
  

  
   

 

 

 

 

 

  

  

  

  

 

 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 

Schedule Number: NC-100-76-01 

Some items in this schedule are either obsolete or have been superseded by new 
NARA approved records schedules. This information is accurate as of: 3/3/2023 

ACTIVE ITEMS 
These items, unless subsequently superseded, may be used by the agency to 
disposition records. It is the responsibility of the user to verify the items are still 
active. 

Most items are active or active in part. 

SUPERSEDED AND OBSOLETE ITEMS 
The remaining items on this schedule may no longer be used to disposition records. 
They are superseded, obsolete, filing instructions, non-records, or were lined off and 
not approved at the time of scheduling. References to more recent schedules are 
provided below as a courtesy. Some items listed here may have been previously 
annotated on the schedule itself. 

NC1-100-77-01 item 1 supersedes NC-100-76-1 item 1B for regional records 

NC1-100-77-01 item 4C supersedes NC-100-76-1 item 1B for regional records 

NC1-100-77-01 item 22 supersedes NC-100-76-1 item 2 for regional records 

NC1-100-77-01 item 27 supersedes NC-100-76-1 item 2 for regional records 

NC1-100-77-01 item 15 supersedes NC-100-76-1 item 3 for regional records 

NC1-100-77-01 item 17 supersedes NC-100-76-1 item 4 for regional records 

NC1-100-77-01 item 22 supersedes NC-100-76-1 item 5 for regional records 

NC1-100-77-01 item 40 supersedes NC-100-76-1 item 5 for regional records 

NC1-100-77-01 item 19 supersedes NC-100-76-1 item 6 for regional records 

NC1-100-77-01 item 23 supersedes NC-100-76-1 item 24 for regional records 

NC1-100-77-01 item 24 supersedes NC-100-76-1 item 24 for regional records 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 
As of 3/3/2023 NC1-100-76-01 



  
 

 

  
   

 

 

 

  

 

  

 

  

  

 

 

 

 

 

 

 

  

 

  

 

 

 

 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 

NC1-100-77-01 item 25 supersedes NC-100-76-1 item 24 for regional records 

NC1-100-77-01 item 26 supersedes NC-100-76-1 item 24 for regional records 

N1-100-90-001 item 20A supersedes NC-100-76-1 item 29C 

N1-100-90-001 item 21 supersedes NC-100-76-1 item 29C 

N1-100-90-001 item 22 supersedes NC-100-76-1 item 29C 

N1-100-90-001 item 20A supersedes NC-100-76-1 item 33 

N1-100-90-001 item 20A supersedes NC-100-76-1 item 34A 

N1-100-90-001 item 20A supersedes NC-100-76-1 item 35 

NC1-100-77-01 item 34 supersedes NC-100-76-1 item 46 for regional records 

NC1-100-77-01 item 33 supersedes NC-100-76-1 item 47 for regional records 

NC1-100-77-01 item 36 supersedes NC-100-76-1 item 86 for regional records 

NC1-100-77-01 item 37B supersedes NC-100-76-1 item 157 for regional records 

NC1-100-77-01 item 31 supersedes NC-100-76-1 item 180 for regional records 

NC1-100-77-01 item 32 supersedes NC-100-76-1 item 181 for regional records 

NC1-100-77-01 item 37A supersedes NC-100-76-1 item 181 for regional records 

N1-100-02-001 item 1A supersedes NC-100-76-1 item 183 

N1-100-08-002 item 1A supersedes NC-100-76-1 item 194 

N1-100-08-002 item 1b supersedes NC-100-76-1 item 194 

NC1-100-77-01 item 35 supersedes NC-100-76-1 item 221 for regional records 

NC1-100-77-01 item 39 supersedes NC-100-76-1 item 232 for regional records 

NC1-100-77-01 item 41 supersedes NC-100-76-1 item 238 for regional records 

NC1-100-77-01 item 42 supersedes NC-100-76-1 item 241 for regional records 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 
As of 3/3/2023 NC1-100-76-01 



-.~ RECORL. ..1POSITION AUTHORITY LEAVE BLANK 
(See Instructions on reverse) JOB NO I 

' 
~- NC-100-76-1 tTO GENERAL SERVICES ADMINISTRATION, -
NATl'0NAL ARCHIVES ANO RECORDS SERVICE, WASHINGTON, DC 20408 DATE RECEIVED 

140V l 4 19751 FROM (AGENCY OR ESTABLISHMENT) 

Department of Labor NOTIFICATION TO AGENCY 
2 MAJOR SUBDIVISION 

In accordance w,th the prov1s1ons of 44 USC 3303a the disposal reOccupational Safety and Health Administration quest including amendments. 1s approved except for ,terns that may 
be stamped "disposal not dpproved" or "withdrawn" 1n column l 0 3 MINOR SUBDIVISION 

4 NAME OF PERSON WITH WHOM TO CONFER 5 TEL EXT 
,' 11/.2 -~_7t, <-

I 

4.J) /)~A 1 1 ~II , 

L>are Arc llllt t of rhc U11unl Stat('\B~atrice c. McCabe 37995 
6 CERTIFICATE OF AGENCY REPRESENTATIVE 

I he.reby certify that I am authorized to act for this agency in q,2rs pertaining to the d1sµusal of the agency's records, 
that the records proposed for disposal in this Request of page(s) are n_ot now needed for the business of 
this agency or will not be needed after the retention per!ods spec1f1ed. 

D A Request for 1mmed1ate disposal 

~ Request for disposal after a spec1f1ed period of time or request. for permanent 
retention. 

D SIGNATURE OF AGENCY REPRESENTATIVE 

~:;~:;??-~ C.l 11~EPARTME~fTAL RECORDS OFFICER _j 

7 
ITEM NO 

8 DESCRIPTION OF ITEM 
(With Inclusive Dates or Retention Periods) 

9 
SAMPLE OR 

JOB NO 

10 
ACTION TAKEN 

OCCUPATIONAL SAFETY AND HEALTH ADMINISTRATION 

The Occupational Safety and Haalth Administration 
established pursuant to the Occupational Safety and Healt 
Act of 1970 (84 Stat. 1590), develops and promulgates 
occupational safety and health standards, rutemaking, and 
regulations; conducts investigations and inspections to 
determine the status of compliance with standards arrl 
rulemaking; issues citations, proposes penalties, and 
establishes abatement dates for correction of violations; 
prescribes recordkeeping requirements authorized by the 
Act; encourages and monitors State government participati 
in occupational safety and health programs; undertakes 
research in the field of occupational safety and health; 
provides training and education programs for empl6yers 
and employees; and provides for occupational safety and 
health programs in the Federal agencies. This schedule -
includes disposal requests approved for records trans­
ferred to OSHA and/or retired to the Washington National 
Federal Records Center under Records Group 100 by OSHA 1 s 
predecessor agency, the "Bureau of Labor Standards," 
Job Noo(s) NN156-50, II-NNA2504. 

115-107 STANDARD FORM 115
,.('),(t~- J/1'\ -; '_,v1-, i /":, ~~..v-l.. ,(,-O+t., (J~,u1,,_ .,vvJ2.. r;i,,ru-v-e12_ Revised April, 1975 

Prescribed by General Services 
0:..1-1,c, "-lf/1.,l-'l,21/l.-&.:1,k,<!~ • .f.,rQ 11-/ie: J7t:-- I/Adm1nistrat1on 

FPMR (41 CFR) 101-11 4 



NCl00-76-1 

ItemsOCCUPATIONAL SAFETY AND HEALTH ADMINISTRATION 

I. Assistant Secretary ior OSHA 1-3 
Correspondence Control Unit 4 
Media Services 5-13 

Deputy Assistant Secretary of Operations (EEO) 14-16 
Deputy Assistant Secretary for National Programs 187-189 

A. Associate Assistant Secretary for Administrative 
Programs 17-18 

1 . Advisory Committees 19-22 
2. Office of F inane ial Nanagem.en t 103-116 
3. Office of Personnel Management 68-70 

a. Division of Em?loyment and 
Employee Development 71-82 

b. Division of Position Classi­
fication 83-85 

4. Office of Administrative Management 86-87 
a. Division of Management Analysis 88-93 
b. Division of Administrative Services 9li-102 

5. Office of Planning, Evaluation, and 
Research 51-53 

a. Divison of Planning and Coordination 54-57 
b. Division of Interagency Coordination 

and Legislative Analysis 58-63 
c. Division of Program Evaluation and 

Research 64-67 
6. Office of Management Data Systems 23-26 

a. Division of Systems Administration 27-32 
Technical Data Center 33-39 

b. Division of Programming and 
Systems Analysis 40-45 

c. Division of Operations 46-50 
7. Office of Publications and Visual Aids 117-126 

B. Associate Assistant Secretary for National 
Programs 

1. Office of Federal Agency Safety Programs 190-200 
2. Office of Standards Development 201-205 

a. Division of Safety Standards Develop­
ment 206-216 

b. Division of Health Standards Develop­
ment 217-223 

C. Associate Assistant Secretary for Regional 
Programs 127-131 

Deputy Associate Assistant Secretary 132-133 
1. Office of Compliance Programming 134-138 

a. Division of Occupational Health 
Programming 139-147 



NCl00-76-1 

b. Division of Occupational Safety 
Programming 

c. Division of Variance Determination 
d. Division of Maritime Programming 

2. Office of Field Performance Analysis 
3. Office of State Programs 

D. Associate Assistant Secretary for Training, 
Education, and Consulation Programs 

1. Office of Employer Self-Inspection and 
Consultative Programs 

2. Office of Training and Education 
a. Division of Educational Programs 
b. Division of Training Development 

Items 

148-158 
159-166 
167-170 
171-179 
180-186 

224-229 
220-235 
236-238 
239-241 



Form. No. Ulla 
~ated 9-1-49 by . ,
•..-.vices Adm1nlstrat1on ,b No._.--'--_.,_-__,_ P:16e 2 ., 
t~.nal Archives.. • 

of_2.l_pages~ ....-" 
REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

' .... 
9.8 DESCRIPTION OF ITEM 107. SAMPLE OR(WITH INCLUSIVE DATES OR RETENTION PERIODS) ACTION TAKENITEM NO. JOB NO 

1. 

2. 

ASSISTANT SECRETARY FOR OCCUPATIONAL SAFETY AND 
HEALTH 

General Subject Files. 

Policy and Procedural Files dealing with thea. 
developmment and implementation of policies, 
procedures, a·nd changes in organization f unc­
tions and overall agency management program 
operations. 

PERMANENT. Cut off file annually, re­
tire to FRC when 3 years old or 1 year 
after departure of Assistant Secretary, 
whichever is earlier. Offer to Nationa 
Archives when current use ceases. 

( ~.f:t acc. ... ...,,.../.,t,q.~f pl1As left A!je,ar) 
Office administration records, consisting 
of correspondence reports, hotel and 
travel arrangements, news articles, person­
nel, general services and other gen~ral 
administrative correspondence. 

b. 

Cut off at the end of the year and de­
stroy when 3 years old or 1 year after 
change in Administrators, whichever 
is earlier. (II-NNA-2504, Item 4) 

Chronological Files. 

Consists of office copies of correspondence of 
all types arranged chronologically without 
regard to subject content, used primarily 
as a.reading or reference file. 

PERMANENT. Cut off at the end of the 
year and retire to FRC when 3 years 
old or at the same time as (Item l~a) 
on this schedule or 1 year after change 
in Administrators, whichever is earlier. 
Offer to National Archives when current 
use ceases. 

( '&.~ acc:uh!i,t{c,te,-( f /us I 1/;i_.,C,f:t::. f"'i- ;ji?tA.t--) 

10-69'28-1 GPOFolll' copiea, lnch11ling original, to bo 11111,milled to the National Archivu 
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.,..,..• Form No. 115a 
Pr;J=d 9-1-49 by ,

• General Services Administration , ,b No . .;...'_ _..___,___,_ P .. ge_..,_3__ 
..._ The National Archives. • 

of _9_3_ pages , 
REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7. 
ITEM NO. 

3. 

4. 

8 DESCRIPTION OF ITEM 
{WITH INCLUSIVE DATES OR RETENTION PERIODS) 

Speech Files. 

Files consists of invitations to speak, sched­
ules, work papers, and other media related 
activities for which permanent retention is 
provided for elsewhere in this schedule. (See 
Item Number 9) 

5uperc:.edQ.d or- obsole:t:e... 
Destroy when no longer needed for 
reference pt1rposes... t'1/.P 1/1-t(i~ 

CORRESPONDENCE CONTROL UNIT 

Controlled Correspondence Files. 

Communications maintained by Central Control 
Point for correspondence received from Congress­
men, Congressional Committees, White House, 
Governors and other v.I.P.'s, relating to 
variances, complaints, employment, OSHA/reg­
ulations, administrative policy and other 
program-related activities. Includes OSHA 
Correspondence Control Form-60. 

a. Cross reference files reflecting the 
receipt and dispatch of documents, 
arranged numerically or by due dates. 

Destroy 3 years after file is closed. 
(NC 174-76~1, Item 8,2) 

b. Forms accompanying correspondence to 
insure continuinq cbntrol, e.g., OSHA 
Form 60, showing office handling docu­
ments, intra-office routing and other 
comparable data. 

Destroy when related document is de­
stroyed, transferred, or action is 
cancelled. (NC174-76-l, Item 4-a) 

9. 
SAMPLE OR ACTION TAKENJOB NO. 

Foar copiea, badading origbaal, to be 1111l»milled lo the National A:rcldvq 10-69428-1 GPO 

http:V.I.P.ls


7 

Standard Fol'Ill No. 115-A' 
Revised -November 1951 

"" Prescribed by General Services Adm1mstratlon • Job No, _____ Page 4 
GSA Reg 3-IV-106 

115-202- - -' of __2l__ pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

98 DESCRIPTION OF ITEM 10 
SAMPLE OR(WITH INCLUSIVE DATES OR RETENTION PERIODS) ACTION TAKENITEM NO JOB NO 

c. Controlled correspondence consists of 
letters to and from OSHA with related 
copies of forms, memoranda, letters of 
private organizations and individuals 
concerning health and safety regulations, 
legislation and includes some inter-
agency communications. ~k / 31/1t 

De.stro~ whe.t--l -ti 3 ~e,o.rs old-. ~.f 
PERMANENT. (1) Hold sample of 
sigAif1cant letters. Offer to 
NatioAal Archives wheA current us~ 
-ceases. (NC174 76 1, Item 8-1) 
(2) Destroy remaining fiJes when 3 
years old. (NC174 76 1, Item 8 2) 

j. Correspondence Control Reports consist 
of reports and work papers used to pub­
lish statistical data on the status of 
incoming controlled communications. 

Destroy when administrative needs 
have been satisfied, or when 2 years 
old, whichever is earlier. 

MEDIA SERVICES 

5 • ~eneral Subject Files. 

~onsists of correspondence, memoranda, 
position papers, studies, reports and news 
~eleases concerning OSHA official public 
~nformation policy. 

PERMANENT. Cut off at the end of year. 
Retire to FRC when 3 years old. Offer 
to National Archives when 10 years old. 
(IINNA2504, Item 1) 

( 5 ci:.1,+'t. ~CC.IAM~le.teJ f'/""-:,. 1 <.."',Pt. f"<" ::,e...-.,-) 

Foar copie•, inchading original, to be ■11bmitted to the National Archive ■ and Records Service 16-69428-3 GPO 

http:whe.t-.l-tl3~e.,o.rs


- Standard Form Nu., 115-A' 
Revised November 1951 

" Prescribed by General Services A.dmm1Stration 
GSA Reg 3-IV-106 Job No, _____ Pa;ge--'-5__ 

115-202- • 
of-2l_ pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7 
ITEM NO 

8 DESCRIPTION OF ITEM 9 
(WITH INCLUSIVE DATES OR RETENTION PERIODS) SAMPLE OR 

JOB NO 

10 
ACTION TAKEN 

6. Communication Reports Files. 

Consists of reports from the Office of Media 
Services to D/L Office of Information, listing 
speeches and news releases to be given by 
OSHA officials. 

Destroy when superseded or obsolete. 

7 . General Administrative Files. 

General Administrative copies of program 
directives, and office correspondence re­
lating to general administrative duties, 
travel and routine personnel matters. 

Cut off at end of year. Destroy when 
2 years old. (IINNA-2504, Item 4) 

8. National Safety Congress File Special Events. 

National Safety Congress correspondence, lists 
of personnel sent to represent OSHA at National 
Safety Congress, and other materials document­
ing OSHA participation in National Safety 
Congress. 

PERMANENT. Retain in office 3 years, 
forward to FRC for 7 years additional 
retention. Offer to National Archives 
when 10 years old. (NN 165-50, Item 6-b) 
( ?-c.... f't acc ... MIA-le,.t,e_~ r'l,,f~ /e.sJ:.tJir;,J l.lac..Pt_ f r«j-eu.f") 

9. Speech Files. 

Record copies of speeches made by OSHA Assistant 
Secretary of Labor for OSHA, filed by date of 
speech. 

PERMANENT. Cut off at the end of the 
year. Retain in office 3 years then 
retire to FRC. Offer to National ArchivEs 
when 10 years old. (II-NNA-2504, Item 2 a) 

( 1 Cc.... .Pt• llC:c."' M i-1.( DL tu¾ f I u r Q. CIA. Jv-lc.hi!.s pe,,.. '1 ear) 

Fou copies, including original, to be subnutted to the National Archives and Records Service 
16-69428-3 GPO 

http:l,Iac..Pt


Standard Form No,. 115-A' 
Rev1sed'November 1951 

, Prescribed by General flerv1ces Admimstratlon Job No. _____ Page_....6__ 
GSA Reg 3-IV-106 

115-202- • of --9.,3_ pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7 8 DESCRIPTION OF ITEM 
ITEM NO (WITH INCLUSIVE DATES OR RETENTION PERIODS) 

9. 
SAMPLE OR 

JOB NO 

10 
ACTION TAKEN 

10. ~iographical Data File. 

Biographical sketches of OSHA Administrator, 
brepared by Media Services Staff for distri­
pution via U.S. Department of Labor News 
Bulletins. 

Destroy one year after individual 
leaves. 

11. )SHA News Releases. Record copies of OSHA 
1ews releases and supporting materials for 
~ach release. 

One master set of OSHA Press Releases, 
elearance sheets, a-no ba.ckgrouod roate­
rial.s.... 

P€&-114iJ£NT, 
Retain record set and supporting 
docum~ in office for 2 years 
then forward to FRC for 8 years 
additional retention. Offer to 
National Archives when 10 years 
old. (NN165-50, Item 2-a) 

). Working papersJeHTd· drafts of pending 
ne W S releaseS' c.l e<h-a /\lCf:. sh e.e. ts C11J& bo ,_Jc_s 1/°(A Nd /1'1(

1 .d;1;. ?/.5f/7t 
Destroy 3 months after release 
cleared. 

... ... . All other copies . 

, 
t.er 10...-I 

Destroy when l year old. 
(NN165-50, Item 2-b) 

Foau copie•, inclgding original, to be a'llllmitted to the National Archives and Records Service 16-59428-3 GPO 



Stand'Bnl Form No. 115a. 
Promulgated !>-1--49 by , 
General .Servloos Admn:ll.stratlon ob No. _.---,-- Page_.a....7__
The National Archives 

< - of--2]_ pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

9B DESCRIPTION OF ITEM7. 10 
SAMPLE OR(WITH INCLUSIVE DATES OR RETENTION PERIODS)ITEM NO. ACTION TAKENJOB NO. 

12. 

13. 

14. 

Special Events. Annual Reports, special infor­
mational and historical reports, for example 
"Agnes" cleanup, and supporting ~uments; L . ( 

f/81/J'I I c., Pt 0.C.C~/t\.-l fa-te-J f fl(S ltt-1 

..._ ~- -~-- L • ·~~~ ~. _ ~ ~ ,: ~-~ 
PERMA:N-6-N'l'. RetaH1: 111 oftrce J years, ptr yt,;i1 

fQ..I:..W.ard to FBC for 7 years additional 
fetention. Offer to National Arc-l=i-4-¥es 
when 10 years old.._ wiiCN ;>.Ollecin ol~ 

P&rmo,-,eNt. . ~fc.J?. To ,.Jf\R.S ..i 1 

Reference and Subject Files. Clippings of 
feature stories, periodicals, reports, extra 
copies of speeches, OSHA program, administra­
tive directives, and OSHA standards used for 
background and reference purposes. 

Review annually. Destroy materials w hQ..~ 

wb.i cb are superseded~robsolete e-r-no 
l~nger needed for ref@renee p~r~eses, 
wbicRever 1c sooner. (II-NNA2504, 
Item 3) 

DEPUTY ASSISTANT SECRETARY FOR OPERATIONS 

EQUAL EMPLOYMENT OPPORTUNITY 

Office Administration Files. 

Co~sisting of correspondence, reports, sta­
tistics, counselor's training data, publica­
tions, and other documents relating to the 
general administration of Equal Employment 
Opportunity and Upward Mobility activities. 

