REQUEST FOR RECORI;S DISPOSITION AUTHORITY

e .

' (LEAVE BLANK)

JOBNUMBER /. 5Ly - 03~ &

WASHINGTON, DC 20408

To: NATIONAL ARCHIVES and RECORDS ADMINISTRATION (NIR)

DATERECENED  §™_ /5" _ 44,3

1. FROM (Agency or establishment)

Department of Homeland Security

2. MAJOR SUBDIVISION

Transportation Security Administration

3. MINOR SUBDIVISION

Office of Human Resources

NOTIFICATION TO AGENCY

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 (Idisposition not approved(] or
Owithdrawn[] in column 10.

4. NAME OF PERSON WITH WHOM TO CONFER

Arthur McCune, Jr.

5. TELEPHONE

571/227-2076

DATE

ARCHIVIST OF THE UNITED STATES

331 [ro{ A,

6. AGENCY CERTIFICATION

GAO manual for Guidance of Federal Agencies,

is not required; is attached; or

has been requested.

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 AGENCYX REPRESENTATIVE
05/7/03 %LWL me Lons e

TimLE Records Management Officer

7. ltem 8. DESCRIPTION OF ITEM AND PROPOSED DISPOSITION 9. GRS OR SUPERSEDED | 10.ACTION TAKEN
No. JOB CITATION (NARA USE ONLY)
**See Attached**
£ o 22 R ya)
115-109 REVICYS EDITION NOT USABLE STANDARD FORM SF 115 (REV. 3-91)

Prescribed by NARA 36 CFR 1228




. HRM 110v—:UMAN RESOURCES MANAGEMENT N S

This category is for general correspondence and related papers pertaining to Human

Resources Management.

Title Description of Records
HRM—1100 Cerrespondencereportsand-other
HUMAN records-relating-to-the-general
RESOUREES administration-and-operation-of
MANAGEMENT personnel-funections,but-exeluding
records-speecifieally-deseribed
elsewhere-in-this-categery-and
records-maintained-at-Ageney-staff
planning-levels:

HRM—1100:1 Extra-copies-of ontgeing-material

CHRONOLOGICAL! arranged-and-maintained-for
READING-HILES informational-purpeses:

HRM—1100:2 a—Right-side-of folder—Offieial
OEEICIAL personnel-files-maintained-by-the
PERSONNEL Office-of Human Reseurees-in
EOLBER(OPE) aceordanece-with-the-Federal
Personnel Manual—-Inchades-SE
2809;,-SE-2810-and-2817,-SE-56;
SE-144-SE-61-DDB-214;and
résumésfor-folders-covering
employment-terminated-after
December-31;-1920-

1—Transferred-employees:

2—Separated-employees

TS A Records Disposition Schedules 11-1
N1-560-03-8

Disposition Authority

Cut-off atend-of fisecal GRS

year—Destroy-3-years
after-eut-off:

Cut-offat-end-of GSR23/1
calendar-year; hold-twe
additional- yeafs—and

See-Chapter-7-of—The GRS1/a

instractionsrelatingto
folders-of employees
transferred-to-another
AgeneYy:

Transferfolderto GRS14b
National

Personnel Records

Center- ONPRC)-St-

Louis; MO;-30-days
afterseparation—NPRC


https://mamtaHJ.ed

+  HRM 110u—HUMAN RESOURCES MANAGEMENT ’ '

Title Description of Records
Official-Personnel-Folder-in
aceordance-with-Chapter3-of Fhe
Gride-to-Personnel Reeordiceping;
EXCEUDING-the-Iimmigration-and
Naturalization Service-Fonn-I-O-and
performanece-related-records:

HRM—1100:3 TFhese-are-the-Immisration-and
BMMIGRATION Naturalization-Serviee-Forms-T-9-
AND New-emp :
NATURALIZATION placed-in-the-ORE:
SERVICE-EORM-I-9

1) HRM 11004 a—Stat&sﬁe&l—repeﬁs—m—ﬂ&e—eperatmg
PERSONNEL personnel-office-and-suberdinate
OPERATIONS units-relating-to-persennek
STATISTICAL

REPORTS b. Substantive reports, studies,

progress reports, and reports of

significant accomplishments. Case
file special or one-time reports as

needed.

