRES (CERTIFICATION IS
GENERALLY FOR A PERIOD OF UP TO 10 YEARS). FILES AFTER JULY 1, 2009 INCLUDED ELECTRONIC/DIGITAL
INFORMATION. 

EVENT = EXPIRATION OF COUNTY FPP PLAN + 1 YEAR AND TRANSFER TO STATE ARCHIVES (WHS).

00282000. FARMLAND PRESERVATION PROGRAM LOCAL ZONING ORDINANCES

THE CERTIFIED FARMLAND PRESERVATION ZONING ORDINANCE TEXT AND MAP FOR THE COUNTIES, TOWNS, CITIES
AND VILLAGES PARTICIPATING IN THE FARMLAND PRESERVATION PROGRAM, AND AN ORDER SIGNED BY THE CHAIR OF
THE WISCONSIN LAND AND WATER CONSERVATION BOARD (LWCB). THE LAW CHANGED IN JULY 2009 TO REQUIRE THE
DATCP SECRETARY TO SIGN THE DECISION ORDER CERTIFYING THE ZONING ORDINANCES. THERE ARE ABOUT 450
SEPARATE FILES BY COUNTY, TOWN, CITY, OR VILLAGE WITHIN EACH COUNTY. THE FILES DO NOT CONTAIN ANY
PERSONALLY IDENTIFIABLE INFORMATION. THE DISPOSTION OF THE LOCAL GOVERNMENT FARMLAND PRESERVATION
ZONING ORDINANCE FILE WOULD BE ONE YEAR AFTER THE CERTIFICATION EXPIRES (CERTIFICATION IS GENERALLY
FOR A PERIOD OF UP TO 10 YEARS) OR IS REMOVED. FILES AFTER JULY 1, 2009 INCLUDED ELECTRONIC/DIGITAL
INFORMATION. 

EVENT = CERTIFICATION EXPIRES + 1 YEAR AND TRANSFER TO STATE ARCHIVES (WHS).

EVT+1 SHSW N

00283000. CONSERVATION RESERVE ENHANCEMENT PROGRAM (CREP) CONSERVATION EASEMENTS

ORIGINAL RECORDED CONSERVATION RESERVE ENHANCEMENT PROGRAM (CREP) CONSERVATION EASEMENT
BETWEEN LANDOWNERS AND THE STATE OF WISCONSIN (AND COPIES IF EASEMENT HELD BY COUNTY IN BROWN,
BUFFALO, CHIPPEWA, AND GREEN COUNTIES), COPIES OF THE CREP APPLICATION, 15-YEAR AGREEMENT WITH AN
EASEMENT, AERIAL PHOTOS AND MAPS, PROPERTY TAX BILLS, TITLE SEARCHES, AND MATERIALS FROM THE USDA
FARM SERVICE AGENCY FOR THE CONSERVATION RESERVE PROGRAM. THE INFORMATION INCLUDES PROPERTY TAX
BILLS COLLECTED UNDER THE AUTHORITY OF S. 93.70 AND S. 700.40, WIS. STATS. THE FILES CONTAIN PERSONALLY
IDENTIFIABLE INFORMATION, INCLUDING SOCIAL SECURITY NUMBERS. THE ORIGINAL EASEMENT DOCUMENT IS
RECORDED IN THE COUNTY REGISTER OF DEEDS OFFICE AND THEN FILED IN THE DEPARTMENT FILES. THERE HAVE
BEEN FROM 5 TO 150 NEW CREP EASEMENTS PER YEAR THAT ARE FILED BY COUNTY AND LANDOWNERS NAME AND BY
WHETHER THE EASEMENT IS "NEW" OR IS "FINAL" BASED ON WHETHER PAYMENTS ARE STILL DUE THE LANDOWNER.
THE FILES ARE USED BY DEPARTMENT STAFF, COUNTY STAFF, LANDOWNERS, ATTORNEYS, REALTORS, AND OTHERS IN
THE ADMINISTRATION OF THE PROGRAM. ONLY AUTHORIZED SECTION STAFF HAS ACCESS TO THE ELECTRONIC
DATABASE (MS ACCESS). THE ELECTRONIC DATABASE INCLUDES THE LANDOWNER'S SOCIAL SECURITY NUMBERES.
THE PERPETUAL CONSERVATION EASEMENTS ARE AUTHORIZED UNDER S. 93.70, STATS., AND THE DURATION OF THE
CONSERVATION EASEMENT IS SET BY THE EASEMENT DOCUMENT AND S. 700.40(2), STATS. THE CONSERVATION
EASEMENT IS IN PERPETUITY. 

PERMANENT

P PERM Y

00284000. CONSERVATION RESERVE ENHANCEMENT PROGRAM (CREP) AGREEMENTS

The original 15-year agreement is held by the applicable county where the land is located. This record series may contain copies of the
CREP 15-year agreement between the landowner and the respective county, CREP application, aerial photos and maps, property tax
bills, and materials from the USDA Farm Service Agency for the conservation reserve program. The files (including electronic files)
contain personally identifiable information, including social security numbers. Only authorized department staff has access to the
electronic database. The database includes the landowner's social security number. The social security number is included in a W9
form so that payments may be made and are considered income. The electronic database and paper files include landowner name,
address, phone number, various applicable dates, payment information, location of the involved land to the quarter-quarter section, and
various notes about the project. Persons with CREP agreements that are expiring will have the opportunity to re-enroll the land back
into CREP as the original agreement expires. The authority for entering into CREP 15-year agreements can be found in Wis. Stats. §
93.70. These records are confidential and collected based on Wis. Stats. § 134.98.

EVENT: Expiration of CREP Agreement

EVT+1 DEST Y

00287000. COMMITTEES AND TASK FORCES RELATING TO LIVESTOCK FACILITY SITING, MANURE MANAGEMENT, AND NONPOINT POLLUTION

CONTAINS MEETING MINUTES, AGENDA, SUPPORT MATERIALS, NOTICES, DRAFT RECOMMENDATIONS AND REPORTS.

THESE ACTIVITIES ARE AUTHORIZED BY SECRETARY UNDER AUTHORITY IN CH. 92, STATS.

THESE DOCUMENTS ARE FILES BY TOPIC AND OPRGANIZED CHRONOLOGICALLY.

FILES ARE USED BY STATE AGENCIES, BOARDS INCLUDING THE LWCB, COUNTY CONSERVATION DEPARTMENTS, AND
FARM GROUPS, COUNTY ORGANIZATIONS, AND GENERAL PUBLIC.

RETENTION:  SUPPORT DOCUMENTS WILL BE RETAINED FOR TWO YEARS AFTER COMMITTEE OR TASK FORCE
CONCLUDES ITS WORK AND DESTROYED.

EVT+2 DEST N

00287A00. COMMITTEES AND TASK FORCES RELATING TO LIVESTOCK FACILITY SITING, MANURE MANAGEMENT, AND NONPOINT POLLUTIONCR+15 SHSW N
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FINAL REPORTS

THESE ACTIVITIES ARE AUTHORIZED BY SECRETARY UNDER AUTHORITY IN CH. 92, STATS.

THESE DOCUMENTS ARE FILED BY TOPIC AND OPRGANIZED CHRONOLOGICALLY.

FILES ARE USED BY STATE AGENCIES, BOARDS INCLUDING THE LWCB, COUNTY CONSERVATION DEPARTMENTS, AND
FARM GROUPS, COUNTY ORGANIZATIONS, AND GENERAL PUBLIC.

RETENTION:  FINAL REPORTS WILL BE RETAINED FOR FIFTEEN YEARS AND THEN TRANSFERRED TO SHS.

EVENT PLUS 15 YEARS.

00324000. FARMLAND PRESERVATION PROGRAM AGRICULTURAL ENTERPRISE AREA (AEA) PETITIONS

PETITIONS ARE RECEIVED REQUESTING DESIGNATION OF AN AGRICULTURAL ENTERPRISE AREA (AEA). THE PAPER
RECORD INCLUDES THE ORIGINAL APPLICATION PETITION SUBMITTED BY THE LOCAL SPONSORS (LOCAL GOVERNMENT,
FARMERS, LAND TRUST, ETC.), MAPS OF THE AEA, CORRESPONDENCE, AND SCORING SHEETS (SEE S. 91.86, 2009
STATS). THE PETITIONS ARE SIGNED BY LANDOWNERS (A MINIMUM OF 5 ELIGIBLE FARMERS MUST SIGN), THE LOCAL
GOVERNMENTS INVOLVED, AND INCLUDES LETTERS OF SUPPORT FROM OTHER LOCAL BUSINESSES AND INTERESTED
PARTIES. THE DESIGNATION OF AEAS ARE DONE ANNUALLY THROUGH A DEPARTMENT ORDER SIGNED BY THE
SECRETARY. DESIGNATED AEAS REMAIN IN EFFECT UNLESS THE DESIGNATION IS REMOVED BY ORDER. THERE ARE
ABOUT 10 AEA PETITIONS RECEIVED PER YEAR. THE STATUTES CURRENTLY HAVE A CAP OF 1.0 MILLION  ACRES FOR
DESIGNATED AEAS. PER S.91.84 (1M), STATS., THE DESIGNATION BY ORDER OF AN AEA REMAINS IN EFFECT, UNLESS AN
ORDER IS SIGNED TO TERMINATE AN AEA.

PERMANENT

P PERM Y

00325000. FARMLAND PRESERVATION PROGRAM AGREEMENTS IN AN AEA

FOR AGREEMENTS APPLIED FOR AFER JULY 1, 2009 THE RECORD INCLUDES THE ORIGINAL RECORDED LEGAL
AGREEMENT BETWEEN LANDOWNERS AND THE STATE OF WISCONSIN FOR THE FARMLAND PRESERVATION PROGRAM
(SEE S. 91.60, 2009 WIS. STATS.). THE AGREEMENTS ARE FROM 15 YEARS AND MUST BE LOCATED IN AREAS PLANNED
FOR FARMLAND PRESERVATION IN THE CERTIFIED COUNTY FARMLAND PRESERVATION PLAN AND MUST BE LOCATED
WITHIN AN STATE DESIGNATED AGRICULTURAL ENTERPRISE AREA (AEA). "OLD" AGREEMENTS UNDER CH. 91, 2007
STATS., ENDED WITH THE ENACTMENT OF A NEW CH. 91, 2009 STATS. "NEW" AGREEMENTS ARE FILED BY AEA, COUNTY
AND LANDOWNER'S NAME. THE AGREEMENTS ARE RECORDED WITH THE COUNTY REGISTER OF DEEDS OFFICE. THE
PAPER FILES INCLUDE APPLICATIONS WHICH CONTAIN (THEY NO LONGER CONTAIN SOCIAL SECURITY NUMBERES)
PHONE NUMBERS, LAND DESCRIPTIONS, LANDOWNER ADDRESSES, PROPERTY TAX BILLS, INFORMATION ON
MORTGAGE AND LIEN OR EASEMENT HOLDERS, AND COPIES OF THE DEEDS FOR THE LAND INVOLVED. THE FILES ARE
USED BY DEPARTMENT STAFF, COUNTY STAFF, LANDOWNERS, ATTORNEYS, REALTORS, AND OTHERS IN THE
ADMINISTRATION OF THE PROGRAM. THE INFORMATION FROM THE AGREEMENT IS CONTAINED IN AN MS EXCEL
SPREADSHEET THAT WILL AT SOME POINT BE MOVED INTO A NEW DATABASE. 

EVENT = APPROVED FPP AGREEEMNT IN AEA + 16 YEARS AND DESTROY.

EVT+16 DEST Y

00326000. PURCHASE OF AGRICULTURAL CONSERVATION EASEMENTS (PACE)

ORIGINAL RECORDED PURCHASE OF AGRICULTURAL CONSERVATION EASEMENT (PACE) BETWEEN LANDOWNERS AND
THE SATE OF WISCONSIN AND THE LOCAL COOPERATING ENTITY [AND IF ALSO PART OF THE FEDERAL FARM AND
RANCHLAND PROTECTION PROGRAM (FRPP) THEN WITH THE FEDERAL USDA NATURAL RESOURCE CONSERVATION
SERVICE] COPIES OF EASEMENT, COPIES OF THE PACE APPLICATION, AGREEMENT WITH THE COOPERATING ENTITY,
AERIAL PHOTOS AND MAPS, PROPERTY TAX BILLS, TITLE SEARCHES, AND SCORING SHEETS RELATED TO THE
APPLICATION FOR PACE. THE INFORMATION INCLUDES TITLE SEARCHES, DEEDS, BASELINE DOCUMENTATION,
APPRAISALS, APPRAISAL REVIEWS, AND PROPERTY TAX BILLS COLLECTED UNDER THE AUTHORITY OF S. 93.73 AND S.
700.40, WIS. STATS. THE FILES CONTAIN PERSONALLY IDENTIFIABLE INFORMATION. THE ORIGINAL EASEMENT
DOCUMENT IS RECORDED IN THE COUNTY REGISTER OF DEEDS OFFICE AND THEN FILED WITH THE COOPERATING
ENTITY WITH A COPY IN DEPARTMENT FILES. THERE HAVE BEEN A TOTAL OF 15 PROPERTIES APPROVED FOR PACE
EASEMENTS IN 2010. THEY ARE FILED BY YEAR AND LANDOWNER NAME. THE FILES CONTAIN THE PURCHASE
AGREEMENT WITH THE COOPERATING ENTITY INCLUDING DETAILS OF THE FINANCIAL TRANSACTION WITH THE
COOPERATING ENTITY. THE PERPETUAL CONSERVATION EASEMENTS ARE AUTHORIZED UNDER S. 93.73 (7)(B), STATS.,
AND THE DURATION OF THE CONSERVATION EASEMENT IS SET BY THIS STATUTE, THE EASEMENT DOCUMENT AND S.
700.40(2), STATS. THE CONSERVATION EASEMENT IS IN PERPETUITY. 

