[bookmark: _GoBack]Region 2/Long Island Area Office
2019 File Plan
	Document/Folder Title & Other Information
	File Arrangement & Disposition
	File Location/Custodian/Medium

	ADMINISTRATIVE FILES

	Calendar, Schedules, and correspondence   

	Label: Director’s Daily Calendar – (October/2019)
Date(s): 10/1/2019 – 
Describe/Content: Printed copies of the Director’s calendar using Microsoft Outlook.  Does not contain substantive information that is not incorporated in other official files such as speaking engagements, memoranda, reports, or correspondence.
	Order:  Chronological by Month and Year and then by day within the folder. 
Cut-off: End of fiscal year or when the Director leaves, whichever is sooner.
Dispose: TEMPORARY.  Destroy or delete when no longer needed for convenience of reference.
Authority:  DAA-GRS-2016-0016-0001

	Location:  Director’s computer and desk drawer if printed
Custodian(s): Kevin J. Sullivan and Joanna Skoch
Medium:  Paper/media


	Administrative Office Files 

	Label: Procurement Files
Date(s):  2014-present
Describe/Content:  Copies of invoices, credit card bills, budgets, travel vouchers with some receipts, Car accidents/damage.
	Order:  Kept by year for easy destroy.
Cut-off:  End of fiscal year.
Dispose: TEMPORARY.  Destroy when 6 years old.
Authority: DAA-GRS-2015-0006-0002

	Location:  Locked cabinets in Area Office
Custodian(s):  Joanna Skoch, Program Analyst

Medium:  Paper


	Label: Time and Attendance Records
Date(s):  2016-2018
Describe/Content:  time and attendance records including leave slips and overtime records, hours worked of employees and leave balances
	Order:  Kept by year for easy destroy.
Cut-off:  End of fiscal year.
Dispose: TEMPORARY.  Destroy when 3 years old.
Authority:  DAA-GRS-2016-0015-0003

	Location:  Locked cabinets in Area Office
Custodian(s):  Joanna Skoch, Program Analyst

Medium:  Paper


	PERSONNEL RECORDS

	Employee working files for supervisors use

	Label: Each Employee’s Name
Date(s):  10/1/2018-10/1/2019
Describe/Content:   correspondence, position descriptions, Notices of Personnel Actions, award nominations, and other documents including those that may duplicate the Official Personnel Folder (OPF) records.  Used and kept until employees yearly appraisal concluded. 
	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  Review annually and destroy superseded or obsolete documents or destroy file relating to an employee within 1 year after separation or transfer.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:  DAA-GRS-2017-0007-0012



	Location:  Supervisor’s Office (Locked)
Custodian(s): Matthew Delpezzo, Robert Morace, Kevin J. Sullivan (of each of their staffs) 
Medium:  Paper

	Label: Job application packages
Date(s):  2019-present
Describe/Content:  Applications and back up documentation for jobs announced during year.
	Order:  Kept in folder with announcement attached and labeled
Cut-off:  End of fiscal year.
Dispose: TEMPORARY.  Destroy when 1 years old.
Authority:  DAA-GRS-2014-0002-0011

	Location:  Supervisor’s Office (Locked)
Custodian(s): Matthew Delpezzo, Robert Morace, Kevin J. Sullivan (of each of their staffs) 
Medium:  Paper

	
	INSPECTION CASEFILES
	

	Label: Alphabetic by company/employer name
Date(s):  10/01/15 – current
Describe/Content: case files of safety/health relating to specific safety/health inspection in a specific establishment where violations occurred and/or where citations issued including the general duty clause 5a1 of the Act.  Includes follow up inspections and Proposed Modifications of Abatement (PMA).  No sampling
	Order:  Alphabetic
Cut-off: End of fiscal year.
Dispose:  Hold for 3 years, then send to FRC for 3 years, destroyed after closed 6 years.
Authority:  DAA-0100-2018-0002-0003




	Location:  File cabinets in LIAO
Custodian(s): Joanna Skoch/Kevin Sullivan
Medium:  Paper


	Label: Alphabetic by company/employer name
Date(s):  10/01/15 – current
Describe/Content: correspondence, memoranda, inspections, reports and other records involving safety and health fatalities and/or catastrophes including follow up inspections and Proposed Modifications of Abatement (PMA).
	Order:  Alphabetic
Cut-off: End of fiscal year.
Dispose:  Hold for 3 years, then send to FRC for 40 years, after closed. 
Authority:  DAA-0100-2018-0002-0004



	Location:  File cabinets in LIAO
Custodian(s): Joanna Skoch/Kevin Sullivan
Medium:  Paper


	Label: Alphabetic by company/employer name
Date(s):  10/01/15 – 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-0100-2018-0002-0005
	Location:  File cabinets in LIAO
Custodian(s): Joanna Skoch/Kevin Sullivan
Medium:  Paper

	
Label: Alphabetic by company/employer name
Date(s):  10/01/15 – current
Describe/Content: 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 Proposed Modifications of Abatement (PMA). 
	
Order:  Alphabetic
Cut-off: End of fiscal year.
Dispose:  Hold for 3 years, then send to FRC for 40 years, after closed.
Authority:  DAA-0100-2018-0002-0006
	
Location:  File cabinets in LIAO
Custodian(s): Joanna Skoch/Kevin Sullivan
Medium:  Paper

	
Label: Alphabetic by company/employer name
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.
	
Order:  Alphabetic
Cut-off: End of fiscal year.
Dispose:  Hold for 3 years, then destroy
Authority:  DAA-0100-2018-0002-0007
	
Location:  File cabinets in LIAO
Custodian(s): Joanna Skoch/Kevin Sullivan
Medium:  Paper


	Label: Alphabetic by company/employer name
Date(s):  10/01/15 – 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 their schedule.
	Order:  date came in
Cut-off: End of fiscal year.
Dispose:  Hold for 1 year, then destroy
Authority:  DAA-0100-2018-0002-0008
	Location:  Binders in LIAO
Custodian(s): Joanna Skoch/Kevin Sullivan
Medium:  Paper


	FOIA

	Label: Kept by Fiscal year
Date(s):  10/01/13 – 10/1/19
Describe/Content:  Copies of all requests and response letters for each fiscal year.  May invlude denials, both partials and full, appeals and no records.

	Order:  FOIA number
Cut-off: End of fiscal year.
Dispose:  Review annually and destroy superseded or obsolete documents or destroy file.
Authority:  DAA-GRS-2016-0002-0001

	Location:  Binders and file cabinets in LIAO
Custodian(s): Joanna Skoch 
Medium:  Paper