2) HRM 1100.5 Signed policies and working files

POLICY which include correspondence,

drafts, charts, brochures, articles,
news releases, statistical data, notes,

reports, regulations, and other
related documents pertaining to

Human Resources policies. This

applies to records on all media,
including paper and electronic.

TSA Records Disposition Schedules
N1-560-03-8

Disposition Authority

will-destrey-65-years
after-separation-from
Eederal-service-

Destroy-when GRS-110a
superseded-or-obselete;
er-upen-separation-or

transfer-of employee;
unless-speeifically

required-te-be
transferred-with-the

OPE_See-item-HRM
1100-3-for-dispesitien-of
I 9 Eomms-

Destroy-3-years-after GRS-1/16b

employee-separates
from-service-or-transfers

to-aneother-ageney-

Destray-when2 years  GRS-1H16
old:

Cut off at end of fiscal
year. Transfer to FRC
10 years after cut off.
Destroy 15 years after
cut off.

Destroy when 5 years
old or when superceded
on obsolete, whichever
is later.



« HRM 1100—{HUMAN RESOURCES MANAGEMENT ¢ »

Title

3)HRM 1100.6
PLANNING

HRM—1100.7

MEETINGS; AND
CONEERENCES

HRM—1100.71

HRM—1100.8
UNASSIGNED

HRM—1100.9
POSTTION
CLASSIEICATION
FILES

Description of Records Disposition
Cut off at end of fiscal
year. Destroy when 3
years old.

General correspondence drafis,
background material, annual work
plans, budget estimates, and
documents relating to program
planning.

a-Reecords-of committees; meetingss

and-conferencesrelating-to
establishment-organization;

membership;-and-poliey-ofinternal
committees—Subdivide-commitiees

and-conferencesyif necessary,-and
shew-name-and-date-span-on-folder:

b-Agenda; minutes;and-final Destrey-when-3-years
reports-and-related-materials eld:
documenting-the-accomplishments

of official- boards-and-committees:

EXCLUDBING- those-maintained-by
the-spenser-er-Secretariat:

Destroy-2-years-after
termination-of
committee:-

PNOTE:-Records-maintained-by-the

spenser-or-Seeretariat-are-potentially
permanent-and-must-be-scheduled-by
submission-of an-SE-115-t6- NARA}

All-other committee-records Destroy-when-3-yeatrs
ineluding meeting arrangements; eld:
invitations;extra-copies-of agendas;
aceommeodations;authority-te
attend;-worlkpapers;-aceeptanees;

and-regrets:

a—Pesition-Classification-Standards
Eiles:

1-Standards-and-guidelines Destroy-when

issted-orreviewed-byOPM-and  superseded-or-obselete:

used-to-classify-and-evaluate
pesitions-within-the-ageney:

TS A Records Disposition Schedules

N1-560-03-8

11-3

Authority

GRS-16/8b(1)

GRS-16/8b(2)

GRS-17a1)


https://intern.al

« HRM ¥100—dUMAN RESOURCES MANAGEMENT ¢ '

Title ‘ Description of Records

—— 2 Review-File:

eepyef—pesﬁe&deseﬂpﬂens—wlueh
inelude-information-on-title;-series;
grade;-duties-and-responsibilities;

e—Survey-Files

+-Classification-survey-reports
on-various-positions-prepared-by
classifieation-speeialists;
including-periodie-reports:

2-Inspection;-audit;-and

ious positions, inchidi
correspondence; reports;-and
otherrecords-relating-to
inspeetions; surveysydesk-audits
and-evaluations:

TS A Records Disposition Schedules 11-4
N1-560-03-8

Disposition

Destrey-5-years-afier
position is abolished
deseription-is
superseded:

Destroy-when-2-years
eld:

Destrey-2-years-after
pesition-is-abelished-or
deseription-is
superseded:

Destroy-when-3-years
old-er-2-years-after
regular-inspection;
whichever-is-sooner:

DPestroy-when
superseded-or-obselete

Authority

GRS-17b

GRS-1/7e(2)



+  HRM 1100—HUMAN RESOURCES MANAGEMENT ¢ 1

Title Description of Records Disposition Authority
d-Appeals
classification-appeals;excluding  ease-is-closed:
OPM-elassifieation-eertifieates:
2—Certifieates-of classifieation =~ Destroy-afieraffected = GRSI/7d(2)
issted-by-OPM: . pesitien-is-abelished-er
superseded:
4)HRM 1100.10 a. Contains copies of le
EMPLOYMENT inquiring about
requestin ature of spec1al
int on career opportunities in
TSA. Superseded by job / item number:
6RSUL e 010 (DAR-ERS- 2013~

Do01- 0001 )

b. Annuity Offset Waiver Forms, == i
Requests for dual compensation for year Destroy when 5
employees who are retjred-ffom years-otd:

other agencigs-atrd subsequently
wop ' q\ Superseded by Job / ftem number:

HRM—H00:16:-1 a—Eligible-applications-for-pesitions DAN - 0560~ Ao (8 «Qo|2— 000 ]_

Employment filled-from-a-register-or-inventory; Date (MMDD/YYYY):
Applications including-OF-612;resumes; \6-20-2019
supplemental forms;-and
attachments;-whether-in-hard-copy
or-elestronie-format:
1—On-astive-register-or Destroy-90-days-after GRS1A33E0
register-or-inventory;
(exeept-for-these
applications-that-may be
brought-forward-to-a
new-register-or
inventory;-if any)-
inventory: Destroy-1-year-after-eut
off
3—Résumeés Place-on-theright-side
of the-OPE-upen-reeeipt-
TSA Records Disposition Schedules 11-5

N1-560-03-8



+  HRM 100—-HUMAN RESOURCES MANAGEMENT / )

Title Description of Records Disposition Authority

b—Ineligible-orincomplete Cutoffannually GRS-H33m
applications-for-pesitions-filed by Destroy-2-years-after
case-examiningSuch-documents eutoft:

inclade-OF-612; resumes;

supplemental-forms-whether-in-hard

copy-or-electronie-format:

e—Eligible-applicationsforpesitiens Cut-off-annually: GRS1/33n
filed by-case-examining-thateither =~ Destroy-2-years-afier

1o o
doeumnents-include-OE-612;

HRM-1100-11
EEDERAL created-under-Executive-Order
WORKPLACE 12564-and-Publie-Law-100-71;

DRUGTESTING Seetion-503-(101-Stat-—468);
PROGRAM-EILES EXGLUDING—eeﬂsehdated

programsyincluding -annual reports
to-Congressy;asrequired-byRub-L:
100-71;-503(H-

a—Drug-test-plans-and-procedures;  Destroy-when3-years  GRS1/36a
EXCLUDING-documents-that-are old-er-when-superseded
filed-innrecord-sets-of formal or-obsolete{See-note
issuanees-(directives, procedures 2)-afteritem HRM
handbeeks;operating-manuals;and 100 He2)3
the-like-)—-Agenecy-copies-of plans

and-proeedures;-with-related-drafis;

correspondence; memoranda;-and

other-records-pertaining-to-the

deve}epment—eilpfeeedufes-feedmg

TSA Records Disposition Schedules 11-6
N1-560-03-8


https://HRl\41100.11
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Title Description of Records

b—Employee-acknowledgment-of
netice-forms—Fomms-completed-by

employees-whese-pesitions-are

designated-sensitive-for-drag-testing
purpeses-acknowledging-that-they
havereeeived-notice-that-they-may

be-tested-

e—Selection/scheduling records:
Records-relating-to-the-selection-of
speeific-employeesfapplicantsfor
testing-and-the-scheduling-of tests:

