A RECORL sPOSITION AUTHORITY
(See Instructions on reverse}

I

e

LEAVE BLANK

—

JOB NO

TO GENERAL SERVICES ADMINISTRATION,
NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408

NC-100-76-1 §

1 FROM (AGENCY OR ESTABLISHMENT)
Department of Labor

DATE RECEIVED NOV 1 4 1975

NOTIFICATION TO AGENCY

2 MAJOR SUBDIVISION
Occupational Safety and Health Administration

In accordance with the pravisions of 44 U'S C 3303a the disposal re
quest including amendments, 15 approved except for items that may

be stamped “disposal not approved” or “withdrawn” wn colymn 10

3 MINOR SUBDIVISION

4 NAME OF PERSON WITH WHOM TO CONFER ‘, 5 TEL EXT

Bedtrice C, McCabe

12§76

Dte

37995

Archina t of the

Unired State

6 CERTIFICATE OF AGENCY REPRESENTATIVE
| hereby certify that | am authorized to act for this agency in r@ ers pertaimng {0 the disposal of the agency 's records,

that the records proposed for disposal in this Request of
this agency or will not be needed after the retention periods specified.

L] A Request for immediate disposal

page(s) are not now needed for the business of

m Request for disposal after a specified périod of time or request for permanent

retention.

C DATE

///r// 7 57

D SIGNATURE OF AGENCY REPRESENTATIVE

4%225;?4;59;4;/ j23%24w234144z,/

-
Ciaiﬁg,DEPARTMENTAL RECORDS OFFICER

7
ITEM NO

8 DESCRIPTION OF ITEM
{(With Inclusive Dates or Retention Pernods)

9
SAMPLE OR

10
JOB NO ACTION TAKEN

115-107

OCCUPATIONAL SAFETY AND HEALTH ADMINISTRATION

The Occupational Safety and Haalth Administration
established pursuant to the Occupational Safety and Health
Act of 1970 (84 Stat, 1590), develops and promulgates
occupational safety and health standards, rulémaking, and
regulations; conducts investigations and inspections to
determine the status of compliance with standards and
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 f2&ld of occupational safety and health;
provides training and education programs for emplayers
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's
predecessor agency, the '"Bureau of Labor Standards,"

Job No. (s) NN156-50, II-NNA2504,

ey | Q-ID-“Ié(,D

L AﬂAmqin A 7ﬁb¢riﬁﬂ a&uL ean, e aandd. ef7yuyuﬂél
Loy Ourisy caprieiliiec. B ific/F

J

STANDARD FORM 115

Revised April, 1975

Prescribed by General Services
Administration

FPMR (41 CFR) 101-114

[V



Tindea

NC100-76-1
OCCUPATIONAL SAFETY AND HEALTH ADMINISTRATION ltems
I. Assistant Secretary ror OSHA 1-3
Correspondence Control Unit 4
Media Services 5-13
Deputy Assistant Secretary of Operations (EEO) 14-16 i
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 Financial Management 103-116
3. Office of Personnel Management 68-70
a. Division of Employment 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 94-102
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



NC100-76-1

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

Ttems

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

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




Form No. 115a . -
gated 9-1-49 by

F@-vices Admimistration ‘ . -
tidnal Archives, ! . y . ‘b No. . . Page__2 -
- ) oA Py of 93 p:ges }

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS—Continuation Sheet

7. 8 DESCRIPTION OF ITEM 9. 10
ITEM NO. (WiTH INCLUSIVE DATES OR RETENTION PERIODS) SAMELE SR ACTION TAKEN

ASSISTANT SECRETARY FOR OCCUPATIONAL SAFETY AND
HEALTH

1. General Subject Files.

a. Policy and Procedural Files dealing with the
developmment and implementation of policies,
procedures, and changes in organization funcH
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 National
Archives when current use ceases.
(G-pt GEC»\MMI&tec( plus €& aﬂ&“")
b. Office administration records, consisting
of correspondence reports, hotel and
travel arrangements, news articles, person-
nel, general services and other general
administrative correspondence.

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)

2. 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.

(3&@& accamalatec] /:Iu_s l’/lc.pt. per jfu.r—)

Four copies, including original, to bo submitied to the National Archives 16—50428~1  GPO



’ ‘m Form No. 115a .
Pro;.. gated 9-1-49 by '

" QGeneral Services Admlmstratlon ¢ »b No. : =

« The National Archives . . . o= . Page__3
B ) of 93 _pages
REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS—Continuation Sheet
7. 8 DESCRIPTION OF ITEM 9. 10
ITEM NO. (WITH INCLUSIVE DATES OR RETENTION PERIODS) SAJPSELE(?R ACTION TAKEN
3. 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)

SLAPercec(ec( or, obso‘e:t:e,
Destroy when re—longer—needed—for

-ceference—purpeses- pﬁA)?pvf{Q

CORRESPONDENCE CONTROL UNIT

4, Controlled Correspondence Files.

Communications maintained by Central Control
Point for correspondence received from Congress-
men, Congressional Commlttees, White House,
Governors and other V.I.P.'s, relating to
variances, complalnts, 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 continuing control, 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. (NC174-76-1, Item 4-a)

Four copies, including original, to be submiited to the National Archives 10—59428-1 GPO
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- Standard Form No. 115-A° '
Revised November 1951 [N

4 Preseribed by General Services Administration ~ ' Y ! Ny 4
GSA Reg 3-1V-106 Job No. Pag% 3
115-202- J of_93 pages

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS—Continuation Sheet

7 8 DESCRIPTION OF ITEM 8

N 10
ITEM NO (WITH INCLUSIVE DATES OR RETENTION PERIODS) Sﬁ‘gELrEOOR

ACTION TAKEN

~., 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. 3//7‘
Destroy when 3 years mld.%'g/

- = 7 l)
(2 ind i

)

H. 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
0ld, whichever is earlier.

MEDIA SERVICES

5. General Subject Files.

Consists of correspondence, memoranda,
pbosition papers, studies, reports and news
releases concerning OSHA official public
information 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)

( 6 cu--et 4CC.¢AM“/¢,{—Q¢( /.»/.45 i (.u_pt‘ Ptr dtc-.r—.)

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

A}


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

- Standard Form N&. 115-A"
rBevnse%eIg(geraber “;5;1% ’ :
4 Preser) y General 8ervices Ad ) ' ' ,
Presc Illgg 2%—2[\1_-106 vices Administration Job No. ! Pajge 5
5-202-

o of 93 pages
REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS—Continuation Sheet

7 8 DESCRIPTION OF ITEM 9

ITEM NO (WITH INCLUSIVE DATES OR RETENTION PERIODS SAMPLE OR 0
) JOB NO

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)
( L cu. £e RCCuMul@t&Q f;lus lesg then Usede ita (jeur)
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)

( Icw '\QL. qccmMK(Qtu{ 'o/us 2 ecu. ;NCJWS Per coe,m*)

Four ies, including

iginal, to be submitted to the National Archives and Records Service 16—59428-3  GPoO
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- Standard Form No. 115-A' .
Revised November 1951 . R ' : ’ ' ;
4 Prescribed by Gengral Services Administration Job No. Pige _ 6

GSA Reg 3-IV-10
115-202. of _93 pages

'

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS—Continuation Sheet

7 8 DESCRIPTION OF ITEM A 9. 10
ITEM NO (WITH INCLUSIVE DATES OR RETENTION PERIODS) SAMELEOR ACTION TAKEN

10. Biographical Data File.

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

Destroy one year after individual
leaves.

11. DSHA News Releases. Record copies of OSHA
hews releases and supporting materials for
pach release.

., One master set of OSHA Press Releases,

ctearance sheets., and-background mate=-
+ials.

PRt A ENT,

Retain record set anmd—suppetting
documentation in office for 2 years
then forward to FRC for 8 years
additional retention. Offer to
National Archives when 10 years
0ld. (NN165-50, Item 2-a)

b. Working papers,and drafts of pending ,
news releases, c.leara;uc,e_ shee.ts awd bockg /ou»cl materiol

Gyt

Destroy 3 months after release
cleared.

. All other copies.

Destroy when 1 year old.
(NN165-50, Item 2-b)

including original, to be submitted to the National Archives and Records Sexvice 16—59428-3 GPO

Four




standard Form No. 115a
Promulgated 9-1-49 by

* QGeneral Services Admxrhstration ’
. 'The National Archxv&s

ob No. :

Page

7

of 93 pages

REdUEST FOR AUTHORITY TO DISPOSE OF RECORDS—Continuation Sheet

ITEM NO.

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

9

SAMPLE OR
JOB NO.

10

ACTION TAKEN

12.

13.

14.

Special Events. Annual Reports, special infor-
mational and historical reports, for example
"Agnes"” cleanup, and supportlng do uments

E . . . . s

whenm Ti—years—old._ , i
Pormoment.  OFFER To NARS e 203&4(‘5 old,
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 materlalSubheA
which are superseded®'obsolete er—no
longer—needed—for reference-purposes,
~whichewver—s-sconer. (II-NNA2504,

Item 3)

DEPUTY ASSISTANT SECRETARY FOR OPERATIONS

EQUAL EMPLOYMENT OPPORTUNITY

Office Administration Files.

