
IREQUEST FORRECOIIDS DISPOSITION AUTHORITY (LEA'�E BLANK) 

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

1. FROM (Agency or establishment) NOTIFICATION TO AGENCY 

Department of Homeland Security 

2. MAJOR SUBDIVISION 

In accordance with the provisions of 44 U.S.C. Transportation Security Administration 1-----------------------------4 3303a, the disposition request, including 

3. MINOR SUBDIVISION amendments, is approved except for items that 
may be marked □disposition not approved□ or 

Office of Human Resources □withdrawn□ in column 10. 

4. NAME OF PERSON WITH WHOM TO CONFER 5. TELEPHONE DATE ARCHIVIST OF THE UNITED STATES 

Arthur McCune, Jr. 571 /227-2076 �(31[� �� 

6. AGENCY CERTIFICATION 

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§ 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 
GAO manual for Guidance of Federal Agencies, 

is not required; is attached; or has been requested. 

DATE SIG ATURE OF AGENC REPRESENTATIVE TITLE Records Management Officer 

05ll/03 me� 
10. ACTION TAKEN 
(NARA USE ONLY) 

7. Item 8. DESCRIPTION OF ITEM AND PROPOSED DISPOSITION 9. GRS OR SUPERSEDED 
No. JOB CITATION 

**See Attached** 

115-109 STANDARD FORM SF 115 (REV. 3-91) 
Prescribed by NARA 36 CFR 1228 



See Chapter 7 of The 
Guide ffJ P-ers0nnel 
Ree0rdkeeping for 
iastruetioas relatiag to 
folders of employees 
tran.sferred to mother 
ageaey. 

GRS 1/la 

I. HRM ll0�tlUMAN RESOURCES MANAGEMENT l. 

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

Title 

HRl\'I 1100 
HUMAN 
RBSOUR:CBS 
MANAGBMBNT 

HRl\'I 1100.1 
CHR:ONOLOGICA.U 
RBADING FILBS 

HRM 1100.2 
OFFICIAL 
PBRSONNBL 
FOLDBR (OPF) 

Description of Records 

Correspoadeaee ref)orts and other 
reeords relatiag to the geaeral 
admimstratiofl: at1:d Of)eratiofl: of 
f)ersmmel fimetioas, but e*ehldiag 
reeords speeifieaUy deseribed 
else:-uhere ia this eategory and 
reeords mamtaHJ.ed at Ageaey staff 
plantHag le7;els. 

BKtra eof)ies of outgoiag material 
arranged and maintaiaea for 
informatioaal f)w-poses. 

a. Right side of folder. Offieial 
f)ersoooel files maiataiaed by the 
Offiee of Hamm Resoarees ia 
aeeordanee Ylith the Federal 
Persoooel Manual. Inehldes SF 
2809, SF 2810 and 2817, SF 50, 
SF 144, SF 61, DD 214, and 
resumes for folders eo:r;eriag 
emplo�ent termiaatea after 
Deeember 31, 1920. 

1. Tran.sferred emf)loyees. 

2. Sef)aratea employees 

Disposition 

Cut off at ead of fiseal 
year. DestFoy 3 years 
after eat off. 

GRS 1/3 

Cat off at ead of GSR 23/1 
ealeadar year, hole two 
additioaal years, ma 
thea destFoy. 

TFa&sfeF folder to 
Natioaal 
Persoooel Reeords 
Geater (NPRC), St. 
Lows, MO, 30 days 
after Sef)aratioa. NPRC 

Authority 

GRS 1/lb 

TSA Records Disposition Schedules 11-1 

Nl-560-03-8 

https://mamtaHJ.ed


BRM 1100--1-IUMAN RESOURCES MANAGEMENT 

Title Description of Records Disposition Authority 

will destroy {)5 ye&Fs 
aftef Sef)ElfatioB from 
FedeFal serviee. 

HRl\l 1100.3 
IMMIGRA.TION 
ANB 
NATURALIZATION 
SBRVICB FORM I 9 

1) BRM 1100.4 
PERSONNEL 
OPERATIONS 
STATISTICAL 
REPORTS 

2) BRM 1100.5 
POLICY 

h. · Left side offoldeF. AU eopies of 
eoffeSf)Ofl:deaee and forms 
ma-iB:ta-iB:ed OB the left side of the 
Offieial PeFsoflfl:el Folder iB 
aeeordanee with ChapteF 3 of The 
Guide w l'ers0nnel Ree0Fdkeeping, 
BXCLUDING the lmmigratioB and 
Natlirali!llatioB Serviee Form I 9 and 
pefformanee related reeords. 

