


EFFECTIVE SCHEDULE DATE: 1/21/2015

RECORD SERIES AND DESCRIPTION SERIES NUMBER SCHEDULED RETENTION PERIOD DISPOSITION METHOD

Actionable Inspection and Investigation Files 200320 5 Years after closed Confidential Destruction

This series documents routine inspections of pesticide 
businesses, storage of pesticides, and other uses of pesticides, 
and the investigation of complaints received by the Office of 
Pesticide Services that result in the issuance of an enforcement 
action. This series may include, but is not limited to: 
inspections, violations and resolutions. 

Applicator Certification Files: Commercial; Registered 
Technician; and Private

200321 5 Years after expiration Confidential Destruction

This series documents the certification of registered technicians 
and commercial and private applicators. This series may 
include, but is not limited to: applications, examinations, 
certification of registration forms, and correspondence.

Emergency Exemption Files 200322 3 Years after expiration Confidential Destruction

This series documents requests to use a pesticide under an 
emergency exemption when a serious pest problem jeopardizes 
the production of agricultural goods or public health, but no 
pesticides are currently registered for that situation. This series 
may include, but is not limited to: product information and 
responses to the request. 

Experimental Use Permits 200323 3 Years after expiration Confidential Destruction

This series documents the issuance of permits for the 
experimental use of pesticides which are not fully registered for 
public use. This series may include, but is not limited to: 
permits, correspondence, and support documentation. 

Non-Actionable Inspection and Investigation Files 200324 3 Years after closed Confidential Destruction

This series documents routine inspections of pesticide 
businesses, storage of pesticides, and other uses of pesticides 
in which no violations are cited and that do not result in the 
issuance of an enforcement action. This series may include, but 
is not limited to: inspections and findings. 
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Pesticide Business License Files 200325 5 Years after expiration Confidential Destruction

This series documents the applications for and licensing of 
Virginia businesses for pesticide business licenses. This series 
may include, but is not limited to: applications, pesticide 
business license exams, insurance forms, receipts, and 
correspondence. 

Proctor Files 200326 3 Years after closed Confidential Destruction

This series documents the authorization for individuals to 
proctor tests for private applicators and registered technicians.  
This series may include, but is not limited to: applications and 
contact information.

Product Registration and Special Local Needs Files (Section 
24c)

200327 5 Years after expiration Confidential Destruction

This series documents the registration of pesticide products by 
the Office of Pesticide Services and requests to use a pesticide 
in a manner not identified on the product label. This series may 
include, but is not limited to: new product applications, renewal 
applications, pesticide product labels, safety data sheets, 
bulletins, and responses received seeking short term 
permission to use products in a manner not identified on the 
product label, including the name and description of the product, 
and responses to the request.

Worker Protection Standard (WPS) Train-the-Trainer Files 200328 Permanent, In Agency

This series documents the training of non-certified individuals to 
provide training to workers or handlers.  This series may 
include, but is not limited to: training-provider agreement forms, 
training verification cards, and correspondence.
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