Consisting 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. (NCl74-76-1, Item 10)

/7/ (ICLLFt QeCormu ak;A)F

Mskﬁg

FEA“ (/em

Four copies, including original, to be submitted to the National Archives

16—59428-1

aro
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Standard Form No. 115-A"

Revised November 1951 . [ P X
- Prescnbedzliil ‘?Pineral Tervices Administration Job No. Page 8
GSA Iﬁg_ E7A 06 ) of _93 pages

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS—Continuation Sheet

7 8 DESCRIPTION OF ITEM SAMP9LE oR 10
ITEM NO (WITH INCLUSIVE DATES OR RETENTION PERIODS) JOBNO 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.

2. 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-1)

b. All other copies of EEO complaints,
transmittal letters, statistical re-
ports and other related complaint docu-
ments duplicated in EEQ 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)

Four ies, including original, to be submitted to the National Archives and Records Service 10—-59428-3  GPO
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Standard Form No. 1158
Promulgated 8-1-49 by \
*  Qeneral Services Administration

.The National Archives

ob No. .

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS—Continuation Sheet

ITEM NO.

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

9.
SAMPLE OR
JOB NO

10

ACTION TAKEN

17.

18.

ASSOCIATE ASSISTANT SECRETARY FOR ADMINISTRATIVE
PROGRAMS

General Subject Files.

a. 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.
('—leu.-@t fcenmnlated plus | ca Pr P SR
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.
(NC174-76-1, Item 1)

Chronological Files.

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. (NC174-76-1, Item 3)

Four copies, including original, o bo submitied to the National Axchives

16—59428-1

GPO
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Standard Form No. 115-A

Revised November 1951
« Prescribed by General Services Administration

GSA Reg 3-IV-106
115202

Job No.

Ps;ge 10

of 93 pages

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS—Continuation Sheet

7

8 DESCRIPTION OF ITEM

9

10

ITEM NO (WITH INCLUSIVE DATES OR RETENTION PERIODS) SAMPLEOR ACTION TAKEN
ADVISORY COMMITTEES
19. Dffice Administrative Files.

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

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

. when
Destroy materials whieh—a¥re superseded

or obsolete, ef—ﬂo~&ﬁnger—need§é—éef
reference—pturposes,—whitelrever—ts Fﬁﬂ Qﬁ?/?

—SOORCE~

pb. 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)

c. 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)

Fouz

pies, including original, to be submitted to the National Archives and Records Sexvice

16—59428-3

GPO
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Standard Form No. 115-A
1

Reovised November 1951
Prescribed by General Services Admmistration

* GSA Reg 8-1IV-106
115-202 -

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS—Continuation Sheet

Job No.

Paige 11

of _93 pages

7
ITEM NO

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

9

SAMPLE OR
JOB NO

10
ACTION TAKEN

20.

21.

Committee Files.

8 .

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)

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)

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.

Applicants Files.

Consists of correspondence, biographic data,
hpplications and recommendations for appoint-
ments to Standards Advisory Committees.

Destroy when 5 years old.

Four copies, including original, o be submitted to the National Archives and Records Sexrvice

16—59428-3 GPO



standard Form No. 115a
Promulgated 9-1-49 by

| S nARa e obNo. > . Pyge_l2
' of __9_3__ pages
REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS—Continuation Sheet
1. 8 DESCRIPTION OF ITEM 9. 10.
ITEM NO. (WITH INCLUSIVE DATES OR RETENTION PERIODS) SAMPLE SR ACTION TAKEN

22. Public Hearings Files.

Includes hearings transcripts, announcements,
notifications, list of presentations, exhibits
and 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 DATA SYSTEMS

23. 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 vear
old. (NCl174-76-1, Item 1)

Four copies, including original, to bo submitted to the National Azchives 16—55428-1 GPO




Standard Form Not 115-A" |

Revised November 1951
- Prescribed by General Services Administration

GSA Reg. 3-IV-106
115-202

Job No.

Pa:ge

13

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

24.

25.

26.

Publication Reference Files.

rhis file consists of OSHA program directives,
nanuals, or other government or non-government
publications maintained for general reference
burposes.

Review annually. Destroy materials when
which-ate obsolete@"superseded,—ex

- R 4f

poses=s (IINNA-2504, Item 2-4)

Program Correspondence Files,.

)

}
¢

forrespondence, reports, and other records
pertaining to the administration and operation
bf office program activities. Files contain
both controlled and uncontrolled correspond-
bnce.,

PeamanenT

Cut off annually. Transfer to FRC

when 3 years old. Offer to National
Archives when 10 years old.

(4ecu $t. Accum ulat od ’;‘MS /2 cum. Pt p\‘-r‘ tdeﬁr—)
Project Control Files.

'his file documents the assignment, progress,
ind completion of projects relating to the
lesign, programming, and operation of OSHA's
lata processing projects., Files are arranged
hlphabetically by subject. :

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

1t 7¢

Four copies, including original, to be submitted to the National Archives and Records Service

16—59428-3

GPO
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standard Form No. 115a
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. The National Archives
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-
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Page

14

of L pages

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS—Continuation Sheet

ITEM NoO.

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

9.
SAMPLE OR
JOB NO

10.
ACTION TAKEN

27.

28.

DIVISION OF SYSTEMS ADMINISTRATION

Program Correspondence Files.

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

Cut off annually. Transfer to FRC
when 2 years old. Destroy when
7 years old. (NCl174-76-1, 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. (NC174-76-1, Item 1)

Four copies, including original, to be submitted to the National Archives

16—59428-1
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Job No.

' Paée 15

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

29.

Microfilm
Sccerdance with FPMR 10I-1LY gud FPMR 10i-l.&
This file consists of the master copy of
Selected documents microfjilmed py
Technical Data Center. é}% F/3/ 7{

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.

a.

Archives whep it gears old. (3r¢_e.,l4 on heond 0"
BERMANENT

ance_with-standards—pr
-acresstoning—of—mi-crofilm,,
Deitro opzr retord s hwhwo mecno(’./m.el on
t Ye producesd co mad
Federal genddy Report’ - REEBu TR foh? o

injuries, fatalities and manhours lost
within Federal Agencies.
are compiled from the Quarterly "Federal
Occupational Injuries and Illnesses
vey" OSHA Forms - 102E and 102EE. ~

Pecmantent, ttem 2Aqa_

When—eurrent—use—ceases, offer—to
National Archives in_ accordanee—with
standards prowvided—for—the—aeccessioning
—of—mrerofilm.

1‘L /<

S“m~€/ as ‘ (‘-&ol

. Standards Advisory Committee Minutes
Transcripts of hearings and minutes of
meetings pertaining to the Standards
Advisory Committee and the development of
OSHA Standards.
Same, as ftem 29ca {é’rcds ¢
PERMANENT. T
—after termination of committee—0ffer

(NN1l65-50, Item 6-a)

F1les. Thege records (oill be micreP Imed

Permanent. OFfer 0*‘15//0&/ and one copy to vhe Natoo
_termanent

y/y94

Cfm-(,{q,ﬂcc,
reju lat

The tabulations S44
) 4/"4 > e ey

A///é

aecc

thap I/?\rq_,o/

’%'%W/

ns { r{,bl

G scertanm
w G/
rerds gacl
ctcCutes

nm K’ﬂ‘t(c

}\'-?PJ'{ Plui

P e

va, [

P{r-' (je,ar)

uf

23

are OC[l«fugt«
Q- +he
rols

less

0 p(us
qwn)
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ITEM NO

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

9

SAMPL.E OR
JOB NO

10

ACTION TAKEN

30.

31.

ADP Systems Files.

r'his file contains the documentation behind
DSHA's ADP Systems. The file consist of the
Hesign reports from the contractor who de-
veloped the system, the basic system programs

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

Publication 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 1 year old. (NCl174-76-1,
Item 6-a)

c. Yearly report of publications distributed.

Destroy when 5 years old.

bperational manuals and systems specifications.

years old. (3 Ft accumuloted plus Yo cw fx

P g?ﬂl"’)

Four copies, including original, to be submitted to the National Archives and R

ds Sexvice

16—59428-3

GPO
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.‘The National Archives ) -ob No. __—‘_*‘_‘ que
. of pages
REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS—Continuation Sheet
ITE;.N 8 DESCRIPTION OF ITEM 9. 10
o (WITH INCLUSIVE DATES OR RETENTION PERIODS) SAMELESR 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 when
—whieh—are superseded or are no longer
applicable. Destroy entire file on
separation or transfer of the .
employee. GRS 1, Item 18) EQQ 7#7/7@

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 1tem g‘qc\

P

years -old——Ooffer—teNetiomal

Archives when 15 vears-0ld. ﬁ%&? ﬁﬂy/;g
b. Duplicate Copy.

Destroy when 5 years old.

Four copies, including original, fo bo submitied to the National Axchives 16—59428-1 GPo



Standard Form No.115-A |
Revised November 1951
« Prescribed by General Services Administration

GSA Reg. 3-1V-106
i 115-202

Pa:ge

18

of 93 pages

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS—Continuation Sheet

7

8 DESCRIPTION OF ITEM

9

10

ITEM NO (WITH INCLUSIVE DATES OR RETENTION PERIODS) s’ﬁ“éELNEé) R ACTION TAKEN
34. Iranscript of Public Hearings on Proposed
Standards.
These are the official transcripts of pub-
l1c 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.
(,‘)_a.pt accmmw(at&_&)
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-
1ng is completed. Destroy when 15
years old.

