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AREA OFFICE FILE CLASSIFICATION AND GUIDE 

EXAMPLE:  
Record classification # followed by specific identifier #
e.g.: Springfield Area Office File Guide-Filed as follows: 
ADM 03-01-17-Files located in AD’s Office and on Q://Springfield AO/ADM 03-01-17 SAO File Guide 


ADM Administrative Management

ADM 02-02 Strategic Plan, Planning, EOY evaluation for programs.
ADM 03-000-01 Concurrence and Comments 
ADM 03-01 Records
ADM 03-07 (ADM 12) OSHA Directives Tools Directives Index & Cross-Reference
ADM 03-08 (ADM 12) OSHA Classification Tools-Subject Index
ADM 03-01 Your Office’s File Guide
ADM 03-02 Standard Operating Procedures-Area Office Procedures




BUD Budget, Management & Planning
EXAMPLE: FY 17 SAO Budget would be Filed as follows:  
BUD 01-00-001-Files located in Admin File Cabinet and on Q://Springfield AO/BUD 00-00-01 FY17


BUD 00-00 Budget Management Systems
BUD 01-00-000 Annual Budget Submissions (By Fiscal Year)
BUD 02-00-000 Program Budget Submissions (By Fiscal Year)
















CPL Enforcement and Compliance

 
01-00 Reserved
02-00 Inspection Policies
            02-01 Safety
            02-02 Health
            02-03 Discrimination
            02-04 Reserved
03-00 National Emphasis Programs
04-00 Local Emphasis Programs
05-00 Review CommissionEXAMPLE: 
Discrimination Complaint:  CPL 02-03-001-Files located in ARA’s on Q://ARA WB complaint 112233




CSP Cooperative and State Programs
	


CSP 00-00 COOPERATIVE AND STATE PROGRAMS

01-00 State Plans
            01-01 Requirements
            01-02 Monitoring and Evaluation
            01-03 Jurisdiction
            01-04 Grants
            01-05 Public Sector
            01-06 Reserved



02-00 Small Business Assistance
            02-01 Consultation Program
            02-02 Recognition and Exemption Program
            02-03 Inspection Deferral Program
            02-04 Small Business Assistance
            02-05 Reserved
CSP 02-01-002 Consultation Policies and Procedures Manual
CSP 02-01-002 Current Sharps Participant Lists

CSP 03-02-03 Area Office Partnerships (alphabetically organized)
CSP 03-02-04 Directives/instructions
CSP 03-02-05 Expired partnerships (alphabetically organized)


03-00 Partnerships and Recognition
            03-01 Voluntary Protection Programs (VPP) 
            03-02 OSHA Strategic Partnership Program (OSPP)
            03-03 Reserved
            03-04 Reserved 



04-00 Outreach Services and Alliances
            04-01 Alliance Program
            04-02 Compliance Assistance
            04-03 ReservedCSP 04-01-03 Area Office Alliances (alphabetically organized)
CSP 04-01-04 Directives/Instructions
CSP 04-01-05 Expired Alliances (alphabetically organized)




Discrimination Complaints/Casefiles

02-00 Inspection Policies
            		02-03 Discrimination
           		

EAA Evaluation, Audits and Analysis
EXAMPLE (Date of last comp audit)
Springfield Area Office Comprehensive Audit-2015- EAA 01-001.2 Files located in Safety AD’s Office and on Q://Springfield AO/EEA 01-001.2 Comp Audit


	EAA 01-001.1 Area Office On-Site Audits -Q:
	EAA 01-001.2 Area Office Focused Audits – Q:
	EAA 02-001 Compliance Statistics
	EAA 02-002 Weekly Q:
	EAA 02-003 Monthly Q:
	EAA 3-1 Coding


EEO 00-00-002 EEO Equal Employment Opportunity & Diversity

	EEO 00-00-002 EEO Grievance & Harassment Claims
	EEO 00-00-003 Request for Medical Accommodation Not Related to CSHO medical exam









FIN 00-00 Financial Management

FIN 00-00-000 Financial Management 
FIN 00-00-020 Contracts for Consultants and Experts
FIN 00-00-030 Disbursements from Regional Office 	
FIN 00-00-040 Statistics, Budget and Fiscal 
FIN 00-00-050 Telephone, Bills 
FIN 03-00-000 Financial Management Systems 
FIN 04-00-000 Accounting 
FIN 04-00-010 Accounting, General Systems
FIN 05-00-000 Travel
FIN 00-00-060 Vouchers, Training (Filed by Traveler’s Name in _______AAD’s office/location.
FIN 00-00-070 Vouchers, Enforcement Travel (Filed by Traveler Name)
FIN 01-00-000 Vouchers, Compliance Assistance Travel

HSO Homeland Security Operations
	
	HSO 01-00 Homeland Security


IPC Information, Publications & Communications

	IPC 02-00 FOIA

OFF 00-00 Office Services

OFF 00-00-000 Office Services
OFF 00-00-010 Building Keys 
OFF 00-00-020 Maintenance Contracts 
OFF 00-00-030 Automobile Parking 
OFF 00-00-040 FedEx Services 
OFF 00-00-050 Mail, US Postal Service 
OFF 00-00-060 Statistics, Vehicle 
OFF 01-00 Office and Building Administration
OFF 01-00-010 Space, Acquisition, building, Office 
OFF 02-00-000 Space Management

		

