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	ADMINISTRATIVE FILES 
(Directives for maintaining OSHA Administrative Records, Calendar, Schedules, Logs, and OSHA Case Files)

	Calendar, Schedules, and Logs 

	Item 010 from GRS 5.1: Common Office Records

	Label: Director’s Daily Calendar – (Month/Year)
Date(s): 10/01/2015 – present
Describe/Content:
Administrative records maintained in any agency office.
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.
(See GRS 5.1: Common Office Records item 010 for description, July 2017 version, Transmittal number 28.)
	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 Office –Desk/AD Laptop 
Custodian(s): Kay Gee – Area Director
Medium:  Paper/Electronic


	Administrative Office Files

	Item 010 from GRS 1.1:  Financial Management and Reporting Records

	Label: Object Class & Title
Date(s):  10/01/2015 – current
Describe/Content: 
Financial transaction records related to procuring goods and services, paying bill, collecting debts, and accounting. (See GRS 1.1: Financial Management and Reporting Records item 010 for description, July 2017 version, Transmittal number 28.)

	Order:  By object class  
Cut-off:  End of fiscal year.
Dispose: Temporary. Destroy 6 years after final payment or cancellation, but longer retention is authorized if required for business use.
Authority: DAA-GRS-2013-0003-0001 

	Location:  Michelle McKenley’s desk area/ locked within a file cabinet–Room 908
Custodian(s): Michelle McKenley, Administrative Support Assistant
Medium:  Paper








	Financial Management and Reporting Records

	Label: Object Class & Title
Date(s):  10/01/2015 – current
Describe/Content: 
Procuring goods and services. (See GRS 1.1: Financial Management and Reporting Records item 011 for description, July 2017 version, Transmittal number 28.)

	Order:  By object class  
Cut-off:  End of fiscal year.
Dispose: Temporary. Destroy when business use ceases.
Authority: DAA-GRS-2013-0003-0002 

	Location:  Michelle McKenley’s desk area/ locked within a file cabinet–Room 908
Custodian(s): Michelle McKenley, Administrative Support Assistant
Medium:  Paper

	Budgeting Records

	Label: Object Class & Subject
Date(s):  10/01/2015 – current
Describe/Content: 
Budget execution records. (See GRS 1.3: Budgeting Records item 020 for description, December 2017 version, Transmittal number 29.)

	Order:  By object class  
Cut-off:  End of fiscal year.
Dispose: Temporary. Destroy 6 years after final payment or cancellation, but longer retention is authorized if required for business use.
Authority: DAA-GRS-2015-0006-0002 

	Location:  Michelle McKenley’s desk area/ locked within a file cabinet–Room 908
Custodian(s): Michelle McKenley, Administrative Support Assistant
Medium:  Paper

	Budgeting Records

	Label: Object Class & Subject
Date(s):  10/01/2015 – current
Describe/Content: 
Budget administration records. (See GRS 1.3: Budgeting Records item 050 for description, December 2017 version, Transmittal number 29.)

	Order:  By object class  
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 

	Location:  Michelle McKenley’s desk area/ locked within a file cabinet–Room 908
Custodian(s): Michelle McKenley, Administrative Support Assistant
Medium:  Paper

	Employee Acquisition Records

	Label: (Employee’s Name & SSN)
Date(s):  10/01/2015 – current
Describe/Content: 
Position descriptions. (See GRS 2.1: Employee Acquisition Records, item 020 for description, December 2017 version, Transmittal number 29.)
	Order:  Alphabetically by Employee Name
Cut-off:  End of fiscal year.
Dispose: Temporary. Destroy 2 years after position is abolished or description is superseded, but longer retention is authorized if required for business use. 
Authority: DAA-GRS-2014-0002-0002 

	Location:  Michelle McKenley’s desk area/ locked within a file cabinet–Room 908
Custodian(s): Michelle McKenley, Administrative Support Assistant
Medium:  Paper





	Employee Acquisition Records

	Label: (Employee’s Name & SSN)
Date(s):  10/01/2015 – current
Describe/Content: 
Job application packages. (See GRS 2.1: Employee Acquisition Records, item 060 for description, December 2017 version, Transmittal number 29.)
	Order: Alphabetically by Employee Name
Cut-off:  End of fiscal year.
Dispose: Temporary. Destroy 1 year after date of submission. 
Authority: DAA-GRS-2014-0002-0011 

