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CASE DISPOSITION/FILE PLANS
Inspection Records System – At-A-Glance

This schedule covers safety and health inspection records created by OSHA field/area offices.   NOTE:  Since all records (temporary and permanent) must be electronic by January 2023, the option to send paper records to the FRC is still available and at field/area office discretion.  Starting 2023, only electronic files can be sent to FRC if necessary.  [Schedule approved 11/5/18 and effective immediately.]

CHICAGO REGIONAL OFFICE

	Item #
	Records Description  

	Disposition Instruction 
	Disposition Authority

	Inspection Records

	0001
	General Materials.
General correspondence, activity reports, meetings and other materials relating to safety and health inspection and other administrative functions in OSHA’s regional/area/field offices.  Does not include advisory committees.
Location: Manager/Supervisor’s Office
	Temporary.  Destroy no sooner than 3 years after completion or when no longer needed for reference.
	DAA-0100-2018-0002

	0002
	Policy Materials.
Records and other materials reflecting policy, precedent, and the like relating to planning, developing, and directing the federal inspection program.  Does not include published instructions, directives, manuals and the like.
Location: Manager/Supervisor’s Office
	Temporary.  Destroy when superseded or obsolete.
	DAA-0100-2018-0002

	0003
	Inspections 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.
Location: N/A  
	Temporary.  Destroy 6 years after case is closed.
	DAA-0100-2018-0002

	0004
	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.  
Location: N/A
	Temporary.  Destroy 40 years after case is closed. 
	DAA-0100-2018-0002

	0005
	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.  
Location: N/A
	Temporary.  Destroy 3 years after case is closed; no transfer to FRC required.  
	DAA-0100-2018-0002

	0006
	Inspections with Personal Sampling  
Case files of health inspections and combined safety/health inspections.  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.
Location: N/A  
	Temporary.  Destroy 40 years after case is closed.
	DAA-0100-2018-0002

	0007
	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.  Except non-formal complaints which become formal and result in an inspection, see items 5 and 6 above, as appropriate.
Location: N/A
	Temporary.  Destroy 3 years after case is closed; no transfer to FRC required.
	DAA-0100-2018-0002

	0008
	Invalid Complaints 
Complaints or fatalities which are not related to occupational safety and health or are not covered by OSHA.  Includes appeals where the Area Office Director determines the complaint is invalid for redress and the complainant appeals the decision.  Except successful appeals are disposed in accordance with the appropriate item elsewhere in this schedule.
Location: N/A
	Temporary.  Destroy when 1 year old; no transfer to FRC required.
	DAA-0100-2018-0002

	0009
	Whistleblower Investigation Case Files
Location: Whistleblower Cabinets located on west end of hallway (paper files); W/Region 5 (electronic files) 
	Temporary.  Destroy 5 years after case is closed.
	DAA-0100-2018-0002

	0010
	Personnel Records 
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.
Location: Manager/Supervisor’s Office
	Temporary.  Review annually and destroy superseded or obsolete documents or destroy file relating to an employee within 1 year after separation or transfer.
	DAA-0100-2018-0002

	011
	FOIA, Freedom of Information Act (FOIA)
Records on managing information access and protection activities, general information request files, case files created in response to requests for information under FOIA
Location: SharePoint site (electronic)
	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 for business use.
	DAA-GRS- 2016-0002-0001

	012
	Budget
Includes Visa statements, monthly/yearly reports for reconciliation, difference sheets, averaging, and projections.
Location: NCFMS, AMS (electronic); Supervisor’s Office (paper copy)
	Temporary. Destroy 6 years after close of fiscal year, but longer retention is authorized if required for business use.
	DAA-GRS-2015-0006-0001

	013
	Travel Vouchers
Includes Visa statements, monthly/yearly reports for reconciliation, difference sheets, averaging, and projections.
Location: E2 (electronic) 
	Temporary. Destroy when business use ceases.
	DAA-GRS-2013-0003-0002

	014
	Training and Education
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. 
Location: Supervisor’s Office
	Temporary. Maintain for 3 years
	DAA-GRS-2016-0014-0003 & ADM 01-01-002

	015
	Property Management
Records documenting lifecycle of inventory. Records include documents pertaining to and all activity related to equipment disposition. 
Location: Q/Public/Audit and Analysis/Property Management (electronic)
	Temporary. Maintain for 3 years
	DAA-GRS-2016-0011

	016
	Federal Annual Monitoring Evaluation (FAME)
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. 
Location: Publications Room; Manager’s Desk
	Temporary. Maintain for 20 years.
	NC-100-76-1
NC-100-77-1

	017
	Complaints about State Program Administration (CASPA)
State Plan complaints investigated by the Director of the OSHA Federal State Plan office.
Location: Publications Room; Manager’s Desk
	Temporary. Destroy no sooner than 10 years.
	NC-100-76-1                    NC-100-77-1






APPLETON AREA OFFICE

	Item #
	Records Description  

	Disposition Instruction 
	Disposition Authority

	Inspection Records

	0001
	General Materials.
General correspondence, activity reports, meetings and other materials relating to safety and health inspection and other administrative functions in OSHA’s regional/area/field offices.  Does not include advisory committees.
Location: Q/Appleton/Public (electronic)
	Temporary.  Destroy no sooner than 3 years after completion or when no longer needed for reference.
	DAA-0100-2018-0002

	0002
	Policy Materials.
Records and other materials reflecting policy, precedent, and the like relating to planning, developing, and directing the federal inspection program.  Does not include published instructions, directives, manuals and the like.
Location: Q/Appleton/Public (electronic) 
	Temporary.  Destroy when superseded or obsolete.
	DAA-0100-2018-0002

	0003
	Inspections 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.
Location: Q/Appleton/Public (electronic)  
	Temporary.  Destroy 6 years after case is closed.
	DAA-0100-2018-0002

	0004
	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.  
Location: Q/Appleton/Public (electronic) 
	Temporary.  Destroy 40 years after case is closed. 
	DAA-0100-2018-0002

	0005
	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.  
Location: Q/Appleton/Public (electronic) 
	Temporary.  Destroy 3 years after case is closed; no transfer to FRC required.  
	DAA-0100-2018-0002

	0006
	Inspections with Personal Sampling  
Case files of health inspections and combined safety/health inspections.  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.
Location: Q/Appleton/Public (electronic)  
	Temporary.  Destroy 40 years after case is closed.
	DAA-0100-2018-0002

	0007
	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.  Except non-formal complaints which become formal and result in an inspection, see items 5 and 6 above, as appropriate.
Location: Q/Appleton/Public (electronic) 
	Temporary.  Destroy 3 years after case is closed; no transfer to FRC required.
	DAA-0100-2018-0002

	0008
	Invalid Complaints 
Complaints or fatalities which are not related to occupational safety and health or are not covered by OSHA.  Includes appeals where the Area Office Director determines the complaint is invalid for redress and the complainant appeals the decision.  Except successful appeals are disposed in accordance with the appropriate item elsewhere in this schedule.
Location: Q/Appleton/Public (electronic) 
	Temporary.  Destroy when 1 year old; no transfer to FRC required.
	DAA-0100-2018-0002

