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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): Current fiscal year.
Description/Content:  Day-Timer.  Does not contain substantive information unincorporated in other official files such as speaking engagements, memoranda, reports, or correspondence.

	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.

	Location:  Director’s Suite – Credenza 1
Custodian(s): Area Director
Medium:  Paper


	 Administrative Office Files 

	Label: Training and Education (TED)
Date(s):  Date of Document
Description/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. Records may include: • completion certificates or verification documents for mandatory training required of all Federal employees or specific groups of employees



	Order: Fiscal year/alphabetic by employee name
Cut-off: End of fiscal year
Dispose: Maintain for 3 years
Authority: DAA-GRS-2016-0014-0003
                    ADM 01-01-002
	Location:  Locked filing cabinet at Admin. Assistants desk area, Q-Drives
Custodian(s):  Area Director
Maintained by: Admin. Assistant
Medium: Paper


	Label: Budget 
Date(s):  Fiscal year
Description/Content: Includes Visa statements, monthly/yearly reports for reconciliation, difference sheets, averaging, and projections.


	Order:  Fiscal Year  
Cut-off:  End of fiscal year.
Dispose: No sooner than 6 years.
Authority:  DAA-GRS-2015-006


	Location: Locked filing cabinets at Administrative Assistant’s desk area, Q-Drives
Custodian(s):  Area Director
Medium:  Media-neutral


	Label: Travel Vouchers
Date(s):  Fiscal Year/Date of Document
Description/Content: Employee travel vouchers
	Order:  Alphabetic by Employee Name/Document Number 
Cut-off:  End of fiscal year.
Dispose: Destroy after 3 years.
Authority:  n/a
	Location: Locked filing cabinets at Administrative Assistant’s desk area, Q-Drives
Custodian(s):  Area Director
Maintained by: Admin. Assistant
Medium:  Media-neutral

	Label: Property and Inventory
Date(s):  Fiscal year
Description/Content:


	Order:  Fiscal year, document date 
Cut-off:  No later than 5 years
Dispose: Destroy when 3 years old.
Authority:  DAA-GRS-2016-0011


	Location:  AIMS, Q-drive.
Custodian(s):  Area Director
Maintained by: Admin. Assistant, CSHO
Medium:  Media-neutral


	Label: General Material
Date(s):  Date of Document
Description/Content:  General correspondence, activity reports, meetings, and other material relating to inspection activities in federally inspected States or within Federal agencies.


	Order:  Alphabetically by Subject  
Cut-off:  End of fiscal year.
Dispose: Destroy no sooner than 3 years or when no longer needed.
Authority:  DAA-0100-2018-0002-0001
                     ADM 03-01-005
	Location:  Q-Drives and email boxes
Custodian(s):  Area Director
Maintained by: Admin. Assistant
Medium:  Media-neutral


	Label: Policy Material
Date(s):  Date of Document
Description/Content: Records and other materials reflecting policy, precedent, and the like related to planning, developing, and directing the Federal Inspection Program. The Agency Record Copy maintained in other offices. This material does not include published instructions, notices, and other directives, manuals, and the like.


	Order:  Alphabetically by Subject  
Cut-off:  End of fiscal year.
Dispose: Destroy when superseded or obsolete.
Authority:  DAA-0100-2018-0002-0002
                     ADM 03-01-005
	Location:  Q-Drives
Custodian(s):  Area Director
Maintained by: Admin. Assistant
Medium:  Media-neutral


	Case Files
	
	

	Safety / Health Inspection Case Files 
Label: Employer name, address, inspection #, records disposition by color.
Date(s):  Fiscal year
Description/Content: Includes all inspection case files upon which an action remains to be completed. Subject matter cases filed separately. i.e.: contested cases, penalty payments, and debt collection.
	Order:  Fiscal year / Alphabetic / Chronologic  
Cut-off:  End of fiscal year.