	Location:  Michelle McKenley’s desk area/ locked within a file cabinet–Room 908
Custodian(s): Michelle McKenley, Administrative Support Assistant
Medium:  Paper

	Employee Training Records

	Label: (Employee’s Name & CSHO ID)
Date(s):  10/01/2018 – current
Describe/Content: 
Non-mission employee training program records. (See GRS 2.6: Employee Training Records, item 010 for description, January 2017 version, Transmittal number 27.)
	Order: Alphabetically by Employee Name
Cut-off:  End of fiscal year.
Dispose: Temporary. Destroy when 3 years old, or 3 years after superseded or obsolete, whichever is appropriate, but longer retention is authorized if required for business use.
Authority: DAA-GRS-2016-0014-0001 

	Location:  Michelle McKenley’s desk area/ locked within a file cabinet–Room 908
Custodian(s): Michelle McKenley, Administrative Support Assistant
Medium:  Paper

	Employee Training Records (Learning Link certificates)

	Label: (Employee’s Name & CSHO ID)
Date(s):  10/01/2018 – current
Describe/Content: 
Individual employee training records.
(See GRS 2.6: Employee Training Records, item 030 for description, December 2017 version, Transmittal number 29.)
	Order: Alphabetically by Employee Name
Cut-off:  End of fiscal year.
Dispose: Temporary. Destroy when superseded, 3 years old, or 1 year after separation, whichever comes first, but longer retention is authorized if required for business use.
Authority: DAA-GRS-2016-0014-0003 

	Location:  Michelle McKenley’s desk area/ locked within a file cabinet–Room 908
Custodian(s): Michelle McKenley, Administrative Support Assistant
Medium:  Paper

	Employee Health and Safety Records

	Label: Subject and Fiscal Year
Date(s):  10/01/2013 – current
Describe/Content: 
Occupational injury and illness program records.
(See GRS 2.7: Employee Health and Safety Records, item 020 for description, December 2017 version, Transmittal number 29.)
	Order: Numerical by fiscal year 
Cut-off:  End of fiscal year.
Dispose: Temporary. Destroy when 6 years old, but longer retention is authorized if needed for business use.
Authority: DAA-GRS-2017-0010-0002 

	Location: Center filing cabinets within room 908- Center of office floor
Custodian(s): Michelle McKenley, Administrative Support Assistant
Medium:  Paper





			 OSHA Case Files

	Inspection Records System (At-A-Glance)

	Label: (Employer’s Name, Inspection Number, Site Address, CSHO ID)
Date(s): 10/01/2015 – current
Describe/Content: 
General Materials.
(See Inspection Records System (AT-A-Glance), item 0001 for description, November 5th 2018 version)
	Order: Alphabetically by Employer Name
Cut-off:  End of fiscal year.
Dispose: Temporary. Destroy no sooner than 3 years after completion or when no longer needed for reference.
Authority: DAA-0100-2018-0002-0001

	Location: Center filing cabinets within room 908- Center of office floor
Custodian(s): Michelle McKenley, Administrative Support Assistant
Medium:  Paper

	Item 0002 from Inspection Records System (At-A-Glance)

	Label: (Employer’s Name, Inspection Number, Site Address, CSHO ID)
Date(s): 10/01/2015 – current
Describe/Content: 
Policy Materials.
(See Inspection Records System (AT-A-Glance), item 0002 for description, November 5th 2018 version)
	Order: Alphabetically by Employer Name
Cut-off:  End of fiscal year.
Dispose: Temporary. Destroy when superseded or obsolete.
Authority: DAA-0100-2018-0002-0002
	Location: Center filing cabinets within room 908- Center of office floor 
Custodian(s): Michelle McKenley, Administrative Support Assistant
Medium:  Paper 

	Item 0003 from Inspection Records System  (At-A-Glance)