Cut off at the end of the year and 
start new file. Retire to FRC when 
3 years old. Destroy when 5 years 
old. (NC174-76-l, Item 10) 

1'0111" copiea, mclading origb,.al, lo be nl>miHecl lo tho National JlrchlvN 16-59'28-1 GPO 

http:1.c.C-IIf'jt'l.01
https://origb,.al


Standp.rd Form No. 115-A' 
Revised November 1951 

, Prescribed by General .rerv1ces .Aidmm1stratlon Job No, _____ Page_=8__ 
GSA Reg 3-IV-106 

115-202- - of-93-pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7 
ITEM NO 

8 DESCRIPTION OF ITEM 
{WITH INCLUSIVE DATES OR RETENTION PERIODS) 

9 
SAMPLE OR 

JOB NO 

10 
ACTION TAKEN 

15. Complaint Case Files. 

Documents concerning complaints of discrimina­
tion by employees or applicants for employment. 
Includes investigative data summary of findings, 
employee statements, disposition reports and 
withdrawal notices. 

a. Employee name folders when case is re­
solved within the agency or after the 
employee leaves the agency, transfer to 
inactive files. 

Destroy 4 years after final action. 
(GS 1, Item 26-a-l) 

o. All other copies of EEO complaints, 
transmittal letters, statistical re­
ports and other related complaint docu­
ments duplicated in EEO office's 
official case files or the U.S. Civil 
Service Commission files. 

Destroy 1 year after employee leaves 
the agency, or when superseded or 
obsolete if filing arrangement is 
other than alphabetically by name. 
(GS 1, Item 26-b) 

16. Minority Applicants Files. 

Information copies of applications for employ­
ment (Standard Form 171), including correspon­
dence, memoranda, eligibility certificates and 
other related papers submitted by applicants 
for minority workers job placement opportunities 

Dispose immediately if applicant is 
accepted or 1 year after file is 
closed. (GS-1, Item 17-a) 

Foar copies, inclacling original, to lie aal>mitted to the National Al'chives and Records Service 10-59428-3 GPO 

http:Standp.rd
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StandtUd Form No. 11/Sa
Promulgated 9-1-49 by , 
General .Services Admln'istratlon ob No. '--'-----,.- Page_9 __ 

, The N11tlonal Archives 
of 93 pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

8 DESCRIPTION OF ITEM7. 
(WITH INCLUSIVE DATES OR RETENTION PERIODS)ITEM NO. 

~SSOCIATE ASSISTANT SECRETARY FOR ADMINISTRATIVE 
PROGRAMS 

17. General Subject Files. 
• 

e. Policy and Procedural Files documenting 
the development and implementation of 
policies and procedures concerning 
administrative programs operations and 
management functions. 

PERMANENT. Cut off at the end of the 
year and start a new file, retire to 
FRC when 3 years old. Offer to 
National Archives when 10 years old. 

( t.f O.tA,.flt ~c-.:..,~kl,d-~J pl1,,os I C<A. Pt. ?-<--r :j ◄ 
b. Office administration records, consist­

ing of correspondence, reports, news 
letters, study, analyses of program 
management and other administrative 
activities for which records disposal 
is not otherwise provided for in general 
records schedules. 

Cut off at the end of the year and 
destroy when 3 years old. 
(NC174-76-l, Item 1) 

Chronological Files.18. 

Office copies of correspondence of all types 
arranged chronologically without regard to 
subject content, used solely as a reading or 
reference file for current information filed 
elsewhere by subject or title. 

Cut off at the end of the year and 
start new file, destroy when 1 year 
old. (NC174-76-l, Item 3) 

9. 
SAMPLE OR ACTION TAKENJOB NO 

•n-) 

Foar copie■, inclading original, lo bo sal)miUecl lo th• National Azchivea 16-69428-1 GPO 



Standp.rd Fonn No, 115-A 
Revised November 1951 

, Prescribed by General Service8 Aidmmistration Job No. _____ Page 10 
GSA ~~LtJY-106 of_<t3_pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7 
ITEM NO 

8 DESCRIPTION OF ITEM 
(WITH INCLUSIVE DATES OR RETENTION PERIODS) 

9 
SAMPLE OR 

JOB NO 

10 
ACTION TAKEN 

ADVISORY COMMITTEES 

19. Office Administrative Files. 

Consists of correspondence, memoranda, and 
bther documents, pertaining to the operations 
pf the office, including matters for which 
Pther offices have primary responsibility. 

~- Administrative Instructions, Program 
Directives, Operation Manuals and other 
reference publications. 

wh-e.r-i
Destroy materials wbish are superseded 
or obsolete,. e'f' no longer neecled for 
reference pt1r~o.es, \iAiehever is D~_o f'l/i't/tl
SOORC £-,, r-"f"-

D. General services correspondence, memoranda 
and subject files relating to arrangements 
for meetings, supplies and reproduction, 
distribution services and other clerical 
and technical support matters. 

Destroy when 2 years old. 
(NC174-76 -1, Item 1) 

~- Memorandum copy of travel vouchers, hotel 
accommodations and other administrative 
matters pertaining to housing, travel 
assistance and payments. 

Destroy when 2 years old. (GS 9, 
Item 5-a) 

:i 

Fou copies, incl11cliAg original, to be sabmilled lo the Notional Archives and Records Service 10-69428-3 GPO 

https://Standp.rd


Standard Fonn NQ. 115-A 
Rev1Se<t November 1951 • 
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~ GSA Reg 3-IV-106 
115-202 - of -2..3..._ pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7 
ITEM NO 

8 DESCRIPTION OF ITEM 
(WITH INCLUSIVE DATES OR RETENTION PERIODS) 

9. 
SAMPLE OR 

JOB NO 

10 
ACTION TAKEN 

20. ,:::ommittee Files. 

~- Committee correspondence, membership 
rosters, minutes, agenda, reports, 
policies, procedures, charters, ver­
batim transcripts, written statements, 
exhibits and committee recommendations 
for an OSHA standard. 

Transfer to OSHA-Technical Data 
Center when committee is terminated. 
(See Item 33-a) 

b. Reference and convenience copies of minutes, 
transcripts, reports and other regular 
committee activities. 

Transfer to OSHA Technical Data Center 
when committee is terminated. (See 
Item 33-a) 

c. Documents of organizations on which OSHA 
has no official representation, but that 
impact on OSHA. 

Cut off at the end of the year, and 
destroy when 2 years old, or when no 
longer needed for current reference 
purposes, whichever is sooner. 

21. ~ppl1cants Files. 

~onsists of correspondence, biographic data, 
~pplications and recommendations for appoint­
ments to Standards Advisory Committees. 

Destroy when 5 years old. 

Foar copiea, incl11cli11g original, to be sal,milled to the National Archives and Records Service 16-59428-3 GPO 



Standa.rd Form No. lllla 
Promulgated IH-49 by ,
Oeneral.Servlces Adml~tratlon ob No. __~-- Pflge_12__ 
The N atlonal Arch1ves 

of-2..Lpages 

7. 
ITEM NO. 

22. 

23. 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

9. 10.B DESCRIPTION OF ITEM 
SAMPLE OR ACTION TAKEN(WITH INCLUSIVE DATES OR RETENTION PERIODS) JOB NO 

Public Hearings Files. 

Includes hearings transcripts, announcements, 
notifications, list of presentations, exhibits 
~nd other related comments, written statements 
pertaining to proposed standards on occupational 
safety and health. 

a. One complete final record set, certified 
by the Administrative Law Judge. 

PERMANENT. Transfer to OSHA - Technical 
Data Center when action is completed. 

b. Reference and or convenience copies of tran­
scripts and other documents duplicated in 
item (a) above and available for general 
public use. 

Transfer to OSHA - Technical Data Center 
when current use ceases. 

OFFICE OF MANAGEMENT DA1'A SYS'I'EMS 

Administrative Files. 

Records accumulated which relate to routine 
internal administration or housekeeping 
activities of the office. These papers relate 
to the office organization, office procedures 
and communications, and administration of 
office personnel. This file includes documents 
concerning the expenditure of funds in the 
internal administration of the office, includ­
ing budget workpapers, supplies, and travel 
vouchers, and documents regarding the use of 
office space and utilities. 

Cut off annually, destroy when 1 year 
old. (NC174-76-l, Item 1) 

Four copie■, inclading original, to bo nl>miHed to the Natio11al Jbchlvea Ut-69428-1 ca~o 

https://Standa.rd


Standard Form NOi 115-A' 
Revised November 1951 

._ Prescribed by General Serv,ce8 Adm1mstratlon Job No.----- Page _..._1_3__ 
GSA Reg. 3-IV-106 

115--20Z of ....9..3_ pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7 
ITEM NO 

8 DESCRIPTION OF ITEM 
(WITH INCLUSIVE DATES OR RETENTION PERIODS) 

9 
SAMPLE OR 

JOB NO 

10 
ACTION TAKEN 

24. 0 ublication Reference Files, 

"his file consists of OSHA program directives, 
nanuals, or other government or non-government 
)ublications maintained for general reference 
)urposes. 

Review annually. Destroy materials whe.,-.i 
whicb are obsolete~rsuperseded,-e-£ 
no l0n9or neeees for referenee p~~- ~,i\2. ~/ 
p.gses. (IIN.NA-2504, Item 2-d) 

/
¥ 7-~ 

25. brogram Correspondence Files. 

Correspondence, reports, and other records 
bertaining to the administration and operation 
,~f office program activities. Files contain 
Doth controlled and uncontrolled correspond­
,t:.nce. 

Pc.grnA..iE.tJ I 
Cut off annually. Transfer to FRC 
when 3 years old. Offer to National 
Archives when 10 years old. 
(1/c.1.t~t. ll-c.:."-l'l'IM.,4--t'-& r'"'s 1/'l.. ~ .... ~1: f~Y- 'de..eir-) 

26. 0 roject Control Files. 

'hhis file documents the assignment, progress, 
c nd completion of projects relating to the 
design, programming, and operation of OSHA's 
data processing projects. Files are arranged 
c1lphabetically by subject. 

Transfer to FRC 2 years after year 
in which project is closed. Destroy 
when 5 years old. 

Fom copie•, incl•tling original, to be aunutted to the National &chives and Records Service 16-59428-3 GPO 

http:Pc.grnA~E.tJ


standard Form No. 1150. 
Promulgated 9-1-49 by
General Services Admlnlstrat1on ob No. ~-~--.-- P~e 14 

, The National Archives 
of ...2l._ pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7. 
ITEM NO. 

8 DESCRIPTION OF ITEM 
(WITH INCLUSIVE DATES OR RETENTION PERIODS) 

9. 
SAMPLE OR 

JOB NO 

10. 
ACTION TAKEN 

DIVISION OF SYSTEMS ADMINISTRATION 

27. Program Correspondence Files. 

Correspondence, reports and other materials 
pertaining to the administration and operation 
of program activities and which are not other­
~ise provided for in this schedule. 

28. 

Cut off annually. Transfer to FRC 
when 2 years old. Destroy when 
7 years old. (NC174-76-l, Item 16) 

Administrative Files. 

Records accumulated which relate to routine 
internal administration or housekeeping 
activities of the office. These papers re­
late to the office organization, office pro­
cedures and communications, and administration 
of office personnel. This file includes 
documents concerning the expenditure of funds 
in the internal administration of the office, 
including budget workpapers, supplies, and 
travel vouchers, and documents regarding the 
use of office space and utilities. 

Cut off annually. Destroy when 1 
year old. (NC174-76-l, Item 1) 

Fom cople ■, indacling original, to bo sallmitted lo tho National Aa-cllivu 1&-694211-1 OPO 
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Standard Form Nol 115-A , •
Revised November 1951 

, Prei;cr1bed by General Services Admmistrat10n Job No, _____ Pa"ge_l_S__ 
GSA Reg 3-IV-106 

116-202' of -2.1_ pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

9 108 DESCRIPTION OF ITEM 
SAMPLE OR ACTION TAKENITEM NO (WITH INCLUSIVE DATES OR RETENTION PERIODS) JOB NO 

29. :1icrof ilm Files. n~..c.;e ('~Cof'dS 1,.:,il/ be.,, m,c.roP, lmeJ /N 
~c.u--dQ.'l'lCe. LAJi-1:,h FPrnR. 101-11.y ii/1/d FPl"JR.. JOI- 11.5 
rhis tile consists of the master copy of 
selected documents micro!jlmed_9Y f~e 
rechnical Data Center. ~ 71}, f/..3t/1t 
a. Compliance Activity Report - Summary re­

ports on compliance activity which are 
compiled from monthly reports submitted 
by the area offices. The reports are the 
product of OSHA's management information 
system. /

Pe.rma~er<>t_, DPP~r c,y,ii1,Ja./ P.flJcf GNe a..~fl'J to -L,1-e... Na,t,o "c... 

Archiue!" w~-e,~ /0 1e.ar-~ c>lcl. (Jr-e..t.,/s ON- ht>N<-1. rl,-,s If'~«- p~r- year-) 
fl.BRMA~aEN'I!, When current use ceases-, ~ 
offer to Natio11al Archives in accol'.'-8-- _ 1 
..ance-w-~-t.~--<:>·vided for th~, MJ1f<J 
-a cc es s 1 o I n--n-g-0-E-ffi-:i~.-- . . , ~ u:{'

Oe:;tro'1 p~~t r,e.,e..ord1 ~,>h~N 'f)'l1cror:'ilme-J i,rJ ,-t /<;. Q~c..e.r ,1-1 -

t:..'1c.-t; '1'e,l",ro<li«:i.1fco_Fies Ju11..1-t.- h.Jl.erJ macl,e., 11o> ,,._,c:,po,-d,tt,/'f~ w,-1::.t,__ G!~,=t,
P. Federal Agency Report - Tanulations or e d 

0injuries, fatalities and manhour s lost r ,a 
I 

a--t. ' 0 ~5 t;,..,cl ~ ..--c.., i.JuPJ.t1 

within Federal Agencies. The tabulations ~"' 1 t-t:, -t:.,,-t:e~ A..- -t-lt..e. 

are compiled from the Quarterly "Federal J,,,o""'p-e>-- re.e" .,,.cf 
Occupational Injuries and Illnesses ~~ f,;:1/l/b s. 
vey" OSHA Forms - 102E and 102EE. ~, ///• ' 

PeoY1QtJQ.r-Ji::., 5,;n-,-e, Cl!. 1t.ey¥1 tJ..qo..., ( I r-e,.e,,( Qcc,,H"ll,\.(11-t~cl rlw-. ,~r.J 

__ te-F~&tt-E'1:"e1'~~-6--E~;;..e_g_§.~~_g_~ t 1-tc-. /J /j-1 r-4...,t.-/ 1r., c,) 1-J 4..-<il -,..)When curreRt ~se ceases, of~ ~ 
National Archives in accordance with 
standards provided for the accessioning 
of m1crof1lm. 

Standards Advisory Committee Minutes 
Transcripts of hearings and minutes of 
meetings pertaining to the Standards 
Advisory Committee and the development of 
OSHA Standards. 

s.. m~ ~ S 1-te-r-1 Q,q CL ( ,1_ ('-u,ls ~-J A~Ni f lU, I r-Lel f C.r 

PERMANEN'r. Transfer to PRC 2 year-:4/J ~~ ye,;r-)
after terminatioR of committee. Off~r •~f?/' 
te National l\rchh·e-s when 10 years old. 
(NN165-50, Item 6-a) 

Foar copiea, including original, to be aullmitted to the National Archives and Records Service 10-59428-3 GPO 

http:Pet'mrltJQ.Ni
https://i.JuPJ.t1
https://Ju11..1-t.-h.Jl


Standard Form Nol 115-A' 
Revised November 1951 

, Prescribed by General Berv1c08 Admm1stratlon Job No.----- Pa.'ge 16 
GSA Reg 3-IV-106 

ll&-202' of .....9.1.- pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7 
ITEM NO 

8 DESCRIPTION OF ITEM 
{WITH INCLUSIVE DATES OR RETENTION PERIODS) 

9. 
SAMPLE OR 

JOB NO 

10 
ACTION TAKEN 

30. ~DP Systems Files. 

this file contains the documentation behind 
bSHA's ADP Systems. The file consist of the 
~esign reports from the contractor who de­
~eloped the system, the basic system programs 
pperational manuals and systems specifications. 

PERMANENT. Transfer to FRC 2 years 
after termination of the system. 
Offer to National Archives when 10 

,.. I II I tr1 f'-year S O la • ( 3 T-t ~CC...-ll""\ 1,1 P-l.tc:V f "f'S rt. C "'• .__ 
f.t.- 1.1 l?..itr,

v 

1 

31. ~ublication Services Files. 

a. Routine correspondence requesting OSHA 
publications or placement on a particular 
mailing list. 

Destroy when 3 months old. (GSR-14-3) 

b. Log of telephone calls requesting OSHA 
publication or placement on mailing list. 

Destroy when l year old. (NC174-76-l, 
Item 6-a) 

c. Yearly report of publications distributed. 

Destroy when 5 years old. 

Foar copies, inclading osigiaal, to be subnutted lo the National &chives and Recosds Sesvice 16-60428-3 GPO 



Standard Form No. 11/Sa
Promulgated 9-1--49 by , 
Oeneral'Servlces Admm!strat10n .ob No. ____._ P~ge_l7__ 

• The National Archives 
of~pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7. 
ITEM NO 

8 DESCRIPTION OF ITEM 
(WITH INCLUSIVE DATES OR RETENTION PERIODS) 

9. 
SAMPLE OR 

JOB NO. 

10 
ACTION TAKEN 

32. Office Individual Personnel Files 

Unofficial personnel folders maintained in 
the office which consist of documents which are 
duplicates of papers placed in official folders 
or are not appropriate for inclusion in offi­
cial personnel folder. Files are arranged 
alphabetically by name of employee. 

Review annually. Destroy documents wh~N 
....wh.ic.h are superseded or are no longer 
applicable. Destroy entire file on 
separation or transfer of the 
employee. GRS 1, Item 18) ~Q 't/1'-f/7-(:. 

TECHNICAL DATA CENTER 

33. Standards Advisory Committee Files. 

These are the official files of the Advisory 
committees and sub-committees created to ad­
vise OSHA on the development of particular 
occupational safety and ·health standards. 
The files consist of transcripts and 
minutes of committee meetings. 

a. Official Copy. 

See. 1-t:.c>"" ~q C. 
PEBMANEN'l' Tr aosfer ta PRC when 5 
~ars old, Offer ta National 
A,r cb hzes when 15 ygar s old. p~ 1/t'flr( 

b. Duplicate Copy. 

Destroy when 5 years old. 

Four oopie■, inohading original, lo bo lllllamiHed to the National Arobiv.. 16-69428-1 G~O 



Standard Form. No. 115-A 
Revised November 1951 

, Prescribed by General Services A'dm1mstration Job No.-----· Pa'ge ]8
OBA Reg. 3-IV-106 

• 115-202 of --9..,3_ pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7 
ITEM NO 

8 DESCRIPTION OF ITEM 
(WITH INCLUSIVE DATES OR RETENTION PERIODS) 

9 
SAMPLE OR 

JOB NO 

10 
ACTION TAKEN 

34. rranscript of Public Hearings on Proposed 
Standards. 

rhese are the official transcripts of pub­
lic hearings relating to the establishment 
of occupational safety and health standards. 
Files contain the official transcript and 
exhibits from the hearing. 

a. Record Copy. 

PERMANENT. Transfer to FRC 5 years 
after hearing is completed. Offer 
to National Archives 15 years after 
completion of hearing. 

( I :i,_c..f'i:, Cl c. e, 111 r,,. I\,( Ol t.cJ J 
b. Duplicate Copy. 

Destroy when 3 years old. 

35. Standards Comments. 

Comments received from interested parties 
on a proposed Occupational Safety and 
Health Standards or on hearings related 
to proposed standards. 

Transfer to FRC 5 years after hear­
ing is completed. Destroy when 15 
years old. 

Fou copie•, including original, to be aallmitted to Ibo National Archives and Rec:ord■ Service 16-59428-3 GPO 



Standll.rd Form No; 115-A 
Revised November 1951 

• Prescribed by General Service! Admlmstration Job No, _____ Page 19 
OBA Reg 3-IV-106 

• 115-202 of ___2l__ pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7 
ITEM NO 

8 DESCRIPTION OF ITEM 
(WITH INCLUSIVE DATES OR RETENTION PERIODS) 

9 
SAMPLE OR 

JOB NO 

10 
ACTION TAKEN 

36. ~orrespondence Files. 

Requests for information and copies of replies 
:hereto, involving no administrative actions, 
~o policy dicussions, and no special complica­
:ions or research; and requests for transmittals 
Jf publications, photographs and other infor­
national literature. 

Destroy 3 months after acknowledgement 
and referral. (NC174-74-6, Item 6-a) 

37. Walsh-Healey Act Hearing 

Transcripts of hearings held by the Bureau of 
Labor Standards under the Walsh Healey Act. 
(1968-1971). These are the official hearing 
transcripts which were transferred to OSHA by 
the Bureau of Labor Standards. 