RECORD COPY
Safety/Health Inspections with Citations – No Personal Sampling – Including the General Duty Clause. 
Dispose: Transferred to the FRC no later than 3 years - Destroy 6 years after case is closed.
Safety/Health Inspections in-compliance or no inspection – No Personal Sampling
Dispose: Destroy 3 years after case is closed – No transfer to FRC
Health w/Sampling
Dispose: Transferred to the FRC no later than 3 years -Destroy 40 years after case is closed.
Fatality/Catastrophe 
Dispose: Transferred to the FRC no later than 3 years -Destroy 40 years after case is closed.

OTHER COPIES
Dispose: Destroy materials not placed in the record copy once files are consolidated
Authority:  DAA-0100-2018-0002
                     ADM 03-01-005

	Location: Multiple filing cabinets, Q-Drives
Custodian(s):  Area Director
Maintained by: Admin. Assistant
Medium:  Media-neutral


	Un-programmed Activity - UPA
Label: Employer name, address, complaint #, records disposition by color.
Dates: Fiscal year
Description/Content: 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.
	Order:  Fiscal Year  
Cut-off:  End of fiscal year.
Dispose: Destroy in 3 years after case is closed. No transfer to FRC required.
Authority:  DAA-0100-2018-0002
	Location: Multiple file cabinets, Q-Drives
Custodian(s):  Area Director
Medium:  Media-neutral


	Safety and Health Management System files 
	
	

	Description/Content: SHMS establishes the framework of a continuing process for providing occupational safety and health guidelines and information to all personnel. 
Label: Fit Test Records
            Training Roster
            Quarterly Reports
            Annual Self Evaluation
            Incident Reports
Date(s):  Calendar Year


	Order:  Calendar year
Cut-off:  End of calendar year
Dispose: 3 years
            Fit Test Records – Dispose 7 years.
            OSHA 300 Log    – Dispose 5 years. 
Authority:  None
                     ADM 04-00-002



	Location: Area Director’s office
Custodian(s):  Area Director
Maintained by: Admin. Assistant
Medium:  Media-neutral





	State Plan Office Files

	Label: Federal Annual Monitoring Evaluation- 
            FAME 
Date(s):  Date of Document
Description/Content: OSHA monitors and evaluates State Plans annually through the Federal Annual Monitoring Evaluation (FAME) process. This process is used to: determine whether the State Plan is continuing to operate at least as effectively as OSHA, track a State Plan's progress in achieving its strategic and annual performance goals, and ensure that the State Plan is meeting its mandated responsibilities under the Act and other relevant regulations.
	Order:  Alphabetically by Subject  
Cut-off:  End of fiscal year.
Dispose:  Destroy 20 years
Authority: NC-100-76-1, NC-100-77-1

	Location: Filing cabinets, Q-Drives
Custodian(s):  Area Director
Medium:  Media-neutral


	Label: Complaints about State Program      Administration - CASPA
Date(s): Date of document
Description/Content: 
State Plan complaints investigated by the Director of the OSHA Federat6 State Plan office.
	Order: Fiscal year
Cut-off: End of fiscal year
Dispose: Destroy no sooner than 10 years.
Authority: NC-100-76-1
                    NC-100-77-1
	Location: Filing cabinets, Q-Drives
Custodian(s):  Area Director
Medium:  Media-neutral


	
	PERSONNEL RECORDS
	

	Employee Personnel Folders
	
	

	Label: Employee’s Name
Date(s):  Duration of Employment
Description/Content:  May include correspondence, position descriptions, 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:  End of fiscal year or end of employment.
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:  ADM 03-01-005


	Location:  Area Director’s Office (Locked)
Custodian(s): Kim Morton, Area Director
Medium:  Media-Neutral



	FREEDOM OF INFORMATION ACT (FOIA)

	Label: FOIA
Date(s):  Fiscal year
Description/Content:  Records on managing information access and protection activities, general information request files, case files created in response to requests for information under FOIA
	Order:  FOIA Correspondence ID / Date entered in SIMS
Cut-off: End of fiscal year
Dispose:  6 Years
Authority:  DAA-GRS-2016-0002-0001
                     ADM 03-01-005

	Location:  Locked file cabinet at Administrative Assistant’s desk area.
Custodian(s): Kim Morton, Area Director
Medium:  Media-Neutral




