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

	ADMINISTRATIVE FILES

	 Calendar, Schedules, and Logs

	Label: Director’s Daily Calendar – (Month/Year)
Date(s): mm/dd/yyyy – mm/dd/yyyy
Describe/Content:  Calendars are electronic using Outlook calendars and office Email.  All management have access.
	Order:  Chronological by Month and Year and then by day within the calendar. 
Cut-off:  No cut-off.
Dispose: Permanent as long as Outlook allows.
Authority:  GRS ??

	Location:   Electronic
Custodian(s):   Ramona Morris, Area Director
Medium:  Electronic


	                                                                                                    PERSONNEL RECORDS

	Label: (Employee’s Name)
Date(s):  mm/dd/yyyy – mm/dd/yyyy
Describe/Content:  May include correspondence, position descriptions, Notices of Personnel Actions, Award Nominations, Flex-Place Agreements, and other documents including those that may duplicate 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  Review annually and destroy superseded or obsolete documents or destroy file relating to an employee within 1 year after separation or transfer.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:  GRS ??

	Location:  Program Assistant’s Area 
                   (Locked Cabinet)                  
Custodian(s): Ramona Morris, Area Director 
Medium:  Paper and Electronic


	BUDGET FILES

	Budget Reports 

	Label:  Budget 
Date(s):  Date of Document
Describe/Content:  Includes printed Budget Reports, Citibank Invoices and Transactions, Supplies, Vendor Payment and Receipts.





	Order:  Chronological by Month and Year and Alphabetical by Vendors.
Cut-off:  End of fiscal year.
Dispose: Temporary.   Dispose of budget reports after 5 years.    Dispose of some receipts after 7 years. 

	Location:  Program Assistant’s Area
                   (Locked Cabinet)

	
	
	

	FOIA

	Label: Employer Name
Date(s):  mm/dd/yyyy – mm/dd/yyyy
Describe/Content:  Includes inspection case files (redacted and unredacted), complaint files, RRI files, which contain Citations, Correspondence from employers, Field Notes, Employee Witness Statements and Photos.

	Order:  FOIA number
Cut-off:  End of fiscal year.
Dispose:  TEMPORARY.  FOIA files are retained in the office for six years after the last date the file was released.

	Location:  Locked Cabinets in the Office.
Custodian(s):  Ramona Morris, Area Director 
Medium:  Paper and CDs


	
	                             TRAVEL
	

	Label:  Employee Name
Date(s):  mm/dd/yyyy – mm/dd/yyyy
Describe/Content:  Includes travel vouchers for all employees

	Order:  Travel Vouchers
Cut-off:  End of fiscal year
Dispose:  Seven years after travel is completed
	Location:  Program Assistant’s Area
                   (Locked Cabinet)
Custodian(s):  Ramona Morris, Area Director
Medium:  Paper and Electronic

	
	                            TRAINING
	

	Label:  Employee Name
Date(s):  mm/dd/yyyy – mm/dd/yyyy
Describe/Content:  Includes training certificates and IDPs 


	Order:  Employee Training Folder
Cutoff:  End of employee’s employment
Dispose:  Destroy files relating to an employee within 2 years after separation or retirement.
	Location:  Program Assistant’s Area
                   (Locked Cabinet)
Custodian(s):  Ramona Morris, Area Director
Medium:  Paper

	
	                EMPLOYEE WORK FOLDER
	

	Label:  Employee Name
Date(s):  mm/dd/yyyy – mm/dd/yyyy
Describe/Content:  May include correspondence, Notice of Personnel Actions, Award Nominations and Employee Work Product.

	Order:  Alphabetical by Employee Name
Cutoff:  End of fiscal year
Dispose:  Destroy at the end of the fiscal year.

	Location:  Offices of the Area Director and the   
                   Assistant Area Director  
Custodian(s):  Ramona Morris and Lisa Strunk
Medium:  Paper                                                                                                  


	
	                 
                  


	

	
	            
            INSPECTION CASE FILES
	



	Label: Employer Name, Identifying Number, City, CSHO Number and File Type
Date(s):  mm/dd/yyyy – mm/dd/yyyy
Describe/Content:  Includes inspection case files, complaint files, RRI files, which contain Citations, Correspondence from employers, Field Notes, Employee Witness Statements, Photos and other documents.









	Order:  Alphabetical 
Cut-off:   End of fiscal year.
Dispose:  TEMPORARY.   Review annually and archive or destroy case files in accordance with the applicable retention period.  Files are retained for three years before retiring to archives.

	Location:  Locked Cabinets in the Office.
Custodian(s):  Ramona Morris, Area Director 
Medium:  Paper and CDs