	0009
	Whistleblower Investigation Case Files
Investigative files and records dealing with employer discrimination or retaliation (under Section 11c of the OSH Act) against employees who report violations of the Act or cooperate with OSHA inspections or any of the more than 20 whistleblower laws.  Consists of, but not limited to correspondence, telephone calls/logs, forms, research data, investigation findings, final reports, Alternative Dispute Resolutions (ADR), etc. 
Location: Q/Appleton/Public (electronic) 

NOTE:  Case file closure/final determination is when all actions at the Agency level are concluded including OSHA participation in litigation.
	Temporary.  Destroy 5 years after case is closed.
	DAA-0100-2018-0002

	0010
	Personnel Records 
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.
Location: Q/Appleton/Public (electronic)
	Temporary.  Review annually and destroy superseded or obsolete documents or destroy file relating to an employee within 1 year after separation or transfer.
	DAA-0100-2018-0002

	0011
	FOIA
Records on managing information access and protection activities, general information request files, case files created in response to requests for information under FOIA.
Location: Q/Appleton/Public (electronic) 
	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 for business use. 
	DAA-GRS- 2016-0002-0001






CHICAGO NORTH AREA OFFICE

	Item #
	Records Description  

	Disposition Instruction 
	Disposition Authority

	Inspection Records

	0001
	General Materials.
General correspondence, activity reports, meetings and other materials relating to safety and health inspection and other administrative functions in OSHA’s regional/area/field offices.  Does not include advisory committees.
Location: MPA CUBICLE
	Temporary.  Destroy no sooner than 3 years after completion or when no longer needed for reference.
	DAA-0100-2018-0002

	0002
	Policy Materials.
Records and other materials reflecting policy, precedent, and the like relating to planning, developing, and directing the federal inspection program.  Does not include published instructions, directives, manuals and the like.
Location: N/A
	Temporary.  Destroy when superseded or obsolete.
	DAA-0100-2018-0002

	0003
	Inspections 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.
Location: COPY ROOM & OPEN FILE AREA   
	Temporary.  Destroy 6 years after case is closed.
	DAA-0100-2018-0002

	0004
	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. 
Location: OPEN FILE AREA
	Temporary.  Destroy 40 years after case is closed. 
	DAA-0100-2018-0002

	0005
	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.  
Location: COPY ROOM & OPEN FILE AREA
	Temporary.  Destroy 3 years after case is closed; no transfer to FRC required.  
	DAA-0100-2018-0002

	0006
	Inspections with Personal Sampling  
Case files of health inspections and combined safety/health inspections.  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.
Location: COPY ROOM & OPEN FILE AREA  
	Temporary.  Destroy 40 years after case is closed.
	DAA-0100-2018-0002

	0007
	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.  Except non-formal complaints which become formal and result in an inspection, see items 5 and 6 above, as appropriate.
Location: COPY ROOM &  OPEN FILE AREA & “ Q”/00.COMPLAINTS/CURRENTUPAEFILES
	Temporary.  Destroy 3 years after case is closed; no transfer to FRC required.
	DAA-0100-2018-0002

	0008
	Invalid Complaints 
Complaints or fatalities which are not related to occupational safety and health or are not covered by OSHA.  Includes appeals where the Area Office Director determines the complaint is invalid for redress and the complainant appeals the decision.  Except successful appeals are disposed in accordance with the appropriate item elsewhere in this schedule.
Location: COPY ROOM & OPEN FILE AREA & “Q”/00.COMPLAINTS/CURRENTUPAEFILES
	Temporary.  Destroy when 1 year old; no transfer to FRC required.
	DAA-0100-2018-0002

	0009
	Whistleblower Investigation Case Files
Investigative files and records dealing with employer discrimination or retaliation (under Section 11c of the OSH Act) against employees who report violations of the Act or cooperate with OSHA inspections or any of the more than 20 whistleblower laws.  Consists of, but not limited to correspondence, telephone calls/logs, forms, research data, investigation findings, final reports, Alternative Dispute Resolutions (ADR), etc. 
Location: COPY ROOM & “W”/REGION5/FY19 OR FY20

NOTE:  Case file closure/final determination is when all actions at the Agency level are concluded including OSHA participation in litigation.
	Temporary.  Destroy 5 years after case is closed.

	DAA-0100-2018-0002

	0010
	Personnel Records 
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.
Location: MPA CUBICLE
	Temporary.  Review annually and destroy superseded or obsolete documents or destroy file relating to an employee within 1 year after separation or transfer.
	DAA-0100-2018-0002

	0011
	FOIA
Redacted documents that may include video/photo images related to inspections.
Location: COPY ROOM & OPEN FILE AREA 
	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 for business use.
	DAA-GRS- 2016-0002-0001





CHICAGO SOUTH AREA OFFICE

	Item #
	Records Description  

	Disposition Instruction 
	Disposition Authority

	Inspection Records

	0001
	General Materials.
General correspondence, activity reports, meetings and other materials relating to safety and health inspection and other administrative functions in OSHA’s regional/area/field offices.  Does not include advisory committees.
Location: Area Director and Assistant Area Director desks, MPA desk; and electronically at Q/OIS/Reports.
	Temporary.  Destroy no sooner than 3 years after completion or when no longer needed for reference.
	DAA-0100-2018-0002

	0002
	Policy Materials.
Records and other materials reflecting policy, precedent, and the like relating to planning, developing, and directing the federal inspection program.  Does not include published instructions, directives, manuals and the like.
Location: Assistant Area Director Office (Strat), top shelf of bookshelf.
	Temporary.  Destroy when superseded or obsolete.
	DAA-0100-2018-0002

	0003
	Inspections 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.
Location: Filing cabinets in the front (east end) of the Area Office (open inspections), and in the back (west end) of the Area Office (closed inspections). PMA’s in Strat Team AAD office desk area.  
	Temporary.  Destroy 6 years after case is closed.
	DAA-0100-2018-0002

	0004
	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.  Same as 0003
Location: Filing cabinets in the front (east end) of the Area Office (open inspections), and in the back (west end) of the Area Office (closed inspections).
	Temporary.  Destroy 40 years after case is closed. 
	DAA-0100-2018-0002

	0005
	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.  
Location: Filing cabinets in the back (west end) of the Area Office (closed inspections).
	Temporary.  Destroy 3 years after case is closed; no transfer to FRC required.  
	DAA-0100-2018-0002

	0006
	Inspections with Personal Sampling  
Case files of health inspections and combined safety/health inspections.  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.
Location: Filing cabinets in the front (east end) of the Area Office (open inspections), and in the back (west end) of the Area Office (closed inspections).  
	Temporary.  Destroy 40 years after case is closed.
	DAA-0100-2018-0002

	0007
	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.  Except non-formal complaints which become formal and result in an inspection, see items 5 and 6 above, as appropriate.
Location: Filing cabinets in the duty officer office in the back end (north end) of the Area Office (closed inspections), and on the Area Office Q drive (UPAs Active, and UPAs Closed FY 2019).
	Temporary.  Destroy 3 years after case is closed; no transfer to FRC required.
	DAA-0100-2018-0002

	0008
	Invalid Complaints 
Complaints or fatalities which are not related to occupational safety and health or are not covered by OSHA.  Includes appeals where the Area Office Director determines the complaint is invalid for redress and the complainant appeals the decision.  Except successful appeals are disposed in accordance with the appropriate item elsewhere in this schedule.
Location: Filing cabinets in the duty officer office back (north end) of the Area Office (closed inspections), and on the Area Office Q drive (UPAs Closed and UPAs Invalid FY 2019).
	Temporary.  Destroy when 1 year old; no transfer to FRC required.
	DAA-0100-2018-0002

	0009
	Whistleblower Investigation Case Files
Investigative files and records dealing with employer discrimination or retaliation (under Section 11c of the OSH Act) against employees who report violations of the Act or cooperate with OSHA inspections or any of the more than 20 whistleblower laws.  Consists of, but not limited to correspondence, telephone calls/logs, forms, research data, investigation findings, final reports, Alternative Dispute Resolutions (ADR), etc. 
Location: File cabinets located (east end) of the Area office and also electronically on the W drive.
 