PERMANENT. Offer to National Archives 
when eYrrent Yee eea-seo. 

IO 4-:)Q.t\t"S \4, (15 C'-t-Pt. 0tcc...t-tn11.,
0 

) 
d,.t.C4 

38. Reference Files. 

rhese files consist of data required for the 
analysis and development of Safety and Health 
Standards and to provide technical reference 
materials including books, publications, 
periodicals, technical reports, and a master 
file of Safety and Health Standards, regulations 
and State Codes. 

Review annually. Destroy materials wheN 
which ar-e superseded~,....obsolete. -e-r-no 
lenser needed f~r refereflce pnrpose-s, 
whichever is soonet1-. (NC 174-76-1, ~_/) c;t
I tern 5) d "1t.. ,c;.-'2 

• /I) • '/3I 

,z;~,. 
r ,J'JC 

Foar copie ■, incladiDg origiaal, to be ■alnnitted to the Natioaal Archives and Records Service 16-69428-3 GPO 

http:Otcc.-"tm"lL.t.c4
http:Standll.rd
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Sta.nllard Fonn No, llGa 
Promul11nted l>-1-49 by , 
Oenernl Services Admlntstrnl1on JOb No. __, _......_ _ __. P4ge_2_0__ 

, The National Archives, 
or_.2.l__pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

98 DESCRIPTION OF ITEM7. 
SAMPLE OR(WITH INCLUSIVE DATES OR RETENTION PERIODS) ACTION TAKENITEM NO. JOB NO 

ureau of Labor Standards Publications. 
ublications created and distributed by the 
ureau of Labor Standards from 1936-1970. 
iles consist of pamphlets, bulletins, leaf­
ets and technical reports. 

39. 

PERMANENT. Offer to National Archives 
when cttrren-t t1se c;.ea..s-es. (NN165-50, 
Item 2-a) iO ~'lillrS old - ( 4c..f?-t P.CCvtm ... l~tcJ 

DIVISION OF SYSTEMS ANALYSIS 

40. Administrative Files. 
Records accumulated which relate to routine 
internal administration or housekeeping 
activities of the office. These papers re­
late to the office organization, office pro­
cedures and communications, and administration 
of office personnel. This file includes docu­
ments concerning the expenditure of funds in 
the internal administration of the office, 
including budget workpapers, supplies, and 
travel vouchers, and documents regarding the 
use of office space and utilities. 

Cut off annually, destroy when 1 year 
old. (NC174-76-l, Item 1) 

41. ADP System Contract Report. 
This file contains the contract report re­
lating to the development of OSHA's computer 
~ystem. The file contains the basic docu­
ments relating to systems design and 
implementation studies. Official copy of 
this material is maintained by the Division 
of Systems Administration (See Item 30). 
This file is maintained for reference by 
the programmers. 

Review annually. Destroy materials w~~~ 
waieh aE-e superseded~robsolete ~o 
.J..ol.Il-01-.e.t;__t~~;d--fi:rr--1:-<e+eren-ce-oiiJr-,,,.el-!3-€!-S , C, ,-1 ,., / 

~ r "1//. -r
7'~ 

Foar copie■, inclacling original, to bo nlmdHed lo tho NAlioDal Jlrchiv.. 16-69428-1 01'0 



standard Form No. HIia 
Promulgated 9-1-49 by , 
General services Administration ,ob No. ._____.__......_ Page ---=-21"--_ 

, The Nat1on11I Archives, 
of-2.Lpages 

REOUFST FOR AUTHORITY TO DISPOSE OF RECORDS-Continua.ti.on Sheet 

7. 
ITEM NO. 

42. 

43. 

8 DESCRIPTION OF ITEM 
(WITH INCLUSIVE OATES OR RETENTION PERIODS) 

9. 
SAMPLE OR 

JOB NO 

10 
ACTION TAKEN 

Computer Inquiries. 

Request for data on occupational safety and 
health program. Computer programs are pre­
pared in order to extract particular types 
of data from data base to answer inquiries. 
Files contain the request for information, 
copy of computer program required to derive 
the answer, and the computer generated re­
sponse. 

L-:i"'~,N
Destr~ materials wa.i'.J!b ax.:.e super-
seded, obsolete, e-r 110 leRger needed 
fer r:eference purposes, whiche 11er-t's 

..soone-i;. R~ q/1'1/7-(. 
Violations Summary File. 

Reports on violations of OSHA standards com­
piled semi-annually from a copy of the vio­
lations notice. The report records the 
number of citations issued, and the status 
of those citations. 

44. 

PERMANENT. Cut off at the end of 
the Fiscal Year and transfer to 
PRC when 3 years old. Offer to 
National Archives when 10 years old. 

(.l·Pt. _r..c.C.vtl'>, ... 1111t;ed} r'IAS 1/"2-Pt. °''1ear-) 
Summary Data File. 

This file consists of copies of computer 
generated reports, computations, and statistical 
summaries compiled from Data Processing Systems 
Analysis base. The file includes: Manpower 
Inspection Statistical Summary, State Program 
Performance Statistical Summary. 

Review annually. Destroy materials ,.;.)~-erJ 
wtrtch are superseded f~bsolete -e-r-no 

...1.0,QgQr Reeded for refe£enee,~7 
~--see-ne-r-. ftJ/.. c''f/ l'f/1 l 

roar copies, lnch111fing original, lo llo iramniHecl to the NalloDGl &chivn l&-69428-1 OPO 

https://RECORDS-Continua.ti.on
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Standard Fonn No. Ulla 
Promulgated 9-1-49 by
General Services Admlnlstrat1on ob No.~---- P~ge 22

• The National Archives. 
of-2.Lpages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

ITEM NO 

45. 

46. 

47. 

48. 

8 DESCRIPTION OF ITEM 
~ITH INCLUSIVE DATES OR RETENTION PERIODS) 

Programming and Sys~ems Reference File. 
File serves the reference needs of programmers 
and systems analysts. Material consists of com­
~uter programming manuals, directives, and 
!Other mater Lals. 

Review file annually. Destroy materials r;) 

whicl'l ar-e superseded ?1absolete, ....o,1, 

no lon~er noo'3Qd fgr feferenee purpo.es, 
-wl'lichEvEr is soonc-t=. (NC 174-76-1, Item 5)

~,P- t;{ILf{11:. 
PIVISION OF OPERATIONS 

Data Base File. 
This tile consists of copies of forms sub­
mitted monthly by OSHA area offices. Infor­
mation from the forms make up the data base 
for a variety of statistical reports generated 
by the division. Official copies of the 
forms are maintained by the originating office. 

Destroy forms 1 year after next succeedin~ 
report. ( NN 165-50, Item 3a) 

Compliance Activity Statistical reports on a 
monthly, quarterly and yearly basis relating 
to industry compliance with established 
standards. 

a. Destroy monthly and quarterly reports, 
when no ienger reodca f_J,t r~_fJ,;re.rree 
pl:IEJ?OOCS- •.s'd~rs ~,c1 ~·~- ta/31/;'t 
PE.~ /YIA/\le'.NI. 

b. ~Retire yearly reports to FRC 2 years 
after processing. -Oestroy wheliJ. --e-
years old. o~~re~ ro >-JARS t.i>H~,~-=\. 

(Wleu.Pt. QC1...1,1m1A-fc.tec( pit.As ,lcutt fe.r-'fee1t--} 
Federal Occupational Injuries and Illness 
Survey - (OSHA Forms No. 102E and 102EE) 
quarterly reports received from Federal 
Agencies summarizing occupational injuries, 

9. 10.
SAMPLE OR ACTION TAKENJOB NO. 

h~,.J 

,,
0 

illnesses and 

Retire 
summary 
when 5 

accidents. 

to FRC 2 years after processing 
reports. (Item 50) Destroy 

years old. 

l'oDI' copie■, incl11ding original, to be nbmilled to lhe National Jlrcblv• 10-69428-1 GPO 

https://YIA/\le'.NI
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standa.Nl Form. No. lll>a 
Promulgated 11--1-49 by
General Services Administration ,ob No.~----,---> P~ge 23
Tbe National Archives 

of_.il_pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continua.lion Sheet 

9.7. 8 DESCRIPTION OF ITEM 
SAMPLE OR ACTION TAKENITEM NO. (WITH INCLUSIVE DATES OR RETENTION PERIODS) JOB NO 

49. Administrative Files. 

Records accumulated which relate to routine 
internal administration of office organization, 
office procedures and personnel. This file 
includes documents concerning the expenditure 
of funds in the internal administration of 
the office, including budget workpapers, 
supplies and travel vouchers, and documents 
regarding the use of office space and utilities. 

Cut off annually. Destroy when 1 
year old. (NC 174-76-1, Item 1) 

Federal Occupational Injuries and Illness50. 
Statistical Summary. This is a computer 
compiled summary of injuries, illness, and 
accidents as reported by Federal Agencies. 
Information is compiled from OSHA Forms 
102E and 102EE. The summaries are used to 
prepare OSHA publication "Occupational 
Safety and Health Statistics of the Federal 
Government, an annual report. 

Destroy when 5 years old. 

OFFICE OF PLANNING, EVALUATION AND RESEARCH 

Special Projects.51. 

Memos, correspondence, reports (OSHA and 
other agencies, relating to studies, e.g. 
vinyl chloride, OSHA model. 

Pe.rmcitJe.Nt , OffE:£. 1o NARS wH€N ")__O ~t'"lrs oic( 

.,lf Review bi annually aod de~ 
mat~ria-i.--s-o-f-fl-~ further administrative 
v-a"l u e , o r whe 11 2 ye a r s erl~V-(H 

.,.... is SOOfle!. (MM 165 so, Item 9) 

( ft~cu f:t c.cu,,.. ~ lat,J if'/"'s (~«+t per ye,,-} 

Foar cople•, inclading original, lo be ll'DhmiHed lo Iha National Archivu 1&-69428-1 01'0 

http:Pe.rrY1C1Ne.Nt
https://standa.Nl


Standard Fonn No,115-A 
Revised November 1951 

, Prescribed by General Services Allmmlstration Job No, _____• Page 24 
GSA Reg. 3-IV-106 

• 116-202 of .....2.1- pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7 
ITEM NO 

8 DESCRIPTION OF ITEM 
(WITH INCLUSIVE DATES OR RETENTION PERIODS) 

9 
SAMPLE OR 

JOB NO 

10 
ACTION TAKEN 

52. General Subject Files. 

Budget materials, long-range planning docu­
ments, issue papers, agreements between 
OSHA and other government agencies pertaining 
to the office's operations, etc. 

53. 

PERMANENT. Cut off file annu·ally. 
Transfer to FRC when 3 years old. 
Offer to National Archives when 10 
years old. (II-NNA-2504, Item 1) 
r~ c:.~ ~t.. (; cc.,.,.wi.itl,d::.e..P (> ll,f~ l/2.,r,..(l;_ 0..1• e_q;r-) 

Technical Reference Materials. ~ 

Publications, journal articles, etc. used by 
personnel for reference purposes, answering 
correspondence and writing reports. 

Review file annually and des-&E-Oy w~e,J S11f !-r- s.e..cfQ,J fr 
materials of 110 farthe-£ reference 
value. ( NC 174-7 6-1, Item 5) ~/ 7'f/,1/-;.t__ 

obs.., r~ L'v 

DIVISION OF PLANNING AND COORDINATION 

54. General Administrative Files. 

Extra copies of records pertaining to per­
sonnel actions, budget preparation; program 
directives, administrative directives, etc. 

Review file annually and destroy 
materials of no further administrative 
value, or when 2 years old, whichever 
is sooner. (II-NNA-2504, Item 4) 

Fom copies, including original, lo be ■llhmitted lo llae National Archives and Records Service lU-69428-3 GPO 



Standard Form No. 115a 
Promulgated G-1-49 by
Oenerarservlces Admln!stratlon _ Job No. _____ P4ge _.2=-=5=---­The N atlonal Archives 

of -2..L pages 

REOUF.ST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7. 
ITEM NO. 

8 DESCRIPTION OF ITEM 
(WITH INCLUSIVE DATES OR RETENTION PERIODS) 

9 
SAMPLE OR 

JOB NO 

10. 
ACTION TAKEN 

55. Project Files. 

Drafts and final copy of project reports; 
correspondence, briefing papers, on project 
~eport, e.g. Secretarial Objectives. 

Transfer to FRC when 3 years old. 
Destroy when 8 years old. (NC 174-76-1, 
Item 15) 

56. ~hronological File. 

txtra copies of correspondence prepared and 
maintained by the originating offices, used 
solely as a reading or reference file for the 
convenience and information of personnel. 

Cut off at end of year; hold 1 year 
and destroy. (NC 174-76-1, Item 3) 

57. Program Resource File. 

Copies of program plans, correspondence, 
journal articles, budgets and reports. 
Used for reference purposes. 

Review file annually; destroy 
materials wltieh- at'-c no longer 
needed for reference purposes, 
or when 2 years old, whichever is 
sooner. (NN 165-50, Item 9) 

DIVISION OF INTERAGENCY COORDINATION AND 
LEGISLATIVE ANALYSIS 

58. General Administrative ~iles. 

Consists of copies of personnel actions, 
program directives, administrative directives, 
and other internal administrative papers. 

Cut off at the end of the year and 
start new files. Destroy when 2 
years old. (IINNA2504, Item 4) 

1'0111" cople■, mch,ding origmal, to be llllllmiHecl to tho National Azcbivea UJ-69'28-1 GPO 

https://REOUF.ST


Standard Form No. 115-A· 
Revised November 1951 , 

, Prescribed by General /3erv1ces Ad.mm1stratlon Job No.-----' Page-=2~6__ 
GSA Reg 3--IV-106 

11&-202 - of ....:13_ pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7 
ITEM NO 

8 DESCRIPTION OF ITEM 
(WITH INCLUSIVE DATES OR RETENTION PERIODS) 

9 
SAMPLE OR 

JOB NO 

10 
ACTION TAKEN 

59. General Correspondence File. 

Consists of copies of all correspondence 
(some with attachments) created by the 
division. These files are duplicated in the 
division's subject files. 

Cut off at the end of the year; hold 
2 years and transfer to FRC. Destroy 
when 7 years old. (NC174-76-l, Item 1) 

60. Interagency Coordination Correspondence Files. 

Consists of correspondence between OSHA and 
other government agencies coordinating the 
implementation of the Occupational Safety and 
Health Act with the other agencies' acts, rules, 
and regulations so as to avoid conflict between 
the separate acts and their implementation. 

Cut off at the end of the year; hold 
2 years and transfer to FRC. Destroy 
when 7 years old. (NC174-76-l, Item 7) 

61. Legislative Analysis. 

Working drafts and ml· 2.@·i'eta copy of studies 
analyzing bills introduced in Congress which 
could have an impact upon the Occupational 
Safety and Health Act; Congressional hearing 
materials, e.g. Assistant Secretary's testimony, 
briefing materials; internal and external 
correspondence commenting on individual bills. 

Cut off at the end of the year; nold 
3 years and transfer to FRC. Destroy 
when 9 years old. 

l'olll' copies, inchadillg o•iginal, to be aabmitled to Ille National Al-chives and Reco•da Se,vice 16-59428-3 GPO 

http:Stand8.rd


Standard Form No, 115-A' 
Revised November 1951 , 

• Prescribed by General j:!erv1ces Allmm1stratlon Job No._'_____, Page_.,2+7--
QSA Reg. 3-IV-106 

llo-202 of __2l__ pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7 
ITEM NO 

8 DESCRIPTION OF ITEM 
(WITH INCLUSIVE DATES OR RETENTION PERIODS) 

9 
SAMPLE OR 

JOB NO 

10 
ACTION TAKEN 

62. The President's Report on Occupational Safety 
and Health. 

a. Final copy of the Report. Prepared 
annually. 

PERMANENT. Transfer to FRC when 3 
years old. Offer to National Archives 
when 10 years old. (IINNA2504, Item 
2-a) 

( l c ... fi: i.~ce tt-M l\fa. t.e.,Q (' f "'- s 'l U.., 1t-1 c.-''"( p--t r 

b. Working drafts of and correspondence 
pertaining to the annual President's 
Report. 

~ c..~,,-) 

Cut off at the end of the year; hold 
2 years and transfer to FRC. Destroy 
when 5 years old. 

c. Copies of administrative procedures required 
to produce, clear and distribute the Report. 

Review file annually. Destroy materials ~
Wfl;i,eh ar-e superseded ?robsolete, (H:-.-f'tO 

lofiger needed for reference purpeses. 

,h,~ 

63. Chronological File. 

Extra copies of correspondence prepared and 
maintained by the originating office, used 
solely as a reading or reference file for 
the convenience and information of personnel. 

Cut off at the end of the year; hold 
l year and destroy. (NC174-76-l, 
Item 3) 

Fou copies, including original, to be submitted to tho National Archives and Records Service 16-69428-3 GPO 



Standard Fonn No, 115-A • 
RevJSed November 1961 ' Job No, _____ 
GSAReg 3-IV-106 

• Prescribed by General l:3erv1cll! Arlmm1stration Page_2_8__ 

115-202 - of -9.3- pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

9 10 
SAMPLE OR 

8 DESCRIPTION OF ITEM7 
ACTION TAKEN(WITH INCLUSIVE DATES OR RETENTION PERIODS)ITEM NO JOB NO 

iv1sion of Program Evaluation and Research 

64 ccident Computer Print-Outs 

eference papers used for specific report on 
'njuries and illnesses. Divided by region and 
urther subdivided by industry and number of 
stablishments within the industry . 

.t, h--e n oh~o h-t e 
Review annually and destroy papers* 
1¾1 f11t tt1er reference ✓ alue _ 

65 roject Files 

orking papers for 1974 vinyl chloride economic 
impact study and working papers and fatality 
tatistics by state for joint BLS/OSHA project 
n workmen's compensation. 

whetJ S1Ape sde.J2 
Review annually and destroy papers ,e:t" 
-na tvCet e11:e r.•alue., ~ 'tfa /~f. 

66 hronological File 

xtra copies of correspondence prepared and 
aintained by the originating office, used 
olely as a reading or reference file for the 
onvenience and information of personnel. 

Cut off at end of year; hold one year 
and destroy. (NC174-76-l, Item 3) 

67 ccident Statistics 

amphlets, brochures, and reports issued by 
'ndividual states on accident statistics. 

Review annually and destroy materials 
of RO fur nee value. 
WHt..N 'SIi' ,r vh~ol-er:-e._, 

<>r 

Fom copiea, inchadiDg original, lo be ■allmilled lo 1110 National Archive ■ and Record■ Service 16-6Y428-3 GPO 

http:Stand8.rd


Standard Fonn No, 115-A' 
Revised November 1951 , 

- Prescribed by General Services Administration Job No,_·_____, Page 29 
QSA Reg. 3-IV-106 

116-202 of -9..3- pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

8 DESCRIPTION OF ITEM 
ITEM NO 

7 
(WITH INCLUSIVE DATES OR RETENTION PERIODS) 

OFFICE OF PERSONNEL MANAGEMENT 

68 General Subject Correspondence Files 

~orrespondence memoranda, personnel 
administrative instructions, routine reports 
~elating to the administration and operation 
bf statf support projects, personnel policy, 
~egislative and program proposals. 

a. Policy and procedural files. 

PERMANENT. Cut off at the end of the 
year. Transfer to the FRC when 3 years 
old. Offer to National Archives when 10 
years old. ) 
( 3 Ci,<. ft: r..CC,14MiJ~te.,P plvis v~ cv-Jt. /JI 11ea~ 

b. Administrative and internal housekeeping 
matters. 

Destroy when 3 years old. GRS 1, Item 3. 

69 ~ongressional Correspondence Files 

~onsists of correspondence, briefing papers, 
reports and other documentation concerning 
congressional inquiries regarding OSHA 
oersonnel administration. 

~- Papers containing policy or precedent 
and requiring extensibe research in 
connection with such inquiri~s·,.("-h r,,~;·h'/ 

DQ.t;.tvo~ wA~tJ ~ <-J<'~r~ ol<-t 'r7·//I, 51/3 '/J"-> 
PERMANEN'l'. Break file every three year£ 

_ and Lr ans fer to PRC when 5 years old. 
Offer to National Archives whe11 10 ye-a-rs 
old. (NC 174 76 1, Item O(r)'. 

b. Correspondence regarding routine personnel 
matters. 

Cut off at the end of the year. Destroy 
when 3 years old. (NC 174-76-1, Item 8 (2). 