PER 00-00 Human Resource Management
Major Categories;

01-00 Attendance and Leave
02-00 Conduct and Discipline
03-00 Reserved
04-00 Safety and Health
05-00 Orientation and Training
	
	PER 00-00-001 Staffing Pattern
	PER 00-00-003 CSHO Activity Summary
	PER 00-00-006 OWCP Claims

PER 01-00 Attendance and Leave
PER 01-00-001 Hours of Work
	PER 01-00-002 Adjusted Work Schedules
	PER 01-00-003 Telework Policy
	PER 01-00-004 Telework Forms
	PER 01-00-005 Mobile CSHO (Springfield, Concord, Hartford, Bangor, Augusta)
	PER 01-00-006 Leave Requests: LWOP / Advance A/L / Advance S/L Requests
	PER 01-00-007 Restoration of Leave
	PER 01-00-008 Leave Transfer Program & Leave Bank Program
	PER 01-00-009 Administrative Leave, Military, Court Jury Duty
	PER 01-00-010 Family Medical Leave
	PER 01-00-011	Comp. Time/Overtime/Comp. Time for Travel
	PER 01-00-012 Hazardous Duty Pay
	PER 01-00-013 Premium Pay
PER 01-00-014 FLSA/Title 5 OT Issues


PER 02-00 Conduct and Discipline

	PER 02-00-01 Ethics
Example:  FY 17 SHMS Committee Meetings:  PER 04-00-001-Files located in SHMS Manual in Conference Room and on Q://Springfield AO.PER 04-00-001 SHMSFY17





	PER 02-00-02 Financial Disclosures-
	PER 02-00-03 NCFLL Grievances 
	PER 02-00-04 Unfair Labor Practices (ULP)
	PER 02-00-05 FLRA Decisions
	PER 02-00-06 Union Notification
PER 02-00-07 Use of Official Time

Documents that can be found in this Category
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· Performance Reviews-AADs/Admin
· 
· IDPs- AADs/Admin
· Staff Directory-Admin/ADExample:  Springfield Area Office Telework Safety Checklist- PER 01-00-004 2017 Files located in AD’s Office and on Q://Springfield AO/PER 01-00-004- (E)Telework Forms 


· SHMS Program-SHMS committee
· SHMS Training-AD
· Telework Agreements- AAD’s/Admin
· Telework Training – AAD’s/Admin
· Leave Slips- AADs/Admin
· Timekeeping-AAD/Admin					
· Conduct Memo
· PIP Plans/documentation
























PRO 00-00 Procurement

Major Categories 
01-00 Procurement Authority
02-00 Equipment Procurement
03-00 Contracts
04-00 Maintenance
05-00 Inventories
PRO 00-00-010 Vehicle Acquisition 
PRO 00-00-020 Alternative Fuel Vehicles 
PRO 00-00-030 Automobile Accidents 
PRO 00-00-040 Automobile Acquisition
PRO 00-00-050 GOVs 
PRO 00-00-060 Equipment and Supplies 
PRO 00-00- Photo Equipment Procurement 
PRO 00-00- Technical Equipment Procurement 
PRO 00-00- Cell-Phone Equipment Procurement 
PRO 00-00- PPE Procurement 
PRO 02-00- Equipment Procurement 
PRO 02-00- Computer Equipment Procurement 
PRO 02-00- Equipment / Supplies Purchasing 
PRO 03-00- Service Agreements
PRO 04-00- Automobile Maintenance 
PRO 02-00- Vehicle Accidents
PRO 04-00- Maintenance Contracts 
PRO 05-00- Inventories
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	Documents that can be found in this Category




· Equipment 								EXAMPLE:  SAO Office Supplies-Filed as follows:  
PRO 02-00 Office Supplies Files located in JG File Cabinet, and Electronic copies of orders on Q://Springfield AO/ E-SAO Office Supply Order 



· Travel- Enforcement 
· GOV’s
· Accident Documentation





TED 00-00 Training and Education

TED 01-00-000 OSHA Personnel


STM Science, Technology and Medicine


Additional Links:

-US Department of Labor Records Management http://www.dol.gov/dol/records/

-OSHA Instruction CPL 02-02-072 Rules of Agency Practices and Procedures Concerning OSHA Access to Employee Medical Records August 27, 2007 https://www.osha.gov/pls/oshaweb/owadisp.show_document?p_table=DIRECTIVES&p_id=3669

-OSHA Instruction ADM 03-01-002 (ADM 12-7.2 A) Regional and Area Office Records Disposition, July 30, 1980. https://www.osha.gov/pls/oshaweb/owadisp.show_document?p_table=DIRECTIVES&p_id=1476

-OSHA Instruction ADM 03-01-004 (ADM 12-0.4 A) Revised OSHA Records Management Program, August 3, 1998 https://www.osha.gov/pls/oshaweb/owadisp.show_document?p_table=DIRECTIVES&p_id=1474

-OSHA instruction ADM 03-01-005 (ADM 12-0.5 A) OSHA Compliance Records August 3, 1998 https://www.osha.gov/pls/oshaweb/owadisp.show_document?p_table=DIRECTIVES&p_id=1475

-OSHA Instruction ADM 03-00-007, (ADM 12-0.9 A) OSHA Classification System, September 3, 2003. http://www.osha.gov/pls/oshaweb/owadisp.show_document?p_table=DIRECTIVES&p_id=3038

Regional And Area Office Records Disposition