NOTE:  Case file closure/final determination is when all actions at the Agency level are concluded including OSHA participation in litigation.
	Temporary.  Destroy 5 years after case is closed.

	DAA-0100-2018-0002

	0010
	Personnel Records 
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.
Location: Area Director office (locked credenza drawer); Assistant Area Director file drawers
	Temporary.  Review annually and destroy superseded or obsolete documents or destroy file relating to an employee within 1 year after separation or transfer.
	DAA-0100-2018-0002

	0011
	FOIA
Redacted documents that may include video/photo images related to inspections.
Location: Q drive except for some receipts or copies of letters kept by administrative support desk. 

	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 for business use.
	DAA-GRS- 2016-0002-0001






CINCINNATI AREA OFFICE

	Item #
	Records Description  

	Disposition Instruction 
	Disposition Authority

	Inspection Records

	0001
	General Materials.
General correspondence, activity reports, meetings and other materials relating to safety and health inspection and other administrative functions in OSHA’s regional/area/field offices.  Does not include advisory committees.
Location: MPA Credenza 
	Temporary.  Destroy no sooner than 3 years after completion or when no longer needed for reference.
	CIN-0100-2018-0002

	0002
	Policy Materials.
Records and other materials reflecting policy, precedent, and the like relating to planning, developing, and directing the federal inspection program.  Does not include published instructions, directives, manuals and the like.
Location: Manager/Supervisor’s office
	Temporary.  Destroy when superseded or obsolete.
	CIN-0100-2018-0002

	0003
	Inspections 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.
Location: File cabinets in main office separated by Fiscal years  
	Temporary.  Destroy 6 years after case is closed.
	CIN-0100-2018-0002

	0004
	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.  
Location: File cabinets in main office separated by Fiscal years
	Temporary.  Destroy 40 years after case is closed. 
	CIN-0100-2018-0002

	0005
	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.  
Location: File cabinets in main office separated by Fiscal years.
	Temporary.  Destroy 3 years after case is closed; no transfer to FRC required.  
	CIN-0100-2018-0002

	0006
	Inspections with Personal Sampling  
Case files of health inspections and combined safety/health inspections.  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.
Location:  File cabinets in main office separated by Fiscal years.  
	Temporary.  Destroy 40 years after case is closed.
	CIN-0100-2018-0002

	0007
	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.  Except non-formal complaints which become formal and result in an inspection, see items 5 and 6 above, as appropriate.
Location: File cabinets in main office separated by Fiscal years
	Temporary.  Destroy 3 years after case is closed; no transfer to FRC required.
	CIN-0100-2018-0002

	0008
	Invalid Complaints 
Complaints or fatalities which are not related to occupational safety and health or are not covered by OSHA.  Includes appeals where the Area Office Director determines the complaint is invalid for redress and the complainant appeals the decision.  Except successful appeals are disposed in accordance with the appropriate item elsewhere in this schedule.
Location: File cabinets in main office separated by Fiscal years
	Temporary.  Destroy when 1 year old; no transfer to FRC required.
	CIN-0100-2018-0002

	0009
	Whistleblower Investigation Case Files
Investigative files and records dealing with employer discrimination or retaliation (under Section 11c of the OSH Act) against employees who report violations of the Act or cooperate with OSHA inspections or any of the more than 20 whistleblower laws.  Consists of, but not limited to correspondence, telephone calls/logs, forms, research data, investigation findings, final reports, Alternative Dispute Resolutions (ADR), etc. 
Location: Whistleblower’s office in file cabinets separated by Fiscal year

NOTE:  Case file closure/final determination is when all actions at the Agency level are concluded including OSHA participation in litigation.
	Temporary.  Destroy 5 years after case is closed.

	CIN-0100-2018-0002

	0010
	Personnel Records 
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.
Location: Supervisor’s office in drawer.
	Temporary.  Review annually and destroy superseded or obsolete documents or destroy file relating to an employee within 1 year after separation or transfer.
	CIN-0100-2018-0002

	0011
	FOIA
Redacted documents that may include video/photo images related to inspections.
Location:  MPA office in file cabinets separated by Fiscal year.

	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 for business use. 
	DAA-GRS- 2016-0002-0001





CLEVELAND AREA OFFICE

	Item #
	Records Description  

	Disposition Instruction 
	Disposition Authority

	Inspection Records

	0001
	General Materials.
General correspondence, activity reports, meetings and other materials relating to safety and health inspection and other administrative functions in OSHA’s regional/area/field offices.  Does not include advisory committees.
Location: Area Director, Assistant Area Director and MPA desks; and electronically at Q/OIS/Reports.
	Temporary.  Destroy no sooner than 3 years after completion or when no longer needed for reference.
	DAA-0100-2018-0002

	0002
	Policy Materials.
Records and other materials reflecting policy, precedent, and the like relating to planning, developing, and directing the federal inspection program.  Does not include published instructions, directives, manuals and the like.
Location: N/A
	Temporary.  Destroy when superseded or obsolete.
	DAA-0100-2018-0002

	0003
	Inspections 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.
Location: Filing cabinets in the front of the Area Office (open inspections), and in the back of the Area Office (closed inspections).  
	Temporary.  Destroy 6 years after case is closed.
	DAA-0100-2018-0002

	0004
	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.  
Location: Filing cabinets in the front of the Area Office (open inspections), and in the back of the Area Office (closed inspections)
	Temporary.  Destroy 40 years after case is closed. 
	DAA-0100-2018-0002

	0005
	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.  
Location: Filing cabinets in the back of the Area Office (closed inspections).
	Temporary.  Destroy 3 years after case is closed; no transfer to FRC required.  
	DAA-0100-2018-0002

	0006
	Inspections with Personal Sampling  
Case files of health inspections and combined safety/health inspections.  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.
Location: Filing cabinets in the front of the Area Office (open inspections), and in the back of the Area Office (closed inspections).  
	Temporary.  Destroy 40 years after case is closed.
	DAA-0100-2018-0002

	0007
	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.  Except non-formal complaints which become formal and result in an inspection, see items 5 and 6 above, as appropriate.
Location: File drawer in the Duty Officer Office, and in filing cabinets in the back end of the Area Office (closed inspections).
	Temporary.  Destroy 3 years after case is closed; no transfer to FRC required.
	DAA-0100-2018-0002

	0008
	Invalid Complaints 
Complaints or fatalities which are not related to occupational safety and health or are not covered by OSHA.  Includes appeals where the Area Office Director determines the complaint is invalid for redress and the complainant appeals the decision.  Except successful appeals are disposed in accordance with the appropriate item elsewhere in this schedule.
Location: Duty Officer Office drawer
	Temporary.  Destroy when 1 year old; no transfer to FRC required.
	DAA-0100-2018-0002

	0009
	Whistleblower Investigation Case Files
Investigative files and records dealing with employer discrimination or retaliation (under Section 11c of the OSH Act) against employees who report violations of the Act or cooperate with OSHA inspections or any of the more than 20 whistleblower laws.  Consists of, but not limited to correspondence, telephone calls/logs, forms, research data, investigation findings, final reports, Alternative Dispute Resolutions (ADR), etc. 
Location: File cabinet located behind Jim Erne’s (Whistleblower) desk, and electronic files on the shared W drive.
 