Included-are-lists-of seleetees;
notification-letters;and-testing

schedules:

d—Reeords-relating-to-the-collestion

and-handling-of specimens-

1"Permanent' Record-Books-

Beound-beoks-containing

identifying-data-on-each
speeimen;recorded-at-each

collection-site-in-the-orderin

ik o ;

colected-

2—Chain-of eustody-records:
Fomms-and-otherrecords-used-to

maintain-control-and

accountability-of specimensfrom
the-peint-of collection-to-the-final

dispesition-of the-speeimen-

e—Testresults—Reecords

deeumeatmg—mdmdual—test-results

and-deemaents—re}a&ng-te—fellew-up
tesﬁﬂg—hae}ades-eﬂgma-}-Medieal

test-subjeets-

TSA Records Disposition Schedules
N1-560-03-8

oS \-4 G

eeataets—aad—&ﬁemptedeentaets—m&h

11-7

Disposition Authority

Pestroy-when-employee GRS—%Qéb
separates-from-testing-
designated-pesition:
[See-nete-(2)-after-item
HRM-H00-He2)]

Destroy-when-3-years  GRS-136e
old—fSee-note(2)-after

itemddRM

1100:11e(2)]

Destroy-3-years-after GRS-1/36d(H
date-of last-entry—{See
nete(2)-after-item-HRM

1100:11e(2)-}

Destroy-when3-years  GRS-1/36d(2)
old—[Seenete(2)-after

itemddRM

H00:11e(2)]



HRM 110v—:{UMAN RESOURCES MANAGEMENT :

Title Description of Records

—1-Pesitiveresults:

—a—Employees:

b—Applicants-not-aceepted
for-employment-

INOTES (1) Diseciplinary-action
ease-files-pertaining-to-actions-taken
agamst-empleyees—fer—dfug-&se—dmg

disposed-of no-earlier thanthe
related-litigation-or-adverse-action
ease-filefs)]

TS A Records Disposition Schedules 11-8
N1-560-03-8

Disposition Authority

Destroy-when-employee GRS
leaves-the-ageney-or 136e(1)(a)
when-3-years-old;

whichever-is-later:

Destroy-when-3-years GRS

old—[Seenote(2)after 1/36e(1))
itern HRM-1100.114]

Destroy-when3-years  GRS-1/36e(2)



+ HRM 1|100—HUMAN RESOURCES MANAGEMENT i

Title

HRM—1100.12
UNASSIGNED

HRM—1100.13

MERIT
PROMOTIONS

HRM—1100.14

GRIEVANCES-AND

APPEALS

HRM—1100:15

ACTIONS

HRM—1100.16
PERSONAL
BNJURY EILES

Description of Records

R 1 oricinating in i iowof
grievances-and-appeals-raised-by
FSA-employees;and-the
except-BEEO-complaints—These-case

files-include-statements-efwitnesses;

reperts-of interviews-and-hearings;
s orls Sndi l
recommendations; a-copy-ofthe
original-decision; related
correspondence-and-exhibits;and
records-relating-to-reconsideration:

Case-files-and records-related-to
adverse-action-and-performance
based-actions-(removal-suspension;
reduction-in-grade-furlough)-against
employees—The-file-ineludes-a-copy
of the-propesed-adverse-aetion-with
supperting documents:-statement-of

witnesses;-employee's-rephy-hearing
netices;reports;-and-deeision;

reversals-of action-and-appeal
records—EXCEUDING-letters-of
OPRE.