These &Fe the ImmigratioB and 
Natlirali!llatioB Serviee Forms I 9. 
Ne1.v employees' forms 1.viU fl:Ot he 
plaeed iB the OPF. 

a. Statistieal ref)orts iB the operatiBg 
peFsonnel offiee and sahordiBate 
1:1fl.its relatiBg to persoflfl:el. 

b. Substantive reports, studies, 
progress reports, and reports of 
significant accomplishments. Case 
file special or one-time reports as 
needed. 

Signed policies and working files 
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. 

DestFey ,.-,,hea GRS 1/1 0a 
supeFseded or oasolete, 
or lif>OB Sef)ElfatioB or 
transfer of employee, 
l¼Bless speeifieally 
required to he 
transferred with the 
OPF. See item HR}.4 
1100.3 for diSf>ositioB of 
I 9 Forms. 

DestFey 3 yeElfs after GRS 1/lOh 
efBJ)loyee Sef)arates 
ftom serviee or transfers 
to aaothef ageaey. 

DestFey ,.-,,hea 2 yeElfs GRS 1/1{) 
ekk 

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. 

TSA Records Disposition Schedules 11-2 
Nl-560-03-8 
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L HRM 110U-lfUMAN RESOURCES MANAGEMEN'f 

Title 

3) HRM 1100.6 
PLANNING 

HRM: 1100.7 
COMMITTEES,
MEETINGS, AND 
CONFERENCES 

HRM 1100.7.1 
Arrangem0flts 

HRM: 1100.8 
UN.A.SSIGNlID 

HRM 1100.9 
POSITION 
CL'\SSIFICATION 
FILES 

Description of Records 

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

a. Reeerds ef eemmittees, meetiBgs, 
aBd eeBfer0flees relatiBg te 
estaeliSflffl0flt, ergam.2'iatieB, 
memaershi}l, aBd peliey ef intern.al 
eemmittees. Sabdivide cemmittees 
aBd ceBfereBces, ifBecessary, and 
shmv Bame and date spaB eB felaer. 

h. Ag0flda, miftl:ltes, aBd fi.Bal 
reperts and relatea materials 
aecwnentiBg the accemplisbments 
ef efficial heMds aBd cemmittees. 
EXCLUDING these maintained hy 
the speBser er Secretariat. 

[NOTE: R:eeeres maintaiBea hy the 
speBser er Seeretariat Me petentially 
permanent afl0: ffl:-1:lst he scheduled hy 
sabmissieB ef aB SF 115 te NAR...'\.] 

AH ether cemmittee reeerds 
incltidiBg meetmg ai'faBgements, 
invitatieBs, eKtra eepies ef ag0fldas, 
accemmedatieBs, al:1-therity te 
att0fld, 1+11erkpapers, aeeepta.Bces, 
a.Ba regrets. 

a. PesitieB ClassificatieB Standafds 

1. Standafes aBd gt:ridelmes 
issued er re'1ie111ed hy OPM aBd 
used te classify and evaluate 
pesitieBs withiB the ageBcy. 

Disposition 

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

DestFey 2 yeMs after 
tenniBatieB ef 
cemmittee. 

DestFey Ylh0fl 3 yeMs 
el&.-

DestFey wheB 3 yeafs 
el&.-

DestFey Ylh0fl 
superseded er ehselete. 

Authority 

GRS 16/8a 

GRS 16/8h(l) 

GRS 16/8h(2) 

GRS 1/1a(l) 

TSA Records Disposition Schedules 11-3 
Nl-560-03-8 

https://intern.al
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L HRM U0tJ-A{UMAN RESOURCES MANAGEMENT 

Title Description of Records 

2. Coffespon:dence Emd other 
recofds felating to the 
de1;elopment of stEmdaflls for 
classification of positions 
pecaliar to the agency md OPM 
0:ppfO7lal Of disappfo1.tal. 

1. Case file. 

2. Re11i01.v File. 

a. Position Descriptions. Reeofd 
copy of position descriptions, which 
iflelade information on title, series, 
grade, duties Emd fesponsihilities, 
and felated documents. 

c. Sar;ey Files 

1. Classification sw-vey feports 
on various positions prepared hy 
classification specialists, 
inclading periodio reports. 

