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REQUEST FOR RECORDS DISPOSITION AUTHORITY

«"" . EAVE BLANK)

soenumMBER N | =5 D3~ X

To: NATIONAL ARCHIVES and RECORDS ADMINISTRATION (NIR)
WASHINGTON, DC 20408

DATE RECEIVED 4/g§/ﬁc2,

1. FROM (Agency or establishment)

Department of Fransportatron— H@MM éfﬂw nH

2. MAJOR SUBDIVISION

Transportation Security Administration

3. MINOR SUBDIVISION

Office of Finance and Administration

NOTIFICATION 40 AGEN({Y

In accordance with the provisions of 44 U.S.C.
3303a, the disposition request, including
amendments, is approved except for items that
may be marked “disposition not approved” or
“withdrawn” in column 10.

4. NAME OF PERSON WITH WHOM TO CONFER 5. TELEPHONE

Arthur L. McCune, Jr. 202/385-1192

6. AGENCY CERTIFICATION

GAO manual for Guidance of Federal Agencies,

O isnotrequired; O isattached;or O has been requested.

DATE A IVIST OF THE UNITED STATES
2-11-0 AZW (%A/

I hereby certify that I am authorized to act for this agency in matters pertaining to the disposition of its records and that the records
proposed for disposal on the attached 6 page(s) are not now needed for the business of this agency or will not be needed after the
retention periods specified; and that written concurrence from the General Accounting Office, under the provisions of Title 8 of the

DATE SIGNATURE OF AGENCY REPRESENTATIVE TITLE Records Management Ofﬁcer
Go0f05- W%M&M e

7. ltem 8. DESCRIPTION OF ITEM AND PROPOSED DISPQOSITION
No.

9. GRS OR SUPERSEDED 10. ACTION TAKEN
JOB CITATION (NARA USE ONLY)

*See Attached**

CO spveey IR, Pmd Npy)

115-109 PREVIOUS EDITION NOT USABLE

STANDARD FORM SF 115 (REV. 3-91)
Prescribed by NARA 36 CFR 1228




", Apmi¥ 20@ADMINISTRATIVE MANAGEMYRY . |

This category deals with material on administration, which is too general to be filed under
one of the more specific administrative outlines. Use also for material on organization
functions and management.

Title Description of Records Disposition Authority
ADMIN-208 General-material-and Cut-offat-end-offiscal GRS234
ADMBNISTRATIVE  eerrespondence-relatingto year—Destroy-when2

bread-in-scope-to-be-filed-under
N1-560-03-2, Item 1.
ADMIN 200.1 Reports covering all subjects Cut off at end of fiscal N1-560-03-2,
REPORTS AND included under this primary year. Destroy when 3 Item 1.
STATISTICS subject. Includes annual report to  years old. '

Congress. Case file by type of
report as necessary.
N1-560-03-2, Item 2.
ADMIN 200.1.1 General and substantive reports, Cut off at end of fiscal N1-560-03-2,
Substantive reports studies, progress reports, and year. Transfer to FRC 10 Item 2.
reports of significant years after cutoff.
accomplishments. Case file Destroy 15 years after
special or one-time reports as cutoff.
needed.
N1-560-03-2, Item 3.
ADMIN 200.2 General correspondence drafts, Cut off at end of fiscal N1-560-03-2,
PLANNING background material, annual work  year. Destroy when 3 Item 3.
plans, budget estimates, and years old.
documents relating to program
planning.

TS A Records Disposition Schedules 2-1



" aDMIN 260—@MINISTRATIVE AND MANAGEMINT: .

Title Description of Records Disposition Authority
sponser-or-Secretanat:
&Al-othercommittee Destroy-when3-years GRS1688bH
records: old-

N1-560-03-2, Item 4.  d. Records created to comply with PERMANENT. N1-560-03-2,
the provisions of the Government  Transfer to FRC when4  Item 4.
in the Sunshine Act, including years old or earlier. &t Ty
transcriptions and minutes of to NARA when 10 years
closed meetings, electronic old.
records for which verbatim
transcripts do not exist, and annual
reports to Congress describing the
agency's compliance with the Act.