9 10 
SAMPLE OR ACTION TAKENJOB NO 

Foar c:opiea, including original, to be suJimitted to the National Archive■ and Record■ Service 16-59428-3 GPO 

http:Stand8.rd


Standard Form No, 115-A• 
Rev1Sed November 1951 

• Prl'.'!cr1bed by General f!erv1ce., Admm1stration Job No. ______ Pag~ 30GSA Reg. 3-,IV-106 
116--202 of~pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

70 

7 
ITEM NO 

8 DESCRIPTION OF ITEM 
(WITH INCLUSIVE DATES OR RETENTION PERIODS) 

9 
SAMPLE OR 

JOB NO 

10 
ACTION TAKEN 

Employee Grievance Files 

Case files of correspondence, investigative 
eports, complaints, witness statements, 
ecommendations and decisions relating to 

~ersonnel grievances. Arranged by name of 
1~mployee. 

Destroy 2 years after employee transfers 
or separates, or 2 years after action is 
complete. 

Foar copie■, including original, to be ■umilled lo the National Archive■ and Records Service ltl-59428-3 GPO 

http:Stand8.rd


7 

Standard Form. No., 115-A' 
Rev1Sed November 1951 , 

• Prescribed by General (:!erv1ces Admimstrat1on Job No.-----· Page _3...,..1__
GSA Reg 3-IV-106 

115-202 - of~ pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

ITEM NO 

71 

72 

73 

8 DESCRIPTION OF ITEM 
(WITH INCLUSIVE DATES OR RETENTION PERIODS) 

bIVISION OF EMPLOYEE AND EMPLOYMENT 
PEVELOPMENT 

Official Personnel Folders (U.S. CSC) 

a. Correspondence and forms maintained 
as temporary records on the left 
side of the folder. 

Destroy on transfer to another agency 
(except in a transfer of functions), 
separation of employee, or when one 
year old, whichever is earlier. 

b. The remainder of the personnel folder. 

Employees transferred to another agency: 
(See PPM-Chapter 293, Subschapter 2) 

Employee separated: Tranfer to inactive 
file upon separation, transfer to NPRC 
(CPR); St. Louis, Missouri, 30 days after 
separation. (See PPM-Chapter 293) 

Merit Staffing Performance Reports 

Consists of annual personnel performance 
evaluations. Arranged alphabetically by 
name. 

Destroy 2 years after action is complete. 
(GRS 1-23) 

Merit Staffing Plan Files 

Consists of case files documenting OSHA 
competitive job placements, original position 
announcement, applications received, corres­
pondence with applicants, applicant's ratings, 
and interview or panel findings, and letters 
of selection. 

Destroy 2 years after file is closed; 
(job filled or withdrawn) or Departmental 
Union evaluation, whichever is later. 

9 10 
SAMPLE OR ACTION TAKENJOB NO 

Fom copiea, incl•diag original, to be aallmitted to the National .llrc:hivea and Records Service 16-59428-3 GPO 

http:Stand9.rd


Standard Form No, 115-A • 
Revised November 1951 , 32• Prescribed by General ~erv1cea Admlmstratlon Job No______ Page____ 
OSAReg 3-I~-106 

115-202 - of -2l__ pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7 
ITEM NO 

8 DESCRIPTION OF ITEM 
(WITH INCLUSIVE DATES OR RETENTION PERIODS) 

9 
SAMPLE OR 

JOB NO 

IO 
ACTION TAKEN 

74 

75 

76 

Notifications of Personnel Action Files 

Standard Form 50 for regional and national 
office employees, exclusive of those filed 
1n official personnel folders. 

a. Chronological file copies including 
face sheets. 

Destroy when 2 years old. (GRS 1.14.6) 

b. All other copies. 

Destroy when 1 year old. 

Service Record Card (Standard Form 7) 

Individual service record cards documenting 
employment history. 

Place in inactive file upon transfer or 
separation. Dispose when 3 years old. 

Unsuccessful Applicants Action Sheets 

Memos recording the correspondence sent to 
and received by Division of Employment and 
Employee Development from individuals 
inquiring about or applying for jobs, inclu­
ding memos indicating what action was taken 
on the application. This "index" covers 
closed applications and correspondence files. 

Destroy when 2 years old or when 
application is withdrawn, whichever 
is sooner. 

Fom copies, including original, to be aallmitted to tho National Archive■ and Records Service 16-59428-3 GPO 

http:Stand8.rd


7 

Standard Form. No., 115-A • 
Revised November 1951 , 

, Prescribed by General Services A\lmm1stratlon Job No. _____ Page __,,3...,.3__ 
OBA Reg. 3-lV-106 

115-202 • of ....9..3_ pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

8 DESCRIPTION OF ITEM 
ITEM NO (WITH INCLUSIVE DATES OR RETENTION PERIODS) 

77 

78 

79 

~pplicant Supply Files 

~onsists of personnel data on qualified 
oob applicants; includes personal quali­
tications statements resumes and related 
~apers submitted by applicants in federal 
pervice or private sector. 

Destroy upon receipt of Civil Service 
Commission report of inspection or when 
2 years old. ( GRS 1.15) 

Request for Information and/or Documents 

~orrespondence with individuals concerning 
JSHA positions. Some job applications, 
and copies of requests for further infor­
mation. Includes Regional and Area Office 
positions. 

Destroy when action is completed. 
(GRS l-17d) 

:orrespondence Name Index File (5 x 8) 

Cross reference to general correspondence 
and applicants materials received by 
Division of Employment and Employee 
Development which is filed elsewhere in 
personnel subject files listed in this 
schedule. 

Destroy when no longer needed for 
current operations or when related 
files are destroyed, whichever is 
sooner. 

9. 10 
SAMPLE OR ACTION TAKENJOB NO 

Fom copiea, including original, to be ■ abmitted to tile National Al-chives and Recorda Service 10-59428-3 GPO 

http:Stand8.rd


Standard Form No,.115-A' 
Revised November 1951 

, Prescribed by General Services All.ministration Job No, ____,·_, Page 34 
GSA Reg. 3-iV-106 

115-202 of --2L pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7 
ITEM NO 

8 DESCRIPTION OF ITEM 
(WITH INCLUSIVE DATES OR RETENTION PERIODS) 

9 
SAMPLE OR 

JOB NO 

10 
ACTION TAKEN 

80 

81 

Employee Development Plans 

Consist of counseling interviews with employees 
on individual development plans and statements 
pf employee's career goals, skills and training 
~eeded to meet their individual plans. 

Place in inactive file upon transfer 
or separation of employee. Destroy 1 
year after date of transfer or separa-
tion. (GRS 1, 8) 

Traininq Program Files 

a) Record copies of correspondence and memos 
on administration and establishment of 
of OSHA training and orientation programs 

3 
0€-s-tro:J wJ,i.e,fJ 1 '-j.Jl~l..,...f ol cf 

Cut off annually. 'l!-E-ansf e-r 1:.o t:-fle" .,a. 1J1, .t-/ . 
Recforal Records Center when J :yearFoJ:a f;glh 
effer =t-0 Natiof'l'al A-rchives wheA lQ ys.ai;.s ~ 
Q.J.d.-

b) Training notes, course materials 

Destroy 3 years after course withdrawn 
or revamped. (NN 165-50, Item 17, NC 174-
76-1, Item 24) 

c) Training schedules, monthly and annual 
training reports and statistics. 

Cut off at the end of year. Transfer 
to the Federal Records Center when 3 
years old. Destroy when 5 years dld. 
(NC 174-76-1, Item 25) 

Fom copie•, incl11cling original, to be ■umitted to the National A:rchivea and Record■ Service 16-59428-3 GPO 



Standard Form. No.,115-A
Revised November 1951 , 

. Prescribed by General l;lerv1ces Admm1stratlon Job No. _____ Page 3S 
GSA Reg :hl\t-106 

115-202 of..21._pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

9 107 8 DESCRIPTION OF ITEM 
SAMPLE ORITEM NO ACTION TAKEN(WITH INCLUSIVE DATES OR RETENTION PERIODS) JOB NO 

82 [ncentive Awards Files 

a) Incentive Awards case files, consisting of 
correspondence forms memoranda, recommen­
dations for awards. 

After action is complete transfer to 
inactive file and destroy when 4 years 
old. (NC 174-76-1, Item 12) 

b) Reports relating to Incentive Awards 
Program 

Destroy when 3 years old. (NC 174-76-1, 
Item 14) 

FoDS copie■, including original, to be ■aJamitted to the National Azchives and Record■ Service ld-69428-3 GPO 

http:oligi.al
http:Stand8.rd


36 
Standard Form. No.,115-A ' 
Revised November 1951 ' 

" Prescribed by General Services Admm1stratlon Job No._'_____, Page ___ 
OSAReg HV-106 

115-202 of -9..3__ pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

9. 10 
SAMPLE OR 

7 8 DESCRIPTION OF ITEM 
ACTION TAKENITEM NO (WITH INCLUSIVE DATES OR RETENTION PERIODS) JOB NO 

DIVISION OF POSITION CLASSIFICATION 

83 ~osition Description Files 

~) Files of current OSHA position descrip­
tions by series and position title. 

Tranfer to cancelled positions 
descriptions files (item 88c) 1 year 
after position is cancelled. 

b) Copies of current OSHA position 
descriptions filed by organization, 
position and code. 

Destroy when position is abolished or 
description is superseded. (GRS 1.7) 

~) File of cancelled OSHA position 
descriptions by series, grade and 
position title. 

Destroy when 5 years old. 

84 ;eneral Correspondence Subject Files 

i) Position classification correspondence 
and reports relating to requests for, 
approvals of and appeals to position 
descriptions. Test evaluation and 
organization study reports. 

Cut off at the end of the year. 
Destroy when 3 years old. 

~) Office requests for security clearances. 

Destroy when 1 year old. 

Fo11r copie ■, iaclucling original, to be •llbmitted to Ibo National Archive ■ aad Record■ Service 16-69428-3 GPO 

http:Stand8.rd


Standard Form. No.,115-A • 
Revised November 1951 

• Prescribed by General Services Admm1stratlon JobNo.-----• Page-.,.37.,___
OSA Reg 3-IV-106 

115-202 of _J).J........pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7 
ITEM NO 

B DESCRIPTION OF ITEM 
(WITH INCLUSIVE DATES OR RETENTION PERIODS) 

9. 
SAMPLE OR 

JOB NO 

10 
ACTION TAKEN 

85 ~eneral Information Files 

tonsists of personnel and position classi­
fication reference publications, Federal 
~ersonnel Manual, Civil Service Handbooks, 
PSHA directives and other general personnel 
management data. 

Review annually. Destroy materials wheN 
4; :~ii'ui, superseded or obsolete, o-r 
n-o longer needed for reference :pt1r-

1p~oossee~sr,;-;wwhhii:-cc:tlli1e~v'<ree-1:-r::~ib-is;_s.soo.ooi.i::n1..ee~.{ . ( NC 1 74-
76- l, Item 5) ~~Q

'I 

Fou copies, including original, to be submitted lo the National Airchivea and Records Service 16-59428-3 GPO 

http:Stand8.rd
https://Page-.,.37


Standard Fonn No,,115-A • 
RevISed November 1951 , . 

• Prescribed by General Services Admm1stratlon Job No._'_____• Page -'3,._,8,.___ 
GSA Reg 3--IV-106 

ll&-202 - of _9_3__ pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7 
ITEM NO 

8 DESCRIPTION OF ITEM 
(WITH INCLUSIVE OATES OR RETENTION PERIODS) 

9. 
SAMPLE OR 

JOB NO 

10 
ACTION TAKEN 

86 

87 

OFFICE OF ADMINISTRATIVE MANAGEMENT 

General Subject File 
a. Policy and Procedural Files documenting 

the development and implementation of 
policies and procedures concerning 
Administrative Management functions and 
program operations. 

PERMANENT. Cut off at the end of the 
year and start new file. Transfer to 
FRC when 3 years old. Offer to National 
Archives when 10 years old. 
( 3 c~ ~t acc...,,.,1,t.{e.,t.,e_J) rlus 1/"l,c..Pt.. A ':'.J<'-C-.f"'.) 

b. Office administration records, consisting 
of correspondence weekly activity reports, 
training and staff utilization proposals, 
administrative instructions pertaining to 
the operations of the office, including 
matters for which other offices have 
primary responsibility. 

Cut off at the end of the year and 
destroy when 3 years old. (NC 174-76-1, 
Item 1) 

Safety and Security Inspection Files 
Consist of reports, correspondence, memoranda, 
surveys, facilities inspections and follow-up 
thereof to assure adequacy of protective and 
preventive measures taken against continuing 
hazards of fire, explosion and accidents. 
Includes instructions to safe-guard information, 
and property from unauthorized entry and use. 

a. Annual Safety Reports 

Transfer to inactive file l year after 
action is complete. Destroy when 4 
years old. (NN 165-50, Item 8c) 

b. All other Papers 

Cut off at the end of year. Destroy 
when 3 years old. (NC 174-76-1, Item 1) 

Fowu copies, inch1di11g odgi11al, to be submitted to the National .Ila-chives and Records Service 16-69428-3 GPO 



• St 
Standard Form No. ,115-A"
RevISed November 1951 

, Prescribed by General l;lerv1ce! Admm1stratlon Job No._' ___...;__,, Page 39 
OSAReg 3-.IV-106 

115-202 • of ---$-3- pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7 
ITEM NO 

88 

89 

90 

8 DESCRIPTION OF ITEM 
(WITH INCLUSIVE DATES OR RETENTION PERIODS) 

DIVISION OF MANAGEMENT ANALYSIS 

Administrative Subject Correspondence Files 

Consists of correspondence memoranda, copies 
of manpower utilization reports, parking 
~nd space memoranda, general office activity 
reports, administrative instructions and 
other documents pertaining to the operations 
of the office, including matters for which 
other offices have primary responsibility. 

Cut off file at the end of the year 
and start new file. Destroy when 
3 years old. (NC 174-76-1, Item 1) 

Administrative and Program Directives Files 

Consists of complete sets of directives 
issued by OSHA, including preliminary 
clearance and approval memoranda, revisions 
and cancellations. 

PERMANENT. Place in inactive file upon 
cancellation of issuance. Hold 4 years 
and retire to Federal Records Center 
if volume warrants. Offer to National 
Archives when 10 years old. 1 n 

C'1.'1'-t'( G Ck .ft r..cc .. ,.,i,_(,>,.tll>f~ r IWi ~ 
brganization Planning Files 

Documents relating to the establishment of 
PSHA official structure, changes in organi­
~ational functions and mission statements 
Nhen such actions affect the management and 
Jperations of the agency. Includes staff 
)roposals, task force working groups, 
Jrganization charts and copies of published 
jirectives. 

9 
SAMPLE OR 

JOB NO 

10 
ACTION TAKEN 

Foar copiea, including original, to be aabmilled to the National Archives and Records Service 10-59428-3 GPO 

http:Stand9.rd


7 

Standard Form No,,llo-A. 
Revised November 1951 • 
Prescribed by Qeneral Service! Admmlstratlon Job No, _______ Page -=4..,_0__ 

- GSA Reg. 3-lV-106 
- 115-202 of ....93- pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

9 108 DESCRIPTION OF ITEM 
SAMPLE OR ACTION TAKEN(WITH INCLUSIVE DATES OR RETENTION PERIODS)ITEM NO JOB NO 

91 

92 

93 

PERMANENT. Cut off at the end of the year 
in which action is completed. Hold 4 years 
and retire to Federal Records Center. 
Offer to National Archives when 10 years 
old. ll )
(5 c.u . .Pt. aC'c1-1,..Jlr..-1:.(.J) pl"'s I c~. t ..-t... A '1l-ar. 

Records Disposition Files 

Consists of records inventories, records 
~isposition schedules, lists of disposal 
authorizations approved by OSHA, DOL & GSA/NARS, 
in accordance with agency requirements and 
Government regulations. b l 

Dest., o'j v-.1hej,J c; 1A.pu· c.~&Ao~ o 7Sf ~t-e__ 
,M7 I 7JJ • (" j;JJ/1t 

PERMANENT. Retire to F-ederal Recor--cls 
Center when no longer needed for curre-at 
aper at i ans. 

Organizations/Committees and Conference Files 

Correspondence, memoranda, travel and hotel 
accomodations and other related administrative 
service matters pertaining to national 
brganizations and general conferences for 
~hich other offices have primary responsibility. 

Destroy when 2 years old. 

Special Projects Files 

Consists of mimeographed copies of manpower 
studies, task lists, correspondence and other 
background and reference material concerning 
special projects for which other offices 
have primary responsibility. 

Review annually. Destroy materials of 
no further reference value, or when 
4 years old, whichever is sooner. 
(NC 174-76-1, Item 15) 

Fom copies, inclucling original, to be submitted to the National Archives and Records Service ltJ-59428-3 GPO 



7 

Standard Form No.'115-A 
Revised November 1951 

- Prescribed by General 1lerv1ces Adm1mstration Job No. _____ Page 41 
GSA Reg 3-IV-106 

115-202 of -2.l... pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

ITEM NO 

94 

95 

96 

8 DESCRIPTION OF ITEM 
(WITH INCLUSIVE DATES OR RETENTION PERIODS) 

DIVISION OF ADMINISTRATIVE SERVICES 

Administrative Correspondence Files 

Consists of correspondence, memoranda, weekly 
activity reports, parking requisitions 
procedures, and other general administrative 
matters. Includes copies of requests for 
personnel actions, travel and purchase orders. 

Cut off at the end of the year and 
start new file. Destroy when 3 years 
old. (NC 174-76-1, Item 1) 

General Services Files 

Correspondence memoranda request for telephone 
and building services workload reports, pro­
curement certifications, completed requisitions 
and memorandum copy of Bills of Lading. 

a. Miscellaneous work 
when 3 months old. 

requests - dispose 
(GRS 11, 5) 

b. All other materials 
3 years old. (GRS 

- destroy when 
3, 3) 

Equipment Control Record Cards 

Consists of 5 x 8 cards prepared to record 
the issue of property items loaned to individ­
uals for their use. 

Dispose 2 years after records are 
transferred to new card, or 2 years 
after equipment leaves agency control. 

9. 10 
SAMPLE OR ACTION TAKENJOB NO 

Fou copies, inclacling original, lo be submilled lo Iha National Archive ■ and Records Service 10-59428-3 GPO 



Standard Form No.'115-A 
Revised November 1951 

• Prescribed by General Service! Administration Job No.----- Page -'-4.::.2__ 
GSA Reg. 3-IV-106 

llo-202 of ....9..3_ pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

97. 8 DESCRIPTION OF ITEM 
SAMPLE ORITEM NO (WITH INCLUSIVE DATES OR RETENTION PERIODS) JOB NO 

Completed Purchase Order File97 

Consists of office copies of purchase orders, 
requisitions, invoices, shipping instructions, 
billing instructions, advice of miscellaneous 
~bligations and delivery receipts. 

Purchase orders $2,500 or less. Destroy 
3 years after final payment. (GRS-3, 4b) 

Purchase orders for more than $2,500. 
Destroy 6 years after final payment. 
(GRS-3, 4a) 

98 !Vendors File 

Consists of catalogs, price lists, phamplets 
~nd other documents listing equipment and 
services available from private sector vendors. 

. wlie,,i ~'1~ rse.oL~cO o,
1Review annually. Destroy ma t er 1a 1 s -I+(;). 

-loRger needecl £or ctirreflt opera-t:crrs. fct.G 1/,/"_/-z·
(NC 174-76-1, Item 2) Y' 7~ 

99 ~ibrary Subscriptions Files 

~onsists of 3 x 5 index cards which list the 
titles of books, periodicals, etc., distributed 
to individuals 1n OSHA. This file serves as 
a reference index to publications purchased 
by OSHA. 

Review annually. Destroy materials wheo ,. ..pcri&eJ.._c.-0 
-no lo11ge r neede-d fo t curt e11t e.1?rsr atioftS. 

(NC 174-76-1, Item 2) f!t.r2 q;,,j(f-(:, 

100 Requisitions for Supplies 

Receipted copies of completed requisitions 
~or supplies, equipment or services, includes 
~ally-in sheets, delivery receipts, copies of 
invoice and purchase order for some items. 

10 
ACTION TAKEN 

<!)bso/-e.r-<-

Foar copies, incladilag original, to be ■abmilled to tho National Archive■ and Records Service 16-59428-3 GPO 
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Standard Form No.'115-A , 
Revised November 1951 

' Prescribed by General 8erv1ce8 Ailmmistratlon Job No, _____ Page 43 
GSA Reg 3-IV-106 

115-202 of--2.Lpages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

8 DESCRIPTION OF ITEM 
ITEM NO (WITH INCLUSIVE DATES OR RETENTION PERIODS) 

9 10 
SAMPLE OR ACTION TAKENJOB NO 

101 

102 

Cut off at the end of the year and 
start new file. Destroy when 2 years 
old. (GRS 3.9a) 

~equisitions for Reproduction and Printing 
Services 

Consists of copies of requisitions, invoices, 
specifications, delivery receipts, distri­
bution requests and related correspondence. 

Cut off at the end of the year and 
start new file. Destroy when 2 years 
old. (GRS 13.3a) 

Space Allocations and Utilization Files 

Consists of space layouts, floor plans, 
~lueprints, records of assignments, service 
teports, and other related internal space 
planning papers. 