NOTE:  Case file closure/final determination is when all actions at the Agency level are concluded including OSHA participation in litigation.
	Temporary.  Destroy 5 years after case is closed.

	DAA-0100-2018-0002

	0010
	Personnel Records 
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.
Location: Area Director office/AAD/MPA (locked desk drawer)
	Temporary.  Review annually and destroy superseded or obsolete documents or destroy file relating to an employee within 1 year after separation or transfer.
	DAA-0100-2018-0002

	0011
	FOIA
Redacted documents that may include video/photo images related to inspections.
Location: Bottom file cabinets located in the front of the Area Office, and on the Area Office SharePoint site (FOIA – Completed Files).
	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 for business use.
	DAA-GRS- 2016-0002-0001






COLUMBUS AREA OFFICE

	Item #
	Records Description  

	Disposition Instruction 
	Disposition Authority

	Inspection Records

	0001
	General Materials.
General correspondence, activity reports, meetings and other materials relating to safety and health inspection and other administrative functions in OSHA’s regional/area/field offices.  Does not include advisory committees.
Location: : Files prior to January 2019 are kept in the office file cabinets in the copier corridor  for three years and then destroyed
Files after January 1, 2019, are kept in the Columbus Area Office SharePoint for three years and then destroyed
	Temporary.  Destroy no sooner than 3 years after completion or when no longer needed for reference.
	DAA-0100-2018-0002

	0002
	Policy Materials.
Records and other materials reflecting policy, precedent, and the like relating to planning, developing, and directing the federal inspection program.  Does not include published instructions, directives, manuals and the like.
Location: Folder in MPA’s area and also SharePoint
	Temporary.  Destroy when superseded or obsolete.
	DAA-0100-2018-0002

	0003
	Inspections 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.
Location: Files closed prior to January 2019 are kept in the office file cabinets for five years and then archived
Files closed after January 1, 2019, are kept in the Columbus Area Office SharePoint for six years and then destroyed  
	Temporary.  Destroy 6 years after case is closed.
	DAA-0100-2018-0002

	0004
	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.  
Location: : Files closed prior to January 2019 are kept in the office closed filing cabinets for five years and then archived
Files closed after January 1, 2019, are kept in the Columbus Area Office SharePoint for 40 years and then destroyed
	Temporary.  Destroy 40 years after case is closed. 
	DAA-0100-2018-0002

	0005
	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.  
Location: Files closed prior to January 2019 kept in the office closed filing cabinets for three years and then destroyed 
Files after January 1, 2019 are kept in SharePoint for three years and destroyed after three years
	Temporary.  Destroy 3 years after case is closed; no transfer to FRC required.  
	DAA-0100-2018-0002

	0006
	Inspections with Personal Sampling  
Case files of health inspections and combined safety/health inspections.  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.
Location: Files closed prior to Jan. 2019 are kept in Columbus Area Office closed filing cabinets for five years and are then sent to archives 
Files closed after January 1, 2019, are kept in Columbus Area Office SharePoint and destroyed after 40 years   
	Temporary.  Destroy 40 years after case is closed.
	DAA-0100-2018-0002

	0007
	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.  Except non-formal complaints which become formal and result in an inspection, see items 5 and 6 above, as appropriate.
Location: Files closed prior to June 2019 are kept in the Columbus Area Office office filing cabinets for three years and then destroyed
Files closed after June 1, 2019 are kept in the Columbus Area Office SharePoint for three years and then destroyed
	Temporary.  Destroy 3 years after case is closed; no transfer to FRC required.
	DAA-0100-2018-0002

	0008
	Invalid Complaints 
Complaints or fatalities which are not related to occupational safety and health or are not covered by OSHA.  Includes appeals where the Area Office Director determines the complaint is invalid for redress and the complainant appeals the decision.  Except successful appeals are disposed in accordance with the appropriate item elsewhere in this schedule.
Location: Files closed prior to June 2019, are kept in Columbus Area Office filing cabinets for one year and then destroyed
Files closed after June 1, 2019, are kept in the Columbus Area Office SharePoint for one year and then destroyed
	Temporary.  Destroy when 1 year old; no transfer to FRC required.
	DAA-0100-2018-0002

	0009
	Whistleblower Investigation Case Files
Investigative files and records dealing with employer discrimination or retaliation (under Section 11c of the OSH Act) against employees who report violations of the Act or cooperate with OSHA inspections or any of the more than 20 whistleblower laws.  Consists of, but not limited to correspondence, telephone calls/logs, forms, research data, investigation findings, final reports, Alternative Dispute Resolutions (ADR), etc. 
Location: WB files are kept in the office WB locked filing cabinets for three years and archived for two years.  Since WB files have been switched to electronic, they are no longer maintained by the area office.
 
NOTE:  Case file closure/final determination is when all actions at the Agency level are concluded including OSHA participation in litigation.

	Temporary.  Destroy 5 years after case is closed.

	DAA-0100-2018-0002

	0010
	Personnel Records 
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.
Location: Locked in each individual’s Supervisors office 
	Temporary.  Review annually and destroy superseded or obsolete documents or destroy file relating to an employee within 1 year after separation or transfer.
	DAA-0100-2018-0002

	0011
	FOIA
Redacted documents that may include video/photo images related to inspections.
Location:  FOIA files are kept electronically on an external hard drive for six years and then destroyed.  FOIAs which have been appealed are kept electronically for six years past the decision date on the hard drive.  FOIAs which have been litigated are kept six years past the resolution date on the hard drive. 
	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 for business use.
	DAA-GRS- 2016-0002-0001




EAU CLAIRE AREA OFFICE

	Item #
	Records Description  

	Disposition Instruction 
	Disposition Authority

	Inspection Records

	0001
	General Materials.
General correspondence, activity reports, meetings and other materials relating to safety and health inspection and other administrative functions in OSHA’s regional/area/field offices.  Does not include advisory committees.
Location:
GC: Front office credenza, right side, top drawer, FWIW
       Q:\Congressionals & other Official Responses
AR: Safety & Health Clerk OneDrive - US Department of Labor – DOL, Open Inspection
DCAT: Front office, double-wide credenza, bottom drawer.
	Temporary.  Destroy no sooner than 3 years after completion or when no longer needed for reference.
	DAA-0100-2018-0002

