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

	OFFICE CASE FILES

	Case Files

	Label: Case Files
Date(s): 2017 – Present
Describe/Content: Inspection Files, including: Safety, Fatality, Health (with Sampling), Health (without Sampling), and UPA files.
	Order:  Kept in alphabetical order in filing cabinets 
Cut-off: 3 years
Dispose: Inspection files go to archives every three years, and UPA files are destroyed every three years.
Authority:  DAA-GRS-2017-0007-0017

	Location:  Filing Cabinets
Custodian(s): Everyone in the office
Medium:  Paper


	Archived Files 

	Label: Records of files archived
Date(s):  2016 - Present
Describe/Content: Records of the inspection files sent to archives at the end of every fiscal year.
	Order:  By the fiscal year they were sent, separated by classification, (i.e., safety, health w/ or w/o sampling, and fatality).
Cut-off:  End of fiscal year.
Dispose: TEMPORARY.  Destroy after the archived files are supposed to be destroyed.
Authority:  DAA-GRS-2013-0002-0007

	Location:  Q-drive, and in file folder
Custodian(s):  Greg Rhodes
Medium:  Media/paper


	Administrative Files

	Administrative Office Files

	Label: Procurement Files
Date(s):  2016  – Present
Describe/Content:  Copies of invoices, credit card bills, and receipts.

	Order:  Kept by year  
Cut-off:  End of fiscal year.
Dispose: TEMPORARY.  Destroy 2 years after cut-off or when 2 years old.
Authority:  DAA-GRS-2015-0006-0001




	Location:  My desk
Custodian(s):  Greg Rhodes
Medium:  Paper


	FOIA

	Label: FOIA records
Date(s):  2016 – present
Describe/Content:  Correspondence letters, requests, and fee payment records.
	Order:  SIMS number
Cut-off: End of fiscal year.
Dispose:  Records are in SIMS.
Authority:  DAA-GRS-2013-0002


	Location:  SIMS
Custodian(s): Greg Rhodes 
Medium:  Media



