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REQUEST FOR RECORD

POSITION AUTHORITY
{See Instructiviis on reverse)

'V/M&nlglnq

LEAVE BLANK .

JOB NO l

TO GENERAL SERVICES ADMINISTRATION,

NATIONAL

ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408

NC1-100-82-1

DATE RECEIVED

1 E?OM (AGEN

CY OR ESTABLISHMENT)

»S. Department of Labor

November 5, 1981

NOTIFICATION TO AGENCY

2 MAJOR SUBDIVISION
Occupational Safety and Health Administration

In accordance with the provisions of 44 US C 3303a the disposal re
quest, including amendments, 1s approved except for items that may

3 INOR SUBD
s

TNt ts Aotl)) Hions

10

be stamped “disposa! not approved” or “‘withdrawn™ in colum

4. NAME OF PEASON WITH WHOM TO CéNFER

James A.

5. TEL EXT

Lemke Jr.

653-5870

12-12-53

Duate

Archivast of the mited State

6 CERTIFICATE

OF AGENCY REPRESENTATIVE

| hereby certify that | am authorized to act for this agency in matters pertaining to the disposal of the agency’s records;

that the
this agen

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

[J A Request for immediate disposal

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

B Request for disposal after a specified period of time or request for permanent
retention.

C DATE

PRESENTATIVE

Yoo

D SJGNATYRE OF AGENCY

(/U

/0-27-8/

ITEM NO

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

9.
SAMPLE OR

10.
JOB NO ACTION TAKEN

This disposition schedule relates to records created by
the Department of Labor, Occupational Safety and Health
This schedule

covers records related to the Inspection Record System.

Administration's (OSHA) field offices.

The OSHA under the Occupational Safety and Health Act
of 1970 has the responsibility "...to assure so far as
possible every working man and woman in the Nation safe
and healthful working conditions and to preserve our

human resources."

This schedule supersedes all items in Schedule NC 1T4-254
dated July 1, 1974 and those items in Schedule NC1 100-77-1
dated November 1, 1977 as identified below but only as
those items apply to area offices and the Inspection
Record System including inspection case files, establish-
ment files, discrimination files, and other files relating
This schedule
applies to all inspection operations offices consisting

of area offices, district offices, and field stations.

to OSHA Federal compliance activities.

Includes successor offices and organizations.

40 Prry

115-107
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STANDARD FORM 115

Revised April, 1975

Prescribed by General Services
Administration

FPMR (41 CFR) 101-11 4
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Standard Form No. 115~A

g:e:lgfl%elgf; mdsgﬁséerwces Administration Job No. w -;ag 2
G8A Reg 3-1V-108
116-202 . Ofm
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

1 General Material. General correspondence and other
material relating to inspection activities in Federally
inspected states.

a. Record Copy. NC1-100-T[7-1/28
Destroy when 3 years old. in part only

b. Other Copies.
Destroy when 2 years old.

2 Policy Material. Records and other materials reflecting
policy, precedent, and the like relating to planning,
developing, and directing the Federal Inspection
Program. The Agency Record Copy of these documents

is maintained in other offices. Does not include
published instructions, directives, manuals, and

the like.

Disposition.
Destroy when superseded or obsolete. NC1-100-T7f-1/22

in part only

3 Reports covering all inspection or compliance activities
except those which are covered elsewhere in this schedule
such as reports properly part of an inspection case file.
The Agency Record Copy of substantive reports is main-
tained in other offices.

a. Record Copy.

Destroy when 3 years old. NCt 100-Tff-1/33
a and b /f pact
b. Other Copies. a;.(//( A 21f1

Destroy when 2 years old.

L Activity Reports. Periodic summaries of work performed
by administrative or program personnel.