PERMANENT

P PERM Y

00327000. FARMLAND PRESERVATION PROGRAM REZONE NOTICES PRE-JULY, 2009

THE ORIGINALS OF THE REZONE NOTICES SUBMITTED BY LOCAL ZONING JURISTICTIONS RELATED TO LAND REZONED
FROM OR INTO A CERTIFIED FARMLAND PRESERVATION ZONING DISTRICT. REZONE NOTICES WERE INITIATED WHEN

CR+11 DEST N
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THE PROGRAM FIRST BEGAN IN 1978. THE DEPARTMENT HAS KEPT PAPER RECORDS OF THESE REZONE NOTICES,
PRIOR TO 2006, ENTERED THE INFORMATION FROM THESE NOTICES INTO AN ACCESS DATABASE. THE FARMLAND
PRESERVATION LAW WAS CHANGED THROUGH 2009 WI ACT 28, THAT TOOK EFFECT ON JULY 1, 2009, THAT REQUIRES
LOCAL GOVERNMENT TO ONLY PROVIDE A SUMMARY REPORT OF THE REZONES ISSUED WITHIN THE LOCAL
JURISDICTION. THE PERSONALLY IDENTIFIABLE INFORMATION ON THE PAPER FORMS INCLUDES THE LANDOWNER'S
NAME AND ADDRESS THAT OWNED THE LAND WHEN THE REZONE WAS ISSUED. THE INFORMATION DOES NOT INCLUDE
SOCIAL SECURITY NUMBERS.

CR + 11 YEARS AND DESTROY.

00328000. ENGINEERING REVIEW OF PLANS AND SPECIFICATIONS FOR CONCENTRATED ANIMAL FEEDING OPERATION (CAFO) AND OTHER PERMITS

This is the original RDA for these records. Engineering, reports, field notes, and other documentation related to the review of plan and
specification submissions from applicants for engineered practices covered by Wisconsin Pollution Discharge Elimination System
(WPDES) and other permits.

EVENT: Permit issued or denied

EVT+5 DEST N

00329000. CERTIFICATIONS OF ENGINEERING PRACTITIONERS

This is the original RDA for these records. DATCP creates and revises engineering practitioner certifications that authorize public
employees to perform engineering work within the scope of their certification. DATCP maintains records involving all certification
decisions; increased ratings, or decertification or suspension. Electronic/digital and/or hard copy files of the certification forms and the
decision records are maintained.

DATCP's responsibilities are specified in WIS. Stat. §, and Wis. Adm Code § ATCP 50.46, and include requirements that DATCP field
engineers assess the knowledge, training, and skills of county staff and others in specific areas; complete a certification form based on
their evaluations; and review the individual certifications at least every three years.

A 10 year retention time would meet the business need to verify that practitioner have/had adequate job certification to design, install
and certify conservation practices cost-shared by the state or federal government in the event of liability issues arising.

EVENT: end of employment or decertified

EVT+10 DEST N

00330000. DESIGN AND OTHER DOCUMENTATION INVOLVING ENGINEERED AND RELATED PRACTICES

This is the original RDA for these records. Engineering plans and specifications, field notes, survey data, site assessment data,
certifications, constructions data/documentation and other documentation related to the design, installation and certification of
practices.

The Department's field engineers and engineering specialists provide engineering assistance to plan, design and install conservation
practices. In many cases state and federal cost-share providers cover the landowners to satisfy program practices. The documents
generated by staff may be shared with cost-share providers and landowners to satisfy program requirements for cost-sharing.

A 10 year retention time would meet business needs and be consistent with other programs requirements including Wis. Adm. Code §
ATCP 50.34(7), which requires retention for the 10 year maintenance period for cost-shared practice.

EVENT: Project constructed or installed

EVT+10 DEST N

00331000. FARMLAND PRESERVATION PROGRAM AGRICULTURAL ENTERPRISE AREA (AEA) PETITIONS DENIED OR TERMINATED

PETITIONS ARE RECEIVED REQUESTING DESIGNATION OF AN AGRICULTURAL ENTERPRISE AREA (AEA). THE PAPER
RECORD INCLUDES THE ORIGINAL APPLICATION PETITION SUBMITTED BY THE LOCAL SPONSORS (LOCAL GOVERNMENT,
FARMERS, LAND TRUST, ETC), MPAS OF THE AEA, CORRESPONDENCE, AND SCORING SHEETS (SEE S. 91.86, 2009
STATS). THE PETITIONS ARE SIGNED BY LANDOWNERS (A MINIMUM OF FIVE ELIGIBLE FARMERS MUST SIGN), THE LOCAL
GOVERNMENTS INVOLVED, AND INCLUDES LETTERS OF SUPPORT FROM OTHER LOCAL BUSINESSES AND INTERESTED
PARTIES. THE DESIGNATION OF AEAS ARE DONE ANNUALLY THROUGH A DEPARTMENT ORDER SIGNED BY THE
SECRETARY. IF NOT DESIGNATED, THE DEPARTMENT WOULD KEEP THIS RECORD FOR FIVE YEARS AFTER DENIAL.
DESIGNATED AEAS REMAIN IN EFFECT UNLESS THE DESIGNATION IS REMOVED BY ORDER. THE STATUTES CURRENTLY
HAVE A CAP OF 1.0 MILLION ACRES FOR DESIGNATED AEAS. PER S. 91.84 (1M), STATS., THE DESIGNATION BY ORDER OF
AN AEA REMAINS IN EFFECT, UNLESS AN ORDER IS SIGNED TO TERMINATE AN AEA. THE RECORD WOULD BE KEPT FOR
FIVE YEARS AFTER THE SECRETARY SIGNS THE ORDER TERMINATING THE AEA. 

EVENT = DENIAL OR TERMINATION + 5 YEARS AND DESTROY CONFIDENTIAL.

EVT+5 DEST Y

00353000. LIVESTOCK FACILITY SITTING REVIEW BOARD: MEETING AND OTHER ADMINISTRATIVE RECORDS

Member listings; bylaws and operating rules; staff roles/responsibilities; meeting agendas, minutes/notes and related meeting
materials; recordings of meeting proceedings; submissions and presentations; work papers, recommendations and reports;
correspondence and other written communications; and travel and other reimbursements, but not including appeal records such as
challenges, pleadings, and local decision-making records.

CR+10 SHSW Y

00354000. LIVESTOCK FACILITY SITTING REVIEW BOARD: APPEAL RECORDS CR+25 SHSW Y
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Request(s) for review; board docket; local record of decision-making as defined under Wisconsin Administrative Code ch. Adm 51.36;
pleadings, statements of position, and amicus briefs; summary dispositions and other interim orders; records of hearings, deliberations
or other proceedings before the board; and final orders.

00153000. PLANT INDUSTRY INSPECTION REPORTS

THIS RECORD SERIES CONTAINS PLANT INDUSTRY INSPECTION REPORTS FOR NURSERY, CHRISTMAS TREE FARM,
SEED TEST/LABELER, APIARY/BEEKEEPER AND SEED FIELD INSPECTIONS. 

AUTHORITY IS S.93.07(12), 94.38 THROUGH 94.46, 94.76 THROUGH 94.77, AND 94.01(4), WIS. STAT. AND CHAPTER ATCP 21,
WIS. ADM. CODE. THE RECORDS ARE USED BY PLANT INDUSTRY REGULATORY STAFF. 

CR + 5 YEARS AND DESTROY CONFIDENTIAL.

CR+5 DEST Y

00152000. PLANT HEALTH CERTIFICATE AND LICENSES

THIS RECORD SERIES CONSISTS OF PAPER AND ELECTRONIC APPLICATIONS FOR DARM ISSUED LICENSES OR
CERTIFICATIONS INCLUDING SEEDS, BEEHIVES, NURSERIES, SHIPPERS OF PLANT MATERIALS, AND CHRISTMAS TREES.
INFORMATION ON CERTIFICATES INCLUDES NAME AND ADDRESS OF NURSERY OR SHIPPER, VERIFICATION OF PEST
FREE AND DISEASE FREE STATUS, COPY OF INVOICE AND RECEIPTS, AND FACILITY/HIVE INSPECTION RESULTS. 

THIS INFORMATION IS USED BY PLANT INDUSTRY REGULATORY STAFF. AUTHORIZATION GRANTED BY S.94.01 THROUGH
94.10, 94.38 THROUGH 94.46, 94.76 THROUGH 94.77, AND ATCP 20 AND 21, WI ADM. CODE. 

CR + 3 YEARS AND DESTROY CONFIDENTIAL.

CR+3 DEST Y

00176000. NOTIFICATIONS OF PROJECTS NOT REQUIRING AGRICULTURE IMPACT STATEMENTS

THIS SERIES CONSISTS OF EACH PROJECT NOTIFICATION SENT TO THE DEPARTMENT AND THE DEPARTMENT
RESPONSE PURSUANT TO S. 32.035, WIS. STATS. UNDER THAT STATUTORY PROVISION, EACH PROJECT INITIATOR WITH
CONDEMNATION AUTHORITY MUST NOTIFIY THE DEPARTMENT IF AN INTEREST IN AGRICULTURAL LAND IS TO BE
ACQUIRED, REGARDLESS OF WHETHER THE POWER OF CONDENMATION WILL BE USED. 

RETENTION: CR + 2 YEARS AND DESTROY.

CR+2 DEST N

00177000. AGRICULTURAL IMPACT STATEMENT PROGRAM RECORDS

THIS SERIES CONSISTS OF RECORDS SELECTED FROM THE PUBLISHED AIS AND PROJECT FILE. INCLUDED IN THE
SERIES IS THE DATE OF AIS PUBLICATION, THE TYPE OF PROJECT, AND THE AMOUNT OF FARM ACREAGE ACQUIRED BY
THE PROJECT. THESE RECORDS ARE USED FOR PURPOSE OF PROGRAM ANALYSIS AND HISTORICAL COMPARISON. 

RETENTION: CR + 10 YEARS AND DESTROY.

CR+10 DEST N

00007000. AGRICHEMICAL MANAGEMENT BUREAU PROGRAM PUBLICATION FILE

THIS RECORD SERIES IS COMPRISED OF ORIGINALS OF BROCHURES, PAMPHLETS, NEWSLETTERS, REPORTS, AND
OUTREACH MATERIALS PRODUCED BY THE BUREAU. THE MATERIALS ARE ARCHIVAL IN NATURE AND REFLECT THE
VARIETY OF PROGRAMS ASSIGNED TO THE BUREAU.  .5 CUBIC FEET AND 1 DISK ACCUMULATION; ALPHA/SUBJECT
FILING; CREATED IN 1981; FILES ARE USED BY PROGRAM STAFF. DATA WILL BE MIGRATED TO UPDATED SOFTWARE
WHEN NECESSARY.

EVENT = CR + 5 YEARS OR UNTIL SUPERSEDED AND TRANSFER TO STATE HISTORICAL SOCIETY

CR+5 SHSW Y

00138000. DARM POLICY & PROCEDURE MANUALS AND ADMINISTRATIVE FILES

THIS RECORD SERIES CONSISTS OF POLICIES AND PROCEDURES RELATING TO THE ADMINISTRATION OF THE
AGRICULTURAL RESOURCE MANAGEMENT (ARM) DIVISION PROGRAMS, I.E., BULLETINS, DIRECTIVES, MEMORANDA,
NOTICES, ORDERS, PROCEDURAL INSTRUCTIONS, REGULATIONS AND RULES, WORKPLANS, PROGRAM EVALUATION
MATERIALS, REPORTS/NEWSLETTERS TO BUREAU STAFF, ACM BUREAU BIWEEKLY MANAGERS MEETING MINUTES,
BUREAU OR SECTION MEETING MATERIALS, THE ANNUAL REPORT AND GENERAL CORRESPONDENCE NOT FILED IN
OTHER RECORDS. THIS SERIES ALSO CONSISTS OF RECORDS RELATING TO THE QUALITY MANAGEMENT PLAN AND
QUALITY ASSURANCE PROGRAM PLAN.  .5 CUBIC FEET AND 1 DISK ACCUMULATION; SUBJECT/CHRONOLOGIC FILING
ARRANGEMENT; CREATED IN 1981, 1990; FILES ARE USED BY STAFF. DATA WILL BE MIGRATED TO UPDATED SOFTWARE
WHEN NECESSARY.