	Label: (Employer’s Name, Inspection Number, Site Address, CSHO ID)
Date(s): 10/01/2015 – current
Describe/Content: 
Inspection with Citations issued-No personal Sampling.
(See Inspection Records System (AT-A-Glance), item 0003 for description, November 5th 2018 version)
	Order: Alphabetically by Employer Name
Cut-off:  End of fiscal year.
Dispose: Temporary. Destroy 6 years after case is closed.
Authority: DAA-0100-2018-0002-0003
	Location: Center filing cabinets within room 908- Center of office floor 
Custodian(s): Michelle McKenley, Administrative Support Assistant
Medium:  Paper











	Item 0004 from Inspection Records System (At-A-Glance)

	Label: (Employer’s Name, Inspection Number, Site Address, CSHO ID)
Date(s):  10/01/2015 – current
Describe/Content: 
Fatalities/Catastrophes.
(See Inspection Records System (AT-A-Glance), item 0004 for description, November 5th 2018 version)
	Order: Alphabetically by Employer Name
Cut-off:  End of fiscal year.
Dispose: Temporary. Destroy 40 years after case is closed.
Authority: DAA-0100-2018-0002-0004
	Location: Center filing cabinets within room 908- Center of office floor 
Custodian(s): Michelle McKenley, Administrative Support Assistant
Medium:  Paper

	Item 0005 from Inspection Records System  (At-A-Glance)

	Label: (Employer’s Name, Inspection Number, Site Address, CSHO ID)
Date(s): 10/01/2015 – current
Describe/Content: 
Inspections in-compliance or no inspection-no personal sampling.
(See Inspection Records System (AT - A- Glance), item 0005 for description, November 5th 2018 version)
	Order: Alphabetically by Employer Name
Cut-off:  End of fiscal year.
Dispose: Temporary. Destroy 3 years after case is closed; no transfer to FRC required.
Authority: DAA-0100-2018-0002-0005
	Location: Center filing cabinets within room 908- Center of office floor
Custodian(s): Michelle McKenley, Administrative Support Assistant
Medium:  Paper

	Item 0006 from Inspection Records System  (At-A-Glance)

	Label: (Employer’s Name, Inspection Number, Site Address, CSHO ID)
Date(s): 10/01/2015 – current
Describe/Content: 
Inspections with Personal Sampling.
(See Inspection Records System (AT - A- Glance), item 0006 for description, November 5th 2018 version)
	Order: Alphabetically by Employer Name
Cut-off:  End of fiscal year.
Dispose: Temporary. Destroy 40 years after case is closed.
Authority: DAA-0100-2018-0002-0006
	Location: Center filing cabinets within room 908- Center of office floor
Custodian(s): Michelle McKenley, Administrative Support Assistant
Medium:  Paper












	Item 0007 from Inspection Records System (AT-A-Glance)

	Label: (Employer’s Name, Inspection Number, Site Address, CSHO ID)
Date(s): 10/01/2015 – current
Describe/Content: 
Non-formal complaints and referrals.
(See Inspection Records System (AT-A- Glance), item 0007 for description, November 5th 2018 version)
	Order: Alphabetically by Employer Name
Cut-off:  End of fiscal year.
Dispose: Temporary. Destroy when 1 year old; no transfer to FRC required.
Authority: DAA-0100-2018-0002-0007
	Location: Center filing cabinets within room 908- Center of office floor
Custodian(s): Michelle McKenley, Administrative Support Assistant
Medium:  Paper

	Inspection Records System )

	Label: (Employer’s Name, Inspection Number, Site Address, CSHO ID)
Date(s): 10/01/2015 – current
Describe/Content: 
Invalid Complaints.
(See Inspection Records System (AT-A- Glance), item 0008 for description, November 5th2018 version)
	Order: Alphabetically by Employer Name
Cut-off:  End of fiscal year.
Dispose: Temporary. Destroy when 1 year old: no transfer to FRC required.
Authority: DAA-0100-2018-0002-0008
	Location: Center filing cabinets within room 908- Center of office floor
Custodian(s): Michelle McKenley, Administrative Support Assistant
Medium:  Paper

	PERSONNEL RECORDS 

	Employee Management Records  

	Label: (Employee’s Name & SSN)
Date(s):  10/01/2015 – current
Describe/Content:  
Employee incentive award records. Agency awards files, including recommendations, approved nominations, correspondence, and reports about agency-sponsored cash and noncash awards (such as lump-sum cash awards, honorary awards, informal recognition awards, cost savings awards, and time off awards). Also, includes correspondence about awards from other Federal agencies or non-Federal organizations and to former employees. 