Place in inactive file when plans are 
superseded, obsolete or lease and use 
terminates. Destroy inactive files 
when 2 years old. (GRS 11, 2a) 

Foar copie ■, incl11ding origialll, to be submitted to tho Nationlll Archive ■ and Records Service 16-59428-3 GPO 



Standard Form No.'115-A • , 
Revised November 1951 

- Prescribed by General Service., Admm1stratlon Job No. _____ Page 44 
OBA Reg. 3-IV-106 

115-202 of-9.3_pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

8 DESCRIPTION OF ITEM 
ITEM NO 

7 
(WITH INCLUSIVE DATES OR RETENTION PERIODS) 

bFFICE OF FINANCIAL MANAGEMENT 

State Grants Section 

103 Reference and Information Files. Consists of 
~op1es of Program directives, 0MB circulars, 
proposed Congressional bills, studies, data 
compilations, etc., which are needed for 
~eference and information purposes but are 
not made a part of official files. 

Review annually and destroy materials , 
crf no farther t ef er enee val ye,. w h<>J S"'-p,cr.s/ed: 

( NC 1 7 4- 7 6-1 , I t em 5 ) Rjll !!t --{ 1t 

104 State Grants. Approved state grants appli­
cations and contracts disbursed under section 
~(c) 1 and section 24(d) of the Occupational 
Safety and Health Act; correspondence (internal 
~nd external) pertaining to each of the grants. 

Cut off at expiration date. Destroy 
when 6 years old. 

105 State Grants Audit Reports 

:onsists of regional offices audit reports 
)n Federal funds dispensed under Grants to 
3tates to operate their Occupational Safety 
~nd Health Programs. 

Transfer to inactive file when irregu­
larities noted are corrected. Destroy 
4 years after date of corrections. 

9 10 
SAMPLE OR ACTION TAKENJOB NO 

I) 

Fou copie■, including o•iginal, to be ■llbmitted to 11111 National Azchive■ and Records Service 16-59428-3 GPO 

http:Stand8.rd


StandlU'd Form No.'115-A'" 
Revised November 1951 

- Prescribed by General Service., Adm1mstratlon Job No. _____ Page 45 
OBA Reg 3--IV-106 

115-202 of__2.l__pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7 
ITEM NO 

8 DESCRIPTION OF ITEM 
(WITH INCLUSIVE DATES OR RETENTION PERIODS) 

9. 
SAMPLE OR 

JOB NO 

10 
ACTION TAKEN 

Budget Section 

106 Annual Budget Submission. Consists of 
internal and external reports, corres­
pondence, studies used in the preparation 
of the Occupational Safety and Health 
Administration's annual budget submission. 
Includes initial 0MB expenditure ceiling, 
program memoranda, replies, Congressional 
answers and replies, Congressional hearings 
minutes, final Congressional autnorization 
and Congressional appropriation for fiscal 

year. De~~YO~ wkft-) /0 iear~ cl(c{, ;ef',"J r#;~t 
PERMANENT. Cut eff at end of fioeal 
year. Transfer to Feeeral Records 
Center when 3 years oJd. Offe_r_to 
jiational Archives w.l:1-en 10 yeal'.-S-OJ,.d. 

107 Program Budgets. Appropriations breakdown 
by agency's organization structure; average 
grade point reports, position ceilings, 
program activity structure, review and 
analysis reports; correspondence. 

Cut off a close of fiscal year. 
Transfer to Federal Records Center 
when 3 years old. Destroy when 
10 years old. 

108 Revised Budget Submissions. Consists of 
OSHA's budget as first submitted to 0MB 
and the budget's revisions as it follows 
the budgetary process to final Congressional 
appropriations. 

Cut off at end of fiscal year. 
·rransfer to Federal Records Center 
when 3 years old. Destroy when 
6 years old. 

Fom copies, incl•ding original, lo be allbmiHed to the Notional Archives ond Records Service 16-59428-3 GPO 
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GSA Reg. 3-IV-106 

ll&-202 of -9..3..- pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7 
ITEM NO 

8 DESCRIPTION OF ITEM 
(WITH INCLUSIVE DATES OR RETENTION PERIODS) 

9 
SAMPLE OR 

JOB NO 

10 
ACTION TAKEN 

109 Office Administrative Files. Records 
accumulated by Office of Financial 
Management that relate to routine internal 
administration or housekeeping activities 
of the office rather than the functions for 
which the office exists. In general, these 
papers relate to the office organization, 
office procedures and communications, day­
to-day administration of office personnel, 
documents concerning the expenditure of 
funds in the internal administration of 
the office, including supplies and office 
equipment requests and receipts, documents 
regarding the use of office space and 
utilities, etc. These records may include 
copies of correspondence and reports 
prepared in the office and forwarded to 
higher levels and other materials that do 
not serve as official documentation. 

Cut off at end of year; hold one year 
and destroy. (NC 174-76-1, Item 1) 

110 Appropriations Reports. Complete set of 
each fiscal year's appropriations printed 
in final form by the GPO. 

a. End of year fiscal reports, 
destroy when 5 years old. 

b. All other destroy when 4 years 
old. 

111 Chronological Files. Extra copies of 
correspondence prepared and maintained by 
the originating office, used solely as 
reading or reference file for the convenience 
and information of personnel. 

Cut off at end of year; hold one 
year and destroy. (NC 174-76-1, Item 3) 

Four copiea, including original, to be aabmittecl to tlae National Archive■ ancl Recorcl■ Service 16-59428-3 GPO 



Standard Form No. il15·A ' 
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Prescribed by Oeneral SerVICe! Admm1strotlon Job No._•_____ , Page ___.4_,_7__ 
GSA Reg. 3-IV-106 

115-202 ofll__pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7 
ITEM NO 

8 DESCRIPTION OF ITEM 
(WITH INCLUSIVE DATES OR RETENTION PERIODS) 

9 
SAMPLE OR 

JOB NO 

10 
ACTION TAKEN 

112 Policy and Planning Correspondence. 
Internal and external correspondence which 
could have a possible policy effect upon 
the agency's budget. Includes GAO infor­
mation requests, interpretation of Congres­
sional amendments, latest status of specific 
correspondence, and information from other 
OSHA organization units, government agencies, 
and public organizations. Used by Office 
Director for deciding policy direction. 

PERMANENT. Cut off at close of fiscal 
year. Transfer to Federal Records 
Center when 3 years old. Offer to 
National Archives when 10 years old. 
{ 'i C.1-t fi:. a.cc:...,1,u,.l ,.--1:,e,,Q flu( l/>- C"t- ~ I\ 'j tar.) 

Accounting Section 

113 Administrative Funds Control. Computer 
print-outs for specific categories of 
appropriations, e.g. payroll, travel, 
printing. Used for internal fiscal control 
and budget preparation. 

Cut off at end of fiscal year. 
Destroy 4 years later with exception 
of June final print-outs. Destroy 
when use ceases. 

114 Contracts. Contracts for payroll, personal 
services, etc. Also contains correspondence 
pertaining to specific contracts. 

Transfer to Federal Records Center 
2 years after close of contract. 
Destroy 7 years after close of contract. 

Fou copies, including origiaol, lo be ■ubmilled lo the National Archive■ and Records Service 16-59428-3 GPO 
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Standiml Fonn No. J.15-A • 
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OBA Reg 3-lV-106 

115-202 of ----2]_ pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

ITEM NO 

115 

116 

8 DESCRIPTION OF ITEM 
(WITH INCLUSIVE DATES OR RETENTION PERIODS) 

Travel and Transportation Records. 
Passenger transportation records per­
taining to reimbursement to individuals. 
Consists of copies of travel orders, 
per diem vouchers, transportation requests, 
hotel accomodations and other supporting 
papers relating to official travel of 
officers, employees, dependents, or others 
authorized by law to travel. 

Cut off at end of fiscal year. 
Destroy when 4 years old. 

Training Agreement Files. 
Adm1n1strative correspondence reports and 
data relating to training assignments between 
OSHA and other government agencies or non­
government organizations. Includes paid 
disbursing vouchers. 

Cut off at the end of fiscal year 
when project is terminated. Dispose 
when 4 years old. (NN 165-50, Item 17) 

9 10 
SAMPLE OR ACTION TAKEN JOB NO 

Foar copiea, inchaclizag original, lo be submitted to tho National Al:chives and Records Service 16-59428-3 GPO 
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Standard Fonn No. .t.15-A 
Revised November 1951 

~ Prescribed by General lilerv1ces Administration Job No.-'--~---· Page-=4~9__ 
GSA Reg 3-tV-106 

ll&-202 of -9..3- pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7 
ITEM NO 

98 DESCRIPTION OF ITEM 
SAMPLE OR(WITH INCLUSIVE DATES OR RETENTION PERIODS) JOB NO 

10 
ACTION TAKEN 

OFFICE OF PUBLICATIONS AND VISUAL AIDS 

117 General Administrative Files 
Consists of correspondence and memoranda 
pertaining to administrative services 
matters, including personnel and travel 
matters. 

Cut off annually and destroy when 
2 years old. (NC 174-76-1, Item 1) 

118 Publications Reference Information Files 
Reports, standards, pamphlets "Bureau of 
Labor Standards" and other agencies' publi­
cations on occupational safety and health 
activities and regulations. 

DQstro.:1 wheN c,bsal.e,te- ~:;J i 1 pe.-- sel~~ 
Review annually. O~fer to Wation-a1,i6',~-¼1/4 
Archives when 110 lo11get needed for 
current operations (NN 165-50, Item 2) 

119 Chronological, Reading, Day Files 
Consists of correspondence of all types, 
~rranged by dates, regardless of their 
subject content. 

Cut off annually and destroy when 
2 years old. (NC 174-76-1, Item 3) 

120 Organizations, Conferences, Council, Files 
Correspondence, memoranda, handouts, and 
other general information relating to 
meetings and conferences attended by OSHA 
staff. Included are National Safety Congress 
:>1eeting (1973). 

a. Printed and processed documents (OSHA) 
official record copy. 4 ,,._L· · 

~'it.roj wh~N ~ 1-Ru r~ o/ ~ p, ~. f-/61/J'(
P-EBMANENT, Retire to FRC when 3 years 
old. Offer to National Archives when 
lu yt:::o.L _ ("\ld. 

, 
Fou copie ■, inclucli11g origi11al, lo be ■ abmilled lo the National Al-chives and Records Service 10-69428-3 GPO 
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Standard Form No. 115-A 
Revised November 1951 
Prescribed by General Services Admmlstration Job No.----- Page --=:50,o__._ 
OBA Reg a-IV-106 

115-202 of .....9..1... pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

9 108 DESCRIPTION OF ITEM7 
SAMPLE OR ACTION TAKENITEM NO (WITH INCLUSIVE DATES OR RETENTION PERIODS) JOB NO 

ata, forms 
Administrative arrangements, reference 

and other related general 
matters. 

2 years after end of 

121 Official Pu lications ~/
Created by O HA and intended for gene 1 
public distri ution. Included are bo k­
lets, pamphlet press releases, po ers, 
photographs, et , 

a. One {1) c • put 
out by th ns and 
Visual A' 

Trans tive file 
when no longer nee rrent 
operations. Retire hen 3 
years old. Offer to al Archives 
when 10 years old. -50, Item 2a) 

b. Manuscripts and p files of 
publications backup 
papers. 

Destroy 1 
job. (GRS 

c. Reproduction aterials, including equi­
sitions, off et negatives, galleys, 
reproductio proofs and masters. 

after action 

122 

1s comple 

Photographic 

an 

iles. Sti I I photographs made for magazine rticles, newspapers
and other p I ications coverirg OSHA activities, industry nd Government of-
ficials other photography documenting significant agenc Arranged 
by subjec.

j Master set consisting of the original negative and 
print for each black and white image and the original 
transparency or color negative, a captioned print, and 
lnternegative (if one existst- foF •each color image. 

Fom copies, including original, to be ■ ubmitted to the National Archive ■ and Hecoras :service 
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Standard Form No. 115-A 
Revised November 1951 
Prescribed by General Service! A<tmm1stration .iobNo, _____ Page 51
GS.A Reg 3-IV-106 

115-202 of ---S.l-- pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

98 DESCRIPTION OF ITEM 10 
SAMPLE OR ITEM NO (WITH INCLUSIVE DATES OR RETENTION PERIODS) ACTION TAKENJOB NO 

Cut off file at the end of the year and start new file. 
ffer to the National Archives after five years or when no longer 
eded for current operations whichever occurs fi st. 

duplicate photographic pr~nts. 

when two years old, or when for reference ' 
ribution purposes whichever 

Job Safety a Magazine123 

a. Clearance opies, galley profs, freehand 
illustratio , photographs nd other art 
work for mag zine articles. 

Review annual materials 
no longer need d, after completion 
of the publicat A 2504, Item 2a) 

b. Research papers, nd mat • 
other related preli 
magazine articles. 

Destroy l s completed 
or when 3 action is taken. 

c. All other gen ral corresp ndence, reference, 
p~riodicals, and other gen ral reference 
information 

or 

of newspaper 

nually for disposit'on and destroy 
superseded materi ls. (NNA 2504, 

124 
stories and maga 

about occupational safety and ealth. 
Includ s master paste-up news clips "New 
and r ference copies of articles used. 

Cut off file at the end of the year an 
start new file. Destroy processed arti 
cles when l year old. Newsletter when 
5 years old. (NN 165-50, Item 2b) 

Fom copies, including original, to be submitted to the National Archives and Records Service 16-59428-3 GPO 



Standard Fonn No, 115-A 
Revised November 1Q51 
Prescribed by General Oerv1c08 Admm1strat1on Job No, _____ Page 5 2 
GSA Reg 3-IV-106 

115-202 of~pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7 
ITEM NO 

125 

8 DESCRIPTION OF ITEM 
(WITH INCLUSIVE DATES OR RETENTION PERIODS) 

9 
SAMPLE OR 

JOB NO 

10 
ACTION TAKEN 

ondence, memoranda, and other papers 
pertai ·ng to office services, audio, tapes 
films a other equipment. 

when 2 

126 Special Projects ns i sts --0f-sc-r ogram-proposa Is, background 
materrars; and work, ers used in th tion of public service announce-
ments, informational raining films recordings. 

l 

a. Motion picture ilrns - the origin negative or color original 
plus separate op ical sound trac , an intermediate master 
positive or dupli te negative us optical sound track, and 
a sound projection rint of ea motion picture. 

b. Sound recordings - the maste tape, matrix or stamper, and 
one disc pressing fore nventional mass-produced multiple 
copy disc recording and original tape for each magnetic 
audio tape recording. 

\ ..L ..L .L.'t.L't.C. 

earl lest 9enerationc. Video recordings - the 
of each recording or a of the recording. 

d. Finding Aids and Prod ction Docume tation for a., b., ~nd 

I 
c. - existing findln aids such as ta sheets, shot I tsts, 
Cc!Jalogs, Indexes, nd other textual ocumentatlon necessary 
for the proper ide tificatlon, retriev I, and use of the 
audiovisual recor s as wel I as producti case files or 
similar files wh ch include copies of oro uction contracts, 
scripts, transc ipts, or documentation bea ng on the origin~ 
acquisition, r lease or ownership of the ~u ·ovisual production. 

PERMANENT. Offe to the National Archives after fi e years or 
eeded for current operations whichev r--oc:curswhen no 

first~ 

e. I duplicate prints of a. 

DESTROY w n no longer needed. 

f. Addi ional duplicate recordings of b. and c. 

when no longer needed. 

Fom copiea, incl11ding original, lo be ■11bmilled lo the National Archives and Records Service 16-59428-3 GPO 
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7 
ITEM NO 

8 DESCRIPTION OF ITEM 
(WITH INCLUSIVE DATES OR RETENTION PERIODS) 

9 
SAMPLE OR 

JOB NO 

10 
ACTION TAKEN 

121 

b. Administrative arrangements, reference 
data, forms and other related general 
services matters. 

Destroy 2 years after end of 
conference. 

Official Publications 
Created by OSHA and intended for general 
public distribution. Included are book­
lets, pamphlets, press releases, posters, 
photographs, etc., 

a. One (1) copy of each publication put 
out by the Office of Publications and 
Visual Aids. 

PERMANENT. Transfer to inactive file 
when no longer needed for current 
operations. Retire to FRC when 3 
years old. Offer to National Archives 
when 10 years old. (NN 165-50, Item 2a) 

(<t c.... +1t.. ru:.: ........ f,t:el) tl"'s I '/-a. c .... -Pt. p~r ~c..orr-) 
b. Manuscripts and proJect case files of 

publications and other related backup 
papers. 

Destroy 1 year after completion of 
]Ob. (GRS 14, 6) 

c. Reproduction materials, including requi­
sitions, offset negatives, galleys, 
reproduction proofs and masters. 

Destroy 1 year after action is completed. 
( GRS 13, 3a) 

t.j _____.________, 

Photographic Files. Stil I photographs made for magazine articles, newspapers 
and other publications coverirg OSHA activities, industry and Government of­
ficials and other photography documenting significant agency programs. Arranged 
by subject. 

I a. Master set consisting of the original negative and a captioned 
print for each black and white image and the original color 
transparency or color negative, a captioned print, and an 
internegative (if on~ exists) for each color image. 

__ __..___,:,__ ____ _ 

122 
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Standard Form No. 11/S-A 
Rev1Sod November 1951, 
Pre;crlt>ed l;>Y General, Service.! Admm1stra, .iob N,o._·____ Page 51 
GSA Reg 3'-IV-106 

115-202 of--9.J_pages 

f REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7 
ITEM NO 

123 

124 

8 DESCRIPTION OF ITEM ~ 9. 
(WITH INCLUSIVE DATES OR RETENTION PERIODS) SAMPLE OR ACTION TAKEN 

-------------- __ - __Jo_a_N_o___-i--=~~----

PERMANENT. Cut off file at the end of the year· and start new file. 
Offer to the National Archives after five years or when no longe~ 
needed for current ?perations whichever occurs first. 

( b. Al I dupl kate photographic pr~nts. ·: \ j 

~ DESTROY when two years old, or when no longer needed for refe;ence • 
-~nd ~~i_::~~bution purposes whi_chever occurs first~ _!_f/4/ ' 

eh0tributis11 .{>Mft-,HHHi, (h1 ~ J65(Jc5~ ~...,_..,_____ j 

-!tern 2~ 

Job Safety and Health Magazine Files. 

a. Clearance copies, galley proofs, freehand 
illustrations, photographs and other art 
work for magazine articles. 

Review annually. Destroy materials 
no longer needed, 1 year after completion 
of the publication. (NNA 2504, Item 2a) 

b. Research papers, background materials and 
other related preliminary work papers for 
magazine articles. 

Destroy 1 year after work is completed 
or when 3 years old, if no a~tion is taken. 

c. All other general correspondence, reference, 
periodicals, and other general reference 
information. 

Review annually for disposition and destro 
obsolete or superseded materials. (NNA 2504, 
Item 3) 

News Clips Files. 
Consists --of newspaper ·stor·ies ·and magazine -
articles about occupational safety and health. 
Includes master paste-up news clips "Newsletters" 
and reference copies of articles used. 

Cut off file at the end of the year and 
start new file. Destroy processed arti­
cles when 1 year old. Newsletter when 
5 years old. (NN 165-50, Item 2b) 

Foar copies, incla.ding original, to be submitted lo the Natio.aal Archive ■ on.d Records Service 
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Standard Form•No. 111,,.A 
Rev1Sed N o,'embcr 1951 
Prescribed by Oene,t\l Ben-1Cel! Admin1Stri. 
OBA Reg 3-IV-106 

115-202 of --9..3..._ pages.. 
REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7 8 DESCRIPTION OF ITEM 
ITEM NO (WITH INCLUSIVE DATES OR RETENTION PERIODS) 

9 
SAMPLE OR 

JOB NO 

ID 
ACTION TAKEN 

125 General Audio Visual Services Correspondence 
Files. 

Correspondence, memoranda, and other papers 
pertaining to office services, audio, tapes, 
films a:1d other equipment. 

Destroy when 2 years old. (NC 174-76-1, 
Item 1) 

---- - ---·-

' 

- ----
126 Special Projects· Files. ··_Consists--0f--scripts, prograrn-pY---oposals, background 

~ 

materia-rs; and working papers used in The preparation of pub I ic service announce­
ments, ·informational and training films and video recordings . 

