Region 1- Regional Office Filing Guide

PPS Filing Guide
ADM Administrative Management

ADM 02-02 Strategic Plan, Planning, EOY evaluation.

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 PPS File Guide

ADM 03-02 Standard Operating Procedures
AOC 00-00 Voluntary Standard Committee

BUD Budget, Management & Planning

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
CSP 00-00 Cooperative and State Programs

See Attachment 2 for CSP File Guide
EAA Evaluation, Audits and Analysis


EAA 01-001 Regional Audit Program


EAA 01-001.1 Maine On-Site Audits

EAA 01-001.2 Braintree On-Site Audits


EAA 01-001.3 Bridgeport On-Site Audits 

EAA 01-001.4 Concord On-Site Audits


EAA 01-001.5 Hartford On-Site Audits


EAA 01-001.6 Providence On-Site Audits 

EAA 01-001.7 Springfield On-Site Audits


EAA 01-001.8 Andover On-Site Audits


EAA 01-001.9A CSP

EAA 01-001.9B EPTS

EAA 01-001.9C PPS

EAA 01-002 off Site Audits


EAA 01-005 Audits Schedule

EAA 01-006 Audits Steering

EAA 02-001 Compliance Statistics


EAA 02-002 Weekly Q:Public/PPS/monthlyweekly/

EAA 02-003 Monthly Q:/Public/PPS/monthlyweekly

EAA 3-1 Coding
EEO 00-00-002 EEO Equal Employment Opportunity & Diversity


EEO 00-00-001 FEORP Reports/EEO Activity Reports to National Office


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  (Filed in PPS by OCC and Respective AO)
FIN 00-00-010 Budget Expenditures  (See Financial Files by OCC filed in PPS)

FIN 00-00-020 Contracts for Consultants and Experts (Filed in PPS by OCC and Respective AO)
FIN 00-00-030 Disbursements 
(Filed in PPS by OCC and Respective AO)
FIN 00-00-040 Statistics, Budget and Fiscal (Filed in PPS by OCC and Respective AO)
FIN 00-00-050 Telephone, Bills (Filed in PPS by OCC and Respective AO)
FIN 00-00-060 Vouchers, Training (Filed by Traveler Name filed in PPS)
FIN 00-00-070 Vouchers, Travel  (Filed by Traveler Name filed in PPS)
FIN 01-00-000 Administrative Control of Funds  (Filed in PPS by OCC and Respective AO)
FIN 02-00-000 Audits

FIN 02-00-010 Audits, Financial (Filed in PPS under Area Office Audit)
FIN 03-00-000 Financial Management Systems 

FIN 04-00-000 Accounting (Filed in PPS by OCC and Respective AO)
FIN 04-00-010 Accounting, General Systems

FIN 05-00-000 Travel (See FIN 00-00-070 and FIN 00-00-060)
HSO Homeland Security Operations


HSO 01-00 Homeland Security
IPC Information, Publications & Communications


IPC 02-00 FOIA

IRT Information Resources & Technology


IRT 01-00 Management Information System


IRT 02-00 Technology Plans & Work Stations


IRT 00-00 Procurement


IRT 02-01 Security 

OFF 00-00 Office Services
OFF 00-00-000 Office Services

OFF 00-00-010 Building Keys 
OFF 00-00-020 Maintenance Contracts (Filed in PPS by OCC and Respective AO)
OFF 00-00-030 Automobile Parking (Filed in PPS by OCC and Respective AO)
OFF 00-00-040 FedEx Services (Filed in PPS by OCC and Respective AO)
OFF 00-00-050 Mail, US Postal Service (Filed in PPS by OCC and Respective AO)
OFF 00-00-060 Statistics, Vehicle (Filed in PPS by OCC and Respective AO)
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 Resources Management  - MANUELA OFFICE

PER 00-00-001 Staffing Pattern


PER 00-00-002 FTE Charts


PER 00-00-003 CSHO Activity Summary


PER 00-00-004 Hire/ Department Logs


PER 00-00-005 On Board Staff by Job Category


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 Agreements

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 Ethic

PER 02-00-02 Financial Disclosures


PER 02-00-03 NCFLL Grievances  (MANUELA OFFICE)

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


PER 02-00-08 Employment of Relatives

PER 03-00 RESERVED
PER 04-00 Safety and Health
PER-04-00-001
OWCP Claims/Logs (MANUELA OFFICE)

PER 04-00-002
CSHO Medical Examination Program & Accommodations


PER 04-00-003
CSHO Pre-employment Medical Examination Program



PER 04-00-004
Beryllium


PER 04-00-005
Hepatitis B


PER 04-00-006
Tuberculosis


PER 04-00-007
Random Drug Testing Program


PER 04-00-008
Employee Assistance Program (EAP)