EVENT = CR + 7 YEARS OR UNTIL SUPERSEDED AND DESTROY

CR+7 DEST N

00139000. DARM DIVISION ADVISORY COUNCILS AND AD HOC COMMITTEES CR+10 SHSW Y
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THIS RECORD SERIES CONTAINS MEETING MINUTES, AGENDAS, NOTICES AND ROSTER OF COUNCIL MEMBERS FOR THE
FOLLOWING AGCHEM MANAGEMENT COMMITTEES/COUNCILS: AGRICHEMICAL CLEAN-UP COUNCIL, AGRICHEMICAL
TECHNICAL ADVISORY COMMITTEE AND FERTILIZIER RESEARCH COUNCIL. THIS SERIES ALSO INCLUDES INFORMATION
ON LAND AND WATER RESOURCE BUREAU AND PLANT INDUSTRY BUREAU COMMITTEES/COUNCILS. RECORDS CONTAIN
PERSONALLY IDENTIFIABLE INFORMATION; .5 CUBIC FEET ACCUMULATION; CHRONOLOGICAL/SUBJECT FILING; CREATED
IN 1988; FILES ARE USED BY PROGRAM STAFF.

EVENT = CR + 10 YEARS AND TRANSFER TO HISTORICAL SOCIETY

00141000. DIVISION AGREEMENTS &  MOU'S

THIS RECORD SERIES CONTAINS VARIOUS MEMORANDUM OF UNDERSTANDING (MOU) AND AGREEMENTS BETWEEN
DATCP, DNR, UW AND FEDERAL AGENCIES (UNITED STATES DEPARTMENT OF AGRICULTURE (USDA), FOREST SERVICE,
ENVIRONMENTAL PROTECTION AGENCY (EPA)) FOR GROUNDWATER MONITORING, WATER QUALITY, MIXING/LOADING,
PESTICIDE TESTING AND LAND/WATER RESOURCE AND PLANT INDUSTRY BUREAUS PROGRAM AREAS. FILE INCLUDES
ORIGINAL SIGNED AGREEMENTS, BACKGROUND AND ANY BILLING INFORMATION.  .5 CUBIC FEET ACCUMULATION;
ALPHA FILING; CREATED IN 1985; FILES ARE USED BY PROGRAM STAFF.

EVENT = END OF MOU + ONE YEAR AND DESTROY

EVT+1 DEST N

00142000. FEDERAL AGREEMENT, CONTRACT AND GRANT RECORDS

THIS RECORD SERIES CONTAINS THE ORIGINAL SIGNED AGREEMENT, CONTRACT OR GRANT, GUIDANCE, WORKING
PAPERS, FINANCIAL INFORMATION, CORRESPONDENCE, ACCOMPLISHMENTS, EVALUATIONS, SUMMARY DOCUMENTS,
AND TIME SHEETS FOR AGREEMENT, CONTRACTS OR GRANTS BETWEEN DATCP AND EPA, USDA, US FOREST SERVICE,
AND FOOD AND DRUG ADMINISTRATION (FDA). AUTHORITY IS WITHIN SS. 93.06(11), WIS. STATS. ANNUAL ACCUMULATION
IS 1 CUBIC FEET; CHRONOLOGIC/SUBJECT FILING; CREATED IN 1980 AND 1085; AND FILES ARE USED BY THE BUREAU
DIRECTOR AND ADMINISTRATIVE ASSISTANT, DIVISION OFFICE MANAGER AND OTHER PROGRAM STAFF.

EVENT = FEDERAL AGREEMENT, CONTRACT OR GRANT YEAR PLUS 6 YEARS AND DESTROY

FIS+6 DEST N

00144000. COMPLIANCE CASE FILES-VIOLATIONS OF AGCHEM BUREAU LAWS

THIS RECORD SERIES CONSISTS OF INVESTIGATIONS AND PROSECUTIONS OF INDIVIDUALS, BUSINESSES AND
CORPORATIONS. TYPICAL INFORMATION INCLUDES CASE ACTIVITY, CUSTOMER NAMES AND THEIR ADDRESSES AND
PHONE NUMBERS, PREMISE (ACTIVITY LOCATION) ADDRESSES, CASE NOTES, ENVIRONMENTAL PROTECTION AGENCY
(EPA) PRODUCTS, COURT ACTIVITY, CASE VIOLATIONS AND SAMPLE INFORMATION. AUTHORITY: CH. 94, WIS. STATS.,
ATCP 20, 29, 30, 32, 33, 35, 40, 41 AND 42, AND FEDERAL INSECTIVIDE, FUNGICIDE AND RODENTICIDE ACT (FIFRA)
SECTION 26. RECORDS CONTAIN PERSONALLY IDENTIFIABLE INFORMATION; 1.5 CUBIC FEET ANNUAL ACCUMULATION;
NUMERIC/CHRONOLOGIC FILING; CREATED IN 1078; AND FILES ARE USED BY AGCHEM BUREAU STAFF.

EVENT = 6 YEARS AFTER CLOSE OF CASE AND DESTROY

EVT+6 DEST Y

00163000. SOIL OR PLANT ADDITIVE, FERTILIZER PERMITS

PRODUCT PERMITS & EXEMPTIONS THAT INCLUDE LABELS, RELATED CORRESPONDENCE, FINANCIAL RECEIPTS,
PRODUCT SUBSTANTIATION. AUTHORITY: S. 94.64 - 94.71, WIS. STATS. RECORDS CONTAIN PERSONALLY IDENTIFIABLE
INFORMATION; 2 CUBIC FEET ACCUMULATION; ALPHA/CHRONOLOGIC FILING; CREATED IN 1986; USED BY AGRICHEMICAL
MANAGEMENT BUREAU (ACM) STAFF.

EVT: 5 YEARS AFTER LICENSE LAPSE OR FOR UNLICENSED BUSINESSES - PRODUCT
WITHDRAWAL/CANCELLATION/DENIAL AND DESTROY

EVT+5 DEST Y

00163A00. SOIL OR PLANT ADDITIVE, FERTILIZER PERMIT DATA

ELECTRONIC DATA THAT IN PART INCLUDES, COMOPANY NAME, ADDRESS PRODUCT NAME, PERMIT NUMBER, PRODUCT
STATUS AND DATES, GENERAL NOTES. AUTHORITY: S. 94.64 - 94.65, WIS. STATS. RECORDS CONTAIN PERSONALLY
IDENTIFIABLE INFORMATION; 1 DISK ACCUMULATION; ALPHA FILING; CREATED IN 1986; USED BY ACM STAFF. DATA WILL
BE MIGRATED TO UDATED SOFTWARE WHEN NECESSARY. 

EVT: UNTIL SUPERSEDED OR 1 YEAR AFTER LICENSE LAPSE, OR FOR UNLICENSED BUSINESSES - PRODUCT
WITHDRAWAL/CANCELLATION/DENIAL AND DESTROY

EVT+1 DEST Y

00164000. AGRICHEMICAL MANAGEMENT BUREAU (ACM) LICENSES

ANNUAL LICENSE APPLICATIONS FOR BUSINESSES/OPERATIONS REGULATED BY THE ACM TO INCLUDE SOIL & PLANT
ADDITIVE, FEED, FERTILIZER, LIME, PESTICIDE MANUFACTURER & LABELER'S, COMMERCIAL APPLICATION BUSINESS,
RESTRICTED-USE DEALER, INDIVIDUAL APPLICATOR AND RECIPROCAL APPLICATOR LICENSES. MAY INCLUDE LICENSE
APPLICATIONS, PRODUCT LABELING NOT RELATED TO PERMITS, FINANCIAL RECEIPTS. RECORDS CONTAIN
PERSONALLY IDENTIFIABLE INFORMATION; 64 CUBIC FEET ACCUMULATION; FILING IS ALPHA/CHRONOLOGIC BY
PROGRAM AREA; CREATED IN 1952, 1977 AND 1978; FILES ARE USED BY ACM STAFF. AUTHORITY: S. 94.64 - 94.71, WIS.
STATS.

CR+5 DEST Y
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CR: 5 YEARS AND DESTROY CONFIDENTIAL

00166000. SOIL OR PLANT ADDITIVE, FEED, FERTILIZER, LIME RECORDS

SAMPLE COLLECTION RECORDS AND LABORATORY RESULTS. MAY CONTAIN LABELS, INVOICES, BILLS OF LADING,
BLEND TICKETS, ETC., ALONG WITH MANUFACTURER REPORTS OF INVESTIGATIONAL FINDINGS, WARNING NOTICES,
STOP SALE ORDERS AND RELATED CORRESPONDENCE. AUTHORITY: S. 94.64, 94.66 AND 94.72, WIS. STATS. RECORDS
CONTAIN PERSONALLY IDENTIFIABLE INFORMATION, 4 CUBIC FEET AND 1 DISK ACCUMULATION; ALPHA/CHRONOLOGIC
FILING; CREATED IN 1978; USED BY ACM STAFF. DATA WILL BE MIGRATED TO UPDATED SOFTWARE WHEN NECESSARY.

CR: CURRENT YEAR PLUS 2 YEARS AND DESTROY

CR+2 DEST Y

00167000. SOIL OR PLANT ADDITIVE, FEED, FERTILIZER, LIME TONNAGE AND PESTICIDE DEALER REPORTS

TONNAGE REPORTS AND RELATED CORRESPONDENCE, INVOICES AND TABULATIONS. RECORDS CONTAIN PERSONALLY
IDENTIFIABLE INFORMATION AND ARE CONFIDENTIAL; 4 CUBIC FEET ACCUMULATION; ALPHA/CHRONOLOGIC FILING;
CREATED IN 1978; FILES ARE USED BY ACM STAFF. AUTHORITY: S. 94.64, 94.66 AND 94.72, WIS. STATS.

CR: 5 YEARS AND DESTROY CONFIDENTIAL

CR+5 DEST Y

00167A00. SOIL OR PLANT ADDITIVE, FEED, FERTILIZER, LIME TONNAGE DATA - ELECTRONIC

TONNAGE REPORTING DATA. RECORDS CONTAIN PERSONALLY IDENTIFIABLE INFORMATION AND ARE CONFIDENTIAL; 1
DISK ACCUMULATION; ALPHA/CHRONOLOGIC FILING; CREATED IN 1978; FILES ARE USED BY ACM STAFF. AUTHORITY: S.
94.64, 94.66 AND 94.72, WIS. STATS. DATA WILL BE MIGRATED TO UPDATED SOFTWARE WHEN NECESSARY.

CR: 10 YEARS AND DESTROY CONFIDENTIAL

CR+10 DEST Y

00168000. PESTICIDE STUDIES AND REPORTS

THIS RECORD SERIES INCLUDES SPECIAL PROJECTS AND REPORTS PERFORMED BY DEPARTMENT STAFF UNDER THE
AUTHORITY FOUND IN SS. 93.06(1)(F), 93.07(9) AND 94.69(10), WIS. STATS., ON PESTICIDES IN GROUNDWATER OR
PESTICIDE USE ISSUES. THE RECORD MAY CONTAIN LAB RESULTS, CORRESPONDENCE, SITE INSPECTION
INFORMATION, NARRATIVES, PHOTOS, STATISTICAL ANALYSES, PESTICIDE USE AND REGISTRATION INFORMATION FOR
PESTICIDE PRODUCTS BEING STUDIES. .5 CUBIC FEET AND 1 DISK ACCUMULATION; SUBJECT FILING; CREATED IN 1982;
USED BY DARM STAFF. DATA WILL BE MIGRATED TO UPDATED SOFTWARE WHEN NECESSARY.

CR: 10 YEARS AND TRANSFER TO STATE HISTORICAL SOCIETY

CR+10 SHSW Y

00169000. SPECIAL REGISTRATIONS FOR PESTICIDES

THIS RECORD SERIES INCLUDES APPLICATIONS AND DATA IN SUPPORT OF REQUESTS TO THE STATE FOR SPECIAL
REGISTRATIONS FOR PESTICIDE USE NOT ALLOWED UNDER FULL FEDERAL REGISTRATION FOR THE PRODUCT. THESE
PERMITS ARE ISSUED UNDER REQUIREMENTS FOUND IN SS. 94.69(7), (9) AND (11), WIS. STATS., ATCP 29.04, WIS. ADM.
CODE AND FEDERAL REGULATIONS IN FEDERAL INSECTICIDE, FUNGICIDE AND RODENTICIDE ACT (FIFRA) AT SECTIONS
5, 18 AND 24(C). THE RECORDS INCLUDE INFORMATION AND DATA IN SUPPORT OF THE REGISTRATION REQUESTED OR
THE PESTICIDE IN QUESTION, ENVIRONMENTAL ANALYSES, PUBLIC COMMENTS, AND, IF ISSUED, THE REGISTRATION
NOTIFICATION SENT TO EPA IN WASHINGTON, D.C. MAY CONTAIN CONFIDENTIAL INFORMATION;  .5 CUBIC FOOT
ACCUMULATION; CHRONOLOGIC/NUMERIC FILING; CREATED IN 1978; USED BY DATCP AND DNR STAFF.