Disposition.
Destroy when 2 years old. NC1-100-T[7-1/1
in part ohly

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

7 8 DESCRIPTION OF ITEM AM 9 ' 10
“EM NO (WiTH INCLUSIVE DATES OR RETENTION PERIODS) s JOSLNEOOR ACTION TAKEN

5 |Meetings. Meetings and committees relating to safety
rand health inspection activities and functions. The
Agency Record Copy of these records is maintained

in other offices. Does not include advisory

commi.ttees.
Disposition.
; Destroy when 3 years old or when no longer NC1-100-7[7-1/28
' needed for reference. in part oply
i

6 |Active/Open Inspection Case Files. Includes all in-
spection case files upon which an action remains to be
completed. Except inspection case files in contest
or collection, see items 16 and 17 respectively. |

a. Record Copy.
Place in closed case file after all actions NC 174-254/1
have been completed. See items 7 - 15 below.

b. Other Copies. .
Destroy material not sent to the area office
(AO) when official file is sent to the AO.

7 |Closed Safety Inspections. Safety inspection case files
relating to a specific safety inspection in a specific
establishment. Includes related follow up inspections
and Proposed Modification of Abatement (PMA) monitoring
i reports. Except health, combined health and safety in-
spections, General Duty Clause safety inspections, safety
incompliance inspections, safety fatality and catastrophe
inspections, and—safety—inspeetions—elassified—as—speeial T
inrkerest. See items 8 - 15,

h[4 (2
a. Record Copy. Transfer to FARC not later than
3 years after case is closed.
Destroy 6 years after case is closed. NC 174-254/1

b. Other Copies.

Destroy material not sent to the AO when
official file is sent to the AO.

8 |Safety General Duty Inspections. Case files of safety
inspections where General Duty Clause (5al of the Act)
violations occurred. Includes related follow up inspec-
tions and PMA monitoring reports. Except case files
involving fatalities or catastrophes, see item 9.

Poux coples, including eriginal, to be sulmitted to the Natisnal Archives and Recerds Sesvice
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‘4

m ember 1851 - l
}:-ezcrlbmobv Gepers! Services Administration Job No, NC1-100-82-34g
REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS—Continuation Sheet
7 8 DESCRIPTION OF ITEM 9 10
ITEM NO (WITH INCLUSIVE DATES OR RETENTION PERIODS) SAMPLEQR ACTION TAKEN
a. Record Copy. Transfer to FARC not later than
! 3 years after case is closed.
Destroy 10 years after case is closed. NC 174-254/1
b. Other Copies.
Destroy material not sent to the AO when
official file is sent to the AD,
9 |Safety Fatalities/Catastrophes. Case files of safety
inspections involving fatalitles and/or catastrophes.
Includes related follow up i1nspections and PMA monitoring
reports. Exeept—ease—files—eof-specialinterest,—ses T
%441' l|/"' ‘q-&
a. Record Copy. Transfer to FARC not later than
3 years after case is closed.
Destroy 10 years after case is closed. NC 174—25h/l
b. Other Copies.
Destroy material not sent to the AO when the .
official file is sent to the AO.
10 |safety In-Compliance Inspections. Case files of safety
inspections where no violations were cited. Includes
inspections where only a safety records review was
conducted.
a. Record Copy.
Destroy 3 years after case is closed. NC 174-25J4/l
b. Other Copies.
Destroy material not sent to the AO when the
official file is sent to the AO.
11 |Sampling Health Inspections. Case files of industrial
hygiene inspections and combined safety and industrial
hygiene inspections. Consists of all such inspections,
including health and safety in-compliance inspections,
where sampling data was collected. Includes related
follow up inspections and PMA monitoring reports.
B €l c e A 14
ul‘i |‘83
a. Record Copy. Transfer to FARC not later than
3 years after case is closed.
Destroy 40 years after case is closed. NC 174-254/1
b. Other Copies. )
Destroy material not sent to the AO when the
official file is sent to the AO.