ADMIN 200.4 Committee Management Files.
ADVISORY Documents relating to the
BOARDS, AND establishment and organization of
COMMISSIONS advisory committees, boards,

commissions, and panels; policies
governing official agency
membership; and related matter.

N1-560-03-2, Item S. N1-560-03-2,
a. Files for advisory, interagency, PERMANENT. Item S.
and international committees Transfer to FRC,when 4
sponsored by TSA, and years old‘w
accumulated by the Transportation NARA when 10 years
Security Agency Committee old.

Management Officer.

b—Staffand Local Meetingand  Destroy-when3-years  GRSI6/8b

agenda-and-related dosuments:

TSA Records Disposition Schedules 2-2



" ADMIN 200—‘MINISTRATIVE AND MANAGE@NT. |

Title

Description of Records

Lneds for-etfocti 1 and

TSA Records Disposition Schedules 2-3

Disposition Authority

Destroy-S—earsafter = GRS16/8¢

Destroy-whenl yearold. GRS 12/6s



" ADMIN 200—(@MINISTRATIVE AND MANAGEMENT.

Title

ADMIN-200.93
Postage-and-Fees

N1-560-03-2, Item 6
ADMIN 200.10
PROPERTY
ACCOUNTABILITY

This item may be
applicable to other
TSA records
common to many
other offices within
TSA.

N1-560-03-2, Item 7.
ADMIN 200.11
PERSONAL
PROPERTY

This item may be
applicable to other
TSA records
common to many
other offices within
TSA.

Description of Records

General correspondence, records
of coordination and approval,
material on nationwide TSA
programs for real property,
personal property management,
coordination of plans, acquisition,
construction, utilization,
maintenance of all TSA property
against theft, damage, and civil

disturbance.

Correspondence and other
material pertaining to the purchase
and sale/exchange of personal

property. Files include
1dentification method.

TSA Records Disposition Schedules 2-4

Disposition

Cut off at end of fiscal

year. Destroy when 3-

years old.

Cut off at end of fiscal
year. Destroy 3 years
after cut off.

Authority

N1-560-03-2,
Item 6.

N1-560-03-2,
Item 7.



" apMIN 200—@MINISTRATIVE AND MANAGEME T

Title Description of Records Disposition Authority

exchange;-or-otherwise); Gevernment-of
EXCLUDINGrecordsrelating-to  conditions;restrctions;
property-acquired priortoJanuary  mortgages-or-othertiens:
11621

Recordsrelating to-property

acquired-after Decomber31;-1920;
otherthan-abstractor-certificate-of

title:

GRS34b
after unconditional sale-or
release-by-the
Govermment-of

itions.restrictions,
mortgages,-or-other tiens:
b—Real PropertyLease Destroy-6-yearsand3 = GRS3BEHD
Agreements months-afterfinal
payment:
computersoftwarerandlicensing  systent
agreement-betweenthe
Govemment-and-vendor-
property-acquired-before-January
131921 are-not-covered-by-this
#tem-or-the-GRS-and-must-be
scheduled-by-submission-of-an-SE-
H5-to NARA-
ADMIN- 200121 Inventery-ofaccountableproperty= GCutoffatendeoffisecal  GRS3a
custody-efyour-effice: aftercut-off:

TSA Records Disposition Schedules 2-5
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" ADMIN 200—@PMINISTRATIVE AND MANAGE@NT: .

Title

MOTORVEHICEE
MANAGEMENT

Used-by-Agency

Description of Records

Disposition Authority

Contains-aceidentreports;seneral  Destroy-6-yrearsafterease GRSI0S

correspondencerandrelated-data
L :

TSA Records Disposition Schedules 2-6

isclosed-



" apMIN 200—@MINISTRATIVE AND manacEMINT.

