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REQUEST FOR RE(1)Rfi~· AUTHORITY ~ (LEAVE BLANK) 

JOB NUMBER /zl- S'~O 
To· NATIONAL ARCHIVES and RECORDS ADMINISTRATION (NIR) 

WASHINGTON, DC 20408 DATE RECEIVED 

1 FROM (Agency or establishment) NOTIFICATION TO AGENCY 

Department of Homeland Secunty 

2 MAJOR SUBDIVISION 

Transportation Secunty Admmistratron In accordance with the provisions of 44 USC 
3303a, the disposinon request, mcludmg 

3 MINOR SUBDIVISION amendments, IS approved except for Items that 

Office of Trammg and Quality Performance (TRNQP) 
may be marked OdlsposltlOn not approvedO 
OWlthdrawnO m column 10 

or 

4 NAME OF PERSON WITH WHOM TO CONFER 5 TELEPHONE DATE 

Arthur McCune, Jr. 571/227-2076 

6 AGENCY CERTIFICATION 

I hereby certify that I am authonzed to act for this agency in matters pertammg to the d of ItSrecords and that the records 
proposed for disposal on the attached ~ page(s) are not now needed for the bus mess of this agency or WIllnot be needed after the 
retention penods specified, and that wntten concurrence from the General Accountmg Office, under the provisions of TItle 8 of the 
GAO manual for GUidance of Federal Agencies, 

IS not required, X ISattached, or has been requested 

DATE TITLE Records Management Officer 

06/02/03 

7 Item 8 DESCRIPTION OF ITEM AND PROPOSED DISPOSITION 9 GRS OR SUPERSEDED 10 ACTION TAKEN 

(NARA USE ONLY)No JOB CITATION 

**See Attached** 

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



P~~O-TRAINING AND QUALITY PEIU'ORM~CE
 

This category IS for general correspondence and related papers pertaining to polley, plans, 
and procedures related to Training and Quality Performance. 

Title Description of Records Disposition Authority 

:fR.1'JQ 1900 bSffeSflSftaeftee, letteFs, bHt s# at eHa sf Hseal GRS 2311 
ADMINISTRATNE memereedams, FeflsFts, aHa stheF yeaL Destroy vt'heft 2 
FILES FeeSFaS '.vhieh aFe fleFtmeftt te yeaFs sla. 

fSHtiHg mtemal aamiHlstfatl','e aHa 
hSHselEOeeflmgaetl','lties afta ftst the 
flaFtleHlaf mftetisft fef 'Nhieh the 
hslamg sffiee eXists. 

Item 1. 
TRNQ 1900.1 Office file copies mamtamed In Cut off at end of fiscal N1-560-03-10/1 
CHRONOLOGICAL office. Extra copy of outgoing year. Destroy when 3 
OR READING correspondence, letters, years old. 
RECORDS' memorandums, reports, and other 

records which are pertinent to 
routing Internal administrative and 
housekeeping activities and not the 
particular function for WhIChthe 
holding office exists, 

TRNQ 1900.2 Copies ofTSA Broadcast e-mail REFER TO ADMIN NI-560-03-2, 
TSA BROADCAST messages mamtained at 200.21 FOR Item 13. 
E-MAIL MESSAGES Headquarters for informational DISPOSITION OF 

purposes and filed chronologically RECORDS 
by date of receipt. 

Item 2. N 1-560-03-1 0/2 
TRNQ 1900.3 Reports covenng all subjects Cut off at end of fiscal 
REPORTSAND Included under this pnmary year. Destroy when 3 
STATISTICS subject. Includes annual report to years old. 

Congress. Case file by type of 
report as necessary. 

Item 3. 
TRNQ 1900.3.1 General and substantive reports, Cut off at end of fiscal NI-560-03-10/3 
SUBST ANTIVE studies, progress reports, and year. Transfer to FRC 
REPORTS reports of significant 10 years after cutoff. 

accomplishments. Case file Destroy 15 years after
 
special or one-time reports as cutoff.
 
needed.
 

