


EFFECTIVE SCHEDULE DATE: 5/12/2015

RECORD SERIES AND DESCRIPTION SERIES NUMBER SCHEDULED RETENTION PERIOD DISPOSITION METHOD

Civil Penalties Files 200414 3 Years after closed Non-confidential Destruction

This series documents investigations and monetary penalties 
issued due to violations of  various laws that include, but are not 
limited to: Virginia Weights and Measures, Virginia Public 
Weighmasters, Virginia Cotton Handlers,  and Virginia Motor 
Fuel and Lubrication Oils. This series may include, but is not 
limited to: investigation reports, invoices, civil penalties, copies 
of checks, photos, correspondence, and supporting 
documentation.

Complaints and Investigation Reports 200415 3 Years after closed Non-confidential Destruction

This series documents the receipt and investigation of 
complaints. This series may include but is not limited to: 
complaints, investigation reports, findings, photos, letters of 
caution, letters of warning, letters of advisement, and 
correspondence

Metrology Client Records 200416 3 Years after end of calendar year Non-confidential Destruction

This series documents log-in, item calibration, confirmations, 
shipping, and contact information of Metrology Lab clients. This 
series may include, but is not limited to: worksheets, reports, 
documentary evidence, and correspondence.

Metrology Internal Records 200417 10 Years after end of calendar year Confidential Destruction

This series documents equipment calibration and maintenance, 
NIST (National Institute of Standards and Technology) Primary 
Standards calibration, Weighing Equipment Assessments, 
Assessment of Mass uncertainties, Proficiency Testing Results, 
Specification on Equipment, Control Document Distribution, and 
Metrology Accreditation.  This series may include, but is not 
limited to:  lists and reports.
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Motor Fuel Brand Registration Files 200418 3 Years after closed Non-confidential Destruction

This series documents the registration of motor fuel brand 
names by manufacturers, wholesalers, and jobbers selling, or 
offering to sell, gasoline. This series may include, but is not 
limited to: registration applications and correspondence. 

Motor Fuel Sample Transcripts 200419 3 Years after closed Non-confidential Destruction

This series documents the collection and analysis of motor fuel 
samples. This series may include, but is not limited to: fuel 
transcripts, fuel analysis, and device inspection reports.  

Producer Protection Files 200420 3 Years after approval Confidential Destruction

This series documents the licensure for Commission Merchants 
and Cotton Handlers. This series may include, but is not limited 
to: license applications, surety bonds, letters of credit, schedule 
of commissions, duplicates of licenses, and correspondence

Public Weighmasters Files 200421 3 Years after approval Confidential Destruction

This series documents the licensure of public weighmasters. 
This series may include, but is not limited to: license and 
appointment applications, weighmaster oaths, employment 
eligibility verification forms, bonds, banking information, and 
correspondence.

Service Agencies and Service Technicians Files 200422 3 Years after approval Confidential Destruction

This series documents the training and licensure of service 
technicians and service agencies. This series may include, but 
is not limited to: license applications, certification tests, 
Certificate of Calibration, and correspondence. 
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