PER 04-00-009
Physical Fitness Center


PER 04-00-010 Safety-OSHA Employees workplace

PER 07-00 Employee Recognition Awards and Incentives- General


PER 00-00-001
DOL Awards Ceremony / Booklets


PER 00-00-002
Special Act Award


PER 00-00-003
Instant Good Job Awards (MANUELA OFFICE)

PER 00-00-004
Time off Awards (MANUELA OFFICE)

PER 00-00-005
DOL Awards


PER 00-00-006
OSHA Awards


PER 00-00-007
Performance Awards / Bonus Pools / QSI

PER 08-00 Recruitment and Staffing


PER 08-00-001
Promotions / Career Ladder


PER 08-00-002
Inter-Station Transfer Request / Reassignments


PER 08-00-003
Vacancy Announcements (MANUELA OFFICE)

PER 08-00-004
DOORs CERTS


PER 08-00-005
Student Volunteers


PER 08-00-006
SCEP/STEP Student (Paid Employment)


PER 08-00-007
Superior Qualifications New Hire Appointments

PER 08-00-008
Separations / Resignations / Transfer / Retirement

PER 08-00-009
Classification (MANUELA OFFICE)
PER 08-00-010
Position Descriptions (MANUELA OFFICE)
PER 09-00 Performance Management

PER 09-00-001
Performance Standards


PER 09-00-002
Performance Ratings-Guidance


PER 09-00-003
Mid-Term Reviews-Guidance


PER 09-00-004 Performance Improvement Plan (PIP) (MANUELA OFFICE)

PER 09-00-005
Denial of Wig (MANUELA OFFICE)

PER 09-00-006
Performance Ratings-Log
PRO 00-00 Procurement
PRO 00-00-000 Procurement
PRO 00-00-010 Vehicle Acquisition (Filed in PPS by OCC and Respective AO)

PRO 00-00-020 Alternative Fuel Vehicles (PPS by OCC and Respective AO)
PRO 00-00-030 Automobile Accidents (PPS by OCC and Respective AO)

PRO 00-00-040 Automobile Acquisition (PPS by OCC and Respective AO)

PRO 00-00-050 GOVs (PPS by OCC and Respective AO)

PRO 00-00-060 Equipment and Supplies (PPS by OCC and Respective AO)
PRO 00-00-070 Maintenance Contracts (PPS by OCC and Respective AO)
PRO 00-00-080 Computer Procurement (PPS by OCC and Respective AO)
PRO 00-00-090 Purchase Cards

PRO 00-00-090 – F101 - P-Cards – Boston (PPS)
PRO 00-00-090 – F102 - P-Cards – Braintree (PPS and Respective AO)
PRO 00-00-090 – F103 - P-Cards – Springfield (PPS and Respective AO)
PRO 00-00-090 – F104 - P-Cards – Concord (PPS and Respective AO)
PRO 00-00-090 – F105 - P-Cards – Hartford (PPS and Respective AO)
PRO 00-00-090 – F106 - P-Cards – Providence (PPS and Respective AO)
PRO 00-00-090 – F107A - P-Cards – Augusta (PPS and Respective AO)
PRO 00-00-090 – F107B - P-Cards – Bangor (PPS and Respective AO)
PRO 00-00-090 – F108 - P-Cards – Methuen (PPS and Respective AO)
PRO 00-00-090 – F109 - P-Cards – Bridgeport (PPS and Respective AO)
PRO 00-00-100 Office Equipment Procurement (PPS by OCC and Respective AO)
PRO 00-00-110 Photo Equipment Procurement (In PPS by OCC and Respective AO)
PRO 00-00-120 Technical Equipment Procurement (Filed in PPS by OCC and Respective AO)
PRO 00-00-140 PPE Procurement (In PPS by OCC and Respective AO)
PRO 02-00-000 Equipment Procurement (Filed in PPS by OCC and Respective AO) 
PRO 02-00-010 Vehicle Accidents (Filed in PPS by OCC and Respective AO)
PRO 02-00-020 Equipment Procurement (Filed in PPS by OCC and Respective AO)
PRO 02-00-030 Computer Equipment Procurement (Filed in PPS by OCC and Respective AO)
PRO 02-00-040 Equipment / Supplies Purchasing (Filed in PPS by OCC and Respective AO)
PRO 03-00-000 Contracts

PRO 03-00-010 Contracts for Consultants, Experts, and Expert Witnesses (In PPS by OCC) 
PRO 03-00-020 Service Agreements (Filed in PPS by OCC and Respective AO)
PRO 04-00-000 Maintenance

PRO 04-00-010 Automobile Maintenance (Filed in PPS by OCC and Respective AO)
PRO 04-00-020 Maintenance Contracts (Filed in PPS by OCC and Respective AO)
PRO 05-00-000 Inventories

