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	Document/Folder Title & Other Information
	File Arrangement & Disposition
	File Location/Custodian/Medium

	ADMINISTRATIVE FILES

	Interview records. 
Case files related to filling job vacancies, held by hiring official and interview panel members. Includes: • copies of records in the job vacancy case file (item 050 and 051) • notes of interviews with selected and non-selected candidates 

	Order: By Fiscal Year, by hiring event.
Cut-off: End of fiscal year.
Dispose: Temporary. Destroy 2 years after case is closed by hire or non-selection, expiration of right to appeal a non-selection, or final settlement of any associated litigation, whichever is later. 
Disposal Authority: DAA-GRS-2014-0002-0008
	Location: Area Director’s Office File Cabinet
Custodian: Amy Phillips
Medium:  Paper


	Occupational injury and illness program records.
Description: • OSHA 300 Log • OSHA 301 Incident Report • OSHA 300A Summary or equivalent
	Order: By Fiscal Year
Temporary: Destroy when 6 years old, but longer retention is authorized if needed for business use.

	Location: Area Director’s Office
Custodian(s): Amy Phillips/Susan Carroll
Medium:  Paper 
Authority: DAA-GRS2017-0010-0049


	Occupational health and safety training records. Description: Records of health and safety-related training on topics such as cardiopulmonary resuscitation (CPR), automatic external defibrillators (AED), personal protective equipment (PPE) use, safe sampling techniques, personal decontamination procedures, and emergency response procedures
	Order: out of date
Cutoff:
Dispose: Temporary. Destroy 5 years after training participation or when superseded, whichever is applicable, but longer retention is authorized if required for business use.
Authority:  DAA-GRS-2017-0010-0003
	Location: Area Director’s Office 
Custodian: Amy Phillips/Susan Carroll
Medium: Paper




	Workplace environmental monitoring and exposure records.
Description: Results or measurements of monitoring workplace air, toxic substances, or harmful physical agents, including personal, area, grab, wipe, or other methods of sampling results.
	Order: Per incident.
Cutoff: Fiscal Year
Dispose: Temporary: Destroy no sooner than 30 years after monitoring is conducted, but longer retention is authorized if needed for business use.
Authority:  DAA-GRS-2017-0010-0004
	Location: File Room
Custodian: Amy  Phillips/Susan Carroll
Medium: Paper and Electronic


	Freedom of Information Act Requests
Date(s):  10/01/14– 10/1/19
Describe/Content:  Copies of all requests and response letters for each fiscal year.  May include denials, both partials and full, appeals and no records.

	Order: Alphabetical by Year
Cut-off: End of fiscal year.
Dispose:  Review annually and destroy superseded or obsolete documents or destroy file.
Authority:  

	Location: Administrative Office Cabinet and Q-Drive: FOIA
Custodian(s): Amy Phillips/Susan Carroll 
Medium:  Mixed Media


	
	INSPECTION CASEFILES
	

	Inspections with Citations issued-No Personal Sampling
Date(s):  10/01/2016– Present
Describe/Content: Case files of safety/health inspection relating to a specific safety/health inspection in a specific establishment where violation(s) occurred and/or where citation(s) issued including the General Duty Clause (5(a)(1) of the Act.  Includes related follow up inspections and Proposed Modification of Abatement (PMA) monitoring reports.  
	Order:  Alphabetic
Cut-off: End of fiscal year.
Dispose:  Hold for 3 years, then send to FRC for 3 years, after closed. 

DAA-0100-2018-0002
	Location:  Main file room cabinets
Custodian: Amy Phillips/Susan Carroll
Medium:  Mixed Media


	Fatalities/Catastrophes
Date(s):  10/01/16 - Present
Describe/Content: Correspondence, memoranda, inspections, reports and other records involving safety and health fatalities and/or catastrophes including follow-up inspections and Proposed Modification of Abatement (PMA) monitoring reports.  
	Order:  Alphabetic
Cut-off: End of fiscal year.
Dispose:  Hold for 3 years, then send to FRC.  Destroy 40 years after closed.