	0002
	Policy Materials.
Records and other materials reflecting policy, precedent, and the like relating to planning, developing, and directing the federal inspection program.  Does not include published instructions, directives, manuals and the like.
Location:
CSHO Dallman’s desk in case file binder.
Q:\Case file consistency
Q:\Enforcement Topics, Fatality, Catastrophe, Significant Activity, 5A-1\Reporting Requirements
Q:\LEP-NEP
Inspection Lists. Folders on credenza where vehicle sign out sheets are. (Amp, Comb dust, PIV-Lep, Carb Mon, Lead, Fall, Pallet) 
	Temporary.  Destroy when superseded or obsolete.
	DAA-0100-2018-0002

	0003
	Inspections 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.
Location:
OPEN-Black 3 drawer file cabinet outside north wall of conference room (top 2 drawers)
CLOSED-Outside AD office in 5 tan file cabinets against the wall with fire extinguisher & 2 file cabinets outside CSHO cubicles. 
CONTESTED- Black 3 drawer file cabinet outside north wall of conference room (bottom drawer)
SCHEDULED INFORMAL CONFERENCES: In tin inbox bin on-top of 1st tan tall file cabinet against the wall with a fire extinguisher.
PMA: Paper log on-top of MPA credenza. (bottom slot)  
	Temporary.  Destroy 6 years after case is closed.
	DAA-0100-2018-0002

	0004
	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.  
Location:
FAT/CAT NO Inspection: Front office credenza, left side, top drawer.
OPEN-Black 3 drawer file cabinet outside north wall of conference room. (top 2 drawers)
CLOSED-Outside AD office in 5 tan file cabinets against the wall with fire extinguisher & 2 file cabinets outside CSHO cubicles. 
CONTESTED- Black 3 drawer file cabinet outside north wall of conference room. (bottom drawer)
SCHEDULED INFORMAL CONFERENCES: In tin inbox bin on-top of 1st tan tall file cabinet against the wall with a fire extinguisher.
	Temporary.  Destroy 40 years after case is closed. 
	DAA-0100-2018-0002

	0005
	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.  
Location:
CLOSED-Outside AD office in 5 tan file cabinets against the wall with fire extinguisher & 2 file cabinets outside CSHO cubicles. 
	Temporary.  Destroy 3 years after case is closed; no transfer to FRC required.  
	DAA-0100-2018-0002

	0006
	Inspections with Personal Sampling  
Case files of health inspections and combined safety/health inspections.  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.
Location: 
OPEN-Black 3 drawer file cabinet outside north wall of conference room (top 2 drawers)
CLOSED-Outside AD office in 5 tan file cabinets against the wall with fire extinguisher & 2 file cabinets outside CSHO cubicles. 
CONTESTED- Black 3 drawer file cabinet outside north wall of conference room (bottom drawer)
SCHEDULED INFORMAL CONFERENCES: In tin inbox bin on-top of 1st tan tall file cabinet against the wall with a fire extinguisher.
	Temporary.  Destroy 40 years after case is closed.
	DAA-0100-2018-0002

	0007
	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.  Except non-formal complaints which become formal and result in an inspection, see items 5 and 6 above, as appropriate.
Location: 
OPEN: Front office credenza, right side, top drawer.
CLOSED-Outside AD office in 5 tan file cabinets against the wall with fire extinguisher & 2 file cabinets outside CSHO cubicles. 
	Temporary.  Destroy 3 years after case is closed; no transfer to FRC required.
	DAA-0100-2018-0002

	0008
	Invalid Complaints 
Complaints or fatalities which are not related to occupational safety and health or are not covered by OSHA.  Includes appeals where the Area Office Director determines the complaint is invalid for redress and the complainant appeals the decision.  Except successful appeals are disposed in accordance with the appropriate item elsewhere in this schedule.
Location: 
CLOSED-Outside AD office in 5 tan file cabinets against the wall with fire extinguisher & 2 file cabinets outside CSHO cubicles. 
	Temporary.  Destroy when 1 year old; no transfer to FRC required.
	DAA-0100-2018-0002

	0009
	Whistleblower Investigation Case Files
Investigative files and records dealing with employer discrimination or retaliation (under Section 11c of the OSH Act) against employees who report violations of the Act or cooperate with OSHA inspections or any of the more than 20 whistleblower laws.  Consists of, but not limited to correspondence, telephone calls/logs, forms, research data, investigation findings, final reports, Alternative Dispute Resolutions (ADR), etc. 
Location
 SIP, far wall, 3 tall file cabinets on right.
W:\Region 5\FY2019

NOTE:  Case file closure/final determination is when all actions at the Agency level are concluded including OSHA participation in litigation.
	Temporary.  Destroy 5 years after case is closed.

	DAA-0100-2018-0002

	0010
	Personnel Records 
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.
Location: 
AD Office: Locked drawer of desk.
AD One drive, Supervisor folder.
AAD Office: Locked drawer of desk.
AAD One drive, Supervisor folder.
	Temporary.  Review annually and destroy superseded or obsolete documents or destroy file relating to an employee within 1 year after separation or transfer.
	DAA-0100-2018-0002

	0011
	FOIA
Redacted documents that may include video/photo images related to inspections.
Location: 
   FOIA: Front office, 2 tall file cabinets by MPA desk. SIP, 1 file cabinet by drinking fountain.
   Q:\Eau Claire Office\Eau Claire FOIA\Scanned FOIA Records


	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 for business use.
	DAA-GRS- 2016-0002-0001





FAIRVIEW HEIGHTS AREA OFFICE

	Item #
	Records Description
	Disposition Instruction
	Disposition Authority

	Inspection Records

	0001
	General Materials.
General correspondence, activity reports, meetings and other materials relating to safety and health inspection and other administrative functions in OSHA’s regional/area/field offices. Does not include advisory committees. Files are maintained based on ADM 12-04.A Revised OSHA Records Management Program – Appendix G (appended to this document)
Location: Reception area lateral files
	Temporary. Destroy no sooner than 3 years after completion or when no longer needed for reference.
	DAA-0100- 2018-0002

	0002
	Policy Materials.
Records and other materials reflecting policy, precedent, and the like relating to planning, developing, and directing the federal inspection program. Does not include published instructions, directives, manuals and the like.
Location: Area Director and Assistant Area Director’s offices’ credenzas
	Temporary. Destroy when superseded or obsolete.
	DAA-0100- 2018-0002

	0003
	Inspections 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.
Location:File Room/Copier Room 5-drawer filing cabinets
	Temporary. Destroy 6 years after case is closed.
	DAA-0100- 2018-0002

	0004
	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.
Location: File Room/Copier Room 5-drawer filing cabinets
	Temporary. Destroy 40 years after case is closed.
	DAA-0100- 2018-0002



 (
2
)
	Item #
	Records Description
	Disposition Instruction
	Disposition Authority

	0005
	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.
Location: File Room/Copier Room5-drawer filing cabinets
	Temporary. Destroy 3 years after case is closed; no transfer to FRC required.
	DAA-0100- 2018-0002

	0006
	Inspections with Personal Sampling
Case files of health inspections and combined safety/health inspections. 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.
Location: File Room/Copier Room 5-drawer filing cabinets
	Temporary. Destroy 40 years after case is closed.
	DAA-0100- 2018-0002