TED 00-00 Training and Education
TED 01-00
NIOSH (DPH OHSP)

TED 01-00-000 OSHA Personnel

TED 02-00-000 State Personnel

TED 03-00-000 Grants

TED 03-00-010 Susan Harwood Grants (A File Copy is also in PPS by Grantee and FY)

TED 03-00-011 Harwood Applications (A File Copy is also in PPS by Grantee and FY)

TED 03-00-012 Harwood Financial Review (A File Copy is also in PPS by Grantee and FY)
TED 03-00-013 Harwood Grant Amendments (A File Copy is also in PPS by Grantee and FY)
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Attachment 2- CSP Filing Guide

Cooperative and State Programs

Susan Harwood Grants

TED 
00-00
Training and Education


TED 03-00 
Grants

First set of numbers by year (TED 03-07) second set by application number received (TED 03-07-02)

Sub designations for those accepted that produce material 

Product 

01

Training Schedule 
02

Misc.


03

Training Files

TED   
01-00 OSHA Personnel

TED
02-00 State employees’ training files

TED
04-00 Other (may use sub designations of needed)    

Partnerships and Alliances

Partnerships

CSP 03-02-01 National Partnerships located in Region (Alphabetically organized)

CSP 03-02-02 Regional Partnerships (Alphabetically organized)

CSP 03-02-03 Area Office Partnerships (Alphabetically organized) e.g. 03-02-03-Granite Street Bridge Project 

CSP 03-02-04 Directives/Instructions

CSP 03-02-05 Expired Partnerships (Alphabetically organized)

Alliances

CSP 04-01-01 National Alliances located in Region (Alphabetically organized)

CSP 04-01-02 Regional Alliances (Alphabetically organized)

CSP 04-01-03 Area Office Alliances (Alphabetically organized) 

CSP 04-01-04 Directives/Instructions

CSP 04-01-05 Expired Alliances (Alphabetically organized)

VPP

CSP 03-01-01 VPP files (alphabetical by name)

CSP 03-01-02 expressed interest no application received

CSP 03-01-03 Annual Rate Summary Sheet (by year)

CSP 03-01-04 Correspondence/Outreach letters (by year)

CSP 03-01-05 General File (including info from national office)

CSP 03-01-06 Directives/Instructions

CSP 03-01-07 Withdrawn VPP sites (Alphabetically organized)

State Plans and Small Business

CSP 02-00 Small Business

CSP 02-01-00-01 Consultation FY11 Training

CSP 02-01-00-02 21d General Correspondence 

CSP 02-01-00-03 21d Conference Calls

CSP 02-01-01 Referrals 

CSP 02-01-05 Consultation Program Files

CSP 02-01-05-01-01 CT Grant

CSP 02-01-05-01-02 CT General Correspondence

CSP 02-01-05-01-03 CT Monitoring

CSP 02-01-05-01-04 CT Quarterly Discussions

CSP 02-01-05-02 ME

CSP 02-01-05-03 MA

CSP 02-01-05-04 NH

CSP 02-01-05-05 RI

CSP 02-01-05-06 VT

CSP 02-02 SHARP (alphabetical order)

CSP 02-03 Inspection Deferral Program 

CSP 02-04 Small Business Assistance 

CSP-01-00 State Plans

CSP 01-01 (A) State IT Conference Calls

CSP 01-01 (B) Investigations and Audits 

CSP 01-01(C) State Plan Monitoring Training

CSP 01-01 (D) OSHSPA Federal Managers Meetings

CSP 01-01(F) Newspaper articles

CSP 01-02 State Plan Correspondence

CSP 01-02 (A) Jurisdiction

CSP 01-02 (A) (2) Homeland Security Conf. Calls

CSP 01-02 (B) Public Sector Program

CSP 01-02 (C) CT Consultation

CSP 01-02 (D) VT Consultation

CSP 01-02 (E) State Discrimination Programs

CSP 01-02 (G) Laboratories and Equipment

CSP 01-03 Directives, etc.

CSP 01-04 Monitoring and Evaluation

CSP 01-04 (C) Case File Reviews

CSP 01-04 (C) Annual Monitoring Plans

CSP 01-04(D) 5 Yr. Strategic Plans

CSP 01-04 (D) (1) SOARs

CSP 01-04 (D) (2) SAMM, SIR

CSP 01-05 FAME

CSP 01-07 CASPA

CSP 01-07 (A) 11(c)

CSP 01-07 (B) Other Complaints 

CSP 01-08 Annual State Grants

CSP 01-09 Grant Correspondence


Safety Health Management System

CSP-01-10 SHMS Implementation Plan 

CSP 01-11 SHMS Analysis

CSP 01-12 General Correspondence
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