Forms;reports;correspondence-and
related-medieal-and-investigatory
records-relating to-on-the-jeb
mgmaes—wheﬂ&er—er—net—a—elalm—fef

EXCLUDING-copies-filed-inthe

TSA Records Disposition Schedules

N1-560-03-8

11-9

Disposition Authority

Cut-off at-end-offiseal = GRS1A32
year—Destroy-after
OPM-aundit-or-2-years
after-the-personnel
actions-is-completed

Destroy-no-sooner-than GRS1H30a
4-years-but-no-later-than
F-years-after-case-is

elosed:

Destroy-S5-years-after GRS-1/36b

ease-is-closed:

Cut-off on-termination = GRS-131
of compensation-or
when-deadlinefor-filing
a-claim-has-passed-
Destroy-3-yearsafier

cut-off:



-~ P,

*  HRM I100—HUMAN RESOURCES MANAGEMENT !

Title Description of Records Disposition Authority
Employee-Mediecal Holder-and
copies-submitted-to-the-Department
ofLaber:
HRM—1100.17 Eilesinelude SE-2800 Health SE2809-and-2810-are
HEALTH Benefits Registration Formsy-used-by  filed-in-the-Official
INSURANCE each-employee-to-enroll-inthe Personnel Holders

Eederal- Employees-Health-Benefit  (OPE)—See-HRM
Change-inHealth Benefits

EnrelmentHorm;used-by-the
employee-to-caneel;-change;-or take
any-actionrequired-that-may-effeet

their-health-plan-

HRM—1100:18 File-ineludes-SE-2817Life SE2817is-filed-inthe

HEE-INSURANCE  InsuranceElection-Program;usedby Official-Personnel
each-employee-to-enrol-or-waive Eolders-(OPE).—See
life-insurance-and-beneficiary HRM-11002-for
designation: dispesitien:

HRM—110019 Files-include-information-on Retain-pending
EMPLOYEE preventive-serviees-suehas appraisal:
ASSISTANT employee-education, management
management-and-crisis-management;
sitaations:
\/ /5) HRM 1100.20 Includes reports, registers or other
RETIREMENT control documents, applications, and  Superseded by job/ tem number:

error corrections relating to .
retirement and maintained as back- DAR-0S60s 30 lg’ oo(2- 000

up copies of records sent to OPM Date (MMDO/YYYY):
and/or filed in employee’s OPF. lb-30-20619

uybacks. Working Cutoff at the end of the
records for buyin ili fiscal year. Destroy 2
time, includes copies of SF 280 ssafterscutoff.

SF 3108.
b. Civilian Deposits. Working files Cutoff at the end of the
for civilian deposits, includes copies fiscal year. Destroy 2
of SF 2803 and SF 3108. years from date when
forms are sent to OPM.

3705

TSA Records Disposition Schedules 11-10
N1-560-03-8



. HRM 1100—+UMAN RESOURCES MANAGEMENT ‘! '

Title Description of Records

c. Retirement Estimates files
contain calculation of annuity

estimates for retirees. Files are not
transferred to the OPF. Files include

SF 2801-1, SF 3108-1, Certified

Summaries, SF 3100, and SF 2806,

which are individual records.

d. Retirement Case Files contain

applications for immediate

retirement under the Civil Service
Retirement System and the Federal

Employees Retirement System.

Includes copies of SF 2801 and SF

3701; filed by employee name.

Retirement Error Corrections

2. ;u s, which lasted more
corrects.

 than 3 years—

11-11

TSA Records Disposition Schedules
N1-560-03-8

Disposition Authority

Cutoff at the end of the
fiscal year. Destroy 5
after cutoff.

Destroy when 2 years
old or after receipt of
OPM report, whichever
is sooner.