.,1~Jl,~)s1l1t. - the original or color original~tion picture films negative 
~~~ :.fn., plus separate optical sound track, an intermediate master 

I/), _I'' J positive or duplicate negative plus optical sound track, and
f' j a sound projection print of each motion picture. 

b. Sound recordings - the master tape, matrix or stamper, and 
one disc pressing for each conventional mass-produced multiple 
copy disc recording and the original tape for each magnetic 
audio tape recording. 

c. Video recordings - the original or the earliest 9eneration 

I 
I 

__of each recording or a_ kinescope__ of the recording. 
1 •• ~~' -· - • ---

-cc-·· Finding• Aids and-Producti~n Documentation for a., b., and -_- ·: 
{~:...~f':c~;:7·,··exfsting~finding aids ~uch-as data sheets, sho~ Usts; ~­

:cati:ilogs;-·tndexes,-and other textual documentation n·ecessary··,· 
for t-he~prnpe-r -i dent-i-f---i-G-a=t---i oA-,- retr i eva L, __aod use_o.f..._the__ 
audiovisual records as wel I as production case files or 
similar files which include copies of production contracts, 
scripts, transcripts, or documentation bearing on the origin~ I 
acquisition, release or 01~nership of the dUdiovisual production. 

PERMANENT._ Offer to the National Archives after five years or 
when no longer needed for current operations-whichever-occurs 
first: ,,.-. 

e. Additional duplicate prints of a. 

DESTROY when no longer needed. Li 
~- Additional duplicate recordings of b. and c. 

DESTROY when no longer needed. 

Foa.z copies, inc]aclua.g origiaal1 to be submitted to the National Ai-chives Cl.Zld Records Service 10-594.28-3 GPO 

l 
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

9 108 DESCRIPTION OF ITEM7 
SAMPLE OR ACTION TAKEN(WITH INCLUSIVE DATES OR RETENTION PERIODS)ITEM NO JOB NO 

OFFICE OF THE ASSOCIATE ASSISTANT 
SECRETARY FOR REGIONAL PROGRAMS 

127 Subject Reference File 
Copies of correspondence, reports, newsletters 
and analysis of program and management functions 
The file consists of unofficial documents which 
are used for reference, answering inquiries, etc 

Review annually. Destroy materials wh~N 
WfH.eh ~~ superseded~robsolete, ~ 
loi:iger: needed fof refefence p1:lfposes. {4,~0 ti!/ y/:,,t.:
(IINNA-2504, Item 3) ~ i 

128 Reading or Chronological File 
Extra copies of correspondence prepared and 
maintained by the originating office, used 
solely as a reading or reference file for 
the convenience and information of personnel. 

Cut off annually. Destroy when one 
year old. (NC 174-76-1, Item 3) 

129 Publication Reference File 
Copies of pamphlets, books, and periodicals 
which are used for reference and informational 
purposes but are not made a part of official 
files. 

Review annually. Destroy materials 1.v h-(_ tJ 
which t:H;e superseded~"("obsolete ,-Of A-e 
longer needed for :rcfefence purposes. 
(NC 174-76-1, Item 5) f...~ 7/1~/?( 

130 Controlled Correspondence 
Correspondence with Members of Congress, 
~he White House, heads of Agencies, and 
other individuals or groups, which is of 
a priority nature. 

Cut off annually. Destroy when 3 
years old. (NC 174-76-1, Item 82) 

Foar copies, including original, to be aabmitted to tho National Archives and Records Service 16-69428-3 GPO 
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7 
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9 
SAMPLE OR 
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10 
ACTION TAKEN 

131 Administrative Files 
Records accumulated which relate to routine 
internal administration or housekeeping 
activities of the office. These papers 
relate to the office organization, office 
procedures and communications, and adminis­
tration of office personnel. This file 
includes documents concerning the expendi-
ture of funds in the internal administration 
of the office, including budget workpapers, 
supplies, and travel vouchers, and documents 
regarding the use of office space and utilities. 

Cut off annually. Destroy when one 
year old. (NC 174-76-1, Item 1) 

Fowu copies, including original, to be submitted to the National Archives and Records Service 16-59428-3 GPO 
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Rev1sed.N ovember 1951 • 
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7 
ITEM NO 
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(WITH INCLUSIVE DATES OR RETENTION PERIODS) 

9 
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JOB NO 

10 
ACTION TAKEN 

OFFICE OF THE DEPUTY ASSOCIATE ASSISTANT 
SECRETARY FOR REGIONAL PROGRAMS 

132 Subject Reference File 
Copies of correspondence, reports, studies, 
and analysis of program and management 
functions. The file consists of non-official 
documents which are used for reference, 
answering inquiries, etc. 

Review annually. Destroy materials whe~ 
whieA err-e superseded r""obsolete, O-£-­

oa+oeger A@odge--fot tefeEenc@ pti,r­
poses. (II NNNA-2504, Item 3) 

Field Information Memoranda 
Original copies of issuances used to transmit 
information on program activities to field 
offices. Files consist of the issuances, 
related correspondence, and an index to the 
issuances. 

Pu M 131',)e.Nt . 

Place in1.nactive file upon cancel­
lation of memoranda. Hold 3 years 
and retire to Federal Records Center. 
Offer to National Archives when 10 
years old. (IINNA-2504, Item 2a) 

( ·~ C, M. Pt. e;, C.,C,. 1,1 M ,,.jQ t: e<P p I"" s //2, C Lf • rt. . p-t-..... 'J C,"1,...) 

Foar copiea, including original, lo be submilled lo lhe National Archives and Records Service 16-69428-3 GPO 
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OFFICE OF COMPLIANCE PROGRAMMING 

134 Subject Reference File. 
Copies of correspondence, drafts of reports, 
organizational plans and cnarts, and other 
reference materials. 

Review file ¥~ujlly. Destroi 
materials whi~ e,a£-e obsolete~ super­
seded, or ne long~r needed for 
r-eference p~rp~. (II NNA-2504, 
I tern 3) "11J 1{N/Ji., 

135 Program working Files. 
SubJect files related to health hazard 
activities. Files consist of working papers, 
copies of reports on various health hazards, 
copies of committee reports and news releases. 

Review annually. Destroy materials wl,et1 
wh-ieh ar-e superseded ~r--obsolete ,-or 1ro 

]anger needee1 for reference parpose-s. 
(NN 165-50, Item 9) ~C';/l'f/lt 

136 Trenching and Excavation Project Papers. 
Working papers related to the development 
of trenching and excavation standards (1972-
1973). The files consist of copies of 
correspondence, hearing transcripts, copies 
of comments and other materials leading to 
the development of OSHA Standards on 
Trenching and Excavation. Official files 
maintained in Technical Data Center. 

Review annually. Des~oy materials wi1e,u 
whiefl: ai;.e superseded~ obsolete, -e-f-

no longer needed for reference--pi,l.r-
poses.' (II NNA-2504, Item 3) p~ <f/N/7-t: 

137 Reading or Chronological File. 
Extra copies of correspondence prepared 
and maintained by the originating office, 
used solely as a reading or reference 
file for convenience of personnel. 

Cut off annually. Destroy when 2 
years old. (NC 174-76-1, Item 3) 

Fou copie•, incbaduag original, to be •ubrnitted to the National Archives and Records Service 16-59428-3 GPO 
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9 
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10 
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138 Office Administrative Files. 
Records accumulated by individual offices 
relate to routine internal administration 
or housekeeping activities of the office 
rather than the functions for which the 
office exists. These records may include 
copies of correspondence and reports 
prepared in the office and forwarded to 
higher levels and other materials that 
do not serve as official documentation. 

Cut off annually. Destroy when 
3 years old. (NC 174-76-1, Item 1) 

Fom copie■, inchading original, to be ■abnutted to tho National Archive■ and Records Service 16-594l8-3 GPO 
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9 
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10 
ACTION TAKEN 

DIVISION OF OCCUPATIONAL HEALTH PROGRAMMING 

139 Technical Equipment File 
Catalogues and specification lists of 
technical testing equipment. It is 
used to determine type of testing 
equipment available and specifications 
for equipment to be used by compliance 
officers. 

Review annually. Destroy materials whe,.; 
superseded ;'Yobsolete, -er ne leng-er 
r-reeded fer reference pt1.rposes. 
(II NNA-2504, Item 3) R;,Q_ li(tti(it 

140 Equipment Receipts 
Extra copies of regional and area office 
receipts of technical testing equipment. 
Receipt from Cincinatti testing office 
notes acceptable performance of equip­
ment. Files are arranged chronologically. 

Break file at end of fiscal year. 
Destroy 2 years after equipment is 
out of service. 

141 Equipment Inventory Log 
Current inventory log of technical testing 
equipment allocated to regional and area 
offices. Log records type of equipment, 
office to which equipment is assigned, 
serial no. etc. 

Destroy 2 years after stock balance 
is transferred to new inventory form. 

142 Program Correspondence File 
Copies of correspondence and replies to 
congressional inquiries, complaints, request 
for interpretations, and other program~ ,h ~ 
matters. ,rl r.> • }J-1, '.El/'(h

D~sl::'. roJ --v t, t,,J V ..> lj-'Utr~ o / q 'P'' IIJ• I' 

~ERMANENT. Cut off annually. Transfer 
J:o Federal Reeords Center when 2 years 
..ol a. -G-ffer to the National At chives 
when 15 year~ old~ (NNA 165-5-, Item 1) 

Fom copies, inclutluag original, to be aubmitted to the National Archive■ and Records Service 16-ij9428-3 GPO 



Standard Form No. 1.15-A, 
Revised November 1951 

• Prescribed by General Serv1c~ Admm1stration Job No. _____ . Page _..,__59.,___ 
GSA Reg. 3-IV-106 

llo--202 • of _21_ pages 

J 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7 
ITEM NO. 

8 DESCRIPTION OF ITEM 
(WITH INCLUSIVE DATES OR RETENTION PERIODS) 
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10 
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143 Project Working Papers 
Working papers related to the development 
of the occupational health compliance 
program. The file consists of background 
materials, correspondence, and drafts of 
reports relating to the health compliance 
effort. 

Review annually. Destroy materials when 
superseded pr-obsolete, crt 1ro lO~r 

----H.@eded tac ceferonae--pat ptnte. ( NN 
16 5- 5 0 , Item 9 ) f1l) O:. fl 'f { 7k 

144 Administrative Files 
Records accumulated which relate to routine 
internal administration or housekeeping 
activities of the office. These papers 
relate to the office organization, office 
procedures and communications, and adminis­
tration of office personnel. This file 
includes documents concerning the expendi-
ture of funds in the internal administration 
of the office, including budget workpapers, 
supplies, and travel vouchers, and documents 
regarding the use of office space and utilities. 

Cut off annually. Destroy when 3 years 
old. (NC 174-76-1, Item 1) (II NNA-2504, 
Item 4) 

145 Subject Reference File 
Articles, publications, and reports relating 
to actual or potential health hazards. File 
is used to provide technical reference infor­
mation, in answering correspondence, and in 
developing standards. 

Review annually. Destroy materials wheN 
whieA are obsolete, or 110 longec s ---<f"r-"c.J~cQ 
needed for re£e1:ence pt1r!w □ e, whieh-
e Ve r i 9 9 0 0 fi e-r~. ( I I NNA- 2 5 0 4 , I t em 3 ) 

Pq,J q/N/-1( 

Fom copiea, including original, to be ■umitted to the National Al-chive■ and Record■ Service 16-50428-3 GPO 
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146 Feasible Engineering Control Card File 
This is a reference file on current engi­
neering methods being used to bring a 
particular facility into compliance with 
OSHA standards. File is used as a general 
reference source and as documentation that 
established standards can be met. File 
consists of descriptions of engineering 
methods or abstracts of articles on current 
technology in occupational health. 

Review annually. Destroy materials w~efi 
vibigh a:r;-e obsolete~rsuperseded, ,.e-r--
RQ longer needed for reteren~e 
pur post!s, wl:ii cbeve r is soone L ( I I-NNA 
2504, Item 3) (NC 174-76-1, Item 5)

f~ q/ l~{?t
147 Publication Reference File 

Copies of OSHA Program Directives, Safety 
and Health Journals, BNA Safety and Health 
Reporter, OSHA Standards, and ANSI Standards. 

Review annually. Destroy materials w '1 e:1\J 
wb j ch a£:.e obsolete, or n-e lo~er S: "1.per s-<-cl-R-
noodecl fut reference ptITpo-s-es, whichever 
is 590l"ler. (II-NNA 2504, Item 2d) 

f¥2 q/1lf/=1t. 

('I 

'( 

Foar copies, including original, to be ■llbmitted to the National Archive ■ and Records Service 16-59428-3 GPO 
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DIVISION OF OCCUPATIONAL SAFETY PROGRAMMING 

148 Technical Reference Files 
Periodicals and other publications on 
safety standards including copies of 
American National Standards Institute, 
Standards, OSHA Standards, National Fire 
Codes, Review Commission Newsletters, 
Commerce Clearinghouse Reports. 

Review annually. Destroy materials wiii N 
Wfl.ieh are superseded fY-obsolete, -EH"" 

~o loQger Heeded for reference 
~t1rposes. (NC 174-76-1, Item 5) 

~fL q(1vl1ir..
149 Program Correspondence File 

Controlled and uncontrolled corespondence 
consisting of replies to congressional 
inquiries, letters of complaints, and 
requests for information, interpretations, 
or classifications of OSHA Standards and . 
pol i c i es • , , ,, • " 3 . / ,. fl '1-L '{ IJ I/1t 

11o~s-t ro-:;; ... fh,f'J r111n r) Ct'. -P' Ill· f' 

o 

PKRM.7'.N.KN'l'. Ctlt off a11111:1ally. 
Transfer to Federal Records Center 
when 2 yeaE-S old. Of f~r to t-1.:½e-

- .National Ardr±ves when IS years o""l.d. 

150 Administrative Files 
Records accumulated which relate to routine 
internal administration or housekeeping 
activities of the office. These papers 
relate to the office organization, office 
procedures and communications, and adminis­
tration of office personnel. This file 
includes documents concerning the expendi-
ture of funds in the internal administration 
of the office, including budget workpapers, 
supplies, and travel vouchers, and documents 
regarding the use of office space and utilities. 

Cut off annually. Destroy when 3 years 
old. (NC 174-76-1, Item 1, II-NNA 2504, 
Item 4) 

Foar c:opie■, inc:lading original, lo be aabmilled to tho National Archives and Records Service 16-59428-3 GPO 
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151 Interagency Jurisdictional Working Papers 
Drafts and working papers used for the 
preparation and interpretation of Memorandum 
of Understanding between OSHA and other 
Federal Agencies delineating the areas of 
enforcement responsibility in Occupational 
Safety matters. The official case files 
and copies of the Memoranda of Understanding 
are maintained by the Division of Interagency 
Coordination and Legislative Analysis. 

Review annually. Destroy materials i,..J he ,J 
wbi cb.....a-r-e superseded ~'obsolete, o-E--

no Jaeger needed for refereAce pur-
po"'~:;, .. ~.--ic:;:,-~-- 0 r is sooner. ~ ..il ')( ·t':;.t 

~ J 1,Zf- '! / If I ,:-, 

152 Jurisdictional Case File 
Letters of complaint concerning safety 
violations which require determination 
as to what Federal Agency has jurisdiction 
over the matter. File contains a copy of 
the letter of complaint, record copy of 
the letter of transmittal thereto, and 
related correspondence. Files are arranged 
by code of alleged violation. 

Cut off annually. Transfer to Federal 
Records Center when 2 years old. 
Destroy when 5 years old. 

153 Case Working Papers 
Working papers concerning interpretation of 
standards, reports on industry compliance 
with specific standards, and answers to 
controlled and uncontrolled correspondence. 
Also working papers and background materials 
used in the preparation of program directives 
and field information memoranda. Files con­
sist of correspondence, reports, notes, 
drafts and program directives. 

Review annually. Destroy materials r,,t.)hR IV 
...w-8ich are superseded,~bbsolete, .o,;e--
_no leAger: fl.ceded for: reference pat-

p'<)ses, whichever is-s~. (NN 1650-
50, Item 9) 

Fom copie■, including original, to be ■ubmitted to the National Archives and Record■ Service 16-59428-3 GPO 
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10 
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154 Field Operations Manual Working Papers 
Files consist of background materials, 
notes of meetings, correspondence and 
other materials relating to the addition 
of chapters and revisions to the Field 
OP,erations Manual. 

Review annually. Destroy materials whe~ 
whieR a re superseded ?·.-obsolete, 'O"t'-

n.o. longer neede9 for reference 
~1:poses, whichever is sooner.fin , 

o-:«',A!. 9i (I 't/ 1 :-;, 
155 Field Operations Manual History Fil~ 

This file documents the development of 
the Field Operations Manual; it contains 
present and all early versions of the 
manual with official correspondences 
or other materials relating to revisions 
of the manual. 

PERMANENT. Offer to the National 
Archives when 0f>solete, Of no 1D ~w,..s Q.ll~ 

longer oeedgca for refetence-p.u.,r-
poses, wa.icbevec i~sooAer. (II-NNA .. 
2504, Item 2a) /J4.ti r/1'1/~C-

( 11 c,.,Pt . .t:.cc.vi,..,x(o.te<P pl"'s I C'-1 .Pt ~ '1u1r-) 

156 Publication Reference File 
This file is used to serve the reference 
needs of the office. It contains copies 
of OSHA directives, OSHA standards, the 
Federal Register, Congressional Record, 
and Field Information Memoranda. 

Review annually. Destroy materials 
wbich a.Ee supersededf1obsolete, e-E-

110 longer 11eeaea for refererice 
purposes, whichever is soooe~. (II-NNA 
2504, Item 2d) 

·1 I,•1(-1, 

Fou copie■, inclading original, to be submitted to the National Ai-chives and Records Service 16-59428-3 GPO 
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

ITEM NO 

157 

158 

9. 10 
SAMPLE OR 
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ACTION TAKEN(WITH INCLUSIVE DATES OR RETENTION PERIODS) JOB NO 

State Plans 
Copies of State Plans used by the division 
to comment on enforcement provisions of 
state safety standards. Official copy of 
State Plans are in the Office of State 
Programs. Files consist of the State Plans 
and comments on the effectiveness of the plans. 

Destroy plans when obsolete~'"superseded, 
,or QO loRger Qeeded for reference Ptl~ 
pases. whichever is sooner. ~ CJ/Nf7l, 

Interpretation Precedent File 
This file consists of correspondence, and 
other supporting documents relating to the 
establishment of precedent in the interpre­
tation of an OSHA standard or policy. 

PERMANENT. Review annually. Offer ( ( 
to National Archives when st:rperseeed, ,o ~v.u-s O c 
en: lio luBget needed for refe~e 
p.nrposcs, whichever is sooner. 

( G c.i,. .Pt, ~s a.,c. it,,..)t.,f~¾:e-e/ ~lu.s I ~ u. Pc. f-<..,... yw r-.) 
;ff, 'IJ· r/al/?t" 

Fou copie•, inch1cli119 origi11al, lo be aumilled lo Iha National Archive• and Records Service 16-5U428-3 GPO 
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9. 10 
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DIVISION OF VARIANCE DETERMINATION 

Variance Application Files 
Original request for relief from an occupa­
tional safety and health standard. The 
file contains the application for a vari­
ance, the supporting documents including 
photographs, blueprints and related 
correspondences, and final disposition 
of the variance application. 

159 

(a) Temporary Variance - Transfer 
to Federal Records Center 2 years 
after expiration of variance. 
Qeeer:oy 25 yeat s after ex~r:atiorr. 

+, P~f" fY'Ol'Ht-lt, Of.f'P,r u, NM.~ ~J ,u../lJ ~o 'i-e..,;rS oleR 
(b) Permanent Variance - Transfer 
to Federal Records Center 2 years 
after modification of standard 
makes the need for the variance 
obsolete. Destroy 25 years afte-t: 
i:Aeeificiil.tien. 

¥,- PllrmatJC.jl)t. o.f'f'e.,- ~ NfiR.$ ~/,,-4,v l..O 'te,,t.rs {... cP. 
(c) applications which are denied or 

u. otherwise not granted: /,,,w ,z..c.> clc.D 
"I'"' Pe..rmot,J,,f~ . (}ff('r ..i,.., ,I\J1'Hi..( w '1t:..&r.~ 

(1) Transfer to Federal Records 
Center when 2 years old. 
DcotFoy wheR 7 years ela. rJ~ r.)

(~o C.w . .rt () N hQ Nd' p lc-i. s 6 (A,t • .Pt f'e,,r -, 
160 Program Correspondence File 

Original correspondences requesting clari­
fication of standards or information on 
variances. File contains the correspondence 
and reply. Files are arranged chronologically. 

Cut off annually. Transfer to Federal 
Records Center when 3 years old. 
Destroy when 15 years old. 

161 Variance Denial Letters 
Reading copies of denial letters for variances. 

Transfer to Federal Records Center 
when 3 years old. Destroy when 10 
years old. 

if a.ac ~ ~ ,.Ldba,s>/N?-ej~ ~ ~ )11.,c~k 11/4~/1:£ 
Fou copies, 1ncl11cling original, to be aubmitted to the National Archives and Records Service 16-69428-3 a:o ~ 
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162 Reading or Chronological File 
Copies of correspondence prepared and 
maintained by the originating office, 
used solely as a reading or reference 
file for the convenience of personnel. 

Cut off annually. Destroy 
when 2 years old. (NC 174-76-1, 
Item 3) 

163 Subject Reference File 
Reference file containing copies of 
