GENERAL 70. DISTRIBUTION

TIRE ATTENTION:  C/P/TP Plant Safety Engineers

FROM: J. Arvin - Akron

INTER-ORGANIZATION
DATE: February 16, 1981
D M D :%:l M @ SUBJECT : RECORD RETENTION SCHEDULE

Attached is the Record Retention Schedule.

On January 22, 1981 I sent a list of Recordkeeping Requirements and
requested that information be supplied by February 15, 1981
If you have not sent this information to Akron, please do so as

200N as you can.
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Attachment

DISTRIBUTION: All Plant Safety Engineers

Ada - R. Gale . Batesville -~ Safety Engineer

Ashtabula -~ D, Jenkins Evansville - M. Davis
Columbus -~ C. Hefner E. F. Staats
Tonia - N. Ketner Ft. Smith - R, Springer
Jeannette - C,Shaffer ’ Logansport — M. Pumel
Jonesboro - S. Strickland wabash - S. Young
Lawrence - R. Skinner Peru - Safety Engineer
Marion - J. Monts
Mogadore Chemical - R. Novitsky
Mogadore Pilot - J. Rose C/P Warehouses
Newcomerstown - C. Shaffer
C. McNutt East Rutherford, NJ

Odessa ~ M. Barker Orange, CA
Orange - H. Bossard

K. Harlin
Phoenix - T. Hobbs D. Joseph - Wabash
Reading - R. Skinner
Salem - P. Bender
Toledo - J. Mathews
akron Tech Center - J. Gyenge
Dalton Latex Terminal - C. Ball
Dalton Tech. Center - J. Bogdany GENC 23931
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737 %3893 Rev. 3-79 RECORDS RETENTION SCHEDULE

PAwt D DS I ON WO oA o e D PLANT L LISTACTT . STISL, D70, Tel ™ TRCKT CEF. ToTE 3_80

All Operating Facilities All Operating Facilities Facility Manager wopiusigis G4=70 15

1 TEM CEComD St ] FORN |"RETENTION PER10D OFFICE OF RECORD TOT. SPECIAL INSTRUCT 10N
"o. CORD SERIES TITL no. |OFFICE] CENTER CO./DIV. AND DEPARTMENT YRS.

1 | osHr Fomms ' 100 5Y4+C | Replaced by #200 1/78

101 5Y+C

102 SY+C | Replaced by #200 1/78

103 5Y+C | Replaced by #200S 1/78

200 5Y+C

2008 - -[5Y+C

Mills and Calenders

a. Stopping Distance - Weekly

b. Mill/Calender Rescue Drills - Monthly

Manlifts and Elevators

a. Inspection Log THE RECORDS 8418 F-

THIS BEPARTMENT V/ig

HEWER-ON "
P wered Industrial Trucks ttLL RECORDS DATED BEYOND

ETERTION PLiTODS HAVE

a, Daily Service Use Inspection Check-Off Shé BEEN OESTROYED. NEW RECORD

SERIESTNOW BEING FILED HAVE
b. Fork Lift Maintenance/Service Record EEN ADDED TO THIS SCHEDULE

ND THOSE NO LONGER BEING
FILED HAVE BEEN DFLETED

2€8€Z ON3O

b. Inspection Elevators

Overhesd and Gantry Cranes

a. Monthly Inspection

SIGNKI TITLE

b. Rope Inspection

AR = ANNUAL MEVIEW  FP T FINAL PAYMENT ST = SCITUEMINT X = MOT DEFINED L
€ = CLAREWT YEAR P = PERMANENT 1= reaination 1. 2. €TC. T YEARS -3 -5C
€ = COMPLETION S = SUPERSEOED T/ T AN AUDET BA, M, ETC. = MONTHS GERTY

£ (APIRATION N LAY

LNAMPLES T-z = TERMINATION PLLE 2 YEARS, C+3M = CURREN] YEA9 RS 3 WWATHS.
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All Operating Facilities All Operating Facilities Facility Manager Tomesiots 4-79 4.5
1TEM RECORD SERIES TITLE FORM {"RETENTION PERIOD OFFICE OF RECORD TOT.
na. K0. |[OFFICE] CENTER CO./D1¥. AMD DEPARTHENT YRS,

SPECIAL INSTRUCTIONS

14} Employee Exposure Records

a. Records of Monitoring or Measuring which Contain

Qualitative or Quantitative Information dicayive

of Employee Exposure to Toxic Materials dr Harqul

Physical Agents.

All Raw Field Data to Include Personnel Photect

Equipment used by Emplovee and Analytical Data

Representative Area Monitoring

Personnel Monitoring

Emergency Fxposure

Employee Complaints to Chemical Exposure

Work History

a. A History of Job Assignment from Date of H

Termination. This will include Job Title

Geographic Location.