Four copies, including original, to be submitted to the Nationtal Archives and Records Service

16—59428-3

GFO
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of _93 pages
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(WITH INCLUSIVE DATES OR RETENTION PERIODS)

9

SAMPLE OR
JOB NO

10

ACTION TAKEN

36.

37.

38.

Correspondence Files.

Requests for information and copies of replies
thereto, involving no administrative actions,

ho policy dicussions, and no special complica-
kions or research; and requests for transmittals
bf publications, photographs and other infor-
mational literature.

Destroy 3 months after acknowledgement
and referral. (NCl174-74-6, Item 6-a)

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 cuereat—use—eeases.

16 years o\d.
Reference Files.

(15 cu- Pt. accumul

These 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
wirtet—are superseded’ obsolete 1T 10

Lenge4—4Naahm&—fof—feéefeﬁee—pufpeses
~wirichever 15 Soomer. (NC 174-76-1, A%47?ﬂ
Item 5) ‘27 73/

atcd)

Foux

including original, to be submitted to the National Azchives and Records Service

16—59428~3

GPO


http:Otcc.-"tm"lL.t.c4
http:Standll.rd

Standard Form No. 113a
Promulgated 9-1-49 by
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. The National Archives . s0b No. .

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS—Continuation Sheet

ITEM NO.

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

9

SAMPLE OR
JOB NO

10

ACTION TAKEN

39.

40.

41.

Bureau of Labor Standards Publications.
Publications created and distributed by the
Bureau of Labor Standards from 1936-1970.
Files consist of pamphlets, bulletins, leaf-
lets and technical reports.

PERMANENT. Offer to National Archives
when cTurrent—uase—ceases. (NN165-50,
Item 2-a) i0years old . [ 4t pecumala

DIVISION OF SYSTEMS ANALYSIS

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. (NC1l74-76-1, Item 1)

ADP System Contract Report.

This file contains the contract report re-
lating to the development of OSHA's computer
dystem. 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 when
whieh—are superseded probsolete or-no

—whichever is—-sooner. (NC 174-76-1,
Item 5)

' 5 5

Four copies, including original, to be submitted to the National Axchives

16—59428-1

aro
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1. 8 DESCRIPTION OF ITEM 9. 10
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42. 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.

. Lobhen
Destroy materials which_ are super-

seded¥’ obsolete,

for—+eference PULPOSES, Wiritirever—1s
_seener . pr Q//‘{/'}Q
43, 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.

PERMANENT. Cut off at the end of
the Fiscal Year and transfer to

FRC when 3 years old. Offer to
National Archives when 10 years old.

(2Fe Q“-""““(ate(ﬂ 1"“5 /o € agear-')
44. 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 ~hen
wirtchr—=are supersededf?absolete -©er-Tio
7 icn-
~ever—isTsoemer. 2
ko (14(76

Four copies, including original, to bo submitied to the National Arxchives 16—59428-1 GPO
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7
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9.
SAMPLE OR
JOB NO.

10.

ACTION TAKEN

45.

46.

47.

48.

Programming and Systems Reference File.

Flile serves the reference needs of programmers
and systems analysts. Material consists of com-
puter programming manuals, directives, and

other materials.

Review file annually. Destroy materials w
whrich—are superseded® obsolete, 0¥

mo—teonger—peededfor—reference—purposss,
—wHrirelrever—i-s—seener. (NC 174-76-1, Item 5)

e 1YL

DIVISION OF OPERATIONS

Data Base File.

This file 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 succeeding
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 -ae—tenger needed—for TEigrence
—pusposes. B5 ears old J 7 8/\2//71
PegmanEnT,

b. “RetIre yearly reports to FRC 2 years
after processing. -Pestreoy—when-5-
years old. OFFG% To NARS O HEA

wau fr QCLumu{atet( plus ac—upt per 79&1‘)

Federal Occupational Injuries and Illness

Survey - (OSHA Forms No. 102E and 102EE)

quarterly reports received from Federal

Agencies summarizing occupational injuries,

illnesses and accidents.

Retire to FRC 2 years after processing
summary reports. (Item 50) Destroy
when 5 years old.

hoo

h A0

Four copies, including original, to be submitted to the National Axchives

16—59428-1

GPO
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ITEIZi' ‘o 8 DESCRIPTION OF ITEM 9. 10
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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)

50. Federal Occupational Injuries and Illness
Statistical Summary. This 1s 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

51. Special Projects.

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

Pc)_rmawe/\)t l OFFER To NARS toHEN ;{0 Ueurs oic(

vaiueT—ef—wheﬁ—i—years—6&67—wh&ehexer
,_is—seeﬁerT—-TNN—i65—567—{%em—9%

(@‘fcu 1Ct tic,c—umu(atu( 0)/:4; 4Icu4t J)er‘ \’-/CIJI\)

% on pin uq,&.% comvtniion. gl Bea Melple Hlfiefiz

Four copies, including original, to be submitted to the National Archives 16—59428-1 aro
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ITEM NO (WITH INCLUSIVE DATES OR RETENTION PERIODS) SAJ'SELIEC?R 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.

PERMANENT. Cut off file annually.
Transfer to FRC when 3 years old.
Offer to National Archives when 10
%sars 3}d (II- FNA 2504, Item 1)

2 cn Ft ccCccumpylated lug Ufy o
53. Technical Reference Mater1als. (L-&gear)

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

- sc’_‘(%& ar o‘so(-t.to_,

1LY

Review file annually and desteoy when 3up
materrarsofmo—furthesr—reference
walue. (NC 174-76-1, Item 5) Sl Gt

~NO
>
~

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)

Four copies, including original, to he submitted to the National Archives and Records Service 16—59428-3  GPO
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9
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10.

ACTION TAKEN

55.

56.

57.

58.

Project Files.

prafts and final copy of project reports;
correspondence, briefing papers, on project
report, e.g. Secretarial Objectives.

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

Chronological File.

Extra 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)

Program Resource File.

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

Review file annually; destroy
material s~wirtek—are 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

General Administrative Files.

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

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

Four copies, including original, to be submitted to the National Azchives

16—59428~1

aro
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9

SAMPLE OR
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10

ACTION TAKEN

59.

60.

61.

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. (NC174-76-1, Item 1)

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. (NC174-76-1, Item 7)

Legislative Analysis.

Working drafts and 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.

Four ies, including original, to be submitted to the National XAxchives and Records Service

16—59428-3

GPO
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9
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10

ACTION TAKEN

62.

63.

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)

(1 cu £ Qccn-Mk{ateto p{us 2 cu. INchog per
b. Working drafts of and correspondence
pertaining to the annual President's
Report.

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 &
whielr—=are supersededOrbbsolete.e*—no

—teonrger nTeded fOr—Treferenrce purposes.

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
1l year and destroy. (NC174-76-1,
Item 3)

b hend

Y c.«m-)

Four

pies, including original, to be submitted to the National Archives and Records Service

16-—59428-3

GPO
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9
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64

65

66

67

pDivision of Program Evaluation and Research

Accident Computer Print-Quts

Reference papers used for specific report on
injuries and illnesses. Divided by region and
further subdivided by industry and number of
establishments within the industry.

wh=0 ghsolete
Review annually and destroy papers eof&
—pafurtrher Fefererce=vatus.. Qy@

Project Files

Working papers for 1974 vinyl chloride economic
impact study and working papers and fatality
statistics by state for joint BLS/0OSHA project
on workmen's compensation.

when Super

ﬁ H ’
N

Review annually and destroy papers
S =FELETEGe—Fartte-r

Chronological File

fxtra copies of correspondence prepared and
maintained by the originating office, used
s0lely as a reading or reference file for the
convenience and information of personnel.

Cut off at end of year; hold one year
and destroy. (NCl174-76-1, Item 3)

Accident Statistics

Pamphlets, brochures, and reports issued by
individual states on accident statistics.

Review annually and destroy materials

or guf:e

9 1473

geded o
2674

reeced

obcoleze

W HLR Sy\p-er‘ged:ej 0T obiolee.‘be\, M ’?j/‘{/

7¢

Four copies, including original, to be submitted to the National Archives and Records Sexvice

18—569428-3

GPO
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DFFICE OF PERSONNEL MANAGEMENT

68 General Subject Correspondence Files

Correspondence memoranda, personnel
hdministrative instructions, routine reports
relating to the administration and operation
pbf statf support projects, personnel policy,
legislative and program proposals.

n., 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.

(3cwfe cccamulated plas 2 cu.ft. “’ﬂea"’)
p. Administrative and internal housekeeping
matters.

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

69 Congressional Correspondence Files

Consists of correspondence, briefing papers,
Feports and other documentation concerning
fongressional ingquiries regarding OSHA
personnel administration.

h. Papers containing policy or precedent
and reguiring extensibe research in

connection with such 1nqu1r1es //
Dest.voy whep S yelars ol ;é’% ?3//7’4

1 A

(NC = Y
LU e Vive— XL 7™ 7 ).

b. Correspondence regarding routine personnel
matters.

g

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

pies, including original, to be submitted to the National Archives and Records Service 16—59128-3 GPO
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70 Employee Grievance Files

fase files of correspondence, investigative
feports, complaints, witness statements,
recommendations and decisions relating to

personnel grievances. Arranged by name of
employee.