Fouz ceples, incinding eriginal, to be submnitted to the Naticnal Archives and Recerds Sexvice



T Nt 1t 114 NC1-100-82-1 .5
.3‘7“ Reg & \'.'1& Services Administration Job No P‘C
1202 ' of pages

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS—Continuation Sheet

' 8 DESCRIPTION OF ITEM : 9 10
‘€M NO W T INCLLSIVE DATES OR RETENTION PERIODS) S.\Jg:LNEOOR ACTION TAKEN
‘ |
12 ' Non-Sampling Health Inspections. Case files of industria
hygiene inspections and combined safety and industrial hyt
giene inspections. Consists of inspections where samplin
' data was not collected. Product and chemical exposure
'. data is not maintained in this file but is placed in the
| establishment file. Except combined inspections involvin
. safety General Duty Clause inspections, dispose 1in accord
. ance with item 8. |
|
' a. Record Copy. Transfer to FARC not later than !
| 3 years after case is closed. ;
Destroy 6 years after case is closed. ’ NC 174-294/1
b. Other Copies. :
Destroy material not sent to the AO when the
official file is sent to the AO.
13 | Non-Formal Complaints. Inspection case files relating
to complaints concerning unsafe or unhealthy conditions .
in an establishment. No inspection is made of the
establishment. Except non-formal complaints which
become formal and‘result in an inspection, see items
8 - 12 and X X 15, as appropriate. Do
a. Record Copy. u/ﬂl&3>
Destroy when 3 years old. NC 174-2%4/1
b. Other Copies.
Destroy material not sent to the AO when
official file is sent to the AO.
-—}:4-— PeC-1t 1 ByreS rSpee oS+ A Pec OR—CaaSe —_ ¢ —
sgecial interest due to their historical significapce WITHDRAWN

aAsSes.

Congressional or press interest,
significance, court decisions

)
ct
0
[
Yo}
2.
h
[
Q
5
~
<
[
o
g
"
[
T

court, criminal willful violationsy

eed one percent (1%) of area office inspect'ion case

—fite-holdingss

Soan copiss, insiuding esiginal, to S¢ culmmitied to the Netionel Sschives and Rocesdls Sesvies
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS—Continuation Sheet

7 8 DESCRIPTION OF ITEM 9 10
{TEM NO (WITH INCLUSIVE DATES OR RETENTION PERIODS) SAMPLEDR ACTION TAKEN

NC 174-254/2 Approx.
5 cu ft

ERMANENT AO.
FARC not later than 10 years afte
closed and offer to NARS
closed.

case is

40vears after case WITHDRAWN

b. Other Copies

Destfzg when no longer needed but not later

15 | Non-Fixed Worksite Inspections. Inspection case files
involving no fixed worksite such as i1n the construction
industry.

Disposition.
Destroy in accordance with the applicable NC 174-254/1
disposition item.

16 | Contested Cases Duplicate File. This temporary category
covers duplicate inspection case files when the estab~ *
lishment or firm appeals a citation or penalty. The
original file is sent to the Solicitor and remains there
until the appeal is decided. After the original file
is returned to the AO, merge the duplicate file into the
original file destroying all duplicate documentation.

Disposition:
When the original file is returned to the A0, New item
merge the duplicate file into the original
file destroying all duplicate documentation.
Dispose in accordance with the applicable
inspection case file disposition item.

17 | Collections Cases. This temporary cateacry covers in-
spection case files when fines have been levied against
a firm or establishment, collection proceedings have
bequn against the firm, and payment has not be
received.

Disposition:
When collection is campleted, Dispose in accordance | New item
with the applicable inspection case file disposition
item. .

Pour copies, lnctuding eriginal, to be submitted ie the Natiensl Archives end Recerds Sesvice
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Job No.

Y

' NC1-100-82-1 :

7
Page
of _i 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

18

19

20

Establishment Files. Case files of establishments, com-
panies, or firms which do not relate to a specific in-
spection except as described below. Includes health
hazard evaluations, process descriptions, production
data, product toxicity data, engineering controls, ard
other longterm safety and health data and related infor-
mation of value in preparing for inspections. Also in-
cludes product and chemical exposure data when the health
inspection did not produce sampling data.

Disposition:
Destroy when establishment or firm no longer exists
or when no longer needed, whichever occurs first.

Refused Inspection Files. Records and other materials
relating to proposed inspections which did not occur
because entry was denied by the establishment and a
magistrate, the Solicitor, or the Agency made a
determination not to proceed.

a. Record Copy.