EVT: PERMIT EXPIRATION PLUS 5 YEARS AND DESTROY CONFIDENTIAL

EVT+5 DEST Y

00171000. LANDSCAPE PESTICIDE APPLICATION REGISTRY

THE ANNUAL PUBLISHED LANDSCAPE PESTICIDE APPLICATION REGISTRY OF PERSONS WHO WANT ADVANCE NOTICE
OF PESTICIDE APPLICATIONS BEING MADE IN THEIR NEIGHBORHOOD. THIS INCLUDES ANNUAL REGISTRY
APPLICATIONS, PRINTED INTERNET MAPPING DOCUMENTATION AND RELATED CORRESPONDENCE. AUTHORITY: ATCP
29.174, WIS. ADM. CODE. RECORDS CONTAIN PERSONALLY IDENTIFIABLE INFORMATION; .5 CUBIC FEET ACCUMULATION;
CHRONOLOGIC FILING; CREATED IN 1993; FILES ARE USED BY AGCHEM BUREAU STAFF.

CR: CURRENT PLUS 3 YEARS AND DESTROY

CY+3 DEST N

00171A00. LANDSCAPE PESTICIDE APPLICATION REGISTRY DATA

ELECTRONIC DATA THAT INCLUDES NAME, ADDRESS AND PHONE NUMBER OF APPLICANT, AND LISTING OF ADDRESSES
TO BE INCLUDED IN REGISTRY. REQUESTED ADDRESSES MAY INCREASE OF DECREASE EACH YEAR AS APPLICANT
REVISES THEIR APPLICATION. AUTHORITY: ATCP 29.174, WIS. ADM. CODE. RECORDS CONTAIN PERSONALLY
IDENTIFIABLE INFORMATION; 1 DISK ACCUMULATION; CHRONOLOGIC FILING; CREATED IN 2001; FILES ARE USED BY
AGCHEM BUREAU STAFF. DATA WILL BE MIGRATED TO UPDATED SOFTWARE WHEN NECESSARY.

CR: 1 YEAR OR UNTIL SUPERSEDED AND DESTROY

CR+1 DEST N
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00172000. PRIVATE AND MONITORING WELL RESULTS

THIS RECORD SERIES INCLUDES RECORDS OF MONITORING WELL SAMPLE RESULTS, PRIVATE WELL SAMPLE RESULTS,
WELL INVENTORY FORMS, SITE MAPS, WELL OWNER QUESTIONNAIRES, AND CORRESPONENCE TO WELL OWNERS.
RECORDS CONTAIN PERSONALLY IDENTIFIABLE INFORMATION, INCLUDING WELL OWNER NAME AND ADDRESS AND
WELL SAMPLE RESULTS. THE INFORMATION IS FILED ALPHABETICALLY BY WELL NAME OR NUMERICALLY BY WISCONSIN
UNIQUE WELL NUMBER (WUWN). AUTHORITY FOR THESE RECORDS IS WITHIN S. 94.73 AND SS. 93.07(9), WIS. STATS.,
AND ATCP 30, 1 CUBIC FOOT ACCUMULATION, CREATED IN 1986.

EVT: 20 YEARS FROM DATE OF LAST SAMPLING AND DESTROY

EVT+20 DEST N

00172A00. PRIVATE AND MONITORING WELL RESULTS

THIS RECORD SERIES INCLUDES RECORDS OF MONITORING WELL SAMPLE RESULTS, PRIVATE WELL SAMPLE RESULTS,
WELL INVENTORY FORMS, SITE MAPS, WELL OWNER QUESTIONNAIRES, AND CORRESPONDENCE TO WELL OWNERES.
RECORDS CONTAIN PERSONALLY IDENTIFIABLE INFORMATION, INCLUDING WELL OWNER NAME AND ADDRESS AND
WELL SAMPLE RESULTS. THE INFORMATION IS STORED BY WISCONSIN UNIQUE WELL NUMBER (WUWN). AUTHORITY
FOR THESE RECORDS IS WITHIN S.94.69, 94.73 AND SS. 93.07(9), WIS. STATS., AND ATCP 30, 1 DISK ACCUMULATION,
CREATED IN 1994 (PRIVATE WELLS) AND 2005 (MONITORING WELLS). DATA WILL BE MIGRATED TO UPDATED SOFTWARE
WHEN NECESSARY.

EVENT = UNTIL SUPERSEDED AND DESTROY

EVT DEST N

00181000. AGRICULTURAL CHEMICAL CLEANUP PROGRAM (ACCP) REIMBURSEMENT FILES

THIS RECORD SERIES INCLUDES RECORDS OF APPLICATIONS FROM RESPONSIBLE PARTIES THAT HAVE INCURRED
CLEANUP COSTS RELATED TO AGRICHEMICAL CONTAMINATION. RECORDS MAY CONTAIN PERSONALLY IDENTIFIABLE
INFORMATION AND MAY INCLUDE COPIES OF WORKPLANS, REPORTS, BIDS, COST ESTIMATES, INVOICES, CANCELLED
CHECKS, CORRESONDENCE, DEPARTMENT REVIEW FORMS AND RECOMMENDATIONS. THE INFORMATION IS FILED
ACCORDING TO THE APPLICATION NUMBERS AND IS USED BY THE ACCP AUDITOR, PROJECT MANAGER, AND
ENVIRONEMNTAL QUALITY SECTION CHIEF. AUTHROITY FOR THESE RECORDS IS WITHIN S. 94.73, WIS. STATS., AND
ATCP 35. 15 CUBIC FEET ACCUMULATION, CREATED IN 1994.

RECORDS WILL BE RETAINED FOR 4 YEARS AFTER FINAL PAYMENT WITH TRANSFER TO RECORDS CENTER FOR AN
ADDITIONAL 11 YEARS AND DESTROY

EVT+15 DEST N

00181A00. ACCP REIMBURSEMENT FILES DATA

THIS RECORD SERIES INCLUDES RECORDS OF APPLICATIONS FROM RESPONSIBLE PARTIES THAT HAVE INCURRED
CLEANUP COSTS RELATED TO AGRICHEMCIAL CONTAMINATION. RECORDS MAY CONTAIN PERSONALLY IDENTIFIABLE
INFORMATION AND MAY INCLUDE A SUMMARY OF COSTS THAT WERE SUBMITTED, RECORD OF ELIGIBLE COSTS,
INELIGIBLE COSTS AND PAYMENTS MADE. THE INFORMATION IS STORED ACCORDING TO THE APPLICATION NUMBERS
AND IS USED BY THE ACCP AUDITOR, PROJECT MANAGER, AND ENVIRONMENTAL QUALITY SECTION CHIEF. AUTHORITY
FOR THESE RECORDS IS WITHIN S. 94.73, WIS. STATS., AND ATCP 35. 1 DISK ACCUMULATION, CREATED IN 1994. SHOULD
MICROSOFT EXCEL BE REPLACED, DEPARTMENT STAFF WILL COPY HISTORICAL DATA INTO THE NEW UPDATED
SYSTEM.

RECORDS WILL BE RETAINED FOR 20 YEARS AFTER FINAL PAYMENT AND DESTROY

EVT+20 DEST N

00183000. WI CLEAN SWEEP PROGRAM FILES

THIS RECORD SERIES CONTAINS THE FINAL REPORT FILE FROM COUNTIES, CITIES AND OTHER MUNICIPALITIES WHO
RECEIVED A HOUSEHOLD HAZARDOUS WASTE (HHW) AND/OR AGRICULTURAL GRANT FROM DATCP UNDER S. 93.55 AND
93.57, WIS. STATS., AND ATCP 34, WIS. ADM. CODE. THE HHW COMPONENT WAS ADDED IN 2004. THE FINAL REPORT FILE
OF EACH GRANTEE INCLUDES INFORMATION ON THE AMOUNT AND TYPE OF HAZARDOUS WASTES COLLECTED,
COLLECTION COSTS, ATTENDEE NUMBERS, AND THE NUMBER OF BUSINESS SERVED. EACH GRANT FILE ALSO
CONTAINS THE ORIGINAL SIGNED CONTRACT AND STATE FISCAL RECORDS ON REIMBURSEMENT PAYMENTS.  .8 CUBIC
FEET ACCUMULATION; ALPHA/CHRONOLOGIC FILING; CREATED IN 1989; USED BY PROGRAM STAFF. DATA WILL BE
MIGRATED TO UPDATED SOFTWARE WHEN NECESSARY. 

EVENT = 15 YEARS AND DESTROY

CR+15 DEST N

00185000. AGCHEM DATA FOR LICENSING, TIME REPORTING, COMPLIANCE CASE INFORMATION, ACCP REMEDIATION AND PESTICIDE & FERTILIZER CONTAINMENT

THIS RECORD SERIES CONTAINS LICENSING RECORDS (TYPES OF LICENSE PROGRAMS INCLUDE FEED, FERTILIZER,
SOIL AND PLANT ADDITIVE, LIME, COMMERCIAL APPLICATION BUSINESS AND RESTRICTED-USE DEALER LICENSES);
ELECTRONIC COPY OF TIME SHEET DATA OF BUREAU STAFF FOR EPA GRANT, USDA AND FDA REPORTING (OFFICIAL
TIME SHEETS ARE IN RDA 00142); INVESTIGATIONS AND PROSECTIONS OF INDIVIDUALS, BUSINESSES AND
CORPORATIONS; RECORDS OF SITES THAT HAVE ENVIRONMENTAL CONTAMINATION RESULTING FROM THE DISCHARGE
OF AN AGRICHEMICAL; AND RECORDS OF FACILITIES WHERE BULK PESTICIDES AND FERTILIZERS ARE STORED; WHERE
DRY BULK FERTILIZER IS STORED OR WHERE PESTICIDES ARE MIXED AND STORED. AUTHORITY: CH. 94, WIS. STATS.,
ATCP 20, 29, 30, 32, 33, 35, 40, 41 AND 42, AND FIFRA SECTION 26. RECORDS CONTAIN PERSONALLY IDENTIFIABLE

EVT DEST N
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INFORMATION; 5 DISKS ACCUMULATION; ALPHA/NUMERIC/CHRONOLOGIC FILING; CREATED IN 1978, 1985, 1992, 1993,
2000; FILES USED BY AGCHEM BUREAU STAFF. SHOULD CASE TRACKING/MICROSOFT ACCESS BE REPLACED,
DEPARTMENT STAFF WILL COPY HISTORICAL DATA INTO THE NEW UPDATED SYSTEM. 

EVENT = UNTIL SUPERSEDED AND DESTROY

00216000. ACCP REMEDIATION AND SPILLS FILES

THIS RECORD SERIES INCLUDES RECORDS OF SITES THAT HAVE ENVIRONMENTAL CONTAMINATION RESULTING FROM
THE DISCHARGE OF AGRICULTURAL CHEMICALS. MOST SITES HAVE RESIDUAL CONTAMINATION AT TIME OF CASE
CLOSURE. RECORDS MAY CONTAIN PERSONALLY IDENTIFIABLE INFORMATION AND MAY INCLUDE COPIES OF WORK
PLANS, REPORTS, BIDS, COST ESTIMATES, CORRESPONDENCE, SPECIAL ORDERS, LAND SPREADING PERMITS, LAB
REPORTS AND INFORMATION ABOUT CONTAMINANTS REMAINING AT TIME OF CASE CLOSURE. AUTHORITY FOR THESE
RECORDS IS WITHIN S. 94.73, WIS. STATS. AND CH. ATCP 35 WIS. ADM. CODE. AUTHORITY FOR CLEANUPS IS UNDER CH.
292 STATS., CH. NR 700 RULE SERIES, AND A MEMORANDUM OF UNDERSTANDING WITH DNR. THE ACCP WAS CREATED
IN 1994. CURRENTLY THE VOLUME OF PAPER RECORDS IS ESTIMATED AT 260 CU.FT. WITH ACCUMULATION OF ABOUT 10
CUBIC FEET PER YEAR. DATA WILL BE MIGRATED TO UPDATED SOFTWARE WHEN NECESSARY. RECORDS RETAINED
FOR 10 YEARS AT DATCP AFTER CASE CLOSURE THEN TRANSFERRED TO RECORDS CENTER FOR PERMANENT
RETENTION.

PERMANENT JUSTIFICATION: TO ALIGN RECORDS DISPOSITION WITH DNR RECORDS DISPOSITION FOR LONG-TERM
ENVIRONEMTNAL CLEANUP CASES. THESE RECORD WILL BE RETAINED PERMANENTLY. THEY PROVIDE SITE SPECIFIC
ENVIRONMENTAL INFORMATION FOR CONDUCTING ENVIRONMENTAL ASSESSMENTS OF PROPERTIES, AS PART OF DUE
DILIGENCE TO MEET THE PUBLIC INTEREST, ASSESS PROPERTY CONTAMINATION AND DETERMINE LIABILITY OVER
TIME. 