2. In.spection, aadit, and 
classification sar,ey files on 
11arioas positions, inclading 
eoffespon:tienee, feports, afld 
other fecofds relating to 
inspections, sar,eys, desk audits 
Emd evalaations. 

Disposition 

Destroy 5 years after 
position is abolished Of 
description is 
stij>erseded. 

Destroy 1.vhen 2 years 

ORS 1/7a 
� 

ORS 1/7a 
el&.-

Destroy 2 years after 
position is abolished Of 
description is 
Stij>erseded. 

Destroy when 3 years 
old or 2 years after 
regular inspection, 
1Nhlche11ef is sooner. 

Destroy when 
Stij>erseded Of obsolete 

Authority 

ORS 1/7h 

ORS 1/7c(l) 

GRS 1/7c(2) 

TSA Records Disposition Schedules 11-4 
Nl-560-03-8 



� 

6�54,1.- ,� Ol O (DAA-bRS ... 2o\3-

.. HRM 1100--HUMAN RESOURCES MANAGEMENT c1 

Title Description of Records Disposition Authority 

d. Appeals 

1. C�se files relatiag to DestFey 3 years after GRS 1/7d(l) 
elassifieatioa appeals, �eel:aaiag ease is eloseEl. 
OPM elassifieatioa eertifieates. 

2. Certifieates of elassifieatiofl DestFey after affected GRS 1/'7d(2) 
iss:aed hy OPM. positiofl is aeolished or 

superseded. 

4) HRM 1100.10 a. Contains copies of le Cut off at en fiscal 
EMPLOYMENT inquiring about e oyment, "-  year. roy 3 months 

requestin · erature of special � cutoff. 
int on career opportunities in 

Supetllded by Job/Item number:TSA. 
? 0 0'1- 000 l) b. Annuity Offset Waiver Forms, D

Requests for dual compensation 
employees who are ret· om 
other agenci subse�tly

SA. Superseded by Job/ Item number: 

HRl\4 1100.10.1 a. Eligihle applieatiofls for positioas DAl\-o�,o -- �lg -00,2- 000 ':Employm:em filled ffom a register or inv=emory, Date (MMIDD/VVVY):
Applieatiofls iflel:adiag OF 612, resumes, \o-'?>o ,.. a_ol9

s:applem.0fltal forms, md 
attaehm.ems, whether ifl hara copy 
or eleetroBie format 

1. 0ft aeti11e register or DestFey 90 days after GRS 1/33L(l) 
if111emory. termiflatiofl of the 

register or iflvefttory, 
(e*eept for those 
applieatiofls that may he 
hro:aght forward to a 
fle¥/ register or 
if1110Btory, if any). 

2. Oa iflaetive register or Cat offRflfR¼ally. GRS 1/33L(2) 
if1110fttory. DestFey 1 year after eat 

eff.. 

3. ResUIHes Place oft the rigat side 
of the OPF 1:1poa reeeif,t 

TSA Records Disposition Schedules 11-5 
Nl-560-03-8 



.. HRM H0O-tlUMAN RESOURCES MANAGElVIEN'I ; 

Title 

HRl\41100.11 
FBDBRAL 

'NORK.PLACB 
DRUG TBSTING 
PROGRAM FILBS 

Description of Records 

b. lBeligiale er i-Beemplete 
apf)lieatieas for f)esitieas fiHea by 
ease e*ami-B-ifig. Sueh aeeHm:eB-ts 
iaelude OF 612, resHm:es, 
Slif)f)lemeatal forms, 1.vhether ia haffi 
eopy er eleetfeaie format. 

e. Bligiale apf)lieatieas for f)esitieas 
filled by ease 9amiaiftg that either 
are aet refeHea te the hiriag effieial 
er are retamed te the 8*amiai-Bg 
effiee by the hiriag effieial. Sueh 
aeeamems i-Beluae OF 612, 
resHm:es, SlifJJJlememal forms, aaa 
attaehmems, ,v!i:ether ia hara eef)y 
er eleetreaie format. 