	0007
	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. Except non-formal complaints which become formal and result in an inspection, see items 5 and 6 above, as appropriate.
Location: File Room/Copier Room 5-drawer filing cabinets
	Temporary. Destroy 3 years after case is closed; no transfer to FRC required.
	DAA-0100- 2018-0002

	0008
	Invalid Complaints
Complaints or fatalities which are not related to occupational safety and health or are not covered by OSHA. Includes appeals where the Area Office Director determines the complaint is invalid for redress and the complainant appeals the decision. Except successful appeals are disposed in accordance with the appropriate item elsewhere in this schedule.
Location: File Room/Copier Room 5-drawer filing cabinets
	Temporary. Destroy when 1 year old; no transfer to FRC required.
	DAA-0100- 2018-0002

	0009
	Whistleblower Investigation Case Files
Investigative files and records dealing with employer discrimination or retaliation (under Section 11c of the OSH Act) against employees who report violations of the Act or cooperate with OSHA inspections or any of the more than 20 whistleblower laws. Consists of, but not limited to correspondence, telephone calls/logs, forms, research data, investigation findings, final reports, Alternative Dispute Resolutions (ADR), etc.
Location: File Room/Copier Room 5-drawer filing cabinets
	Temporary. Destroy 5 years after case is closed.
	DAA-0100- 2018-0002



	Item #
	Records Description
	Disposition Instruction
	Disposition Authority

	
	

NOTE: Case file closure/final determination is when all actions at the Agency level are concluded including OSHA participation in litigation.
	
	

	0010
	Personnel Records
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.
Location: MPA locked 3-drawer lateral file cabinet at MPA desk
	Temporary. Review annually and destroy superseded or obsolete documents or destroy file relating to an employee within 1 year after separation or transfer.
	DAA-0100- 2018-0002

	0011
	FOIA
Redacted documents that may include video/photo images related to inspections.
Location: File/Copier Room, Lateral File cabinets (3-drawer cabinets) marked FOIAs
	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 for business use.
	DAA-GRS- 2016-0002-0001





MADISON AREA OFFICE

	Item #
	Records Description  

	Disposition Instruction 
	Disposition Authority

	Inspection Records

	0001
	General Materials.
General correspondence, activity reports, meetings and other materials relating to safety and health inspection and other administrative functions in OSHA’s regional/area/field offices.  Does not include advisory committees.
Location: Area Director’s and AAD’s desk drawers
	Temporary.  Destroy no sooner than 3 years after completion or when no longer needed for reference.
	DAA-0100-2018-0002

	0002
	Policy Materials.
Records and other materials reflecting policy, precedent, and the like relating to planning, developing, and directing the federal inspection program.  Does not include published instructions, directives, manuals and the like.
Location: Area Director’s Office or the “Go 2 Cube”
	Temporary.  Destroy when superseded or obsolete.
	DAA-0100-2018-0002

	0003
	Inspections 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.
Location: Credenza/file cabinets drawers  
	Temporary.  Destroy 6 years after case is closed.
	DAA-0100-2018-0002

	0004
	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.  
Location: Credenza/file cabinets drawers  
	Temporary.  Destroy 40 years after case is closed. 
	DAA-0100-2018-0002

	0005
	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.  
Location: Credenza/file cabinets closed drawers  
	Temporary.  Destroy 3 years after case is closed; no transfer to FRC required.  
	DAA-0100-2018-0002

	0006
	Inspections with Personal Sampling  
Case files of health inspections and combined safety/health inspections.  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.
Location: Credenza/file cabinets drawers
	Temporary.  Destroy 40 years after case is closed.
	DAA-0100-2018-0002

	0007
	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.  Except non-formal complaints which become formal and result in an inspection, see items 5 and 6 above, as appropriate.
Location: Credenza/file cabinets closed drawers and/or Filed electronic on Q-drive  
	Temporary.  Destroy 3 years after case is closed; no transfer to FRC required.
	DAA-0100-2018-0002

	0008
	Invalid Complaints 
Complaints or fatalities which are not related to occupational safety and health or are not covered by OSHA.  Includes appeals where the Area Office Director determines the complaint is invalid for redress and the complainant appeals the decision.  Except successful appeals are disposed in accordance with the appropriate item elsewhere in this schedule.
Location: Credenza/file cabinets closed drawers and/or filed electronic on Q-drive   
	Temporary.  Destroy when 1 year old; no transfer to FRC required.
	DAA-0100-2018-0002

	0009
	Whistleblower Investigation Case Files
Investigative files and records dealing with employer discrimination or retaliation (under Section 11c of the OSH Act) against employees who report violations of the Act or cooperate with OSHA inspections or any of the more than 20 whistleblower laws.  Consists of, but not limited to correspondence, telephone calls/logs, forms, research data, investigation findings, final reports, Alternative Dispute Resolutions (ADR), etc. 
Location: Credenza/file cabinets closed drawers and/or filed electronic on Q-drive (?)

NOTE:  Case file closure/final determination is when all actions at the Agency level are concluded including OSHA participation in litigation.
	Temporary.  Destroy 5 years after case is closed.

	DAA-0100-2018-0002

	0010
	Personnel Records 
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.
Location: Locked in Area Director’s office, Credenza/desk drawers
	Temporary.  Review annually and destroy superseded or obsolete documents or destroy file relating to an employee within 1 year after separation or transfer.
	DAA-0100-2018-0002

	0011
	FOIA
Redacted documents that may include video/photo images related to inspections.
Location: Credenza/file cabinets closed drawers  and/or filed electronic on Q/FOIA (?)
	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 for business use.
	DAA-GRS- 2016-0002-0001






MILWAUKEE AREA OFFICE

	Item #
	Records Description  

	Disposition Instruction 
	Disposition Authority

	Inspection Records

	0001
	General Materials.
General correspondence, activity reports, meetings and other materials relating to safety and health inspection and other administrative functions in OSHA’s regional/area/field offices.  Does not include advisory committees.
Location:  Area Director’s and AAD’s desk drawers
	Temporary.  Destroy no sooner than 3 years after completion or when no longer needed for reference.
	DAA-0100-2018-0002

	0002
	Policy Materials.
Records and other materials reflecting policy, precedent, and the like relating to planning, developing, and directing the federal inspection program.  Does not include published instructions, directives, manuals and the like.
Location:  Area Director’s Office and AAD’s Credenza
	Temporary.  Destroy when superseded or obsolete.
	DAA-0100-2018-0002

	0003
	Inspections 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.
Location:  Open case file cabinets outside of the lab
Q:\00-00 ENFORCEMENT AND COMPLIANCE  
	Temporary.  Destroy 6 years after case is closed.
	DAA-0100-2018-0002

	0004
	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.  
Location:  Open case file cabinets outside of the lab and Closed case file cabinets North end office 
Q:\00-00 ENFORCEMENT AND COMPLIANCE
	Temporary.  Destroy 40 years after case is closed. 
	DAA-0100-2018-0002

	0005
	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.  
Location:  Closed cabinets – North end of office 
Q:\00-00 ENFORCEMENT AND COMPLIANCE
	Temporary.  Destroy 3 years after case is closed; no transfer to FRC required.  
	DAA-0100-2018-0002