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

Four copies, inclnding original, 10 be submitted to the National Archives and Records Service 16—59428-3  GPO
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71

72

73

DIVISION OF EMPLOYEE AND EMPLOYMENT
DEVELOPMENT

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 FPM-Chapter 293, Subschapter 2)
Employee separated: Tranfer to inactive
file upon separation, transfer to NPRC
(CPR); St. Louis, Missouri, 30 days after
separation. (See FPM-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.

Four

pies, including original, to be submitted to the National Archives and Records Sexvice

16—59428~3

GPO
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74 Notifications of Personnel Action Files

Standard Form 50 for regional and national
bffice employees, exclusive of those filed
in 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.

75 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.

76 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.

Four copies, including original, to be submitted to the National Archives and Records Service 16—59428-3 GPO
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77 Applicant Supply Files

Consists of personnel data on qualified
job applicants; includes personal quali-
fications statements resumes and related
papers submitted by applicants in federal
service or private sector,

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

78 Request for Information and/or Documents

Correspondence with individuals concerning
OSHA positions. Some job applications,
and copies of requests for further infor-
mation. Includes Regional and Area Office
positions.

Destroy when action is completed.
(GRS 1-174)

79 Correspondence Name Index File (5 x 8)

Cross reference to general correspondence
and applicants materials received by
pivision of Employment and Employee
Development which is filed elsewhere in
personnel subject files listed in this
s5chedule.

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

Four copies, including original, to be submitted to the National Archives and Records Service 16—59428-3 GPO
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80 Employee Development Plans

Consist of counseling interviews with employees
on individual development plans and statements
of employee's career goals, skills and training
needed 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)

81 Training Program Files

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

3
Destroy when § yLars ol {
Cut off annually. Transfer—to-the ézé V .
£/
Oftte ~o—Nati-omat—AaA ///ﬁ

4
LS
old.-

4
1 0
s YA W : =

> (=

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 old.
(NC 174-76-1, Item 25)

Four copies, including original, to be submitied to the National Archives and Records Service 16—59428-3 GFO
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82 Tncentive 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)

Four copies, including original, to be submitted to the National Archives and Records Service 16—59428-3  GPO
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PIVISION OF POSITION CLASSIFICATION

83 Position Description Files

p) 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.

) Copies of current OSHA position

descriptions filed by organization,
position and code.

Destroy when position is abolished or
description is superseded. (GRS 1.7)
c) File of cancelled OSHA position

descriptions by series, grade and
position title.

Destroy when 5 years old.

84 General Correspondence Subject Files

n) 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.
D) Office requests for security clearances.

Destroy when 1 year old.

Four copies, including original, to be submitied to the National Archives and R ds Sexvice 16—59428-3 GPO
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85 General Information Files

Consists of personnel and position classi-
fication reference publications, Federal
Personnel Manual, Civil Service Handbooks,
OSHA directives and other general personnel
management data.

Review annually. Destroy materials when
Swliel-gre superseded or obsolete, or
nro—tenger—needed—for—referenmce—purs

posSes, whichever—is—sooner. (NC 174-
76-1, Item 5) %,Q 01//7[,,«.(;

Four copies, including original, to be submitted to the National Azchives and Records Sexvice 16—59428-3  GPO
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OFFICE OF ADMINISTRATIVE MANAGEMENT

86 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 cu Pt Accumunfaxed plus y efe  a year.

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)

87 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 1 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)

Four ies, including original, to be submitted to the National Archives and Records Service 16—59428-3 GPO
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DIVISION OF MANAGEMENT ANALYSIS

88 Administrative Subject Correspondence Files

Consists of correspondence memoranda, copies
of manpower utilization reports, parking

and 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)

39 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.lc“ P

N - ko

(6 cu. e Geccumplation plas ek’ - Atgcar—.)
90 Drganization Planning Files

pocuments relating to the establishment of
DSHA official structure, changes in organi-
zational functions and mission statements
when such actions affect the management and
bperations of the agency. Includes staff
broposals, task force working groups,
brganization charts and copies of published
Hirectives.

pies, including original, o be submitted to the National Archives and Records Sexvice 16—59428-3  GPO
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10
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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.

(5 cu. *pt R(‘Cumlj,ﬁt(g PIHS | ew. p“- A‘ﬂc‘“")
Records Disposition Files

Consists of records inventories, records
disposition schedules, lists of disposal
authorizations approved by OSHA, DOL & GSA/NARS,
in accordance with agency requirements and

Government regulations.
DEStroj when Quper%zdeﬁ 0r 0 lcté;

//7
PERMRNENTT—‘Réfi?E‘fU‘Fedefa&—Reeeﬁds
—Center—whenno—leonger -needed for current
-operations.

Organizations/Committees and Conference Files

Correspondence, memoranda, travel and hotel
accomodations and other related administrative
service matters pertaining to national
organizations and general conferences for

which 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)

Four copies, including original, to be submitted to the Nati 1 Axchives and Records Sexvice

13—59428-3 GPO
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7
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10

ACTION TAKEN

94

95

96

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 requests - dispose
when 3 months old. (GRS 11, 5)

b. All other materials - destroy when
3 years old. (GRS 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.

Four copies, including original, to be submitted to the National Archives and Records Service

16—59428-3

GPO
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97 Completed Purchase Order File

Consists of office copies of purchase orders,
requisitions, invoices, shipping instructions,
billing instructions, advice of miscellaneous
obligations 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.

98 - Vendors File

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

, , when ¢ b
Review annually. Destroy materials o “pdrsecled ot obsolere

+onger—reeded—for—current—eperators. Y V.
(NC 174-76-1, Item 2) d 4l

99 LLibrary Subscriptions Files

Consists 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

py OSHA.

. ° beoloke
Review annually. Destroy materialsu*ﬂ>9“P"5®h& BN Lt

(NC 174-76-1, Item 2) ﬁ@ﬂ Qﬁ?/?ﬁ
100 Requisitions for Supplies

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

Fonr copies, including original, to be submitted to the National Archives and Records Sexrvice 16—59428-3  GPO
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Cut off at the end of the year and
start new file. Destroy when 2 years
old. (GRS 3.9a)

101 Requisitions 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)

102 Space Allocations and Utilization Files

Consists of space layouts, floor plans,
pblueprints, records of assignments, service
reports, 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)

Four ies, including original, to be submitted to the National Archives and Records Service 16—59428-3  GPO
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103

104

105

OFFICE OF FINANCIAL MANAGEMENT

State Grants Section

Reference and Information Files. Consists of

coples of Program directives, OMB circulars,
proposed Congressional bills, studies, data
compilations, etc., which are needed for
reference and information purposes but are
not made a part of official files.

Review annually and destroy materials ,
when Supe rsede

(NC 174-76-1, Item 5) . Ral ’:,'{H/?L',

State Grants. Approved state grants appli-

cations and contracts disbursed under section
7(c) 1 and section 24(d) of the Occupational
bafety and Health Act; correspondence (internal
and external) pertaining to each of the grants.

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

btate Grants Audit Reports

Consists of regional offices audit reports
bn Federal funds dispensed under Grants to
btates to operate their Occupational Safety
and Health Programs.

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

d or

QL splete

Four ies, including original, to he submitted to the National Azchives and Records Service

16—59428-3

GPO
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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 OMB expenditure ceiling,
program memoranda, replies, Congressional
answers and replies, Congressional hearings
minutes, final Congressional authorization
and Congressional appropriation for fiscal

year. ,
Destrey when 10 geurs dld’/ézlf’é///é

P . 1
veatr——Iransfer to Federal—Reeords
~TCenter—whem—3—years_o0ld. . Offer to
National-Archives whep—310—years—old.

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 OMB

and the budget's revisions as it follows

the budgetary process to final Congressional
appropriations.

Cut off at end of fiscal year.
Transfer to Federal Records Center
when 3 years o0ld. Destroy when

6 years old.

Four copies, including original, to be submitted to the National Archives and Records Service 16—50428-3 GPO
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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. 1In 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 including original, to he submitted to the National Archives and Records Service 16—59428-3 GPO
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112 Policy and Planning Correspondence.

Internal and external correspondence which
could have a possible policy effect upon

the agency's budget. 1Includes 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.

( 4 cu €. accumulpted 0’{“‘ i)y cu. f q:ﬂecn-.)
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.

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



-

gtandard Form No. 115-A * .

Revised November 1951 , . na
- gac%bedﬁg &ei:&gral Services Admnistration Job No. te—t—: Page
15202 ‘ of _93_ pages

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS—Continuation Sheet

9
7 8 DESCRIPTION OF ITEM 10
ITEM NO (WITH INCLUSIVE DATES OR RETENTION PERIODS) SAMPLEOR ACTION TAKEN
115 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.