Destroy when 3 years old.
b. Other Copies.
Destroy when 1 year old.

Invalid Camplaints. Complaints which are not related to

occupational safety and health or are not covered by
OSHA. Includes appeals where the Area Office Director
determines the camplaint is invalid for redress and

the complainant appeals the decision. Except successful
appeals are disposed in accordance with the appropriate
item elsewhere in this schedule.

Disposition:

Destroy when 1 year old.

NC1-100-17
in part g

NC174-254

7-1/40

nly.

/1

NC1-100-77-1/28
in part g¢nly

L3
Four copies, including original, to be submitted to the National Axchives and Records Sexvice
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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) SGISPBLEOOR ACTION TAKEN

21 | Discrimination. Records dealing with employer discrimi-
nation or retaliation (under Section llc of the Act)
against employees who report violations of the Act or
cooperate with OSHA inspections. Consists of copies

of materials sent to another office for investigation.
Does not include investigative files.

Disposition:
Destroy when 1 year old. NC1-100-77-1/38
in part gnly.

~22—Repeat—iolations- case iles—o ecords—documenting
previous violations to support repeat violations.

Each file consists of the citations issued durifig an
inspection, citation related OSHA 1-B's gr-équivalent
forms including predecessor or succesgsof forms (without
sampling data sheets), settlement-dgreements, and any
litigation including a Final ©fder of the Review
Commission or a Court Ordef.

WITHDRAWN

Dispositions
Destroywhen 40 years old, or 2 years after New item.
esta®blishment or firm is closed or is sold to

oW e 7T Wil Y O -

23 | Inspection Index File. Card file (OSHA-47 or equivalent
including predecessor or successor forms) used to pro-
vide reference and case tracking capabilities for the
inspection case files. Also includes information main-
tained in word processing equipment as an alternative to
maintaining the OSHA-47 card.

Disposition:
Destroy when no longer needed for reference NC 174-2%4/3
but not later than 40 years after case is a and b
closed or 12 years after state assumes
inspection duties.

Four ies, including original, to be submitted to the Nati ! Axchi and R ds Sexvice
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Request for Records Disposition Authority — Continuation I\fé’i_”]‘_’oo g2.1 PAGE OF @
9
FITE 10
ITEh; NO (With In(a:lugleg?)’:{zzlgNRgenltlor?ﬁF‘enods) SﬁgELEOOR ACTION TAKEN

22 Withdrawn.

24 Safety Inspections Closed on or before September 30, 1982, DL
Includes all safety inspection case files except—spociat ufas3
ihterest—inspections—in ltem 14,

a. Record Copy.

Destroy 10 years after case is closed. NC 174-254/1
b. Other Copies.

Destroy material not sent to the A0 when the

official file is sent to the AO.

25 Health Inspections Closed on or before September 30, 1982.

N = s T s = = 2% o 2
Includes all industrial hygiene inspection case files and ‘74’33
combined safety and industrial hygiene inspection case
fi les, except—speciat—interest—inspections—a—rtem—Hi-
a. Record Copy.
Destroy L0 years after case is closed. NC 174-2$4/1
b. Other Copies.
Destroy material not sent to the A0 when the
official file is sent to the AO.
115-203 Four coples, including original, to be submitted to the National Archives STANDARD FORM 115-A

GO 1975 O - 579-387

Revised July 1974

Prescribed

by General Services

Administration
FPMR (41 CFR) 101-114
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e L,QQLUJ\
J TYPE OF SCIEDULE
MASS DATA CHANGE WORKSHEET [] REVISION D NEW B NC JOB
DATE DISPOSAL AUTHORITY FILE WAS DATE CENTERS MAY BEGIN INPUTTING MASS |INPUT CODE INPUT CODE 11y auattuble) -~ TIPRINTOUT cODC™™ ~ 7~~~ 7 7
UPDATED DATA CHANGLS {;ﬁ
NOT
IQ-—;Z'? '83 /-9 "'84“ T AVAILABLE