Des 5 years after
corrections:
Destroy S years after
corrections:

Superseded by job / kem number:

%AA—- 65(0e 203 -00ol1-0O 003

Date (MMDDIYYYYY
Lo -30-20\%3

Superseded by job / tem number:

DAA - bS60e 0 (e © 012-0004
Date (MM/DD/YYYY):
lo-20 -20\9




¢ HRM 1100—{UMAN RESOURCES MANAGEMENT ¢ '

Title

HRM—1100.22
INCENTIVE
AWARDS

HRM—1100.23
FHRIET-SAVINGS

PLAN{(TSE)
ELECTION-EQORM

HRM—1100.24
DONATED-EEAVE

HRM—1100.25
EMPLOYEE
MEDICAL-FOEDER

EMB

Description of Records

a—Gase—ﬁles—meludmg

aemmaﬁeﬁs—eeﬁespenéenee—repeﬁs
and-related-handbooks-pertaining-to
agency-sponsored-cash-and-non-eash
awards-such-as-incentive-awards;

with-in-grade-merit-inereases;
suggestions,-and-outstanding
performanee-

b—Correspondence-pertaining-to
awards-from-other Hederal-ageneies
or-non-Federal-organizations:

Ceorrespondence-and-related
materials-on-Seeretary s-and
Administrator’s-Spesial-Honor
Award-Quality Sueceess-Inereases;
and-Speeial-Achievement-Cash
Awards-for-entire-Ageney:

Eorm-TSP-1-autherizing-deduction
of employee-contribution-to-the

Case-files-documenting-the-receipt
and-donation-of leave-formedieal
emergeneiesyincluding recipient
appheations;-agency-approvals-of
denials;medieal-or physietan
certifications; leave-donationrecords
or-OF-630-A;-supervisor/timekeeper
approvals;-leave-transfer-records;
payrellnetifieationrecords;and
leave-progrem-temminationrecords:
Alse-known-as"leave-bank'" records:

a—Long-tepn medical-records-as
defined-in-5-CERPart-293,Subpart
E;-includes-all-employee
oecupational-medical-records-Cwhich
excludes-employee
assistanee/counseling; patient;-non-

TSA Records Disposition Schedules

N1-560-03-8

11-12

Disposition Authority
Destroy-2-yearsafter  GRS-1H12a()
approval-or-disapproval
Destroy-when2-years  GRS3/12a()
old-

Cut-offatend-offiseal GRSIA3
year—Destroy-3-years
after-eut-off:

Destroy-when GRS-2/16
superseded-or-after

separation-of employee:
Destroy-l-yearafterthe GRS-137
end-of the-vearin-which
the-file-is-closed-



. HRM 1100—HUMAN RESOURCES MANAGEMENT .- '

Title

Description of Records

persenal;-and-epidemiologieal
records)-whether-they-are
maintained-in-an-automated;
miereform;-or paper-meode;-and
wherever-loeated-in-the-ageney;are
part-of the-BME:

Nete:-Oeeupational-Medieal
Records-considered-to-be-long-term

maintained; whicheveris-longer

+—Transfer-employees

2—Separated-employees:

TSA Records Disposition Schedules 11-13
N1-560-03-8

Disposition Authority

See-5-CER-Part-293; GRS121a(H)
Subpart-BE-for
instractions—In-2004-it
states-that-when-an
employee-transfers-to
another-Eederal-ageney;
the-EME-must-be
transferred-to-the
gaining-agency-at-the
same-time-as-the
employee's-ORPE-The
BME-is-to-be-addressed
only-to-the-gaining
ageney's-designated
manager-(mediecal;
health;-safety;or
personnel-officer;-or
other-designee)-of the
EME.

TFransferto- NPRGC;-St:
Louis; MO;-30-days
afler-separation—NPRC
will-destrey-75-years
after-birth-date-of
employee;-60-years-after
date-of the-earliest
decument-in-the-folder;
if the-date-of birth
cannot-be-ascertained;

GRS-121a(2)



*  HRM 1100—HUMAN RESOURCES MANAGEMENT | .