116 Training Agreement Files.

Administrative correspondence reports and
data relating to training assignments between
OSHA and other government agencies or non-
government organizations. 1Includes 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)

luding original, to be submitted 2o the National Archives and Records Sexrvice 16—59428-3 GPO
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS—Continuation Sheet

7 8 DESCRIPTION OF ITEM SAMPgLE OR 10
ITEM NO (WITH INCLUSIVE DATES OR RETENTION PERIODS) JOBNO 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.

i g
Dostroy when @ASc(e,-]:e_ 0 So Fe"Seiece
Review annually. Oféef—ée—ua%+enal {%&4&'
Archives—whermrmo—tomger Trecded for
—currenpt—operations (NN 165-50, Item 2)
119 Chronological, Reading, Day Files
Consists of correspondence of all types,

arranded 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
pther general information relating to
meetings and conferences attended by OSHA
staff. Included are National Safety Congress
Meeting (1973).

A. Printed and processed documents (OSHA)

official record copy. :
Dﬁstroj when 37.@01'1 0{4/&2%///{
PERMANENT —Retire—+t6—ERC when—3-years
old. Offer to National Archives—when

Four copies, including original, to be submitted to the National Axchives and Records Service 16—59428-3  GPO
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f

b. \Administrative arrangements, reference
ata, forms and other related general
sdrvices matters.

Destroy 2 years after end of
confgrence.

121 Official PuRlications /
Created by OSHA and intended for generAl
public distribution. 1Included are bodk-
lets, pamphlets,, press releases, posfters,
photographs, etc.,

a. One (1) copy of each publicatdon put
out by the Offide of PyblicgXions and

PERMANENY. Transtfse
when no longer neede
operations. Retire %
years old. Offer to
when 10 years old. /

Hational Archives
N, 165-50, Item 2a)

b. Manuscripts and projyect cage files of
publications and other relaYed backup
papers. \

of

Destroy 1 year After completid

job. (GRS 14,6

c. Reproduction platerials, including Xequi-
sitions, offget negatives, galleys,
reproductiol proofs and masters.

/ year after action 1s complet

Destroy ]
3a)

(GRS 13,

122 o )
Photographic
and other p
ficials an

rticles, newspapers
nd Government of-
programs. Arranged

iles. Still photographs made for magazine
lications covering OSHA activities, industry

transparency or color negative, a captioned print, and a
internegative (if one exists¥—for—each color image.

Four ies, including original, to be submitted to the Nati ] Archives and Kecordas Yervice
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of _Q3 pages

7
ITEM NO

8 DESCRIPTION OF ITEM S

10

(WITH INCLUSIVE DATES OR RETENTION PERIODS) SAJ'\OAELNEOOR ACTION TAKEN

123

124

(\

PERMANENT. 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

needed for reference
irst.

LR R

Job Safety a Health Magazine Filgs.

I

a. Clearance dppies, galley progfs, freehand
illustrationg, photographs And other art
work for magazine articles/

Review annually. Destrgdy materials
no longer needdd, 1 yeAr after completion
of the publication. NNA 2504, Item 2a)

b. Research papers, bacKground materials and
other related prelifinary work pamersfijor
magazine articles.

Destroy 1 year After work is completed
or when 3 yearg old, iK no action is taken.

c. All other gengral correspdndence, reference,
periodicals,/and other gengral reference
information

Review apnually for dispositlon and destroy
opbsoletd or superseded materiyls. (NNA 2504,
Item 3

News Clipg Files.

Consists/of newspaper stories and magaXine
articleg about occupational safety and Realth.
Includ¢gs master paste-up news clips "NewXletters
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 1 year old. Newsletter when
5 years old. (NN 165-50, Item 2b)

Four copies, including original, to he submitted to the National Archives and Records Service 16—59428-3

GPO
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS—Continuation Sheet

7 8 DESCRIPTION OF ITEM 9 10
ITEM NO (WITH INCLUSIVE DATES OR RETENTION PERIODS) SAMPLEOR ACTION TAKEN
A .
125 zégeral Audio Visual Services Correspondence

Corre
pertai
films a

ondence, memoranda, and other papers
ing to office services, audio, tapes
other eguipment. ,

126 Special Projects les. Consists of-scripts, program proposals, background
materials, and workNig papers used in the preparation of public service announce-
ments, informational ®§nd training films and yideo recordings.

a. Motion pictureXilms - the origing!l negative or color original
plus separate opNical sound tracll, an intermediate master
positive or duplicgte negative plus optical sound track, and

i a sound projection Wrint of eagh motion picture.

b

. Sound recordings - the\mastey tape, matrix or stamper, and
one disc pressing for e?
copy disc recording and
audio tape recording.

[ VIS e V4L NN Lo Ty O e L L 1

h gonventional mass-produced multiple
g original tape for each magnetic

c. Video recordings - the offigina\ or the earliest generation
of each recording or a Kinescopd of the recording.

'd. Finding Aids and Prodyction Docume tation for a., b., and

) c. - exlsting findind aids such as dgta sheets, shot lists,

catalogs, indexes, #nd other textual ocumentation necessary

, for the proper ideftification, retrieval, and use of the
audiovisual records as well as producti case files or

l similar files whfch include copies of proX¥uction contracts,
scripts, transcfipts, or documentation beaNng on The orlg!né
acquisition, rflease or ownership of the au jovisual production.

PERMANENT, Offe'vfo the National Archives affer fi\e years or
when no longer feeded for current operations whichevir occurs
first, '
e. AdditionAl duplicate prints of a.
DESTROY w bn no longer needed.

f. Addifional duplicate recordings of b. and c.

DESTRQX when no longer needed.
s 5

Four copies, including original, to he submitted to the National Archives and Records Service 16—59428-3 GPO
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS—Continuation Sheet

7 8 DESCRIPTION OF ITEM SAMPS’LE oR 10
ITEM NO (WITH INCLUSIVE DATES OR RETENTION PERIODS) s ACTION TAKEN

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

Destroy 2 years after end of
conference.

121 Official Publications

Created by OSHA and 1ntended for general
public distribution. 1Included 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)

(? cu - PE. ru:c«-\..(;tgp p‘us l'/q. Cu. P, Pre 90,0(")
b. Manuscripts and project case files of
publications and other related backup
papers.

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

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

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

4

122 I
F Photographic Files. Still photographs made for magazine articles, newspapers

and other publications coverirg OSHA activities, industry and Government of-
ficials and other photography documenting significant agency progrems. Arranged

by subject. :

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 one exists) for each color image.

——

Fomr cop;e;,-;nclndin_g-oﬁginn], to behs;i;rn_i't‘led—gh; National A7xiv$l rZRecords Service 16—50438-3 Gro
2//7
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Page_ 21

of Q3 _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

123

124

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 longer

needed for current operations whichever occurs first.

DESTROY when two years old, or when no longer needed for reference

g b. All duplicate photographic prints.

and distribution purposes whichever occurs first.: / //' :
o : o NI /4

- am s ety s e e S LN S RN
T 2o

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 action is taken.
c. All other general correspondence, reference,
periodicals, and other general reference
information.

Review annually for disposition and destroy
obsolete or superseded materials. (NNA 2504

Item 3)

News Clips Files.

Consists of newspaper stories -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)

|

|

|

Four copies, inclnding original, to be submitied to the National Archives and Records Sexrvice 16—39438-3

oro
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7 8 DESCRIPTION OF ITEM 10
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125 General Audio Visual Services Correspondence
Files.

Correspondence, memoranda, and other papers
pertaining to office services, audio, tapes,
films and other equipment.

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

N _ Item 1) _ - _ 1

126 Specia! Projects Files. - Consists_of- scr|p+s——program proposals, background
maferlar_, and working papers used in the preparation of public service announce-
ments, “informational and training films and video recordings.

w(yk’)3\‘7a. Motion picture films - the original negative or color original
. plus separate optical sound track, an intermediate master
positive or duplicate negative plus optical sound track, and i
ﬂ a sound projection print of each motion picture. B
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.

. T awiwMAT £ sz o» A M\ T Wy J TSTIsS . ST

c. Video recordings - the original or the earliest generation
of each recordlng or a klnescope of the recording.

1... T s - .___‘____ - o -

|
:TEI_ Flndnng Aids and- Producfton Documenfaflon for a., b., and .- - /
?‘:f“ c.v}‘exisflng finding aids such ‘as data sheets, shot lists, ;‘
.catalogs; indexes, and other textual documentation necessary™
- for fhe~proper -identification,- refrieval, .and use_af the_. i
audiovisual records as well as production case files or
similar files which include copies of production contracts,

scripts, transcripts, or documentation bearing on the origin;,
acquisition, release or ownership of the audiovisual production.

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

first: ... . i
! e. Additional duplicate prints of a. .
i ) -
| DESTROY when no longer needed. “ !

f. Additional duplicate recordings of b. and c.

i DESTROY when no longer needed.