RETENTION: PERMANENT

P DEST Y

00217000. PESTICIDE AND FERTILIZER CONTAINMENT FILES

THIS RECORD SERIES INCLUDES RECORDS OF FACILITIES WHERE BULK PESTICIDES AND FERTILIZERS ARE STORED,
WHERE DRY BULK FERTILIZER IS STORED OR WHERE PESTICIDES AND MIXED AND LOADED. RECORDS MAY CONTAIN
PERSONALLY IDENTIFIABLE INFORMATION AND MAY INCLUDE COPIES OF INSPECTION REPORTS, PHOTOGRAPHS,
FACILITY DIAGRAMS, CORRESPONDENCE, ENFORCEMENT ACTIONS (WARNING NOTICES, SPECIAL ORDERS, ETC.),
FACILITY BLUEPRINTS, AND VARIANCES OR OTHER DEPARTMENT APPROVALS. THE INFORMATION IS FILED
ALPHABETICALLY ACCORDING TO THE FACILITY BLUEPRINTS, AND VARIANCES OR OTHER DEPARTMENT APPROVALS.
THE INFORMATION IS FILED ALPHABETICALLY ACCORDING TO THE FACILITY NAME AND IS USED BY THE BULK STORAGE
ENGINEER, HYDROGEOLOGISTS, FIELD STAFF, ENVIRONMENTAL QUALITY SECTION CHIEF AND CENTRAL OFFICE
COMPLIANCE STAFF. AUTHORITY FOR THESE RECORDS IS WITHIN S. 94.645, WIS. STATS., AND ATCP 32 AND ATCP 33.  1
CUBIC FEET ACCUMULATION, CREATED IN 1985. RECORDS WILL BE RETAINED AT DATCP FOR 5 YEARS AFTER THE
FACILITY HAS CLOSED THEN TRANSFERRED TO RECORDS CENTER FOR AN ADDITIONAL 15 YEARS. 

EVT: FACILITY CLOSED + 20 YEARS AND DESTROY

EVT+20 DEST N

00218000. TEMPORARY COMMERCIAL APPLICATOR TRAINEE REGISTRATION

THESE RECORDS RELATE TO INDIVIDUAL REGISTRATIONS ISSUED TO PERSONS WHO WILL APPLY PESTICIDES UNDER
THE DIRECT, ON-SITE SUPERVISION OF A CERTIFIED AND LICENSED COMMERCIAL APPLICATOR AS A PART OF A BONA
FIDE TRAINING PROGRAM. THE FILE CONTAINS A COPY OF THE REGISTRATION FORM AND EXAMINATION/APPLICATION.
AUTHORITY: S. 94.705, WIS. STATS., AND ATCP 29.1161, WIS. ADM. CODE. RECORDS CONTAIN PERSONALLY IDENTIFIABLE
INFORMATION; 1 CUBIC FOOT ACCUMULATION; ALPHA/CHRONOLOGIC FILING; CREATED IN 1989; USED BY AGCHEM
BUREAU STAFF.

EVT: 1 YEAR AFTER EXPIRATION AND DESTROY

EVT+1 DEST N

00219000. INDIVIDUAL PESTICIDE APPLICATOR CERTIFICATION

THESE RECORDS RELATE TO INDIVIDUAL CERTIFICATIONS ISSUED TO PERSONS WHO WILL APPLY PESTICIDES ON A
FOR-HIRE BASIS OR WHO WILL APPLY RESTRICTED-USE PESTICIDES ON FARMS OR AT THEIR PLACE OF EMPLOYMENT.
THE FILE CONTAINS EXAMS AND APPLICATIONS. AUTHORITY: S. 94.705, WIS. STATS., AND ATCP 29.159- .162, WIS. ADM.
CODE. RECORDS CONTAIN PERSONALLY IDENTIFIABLE INFORMATION; 6 CUBIC FEET ACCUMULATION;
ALPHA/CHRONOLOGIC FILING; CREATED IN 1977; USED BY AGCHEM BUREAU STAFF.

EVT: 6 YEARS AFTER EXPIRATION OR SUPERSEDED AND DESTROY

EVT+6 DEST N

00219A00. INDIVIDUAL PESTICIDE APPLICATOR CERTIFICATION DATA

THIS IS AN ELECTRONIC DATABASE OF EXAM SCORES, NAMES AND ADDRESSES OF CERTIFICATION APPLICANTS. THESE
RECORDS RELATE TO INDIVIDUAL CERTIFICATIONS ISSUED TO PERSONS WHO WILL APPLY PESTICIDES ON A FOR-HIRE
BASIS OR WHO WILL APPLY RESTRICTED-USE PESTICIDES ON FARMS OR AT THEIR PLACE OF EMPLOYMENT.
AUTHORITY: S. 94.705, WIS. STATS., AND ATCP 29.159- .162, WIS. ADM. CODE. RECORDS CONTAIN PERSONALLY
IDENTIFIABLE INFORMATION; 1 DISKETTE ACCUMULATION; ALPHA/NUMERIC FILING; CREATED IN 1992; USED BY AGCHEM
BUREAU STAFF. THE DATA WILL BE MIGRATED TO UPDATED SOFTWARE WHEN WARRANTED. 

EVT DEST N
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EVT: UNTIL SUPERSEDED AND DESTROY

00241A00. ACM BUREAU TIME REPORTING INFORMATION

THIS RECORD SERIES CONSISTS OF TIME SHEET DATA COMPLETED BY ALL ACM BUREAU STAFF FOR EPA REPORTING.
TYPICAL INFORMATION INCLUDES PAYROLL ENDING DATE, EMPLOYEE NAEM & NUMBER, ACTIVITY TYPE AND NUMBER
OF HOURS. RECORDS CONTAIN PERSONALLY IDENTIFIABLE INFOMRATION; .5 CUBIC FEET ACCUMULATION;
ALPHA/CHRONOLOGIC FILING; CREATED IN 2000; FILES USED BY ACM STAFF. 

CR: CURRENT AGREEMENT, CONTRACT OR GRANT YEAR PLUS 6 YEARS AND DESTROY

EVT+6 DEST N

00243A00. AGCHEM AMANDA LICENSE DATA

THIS RECORD SERIES INCLUDES ANNUAL LICENSE APPLICATIONS FOR MANUFACTURER AND/OR LABELER OF
PESTICIDE PRODUCT(S), INDIVIDUAL COMMERCIAL APPLICATORS AND RECIPROCAL APPLICATORS. AUTHORITY: S.
94.67-94.71, WIS. STATS. RECORDS CONTAIN PERSONALLY IDENTIFIABLE INFORMATION AND ARE CONFIDENTIAL; 1 DISK
ACCUMULATION; ALPHA/NUMERIC FILING BY COMPANY NAME; CREATED IN 1992 AND 1999; USED BY ACM STAFF. WHEN
SOFTWARE IS REPLACED, DEPARTMENT STAFF WILL MIGRATE HISTORICAL DATA TO THE NEW UDPATED SYSTEM.

EVT: 4 YEARS PLUS CURRENT YEAR AND DESTROY CONFIDENTIAL

EVT+4 DEST Y

00243B00. LISTING OF CURRENT/ACTIVE AND DISCONTINUED PRODUCTS OF PESTICIDE MANUFACTURER & LABELER

THIS LISTING IS KEPT IN ALPHA/NUMERIC ORDER AND INCLUDES THE EPA REGISTRATION NUMBER, THE COMPANY
NAME, PESTICIDE PRODUCT NAME, PRODUCT STATUS, AND THE YEAR THE PRODUCT BECAME ACTIVE OR WAS
DISCONTINUED. AUTHORITY: S. 94.67-94.71, WIS. STATS. .25 CUBIC FEET ACCUMULATION; CREATED IN 1990; USED BY
ACM STAFF. DATA WILL BE MIGRATED TO UPDATED SOFTWARE WHEN NECESSARY.

EVT: 10 YEARS AFTER PRODUCT DISCONTINUED AND DESTROY

EVT+10 DEST N

00244000. PESTICIDE MANUFACTURER & LABELER'S PESTICIDE PRODUCT LABELS

THIS RECORD SERIES INCLUDES A PRODUCT LABEL THAT IS REGISTERED FOR USE, SALE OR DISTRIBUTION INTO
WISCONSIN FOR THE CURRENT YEAR. PESTICIDE PRODUCT LABELS ARE KEPT IN ALPHA ORDER PER COMPANY FILE.
AUTHORITY: S. 94.67-94.71, WIS. STATS. 45 CUBIC FEET ACCUMULATION; CREATED IN 1952; INFORMATION USED BY ACM
STAFF.

CR: MOST CURRENT SUBMISSION OF A PESTICIDE PRODUCT LABEL FOR CURRENT YEAR OR LAPSE AND DESTROY

CR DEST N

00273000. SCHOOL INTEGRATED PEST MANAGEMENT (IPM)

THIS RECORD SERIES INCLUDES TECHNICAL AND ADMINISTRATIVE GUIDANCE FOR SCHOOLS RELATED TO IPM,
ATTENDANCE SHEETS FROM TRAINING SESSIONS, TRAINING MODULES, RECORDS OF SCHOOL ASSIGNMENTS,
POSTERS, BROCHURES. AUTHORITY: S. 94.715, WIS. STATS. RECORDS CONTAIN PERSONALLY IDENTIFIABLE
INFORMATION;  .1 CUBIC FOOT ACCUMULATION; SUBJECT FILING; CREATED IN 1997; USED BY DATCP AND UW STAFF.
DATA WILL BE MIGRATED TO UPDATED SOFTWARE WHEN NECESSARY.

CR: 7 YEARS AND DESTROY

CR+7 DEST N

00274000. FIELD INSPECTIONS

INSPECTIONS RELATED TO SOIL OR PLANT ADDITIVE, FEED, FERTILIZER, LIME, USDA, WORKER PROTECTION, AG USE
OBSERVATION, NON-AG USE OBSERVATION, PESTICIDE ENFORCEMENT ACTIVITY PERFORMED AT REGULATED
FACILITIES OR RETAIL CENTERS. MAY CONTAIN INSPECTION REPORTS, HOLDING ORDERS, STOP SALES, RELEASES,
ENFORCEMENT COVER SHEETS, RELATED CORRESPONDENCE, RECORDS, PRODUCT LABELS AND OR INFORMATION.
AUTHORITY: S. 94.64-94.66, 94.68 AND 94.72, WIS. STATS. RECORDS CONTAIN PERSONALLY IDENTIFIABLE INFORMATION;
45 CUBIC FEET ACCUMULATION; CREATED IN 1978; USED BY ACM STAFF.

EVT: 3 YEARS FROM DATE OF INSPECTION AND DESTROY

EVT+3 DEST N

00275000. FEED BSE OR FDA

BOVINE SPONGIFORM ENCEPHALOPATHY (BSE) OR FDA INSPECTIONS, FIELD VISITS OR ENFORCEMENT ACTIVITY
PERFORMED AT REGULATED FACILITIES OR RETAIL CENTERS. MAY CONTAIN INSPECTION REPORTS, HOLDING ORDERS,
STOP SALES, RELEASES, ENFORCEMENT COVER SHEETS, RELATED CORRESPONDENCE, RECORDS, PRODUCT LABELS
OR INFORMATION. AUTHORITY: S. 94.72, WIS. STATS. RECORDS CONTAIN PERSONALLY IDENTIFIABLE INFORMATION AND
ARE CONFIDENTIAL; <1 CUBIC FEET ACCUMULATION; NUMERIC FILING; CREATED IN 1997; USED BY ACM STAFF. (COPIES
ONLY OF FEDERAL RECORDS BEING HELD IN STATE FILES, AND ARE ONLY SUBJECT TO FEDERAL FREEDOM OF
INFORMATION.)

CR: 3 YEARS AND DESTROY CONFIDENTIAL

CR+3 DEST Y
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00276000. FEED HEALTH CERTIFICATES

EXPORT HEALTH CERTIFICATES, RECORDS MAY CONTAIN PRODUCT LABELING, LETTERS, SECRETARY OF STATE
REQUEST FORM FOR CERTIFICATE. <1 CUBIC FEET ACCUMULATION; CHRONOLOGIC FILING; CREATED IN 1983; USED BY
ACM STAFF. AUTHORITY: ATCP 21.05, WIS. ADM. CODE.

CR: CURRENT YEAR PLUS 1 YEAR AND DESTROY

CY+1 DEST N

00018000. ANIMAL HEALTH LICENSE CASE FILES - ROUTINE

THIS RECORDS SERIES CONSISTS OF APPLICATIONS FOR LICENSES OF LIVESTOCK DEALERS, LIVESTOCK TRUCKERS,
LIVESTOCK MARKETS AND EQUINE MARKETS ALONG WITH CORRESPONDENCE, INSPECTION REPORTS, COPIES OF
ORIGINAL LICENSES AND UPDATED APPLICATIONS AND AGREEMENTS. 
ROUTINE INVESTIGATIONS AND PROSECUTIONS ARE THOSE WHICH ARE CASES THAT COME TO THE CONCLUSION THAT
NO COURT/PROSECUTION IS NECESSARY. 
THE LICENSE IS MAINTAINED THROUGHOUT THE ACTIVE (ORIGINAL LICENSE AND ALL SUBSEQUEST RENEWALS) STAGE
OF LICENSURE PERIOD. LEGAL COUNSEL SUGGESTS THAT ROUTINE LICENSE CASE FILES ARE MAINTAINED A MINIMUM
OF 25 YEARS AFTER DATE OF NON-RENEWAL THEN DESTROY/CONFIDENTIAL.