Drag testiag JJregram reeeras 
ereated 1maer B*eeutiYe Greer 
12564 aaa Pfflllie Law 100 71, 
Seetiea 503 (101 Stat. 468), 
BXCLUDING eeaseliaatea 
statistieal af.l:Q BarratiYe ref)erts 
eeaeermag the ef)eratiea ef ageaey 
JJregrams, iaeludiag amJ.lial ref)erts 
te Ceagress, as reEJ:Uirea by Pae. L. 
100 71, 503(f). 

a. Drug test f)lans ana JJreeeaures, 
BXCLUDING aeeHm:eats that are 
filea i-B reeera sets ef formal 
issuanees (Elireefotes, preeeEll:wes 
har:.uleeeks, ef)eratiag mElfllials, aaa 
the like.) Ageaey eef)ies eff)lans 
aaEl proeeEll:wes, 1.vith relatea drafts, 
eeffeSf)eftaeaee, memeranaa, aaa 
ether reeeras f)ertaiftiflg te the 
Ele,;:eleJJmOBt ef f)reeeames for drug 
testia-g pregram.s, iaeluaiag the 
Eletermmatiea ef testiag iaeumbems 
maesigaatea f)eSitieBS. 

Disposition Authority 

Cute ff ElflflHally. GRS l/33m 
DestFoy 2 years after 
euteff. 

Cut effammally. GRS l/33a 
DestFoy 2 years after 
euteff. 

DestFoy Y1hea 3 years GRS l/36a 
eld er 1•.vhea superseaea 
er ebselete. [See aete 
(2) after item HRM 
1100. lle(2).] 

TSA Records Disposition Schedules 11-6 
Nl-560-03-8 
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.. HRM 1100-ifUMAN RESOURCES MANAGEMENT 

Title Description of Records 

h. Bmpleyee aekmP.vledgtBea-t ef 
Betiee fenBs. FenBs eempleted hy 
empleyees 1•.vh.ese pesitieBs are 
desig.eated seBsiti11e fer drug testiBg 
pti:IJ)eses aelmewledgiBg that they 
h.a11e reeeh;ed aetiee that they may 
he tested. 

e. Seleetieflfsehed-uliBg reeerds. 
R:eeerds relatiag ta the seleetiea ef 
speeifie empleyees/applieants fer 
testiBg an.d the sehed-uliag ef tests. 
In:eluded are lists ef seleetees, 
Betifieatiea letters, md testiag 
sehed-ules. 

d. Reeerds relatiBg ta the eeUeetieB 
aad haadliBg ef speeimeas. 

1. "PenBan.eat" Reeerd Beeks. 
Bawd heeks eeata-iaiag 
idea-tifyiag data ea eaeh 
speeimea, reeerded at eaeh 
eeUeetiea site ia the erder iB 
whleh the speeimeas y;ere 
eeUeeted. 

2. Gha-ia ef eustedy reeerds. 
FenBs md ether reeerds used ta 
ma-inta-ia eentrel and 
aeeeantaeility ef speeimeas from 
the paint ef eeUeetiea ta the fiaal 
dispesitiea ef the speeimea. 

e. Test results. Reeerds 
dee1:1H1:entiag iadi11idual test results, 
iaeladiag reperts ef testmg, 
aetifieatieBs ef empleyees/ 
applieants md empleyiag effiees, 
md deeumeats relatiag ta feUey; up 
testiag. lnelades erigi.aal Medieal 
R:e1;ie1.v Offieers files regardiag 
eentaets an.d attempted eentaets with 
test subj eets. 

Disposition 

DestFey ,vhea empleyee 
separates fi:em testiag 
desig.eated pesitiea. 
[See Bate (2) after item 
HRM 1100.lle(2).] 

Authority 

GRS 1/36h 

DestFey whea 3 years 
eld. [See aete (2) after 
itemeHRM 
l 100.1 le(2).] 

GRS 1/36e 

DestFey 3 years after 
date ef last entry. [See 
Bate (2) after item HRM 
1100.11 e(2).] 

GRS 1/36d(l) 

DestFey whea 3 years 
eld. [See Bate (2) after 
itemeHRM 
1100.l le(2).] 

GRS l/36d(2) 

TSA Records Disposition Schedules 11-7 
Nl-560-03-8 



• HRM H0U-ilUMAN RESOURCES MANAGEMENT ,, 

Title Description of Records 

1. Positive resalts. 

a. Bmf>loyees. 

a. Appliea.Bts aot aeeepted 
for emJ>loymeat. 