NET DIFFERENCE-

- prnLES OLD AUTHORITY NEW AUTHORITY OLD RLTENTION PERIOD NEW RETENTION PERIOD | INNO OF YEAITS AN LN
100 NC1/100/77/1/28 NC1/100/82/1/1A Cut off annually at Destroy when three -4 L//
in part only agnd of fiscal year, years old,
Retire to the FARC
NC1/100/82 /1/5 two years after cut- | Desiroy when 3 yoars -4 v’
in part only of f« Destroy seven old or when no longeyr
years after cubolft, needed for referuncey
NGL/100/82 /1/20 Dusbroy whon 1L ycar -6 v’
in part only old,
NB: Ol reports shoyr no holdings systan-wide under above old aufhority. Records schefluled
urder new autliprities are nol'eligiblle for bLranofor Lo FARCs due to Lhree-year riile,
NC1/100/77/1/38 NC1/100/82/1/21 Cut off at fiscal Destroy when 1 year -4 4 L/”
in part only year end thal cace old.
is5 closed. Retire
to I'ARC three years
I after cuto{f., Deslroy
f five years alter cubolf,
NC174/254/1 NC1/100/82 /1/24A Retain 2 years(FY) in| Destroy 10 years +5 v,
for cases closled on |area office aftar after case is closedl
or befora 9/30/82 case closed, Translef
' file to FRC for 3 yeafs
NC1/100/82 /1 /250 and then destroy. Destroy 40 years +35
for cases closed on alter case is closed)
or baefore 9/30/82
NB: OSJ1A has agreeg to assist the FARCS {n identifying these two new series in all

accessions cov

NC174/254/1

rred by items 24A and

T'or all cases closed

ROA o

after 9/30/62, the ncj

rauthorities listed

below apply.,

GENERAL SERVICES ADMINISTRATION

GSA rorm 7290 (10-80)
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p. 4 no'PZ,

MASS DATA CHANGE WORKSHEET

DATE DISPOSAL AUTHORITY FILE WAS
UPDATLD

DATE CENTERS MAY BEGIN INPUTTING MASS

DATA CHANGES

INPUT CODE

[lenr

AVAILABLL

TYPE OF SCHUDULE

[:I REVISION

INPUT CODE fIf available)

[

NEW

PRINTOUT CODE

NC JOB

APPLILS

10 RGIS) OLD AUITHORITY

NLW AUTHORITY

OLD HLTUNTION PERIOD

NEW L TENTION B HRTOD

NET DR ERENCI
IN NO OF YELAHS
(4 or —)

MAL
CHANGH

MANUAL
CHANUGIL

100 NC174/254/1

NC174/254 /2

> ’\q‘(b%

NC1/100/82 /1 /71

NC1/100/82 /1./8A

NC1/100/32 /1/9A

NC1/100/82/1/11A

NC1/100/82/1/124

NC1/100/82 /1 /244

NC1/100/82 /1/25A

Relain 2 yoavrs (FY)
in arva offico altor
easo elosod, T fop
filo Lo FARC fTor 3
years and Lhen dos-
troy.

PERVANINT. Retain

R years (I'Y) in area
office after case
closed, Transfer fil
to FRC and offer to
the NA after 5 years,

Transfcer Lo FARC not
Later Llnn & yars

case i clouud,
Transfer Lo FARC nol
Labor Lhan % youars

Destlroy 10 years af'l
caso is c¢losed,
Transfer Lo FARC not
1ator than & yoaars
alter case is closed

case is closed,
Transfer bo FARC not
later than 3 ywears

Destroy 40 yoars aft
case is closed,

Transfer to FARC not
later than % years a
case is closed, Dest
6 ycars alter case ig
closed,

Desbtroy 10 ycars afte
case is closed,

p Destroy 40 years afte
case is closed,

afbar caso Ly clogoed
Dagtroy 6 yuars aftop

alter cano Ls closedf

«pogtroy 10 yecars aftor

after case is closed)
1l

+1

+5

w

+5

+35

+1
‘ter
roy

vd

GENERAL SERVICES ADMINISTRATION

GSA Form 7290 (10-80)