REQUIREMENTS FOR LICENSING ARE ESTABLISHED IN ADMINISTRATIVE CODE AG 12 AND STATUTE 95.70.

INFORMATION IS REFERENCED DAILY BY VETERINARIANS, INSPECTORS, COMPLIANCE OFFICERS AND/OR OTHER
GOVERNMENT AGENCIES.

SEE RDA 115-00018B FOR EXCEPTION. SEE RDA 115-00018A FOR DECEASED LICENSES. 

EVENT = WHEN FINAL DECISION IS MADE + 25 YEARS AND DESTROY CONFIDENTIAL.

EVT+25 DEST Y

00018A00. ANIMAL HEALTH LICENSE CASE FILES - DECEASED

THIS RECORDS SERIES CONSISTS OF APPLICATIONS FOR LICENSES OF LIVESTOCK DEALERS, LIVESTOCK TRUCKERS,
LIVESTOCK MARKETS AND EQUINE MARKETS ALONG WITH CORRESPONDENCE, INSPECTION REPORTS, COPIES OF
ORIGINAL LICENSES AND UPDATED APPLICATIONS AND AGREEMENTS. 

A DECEASED CASE IS ONE WHERE THE OWNER/OPERATOR DIES DURING THE INVESTIGATION.

THE LICENSE IS MAINTAINED THROUGHOUT THE ACTIVE PERIOD OF LICENSURE, INCLUDING ORIGINAL LICENSE AND
SUBSEQUENT RENEWAL PERIODS. IF THE LICENSEE DIES, THE FILE IS MARKET "DECEASED". LEGAL COUNSEL HAS
SUGGESTED THAT THE DIVISION IS TO MAINTAIN ANY CASES THAT HAVE OR ARE GOING THROUGH THE COURT SYSTEM
TO BE MAINTAINED A MINIMUM OF 25 YEARS THEN DESTROY/CONFIDENTIAL.

REQUIREMENTS FOR LICENSING ARE ESTABLISHED IN ADMINISTRATIVE CODE AG 12 AND STATUTE 95.70.

INFORMATION IS REFERENCED DAILY BY VETERINARIANS, INSPECTORS, COMPLIANCE OFFICERS AND/OR OTHER
GOVERNMENT AGENCIES.

SEE RDA 115-00018 FOR ROUTINE FILES.
SEE RDA 115-00018B FOR EXCEPTIONS.

EVENT = WHEN FINAL COURT DECISION IS MADE + 25 YEARS AND DESTROY CONFIDENTIAL.

EVT+25 DEST Y

00018B00. ANIMAL HEALTH LICENSE CASE FILES - EXCEPTION

THIS RECORDS SERIES CONSISTS OF APPLICATIONS FOR LICENSES OF LIVESTOCK DEALERS, LIVESTOCK TRUCKERS,
LIVESTOCK MARKETS AND EQUINE MARKETS ALONG WITH CORRESPONDENCE, INSPECTION REPORTS, COPIES OF
ORIGINAL LICENSES AND UPDATED APPLICATIONS AND AGREEMENTS. 

THE LICENSE IS MAINTAINED THROUGHOUT THE ACTIVE (ORIGINAL LICENSE AND ALL SUBSEQUENT RENEWALS)
LICENSE PERIOD. RETAIN EXCEPTION CASE FILES FOR 50 YEARS AFTER DATE OF NON-RENEWAL (MARKED "EXCEPTION"
AND DATED WITH THE LAST RENEWAL YEAR). LEGAL COUNSEL HAS SUGGESTED THAT THE DIVISION MAINTAIN
EXCEPTION CASE FILES FOR 50 YEARS THEN DESTROY/CONFIDENTIAL.

REQUIREMENTS FOR LICENSING ARE ESTBALISHED IN ADMINISTRATIVE CODE AG 12 AND STATUTE 95.70. RECORDS IN
THIS SERIES ARE EXCEPTIONAL LICENSES WHOSE HISTORY INCLUDES SERIOUS ENFORCEMENT VIOLATIONS: THOSE
THAT ENTAILED COURT-ORDERED LIFETIME DENIAL OF LICENSE, LENGTHY PRISON TERMS OR OTHER SIGNIFICANT
REASONS TO RETAIN THE FILE.

INFORMATION IS REFERENCED DAILY BY VETERINARIANS, INSPECTORS, COMPLIANCE OFFICERS AND/OR OTHER
GOVERNMENT AGENCIES.

SEE RDA 115-00018 FOR ROUTINE FILES. SEE RDA 115-00018A FOR DECEASED LICENSES.

EVT+50 DEST Y
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00019000. ANIMAL HEALTH INVESTIGATIONS AND PROSECUTIONS - ROUTINE

THIS RECORDS SERIES CONSISTS OF INVESTIGATIONS AND PROSECTUIONS OF INDIVIDUALS, BUSINESSES AND
CORPORATIONS ALONG WITH CORRESPONDENCE, REPORTS, EVIDENCE AND ALL LEGAL DOCUMENTS PERTAINING TO
SAID CASES.

LEGAL COUNSEL ADVISED THE DIVISION TO MAINTAIN ANY CASES THAT HAVE OR ARE GOING THROUGH THE COURT
SYSTEM TO BE MAINTAINED FOR A MINIMUM OF 25 YEARS THEN DESTROY/CONFIDENTIAL. ROUTINE INVESTIGATIONS
AND PROSECUTIONS ARE THOSE WHICH ARE CASES THAT COME TO THE CONCLUSION THAT NO COURT/PROSECUTION
IS NECESSARY.

CHAPTER 95, STATUTE 95.23 AND 95.70. CHAPTER 174 AND 951; AG 10, 11, 12. AND 13. 
INFORMATION IS REFERENCED DAILY BY VETERINARIANS, INSPECTORS, COMPLIANCE OFFICERS AND/OR OTHER
GOVERNMENT AGENCIES.

SEE RDA 115-00019A DECEASED FILES.
SEE RDA 115-00019B FOR EXCEPTIONS.

EVENT = WHEN FINAL COURT DECISION IS MADE + 25 YEARS AND DESTROY CONFIDENTIAL.

EVT+25 DEST Y

00019A00. ANIMAL HEALTH INVESTIGATIONS AND PROSECUTIONS - DECEASED

THIS RECORDS SERIES CONSISTS OF INVESTIGATIONS AND PROSECUTIONS OF INDIVIDUALS, BUSINESSES AND
CORPORATIONS ALONG WITH CORRESPONDENCE, REPORTS, EVIDENCE AND ALL LEGAL DOCUMENTS PERTAINING TO
SAID CASES.

A DECEASED CASE IS ONE WHERE THE OWNER/OPERATOR DIES DURING THE INVESTIGATION.

INFORMATION IS REFERENCED DAILY BY VETERINARIANS, INSPECTORS, COMPLIANCE OFFICERS AND/OR OTHER
GOVERNMENT AGENCIES.

LEGAL COUNSEL HAS ADVISED THE DIVISION TO MAINTAIN ANY CASES THA THAVE OR ARE GOING THROUGH THE
COURT SYSTEM TO BE MAINTAINED A MINIMUM OF 25 YEARS, THEN DESTROY/CONFIDENTIAL FROM.

CHAPTER 95, STATUTE 95.23 AND 95.70. CHAPTER 174 AND 951, AG 10,11,12, AND 13.

EVENT = WHEN FINAL COURT DECISION IS MADE + 25 YEARS AND DESTROY CONFIDENTIAL.

EVT+25 DEST Y

00019B00. ANIMAL HEALTH INVESTIGATIONS AND PROSECUTIONS - EXCEPTION

RECORDS IN THIS SERIES ARE EXCEPTIONAL VIOLATIONS AND ENFORCEMENT SERIES AND INCLUDE COURT ORDERED
LIFETIME DENIAL OF LICENSES, LENGTHY PRISON TERMS, DISEASE CASES OR OTHER SIGNIFICANT REASONS TO
RETAIN THE FILE. 

THESE CASES WILL BE COMBINED WITH THE LATEST FILE WILL BE MARKED "EXCEPTION" AND PER LEGAL COUNSEL
SUGGESTION EXCEPTION RECORDS ARE TO BE MAINTAINED A MINIMUM OF 50 YEARS THEN DESTROY/CONFIDENTIAL.

INFORMATION IS REFERENCED DAILY BY VETERINARIANS, INSPECTORS, COMPLIANCE OFFICERS AND/OR OTHER
GOVERNMENT AGENCIES.

CHAPTER 95, STATUTE 95.23 AND 95.70. CHAPTER 174 AND 951; AG 10, 11, 12. AND 13.

U.S. DISPOSITION AUTHORITY NCI-310-77-2. SEE RDA #115 00019 FOR ROUTINE FILES. SEE RDA#115 00019A FOR
DECEASED FILES.

EVENT = NON RENEWAL + 50 YEARS AND TRANSFER.

EVT+50 TRANS OTHER Y

00285000. ArcSDE GIS Repository Program Database

An ArcSDE/SQL Server database comprised of geographic information system (GIS) data layers containing entity locations and
attributes derived from DATCP program databases and records.  Sources for the GIS data layers include the Amanda system and
other program systems.

This database created to house GIS data within the department.

Retention: The current version of each data layer will be retained until a new version derived from new program data supersedes the
previous version.

EVT DEST Y

00286000. ArcSDE GIS Repository WLIC Data Layer

A specific GIS data layer derived from the Wisconsin Livestock Identification Consortium (WLIC) Livestock Premises Registration

EVT DEST Y
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database.  The WLIC database is not housed within DATCP, and access to its contents is governed by federral and state laws. Data
from the WLIC database are imported by DATCP to create the GIS data layer,

This record was created in 2005.

Retention:  The current version of the data layer will be retained until a new version derived from new WLIC data supersedes the
previous version.

00350000. VEB DISCIPLINARY / FORMAL HEARING CASE FILES

RECORDS DOCUMENT THE INVESTIGATIVE AND FORMAL HEARING PROCESS CONDUCTED AGAINST CREDENTIAL
HOLDERS REGULATED UNDER WIS. STAT. CH. 89 (VETERINARIAN EXAMINING BOARD).

SERIES INCLUDES, BUT NOT LIMITED TO, INVESTIGATIVE REPORTS, DOCUMENTARY EVIDENCE, FORMAL COMPLAINT,
CREDENTIAL HOLDER'S ANSWER TO THE COMPLAINT, INTERROGATORIES, DEPOSITIONS, EXHIBITS, TRANSCRIPTS,
MOTIONS, BRIEFS, OBJECTIONS, ATTORNEY NOTES, PROPOSED DECISION, FINAL DECISION AND ORDER,
CORRESPONDENCE AND MONITORING REPORTS RECEIVED PURSUANT TO ORDER, AND CONFIDENTIAL TREATMENT
RECORDS PROTECTED BY WIS. STAT. CH. 146.82.

RETAIN 10 YEARS AFTER CLOSED AND DESTROY CONFIDENTIAL. "CLOSED" MEANS DATE OF FINAL DECISION AND
ORDER OR COMPLETION OF THE APPEAL PROCESS. 

RETENTION: EVENT(CLOSED) + 10 YEARS AND DESTROY CONFIDENTIAL 

EVT+10 DEST Y

00351000. VEB CREDENTIAL CASE FILES

CREDENTIAL CASE FILES CONTAIN ALL MATERIALS AND INFORMATION REQUIRED BY THE VETERINARIAN EXAMINING
BOARD (WIS. STATS. CH. 89.) FOR INDIVIDUALS IN THE FOLLOWING PROFESSIONS TO REQUEST A CREDENTIAL TO
PRACTICE IN THE STATE OF WISCONSIN: VETERINARIANS. 

THE FILE INCLUDES THE FOLLOWING ITEMS: 1) COMPLETED AND SIGNED APPLICATION; 2) DOCUMENTATION OF
QUALIFICATIONS, INCLUDING: PROOF OF EDUCATION; 3) COPY OF MALPRACTICE COMPLAINT(S); 4) COPY OF RELEVANT
COURT JUDGMENTS; 5) DRUG TREATMENT EVIDENCE; 6) VERIFICATION OF CREDENTIAL FROM OTHER STATES; 7)
APPLICANT'S PHOTO; 8) APPLICANT TESTING/EXAM MATERIALS; 90 SIGNIFICANT CORRESPONDENCE PROVIDING
EVIDENCE OF QUALIFICATIONS AND/OR SATISFACTORY COMPLETION OF EXAMINATIONS. 

* RETAIN 5 YEARS AFTER DATE OF CREDENTIAL. AFTER ENTRY AND VERIFICATION IN THE ELECTRONIC SYSTEM IN
COMPLIANCE WITH THE DEPARTMENT'S MINIMAL STANDARDS PERTAINING TO CREDENTIAL COMPUTER RECORDS,
PAPER DOCUMENTS WILL THEN BE DESTROYED AFTER 1 YEAR. 