Four copies, inclunding original, 1o be submitted to the National Archives and Records Service 16-—59428-3 GPO

e e e
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REéUEST FOR AUTHORITY TO DISPOSE OF RECORDS—Continuation Sheet

9
7 8 DESCRIPTION OF ITEM 10
ITEM NO (WITH INCLUSIVE DATES OR RETENTION PERIODS) Sl.\jlgELrEOOR ACTION TAKEN

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 when
wirieh-are superseded obsolete, oT—Ro

~lo , ) , , o tbu f¢
(IINNA-2504, Item 3) %"Q ‘/{7/%
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 when
wirtch—axe superseded, obsoleter—ef~ae

Tonmger—rneeded—for—reference_purpeses.
(NC 174-76-1, Item 5) f@p ZﬂW/7(
130 Controlled Correspondence

Correspondence with Members of Congress,
the White House, heads of Agencies, and
pther individuals or groups, which is of
B priority nature.

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

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

Four
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9
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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)

Foux copies, including

iginal, to be submitied to the National Archives and Records Service 16—59428~3  GPO
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS—Continuation Sheet

7 8 DESCRIPTION OF ITEM 9 10
ITEM NO (WITH INCLUSIVE DATES OR RETENTION PERIODS) Sf\,'gFB’LEOOR ACTION TAKEN

OFFICE OF THE DEPUTY ASSOCIATE ASSISTANT
SECRETARY FOR REGIONAL PROGRAMS

132 Subject Reference File

Coplies 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 when
whieh—are superseded?fbbsolete, oF

peses, (II NNNA-2504, Item 3)

133 Field Information Memoranda
Original coples 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.
Pex ma pnent |
Place in inactive 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)

(2Aca. P, éccumw[af:ad) PluS /2 Cl, £t. P ,dcﬁ,)

Four copies, including original, 10 be submitted to the National Archives and Records Sexvice 16—59428~3 GPO
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JOB NO

OFFICE OF COMPLIANCE PROGRAMMING

134 Subject Reference File.

Copies of correspondence, drafts of reports,
organizational plans and charts, and other
reference materials.

Review file anpually. Destro
materials whi%EJgfe obsolete,xsuper—
seded, er—neoe—longer-neededfor

Eeﬁe;ence-pu&p@seg. (II NNA-2504,
Item 3) Rl {147

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 when
whiedr—are superseded, obsoleter—or-no
€

longer—needed—for-referenceé purposes.
(NN 165-50, Item 9) /'lf,-ﬂf///y/gt

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. Dest oy materials M)ﬂem
whieh—are superseded obsolete, -o¢

ae—}engeT—needed—for—reéesencefpu -
peses— (II NNA-2504, Item 3) p,;g Gi1(F¢

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)

Four copies, including original, to be submitted to the National Archives and Records Service 16—59428-3  GPO
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iTEM NO (WITH INCLUSIVE DATES OR RETENTION PERIODS) JOB NO ACTION TAKEN
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)

Fonx ies, including original, to be submitted to the National Archives and Records Service 16—58428-3 GPO
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7 8 DESCRIPTION OF ITEM 9 10

ITEM NO (WITH INCLUSIVE DATES OR RETENTION PERIODS) SAMPLEOR 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 materialsu)heN
superseded?vbbsolete,-ef—ﬁe—&eﬁger
reeded—for—relferemce—purpeses.

(II NNA-2504, Item 3) R/Q “q fg

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 LoOg

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 é
matters. M/
Destroy whep id 3 years °I¢(.;é' 3/7
PERMANENT. —Cut off apnually. Transfer
tao Federal ReeordsCenter Whenm 2—vyeaEs

@ld. Offer—to the National Archives
when 15 yesars-old~ (NNA 165-5-, Item 1)

Four copies, including original, to be submitted to the National Archives and Records Service 16—59428-3  GPO
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ITEM NO. (WITH INCLUSIVE DATES OR RETENTION PERIODS) SﬁgELIEOOR ACTION TAKEN
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 ?Tobsolete, er—Tro—tonger
—nseded for reference—purpose. (NN

165-50, Item 9) Lf_,yg o;[,\,/m/o

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 bdheﬂ
wiriteh—are obsolete, or moTIOmger S«pvree ded
h-
—ever is—seener’. (11 NNA—2504, Item 3)

bl 1414 ¢

iginal, to be submitted to the National Archives and Records Service 16—59428~3  GPO
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146 Feasible Engineering Control Card File

This 1s 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 when
-which—are obsolete?rsuperseded, o
no-langer needed for reference

purposess—whichever is -seener. (II-NNA
2504, Item 3) (NC 174-76-1, Item 5)

_ Co 219174
147 Publication Reference File
Coples of OSHA Program Directives, Safety
and Health Journals, BNA Safety and Health
Reporter, OSHA Standards, and ANSI Standards.

Review annually. Destroy materials v her
which—eaxe obsolete, or ne—tenger §4PM”$<J&Q
needed—for YEILErence purposes, whichever

—is seenmetr. (II-NNA 2504, Item 24)

P 147

Four copies, including original, to be submitted to the Nati 1 Archives 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 MJhe”
whieh—are superseded?rbbsolete or
e

ao—longer-—needed—for—referenc
—purpeoses., (NC 174-76-1, Item 5)

. Rall. Q1476
149 Program Correspondence Flle
Controlled and uncontrolled corespondence
consisting of replies to congressional
inquiries, letters of complaints, and
requests for information, interpretations, 0
or classifications of 0OSHA Standards and

olicies.

P Destroy whew 3 yoars  od B 3’/5//74
—RERMANENE—Cut—off—annually.
—Pranmsfer—te—Federal-Records—Center
—whepa—2—vears—o0ld—0ffer—to—the
—Natiocnal—Architves—whenn 15 years old.

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)

Four copies, including original, to be submitted to the National Archives and Recoxds Sexvice 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. De%}roy materials when
which are superseded, obsolete, o¥
no-laonger -needed for refe;eﬁee—pﬁr—

pUSeSﬁ—ﬁﬂﬁHﬂkﬂui£_£§_§9223£: wﬂ 7hf!

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 whew

whieh—are superseded, Sbsolete, LoF

_no-lenger—needed—forreference pur-
poSes, whichever is soomer. (NN 1650-
50, Item 9)

YRAITIE

Four i including original, to be submitted to the National Archives and Records Sexvice 16—50428-3 GPO
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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
Operations Manual.

Review annually. Destroy materlalS¢oken
“wirieh-are superseded, obsolete, or

no Jlonger-needed-Lfor reference

purposes, whichever 1S 3soo0ner.

ﬁ,Q (Hf Fe

155 Field Operations Manual History Flle
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 obsetete—or—ho 0 Yeursg @ld
longer needed—for—reference~pur -

—poses,—whichever is -seener. (II-NNA

2504, Item 2a) Ll Clttl7(
('4 Cmpt. 4CC‘-MM-'A(o.'}:c(() Plus { eu 'pt a v ear
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 QA“A
which are supersededf obsolete, eor
mo—YongerTneeded for—refererice
urpose i i . (II-NNA
2504, Item 24d) ey
‘%I!‘{t ‘7(-,

Four copies, including original, to be submitted to the National Archives and Records Service 16—50428-3  GPO
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157 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 0ffice of State
Programs. Files consist of the State Plans

and comments on the effectiveness of the plans.

Destroy plans when obsolete?  superseded,
Lor-no-leongerneeded for reference—pur-
pases, whichever is sooner. E@ﬁ qﬂ4r7@

158 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 superseded, (O Yo7 ol¢

or N0 ronger nNeeded—fer—reference

RULposes—whrithever—is—seoner.
C 6cute, gies aecumnlaved plus 1 cu. £& per gwr.)
%,

a7

Four copies, including original, to be submitted to the National Archives and Records Sexvice 18—59428-3 GPO
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of 93 pages

7
ITEM NO

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

9.

SAMPLE OR
JOB NO

10
ACTION TAKEN

159

160

161

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.

(a) Temporary Variance - Transfer
to Federal Records Center 2 years
after expiration of variance.

¥ Pormoment. Offer wo NARS waen 20 yeurs old
(b) Permanent Variance - Transfer
to Federal Records Center 2 years
after modification of standard
makes the need for the variance

obsolete. Desgstrey—25—vyears—after
1iE] . ]

(c) applications which are denied or

* Perma t . Offe, 4o NARS
(1) Transfer to Federal Records
Center when 2 years old.

bestroy—when—1—vears—otd.
(AO cu. P& on hand plus 5cu Pt por qcar“.)
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.

Variance Denial Letters
Reading copies of denial letters for variances.

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

¥ Pormancent  offer o NARS when 20 years ol

otherwise not granted: ! 20 years el .

¥ Lo e U&KMJ&WWV 4L¢MAAAAdeQ\ ,0-vﬁé isea el

24 /hﬁﬁ/?&

Four copies, mcludmg original, to he submitted to the National Archives and Records Service

16—59428-3 GPO
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7 8 DESCRIPTION OF ITEM 8 10
ITEM NO (WITH INCLUSIVE DATES OR RETENTION PERIODS) Sﬁ'ggLﬁgR ACTION TAKEN
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 contalning 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 when
which_are superseded/ "obsolete OB

o IongerTeeded—for—+reference
—~—purposes. (II-NNA-2504, Item 3) QZ;EQ Qlltf[%

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.

Pour copies, including original, to be submitied to the National Archives and Records Service 16—59428-3 GPO
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS—Continuation Sheet

7 8 DESCRIPTION OF ITEM 9 10
ITEM NO (WiTH INCLUSIVE DATES OR RETENTIOR PERIODS) S%ELIEOOR ACTION TAKEN

165 Semi-Annual Evaluation Reports

Copies of semi-annual evaluation 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.

