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Toolbox Talk Record Retention Cheat Sheet

How long safety-meeting records need to be kept, by jurisdiction. Federal OSHA sets no general retention period for toolbox talks -

states and contracts do.

JURISDICTION / DRIVER

Federal OSHA

California

Washington

Oregon

USACE EM 385-1-1

GC subcontracts /
ISNetworld / Avetta

Practical policy

CADENCE RULE

No explicit toolbox-talk frequency; instruction duty under
29 CFR 1926.21(b)(2). Pub 3886 recommends weekly or
daily talks.

Toolbox/tailgate meetings at least every 10 working days
- 8 CCR 1509(e).

Crew meetings at job start and at least weekly - WAC
296-155-110.

Monthly + before each construction job over 1 week
(safety-meeting option) - OAR 437-001-0765.

Weekly toolbox meetings on Corps projects (contractual).

Commonly weekly talks + daily pre-task huddles.

RECORD / RETENTION RULE
No single federal retention period for general talks;
standard-specific certifications (e.g., 1926.503(b)) have

their own rules.

Training documentation retained at least 1 year - 8 CCR
3203(b)(2).

Written minutes retained at least 1 year, available to
L&l

Construction meeting records retained 3 years.

Documented with attendees and topics; keep for the
project record.

Sign-in sheets with instructor name and signature; keep
per contract and prequal cycle.

Keep toolbox records 3-5 years unless a standard or
contract requires longer.
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