	0006
	Inspections with Personal Sampling  
Case files of health inspections and combined safety/health inspections.  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.
Location:  Open case cabinets outside of lab; Closed case file cabinets North end of office
 Q:\00-00 ENFORCEMENT AND COMPLIANCE  
	Temporary.  Destroy 40 years after case is closed.
	DAA-0100-2018-0002

	0007
	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.  Except non-formal complaints which become formal and result in an inspection, see items 5 and 6 above, as appropriate.
Location:  UPA file cabinet - East end of office for closed cases and 
Q:\00-00 ENFORCEMENT AND COMPLIANCE
	Temporary.  Destroy 3 years after case is closed; no transfer to FRC required.
	DAA-0100-2018-0002

	0008
	Invalid Complaints 
Complaints or fatalities which are not related to occupational safety and health or are not covered by OSHA.  Includes appeals where the Area Office Director determines the complaint is invalid for redress and the complainant appeals the decision.  Except successful appeals are disposed in accordance with the appropriate item elsewhere in this schedule.
Location:  UPA file cabinet - East end of office for closed cases and 
Q:\00-00 ENFORCEMENT AND COMPLIANCE
	Temporary.  Destroy when 1 year old; no transfer to FRC required.
	DAA-0100-2018-0002

	0009
	Whistleblower Investigation Case Files
Investigative files and records dealing with employer discrimination or retaliation (under Section 11c of the OSH Act) against employees who report violations of the Act or cooperate with OSHA inspections or any of the more than 20 whistleblower laws.  Consists of, but not limited to correspondence, telephone calls/logs, forms, research data, investigation findings, final reports, Alternative Dispute Resolutions (ADR), etc. 
Location: Corner meeting area – closed file cabinets
 
NOTE:  Case file closure/final determination is when all actions at the Agency level are concluded including OSHA participation in litigation.

	Temporary.  Destroy 5 years after case is closed.

	DAA-0100-2018-0002

	0010
	Personnel Records 
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.
Location: locked in Area Director’s Office Credenza & AAD’s Credenza
	Temporary.  Review annually and destroy superseded or obsolete documents or destroy file relating to an employee within 1 year after separation or transfer.
	DAA-0100-2018-0002

	0011
	FOIA
Redacted documents that may include video/photo images related to inspections.
Location: West end of the area office – top cabinet drawer open cases, rest of drawers closed cases
Q:\FOIA_v2

	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 for business use.
	DAA-GRS- 2016-0002-0001





NAPERVILLE AREA OFFICE

	Item #
	Records Description  

	Disposition Instruction 
	Disposition Authority

	Inspection Records

	0001
	General Materials.
General correspondence, activity reports, meetings and other materials relating to safety and health inspection and other administrative functions in OSHA’s regional/area/field offices.  Does not include advisory committees.
Location: No specific files maintained 
	Temporary.  Destroy no sooner than 3 years after completion or when no longer needed for reference.
	DAA-0100-2018-0002

	0002
	Policy Materials.
Records and other materials reflecting policy, precedent, and the like relating to planning, developing, and directing the federal inspection program.  Does not include published instructions, directives, manuals and the like.
Location: No specific files maintained.
	Temporary.  Destroy when superseded or obsolete.
	DAA-0100-2018-0002

	0003
	Inspections 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.
Location:  
Paper Files – File cabinets throughout office, filed by status (open, closed, contest, etc.), then filed alphabetically.    
Electronic Files - Q:\01. INSPECTIONS
	Temporary.  Destroy 6 years after case is closed.
	DAA-0100-2018-0002

	0004
	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.  
Location: 
Paper Files – File cabinets throughout office, filed by status (open, closed, contest, etc.), then filed alphabetically.    
Electronic Files - Q:\01. INSPECTIONS
	Temporary.  Destroy 40 years after case is closed. 
	DAA-0100-2018-0002

	0005
	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.  
Location: 
Paper Files – File cabinets throughout office, filed by status (open, closed, contest, etc.), then filed alphabetically.    
Electronic Files - Q:\01. INSPECTIONS
	Temporary.  Destroy 3 years after case is closed; no transfer to FRC required.  
	DAA-0100-2018-0002

	0006
	Inspections with Personal Sampling  
Case files of health inspections and combined safety/health inspections.  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.
Location: 
Paper Files – File cabinets throughout office, filed by status (open, closed, contest, etc.), then filed alphabetically.    
Electronic Files - Q:\01. INSPECTIONS  
	Temporary.  Destroy 40 years after case is closed.
	DAA-0100-2018-0002

	0007
	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.  Except non-formal complaints which become formal and result in an inspection, see items 5 and 6 above, as appropriate.
Location: Paper Files- File cabinets near front entrance – Labeled “UPAs” and filed alphabetically  
                  Electronic Files - Q:\00. COMPLAINTS 
	Temporary.  Destroy 3 years after case is closed; no transfer to FRC required.
	DAA-0100-2018-0002

	0008
	Invalid Complaints 
Complaints or fatalities which are not related to occupational safety and health or are not covered by OSHA.  Includes appeals where the Area Office Director determines the complaint is invalid for redress and the complainant appeals the decision.  Except successful appeals are disposed in accordance with the appropriate item elsewhere in this schedule.
Location: Paper Files - Top drawer of file cabinet near front entrance 
                  Q:\00. COMPLAINTS\Current UPA e-files\00.  Closed Complaints\00. Invalid Closed UPA
	Temporary.  Destroy when 1 year old; no transfer to FRC required.
	DAA-0100-2018-0002

	0009
	Whistleblower Investigation Case Files
Investigative files and records dealing with employer discrimination or retaliation (under Section 11c of the OSH Act) against employees who report violations of the Act or cooperate with OSHA inspections or any of the more than 20 whistleblower laws.  Consists of, but not limited to correspondence, telephone calls/logs, forms, research data, investigation findings, final reports, Alternative Dispute Resolutions (ADR), etc. 
Location: File cabinets near Lab – Labeled “Whistleblower Protection Program”
 
NOTE:  Case file closure/final determination is when all actions at the Agency level are concluded including OSHA participation in litigation.
	Temporary.  Destroy 5 years after case is closed.

	DAA-0100-2018-0002

	0010
	Personnel Records 
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.
Location:  Area Director’s Office, Top right drawer
                   Assistant Area Director’s Office, Bottom Left Drawer
                   Assistant Area Director’s Office, Bottom Left Drawer
	Temporary.  Review annually and destroy superseded or obsolete documents or destroy file relating to an employee within 1 year after separation or transfer.
	DAA-0100-2018-0002

	0011
	FOIA
Redacted documents that may include video/photo images related to inspections.
Location: Flash Drive – FOIA Processor’s Computer
	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 for business use.
	DAA-GRS- 2016-0002-0001





PEORIA AREA OFFICE

	Item #
	Records Description  

	Disposition Instruction 
	Disposition Authority

	Inspection Records

	0001
	General Materials.
General correspondence, activity reports, meetings and other materials relating to safety and health inspection and other administrative functions in OSHA’s regional/area/field offices.  Does not include advisory committees.
Location: Area Director and Assistant Area Director desks and on top of credenzas; and electronically at Q: drive.
	Temporary.  Destroy no sooner than 3 years after completion or when no longer needed for reference.
	DAA-0100-2018-0002