OSHA Written Compliance Programs

££6EZ ON3D

D.0,T. {Department of Transportation)

a. Manifest

AR T ANNUAL REVIEW FP = FINAL PAYMEN: ST = SETTLEMENT X = NOT DEFIMED
C = CLAALNT YEAR P = PERMANENT T = TERMI AT sOM V, 2, ETC. = YEARS

Dty = courLeTion 5 = SUPERSEDED T/h = Tax aumt PL, M, ETC. = MONTHS
E|] £ = inwrimation
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1981
RECORDS RETENTION SCHEDULE
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All Operating Facilitles

LHATILN- AP all, PLANT, PISIRICT, STORL, {7C.

All Operating Facilities

RN

Facility Manager

EFF CaTL

3-80
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4-79

1TEM,

RECORD SERIES TITLE

FORM |"RETENTION PERIOO

OFFICE OF RECORD

NQ. OFFiCE

CENTER

CO./Div. AMD DEPARTMENT

TOT.
YRS.

SPECIAL INSTRUCTIONS

|_NO.

18| TSCA Record Keeping

a. Customer Complaints Concerning Possible

Exposures and Reactions to Chemicals

Emplovee Complaints Concerning Possible

Exposures and Reactions to Chemicals

Chemical Inventorv Lists

Employee Notiffcation of Substantial Risi

(Whether Reported to EPA or Not)

Requests to EPA for Permission to Intro-

duce New Chemicals into the Marketplace

Requests to EPA to Introduce New Appli-

cation of Existing Chemical

Toxilogical Data

"
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C = CURREMT YEAR P T PLRMANENT
CF = COMPLETION 5 = SUPERSEDED
E= ENPIRATION

é AR S ANMUAL REVICN  FP = FINAL PAYMENT

ST = SETTLEMENT X = NOT DEFIMED
T = TEMMINATION 1, 2, ETC. = viams

/4 = TAX AUDLT B, M, €1C. = MuHTHS|
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e s 3-80

«PAR ML T

Lo ™ % re (L PranT | Jus 3% slthap ., [T,

TedE AT DR DS SN
All Operating Facilities All Operating Facilities Facility Manager Teiei e 4-79
FORM "RETENTION PERI OFFICE OF RECORD .
SPECIAL INSTRUCTIONS

YI;I RECORD SERIE P
COR LES 4T
N o LE . No. OFFICE | CEXTER CO./0IV, AND DEPARTHENT

i2 Koise

Exposure

Calibration of Audiometric Equipment

Baseline Audiograms

Most Recent Audiogram at Termination of Ehplo

Employee Medical Records

pbf an Emplovee

Information Concerning the Health Status

Employees Exposed or Poten=ially Exposed lto ToJ ¢ Matierialsy

Medical Exams. Conducted at Company Expense - 1nclu&inz:

Pulmonarv Function, Nlood Chemistry Profiles. Eye

Screening Physical Measurements, Etc. F T+20Y

b T+20Y

Industrial First-Aid Medical Records
T+20Y

Employee Croup Health Records

Tan = anwes. REviCa EP S riNAL PAYMENT
i © % (LSAERT YEAR P T PEAMARINT
BT IimPLETION S = SUPLASEDRD

| €z gxprnarion

ST = SETTLEMEST X T NOT DEFINED
T S TERMINATION 1, 2, ETC. = vEams
TA = Tan ApiY T2, 1. = uu&la]
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T x-3893 Rev. 3-19 RECORDS RETENTION SCHEDULE
TdPanY D4 DIVIS | DR L AT1ON-LF L) FUANT, L SIRICE, STCSL, ETC, DLPAR MY EFE. Da~g 3‘80 PAGL
All Operating Facilities All Operating Facilities Facility Manager soFeasibis 5e79 2 o §
e RECORD SERIES TITLE FORM |'RETENTION PER) OFFICE OF RECORD Tot. SPECIAL INSTRUCTIOMS
g, 5 NO. [ OFFICE] CENTER|  CO./Div. AND DEPARTHENT RS, PAL INS 10
(] Hoists )
a. Perlodic {st least monthly) LY+C

7 Slings and Spreader Bars

8. Perfodic (at least monthly)} : 1Y4C

8 Ionizing Radiation

8. Enviromment Survev Records 5Y4+C

b. Exposure Records 40Y or T+20Y

c. Initial Tests, Inspections and Checks 40Y of T4+20Y

d, Perfodic Tests, Inspections and Checks 40Y of T+20Y

9 Training - All OSHA Related Programs

a, Inftisl Training 40Y ot T+20Y
b. Periodic Training 40Y of T+20Y
16| All Pire Extinguishers o
m
a. Log of Monthly Inspection ‘75 1Y4C
b. Annusl Tests 3 1Y4C
@O
c., First Hydrostatic Plus Re-Test 3 I 25Y pr Life of Extingulsher
Jl Mechanical Power Presses
a. Weekly N 1y+C ,
é A3 = ANNUAL REVIER  FP = FINAL PAYMENT ST = SLITLEMENT : =znor DEF 1ED E J'{' %W 99 & P )Z7 23
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