program directives, Field Information 
Memoranda, administrative directives, 
copies of Variance Determination 
System Design Studies, Federal Register, 
OSHA Safety and Health Digest. 

Review annually. Destroy materials wh~rJ 
which arQ superseded~~obsolete -en, 
no longer needed fer refcreA~e 

- purpo~e-s. ( II-NNA-2504, I tern 3) ~,O. fl(l'i/11:o 
164 Status Reports 

Copies of reports summarizing the status 
of variance applications received. Reports 
are compiled on a monthly and annual basis. 
Report documents the number of variances 
received, number pending, number closed, 
and reason. Reports are arranged chrono­
logically. 

(a) Monthly Reports - Destroy when 
2 years old. 

(b) Annual Reports - Destroy when 
10 years old. 

Fo11r copie ■, incl11ding origi11ol, to be ■llbmitted to the Nationol Azchive ■ and Record■ Service 16-59428-3 GPO 
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165 Semi-Annual Evaluation Reports 
Copies of semi-annual evaluaITon reports 
of state occupational safety and health 
program. Report contains copies of 
variances granted by states under state 
program. Report retained for reference 
purposes. Official copy of report main­
tained by Office of State Programs. 

or
Destroy when obsolete, superseded, 
or no lon"ef needed fof roference 
pur pO!!iOS, WR ieheve r is SOo.tle.r • 

(NN 165-50, Item 9 ) Rc..JJ. q/t4/-f{. 
t 

166 Administrative Files 
Records accumulated which relate to routine 
internal administration or housekeeping 
activities of the office. These papers 
relate to the office organization, office 
procedures and communications, and adminis­
tration of office personnel. This file 
includes documents concerning the expendi-
ture of funds in the internal administration 
of the office, including budget workpapers, 
supplies, and travel vouchers, and documents 
regarding the use of office space and utilities. 

Cut off annually. Destroy when one 
year old. (NC 174-76-1, Item 1) 

Foar copiea, incl11cling original, to be submitted to the National A•chivea and Rec:o•cls Se.vice 16-59428-3 GPO 

https://Sta.ii.do.rd
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JOB NO 

10 
ACTION TAKEN 

DIVISION OF MARITIME PROGRAMMING 

167 Publication Reference Files 
Copies of reports and publications by OSHA, 
and other government agencies or private 
institutions maintained for reference 
purposes for the development or administration 
of a Maritime Compliance program. Files 
include ANSI Standards, OSHA Standards and 
Regulations, Commerce Clearinghouse Reports, 
etc. 

Review file annually. Destroy materials wh 1 

-whi12b are obsolete~rsuperseded oI 110 

longer needed for reference pt1rpo~es. 
(II-NNA-2504, Item 2d) 

N 

168 Field Inspection Reports 
Copies of inspection reports of maritime 
facilities done by OSHA field offices. 
Official copies of inspection reports are 
maintained by the Field Office. These 
copies are maintained for reference purposes. 
Arranged alphabetically by name of organization. 

Review annually. Destroy when no longer 
needed for reference purposes, but should 
not be kept longer than 4 years old. 
(NNA 165-50, Item 9) 

169 Project Working Papers 
Working papers relating to development and 
administration of maritime compliance program. 
File consists of copies of reports and comments 
on maritime standards. Files are arranged 
alphabetically by subject. 

Review annually. Destroy materials "°'1.e...f\ 
1ezbiGh a,re superseded ?T'obsolete ~o 
longer needed far reference ~~rposes, 
wbicbeuer is seone1:-. (NNA 165-50, Item 9) 

f2rvQ q/141 if b 

Fom copiH, incl11tlin9 original, to be ■abmitted to the National Archive ■ and Records Service 16-69428-3 GPO 
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7 
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9. 
SAMPLE OR 

JOB NO 

10 
ACTION TAKEN 

170 Training Materials 
Lecture notes and other materials relating to 
Maritime safety training courses. Files main­
tained for reference purposes. 

Review annually. Destroy materials wh~N 
wt:iicb~ superseded ~~bsolete, O-f"11"0 

JoR9er Reeded for refeceoce purposes, 
wb.i9R'aHAC jg soooe-r. (II-NNS-2504, Item 11) 

G¼x q{d{1Ca 

Foar copies, including original, to be aabmilled to Iha National Archives and Records Service 10-69428-3 GPO 
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7 
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9 
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JOSNO 

10 
ACTION TAKEN 

OFFICE OF FIELD PERFORMANCE ANALYSIS 

171 Reading or Chronological Files 
Extra copies of correspondence prepared and 
maintained by the originating office, used 
solely as a reading or reference file for 
the convenience and information of personnel. 

Cut off annually. Destroy when one 
year old. (NC 174-76-1, Item 3) 

172 Transitory Files 
Papers held in suspense pending the completion 
of a forthcoming action of short duration or 
other materials received of a temporary nature 
that do not serve as the basis of official 
actions. 

Destroy when 90 days old. (NC 174-76-1, 
Item 4b) 

173 Administrative Files 
Records accumulated which relate to routine 
internal administration or housekeeping 
activities of the office. These papers 
relate to the office organization, office 
procedures and communications, and adminis­
tration of office personnel. This file 
includes documents concerning the expenditure 
of funds in the internal administration of 
the office, including budget workpapers, 
supplies, and travel vouchers, and documents 
regarding the use of office space and utilities. 

Cut off annually. Destroy when one 
year old. (NC 174-76-1, Item 1) 

174 Program Correspondence File 
Controlled and uncontrolled correspondence 
related to the planning, development, manage­
ment, or evaluations of National and Regional 
programs or in response to inquiries related 
thereto. 

( 6, c.1,.c .f't 1:u:.c ... ,.,. .._/a~~ p /., r / c..,. Pt. <1 'J l'e'r- ) 

PERMANENT. Cut off annually. Transfer 
to Federal Records Center when 2 years 
old. Offer to National Archives when 
12 years old. (NN 165-50, Item 1) 

Fom copie■, inclading original, to be sultmitted to tlae National Archives and Records Service 10-69428-3 GPO 
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175 Regional Plans 
Copies of Regional Plans for Occupational 
Safety and Health Programs. Files include 
general policy, correspondence and guide­
lines for reaching desired goals relating 
to occupational safety and health. Official 
copy of Regional Plan maintained by Associate 
Assistant Secretary for Regional Programs. 
Files maintained for reference purposes. 

Cut off annually. Destroy when 2 
years old. 

176 Quarterly Review and Analysis 
·rhe official quarterly reviews and analysis 
of activities of the Regions, consisting of 
employee complaints, number of inspections 
initiated, violations cited, accident investi 
gations, and utilization of compliance safety 
health officers. 

~Pe.rm.;,Jlle,,Jt. 0.ff'c..r t<> JJP,R.s whc." ~o 'J<'-<;,r-~ e,jcJ. 
Transfer to Federal Records Center when 
2 years old. t-Bestroy wheR 10 years olGl. 

( C.cu.f?t. o...s ha~• pi,,.,,; /e,,._f't pe,r fj4r) 

177 Project Case File 
The official case file documenting studies 
relating to the development, and evaluation 
of OSHA Regional Programs, including develop­
ment and revisions to the Field Performance 
Evaluation Manual. Files consist of corre­
spondence, the project report, findings or 
recommendations related to the project and 
other related materials. 

Cut off completed projects at the end 
of fiscal year. Transfer to Federal 
Records Center when 4 years old. 
Destroy when 10 years old. ~ 
~) 

Fou copiea, i11clading original, to be aallmiHed lo the Notional Jbchivea and Records Service 16-59428-3 GPO 
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178 

179 

Project Working Papers 
Background materials, -copies of correspondence, 
and other reference materials related to studies 
involving the management, analysis and evalu­
ation of OSHA Regional Programs. Files are 
maintained by subject. 

Cut off annually. Destroy when no longer 
needed for reference purpose, but no 
longer than 3 years after completion of 
related project, whichever is sooner. 
(NC 174-76-1, Item 15) 

Publication Reference Files 
Copies of reports or publications by OSHA, 
other government or private institutions 
maintained for reference purposes in evalu­
ating National, Regional, or State programs. 

Review annually. Destroy materials w hef\ 
,w,Qicl::l are superseded;''obsolete .e--£ 110• 

1onge.F-ne@ded fut 1:eretc11cc purpose. 
(II-NNA-2504, Item 2d) ~;. 1,(lt1{"=,f, 

Fom copiea, includuag original, to be •umilted to the National Archives and Records Service 16-69428-3 GPO 
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

ITEM NO 

180 

181 

182 

8 DESCRIPTION OF ITEM 
(WITH INCLUSIVE DATES OR RETENTION PERIODS) 

OFFICE OF STATE PROGRAMS 

t~te_Program_Activitt_Report_Files 
his file consists of the quarterly occupa­
ional safety and health program activity 
eport from states approved by OSHA to 
onduct their own occupational safety and 
ealth programs. The file consists of the 
ransmittal letter and the report describing 
he state's compliance activity, variance 
equests granted, and status of the States' 
tandards Development. 

Transfer to Federal Records Center 
when 5 years old. Destroy when 10 
years old. 

emi-Annual Evaluation Report Files 
rhis file consists of OSHA's semi-annual 
valuation of approved State Occupational 
afety and Health programs. The evaluation 
eports are prepared by the regional office 
nd transmitted to the state. The file 
ontains the report and related correspondence. 

Transfer to Federal Records Center when 
5 years old. Destroy when 10 years old. 

p,,,9r" ti\ €'. ued1.u.1 b o i.J 

nnual Report Files 
his rle consists of annual reports from states 
uthorized to conduct their own occupational 
afety and health programs. The files consist 
f OSHA Forms Nos. 115, 116, 117, 118, and 119, 
hich covers the states activities in the areas 
f personnel, training, consultation financial 
esources, an occupational injury and illness 
ummary and an annual self-evaluation report. 

~sfer te the Federal Records C~nt-e-r 
~wbEiR 5 years old. Destroy when 10 years 

~-

?~cm4µeNt. OFF"eR. ro NARS WH6N ~D j tar 

oice, ( i c.~ Pt. 01-1 ha~,, pl"'.s :i. c."'. ft. per 

~~ 

9 10 
SAMPLE OR ACTION TAKENJOB NO 

1J<cn-

l'o,u copies, inc:lading originol, lo be 1allmllted to the Notionol Archives and Recoircls Seirvice (.~ 16-59428-a GPO 
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

9. 107 8 DESCRIPTION OF ITEM 
SAMPLE OR ACTION TAKENITEM NO (WITH INCLUSIVE DATES OR RETENTION PERIODS) JOB NO 

tate Plans 
his-file-documents the official occupational 
afety and health plans of those states wishing 

to create or maintain their own occupational 
safety and health programs. This file consists 
fa copy of the approval or change notice 
ublished in the Federal Register, the approval 
rant, the plan as submitted by the state includ 

ing related correspondence and amendments, state 
legislation effecting the plan, public comments 

n tne plan, and transcripts of public hearings 
(if applicable). 

183 

P<G-rmaNeN-t. ~ 
~ransferto Federal Records Center one year 

'¥after plan is discontinued. Deslfoy -tt 
years later. C,.f.f.er- t.:> ;Jf\R.5 J,.P Jet:t-rr o..P-c:..'-r- f_la 
IS d1SC.:>Nfo..11.ted> ot"' Svtp~rge.cl C--c-€. r15 ,(M. ,_C'11'\.... ~.e, 

184 Program Correspondence Files 
Correspondence, reports, and other records 
ertaining to the administration and operation 

of the office program activities. Files include 
correspondence with Regional Offices, National 
Office, and Solicitor of Labor on Occupational 
Safety and Health legislation, or other letters 
or memo's from Regional Offices or with indivi-

ual states which is not part of state plans 
files. 

PERMANENT. Cut off annually. Transfer to 
Federal Records Center when 2 years old. 
Offer to National Archives when 10 years ol . 
(NNA-165-50, Item 1) 

(Sc.... -Pt a:c.c."'""- ...l~t:-e.f f l'-'s 
1
1'> <:"'. ft P~"' 1t.<I ) 

185 ubject Reference File 
his file consists of non-record copies of 
ocuments such as correspondence, reports, 
ewpaper clippings and other materials which 

used for general reference purposes. 

Review annually. Destroy materials i.0htN 
i1,zb.iel'l afe superseded~Y"'obsolete or no 
Joog@r needed for reference ptlrpos@s. 
(II-NNA-2504, Item 3) Re~ q(ttf/r{. 

om copie■, incl•dhag original, to be ■ ubmitte,1 to Ibo National Archive■ and Recorcls Service 16-69428-3 GPO 

http:a:cCI41f'l#t.It:ibe.cP
http:Svtp~rge.cl
https://d1SC.:>Nfo..11
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186 Publication Reference Files 
:::opies of Program Directives, Manuals, or 
other publications by OSHA, other government 
or private institutions maintained for 
~eneral reference purposes. 

Review annually. Destroy materials w'1.etJ 
wbicb aE-e supersedea~Yobsolete,-o-f-

-Ao )anger Aeedeg ior refefeR~ 
p,:tq:iose .. (II-NNA-2504, Item 2d) Rq,~ q/1Y('f£. 

Fom copies, including origi11al, to be aumitted to tl&e National Archives and Records Service 16-69428-3 GPO 
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7 
ITEM NO 

8 DESCRIPTION OF ITEM 
(WITH INCLUSIVE DATES OR RETENTION PERIODS) 

9 
SAMPLE OR 

JOB NO 

10 
ACTION TAKEN 

DEPUTY ASSISTANT SECRETARY FOR NATIONAL PROGRAMS 

Office of Associate Assistant Secretary for 
Standards_and_Federal_Agency_Programs 

187 

188 

189 

Congressional Correspondence File 
Original correspondence with Members of Congress 
and memoranda, reports, and other papers 
accumulated in the course of preparing replies 
to Congressional inquiries. 

a. Papers containing policy or precedent and 
requiring extensive research 1n connection 
with such inquiries. / A'7t .j, ,/,,1

Das:tr~j 1vheiv '3 c.;./l,ar~ c,/q fddlJ,!J,'-1//11; 

PEgMANENT. Cut pff annually. TLufiarertn the Federal Recorg§ Centar when-3 
years old Qffgr te the £ijatieRal Accbbzes 
when JQ yeacs oJa (NC 174 76 1, Iteffi B, 1) 

b. All other routine correspondence. 

Cut off annually. Destroy when 3 years 
old. (NC 174-76-1, Item 8, 2) 

Subject Reference File 
5ffice copies of documents such as correspondence
reports, newsletters, program directives and 
other materials which are used for general refer­
ence purposes or for answering inquiries. 

Review annually. Destroy materials which 
are superseded, obsolete or no longer 
needed for reference purposes. (II-NNA-2504, 
Item 3) 

:orrespondence Control Slip 
(GSA Form 43) 3 x 5 control slips which are 
used to control correspondence, within the office

Destroy when 3 months old. 

, 

. 

Fou copie•, including original, to be ■al>mitted to the National &chive■ and Record■ Service 16-69428-3 GPO 
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10 
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OFFICE OF FEDERAL AGENCY SAFETY PROGRAMS 
-------------------------·------·---------------

190 Federal Safety Advisory Council Files 
oIIIcial files documenting the activities of 
the Federal Safety Advisory Council. The 
files consist of the Articles of the Council, 
correspondence, and minutes of meetings. 

PERMANENT. Cut off annually. Transfer 
to Federal Records Center when 2 years 
old. Offer to National Archives when 
12 years old. (NN 165-50, Ite]Tl 10) , 
(3~... r-t. AC:C:k-l't,H,/e,t:.~J pl"'.s !e,,..,ft, '"- ► 'rJt!arJ 

191 Advisory Board Presidential Awards Files 
Official files documenting the activitfes 
of the Advisory Board for the Presidential 
Safety Awards. The files consis~ of minutes 
of committee meetings, correspondence, 
names of the award nominees, and back-up 
materials concerning the award. 

f§~MA~ENT. Cut off annually. Transfer 
to Federal Records Center when 2 years 
old. Offer to the National Archives 
when 12 years old. (NN 165-50, Item 6b) } 
(iq (tf C"1, Pt a~,.,._"',J,,f;!c...Q r'w; I ~H. Pt-. ~ 'Je«r-. 

192 Administrative Files 
Records accumulated which relate to routine 
internal administration or housekeeping 
activities of the office. These papers 
relate to the office organization, office 
procedures and communications, and adminis­
tration of office personnel. This file 
includes documents concerning the expenditure 
of funds in the internal administration of the 
office, including budget workpapers, supplies, 
and travel vouchers, and documents regarding 
the use of office space and utilities. 

Cut off annually. Destroy when one 
year old. (II-NNA 2504, Item 4, 
NC 174-76-1,Item) 

Foar copies, inchadiaag original, lo be sumilled lo the National Archives and Records Service 16-59428-3 GPO 
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7 
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10 
ACTION TAKEN 

193 Departmental Correspondence Files 
Correspondences with Federal agencies concerni g 
the establishment and maintenance of effective 
safety and health programs. The files are 
arranged by name of agency. 

PERMANENT. Cut off annually. Transfer 
to Federal Records Center when 3 years 
old. Offer to National Archives when 
10 years old. 

('lct,t,.Pi:::. l)Rc.e-"'"""(t.1.t-uP pliAs 2,c:..Pt. (). ~-474,-.)_ 
194 Field Federal Safety Council Files 

The officfal ffle documenting the activities 
of Field Federal Safety Councils. The file 
consists of reports, membership lists, committ e 
correspondence, minutes of meetings, photo-
graphs and conference materials. ~-hJ ~/4;/ft 

. 'frails.Ee£ 
to Feder al RP co rd s Ceo te, ,,,l::J.eo 2 ye-a-!' s 

11old. Offer to the N • ·,. 

-;{II trn , ) t' 
0& Pcr~»et-lt C)FF"t.r to )-lRRS whe.rJ J..S 'j ~.:.; ~ ,, d • 

195 d . Ch ' 1 . 1 . 1 \ :>T't", tl,CC.4.tll'\Rea 1ng or rono og1ca F1 es 
Extra copies of correspondence prepared and 
maintained by the originating office, used 
solely as a reading or reference file for 

I ' the convenience of personnel. 

Cut off annually. Dispose of when one 
year old. (NC 174-76-1, Item 3) 

196 Complaint Correspondence Files 
Letters of complaints from the public or 
Members of Congress regarding unsafe or un­
healthful working conditions. The file 
contains the original correspondence and 
the reply. 

Cut off annually. Transfer to the 
Federal Records Center when 2 years 
old. Dispose of when 5 years old. 

:ri (,113.. ~ ~ /)1,,c..t; 
Fom copies, including original, to be submitted to the National Archive■ and Records Service ld-69428-J GPO 
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Evaluation Files 
The official evaluation of safety programs of 
Federal agencies by OSHA. The file contains 
the official copy of the Evaluation Report 
signed by the Secretary of Labor, and necessary 
back-up materials for the report. Files are 
arranged alphabetically by name of agency. 

197 

a. PERMANENT. Cut off annually. e,('f,c,o.l C.op<jcf>e..ua.(1,t&t:t,cN 
Transfer to the Federal Records Center 
when 3 years old. Offer se-h!e-t-e~ 

-saffit3le cepies, to Nationa~ Ar,c,hiyr{t~t 
when 20 years old. ,,(},. '"'i 'i"/a I/_: 

( 1-c .... -Pt, li'c.c..._m11.,lci-te.O • ,oflA, 1/3 C.t,t. t f<r- 'je,u-,} 
b. Destroy E-emaiAiR-§ tiles when 22 years 

old. bac.~~r.1c(pnper~ 'l/J. fjc3I/J£ 
198 Annual Agency Safety Reports 

Annual reports of Federal Agencies safety 
activities as required by Section 19 of the 
Occupational Safety and Health Act. The files 
consist of agency policy statements, safety 
procedures, copies of the agency standards, and 
pertinent photographs, and exhibits. Files are 
arranged alphabetically by name of Federal agency. 

Pe.rmaJ.i~fl)t: ()ff'er to ;.JA~S WH~N ~:;t y.far.r olq. 
~CYt off al:"lAually. 'fr a11sfe r to Fedora-1 
-'f\,-.R:eco£-ds Genter when 5 :yea-r-s eld. n fu I p )

IJestroy wbeo 2] years old. (le .. -ft: c."' l,c,,.,rJ{ P," c .... ~.Pu- 'furr 

/41.1. ~ ~ ~ -~ &a. ~{je, 11/,011-i ~ 
199 Fatality and Serious Injury Log 

Chronological log of fatalities and serious 
injuries as reported by Federal agencies. 

a. Annual summary - destroy when 5 years 
o 1 d . ( NN 16 5- 5 O , I t em 13 a ) 

b. Print-outs of injuries to Longshoremen 
and Harbor Workers. Destroy when 20 
years old. (NN 165-50, Item 13b) 

200 Complaint Correspondence Log 
Control log on complaints concerning unsafe or 
unhealthful Federal working conditions. The log 
records complainant, the Federal agency, the 
nature of the complaint, the person the complain 
was referred to, and the nature of the response. 

Destroy when 10 years old. 
Foar copiea, incl11diltg original, to be ■ubmilled lo llae National Al-chives and Records Service 16-59428-3 GPO 

https://C.op<jcf>e..ua
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OFFICE OF STANDARDS DEVELOPMENT 

201 Administrative Files 
Records accumulated which relate to routine 
internal administration or housekeeping 
activities of the office. These papers 
relate to the office organization, office 
procedures and communications, and adminis­
tration of office personnel. This file 
includes documents concerning the expenditure 
of funds in the internal administration of the 
office, including budget workpapers, supplies, 
and travel vouchers, and documents regarding 
the use of office space and utilities. 

Cut off annually. Destroy when one year 
old. (NC 174-76-1, Item 1) 

202 Office Individual Personnel Files 
Unofficial personnel folders maintained in the 
office which consist of documents which are 