Destroy when obsolete?réuperseded,
—0r no—ltonger—pecded for—treference
biol .

er.
(NN 165-50, Item 9 ) E%ﬂ_ Qﬂ”f?é
¥

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)

Four i including original, to be submittied to the National Archives and Records Service 16—59428-3 GPO
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS—Continuation Sheet

7 8 DESCRIPTION OF ITEM 9 10
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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 materlalsidhﬁN
which-are obsolete? superseded or—To
S.

| | o a7
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.

(II-NNA-2504, Item 24)

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 when
which—are superseded obsolete e+—so
longer needed for referenece pUEpeses,
—whichever—is—seoner., (NNA 165-50, Item 9)

ered 41

Four ies, including origi

I, to be submitted to the National Azchives and Records Sexvice 16—50428-3 GPO
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7 8 DESCRIPTION OF ITEM 8. 10
ITEM NO (WITH INCLUSIVE DATES OR RETENTION PERIODS) Sﬁ“gPBLh‘I':OOR 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 when
*wh*ch—&rﬁ'superseded, obsolete, oF 1)

longer—peeded for—xeference—purposes,
—~whicheuer is gsoaoner. (II-NN5-2504, Item 11)

Rak ARIE{®

Four copies, including original, to be submitted to the National Archives and Records Service 16—59428-3 Gro
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ITEM NO (WITH INCLUSIVE DATES OR RETENTION PERIODS) s’.\]gELNEOOR 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&14 ‘pt RCCumm(ake,(Q Fluf / C . lo’l: a {70¢'o~>
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)

Four ies, including

iginal, to be submitted 1o the National Archives and Records Service 16—59428-3  GPO
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ITEM NO

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

9.
SAMPLE OR
JOBNO

10
ACTION TAKEN

175

176

177

Regional Plans

Coples 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 kegional Programs.
Files maintained for reference purposes.

Cut off annually. Destroy when 2
years old.

Quarterly Review and Analy51s

The official quarterly reviews and analysis
of activities of the Regions, consisting of
employee complaints, number of inspections

initiated, violations cited, accident investif{

gations, and utilization of comollance safety
health officers.
KPermanent. Offer to NARS when 20 geers oid.
ransfer to Federal Records Center when
2 years old. ﬂ&aﬂa&a&when—%&ﬁﬁﬁﬁﬁkoid.
Lcu. ft. ov hawf Pl“‘ lew €L per gem-)
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. HHGMDA e\

hiamdb)

Four copies, including original, to be submitted to the National Archives and R ds Service

16—59428-3 GPO
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178 Project Working Papers

Background materials, copies of correspondence,
hnd 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)

179 Publication Reference Files

Coples 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 then
which—are superseded’obsolete oo
onge

Dose.,
(II—NNA—250§, Item 24) R‘,& (’L(H/?é

Four copies, including original, to be submitted to the National Archives and Records Service 16—59428-3 GPO
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OFFICE OF STATE PROGRAMS

180 State Program Activity Report Files

This file consists of the quarterly occupa-
tional safety and health program activity
report from states approved by OSHA to
conduct their own occupational safety and
health programs. The file consists of the
transmittal letter and the report describing
the state's compliance activity, variance
requests granted, and status of the States'
Standards Development.

Transfer to Federal Records Center
when 5 years old. Destroy when 10
years old.

181 Semi-Annual Evaluation Report Files

This file consists of OSHA's semi-annual
evaluation of approved State Occupational
Safety and Health programs. The evaluation
reports are prepared by the regional office

and transmitted to the state. The file
contains the report and related correspondence.

Transfer to Federal Records Center when

5 years old. Destroy when 10 years old.
ijrﬁm ﬁualutftnou

182 Annual, Report Files

This ffle consists of annual reports from states
authorized to conduct their own occupational
safety and health programs. The files consist
pf OSHA Forms Nos. 115, 116, 117, 118, and 119,
vhich covers the states activities in the areas
bf personnel, training, consultation financial
resources, an occupational injury and illness
sbummary and an annual self-evaluation report.

Transfer—to—the—federal—Reeords—Center
when—5—yearsoIdT Destroy wiemrIt—rears
otd-

(2}

Permanent . oFFeR To NARS WOHEN G&ijr

old . (% cu ft. on hanc( les QAcu. fr. /M’r- l/(ar—

*a/lnu wama_ /:mumifcm wok. Bea Me(pbe. Nfie[76

bmitted to the National Archives and Records Service k?& 16—59428-3 GPO
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9.

8 DESCRI N M
PTION OF ITE SAMPLE OR

10

(WITH INCLUSIVE DATES OR RETENTION PERIODS) JOB NO ACTION TAKEN

183

184

185

State Plans

This file documents the official occupational
safety and health plans of those states wishing
to create or maintain their own occupational
safety and health programs. This file consists
of a copy of the approval or change notice
published in the Federal Register, the approval
grant, the plan as submitted by the state includ-S
ing related correspondence and amendments, state
legislation effecting the olan, public comments
on the plan, and transcripts of public hearings
(if applicable).
Permanent s
Transfer to Federal Records Center one year
#fafter plan is discontinued. Destroy—110
—years—tater. Offer to NARS A2 years afber fkﬂ
(s discontivued or supergedad, (ISW,?—_(’”\.‘O\ON‘Q 'oﬂua. 3'cu?(~

Program Correspondence Files

Correspondence, reports, and other records
pertaining 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-
dual 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 old
(NNA-165-50, Item 1)

(3 cun. actumn/abeca p)/u: sy e w. Fe pv gean
Subject Reference File

~—

This file consists of non-record copies of
documents such as correspondence, reports,
newpaper clippings and other materials which
are used for general reference purposes.

Review annually. Destroy materials when
whieh—are superseded?obsolete e+t—ne

£ s.
(II-NNA-2504, Item 3) R«Z]}Q, QIHH“»

¥ as no Libphore rvisenailion wsiidh Bea e Gbe  liflo /76

g )

ounr copies, including original, to be submitted to the National Archives and Records Sexvice M 16—59428-3

GPO


http:a:cCI41f'l#t.It:ibe.cP
http:Svtp~rge.cl

S

Standard Form No. 115-A
Revised November 1951 \ - ,
* Prescribed by General Bervices Administeation Job No. s Page_75

GSA Rog &-1V-106
) % 202 - of 93 pages

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS—Continuation Sheet

7 8 DESCRIPTION OF ITEM 9 10
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186 publication Reference Files

Copies of Program Directives, Manuals, or
bther publications by OSHA, other government
br private institutions maintained for
jeneral reference purposes.

Review annually. Destroy materials wohen
which-are superseded® obsolete,—or

-ho _longer-necded—for—reference

purpese. (II-NNA-2504, Item 2d)£@£ Gl 7L

Four copi

,including original, to be submitted to the National Archives and Records Sexvice 16—-59428-3  GPO
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7 8 DESCRIPTION OF ITEM S AMP9 10
ITEM NO (WITH INCLUSIVE DATES OR RETENTION PERIODS) ML OR ACTION TAKEN

DEPUTY ASSISTANT SECRETARY FOR NATIONAL PROGRAMS

Office of Associate Assistant Secretary for

187 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. 5
De&troj when 3 'jla‘f‘f C’ICL é% 5/5’//7[
PERMANENT., Cut off annualty—Tramsfer
to the Federal] Records Center when 3

yvears old Of fer—te—ttre—at—i
when 10 years o0ld. (NC—3174—76

[

)
)
k)
[ o ¢H]

I i Q \
L < A4 7

o
=T

H

1
=

14 7

b. All other routine correspondence.

Cut off annually. Destroy when 3 years
old. (NC 174-76-1, Item 8, 2)

188 Subject Reference file
Dffice coples of documents such as correspondencsd,
reports, newsletters, program directives and
pther 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)

189 Correspondence Control Slip
(GSA Form 43) 3 x 5 control slips which are
used to control correspondence, within the office|.

Destroy when 3 months old.

Four copies, including original, to be submitted to the National Archives and Records Service 16—59428-3 GPO
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS—Continuation Sheet

9
7 8 DESCRIPTION OF ITEM - 10
ITEM NO (WITH INCLUSIVE DATES OR RETENTION PERIODS) SI‘\jIgELEOOR ACTION TAKEN

OFFICE OF FEDERAL AGENCY SAFETY PROGRAMS

190 Federal Safety Advisory Council Files
Official 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, Item 10)
(3 cu. Pt Qccumnlatccl PIV‘-‘ leu ft, ap~ 'dear')
191 Advisory Board Presidential Awards Files

Official files documenting the activities

of the Advisory Board for the Presidential
Safety Awards. The files consist of minutes
of committee meetings, correspondence,

names of the award nominees, and back-up
materials concerning the award.

PERMANENT. 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)
[ r4 ca. Ft Gecumnfated r/ng { ey, &, ﬁyt«":)
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 regqgarding
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)

Four copies, including original, to be submitted to the National Archives and Records Service 16—59428-3 GPO
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of 93 pages
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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

193

194

195

196

Departmental Correspondence Files
Correspondences with Federal agencies concernin
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.

