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Checklist

OSHA Forms 300, 300A
and 301 Reporting: A
Step-by-Step Checklist



The for OSHA'’s
electronic reporting of workplace injury
and illness data is fast approaching.
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This requirement applies to certain
employers who must submit their OSHA
Forms 300, 300A and 301 through OSHA’s
Injury Tracking Application (ITA). Failing to
meet the deadline can result in penalties or
enforcement actions, making it essential to
ensure your organization is prepared.

Use this checklist to confirm your reporting
obligations and successfully navigate the
submission process.

Must Required Data

Submit Data

OSHA Form 300

OSHA Form 300A

OSHA Form 301



https://www.osha.gov/recordkeeping/presentations/exempttable
https://www.osha.gov/itareportapp
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Access the Injury Tracking
Application (ITA) Accuracy

* New users: Create an account and
complete an establishment profile in
OSHA's Injury Tracking Application (ITA).

* Returning users: Log in and update
your establishment profile with any
relevant changes.

* Choose your preferred
submission method:

Manually enter data via the ITA
web form.

Upload a CSV file to the ITA.

Submit data electronically via API
integration.

* Access the ITA User Guide
for instructions.
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Submit Data by March 2 Avoid Common

* Log into the ITA portal and Failing to report by March 2 may
complete the electronic result in OSHA penalties.
submission.

Do not assume OSHA will notify you
Save confirmation of submission of reporting requirements—determine
for your records. your eligibility independently.

Keep copies of submitted forms Double-check data accuracy
for at least five years, as required before submission to prevent
by OSHA. compliance issues.

Ensure data security by submitting
through OSHA's secure ITA portal.



https://www.osha.gov/sites/default/files/ita_user_guide.pdf
https://www.osha.gov/injuryreporting/ita/
https://www.osha.gov/injuryreporting/ita/
https://www.osha.gov/injuryreporting/faqs

US

Chicago

K ( +1(872) 215 5913}

Let's

UK

London
Manchester
Glasgow

+44 (0) 161 521 8490

\_

~

9
L J
AU
Melbourne
Perth

( +613 8595 5909 }

Our Evotix team is passionate about applying market
leading technology to create safer, smarter
workplaces, partnering with organizations that

value people’s safety, communities and the planet.

As safety professionals and long-term leaders in the
Verdantix EHS Green Quadrant, our deep and practical
insight addresses your evolving needs, helping you
achieve your health, safety and sustainability goals.

Evotix: your all-around
partner for the journey.
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https://www.linkedin.com/company/evotix/
https://www.tiktok.com/@evotix_
https://www.youtube.com/channel/UC6Qi1wNXlM1b4tG5xkcl24A
https://www.evotix.com/
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