TSA Records Disposition Schedules 19-1 As of 5/1812004 



Title Description of Records Disposition Authority 

Item 4.
 
TRNQ 1900.4
 
PLANNING 

TRNQ 1900.5 
COMMITTEES, 
MEETINGS, 
AND 
CONFERENCES 

TR.~Q 1900.5.1 
CONFERENCE 
ARRANGEMENTS 

TR.~Q 1900.() 
TRAINING 
PROGRAM:8 

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

Committees, meetings, and 
conferences relating to 
establishment, organizatIOn, 
membershIp, and polIcy of internal 
commIttees pertaining to Trammg 
and Quality Performance activIties 
and functions. Subdivide 
committees and conferences, if 
necessary, and shO'l'lnanle and 
date span of folder. 

Case file record copy of mmutes 
and related materials, including 
agendas and final reports. 

Include such material as meetmg 
arrangements, invitations, extra 
copIes of agendas, 
accommodatIOns, authority to 
attend, worle papers, acceptances, 
and regrets. 
General matenal relatmg to 
courses and progranlS sponsored 
by other Federal Agencies. 
NOTE: SpecIfic traimng 
courses/programs should be case 
filed by course title under the 
appropriate tertiary belo,>',',and If 
necessary, subdiVIde by type of 
trammg, I.e., technICal, 
managenal, superVIsory, or 
clerical. 

Cut off at end of fiscal N1-560-03-10/4 
year. Destroy when 3 
years old. 

Destroy 2 years after GRS 16/8a 
termmation of 
commIttee. 

Destroy when 3 years GRS 16/8b( 1) 
eM 

Destroy 'Nhen 3 years GRS 16/8b(2) 
elEh 

Destroy 'Nhen 5 years GRS 1I29b 
old or ,<,;hensuperseded 
or obsolete, ,•."hlChever is 
sooner. 

TSA Records Disposition Schedules 19-2 As of 511812004 



; I .. ... 
TRN~90~rRAINING AND QUALITY PERFOkMANt::E 

Title	 Description of Records Disposition Authority 

TRNQ 1900.6.1 a. Geaeral mateflal felating te +SA DestFoy 't't'Hen ~ ;'eaFS GRS 1129a(1) 
TSA TRAINING tfalHlHg eel:l:fSeSae't'elepea ana/ef ela ef 'i't'Hen Sl:l:f3efSeaea 

spensefea by tHe Ageney. ef ebselete, ViHieHevef 15 

seenee 

ITEM 5.	 b. Master file of specific TSA PERMANENT. Close N1-560-03-10/5 
trairung programs or courses File when course 
developed by Agency offices material is superceded. 
includmg matenal, course Transfer to NARA 5 
descnption, and other pertinent years after close of file. 
matenal. 

ITEM 6. c. All Other Copies of specific Destroy when N1-560-03-10/6 
courses. superceded or no 

longer needed. 

~R.~Q 1900.(;.~ Genefal aod ease file mateflal DestFoy 't't'Hen ~ yeafs GRS 1I29a(1) 
IN+gRAGgNG¥ felating te eel:l:fSeSef pfegFafRS ela ef ~ ;'eaFS aftef 
+Rl\INING spensefea by Agenmes WltHIHtHe eemplehen ef speeifie 

Department	 tfainlng 13fegFafR. 

~RNQ 1900.(;.3 Geneml aod ease file mateflal DestFoy WHen ~ yeaFS GRS 1129b 
FgDgRA:L AGgNG¥ felatlHg te eel:l:fSeSana pWgFams ela ef ~ yeaFS aftef 
+RAINING spensefea by etHef Feaeml eempletien ef speeifie 

Ageneies.	 tFalHlHg pWgFaITI, 
whieheYeF is soooeF. 