THESE RECORDS ARE PROTECTED BY WIS. STAT. CH. 146.82

EVT+5 DEST Y

00352000. INCOMPLETE, WITHDRAWN LICENSING CASE FILES - VEB

SERIES INCLUDES INCOMPLETE OR WITHDRAWN LICENSING CASE FILES FOR APPLICANTS FOR LICENSURE PURSUANT
TO WIS. STAT. CH. 89.

"CLOSED" MEANS THE DATE OF WITHDRAWAL OR INCOMPLETE APPLICATION NOTICE.

FILES INCLUDE PARTIAL INFORMATION AND MATERIALS WHICH DO NOT FULFILL REQUIREMENTS FOR LICENSURE. 

RETENTION: EVENT(CLOSED) + 4 YEARS AND DESTROY CONFIDENTIAL

EVT+4 DEST Y

00039000. DATCP LEGISLATIVE LIAISON ISSUE FILES

THIS RECORD SERIES INCLUDES ELECTRONIC RECORDS COMPRISING OF WRITTEN WORKS OF THE LEGISLATIVE
LIAISON OF VARIOUS DEPARTMENT ISSUES AND INITIATIVES. MATERIAL MAY INCLUDE SUMMARY REPORTS,
MISCELLANEOUS TOPICS OF DEPARTMENT INTEREST; LEGISLATIVE BILL ANALYSES; AND ISSUE PAPERS ON
PROPOSALS COMPRISING PORTIONS OF THE DEPARTMENT'S LEGISLATIVE AGENDA AND CONTACTS FROM LEGISLATIVE
OFFICES. 

RETENTION = CR + 4 YEARS AND TRANSFER TO STATE ARCHIVES (WHS).

CR+4 SHSW N

00041000. RULEMAKING HEARING TAPES

TAPE RECORDINGS OF ALL PUBLIC HEARINGS HELD ON PROPOSED RULES FOR DATCP. HEARING TAPES ARE KEPT
TOGETHER IN A TAPE LIBRARY AND CROSS-REFERENCED TO THE RULEMAKING PROCEEDINGS DOCKET FILE (SEE RDA
#00040). 

THE TAPE RECORDINGS ARE CREATED BY THE LINE DIVISION WHO HAS RESPONSIBILITY FOR THE PROPOSED RULE.
TAPES ARE GIVEN TO THE LEGAL SECTION ADMINISTRATIVE ASSISTANT FOR INCLUSION IN THE OFFICIAL DOCKET FILE
FOR THE PROPOSED RULE. RULEMAKING HEARING TAPES ARE USED BY DEPARTMENT STAFF, INTERESTED
BUSINESSES, GROUPS AND ORGANIZATIONS AND MEMBERS OF THE PUBLIC WHO MAY REQUEST COPIES OF THE

CR+10 DEST N
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HEARING TAPE. 

RULEMAKING HEARING TAPES ARE ENTERED INTO THE LOG AND KEPT WITH EACH RULE IN THE RULEMAKING
PROCEEDINGS DOCKET FILE. 

RETENTION: CR + 10 YEARS AND DESTROY.

00043000. CONTESTED CASES:  ADMINISTRATIVE DOCKET FILE

A CONTESTED CASE IS A QUASI-JUDICIAL ADMINISTRATIVE PROCEEDING BEFORE THE DEPARTMENT OF AGRICULTURE,
TRADE AND CONSUMER PROTECTION (DATCP), CLOSELY RESMEBLING A COURT PROCEEDING. AN IMPARTIAL HEARING
EXAMINER ACTS ON BEHALF OF THE DEPARTMENT SECRETARY, AND PREPARES A PROPOSED DECISION AFTER
HEARING THE CASE. THE DEPARTMENT SECRETARY, ISSUES A FINAL DECISION AFTER REVIEWING THE HEARING
EXAMINER'S PROPOSED DECISION. THE FINAL DECISION MAY BE APPEALED TO CIRCUIT COURT. A CONTENSTED CASE
STARTS WHEN A LINE DIVISION FILES A FORMAL ADMINISTRATIVE COMPLAINT AGAINST A NAMED RESPONDENT, OR
WHEN A RESPONDENT REQUEST A FORMAL HEARING ON A LINE DIVISION ACTION. 

THE DOCKET FILE CONTAINS THE COMPLETE OFFICIAL RECORD OF THE CONTESTSED CASE PROCEEDING, INCLUDING
ALL DOCUMENTS, EVIDENCE, HEARING TAPES OR TRANSCRIPTS, DECISIONS AND ORDERS IN THE PROCEEDING. THE
DEPARTMENT'S DECISION IN THE CASE IS BASED ON THE DOCKET FILE RECORD. 

THE DEPARTMENT NO LONGER CONDUCTS ITS OWN CONTESTED CASE HEARINGS. CONTESTED CASE HEARINGS ARE
HELD BY THE DEPARTMENT OF ADMINISTRATION'S DIVISION OF HEARINGS AND APPEALS. HOWEVER, ANY COPY OF A
HEARING RECORDING THAT IS SENT TO THE DEPARTMENT'S WILL BE RETAINED IN THE DOCKET FILE. 

ALL ITEMS IN BOLD CONTAIN INFORMATION THAT IS NOT CONFIDENTIAL. ALL OTHER ITEMS IN TEH DOCKET FILE MAY
CONTAIN CONFIDENTIAL INFORMATION DEPENDING ON THE CASE AND ITS CONTENTS.

THE DOCKET FILE CONTAINS THE FOLLOWING DOCUMENTS AND RECORDS (AS APPLICABLE), FILED IN CHRONOLOGICAL
ORDER):
A. THE COMPLAINT OR REQUEST FOR HEARING, ADN ALL OTHER PLEADINGS FILED IN THE CASE. 
B. A NOTICE OF HEARING AND APPOINTMENT OF HEARING EXAMINER. IF A HEARING REQUEST IS DENIED, A WRITTEN
DENIAL NOTICE MUST BE INCLUDED IN THE DOCKET FILE. 
C. A TAPE RECORDING OR TRANSCRIPT OF ALL ORAL PROCEEDINGS IN THE CASE. TAPES ARE KEPT INA  SEPARATE
TAPE LIBRARY AND CROSS-REFERENCED TO THE DOCKET FILE. 
D. ALL NOTICES, ORDERS AND INTERIM RULINGS ISSUED BY THE HEARING EXAMINER IN THE CASE. 
E. ALL EVIDENCE AND EXHIBITS RECEIVED IN THE CASE. 
F. ALL MOTIONS, BRIEFS AND OTHER DOCUMENTS FILED BY THE PARTIES IN THE CASE. 
G. ALL STIPULATIONS AND CONSENT ORDERS. 
H. ALL PROPOSED AND FINAL DECISIONS AND ORDERS. 
I. CERTIFIED MAIL RETURN RECEIPTS OR OTHER PROOF OF DOCUMENT SERVICE, AS APPROPRIATE. 

THE DOCKET FILE IS CREATED AS THE OFFICIAL RECORD OF THE CONTESTED CASE PROCEEDING. CONTESTED CASE
PROCEDURES ARE GOVERNED BY CHAPTER 227, WIS. STATS., AND CHAPTER ATCP 1, WIS. ADMIN. CODE. 

THE DOCKET FILE IN EACH CONTESTED CASE IS COMPILED BY THE LEGAL SECTION ADMINISTRATIVE ASSISTANT,
UNDER THE DIRECTION AND CONTROL OF THE HEARING EXAMINER. PARTIES TO THE CASE MAY FILE PLEADINGS,
MOTIONS, BRIEFS AND OTHER DOCUMENTS FOR INCLUSION IN THE DOCKET FILE. ITEMS ARE DATED AND FILED IN
CHRONOLOGICAL ORDER AS THE CASE PROCEEDS. AS ITEMS ARE ENTERED IN THE DOCKET FILE, THE LEGAL SECTION
ADMINISTRATIVE ASSISTANT RECORDS THE ENTRIES IN A DOCKET LOG (SEE RDA #00045).

THE DOCKET FILES ARE USED BY LINE DIVISION STAFF, DEPARTMENT ATTORNEYS, ATTORNEYS FOR THE
RESPONDENTS, AND MEMBERS OF THE PUBLIC INTERESTED IN A SPECIFIC CASE OR A TYPE OF CASE WHICH THE
DEPARTMENT WAS A PARTY TO. 

NOTE: COURTS MUST APPLY THE OPEN RECORDS BALANCING TEST TO QUESTIONS INVOLVING DISCLOSURE OF COURT
RECORDS. THE PUBLIC INTERESTS FAVORING SECRECY MUST OUTWEIGH THOSE FAVORING DISCLOSURE. C. L. v.
EDSON, 140 WIS. 2D 168, 409 N.W.2D 417 (CT. APP. 1987). 

RETENTION: EVENT (EVENT DOCKET FILE CLOSED) + 25 YEARS AND TRANSFER TO STATE ARCHIVES (WHS).

EVT+25 SHSW Y

00044000. CONTESTED CASE HEARING TAPES

THE CONTESTED CASE HEARING TAPES ARE THE OFFICIAL RECORD OF ALL ORAL PROCEEDINGS IN THE CASE. THESE
INCLUDE TAPES OF ALL PREHEARING CONFERENCES AND HEARINGS PERTAINING TO THE CONTESTED CASE
ADMINISTRATIVE DOCKET FILE. HEARING TAPES ARE KEPT IN THE CONTESTED CASE DOCKET FILE. (SEE RDA #00043 &
00045)

THE TAPE RECORDINGS ARE CREATED BY THE HEARING EXAMINER AS THE CASE PROGRESSES. TAPES ARE GIVEN TO
THE LEGAL SECTION ADMINISTRATIVE ASSISTANT FOR INCLUSION IN THE OFFICIAL DOCKET FILE FOR THE CONTESTED
CASE. CONTESTED CASE HEARING TAPES ARE USED PRIMARILY BY THE DEPARTMENT HEARING EXAMINER AND
DEPARTMENT STAFF. THEY MAY ALSO BE TRANSCRIBED TO PROVIDE THE OFFICIAL ADMINISTRATIVE RECORD OF A
CONTESTED CASE HEARING IF THE DEPARTMENT'S DECISION IN THE CASE IS REVIEWED IN COURT. 

EVT+50 DEST N
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THE DEPARTMENT NO LONGER CONDUCTS ITS OWN CONTESTED CASE HEARINGS. CONTESTED CASE HEARINGS ARE
HELD BY THE DEPARTMENT OF ADMINISTRATION'S DIVISION OF HEARINGS AND APPEALS. HOWEVER, ANY COPY OF A
HEARING RECORDING THAT IS SENT TO THE DEPARTMENT WILL BE RETAINED IN THE DOCKET FILE. 

RETAIN CONTESTED CASE HEARING TAPES IN THE DOCKET FILE (SEE RDA #00043)

00045000. LOG OF CONTESTED CASE AND RULEMAKING PROCEEDING DOCKET FILES

THIS RECORD SERIES CONSISTS OF A LOG OF THE DEPARTMENT'S CONTESTED CASE AND RULEMAKING PROCEEDING
DOCKET FILES. THE DOCKET LOG IS CREATED TO PROVIDE A COMPLETE AND UP-TO-DATE RECORD OF THE STATUS
AND PROGRESS OF EACH DOCKETED CASE. DOCKET FILES ARE NUMBERED AS THEY ARE RECEIVED AND THE DOCKET
LOG IS KEPT IN NUMERIC ORDER. (SEE RDA #00043 & 00044).

RETENTION: CR + 25 YEARS AND TRANSFER TO STATE ARCHIVES (WHS).

CR+25 SHSW N

00048000. INVESTIGATIVE AND ENFORCEMENT FILES

ENFORCEMENT AND INVESTIGATIVE FILES INCLUDE ATTORNEY WORK PAPERS, CASE-RELATED CORRESPONDENCE,
INVESTIGATIVE SUBPOENAS AND COPIES OF DOCUMENTS AND EVIDENCE FILED IN COURT OF ADMINISTRATIVE
PROCEEDINGS. 

INVESTIGATIVE AND ENFORCEMENT FILES ARE CREATED BY THE LINE DIVISIONS FOR USE IN PROSECUTING CASES.
THEY ARE USED BY THE ATTORNEY AND THE LINE DIVISION STAFF WORKING ON THE CASE. FILES ARE RETAINED FOR
FIVE YEARS IN THE ATTORNEY'S OFFICE AFTER THE CASE IS CLOSED, THEN SENT TO THE WISCONSIN HISTORICAL
SOCIETY. 

NOTE: COURST MUST APPLY THE OPEN RECORDS BALANCING TEST TO QUESTIONS INVOLVING DISCLOSURE OF COURT
RECORDS. THE PUBLIC INTERESTS FAVORING SECRECY MUST OUTWEIGH THOSE FAVORING DISCLOSURE. C. L. v.
EDSON, 140 WIS. 2D 168, 409 N.W.2D 417 (CT. APP. 1987).

RETENTION: EVENT(EVENT CASE CLOSED) + 5 YEARS AND TRANSFER TO STATE ARCHIVES (WHS).