	Order:  Alphabetically by Employee Name
Cut-off: End of fiscal year.
Dispose:  Temporary. Destroy when 2 years old or 2 years after award is approved or disapproved, whichever is later, but longer retention is authorized if required for business use. 
Authority: DAA-GRS-2017-0007-0003


	Location: Outside of Area Director’s office, locked within a file cabinet–Room 908
Custodian(s): Area Director- Kay Gee; Assistant Area Director- Janet Drogowski; Assistant Area Director- Richard Tom; Assistant Area Director- Mitchel Konca 
Medium:  Paper
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	Employee Management Records.

	Label: (Employee’s Name & SSN)
Date(s):  10/01/2015 – current
Describe/Content:  
Official Personnel Folder (OPF)/electronic OPF (eOPF). The Official Personnel Folder (Standard Form 66) or its approved electronic equivalent documents an individual’s employment history. 

*Long-term records. Records of separated employees saved to the “permanent” folder in the eOPF or filed on the right side of the hardcopy OPF. 

*Short-term records. Records of separated employees saved to the “temporary” folder in the eOPF or filed on the left side of the hardcopy OPF. 



	Order:  Alphabetically by Employee Name
Cut-off: End of fiscal year.
Disposition instruction for *Long-term records: Temporary. Destroy when survivor or retirement claims are adjudicated or when records are 129 years old, whichever is sooner, but longer retention is authorized if required for business use. 
Authority:  DAA-GRS-2017-0007-0004

Disposition instruction for *Short-term records: Temporary. Destroy when superseded or obsolete, or upon separation or transfer of employee, whichever is earlier.
Authority:  DAA-GRS-2017-0007-0005

	Location: Outside of Area Director’s office, locked within a file cabinet–Room 908
Custodian(s): Michelle McKenley, Administrative Support Assistant
Medium:  Paper






	 Employee Management Records 

	Label: (Employee’s Name & SSN)
Date(s):  10/01/2015 – current
Describe/Content:  
Notifications of personnel actions. Copies of Standard Form 50, documenting all individual personnel actions such as hiring, promotions, transfers, and separation. Includes chronological files, fact sheets, general correspondence, and forms about pending personnel actions maintained by agency Human Resources offices. Exclusion: SF-50s filed in the OPF. Items 040 and 041 of this schedule cover these records. 
	Order:  Alphabetically by Employee Name
Cut-off: End of fiscal year.
Dispose:  Temporary. Destroy when business use ceases. 
Authority: DAA-GRS-2017-0007-0006

	Location: Outside of Area Director’s office, locked within a file cabinet–Room 908
Custodian(s): Michelle McKenley, Administrative Support Assistant
Medium:  Paper
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	Employee Management Records 

	Label: (Employee’s Name & SSN)
Date(s):  10/01/2015 – current
Describe/Content:  
Employee performance file system records. Employee performance records are ratings of record, the performance plans on which ratings are based, supporting documentation for those ratings, and any other performance-related material required by an agency’s performance appraisal system.

Exclusion:  Performance records
	Order:  Alphabetically by Employee Name
Cut-off: End of fiscal year.
Dispose:  Temporary. Destroy no sooner than 4 years after date of appraisal, but longer retention is authorized if required for business use. 
Authority: DAA-GRS-2017-0007-0008

	Location: Outside of Area Director’s office, locked within a file cabinet–Room 908
Custodian(s): Michelle McKenley, Administrative Support Assistant
Medium:  Paper




	Employee Management Records 

	Label: (Employee’s Name & SSN)
Date(s):  10/01/2015 – current
Describe/Content:  
Supervisors’ personnel files. Records on positions, authorizations, pending actions, position descriptions, training records, individual development plans, telework agreements, award recommendations, and records on individual employees not duplicated in or not appropriate for the OPF. These records are sometimes called supervisors’ working files, unofficial personnel files (UPFs), and employee work folders or “drop” files. 

