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1. If you determine that an incident is recordable, document the injury on the OSHA Form 301 within 7 calendar days of the incident.
a. You can use the fillable form (in the package liked above) or you can print it out and fill it in manually.
b. Either way, save all OSHA 301 forms together. 
2. Prior to February 1 of the following year, use the 301 forms to complete OSHA Form 300a (also included in the packet
3. Post the 300a on a public board from February 1 through April 30
4. Take down the posting May 1, but keep it available in a file with the 301s in the case of an OSHA audit.
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