2. Negati11e resalts. 

[NOTES: (1) Diseif)liBary aetioa 
ease files pertaimag to aetioas takea 
agaiast employees for drug ase, drug 
possessioa, faillife to eomply with 
drug testiBg proeedlifes, a.Bd simi.laF 
matters &Fe eo1;:erea hy HRM 
1100.15, whieh authoriiles 
aestmetioa of reeords 5 yeaFs after 
the ease is elosea. (2) Aay reeords 
eoverea ay :HRM: 1100.11 items a e 
that &Fe relev:aftt to litigatioa or 
aiseif)liBary aetioas shol¼la he 
disposea of ao eaflier thaB the 
related litigatioa or ad1;erse aetioa 
ease file(s).] 

Disposition 

DestFey whea employee 
lea11es the ageaey or 
1..vhea 3 yeaFs old, 
whieh011er is later. 

DestFey whea 3 yeaFs 
old. [See aote (2) after 
itemHRM 1100.llf] 

DestFey whea 3 yeaFs 
ekh 

Authority 

G&S 
1/36e(l)(a) 

G&S 
1/36e(l)(h) 

GRS 1/36e(2) 

TSA Records Disposition Schedules 11-8 
Nl-560-03-8 
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• BRM 1100-l:IUMAN RESOURCES MANAGEMENlf 

Title 

HRl\4 1100.ll 
UNASSIGNBD 

HRl\4 1100.U 
MERIT 
PROMOTIONS 

HRM 1100.14 
GRIEVANCES AND 
APPEALS 

HRl\4 1100.16 
I\DVERSE 
ACTIONS 

HRl\4 1100.HJ 
PERSONAL 
INJURY FILES 

Description of Records 

Reeerds relatiHg te the premetieH ef 
aB: iHdi:vidual that deetifB:eftt 
EtllalifieatieH standards, e:vall:latieH 
methods, seleetieH preeeEl-lires and 
e:r;all:latieH ef eandidates. This 
saejeet matter alse iHell:ldes Seflier 
EKeel:lti.1;e Serviee (SES). 

R:eeerds erigiaatiflg iH the re:viei.v ef 
grie:vmees aed appeals raised ey 
TSA empleyees, and the 
Diseipliflary Re:rli&w Beard (DRB), 
e:Keept EEO eemplaiflts. These ease 
files iflemde statemeHts ef 1+1litflesses,
reperts ef ifttervie1+1;s md heariHgs, 
e:Kamifler's fiHdiHgs md 
reeemmeHdatieHs, a e0f)y ef the 
erigiHal deeisieH, related 
eerrespeHdeftee aB:d eKhiliits, and 
reeerds relatiHg te reeeHsideratieH. 

Case files aB:d reeerds related te 
ad:verse aetieH and perfermmee 
eased aetieHs (reme1;al, sl:lspeHsieH, 
reduetieH iH grade, furlel:lgh) agaiHst 
efftf)leyees. The file iflemdes a eepy 
ef the prepesed ad,;erse aetieH with 
SHppertiHg deemBeftts; statemeHt ef 
1..vimesses; efftf)leyee's reply; heariHg 
fl0tiees, reperts, aB:d deeisieH; 
re1;ersals ef aetieH aB:d appeal 
reeerds. EXCLUDING letters ef 
reprimaB:d, 1Nhleh are filed ifl the 

Farms, reperts, eerrespeHdeftee and 
related mea-ieal aad iw;estigatery 
reeerds relatiflg te eH the jea 
injHries, whether er Bet a el&im fer 
eefftf)eHsatieH y;as made, 
EXCLUDING eepies filed iH the 

Disposition 

Cat eff at eHd ef fiseal 
year. DestFey after 
OPM a1:1a-it er 2 years 
after the perseooel 
aetieHs is eefftf)leted 
'llhlehe:r;er is seeHer. 

DestFey He seeHer than 
4 years eat He later than 
7 years after ease is 
elesed. 

DestFey 5 years after 
ease is elesed. 

Cat eff eft terminatieH 
ef eefftf)efl:Satieft er 
wheft deadlifle fer filiHg 
a elaim has passed. 
DestFey 3 years after 
eat eff. 

Authority 

GRS 1/32 

GRS 1/30a 

GRS 1/30a 

GRS 1/31 

TSA Records Disposition Schedules 11-9 
Nl-560-03-8 



' HRM HOO-HUMAN RESOURCES MANAGEMENT 

Title 

HRM 1100.17 
HEALTH 
INSURANCE 

HRM: 1100.18 
UFE INSURANCE 

HRM: 1100.19 
EMPLOYEE 
ASSISTANT 
PROGRAM (EAP) 

J1,.5) HRM 1100.20 
RETIREMENT 

Description of Records 

Empleyee Meaieal Felder and 
eepies submitted te the Department: 
efLaber. 