~RNQ 1900.(;.4 Geneml mateflal, ease file DestFoy WHen ~ yeafs GRS 1I29a( 1) 
FgDgRAL FLIGH+ mateFial, aod eerrespenaenee ana ela ef ~ yeaFS aftef 
DgGK OFFIGgR feperts felating te eeUfses ana eempletien ef speeifie 
+RAINING pwgmms spensefea by tHe +SA, tFalHlHg pWgFaITI. 
PROGRA14 EXCLUDING masteF files ooted 

io 1900.(;.1. 
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..· -,
TRN~90~-TRAINING AND QUALITY PERFOftMANCE 

Title 

TR.~Q 1900.6.5 
CREVl MEMBER 
SELF DEFENSE 
TRt\INING 
PROGRAM 

TR.~Q 1900.6.6 
STATE TRAIl'J"ING 

TRNQ 1900.6.7 
TRA:Il'tIl'tG 
INSTITUTIONS 

Item 7 
TRNQ 1900.7 
TRAINING 
FACILITIES 

Description of Records 

General material, ease file 
material, correspondence and 
reports relatmg to courses and 
programs sponsored by the TSA, 
EXCLUDING master files Bated 
iB 1900.6.1. 

General matenal relating to 
courses and programs sponsored 
by the States. Case file matenal 
State sponsored courses or 
programs. 

General matenal and case file 
matenal relatmg to courses and 
programs sponsored by traming 
mstItutIOns such as, unIversities, 
colleges, and pnvate mdustry. 

Materials relating to available 
trammg facilities includmg 
equipment used for trammg 
purposes and room arrangement. 

EXCEPT: Purchase Orders, 
requisitions, and the like used to 
acquire facilities, see ACQ 300.4 
for senes description and retention 
senes. 

Disposition 

Destroy v/hen 5 years 
old or 5 years after 
completion of specific 
trammg program. 

Destroy vlhen 5 years 
old or 5 years after 
completIOn of specific 
training program, 
whiehe'ler is SOOBer. 

Destroy 'Nhen 5 years, 
old or 5 years after 
completion of speCific 
trainmg program, 
whieheyer is SOOBer. 

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

Authority 

GRS 1/29a(1) 

GRS 1I29b 

GRS 1I29b 

N1-560-03-10/7 

TSA Records Disposition Schedules 19-4 As of 5118/2004 
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TRN ~i90(}.-!-LTRAINING AND QUALITY 

Title	 Description of Records 

Item 8.	 Case files of individual employee 
TRNQ 1900.8	 traimng. Include copres of 
GENERAL TRAINEE	 individual training plans, course 
FILES	 records, request, authorization, and 

completion forms. 

EXCEPT: Official TSA files 
maintamed in Official Personnel 
Folder (OPF). 

EXCEPT: Fiscal copies see FIN 
1000.5. 

TRNQ 1900.9 
SCREENER	 Case files of individual employee 
TRAINEE FILES	 traimng mcludmg screener 

trammg. The file includes copies 
of mdividual trammg plans, course 
records, requests, authonzations, 
and completion forms. 

Item 9.	 a. Active employees 

Item 10.	 b. Terminated employees 

EXCEPT: Official TSA files 
maintained in Official Personnel 
Folder (OPF). 
EXCEPT: Fiscal copies see FIN. 

Item 11. 
TRNQ 1900.10 a.	 General matenal and 
AUDIOVISUAL	 correspondence relating 

audio-visual matenals 
created withm TSA 
mcludmg copies of that 
matenal filed with DHS 
and other Government 
agencies, 

TSA Records Disposition Schedules	 19-5 

PERFOkMANLE 

Disposition Authority 

Destroy when 5 years, Nl-560-03-10/8 
old or 5 years after 
completion of specific 
training program. 

Destroy when 5 years Nl-560-03-10/9 
old or 5 years after 
completion of specific 
traimng program. 

Destroy 3 years after Nl-560-03-1 Oil0 
termination of 
employment. 

a. Cut off at end of fiscal Nl-560-03-10111 
year. Destroy 5 years 
after cut off. 