(Rcu. Pe. paccumilated plas 29 a year)

Field Federal Safety Council Files )
The official file documenting the activities
of Field Federal Safety Councils. The file
consists of reports, membership lists, committse
correspondence, minutes of meetings, photo-

graphs and conference materlals.9 ‘gaévéAéz!
PERMANENT ,—Cut offianpvatty—7Franster

to Federal Records Cpntnr when 2 years
R : I L Archi
_when 12 vears o0ld. TRNI65=587—Ttem 1)
rs old
( 3fc accum

It RA=250-4T e N
X Pormanent  Offer o NHRS) when RO yeu
Reading or Chronological Files
Extra coplies 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. Dispose of when one
year old. (NC 174-76-1, Item 3)

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 wnen 2 years
old. Dispose of when 5 years old.

¥ an pe Mlm ot aeiitn  Roea Plellls

9

Jflo)

M‘at?ﬁQ P‘ui yJ.CM‘Pt per

Vi’dr

N&é_

'y incl ding original, to be submitted to the Nahonnl Archives and Records Service

16—59428~3
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ITEM NO

8 DESCRIPTION OF ITEM

(WITH INCLUSIVE DATES OR RETENTION PERIODS)

9

SAMPLE OR
JOB NO

10
ACTION TAKEN

197

198

199

200

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.

a.

b.

PERMANENT.

when 3 years old.

—sampire—copies to Natlonal Arc 1

Cut off annually. Cﬁﬁmqlﬁmgfpﬁﬂd“&tw
Transfer to the Federal Records Center

when 20 years old.
(2cu.Ft, @accumanlat

Destroy
old.

back -ap

Pem&*ﬁ*ﬁ?-£%4e
PR . 830176

Ground

Annual Agency Safety Reports

Offer seteeted

/pefé
,o luc /3 ca, <r

s when 22 years

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.
arranged alphabetically by name of Federal agenc

Files are

Permanent. Offer to NARS whHen 2R years olq.

(32 pes
Fatality

1
(icu e on hend nlus

gear.)

Y o

/Cu.p'(. Fe

corwnsdbion. o Rea. Melhe 1Hio/74 Ryf)

an

Serious Injury Log

Chronological log of fatalities and serious
injuries as reported by Federal agencies.

a.

b.

Annual summary - destroy when 5 years

old.

(NN 165-50,

Item 13a)

Print-outs of injuries to Longshoremen
and Harbor Workers.

years old.

(NN 165-50,

Complaint Correspondence Log

Destroy when 20
Item 13b)

Control log on complaints concerning unsafe or

unhealthful Federal working conditions.
records complainant,
nature of the complaint, the person the complaint

the Federal agency,

The log
the

was referred to, and the nature of the response.

Destroy when 10 years old.

r cfemr')

Four

pies, including origi

1, to be

bmitted to the National Archives and Records Service

16-—-59428-3

GPO
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9. 10
7 8 DESCRIPTION OF ITEM SAMPLE OR

ITEM NO (WITH INCLUSIVE DATES OR RETENTION PERIODS) JOB NO ACTION TAKEN

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 ubhe&)
whieh—reus—beeft superseded or no longer
applicable. Destroy entire file on
transfer or separation of the employee.
(NC 174-76-1, Item 21) eu 5%;3 i

203 Controlled Correspondence

Correspondence with Members of Congress, the
White House, Agency heads and other individuals
Oor 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)

Four luding original, to be submitied to the National Archives and R ds Service 16--59428-3 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)

Four ies, including original, to be submitted to the National Archives and Records Sexvice 10—59428-3  GPO
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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 when
wnmichare obsolete?’s superseded orITO

ﬁﬂx a4 (7

207 Maritime Inspection Reports

Duplicate copies of Forms MAR-14 and MAR-15
which are used by accredited inspection agenciesg
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 material
handling devices with OSHA standards. The files
consist of correspondence with state agencies,
copies of their regulations and other related
materials. Files are arranged by state.

. wh?ﬂ\)
Review annually. Destroy materials wirieh

are 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 supportilng
documentation from applicant.

Review annually. Transfer to inactive filels
2 years after close of active accreditation.
Destroy inactive files when 4 years old.
(NN 165-50, Item 19)

Four copies, including original, to be submitted to the National Axchives and Records Sexrvice 16—59428-3 GPO
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210 Duplicate Variance Request Files

Coples 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 neéum‘”

Supecse 87 obselete Q(,ﬂ~ Q{“/{_H-.
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)
(3cu Pr. accw mulated plns I o Fe aga.am.)
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 these materials are kept in
the Technical Data Center.

Review annually. Destroy materials wWhep

superseded P obsolete es—ha_longer peeded
forsotecancerurrvses - Q0 44(7

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.

Four copies, including original, to be submitted 1o the National Archives and Records Service 18—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)
[Bcu,pt'. ac—c-l‘tMn,(q.-}.e_f Pl"s I/‘_ Cn, pt A 7@.1*\
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 iw HeN
—which are obsolete? superseded, or

(NC 174-76-1, Item 5) @?Q Q//¥/7L

S.

Four copies, including original, to be submitted to the National Archives and Records Sexvice 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 subject.

Review annually. De§$;oy materials when
whieh—are superseded? obsolete e+mo

(NC 174-76-1, Item 5) Qz& a(r 7

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 when
which—are superseded P obsolete oo
. longer needed-for referenee—purpeses.
Ch - afi(#
219 Occupational Safety and Health Review
Commission Decisions
Coples of decisions 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. Des%;oy materials when
JLJhich are supersededf’obsolete erTo

L - eren .
7 a7

(NC 174-76-1, Item 5)
Four copies, including original, to be submitted to the National Aschives and Records Sexvice 16—52428~3 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 purpossgs.
Official copies of variance requests are main-
tained by the Division of Variance Determination.

Review annually. Destroy materialsiﬁhlﬂ
whiect—eare superseded(obsolete er—T110

ede S.

221 General Correspondence Files @@ﬂ,f{ﬂ?[7Q
Official 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 ca%feﬁt—use-eeaees.Dk:
Offer to National Archives when 20
years old. (II-NNA-2504, Item 2a)

[é Cha. 'pt_ 44»:«;.,“/4'@ ;p/ﬂs / Cce &t qaeuf'}

Four copies, including original, 1o be submitted to the National Archives and Records Service 16—58428-3  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)

Four copies, including original, to he submitted 1o the National Archives and Records Service 16—59428-3 GPO
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ASSOCIATE ASSISTANT SECRETARY FOR TRAINING,
EDUCATION, AND CONSULTATION PROGRAMS

Office of Employer Self-Inspection 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 policy
or programs decisions, and no special compilatioj
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.

{ Fcw. Ft. aCf-“M«./qtc4 p/MS' /Cu-pt, qveafm*)

Four copies, including original, to be submitted to the National Archives and Records Sexvice 16—59428-3 GPO
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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 when
whieh-are superseded0 obsolete., or—ne

44x@ﬁHhﬁeeéeé—éeﬁ—ge&uxuuxpfmfﬁeees

o
228 Publications Reference Files ﬁbﬂ ‘“¥(?€
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 when
wirtcir=are supersededDYbbsolete er=ho-

~leonger—needed—for—reference—purpose.
(II-NNA-2504, Item 2d) ,Q%g Yy (2

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 materialstOAED
whieh—are obsolete® superseded, or 10

(II-NNA-2504, Item 3) ﬁ$& Q{[%/?Z(

luding original, to be submitted to the National Archives and Records Service 16~-59428-3 GPO

Foux
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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 165-50, Item 1)

C6E cu B &yoar plas len FTt a year,

232 Training Contract Monitoring Case Files

These are the working files maintailned 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.

Four copies, including original, to be submitted to the National Archives and Records Service 16—59428-3  GPO
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233

234

235

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)

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 1in which
denied. Destroy when 2 years old.
(NN 165-50, Item 17)

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 U)kﬁﬂ

which—are obsolete@Tsuperseded ox—no

Jdonger needed—forreferenmce—purpesss.
(IT-NN5-2504, Item 11) (%[ q{p_{/‘}é

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)

Four copies, including original, to be submitted to the National Archives and R ds Service

16—59428-3

GPO
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DIVISION OF EDUCATIONAL PROGRAMS

236 Reading Files

Extra coplies 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)

Four copies, including original, to be submitted to the National Azchives and Records Sexvice 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 Programs.

PERMANENT. Cut off annually. Transfer

to Federal Records Center when 2 years

0ld. Offer to National Archives when

12 years old. (NN 165-50, Iteml)

(Scu.-pt. &‘c‘:um«thcgo plas ’c“"pt' akjedh)
240 Audio Visual Services Files

This file consists of tilms, slides, and video
tapes developed for training programs in the
area of Occupational Safety and Health (Materialg
date back to 1940's).

PERMANENT. WGL A /gQ'&'&@' 5/%//7'41

Arcnives when current program—use
—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.
cohen
Destroy materials whielh—are obsoletepv—
superseded,

~referenmce purposes,—whichever is-seone
(NN 165-50, Item 12) pi/Q q/,y/—?_é

Four ies, including original, to be submitted to the National Archives and Records Sexvice 16—59428-3  GPO