Files ·meltide SF 2809, Health 
Benefits Registratien Ferm, ased hy 
eaeh empleyee te emeU in the 
Federal Bmpleyees Health Benefit 
Pregram aad SF 2810, Netiee ef 
Change iB Health Benefits 
BBroUment: Ferm, ased hy the 
empleyee te eaneel, ehaage, er take 
aay aetien reEI-llired that may effeet 
their health plaa. 

File iBeltides SF 2817, Life 
lns:aranee Bleetien Pregram, ased hy 
eaeh empleyee te emeU er 1.vaiv=e 
life iBsarenee and henefieiary 
Elesignatien. 

Files iBeltide iBfermatien en 
pre1;ent:iv=e serviees saeh as 
empleyee edlleatien, management: 
eensaltatien, assistanee 1.-r;:ith ehenge 
management and erisis management:, 
and emetienal first aid iB erisis 
situatiens. 

Includes reports, registers or other 
control documents, applications, and 
error corrections relating to 
retirement and maintained as back
up copies of records sent to OPM 
and/or filed in employee's OPF. 

�w.&.Q,!JsBuybacks. Working 
records for buym ilitary 

Disposition 

SF 2809 end 2810 are 
filed iB the Offieial 
Persemel Felders 
(OPF). See HRM 
1100.2 fer aispesitien. 

SF 2817 is filed ill the 
Offieial Persemel 
Felders (OPF). See 
HRM 1100.2 fer 
aispesitien. 

Reta-ift pending 
appraisal. 

Suparaeded by Job/ Item number: 

Authority 

time, includes copies of SF 280 11--r--uP.:�r•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. 

DAA- b S �0s-�O li'- o o l 2. - ooo � 

Date (MMIDD/YVVV): 
Lb ... �o � 2D l °I 

Cutoff at the end of the 
fiscal year. Destroy 2 

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



Lo -30 .-

l) AA- b 5�0e- �o\.g - oo l '2. .... o o o  3 
Date (MM/0D/VYVY): 

2- 0  \9 

.. I 
IBRM H0tJ-J!fUMAN RESOURCES MANAGEMENT 

Title 

BR±\1 1100.21 
P0NARDS 1\.ND 

COMMBND.A.TIONS 

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 3 108-1 ,  Certified 
Summaries, SF 3 1 00, 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 
file egarding errors in retirement 
estima and calculations and 
employees ho where placed in the 
wrong retirem t system (CRCS and 
FERS). 

1. Errors, whic 
than 3 years-TS c 

2. i.J.1..1.V.l.._._,which lasted more 
than 3 years-

errors are corrected 
the case is filed in OPF. 

aw&F8HE!e&.FG&,��rkl±J±:M:i�est 
FelatiBg to &Of)artmeftt&.1 le1rel 
awafes. 

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 
1s sooner. 

5 years after 
correction 

5 years after 
corrections. 

Superseded by Job/ Item number: 

Supelllded by Job/ Item number: 

DAA - bS60e- ao lie, o o l l.-0 0 04 
Date (MM/0D/YYYY): 

l o  ..:�o - ?...o l  'l 
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' HRM HOO-HUMAN RESOURCES MANAGEMENT 

Title 

HRl\4 1100.22 
INCBNTNB 
tVN:ARDS 

HRl\4 1100.la 
THRIFT SAVINGS 
PLt\.N (TSP) 
BLBCTION FORM 

HRl\4 1100.24 
DONATBD LB.A.VB 
PROGRAM 

HRl\4 1100.lS 
BMPLOYBB 
MBDICAL FOLDBR 
(BMF) 

Description of Records 

a. Case files i:aeleding 
reeeHHE:enaatiens, apprev:ed 
neminatiens, eerrespendenee, reperts 
and related haH:deeeks pertai:aing te 
ageney spensered eash aH:d nan eash 
awa«ls seeh as i:aeentiYe w.vards, 
1.-vith in grade merit inereases, 
suggestiens, and eetstmding 
perfermmee. 

e. Cerrespendenee pertairang te 
a1.vards frem ether Federal ageneies 
er nan Federal erganizatiens. 

Cerrespendenee aad related 
materials en Seet=etary:'s aH:d 
A:dniinistFatet=' s Speeial Henef 
Award Qeality Seeeess Inereases, 
aad Speeial Aehi071ement Cash 
A1Nards fer eBtire A:geBey. 