duplicates of papers placed in the official 
personnel folders. File includes such papers 
as copies of personnel application or resume, 
records reflecting training received by 
individuals, etc. Files are arranged alpha­
betically by name of employee. 

Review annually. Destroy documents v0 h-e ,J 
wR4.cft haEe cee-r, superseded or no longer 
applicable. Destroy entire file on 
transfer or separation of the employee. 
(NC 174-76-1, Item 21) f4.t2 a(r1!_-1( 

203 Controlled Correspondence 
Correspondence with Members of Congress, the 
White House, Agency heads and other individuals 
or groups which is of a priority nature. 

Cut off annually. Destroy when 3 years 
old. See Item 4c, 2). (NC 174-76-1, 
Item 8, 2) 

Foar copie•, incl11cling original, lo be sabmilled lo the National Archives and Records Service 16-69428-3 GPO 
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204 Reading or Chronological Files 
Extra copies of correspondence prepared and 
maintained by the originating office, used 
solely as a reference file for the convenience 
of personnel. 

Cut off annually. Destroy when one year 
old. (NC 174-76-1, Item 3) 

205 Program Correspondence Files 
Correspondence reports, forms, and other 
records pertaining to the development of 
Occupational Safety and Health Standards. 

PERMANENT. Cut off annually. Transfer 
to Federal Records Center when 3 years 
old. Offer to National Archives when 
10 years old. (NN 165-50, Item 1) 

Fom copies, incl11cling original, to be ■llbmilled to the National &chives and Records Service 10-69428-3 GPO 
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JO 
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DIVISION OF SAFETY STANDARDS DEVELOPMENT 

206 Subject Reference Files 
Reference materials used in evaluating and 
developing proposed safety standards. The 
file consists of copies of correspondences, 
Federal Register Notices, copies of previous 
standards, newspaper clippings, books, reports 
and similar documents. Materials are arranged 
by subject. 

Review annually. Destroy materials wh-t.N 
"Which ah! obsolete~--rsuperseded ,or 110 

. ~onger Reed~d fer reference -r,t1r-p:~qitt1t=fb 
207 Maritime Inspection Reports 

Duplicate copies of Forms MAR-14 and MAR-15 
which are used by accredited inspection agencieE 
to certify the inspection of material handling 
devices as to compliance with OSHA Standards. 
Official copies of the inspection forms are 
maintained by the field offices. 

Destroy when 3 years old. 

208 State Accreditation Files 
This file documents the compatability of state 
accreditation activities of shore based materiaJ 
handling devices with OSHA standards. The file~ 
consist of correspondence with state agencies, 
copies of their regulations and other related 
materials. Files are arranged by state. 

whe.iJ 
Review annually. Destroy materials~ 
.a.t:-e obsolete or superseded. 

209 Laboratory Accreditation Files 
This file documents the application from labora­
tories for OSHA certification to perform labora­
tory tests on safety equipment. Files consist 
of the application, correspondence, and supporti
documentation from applicant. 

Review annually. Transfer to inactive file
2 years after close of active accreditation
Destroy inactive files when 4 years old. 
(NN 165-50, Item 19) 

ng 

s 
. 

Fou copies, including original, to be submitted to the National Archives and Records Service 16-59428-3 GPO 
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210 Duplicate Variance Request Files 
Copies of requests for variance from OSHA 
safety standards. These requests are reviewed 
and evaluated by the Division of Safety Stand­
ards Development prior to action by the 
Division of Variance Determinations. Official 
copies of variance requests are maintained by 
the Division of Variance Determinations. 

Review annually. Destroy materials~ wh-w 
lOA§Cf ~E>f9ided £or re£erence purpose. 
5"1,1pe<Sll-de_&I el"'" e>bs.ele....-te. f<.t;il q{ ii-/ (rl:. 

211 Program Correspondence Files , 
Correspondence, reports, forms and other 
records pertaining to the administration 
and development of safety standards. 

PERMANENT. Cut off annually. Transfer 
to the Federal Records Center when 3 
years old. Offer to National Archives 
when 12 years old. (NN 165-50, Item 1) 
(Scl,4 +-'t. acc..141.Mu.f,.,t~ pl>«i Jj').... c,.,. It. "'1.f."'1-.) 

212 Safety Standards Development Project Papers 
Working papers which constitute the background 
materials relating to the development of safety 
standards. The file consists of copies of 
correspondence, notes, minutes of committee 
meetings on proposed standards, transcripts of 
hearings and comments from interested parties. 
Official copies of tnese materials are kept in 
the Technical Data Center. 

Review annually. Destroy materials l,.Jn~~ 
supersededf~bsolete or RO Jooger RtEded 
for referQRee purposes.~~ q/,~/:U, 

213 Maritime Inspection Accreditation Files 
This file documents the application by an 
agency or organization to perform certification 
of maritime cargo gear equipment and shore 
based materials handling devices. The file 
consists of the official application, financial 
information and other supporting data from the 
applicant. Files are arranged by name of 
accredited organizations. 

Fo- copies, incl11dillg o•iginal, to be ■ulamitted to the National Al-chive■ and Reco<Cls Se<vice 16-59428-3 GPO 
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Review annually. Transfer to inactive 
files 2 years after close of active 
accreditation. Destroy inactive files 
when 4 years old. (NN 165-50, Item 19) 

214 Longshoring Program Correspondence Files 
Correspondence, reports, forms, and other 
records pertaining to the administration and 
operation of longshoring safety standard 
development. 

PERMANENT. Cut off annually. Transfer 
to the Federal Records Center when 3 
years old. Offer to National Archives 
when 10 years old. (NN 165-50, Item 1) 
{ 3 Cu, ~t,. ct C.C.'1.1>tt1.-f'I. ,:.~ ff '1s. 1/1.. C..J\., Pt A J e.••..,..)

215 Administrative Files 
Records accumulated which relate to routine 
internal administration or housekeeping 
activities of the office. These papers relate 
to the office organization, office procedures 
and communications, and administration of 
office personnel. This file includes the 
documents concerning the expenditure of funds 
in the internal administration of the office, 
including budget workpapers, supplies, and 
travel vouchers, and documents regarding the 
use of office space and utilities. 

Cut off annually. Destroy when one 
year ,old. (NC 174-76-1, Item 1) 

216 Shipyard Technical Reference Files 
Copies of correspondence, reports, studies, 
special compilation of data, periodicals, 
and newspaper clippings, which are for 
reference and information purposes but are 
not made part of the official files. 

Review annually. Destroy materials wh,t,N 
-wRjcb are obsolete~'superseded, ~ 
oa Jorg@r tJ.eeogd fer reference purposes. 
(NC 174-76-1, Item 5) ~;J<_ q/t'f(f(.. 

Fou copies, including original, to be ■ubmitted to the National Al-chives and Records Service 16-59428-3 GPO 
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DIVISION OF HEALTH STANDARDS DEVELOPMENT 

217 Health Standards Technical Reference File 
Documents serving the technical reference 
needs of the staff on a variety of matters 
relating to the development of health 
standards. Documents include American National 
Standards Institute drafts and standards, 
publications of committees and associations 
concerned with health standards copies of 
reports, studies, periodicals, newspaper 
clippings, previous standards and amendment 
to standards. Materials are arranged by subjec 

Review annually. Destroy materials wh~~ -or~i'Hi-eh ar-e superseded, obsolete Q-f'-n-0 

lo::~er noeded fer feforonce p1:1r:poses. 
(NC 174-76-1, Item 5) ~r;l q{/'f(-:f(_ 

. 

218 Health Standards Development Project Files 
These files document the development of a 
proposed standard controlling an occupational 
health hazard. The files consist of copies 
of minutes of Advisory Committee meetings, 
National Institute of Occupational Safety 
and Health criteria documents, correspondence, 
exhibits, comments, hearing transcripts, 
drafts and revisions to the proposed standard. 
Official copies of these materials are main­
tained by the Technical Data Center. 

Review annually. Destroy materials .....,/,il!.n 
wh UJA a.r-e superseded ,O"'obsolete o-E-no 
longer oeedod for roforonee purposes. 

~ q(l'f /-~
219 Occupational Safety and Health Review 

Comm1ss1on Dec1s1ons 
Copies of dec1s1ons by the Occupational 
Safety and Health Review Commission on con­
tested sections of OHSA standards. These 
documents are used for reference purposes 
in drafting new standards. 

Review annually. Destroy materials whetJ 
~ superseded f'obsolete ,e-r--no 
l-0nge r needed for r eterence par po~. 
(NC 174-76-1, Item 5) 

Foar copie•, including original, to be sumitted to Hao National Archive ■ and Records Service 16-60428-3 GPO 
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220 Duplicate variance Request File 
Copies of variance requests which are reviewed 
and evaluated by the Division of Health Stand­
ards Development prior to action by the 
Division of Variance Determination. The file 
consist of the variance request and comments 
by the Division of Health Standards Development. 
These files are maintained for reference purpos
Official copies of variance requests are main­
tained by the Division of Variance Determinatio

Review annually. Destroy materials ~h~~ 
wh-:i:ch are superseded f'obsolete &E-"1'10 

longer needea for fefeccnce ~arpos-es. 

es. 

r. 

221 
Rtill r:;,/l'f{1~General Correspondence Files 

Off1c1al copies of correspondence from individ­
uals or groups requesting information on 
standards, interpretation of standards, or 
determinations as to whether certain products 
are in compliance with established standards. 
The files contain the reply and any necessary 
back-up materials. 

Cut off annually. Transfer to Federal 
Records Center when 2 years old. 
Destroy when 7 years old. (NC 174-76-1, 
Item 16) 

222 Safety and Health Regulations Files 
The Camera Copy of each volume of the Safety 
and Health Regulations with the revisions 
and amendments to the regulations. This 
serves as a history of the Safety and Health 
Regulations and amendments to those regu­
lations. Files are maintained by Volume of 
the regulations. 

Vol. 1 - General Industry Standards 
Vol. 2 - Maritime Employment Standards 
Vol. 3 - Construction Standards 
Vol. 4 - Other Regulations and Procedures 
Vol. 5 - Field Operations Manual 

PERMANENT. Transfer to the Federal 
Records Center when G-1:Hreflt tlse ecase-s.o
Offer to National Archives when 20 
years old. ( II-NNA-2504, Item 2a) 

(6 C'-t, .Ct. llc.c..,,m..,l.t~ fl/..,._ le-.~ ft a '1

k.. 

~c!r} 

Fou copies, inclading original, to be ■ abmitted to tbe National Archive■ and Records Service 16-594.28-3 GPO 
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223 Administrative Files 
Records accumulated which relate to routine 
internal administration or housekeeping 
activities of the office. These papers relate 
to the office organization, office procedures 
and communications, and administration of office 
personnel. This file includes documents con­
cerning the expenditure of funds in the internal 
administration of the office, including budget 
workpapers, supplies, and travel vouchers, and 
documents regarding the use of office space 
and utilities. 

Cut off annually. Destroy when one year 
old. (NC 174-76-1, Item 1) 

Fom copies, inchuli11g original, to be submitted to the National Archive ■ and Recorcla Service 16-59428-3 GPO 
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ASSOCIATE ASSISTANT SECRETARY FOR TRAINING, 
EDUCATION, AND CONSULTATION PROGRAMS 

Off ice of Employer Self-Inspec-tion and 
Consultation Programs 

224 Administrative Files 
Records accumulated which relate to routine 
internal administration or housekeeping 
activities of the office. These papers relate 
to the office organization, office procedures 
and communications, and administration of 
office personnel. This file includes documents 
concerning the expenditure of funds in the 
internal administration of the office, including 
budget workpapers, supplies, and travel vouchers, 
and documents regarding the use of office space 
and utilities. 

Cut off annually. Destroy when one year 
old. (NC 174-76-1, Item 1) 

225 Transitory Correspondence 
Routine requests for information or publications 
which require no administrative action, no policv 
or programs decisions, and no special compilation 
or research for reply. 

Destroy when reply is made or information 
is furnished. (NC 174-76-1, Item 6a) 

226 Program Correspondence 
Correspondence, reports and other records 
pertaining to the administration and operation 
of program activities. Files contain both 
controlled and uncontrolled correspondence. 

PERMANENT. Cut off annually. Transfer 
to Federal Records Center when 3 years 
old. Offer to National Archives when 
10 years old. 

Foar copiea, including original, to be submitted to tho National Archives and Records Service 16-69428-3 GPO 

https://sdnde.rd
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227 Employer Recordkeeping Reference File 
This file consists of statistical reference 
materials used for determining where to 
concentrate OSHA efforts in its voluntary 
compliance program. The file consists of 
data from the Bureau of Labor statistics 
on injuries and fatalities, and other 
related statistical information from OSHA's 
management information system. 

Review annually. Destroy materials v->h-e-N 
wbieh ar.e supersededP.,...-obsoleteio-E---fte 
l0n9er needed for r0f0r0Rc0 pHrposes. 

228 ~? 1(1'-1/t,Publications Reference Files 
Files consist of pamphlets, newsletters, 
bulletins, books published by banks, insurance 
companies and other institutions concerning 
the establishment of effective Occupational 
Safety and Health Programs. Materials are 
geared towards the small businessman in 
specific industries. 

Review annually. Destroy materials ~he~ 
which ate superseded ~robsolete ~ 
lon§er needed for reference purpose. 
(II-NNA-2504, Item 2d) ~ Cf(tlf/7<:_ 

229 Subject Reference Files 
Files consist of copies of reports, studies, 
periodicals, newspaper clippings, copies of 
correspondence which serve the general program 
reference needs of the office. 

Review annually. Destroy materials wh£N 
...whiea are obsolete~Y'superseded, -o-r--rro 
longer needed for refereRce purpose-s. 
(II-NNA-2504, Item 3) P'f). C:,{(L//7 , 

l'om copie ■, iacludizag original, lo be ■u.bmitted to tho National Archive■ aad Record■ Service 16-59428-3 GPO 
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OFFICE OF TRAINING AND EDUCATION 

230 Office Individual Personnel Files 
Unofficial personnel folders maintained in 
the office which consist of documents which 
are duplicates of papers placed in the 
official personnel folders, or which are not 
appropriate for inclusion in the official 
personnel folders. File includes such papers 
as copies of personnel application or resume, 
records reflecting training received by 
individuals and copies of official documents. 
Files are arranged alphabetically by name of 
employee. 

Review annually. Destroy documents 
which have been superseded or are no 
longer applicable. Destroy entire 
file on transfer or separation of the 
employee. (NC 174-76-1, Item 21) 

231 Program Correspondence Files 
This file consists of correspondence, reports, 
forms and other records relating to the 
development and implementation of Occupational 
Safety and Health Training and Education 
programs. Files are arranged by subject. 

PERMANENT. Cut off annually. Transfer 
to Federal Records Center when 3 years 
old. Offer to National Archives when 
10 years old. (NN 16 50, Item 1) 
fl:,, c:,.., R::~~e1or- flus le."' P-c. ~ ~11.Ar, 

232 Training Contract Monitoring Case Files 
These are the working files maintained by 
the training office for monitoring contracts 
with universities or other institutions in the 
development of or conducting training programs 
in the area of Occupational Safety and Health. 
The file consists of copies of the proposal, a 
contract, work statement, contract report, and 
correspondence relating to the monitoring of 
the contract. Files are arranged alphabetically 
by name of contractor. 

Fou copies, includiag original, to be aumitted lo Ike N'utional Arcbivea and Records Service 16-69428-3 GPO 

https://S!~da.rd
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Cut off files at the close of the 
fiscal year in which the contract 
is terminated. Transfer to Federal 
Records Center 2 years after contract 
is closed. Destroy when 7 years old. 
(NN 165-50, Item 12 and 17) 

233 Training Proposal Files 
This file consist of unsolicited proposals 
and supporting papers to conduct or develop 
training program in the area of Occupational 
Safety and Health. Files are arranged 
alphabetically by name of contractor. 

(a) Awarded Proposals - Place in 
training monitoring case files. 

(b) Rejected Proposals - Cut off at 
the end of fiscal year in which 
denied. Destroy when 2 years old. 
(NN 165-50, Item 17) 

234 Publication Reference Files 
Copies of reports or publications by OSHA, 
other government agencies or private institu­
tions maintained for reference purposes in 
developing or conducting Occupational Safety 
and Health Training programs. 

Review file annually. Destroy materials Wn
whieh ar~ obsolete9Tsuperseded <.H--R-O 
Jongec J:1.eedea for reference pt1r~GGGG. 
( I I-NN5-2504, I tern 11) R~ ~,{If (r(. 

-e17 

235 Office Administrative Files 
Documents accumulated by the office which 
relate to routine internal management or 
general administration rather than the function 
for which the office exist. These records may 
include copies of correspondences and reports 
prepared in the office and forwarded to higher 
levels and other materials which do not serve 
as official documentation. This includes also 
papers relating to obtaining housekeeping-type 
services from offices responsible for providing 
them. 

Cut off at close of fiscal year. Destroy 
when 2 years old. (NC 174-76-1, Item 1) 

Fowu copies, inclatling odgiaal, to be 1abmillecl lo Ike National Archives and Records Service 10-59428-3 GPO 
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DIVISION OF EDUCATIONAL PROGRAMS 

236 Reading Files 
Extra copies of correspondence prepared and 
maintained by the originating office, used 
solely as a reading or reference file for 
the convenience of personnel. 

Cut off annually. Destroy when one 
year old or after reference value has 
been exhausted, whichever is sooner. 
(NC 174-76-1, Item 3) 

237 State Plans 
This file consists of duplicate copies of 
Occupational Safety and Health plans as 
submitted by states under section 18 of the 
Occupational Safety and Health Act of 1970. 
The training office reviews the educational 
aspects of these state plans. The official 
copy of Occupational Safety and Health plans 
as submitted by states are maintained by 
Office of State Programs and Regional Programs. 
The plans are arranged alphabetically by name 
of state. 

Review annually. Destroy when super­
seded, or obsolete. (NN 165-50, Item 12) 

238 Employer/Employee Training Record 
This file consists of OSHA Form 66 which is 
an individual record of training received 
under OSHA educational training contracts. 
This form is used to prepare the Quarterly 
Review and Analysis Report, and the Annual 
Report to Congress. Information on forms 
are keytaped for computer purposes. 

Transfer to inactive files when the 
Annual Report is prepared. Destroy 
when succeeding report is published. 
(NN 165-50, Item 17) 

Foar copies, including original, to be ■ubmitted to the National Archive■ and Record■ Service 16-59428-3 GPO 
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DIVISION OF TRAINING DEVELOPMENT 

239 Program Correspondence Files 
This file consists of correspondence reports, 
forms, and other documents relating to the 
development and implementation of Occupational 
Safety and Health Training and Education Program

PERMANENT. Cut off annually. Transfer 
to Federal Records Center when 2 years 
old. Offer to National Archives when 
12 years old. (NN 165-50, Iteml) , 
( 5 C.1.<.+t. f.i'c.,-_,.,._yt,t..JQtc:_~ p lws /c..,.tt, ~ 1ec(t-, 

~. 

240 Audio Visual Services Files 
This file consists of films, slides, and video 
tapes developed for training programs in the 
area of Occupational Safety and Health (Material
date b a c k to 19 4 0 ' s ) . ._ f 

Se..-f.... , te m I~~ Q_ S, '. f-/i'/ ~11
PERMANENT. Offer to the -Na tio&al 1/J,i, 

p 

Archives when current program--u.se 
is ended. (NN 165-50, Item 2) 

241 Training Program Records 
This file consists of scripts and other written 
materials prepared for training programs in 
the area of Occupational Safety and Health. 
Official copies of these documents are main­
tained by the Technical Data Center. 

wheTJ 
Destroy materials w-aien Me obsolete t>Y-

superseded, or no longer needed for 
-reference purposes, whicl:J.ev9r is s-eon@r. 

(NN 165-50, Item 12) ~ q/ty/T·h 

Fom copies, including original, ta be submitted to the National Archives and Records Service 16-59428-3 GPO 