Title Description of Records Disposition Authority
Teletype and-thedike:
EXCEPT-FEile-telegrams;
teletype-messages;and-faesimie
subject:
ofnew-equipment; repairand
. : . ,
and-equipmentremevak

SOFVICes- completion-ofwerk:
Completed—WorkOrders = Destreylyearafteraudit GRS1224(2)
or-when-3-years-old;

TSA Records Disposition Schedules 2-7



" ADMIN 200—M)IINISTRATIVE AND manacEMPT. |

Title Description of Records Disposition Authority
N1-560-02-2, Item 8.
ADMIN 200.15.3 Contains changes made Destroy when obsolete or N1-560-03-2,
Telephone Directories  periodically to TSA and DHS superseded. Item 8.
This item may be telephone directories.
applicable to other
TSA records

common to many

other offices within

TSA.

ADMIN—200-16 Generalmaterial-relatedtorecords Destroy-when6-years GRS16/7

er-no-longerneededfor
Case-fle-approved-SE-1H5-records referencepurposes:
and-related-correspondence-

ADMIN—200-162 Destroy-6-yearsafter
destruction-orretirement-of  destreyed;ertransferred
records: to-the National-Arehives

er-no-Jenger-needed-for

les relati 16 retreval : .

TSA Records Disposition Schedules 2-8



" ADMIN 2'00—‘MINISTRATIVE AND MANAGE@NT. |

Title Description of Records Disposition Authority
SE135-
AMIN200163 General-materal-on-the-protection; GCut-off-atend-offiseal GRS184
Reecords-Security 5 5 i HOH; year—Destroy-2-years
Case-files-ofsystemsfor Destroy-when-2-yeats GRS184
Wetking papers-ofsecurity Destroy-when-superseded GRS1822
# Otficial-Rersonnel-Folder);
Security-elearance-listings; Destroy-when-superseded GRS 18/7a
N1-560-03-2, Item 9.
ADMIN 200.17 Includes instructions regarding N1-560-03-2,
CORRESPONDENCE correspondence practices and mail Item 9.
MANAGEMENT routing; forms used in recording
This item may be and controlling mail; and reports
applicable to other on mail and correspondence.
TSA records
common to many
other offices within a. Instruction. Destroy when superseded
TSA.
Destroy when 2 years
b. All other material old.
ADMIN-—200-18 GCorrespondeneernotices; Destroy-when2-years GRS1H4/426
PRIVACY-AGCT momoranda—and related-material  old:
..
; | gts.!ig“ ¥.g 3
Aet
De-net-use-forease-files-ernon

TSA Records Disposition Schedules 2-9



* apMIN 200—A@INISTRATIVE AND MANAGEMEDT.

Title Description of Records Disposition Authority

e \ o individual .

TSA Records Disposition Schedules 2-10



" apMI Zoo—@MINISTRATIVE AND MANAGEMINT. .

Title Description of Records Disposition Authority

requested-records with-approved-agency
¥ .
for therelated recordsyor
g atod Psi
Actrequest-whicheveris
latex-

Privaey-Aet request-to-Amendment-Case-Files:
| i
- s dividual i'ilﬁgls
an-ageney-srefusal-of-the
GRS
1 ‘
I; .
(63) Teo-an) action
E85795 . .
s : 'gll
to-byagency—Inecludes with-the-approved
and/forreviewrefusalte for-therelated-subjeet
 conies of , dividual L ord
M . !
; 1o 3 3 3’
g]'l e lator
. : : RS 14/221
I 51’55.515; IE ; 'li I EIE ;

amend;copies-ofagencys = wmdividual'srecord; 4
rephes-thereto;statementof  yearsafterfinal
et foation for rofucal : fror final

TS A Records Disposition Schedules 2-11



" ApMIN 200—@PMINISTRATIVE AND Manace@nr.