Title

HRM-1100:27
TIMEAND
ATTENDANCE

Description of Records

b—Temporary-or-short-tepm-records
as-defined-in-the Federal RPersonnel

Manual- (EFPM):

PENOTE:+Electronic-master-files-and
data-bases-created-to-supplement-or
replace-therecords-covered-by-GRS
121-are-not-anthorized-for dispesal
under-the-GRS—Such-files-must-be

scheduled-on-an-SE-115:}

1—Individual EmployeeRay
Reeords:

—a—Pay-record-for-each-employee-as
maintained-in-an-elestronie-database:
This-database-may-be-a-stand-alone
pavroll-system-or-part-of a-combined
personnel/payroll-system:

containing pay-data-on-each
employee-within-an-ageney—This
record-may-be-in-paper-of
mieroform-but-not-in-machine
readable-form:

2—Nenecurrent Payroll-Eiles—Copy
e&emment—payfeu-data-as

1—Leave-Application-Eiles—SE-71
er-equivalent-plas-any supporting
documentation-of requests-and
approvals-ef leave:

a—Ifemployee-initials-time-card-or
equivalent:

TS A Records Disposition Schedules

N1-560-03-8

11-14

Disposition Authority

or-30-years-afterlatest
separation;-whichever-is
later

Destrey-1-year-after
separation-or-transfer-of
employee:

GRS-121b

Transfer-to-National GRS2/1b
Personnel Records
Center—Destroy-when

56-years-old:

Destroy-15-yearsafter GRS22

close-of pay-yearin
which-generated:

Destroy-at-end-of GRS-2/6a

following-payperiod



* HRM 1100—HUMAN RESOURCES MANAGEMENT = =« »

Title

RM 1100.28
E- AND
WORD
PROCESSING

DOCUMENTS

Description of Records

b—1f employee-has-notinitialed-time
eard-or-equivalent:

2—Time-and-Attendance-Souree
Records—All-time-and-attendanee
records-upon-which-leave-input-data
is-based;such-as-time-or-sign-in
sheets:-time-cards(such-as-Optional
Form-1130);-flexitime-records;leave
appheat}ens-fef-jaryand—nﬁhtmw

ereveﬁme—m&tatmaed—atduty—pest—
upon-which-leave-input-datais
based—Reecords-may-bein-either
machine-readable-or-paperform-

3—TFime-and-AttendanceInput
Records-in-either paper-or-machine
readable-form-used-to-input-time-and
attendance-data-into-a-payrell
system;-maintained-either by-ageney
or-payroll-processeor:

4—LeaveRecords:-

-a—Record-of employeeleave;-such
as-SE-1150;-prepared-upon-transfer
or-separation:

-b—Creating-ageney-copy,-when
maintained:

‘8. Copies of records described in this

individuals in personal
personal electronic mail directegies,
or other personal directories on h:
disk or network drives, and copies
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Disposition Authority

Destroy-after- GAO GRS-2/6b
audit-or-when-3-years
old;-whicheveris
SOeRet:
Destroy-after-GAO GRS2/7
audit-or-when-6-year
old~whicheveris

Sooher-

File-onrightside-ofthe GRS 2/m)
ORE—See- HRM-1160:2-

Destroy-when3-years  GRS2/9()

te/destroy within

recordkeept
been produced.

Superseded by job / iter number.

GRS 5 ke 020 (DAN605-201b

Date (MW/DD/YYYY):

—00\p- 00O

3


https://maehi.ne
https://maehi.ne
https://MANAGElvIE.NT

.

HRM 1100—HUMAN RESOURCES MANAGEMENT ‘

Title Description of Records Disposition Authority

recordkeeping co

ies of records described in

this sch used for dissemination, dissenimat]
revision, or updating that are or updating 1S
maintained in addition

N1-560-03-8

recqrdkee.pmglcopy.. . N
T | Supereedad by job 7 flem number .
6RS Sd 1ken 020 CDM&— 6RS-2ot6 oolé-ooot)
it \MNUDD/YYYY):
fasupy BRI TuAanME 28 S Twl 1617,
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