Fefftl TSP 1 atttherizing ded1:letien 
ef empleyee eentrieatien te the 
Thrift Savings Plaa. 

Case files deeatHenting the reee�t 
aH:ti aenatien ef leaYe fer medieal 
emergeBeies, i:aeleding ree�ient 
applieatiens, ageBey appre:r1als er 
demals, medieal er physieiaa 
eertifieatiens, lea11e aenatien t=eeerds 
er OF 630 2A"", superviser/timekeeper
Bf>pre:r1als, lea11e tFaH:sfer reeerds, 
pa,YFell netifieatien reeet=ds, aH:d 
lea11e pregfflfft termi:aatien reeerds. 
}Jse kno11m as "leave eailk" reeerds. 

a. Leng term medieal reeerds as 
defined in 5 GFR Part 293, Sue13art 
B, inel-udes all empleyee 
eeeupatienal medieal reeerds (Y1hieh. 
�eledes empleyee
assistaH:ee/eeun:seling, patient, nan 

TSA Records Disposition Schedules 1 1-12 
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Disposition 

DestFey 2 years after 
appre:r1al er disappreYal. 

DestFey Y/B:eB 2 years 
el&.-

Cat eff at eBd ef fiseal 
year. DestF&y 3 years 
after eat eff. 

DestFey wheB 
superseaea er after 
separatien ef empleyee. 

DestFey 1 yem- after the 
eBd efthe year in v,rhleh 
the file is elesed. 

Authority 

GRS 1/12a(l) 

ORS 1/12a(2) 

ORS 1/13 

ORS 2/16 

ORS 1/37 



� 

, H&\1 1100-JfUMAN RESOURCES MANAGElvIE�'f .. 

Title Description of Records 

f)ersoneJ, a.ad eJ>iaemiologiceJ 
records) whether they are 
maintained in an aatomated, 
microform, or f)aper mode, and 
wherever located in the agency, are 
f)art ofthe BMF. 

Note: Occupational Medical 
Records considerea to he long term 
records ml¼st he maimained for the 
Ei"aration of emf)loymem, f)HiS 3 0 
years or for as long as the OPP is 
maintained, Y1hioh071er is longer 

1. Transfer employees 

2. SeJ>arated employees. 

Disposition Authority 

See 5 CPR Pert 293, GRS 1/21a(l) 
Sul>f)ert B for 
instractions. In 2004 it 
states that ,vhen an 
employee transfers to 
another Federal agency, 
the BMF Hll¼st he 
transferred to the 
gaiflHl:g agency at the 
same time as the 
emf)loyee's OPP. The 
BMF is to he aaaressed 
only to the gainmg 
agency's designated 
manager (meaiceJ, 
health, safety, or 
f)ersoBnel officer, or 
other designee) of the 

Transfer to NPRC, St ORS 1/21 a(2) 
Lol¼is, MO, 30 days 
after SeJ>aration. NPRC 
v1iU desa=oy 75 years 
after hirth date of 
emf)loyee; 60 years after 
date of the earliest 
aocWllent in the folder, 
if the date ofbirth 
caF.lfl:ot be ascertained; 

TSA Records Disposition Schedules 11-13 
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' HRM H0O--.tlUMAN RESOURCES MANAGEMENT 

Title 

HRl\4 1100.l(j 
PAYROLL 

HRM 1100.27 
TIMBoAND 
lVTTBNDANCB 

Description of Records 

h. Temi)orary or short term reeords 
as defifled iB the Federal Personnel 
Mantial (FPM). 

[NOTB: Bleetrome master files aad 
data bases ereated to supplement or 
replaee the reeords eo11ered hy GRS 
1/21 are BOt a-athorized for disposal 
tm.der the GRS. Sueh files must he 
seheduled oB aa SF 115 .] 

1. lBdi11idual Bmployee Pay 
Reeords. 

a. Pay reeord for eaeh employee as 
maiBtaiBed iB aa eleetfoBie database. 
This database may he a stBlld aloBe 
payroll system or part of a eomhiBed 
persomel/payroU system. 

l>. IadiYidual Pay Reeord, 
eomaifliag pay data OB eaeh 
emi)loyee ·withia an ageBey. This 
reeord may he iB pflf)er or 
mieroform hat aot iB maehiae 
readable form. 

2. Noaew:rent Payroll Files. Copy
of BOBeWTent payroll data as 
maiataiaed hy payroll serviee 
a\¼feaus iB either mieroform or 
maehiBe readable form. 

