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2019 File Plan

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

	 [ADMINISTRATIVE OFFICE FILES] INSPECTION FILES

	

	Inspection Files- Administrative Office Files 

	Inspection Files – Closed/ Cases
Label: Company name, inspection number
            Site address, compliance officer number
            Opening date.
Date(s):  3 Fiscal years
Content: Citations, compliance notes, memos, emails, photos, electronic media, fatality information, next of kin information, Illness and injury logs, diagrams, complaint, legal correspondence.


Inspection files – Active Cases
Label: Company name, inspection number, Site 
            Address, compliance officer number
            Opening date.
Date(s): within 1 year of issuance
Content: Citations, compliance notes, memos, emails, photos, electronic media, fatality information, next of kin information, Illness and injury logs, diagrams, complaint, legal correspondence.






Inspection files – Active-Penalty Payment Plans
Label: Company name, inspection number
            Site address, compliance officer number
Date(s): within 2 years of citation issuance
Content: Informal/Expedited/Final order agreements, Penalty payment reports, Debt collection correspondence, abatement documents, Citations, compliance notes, memos, emails, photos, electronic media, fatality information, next of kin information, Illness and injury logs, diagrams, complaint, legal correspondence.

Inspection files – Active/Contested Cases
Label: Company name, inspection number
Date(s): within 2 years of citation issuance
Content: Diary sheet, entire scanned original file on CD, legal documents

Inspection files – Active/Waiting for delivery 
                                Confirmation
Label: Company name, inspection number, 
             Address, CSHO number, opening date
Date(s): within 6 months of opening
Content: Citations, compliance notes, memos, emails, photos, electronic media, fatality information, next of kin information, Illness and injury logs, diagrams, complaint, legal correspondence, union information.









Inspection files – Active/Debt Collection
Label: Company name, inspection number
            Site address, compliance officer number
             Opening date
Date(s): within 5 years of citation issuance
Content: Informal/Expedited/Final order agreements, Penalty payment reports, Debt collection correspondence, abatement documents, Citations, compliance notes, memos, emails, photos, electronic media, fatality information, next of kin information, Illness and injury logs, diagrams, complaint, legal correspondence.

Non formal complaint/Referral files – Open
Label: Company name, UPA number
Date(s): within 2 weeks of complaint
Content: Diary sheet, electronic complaint form, UPA, draft notes, complainant information, complaint letter

Non formal complaint/Referral files – Closed
Label: Company name, complaint number, site address, complaint opening date
Date(s): within 2 weeks of complaint opening
Content: Diary sheet, Employer response, related response correspondence, complainant response, electronic complaint form, UPA, draft notes, complainant information, complaint letter



	Order:  Alphabetically by first letter  
Cut-off:  End of fiscal year.
Dispose: TEMPORARY.  Destroy or archive 3 years after closing date.
Authority: DAA-0100-2018-0002-0003
                    DAA-0100-2018-0002-0004
                    DAA-0100-2018-0002-0005
                    DAA-0100-2018-0002-0006
                     



Order:  Alphabetically by first letter
Cut-off: Closed when penalty/abatement complete.
Dispose: Moved to closed case files. Follow above.











Order:  Alphabetically by first letter  
Cut off: Until all installments are paid
Dispose: Case is closed. Moved to closed files. 
Authority: Refer to above Closed Cases









Order:  Alphabetically by first letter
Cut off: Until final order is received from OSHRC
Dispose: Case remain active or closed per order
Authority: Refer to open/closed cases above.


Order:  Alphabetically by first letter
Cut off: Office receives delivery confirmation
Dispose: Case filed in active open drawer
Authority: Refer to open cases above.















Order:  Alphabetically by first letter
Cut off: When paid in full/per DCAT order
Dispose: Case is closed. Follow procedures above.
Authority: Follow procedure for closed cases. 










Order: Response due date
Cut off:  Employer response satisfactory
Dispose: Moved to close complaint
Authority: Follow procedure below



Order:  Alphabetically by first letter
Cut off: 3 years after closed date
Dispose: Temporary
Authority: DAA-0100-2018-0002-0007
                    DAA-0100-2018-0002-0008
	Location:  Front office central file area
Custodian(s):  Administrative Staff
Medium:  File Folder/CD









Location: Front office central file area, cabinet   
                  Facing entrance door, drawers 1 and 2.
Custodian(s):  Administrative Staff
Medium:  File Folder/CD











        
Location:  Front office central file area. Cabinet
                   facing entrance door. Drawers 3 and 4.
Custodians: Administrative staff
Medium: File Folder/CD









Location:  Front office central file area. Cabinet  
                   facing entrance door. Drawer 5
Custodians: Administrative staff
Medium: File Folder/CD


Location:  Front office administrative staff cube 
                    file drawer.
Custodians: Administrative staff
Medium: File Folder/CD















Location:  Rear office filing area
Custodian: Administrative staff
Medium: File Folder/CD











Location:  Mobile rolling cart
Custodian: Compliance staff
Medium: File Folder/CD




Location:  Rear office filing area
Custodians: Administrative staff
Medium: File Folder/CD

	Budget Files-Administrative Office Files
Label: Month
Dates(s): Date of Document
Describe/Content: Budget Files.  Includes monthly credit card statement, reconciliation documentation, invoices and packing slips associated with each purchase.  Employee travel vouchers for the corresponding month.
	Order:  Monthly
Cut-Off:  End of Fiscal Year
Dispose: ARCHIVED.  Destroyed 5 years after cut-off
Authority:
	Location: Administrative Assistant’s cubicle Locked file Cabinet
Custodian (s)
Medium: File Folder/O Drive





	[ADMINISTRATIVE OFFICE FILES] PERSONNEL RECORDS

	 Employee Personnel Folders

	Label: (Employee’s Name)
Date(s):  hire date – date employment ended
Describe/Content:  correspondence, position descriptions, performance evaluations. Notices of Personnel Actions, award nominations, and other documents including those that may duplicate the Official Personnel Folder (OPF) records.

	Order:  Alphabetically by Employee Name
Cut-off: when employee leaves the position
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:  


	Location:  Supervisor’s Office (Locked)
Custodian(s): Area Director, Assistant Area Director
Medium:  File Folders



	
	
	

	
	
	

	[ADMINISTRATIVE OFFICE FILES] - FOIA

	Label: (Business/Employer Name)
Date(s):  Request Submit Date-Request Close Date
Describe/Content:  May include correspondence initiating FOIA request, acknowledgement letters, correspondence detailing findings, EO12600 letters.
	Order:  Alphabetically by Business/Employer Name
Cut-off: When request has been fulfilled or denied.
Dispose:  TEMPORARY.  Destroyed 3 years after cutoff
Authority:  GRS ??

	Location:  Central Files (includes O-Drives)
Custodian(s): Area Office Administrative Staff 
Medium:  File Folders/Q Drive 