Authority:  DAA-0100-2018-0002




	Location:  Main file room cabinets
Custodian(s): Amy Phillips/Susan Carroll
Medium:  Mixed Media


	Inspections In-Compliance or No Inspection – No Personal Sampling
Date(s):  10/01/16– current
Describe/Content: case files of safety inspections and/or health inspections where no violations were cited.  Includes inspections where only a safety records review was conducted or consists of inspections where personal sampling data was not collected.  
	Order:  Alphabetic
Cut-off: End of fiscal year.
Dispose:  Hold for 3 years, then destroy
Authority:  DAA-0100-2018-0002
	Location:  Main file cabinets
Custodian(s): Amy Phillips/Susan Carroll
Medium:  Mixed Media

	Date(s):  10/01/15 – current
Inspections with Personal Sampling  
Describe/Content: I Case files of health inspections and combined safety/health inspections.  Consists of all such inspections, including health and safety in-compliance inspections, where personal sampling data was collected.  Includes related follow up inspections and PMA monitoring reports.  
	Order:  Alphabetic
Cut-off: End of fiscal year.
Dispose:  Hold for 3 years, then send to FRC for 40 years, after closed.
Authority:  DAA-0100-2018-0002
	Location: Main file cabinets
Custodian(s): Amy Phillips/Susan Carroll
Medium: Mixed Media

	
Non-Formal Complaints and Referrals
Date(s):  10/01/15 – current
Describe/Content: Investigation case files including rapid response investigations (RRI) relating to complaints and referrals concerning unsafe or unhealthy conditions in an establishment.  No inspection is made of the establishment.  Except non-formal complaints which become formal and result in an inspection, see items 5 and 6 above, as appropriate.
	
Order:  Alphabetic
Cut-off: End of fiscal year.
Dispose:  Hold for 3 years, then destroy
Authority:  DAA-0100-2018-0002
	
Location:  Main File Room Cabinets
Custodian(s): Amy Phillips/Susan Carroll
Medium:  Mixed Media


	Invalid Complaints
Date(s):  10/01/16 – current
Describe/Content: Complaints or fatalities which are not related to occupational safety and health or are not covered by OSHA.  Includes appeals where the Area Office Director determines the complaint is invalid for redress and the complainant appeals the decision.  Except successful appeals are disposed in accordance with the appropriate item elsewhere in this schedule.
	Order:  by receipt date
Cut-off: End of fiscal year.
Dispose: Destroy when 1 year old; no transfer to FRC required.
Authority:  DAA-0100-2018-0002
	Location:  Folder and log book. Cabinet outside AADs Offices.
Custodian(s): Amy Phillips/Susan Carroll
Medium:  Paper


	Administrative records maintained in any agency office. 
Date(s): 10/1/2019 – 
Description: Records accumulated by individual offices that relate to routine day-to-day administration and management of the office rather than the mission-specific activities for which the office exists.  Includes:
Staff phone listings*, Area Office Shared Calendar*, Duty Officer Calendar*,
	Order:  Chronological by Month and Year.  Rolling calendar years.   
Cut-off: None
Dispose: TEMPORARY.  Destroy when business uses ceases.
Authority:  DAA-GRS-2016-0016-0001

	Location:  Electronic only.
Custodian(s): Amy Phillips/Susan Carroll
Medium:  Electronic


		Continuity planning and related emergency planning files. 
Coop Plan, EAP 
Related Materials



	Order: Binder
Cut-off: None
Authority:  DAA-GRS-2016-0004-0001

	Location:  Area Director’s Office
Custodians:  Amy Phillips/Susan Carroll
Medium: Paper, electronic

	Budget Administration Records. 
Date(s):  2016-present
Describe/Content: 
	Records documenting administration of budget office responsibilities. Includes: 
Monthly Bill Sheet, Copies of Credit Card statement submission with appendix G.  Records of vehicle mileage, phone, rent and other Area Office expenses in paper form with log entry.  Budget Administration Records (continued):  spreadsheets for travel, bill sheet submission and total expenditures updated monthly each FY. 

	


 
	Order:  Reverse chronological by fiscal year.
Cut-off:  End of fiscal year.
Dispose: 
Temporary. Destroy when 3 years old, but longer retention is authorized if required for business use.
Authority: DAA-GRS-2015-0006-0007
Order:  Alphabetically by Employee Name
Cut-off: End of fiscal year or when employee leaves the position, whichever is sooner.
Dispose:  TEMPORARY.  Review annually and destroy superseded or obsolete documents or destroy file relating to an employee within 1 year after separation or transfer.
Authority:  GRS-¬2017-0007-¬0009
	Location:  Locked cabinets in Area Office
Custodian(s):  Amy Phillips/Susan Carroll

Medium:  Mixed Media


	Fit Test Records:
Documentation of annual fitness testing for respirator use. 
Date(s):

	
Order: Alphabetically by Employee.
Cut Off:  End of Fiscal year.  
	Location: LAB
Custodian(s): Rita Young/Jason Martin