Title Description of Records Disposition Authority

Ludicationd ,
Accountingof an-acctrate-accountingofthe-date;  dispesitioninstructions
Diselosure natureand purpese-of-each for-therelatedsubjest

purpese-and-date-of-diselosure;
1 F of subiectindividual!
consent-when-applicable-
DMIN_200.18.4 Eil tained & |
. .
- 5] £ PUEPOS i Hrrosponcing e
.Ei.lii HEI;EI.Eg. sgi ’
ofrequestand-name-and-address
ofrequester:
a—Registers-orlistings: Destroy-S5-years-after-date GRS-14/244
efHastentry-
b—Otherfiles Dest-royé—ye&rs—&ﬁes GRS 14/24k
final-action-by-the-ageney
ol adiudication |

Reports a-briefsummary;
accomplishments;-plans;-alist-of
systems-which-are-exempted
during-the-year,a-summary-of

TSA Records Disposition Schedules 2-12



ADMIN iOO—"IINISTRATIVE AND MANAGE}»‘JT- .

Title Description of Records Disposition Authority

N1-560-03-2, Item 10. Consist of official file copies, PERMANENT. Placein N1-560-03-2,
ADMIN 200.19 = directives, background material inactive file upon super-  Item 10.
DIRECTIVES FILES  and other papers related to the session. Transfer to

development of TSA directives, NARA 10 years after

including changes that are superseded.

authorized issuances and used as a

primary means of issuing policy

instructions and procedures

N1-560-03-2, Item 11.

ADMIN 200.19.1 Transmitting one-time or short- Transfer to the FRC when N1-560-03-2,
Temporary Issuances  term instructions or information, 2 years old. Destroy Item 11.
which is expected to remain in when 10 years old.

effect for less than 90 days or for a
predetermined amount of time not
to exceed 1 year.

N1-560-03-2, Item 12. Office file copies maintained in Cut off at end of fiscal N1-560-03-2,

ADMIN 200.20 office. Extra copy of outgoing year. Destroy when 3 Item 12.
CHRONOLOGICAL  correspondence, letters, years old.

OR READING memorandums, reports, and other

RECORDS records which are pertinent to

routing internal administrative and
housekeeping activities and not
the particular function for which
the holding office exists.

N1-560-03-2, Item 13. Copies of TSA Broadcast e-mail Destroy when obsolete or N1-560-03-2,
ADMIN 200.21 messages maintaining at superseded. Item 13.
TSA BROADCAST Headquarters for informational

E-MAIL MESSAGES purposes and filed chronologically

This item may be by date of receipt.

applicable to other

TSA records

TSA Records Disposition Schedules 2-13



| ADMIN Z’OO—A‘/HNISTRATIVE AND MANAGEM.T- .
Title : Description of Records Disposition Authority

common to many
other offices within

TSA.

N1-560-03-2, Item 14. Consist of information not Cut off at end of calendar N1-560-03-2,
ADMIN 200.22 described elsewhere in this year. Destroy when Item 14.
REFERENCE FILES  schedule, used as ready reference  superseded or obsolete.

This item may be on subjects of current and ongoing

applicable to other interest. These files may contain

TSA records copies of publications, directives,

common to many pictures, correspondence and the

other offices within like. Official file copies are not to

TSA. be placed in these files nor are the

files to be considered pending files
when official file copies are kept
on a tentative basis.

N1-560-03-2, Item 15.
Electronic Mail and Word Processing System Copies Series Descriptions and Dispositions

Copies that have no further administrative value after the recordkeeping copy is made. Includes
copies maintained by individuals in personal files, personal electronic mail directories, or other
personal directories on hard disk or network drives, and copies on shared network drives that are
used only to produce the recordkeeping copy.

DELETE within 180 days after the recordkeeping copy has been produced.

Copies used for dissemination, revision, or updating that are maintained in addition to the
recordkeeping copy.

DELETE when dissemination, revision, or updating is complete.

NOTE: Some Administrative Management reports and other records may be worthy of
permanent retention if they significantly interpret TSA regulations, reflect significant
developments, or attract extensive public attention. These should be brought to the attention of
NARA via a SF-115, Request for Disposition Authority, so that they can be appraised and
appropriate disposition authorized. The appraisal process of these records will include a
determination of the appropriate medium for transfer of any records determined to be permanent.

TSA Records Disposition Schedules 2-14





