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RECORDSRETENTION AND DISPOSITION SCHEDULE
Labor, Department of. INSAFE.

Agency: Insafe

Division:

ITEM
NO.

RECORD
SERIES

TITLE/DESCRIPTION
(This Retention Schedule is approved on a space-available basis)

RETENTION PERIOD

1

85- 565

ON- SI TE CONSULTATI ONS

This closed file has correspondence, i.e., a witten
request for assistance, the initial visit report, a hazard
record (federal and state format), a cal cul ati on sheet
(lost work day incident report), a consultant's check |ist,
occupational hazard correcti on docunmentati on provi ded by
the requestor, and subsequent visit reports. The file may
include industrial hygiene forns, exenption programforns
and/or training information. Files are arranged by the
conpany nanme within a cal endar year. Disclosure nmay be
subject to 610 | AC 8-3-12(c). Retention consistent with 29
CFR 1904. 33(a) .

TRANSFER t o the RECORDS CENTER one (1) year
after the end of the closure year. DESTROY
after an additional four (4) years in the
RECORDS CENTER.

2014-01

GOVERNOR' S WORKPLACE SAFETY AWARDS

Applications and supporting docunents for awards which
provi de recognition for Indiana conpani es based on best
practices for elimnating workplace injuries and ill nesses.
Fil es include both wi nning and non-w nni ng applications.

TRANSFER to the | NDI ANA ARCHI VES f or
EVALUATI ON, SAMPLI NG AND WEEDI NG pur suant
to archival principles, one (1) year after
presentation of the award.

85- 566

CONSULTATI ON LOG

Entries are by an assigned nunber. The | og includes the
date, conpany nane, type of consultation requested,

consul tant assigned to this request, the date of the
initial visit and the date cl osed. Disclosure may be
subject to 610 | AC 8-3-12(c). Retention consistent with 29
CFR 1904. 33(a) .

DESTROY after five (5) years.

85-569

WEEKLY PRQIECT TI ME REPORTS

I NSaf e Division consultants enter this information into
agency conputers and this information is also on U.S.
Departnent of Labor el ectronic systenms and can not be

del eted by this Indiana Department of Labor Division

wi t hout federal approval. No paper records are naintained.
This information is also included on the Enpl oyee

At t endance Report.

Retention based on I C 34-13-1-1.

ENTER into the OSHA Express conputer system
weekly. DELETE records with U S. DEPARTMENT
OF LABOR approval ten (10) years after the
end of the State Fiscal Year.

85-571

CONSULTANTS FI LES

These records include the consultants' copies of
used in consultation and training of conpanies.

may be subject to
610 | AC 8-3-12(c).
1904. 33(a) .

reports
Di scl osure

Ret ention consistent with 29 CFR

DESTROY five (5) years after the end of the
cal endar year.

94- 64

I NTERVENTI ON FORM FEDERAL FORM NUMBER 66

This information is submitted to the U S. Departnent of
Labor through their data collection database naintained in
this Division of the Indiana Departnent of Labor. No paper
file is maintained. Information collected and naintained is
the intervention type, nane of the establishnment and type
(state or |ocal government or private group), goals and any
supporting docunentation. Disclosure may be subject to 610
| AC 8-3-12(c). Retention based on IC 34-13-1-1.

ENTER into the shared federal -state
conputer system weekly. DELETE records with
U. S. DEPARTMENT OF LABOR approval ten (10)
years after the end of the State Fiscal
Year .

Approved by the Indiana Oversight Committee on Public Records
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