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

	ADMINISTRATIVE FILES

	Procurement and Payment Records

	Content:  Include – contracts, requisitions, purchase orders, printing requisitions to the Government Printing Office, credit card/purchase card statements and supporting documentation, leases, recurring financial transactions such as utility and communications invoices.
	Order:  Alphabetically  
Cut-off:  End of fiscal year.
Dispose: TEMPORARY.  Destroy 6 years after close of fiscal year, but longer retention is authorized if required.
Authority:  DAA-GRS-2013-0003-0002
	Location:  Files next to windows (Locked)
Custodian(s): Administrative Staff
Medium:  Paper


	Budget Execution Records

	Content:  Include – obligations under each authorized appropriation, operating budgets, fund utilization records, continuing resolution guidance, calculations
	Order:  By fiscal year.  
Cut-off:  End of fiscal year.
Dispose: TEMPORARY.  Destroy 6 years after close of fiscal year, but longer retention is authorized if required.
Authority:  DAA-GRS-2015-0006-0002
	Location:  Files next to windows (Locked)
Custodian(s): Administrative Staff
Medium:  Paper

	Budget Administration Records

	Content:  Include – correspondence relating to routine administration, internal procedures and other day-to-day maters; records monitoring expenditures under approved budget allocations; records of financial controls maintenance; spreadsheets and databases tracking income, expenditures, and trends; accounting code lists
	Order:  By fiscal year.  
Cut-off:  End of fiscal year.
Dispose: TEMPORARY.  Destroy when 3 years old, but longer retention is authorized if required.
Authority:  DAA-GRS-2015-0006-0007
	Location:  Files next to windows (Locked)
Custodian(s): Administrative Staff
Medium:  Paper

	Occupational Injury and Illness Program Records

	Content:  Includes – OSHA 300 Log, OSHA 301 Incident Report and OSHA 300A Summary or equivalent
	Order:  By calendar year.  
Cut-off:  End of calendar year.
Dispose: TEMPORARY.  Destroy when 6 years old, but longer retention is authorized if required.
Authority:  DAA-GRS-2017-0010-0002
	Location:  Files next to windows (Locked)
Custodian(s): Administrative Staff
Medium:  Paper

	
	
	

	Freedom Of Information Act Records

	Content:  Case files created in response to requests for information under the Freedom of Information Act (FOIA), and completed by: granting the request in full, granting the request in part, denying the request for any reason including records do not exist, request inadequately describes records, search or reproduction fees are not paid.
	Order:  By fiscal year.  
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.
Authority:  DAA-GRS-2016-0002-0001
	Location:  Files next to windows (Locked)
Custodian(s): Administrative Staff
Medium:  Paper

	Vehicle Records

	Content:  Vehicle identification and registration; maintenance records, daily use log, and fuel receipts.
	Order:  Alphabetically by Vehicle Make and Model 
Cut-off:  When vehicle use ceases.
Dispose: TEMPORARY.  Destroy within 1 year after business use ceases.
Authority:  DAA-GRS-2016-0011-0003
	Location:  Files next to windows (Locked)
Custodian(s): Administrative Staff
Medium:  Paper

	Job Application Packages 

	Content:  Application packages for competitive positions, in USAJobs, and other systems.  Includes application, resume, supplemental forms, and other attachments.
	Order:  Alphabetically by Subject  
Cut-off:  End of calendar year.
Dispose: TEMPORARY.  Destroy 1 year after date of submission.
Authority:  DAA-GRS-2014-0002-0011
	Location:  Area Director’s Office (Locked)
Custodian(s):  Area Director 
Medium:  Paper 

	Interview Records
	
	

	Content:  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, notes of interviews with selected and non-selected candidates, and reference check documentation.
	Order:  Alphabetically by Subject  
Cut-off:  End of calendar year.
Dispose: TEMPORARY.  Destroy 2 years after case is closed by hire or non-slection, expiration of right to appeal a non- selection, or final settlement of any associated litigation, whichever is later.
Authority:  DAA-GRS-2014-0002-0008
	Location:  Area Director’s Office (Locked)
Custodian(s):  Area Director 
Medium:  Paper

	PERSONNEL RECORDS

	Supervisors’ Personnel Records

	Describe/Content:  May include position descriptions, award nominations, individual development plans, telework agreements, award recommendations and other documents not duplicated in or not appropriate for the Official Personnel Folder (OPF) records.

	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:  Area Director’s Office (Locked)
Custodian(s): Area Director 
Medium:  Paper



	Employee Time and Attendance Records

	Content:  May include time cards, leave applications and approvals of all types (annual, sick, family medical, military service, leave donations, etc.); overtime, compensatory, and credit time requests and approvals; premium pay authorizations; and other records documenting employees’ presence at or absence from work.
	Order:  Alphabetically by Employee Name
Cut-off: End of fiscal year or 1 year after employee leaves the position, whichever is sooner.
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-2016-0015-0003
	Location:  Files next to windows (Locked)
Custodian(s): Administrative Staff 
Medium:  Paper