EVT+5 SHSW Y

00049000. COURT CASE FILES

COURT CASES WHICH NAME THE DEPARTMENT OF AGRICULTURE, TRADE AND CONSUMER PROTECTION (DATCP) OR ITS
EMPLOYEES AS DEFENDANTS OR INTERESTED PARTIEIS. THIS INCLUDES THE FOLLOWING CASES:

A. STATE AND FEDERAL COURT ACTIONS CHALLENGING DATCP RULES OR ADMINISTRATIVE ACTIONS. 

B. CIRCUIT COURT REVIEW OF DATCP DECISIONS IN ADMINISTRATIVE "CONTESTED CASES". 

C. APPELLATE COURT PROCEEDINGS IN WHICH DATCP IS AN INTERESTED PARTY. 

D. PERSONNEL CASES FILED AGAINST DATCP IN THE WISCONSIN PERSONNEL COMMISSION, THE FEDERAL EEOC, OR
DILHR. 

E. DAMAGE ACTIONS FILED AGAINST DATCP OR ITS EMPLOYEES IN STATE OR FEDERAL COURT. 

F. NOTICE OF CLAIM FILED WITH THE WISCONSIN DEPARTMENT OF JUSTICE UNDER S.893.82, STATS., AS A PRELUDE TO
A DAMAGE CLAIM IN COURT. 

G. DAMAGE CLAIMS FILED WITH THE WISCONSIN CLAIMS BOARD UNDER S.16.007, STATS. 

H. BANKRUPTCY PROCEEDINGS RELATED TO DAILY PLANT, GRAIN WAREHOUSE OR FOOD PROCESSOR INSOLVENCIES. 

I. FARM FORECLOSURE ACTIONS OR BANKRUPTCIES IN WHICH DATCP IS REQUIRED TO DEFEND ITS FARMLAND
PRESERVATION LIEN. 

CONTENTS IN THESE FILES VARY, DEPENDING ON THE NATURE OF THE CASE. CONTENTS INCLUDE PLEADINGS,
CORRESPONDENCE, MEMORANDA, BRIEFS, DECISIONS AND OTHER MATERIALS RELATED TO THE CASE. 

THESE CASES ORDINARILY ORIGINATE FROM OUTSIDE THE DEPARTMENT. A CASE TYPICALLY STARTS WHEN THE
DEPARTMENT RECEIVES A COMPLAINT, NOTICE OR PLEADING TO WHICH THE DEPARTMENT MUST RESPOND. WHEN THE
COMPLAINT, NOTICE OR PLEADING IS RECEIVED, THE LEGAL SECTION ADMINISTRATIVE ASSISTANT RECORDS THE
RECEIPT IN A COMPUTERIZED CASE LOG AND CREATED A CASE FILE FOR THE CASE. 

PERSONNEL RELATED COURT CASES SUPERSEDED BY GENERAL SCHEDULE 2/1997

NOTE: COURTS MUST APPLY THE OPEN RECORDS BALANCING TEST TO QUESTIONS INVOLVING DISCLOSURE OF COURT
RECORDS. THE PUBLIC INTERESTS FAVORING SECRECY MUST OUTWEIGH THOSE FAVORING DISCLOSURE. C. L. v.
EDSON, 140 WIS. 2D 168, 409 N.W.2D 417 (CT. APP. 1987). 

EVT+24 DEST Y
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RETENTION: EVENT (EVENT CASE CLOSED) + 24 YEARS AND DESTROY CONFIDENTIAL.

00128000. PUBLIC INFORMATION SUBJECT FILE

THIS SERIES CONTAINS INFORMATION ON ANY EVENTS INVOLVING DATCP WITH ANY MEDIA: INCLUDING NEWS EVENTS,
ADVERTISING, MARKETING, PROMOTION. THE FILE INCLUDES PRESS RELEASES, GOOGLE NEWS ALERTS, SOCIAL MEDIA
NEWSPAPER CLIPPINGS, MAGAZINE ARTICLES, CONTESTS, SHOWS, AWARDS, BROCHURES DEVELOPED BY DATCP
INFORMING THE PUBLIC IN DATCP PROGRAMS, CORRESPONDENCE, REPORTS, AND OTHER WORKING PAPERS. 

THE SERIES IS FILED CHRONOLOGICALLY BY SUBJECT; RETAINED FOR FIVE YEARS AND TRANSFERRED TO STATE
HISTORICAL SOCIETIY. 

RETENTION = CREATION + 5 YEARS AND TRANSFER TO STATE ARCHIVES (WHS).

CR+5 SHSW N

00129000. PUBLIC INFORMATION FILES, PHOTOGRAPHS, & VIDEOS

ORIGINAL AND OFFICIAL DOCUMENTATION OF DATCP EVENTS,
INCLUDING: ALL PHOTOS, SLIDES AND VIDEOS. RECORD SERIES INCLUDES:

A. PHOTOGRAPHS OR VIDEOS DEPICTING LIFE, THE FARM, OR INDUSTRIES OF THE STATE OF WISCONSIN REFLECTING
VARIOUS DATCP CEREMONIES OF STATE-WIDE SIGNIFICANCE, 
B. HISTORICAL PICTURES OF THE SECRETARY OF AGRICULTURE, DATCP BOARD AND/OR STAFF. 
C. PICTURES OF AGRICULTURAL BENEFITS TO THE STATE, AND
D. PICTURES OF REPRSENTING THE PROGRAMS GOVERNED, AUTHORIZED, OR AFFILIATED WITH DATCP. 

PICTURES ARE FILED ACCORDING TO CONTENT: E.G. DATCP BOARD MEMBERS, OR SECRETARY. FILE TO BE RETAINED
WITHIN THE OFFICE OF THE INFORMATION OFFICER FOR SIX YEARS AND THEN TRANSFERRED TO STATE HISTORICAL
FILE. 

RETENTION: CR + 6 YEARS AND TRANSFER TO STATE ARCHIVES(WHS).

CR+6 SHSW N

00006000. SAMPLE DATA FILE

File includes original Sample Collection Record Forms submitted by field 
staff (Federal Microbiology Data Program (MDP) Sample Files while 
similar are described separately).  File may include some or all of the 
follwing records derived during the sample testing process:  
Supplemental Sample Information documentation, Blue Sheet Forms, 
Copies of emails related to samples, Lab Bench Sheets, Analytical data 
sheets, Instrument printouts, Quality Control (QC) data sheets, 
Corrective Action Reports.

Sample numbers are assigned sequentially as samples are received 
from field staff.  Sample numbers are sequential on a yearly basis (for 
example sample number sequence for 2004 start at 040000001 and 
end at 040014750).  Records are filed sequentially by sample number, 
except Grade A dairy product sample records are filed by week and 
then sequentially by sample number.  Annual accumulation is 
approximately 36 cubic feet.

Data contained in the records are collected to support agency 
regulatory authorities contained in statute and administrative rule (see 
attachment for description of sections petaining to sample information.)

Files may contain personally identifiable information that is only used 
within the context of the sample collection process.

EVENT = COLLECTION RECORD DATE OF SUBMISSION

EVT+6 DEST Y

00258000. FEDERAL MICROBIOLOGY DATA PROGRAM (MDP) SAMPLE DATA FILE

File contains original MDP (Federal Microbiology Data Program) 
Sample Collection Record forms.  File may include some or all of the 
following records derived during the sample analysis process:  Lab 
Bench Sheets, Analytical Data Sheets, Instrument Printouts, audits and 
audit responses.

Sample numbers are assigned sequentially as samples are received 
form field staff.  Sample nuimbers are sequential on a yearly basis (for 
example sample number sequence for 2004 start at 040000001 and 
end at 040014750). Samples are filed by week and sample type.
Annual accumulation is approximately 4 cubic feet.

EVT TRANS OTHER Y
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Information contained in the files is used by the United States 
Department of Agriculture (USDA), Monitoring Programs Office, 
Manassas, VA to assess the biological quality of fresh fruits and 
vegetables.

Records are collected under MDP Cooperative agreements with the 
agency.  The files do not contain personally identifiable information.

Records are maintained at the Bureau of Laboratory Services for the life of the MDP.  At the end of the life of the MDP records will be
sent to the Federal Records Center 7358 South Pulaski Road, Chicago, IL  60629-5898

TRANSFER PER ABOVE TO FEDERAL ARCHIVE CENTER

00259000. CHAIN OF CUSTODY FILE

Sample Chain of Custody Sample Transfer Records.  Record shows transfer of custody of sample between analysts and the sample
storage areas.  Records are filed by date of first transfer.
Files do not contain personally identifiable information.
Annual accumulation is approximately 4 cubic feet.  Records are used to document sample transfers and may be used in
administrative, civil, or criminal proceedings.

EVT+6 DEST Y

00260000. QUALITY ASSURANCE (QA) AUDITS INTERNAL AND EXTERNAL FILES

Audit Plan, Audit Reports, Audit Responses, and hard copies of emails related to the audits.  Filed by report, by date.

Audits are of laboratory processes and sample records.  The audits do not include any financial audits.  The audits are assessments of
laboratory testing processes and may be conducted by internal agency staff, USDA, FDA, and WDNR.

Files do not contain personally identifiable information.

Annual accumulation is approximately 1.0 cubic feet.

Files are used by laboratory management, federal and state partners to assess testing processes, and offer recommendations for
improvement.

EVT+6 DEST Y

00261000. QUALITY ASSURANCE (QA) LOG BOOK AND QC BINDERS

Records from support processes related to sample test data generation, but not contained in the Sample Data Files.  Include Sample
and Equipment QC binders, support equipment temperature data Binders, Calibration binders, standard solution log books, Equipment
and Instrument maintenance log books.  Filed by record type.

Records are used to verify support processes in sample test data generation are performing properly.  Binders contain insertions of
paper records generated in the operation of the support process, log books are bound books containing original observations by
laboratory staff.

Annual accumulation is approximately 9 cubic feet.  Records are used in review process of sample test data by laboratory staff, and by
auditors engaged in the audit of laboratory testing processes.

EVT+6 DEST Y

00262000. METHODS, SOPS'S WORK INSTRUCTIONS

Original Testing Methods and Standard Operating Procedures, and Work Instructions.  Filed by year subdivided by method.

Approximate annual accumulation is 1 cubic foot.

EVT+6 DEST Y

00263000. MATERIAL SAFETY DATA SHEETS

Original Material Safety Data Sheets.

MSDS contain health and safety information on chemicals.  MSDS must be available for all chemicals used in the laboratory.  Federal
Occupational Health and Safety Administration (OSHA) requirements mandate the availability of MSDS in the workplace.  Retention
requirements for MSDS are contained in CFR 1910.1020.

Approximate annual accumulation is 1 cubic foot.

CR+30 DEST Y

00301000. MEDICAL MONITORING RECORDS

RECORDS CONCERNING THE HEALTH STATUS OF AN EMPLOYEE CREATED OR MAINTAINED FOR THE EMPLOYER BY
HEALTH CARE PROFESSIONALS.  THE RECORDS INCLUDE QUESTIONNAIRES OR HISTORIES OF OCCUPATIONAL
EXPOSURE EXAMINATIONS FOR THE PURPOSE OF ESTABLISHING BASELINE OR DETECTING OCCUPATIONAL ILLNESSES,
MEDICAL OPINIONS AND DIAGNOSES, FIRST AID RECORDS, AND DESCRIPTIONS OF TREATMENTS AND PRESCRIPTIONS.  
(PER CFR 1910.1020) CONFIDENTIAL INFORMATION.

CURRENTLY THERE ARE NO RECORDS.  THIS RDA IS PUT IN PLACE IN THE EVENT THE RECORDS DO OCCUR.

CR+30 DEST N
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RETAIN FOR 30 YEARS AND DESTROY.

00302000. GENERAL SAFETY RECORDS

WORKING DOCUMENTS USED IN VERIFICATION OF LAB SAFETY SYSTEM.  THESE RECORDS INCLUDE RECORDS OF
QUARTERLY SAFETY TEAM INSPECTIONS, HOOD VELOCITY INSPECTIONS, SAFETY SHOWER AND EYEWASH CHECKS.  
LESS THAN ONE CUBIC FOOT ANNUAL ACCUMULATION.  RECORDS ARE USED TO CHECK SAFETY SYSTEMS ON LAB
EQUIPMENT AND ARE USED BY THE LAB DIRECTOR AND LAB STAFF.

RETAIN SIX CALENDAR YEARS AND DESTROY.

CR+6 DEST N

00303000. CHEMICAL WASTE RECORDS

CHEMICAL WASTE DISPOSAL MANIFESTS, ACTIVITY REPORTS, CORRESPONDENCE, AND PACKING SLIPS FOR WASTE
CHEMICALS CREATED BY THE LABORATORY AND REMOVED FROM THE LABORATORY FACILITY BY WASTE SPECIALISTS.
DNR NR 662.  LESS THAN ONE CUBIC FOOT ANNUAL ACCUMULATION.  RECORDS ARE USED BY LABORATORY
PERSONNEL TO BE COMPLIANT WITH DNR RULE.

RETAIN SIX CALENDAR YEARS AND DESTROY.

CR+6 DEST N
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