	0002
	Policy Materials.
Records and other materials reflecting policy, precedent, and the like relating to planning, developing, and directing the federal inspection program.  Does not include published instructions, directives, manuals and the like.
Location: Assistant Area Director Office (Strat), on top of AAD’s (Strat) credenzas.
	Temporary.  Destroy when superseded or obsolete.
	DAA-0100-2018-0002

	0003
	Inspections 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.
Location: Filing cabinets in the file/copy room of the Area Office (open & closed inspections).  
	Temporary.  Destroy 6 years after case is closed.
	DAA-0100-2018-0002

	0004
	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.  
Location: Filing cabinets in the file/copy room of the Area Office (open & closed inspections).  
	Temporary.  Destroy 40 years after case is closed. 
	DAA-0100-2018-0002

	0005
	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.  
Location: Filing cabinets in the file/copy room of the Area Office closed inspections).
	Temporary.  Destroy 3 years after case is closed; no transfer to FRC required.  
	DAA-0100-2018-0002

	0006
	Inspections with Personal Sampling  
Case files of health inspections and combined safety/health inspections.  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.
Location: Filing cabinets in the file/copy room of the Area Office
	Temporary.  Destroy 40 years after case is closed.
	DAA-0100-2018-0002

	0007
	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.  Except non-formal complaints which become formal and result in an inspection, see items 5 and 6 above, as appropriate.
Location: Filing cabinets in the file/copy room of the Area Office
	Temporary.  Destroy 3 years after case is closed; no transfer to FRC required.
	DAA-0100-2018-0002

	0008
	Invalid Complaints 
Complaints or fatalities which are not related to occupational safety and health or are not covered by OSHA.  Includes appeals where the Area Office Director determines the complaint is invalid for redress and the complainant appeals the decision.  Except successful appeals are disposed in accordance with the appropriate item elsewhere in this schedule.
Location: Filing cabinets in the file/copy room of the Area Office
	Temporary.  Destroy when 1 year old; no transfer to FRC required.
	DAA-0100-2018-0002

	0009
	Whistleblower Investigation Case Files
Investigative files and records dealing with employer discrimination or retaliation (under Section 11c of the OSH Act) against employees who report violations of the Act or cooperate with OSHA inspections or any of the more than 20 whistleblower laws.  Consists of, but not limited to correspondence, telephone calls/logs, forms, research data, investigation findings, final reports, Alternative Dispute Resolutions (ADR), etc. 
Location: Filing cabinets in the file/copy room of the Area Office, and electronic files on the shared W drive.
 
NOTE:  Case file closure/final determination is when all actions at the Agency level are concluded including OSHA participation in litigation.
	Temporary.  Destroy 5 years after case is closed.

	DAA-0100-2018-0002

	0010
	Personnel Records 
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.
Location: Area Director office (locked credenza drawer); Assistant Area Director file drawers.
	Temporary.  Review annually and destroy superseded or obsolete documents or destroy file relating to an employee within 1 year after separation or transfer.
	DAA-0100-2018-0002

	0011
	FOIA
Redacted documents that may include video/photo images related to inspections.
Location: Filing cabinets in the file/copy room of the Area Office. 
	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 for business use.
	DAA-GRS- 2016-0002-0001






TOLEDO AREA OFFICE

	Item #
	Records Description  

	Disposition Instruction 
	Disposition Authority

	Inspection Records

	0001
	General Materials.
General correspondence, activity reports, meetings and other materials relating to safety and health inspection and other administrative functions in OSHA’s regional/area/field offices.  Does not include advisory committees.
Location: Area Director and Assistant Area Director desks and on top of credenzas; and electronically at Q/OIS/Reports.
	Temporary.  Destroy no sooner than 3 years after completion or when no longer needed for reference.
	DAA-0100-2018-0002

	0002
	Policy Materials.
Records and other materials reflecting policy, precedent, and the like relating to planning, developing, and directing the federal inspection program.  Does not include published instructions, directives, manuals and the like.
Location: Assistant Area Director Office (Strat), top shelf of bookshelf.
	Temporary.  Destroy when superseded or obsolete.
	DAA-0100-2018-0002

	0003
	Inspections 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.
Location: Filing cabinets in the front (west end) of the Area Office (open inspections), and in the back (east end) of the Area Office (closed inspections).  
	Temporary.  Destroy 6 years after case is closed.
	DAA-0100-2018-0002

	0004
	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.  
Location: Filing cabinets in the front (west end) of the Area Office (open inspections), and in the back (east end) of the Area Office (closed inspections).
	Temporary.  Destroy 40 years after case is closed. 
	DAA-0100-2018-0002

	0005
	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.  
Location: Filing cabinets in the back (east end) of the Area Office (closed inspections).
	Temporary.  Destroy 3 years after case is closed; no transfer to FRC required.  
	DAA-0100-2018-0002

	0006
	Inspections with Personal Sampling  
Case files of health inspections and combined safety/health inspections.  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.
Location: Filing cabinets in the front (west end) of the Area Office (open inspections), and in the back (east end) of the Area Office (closed inspections).  
	Temporary.  Destroy 40 years after case is closed.
	DAA-0100-2018-0002

	0007
	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.  Except non-formal complaints which become formal and result in an inspection, see items 5 and 6 above, as appropriate.
Location: Filing cabinets in the back end (east end) of the Area Office (closed inspections), and on the Area Office SharePoint site (UPAs Active, and UPAs Closed).
	Temporary.  Destroy 3 years after case is closed; no transfer to FRC required.
	DAA-0100-2018-0002

	0008
	Invalid Complaints 
Complaints or fatalities which are not related to occupational safety and health or are not covered by OSHA.  Includes appeals where the Area Office Director determines the complaint is invalid for redress and the complainant appeals the decision.  Except successful appeals are disposed in accordance with the appropriate item elsewhere in this schedule.
Location: Filing cabinets in the back (east end) of the Area Office (closed inspections), and on the Area Office SharePoint site (UPAs Closed and UPAs Invalid).
	Temporary.  Destroy when 1 year old; no transfer to FRC required.
	DAA-0100-2018-0002

	0009
	Whistleblower Investigation Case Files
Investigative files and records dealing with employer discrimination or retaliation (under Section 11c of the OSH Act) against employees who report violations of the Act or cooperate with OSHA inspections or any of the more than 20 whistleblower laws.  Consists of, but not limited to correspondence, telephone calls/logs, forms, research data, investigation findings, final reports, Alternative Dispute Resolutions (ADR), etc. 
Location: Grey file cabinets located on back (east end) of the Area office, and electronic files on the shared W drive.
 
NOTE:  Case file closure/final determination is when all actions at the Agency level are concluded including OSHA participation in litigation.
	Temporary.  Destroy 5 years after case is closed.

	DAA-0100-2018-0002

	0010
	Personnel Records 
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.
Location: Area Director office (locked credenza drawer); Assistant Area Director file drawers.
	Temporary.  Review annually and destroy superseded or obsolete documents or destroy file relating to an employee within 1 year after separation or transfer.
	DAA-0100-2018-0002

	0011
	FOIA
Redacted documents that may include video/photo images related to inspections.
Location: File cabinets located in the back (east end) of the Area Office, and on the Area Office SharePoint site (FOIA – Completed Files).

	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 for business use.
	DAA-GRS- 2016-0002-0001
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