Exclusion 1: Records that become part of a grievance file, an appeal or discrimination complaint file, a performance-based reduction-in-grade or removal action, or an adverse action. These records are covered under GRS 2.3, Employee Relations Records. 

Exclusion 2: Employee medical documents, unless part of employee’s initial request for reasonable accommodation. Following approval, the agency’s reasonable accommodation decision replaces medical documentation and becomes the record. Reasonable accommodation employee case files are covered under GRS 2.3, Employee Relations Records.
	Order:  Alphabetically by Employee Name
Cut-off: End of fiscal year.
Dispose:  Temporary. Review annually and destroy superseded documents. Destroy remaining documents 1 year after employee separation or transfer.
Authority: DAA-GRS-2017-0007-0012

	Location:  Area Director’s office (locked) –Room 908
Custodian(s): Kay Gee, Area Director
Medium:  Paper
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	FOIA

	Information Access and Protection Records 

	Label: SIMS Number
Date(s):  10/01/2015 – current
Describe/Content:  
FOIA, Privacy Act, and classified documents administrative records. Records on managing information access and protection activities. Records include:  
· Correspondence related to routine implementation of the FOIA and Privacy Act and administration of security classification, control, and accounting for classified documents.
•      associated subject files
•      feeder and statistical reports
	Order:  SIMS number
Cut-off: End of fiscal year.
Dispose:  TEMPORARY.  Destroy when 3 years old, but longer retention is authorized if needed for business use.
Authority:  DAA-GRS-2016-0013-0003

	Location:  Anthony Clemons desk area (Room 908), hard drive/shared drive (Locked) 
Custodian(s): Anthony Clemons, FOIA Specialist 
Medium:  Paper & Electronic 


















	Information Access and Protection Records 

	Label: SIMS Number
Date(s):  10/01/2015 – current
Describe/Content:  
General information request files. Requests for information, publications, photographs, and other information involving no administrative action, policy decision, or special compilations or research. Also includes acknowledgements, replies, and referrals of inquiries to other offices for response.
	Order:  SIMS number
Cut-off: End of fiscal year.
Dispose:  TEMPORARY. Destroy when 90 days old, but longer retention is authorized if required for business use. 
Authority:  DAA-GRS-2013-0007-0001

	Location:  Anthony Clemons desk area (Room 908), hard drive/shared drive (Locked) 
Custodian(s): Anthony Clemons, FOIA Specialist 
Medium:  Paper & Electronic 



	Information Access and Protection Records

	Label: SIMS Number
Date(s):  10/01/2015 – current
Describe/Content:  
Access and disclosure request files. Case files created in response to requests for information under the Freedom of Information Act (FOIA), Mandatory Declassification Review (MDR) process, Privacy Act (PA), Classification Challenge, and similar access programs, and completed by:
• granting the request in full
• granting the request in part 
• denying the request for any reason including:
o inability to fulfill request because records do not exist 
o inability to fulfill request because request inadequately describes records 
o inability to fulfill request because search or reproduction fees are not paid 
• final adjudication on appeal to any of the above original settlements 
• final agency action in response to court remand on appeal Includes: 
• requests (either first-party or third-party) 
• replies 
• copies of requested records 
• administrative appeals 
• related supporting documents (such as sanitizing instructions) 

Note 1: Record copies of requested records remain covered by their original disposal authority, but if disposable sooner than their associated access/disclosure case file, may be retained under this item for disposition with that case file. 
Note 2: Agencies may wish to retain redacted copies of requested records for business use after the rest of the associated request case file is destroyed. 
	Order:  SIMS number
Cut-off: End of fiscal year.
Dispose:  TEMPORARY. Destroy 6 years after final agency action or 3 years after final adjudication by the courts, whichever is later, but longer retention is authorized if required for business use. 
Authority:  DAA-GRS-2016-0002-0001

	Location:  Anthony Clemons desk area (Room 908), hard drive/shared drive (Locked) 
Custodian(s): Anthony Clemons, FOIA Specialist 
Medium:  Paper & Electronic 
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