	Employee Training Records

	Content:  Records documenting training required by all or most Federal agencies, such as information system security and anti-harassment training, and training to develop job skills.  Include completion certificates or verification documents for mandatory training required of all Federal employees or specific groups of employees (e.g., supervisors, contractors)
	Order:  Alphabetically by Employee Name
Cut-off: End of fiscal year or when employee leaves the position, whichever is sooner.
Dispose:  TEMPORARY.    Destroy when 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:  Files next to windows (Locked)
Custodian(s): Administrative Staff 
Medium:  Paper

	Employee Travel Records

	Content:  Itineraries, travel authorization and vouchers.
	Order:  Alphabetically by Employee Name
Cut-off: End of fiscal year or when employee leaves the position, whichever is sooner.
Dispose:  TEMPORARY.    Destroy when 3 years old, or 1 year after separation, whichever comes first, but longer retention is authorized if required for business use.
Authority:  
	Location:  Files next to windows (Locked)
Custodian(s): Administrative Staff 
Medium:  Paper

	INSPECTION RECORDS

	Active Cases

	Inspections with Citations Issued:  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, sampling, non-sampling, fatality/catastrophe and in-compliance.  Includes related follow up inspections. 

	Order:  Alphabetically by Establishment
Cut-off: When case is closed, contested or in debt collection.
Dispose:   In accordance with General Records Schedule appropriate item. (refer to closed cases below) TEMPORARY. Destroy 6 years after case is closed.  Send to the FRC for storage after 3 years
Authority:  DAA-0100-year-0002

	Location:  Files in front of ADs office
Custodian(s): Administrative Staff 
Medium:  Paper


	Contested Cases:  Case files relating to a specific safety/health inspection in a specific establishment where violation(s) occurred and where citation(s) issued awaiting final order date from the Occupational Safety and Health Review Commission.  Includes the General Duty Clause (5(a)(1)) of the Act, sampling, non-sampling, and fatality/catastrophe.
	Order:  Alphabetically by Establishment
Cut-off:  When final order date is received.
Dispose:  In accordance with General Records Schedule appropriate item. (refer to closed cases below) 
Authority:  DAA-0100-year-0002

	Location:  Files in front of ADs office
Custodian(s): Administrative Staff 
Medium:  Paper

	Debt Collection Cases:  Case files relating to a specific safety/health inspection in a specific establishment where violation(s) occurred and where citation(s) issued referred to Debt Collection Accountability Team.  Includes the General Duty Clause (5(a)(1)) of the Act, sampling, non-sampling, and fatality/catastrophe.
	Order:  Alphabetically by Establishment
Cut-off:  When penalty payment is paid in full.
Dispose:  In accordance with General Records Schedule appropriate item. (refer to closed cases below)
Authority:  DAA-0100-year-0002

	Location:  Files in front of ADs office
Custodian(s): Administrative Staff 
Medium:  Paper

	Active Non-Formal Complaints and Referrals:  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.
	Order:  Alphabetically by Establishment
Cut-off:  When case is closed.
Dispose:  In accordance with General Records Schedule appropriate item. (refer to closed cases below)
Authority:  DAA-0100-year-0002
	Location:  Files in front of ADs office
Custodian(s): Administrative Staff 
Medium:  Paper

	Closed Cases

	Non-Formal Complaints and Referrals FYs 2020, 2019, 2018, 2017, 2016:  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.


	Order:  Alphabetically by Establishment
Cut-off:  End of Fiscal Year.
Dispose:  TEMPORARY.  Destroy 3 years after case is closed; no transfer to FRC required. 
Authority:  DAA-0100-2018-0002-0007
	Location:  Files in front of ADs office (FYs 2020, 	2019 and 2018)
	Files at the back of the office (FYs 2017 	and 2016)
Custodian(s): Administrative Staff 
Medium:  Paper

	Closed Cases FYs 2020, 2019, 2018, 2017, 2016  
· Inspection with citations issued – no personal sampling. 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.
· Inspections with personal sampling. Case files of health inspections and combined safety/health inspection.  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.
· Inspections In-Compliance or No Inspection-no personal sampling – 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.
· Fatalities/Catastrophes – 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:  Alphabetically by Establishment
Cut-off:  End of Fiscal Year.
Dispose:  TEMPORARY. Destroy 6 years after case is closed.  Send to the FRC for storage after 3 years
Authority:  DAA-0100-2018-0002-0003




Order:  Alphabetically by Establishment
Cut-off:  End of Fiscal Year.
Dispose:  TEMPORARY. Destroy 40 years after case is closed.  Send to the FRC for storage after 3 years
Authority:  DAA-0100-2018-0002-0006


Order:  Alphabetically by Establishment
Cut-off:  End of Fiscal Year.
Dispose:  TEMPORARY. Destroy 3 years after case is closed; no transfer to FRC
Authority:  DAA-0100-2018-0002-0005



Order:  Alphabetically by Establishment
Cut-off:  End of Fiscal Year.
Dispose:  TEMPORARY. Destroy 40 years after case is closed. Send to the FRC for storage after 3 years.
Authority:  DAA-0100-2018-0002-0004
	Location:  Files in front of ADs office (FY 2020) 
	Files at the back of the office (FYs 2019,  	2018, 2017 and 2016)
Custodian(s): Administrative Staff 
Medium:  Paper