1. Leav=e A:pplieatioB Files. SF 71 
or eqw.7;:alent plus aRY supportiag 
doe\¼FflentatioB of requests aad 
Elf)proYals of lea11e. 

a. If employee initials time eard or 
eqai.7ral0ftt. 

Disposition 

or 3 0 years after latest 
separatioa, 7Nhiehe7;:er is 
later 

DestFoy 1 year after 
separatioa or transfer of 
employee. 

Update elements Blla!-or 
eatire reeord as 
re�ed. 

Transfer to NatioBal 
Persm.mel Reeords 
CeBter. DestFoy wheB 
56 years old. 

DestFoy 15 years after 
elose of pay yeB.f iB 
7.vhieh geBerated. 

DestFoy at eBd of 
following pay period 

Authority 

GRS 1/21h 

GRS 2/la 

GRS 2/lh 

GRS 2/2 

GRS 2/6a 

TSA Records Disposition Schedules 11-14 
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• · • 1BRM H0U-JfUMAN RESOURCES MANAGElvIE.NT 

Title Description of Records Disposition Authority 

E
WORD 
PROCESSING 
DOCUMENTS 

e. If empleyee has net iaitialed time DestFoy after G.A.O 
eB.fd er equivalent. 

2. Time and A.ttendanee Sem:ee 
Reeerds. AU time aH:d attendanee 
reeerds 1:lJ)en 1•.vhieh leave inpl¼t data 
is eased, saeh as time er siga in 
sheets; time eB.fds (saeh as Optienal 
Ferm 1130); flmcitime reeerds; lea1;e
applieatiens fer jm:y and military 
daty; and autheri2;ed prem:iatr1 pay 
er e1;ertime, maintaifled at duty pest, 
upen 1..Vffleh leaYe i:Bpl¼t data is 
eased. Reeerds may ee in either 
maehi.ne readable er paper farm. 

3. Time and Attendanee mpl¼t 
R:eeerds in either paper er maehi.ne 
readable farm used te inpl¼t time and 
attendaH:ee data inte a payreU 
system:, maifltaiaed either ey ageaey 
er payrell preeesser. 

4. LeEP;e R:eeerds. 

a. Reeerd ef empleyee lea1;e, saeh 
as SF 1150, prepB.fed upen transfer 
er sepBfatien. 

e. Creatiag ageney eef)y, ,....,hen 
maifltaifled . 

.:- Copies of records described in this 
sche e that have no further 
adminis ·ve value after the 
recordkeeping· y is made . 
Includes copies m ·ned by 
individuals in personal 
personal electronic mail direc ·es,
or other personal directories on h 
disk or network drives, and copies 

aaait er 1Nhen 3 yeBfs 
eld, 'llmehe1;er is 
seener. 

DestFoy after GA.O 
aaait or 1Nhen 6 yeBf 
eld, whi.ehei;er is 
seener. 

DestFoy after GAO 
aadit er ,vhen 6 yeB.fs 
eld, whiehei;er is 
seoaer. 

File en right side efthe 
OPF. See HRM 1100.2. 

DestFoy ,..-,,hen 3 yeBfs 
ekh 

troy within 
e 

recordkeep1 copy has 
been produced. 

GRS 2t6e 

GRSs2/7 

GRS 2/8 

GRS 2/9(a) 

GRS 2/9(h) 

Superseded by Job/  Item number: 

(o�S 5" .\ 2,�m D1o lDA�---6RS-V>\b \ 
Date (MM/DD/VYYY): - 0 0 \ (, - C>O O 2-)
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• HRM 1100-HUMAN RESOURCES MANAGEMENT 

Title Description of Records Disposition Authority 

ared network drives that are 
roduce the 

ies of records described in 
this sclie used for dissemination, dissem ·on, revision, 

·rev1s1on, or up that are or updating is lete. 
maintained in addition 
re dk ��c eepjngcopy. .,..., _ _.,_,,.,,_-----------,---,-,-----_, ---....--------

1.. i . 
, ' !

) : : ; 

_ .  

, ,' ..J 

SupefNded by Job /  Item number. 

\-\(,.... c '2b C �o1..- 6 R� ✓ 2o u; ✓ oo 
.-:.u lMMIDDNYYV): 

fsS�J? f i�Tu&&M-J 1}0 3TUJ�1-b11 �  
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