As of 511812004 



• 'It 

TRN190~·ITRAINING AND QUALITY 

Title 

TRNQ 1900.11 
PHOTOGRAPHS 

Item 12. 

Item 13. 
TRNQ 1900.12 
SOUND RECORDS 

Description of Records 

Contams photographs and 
background matenal and activities 
related to the mission of TSA. 
Also, mcluded IScorrespondence, 
requisitions, cost estimates, and 
clearances with other Government 
agencies. 

a. Photographs that document 
historical TSA personalities, 
events, and activities. 

b. Photographs ofroutIne a'tVards 
ceremomes, social events, and 
activities not related to the 
mission of TSA. 

c. Internal personnel and 
admimstrative traInmg filmstnps 
and slides of programs that do not 
reflect the mIssion of TSA. 

a. AudIO tapes, slides and 
cassettes of activities produced by 
and related to the mission of TSA. 

RecordIng of meetings made 
exclUSIvely for note takIng or 
transcnption. EXCLUDING 
recording ofproceedmgs of 
Presidential commissIOns and 
other executive commissIOns. 

PERF01tMANCE 

Disposition Authority 

PERMANENT. Cut Nl-560-03-10/12 
off file at end of fiscal 
year. Transfer 5-year 
accumulation to NARA 
WIth related findmg aids 
5 years after cutoff. 

Destroy when 1 year 
ekl-: 

Destroy 1 year after 
completion of trainmg 
program. 

PERMANENT. Cut Nl-560-03-10113 
off file every 5 years. 
Transfer 5 year 
accumulation with 
related findmg aid to 
NARA 5 years after cut 
off. 

Destroy ImmedIately GRS 21122 
after use. 

TSA Records Disposition Schedules 19-6 As of 5/18/2004 
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TRN~'190()....-o1.TRAINING AND QUALITY PERFORMANCE 

Title 

Item 14.
 
TRNQ 1900.13
 
VIDEO RECORDINGS 

TRNQ 1900.14 Item 
15. 
RADIO, TELEVISION, 
AND MOTION 
PICTURES 

Item 16. 

Description of Records 

a. Motion picture films and Video 
recordings. Agency generated, 
acquired, sponsored, or gathered 
motion picture films and video 
recordings that document 
histoncal TSA personalities, 
events, and activities. NOTE: 
For permanent film, NARA wants 
the preprint (ongmal, negative or 
positive intermediate, plus a 
second print or videotape copy. 
For permanent video recording, 
NARA wants the original or 
earliest generation plus a second 
copy. 

b. Programs acqUired from 
outside sources for personnel and 
management training. 

c. Internal personnel and 
admlRlstratIve trammg programs 
that do not reflect the mission of 
the agency. 

d. Routine sCientific, medICal, or 
engmeenng recordmgs. 

General correspondence, articles, 
statistical data, notes, and other 
documents pertaining to the 
Agency's relations With the 
media. 

TSA produced Brochures and 
newslpress releases not found 
elsewhere. 

Disposition 

PERMANENT. Cut 
off file every 5 years. 
Transfer 5 year 
accumulation with 
related finding aid to 
NARA 5 years after cut 
off. 

Destroy 1 year after 
completion of trainmg 
progranl. 

Destroy 1 year after 
completion oftraming 
program. 

Destroy when 2 years 
old or 'Nhen no longer 
needed. 

Cut off at end of fiscal 
year. Destroy 5 years 
after cut off. 

PERMANENT. Cut 
off file at end of year. 
Transfer 5 year 
accumulation With 
related finding aid to 
NARA 5 years after cut 
off. 

Authority 

Nl-560-03-10/14 

GR821/14 

GR821117 

GR821119 

Nl-560-03-10/15 

NI-560-03-10/16 

TSA Records Disposition Schedules 19-7 As of 511812004 
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TRN rI90()"'-!-!TRAININGAND QUALITY PERFORMANCE 

Title Description of Records Disposition Authority 

Item 17. 
TRNQ 1900.15 
CONTROLLED 
CORRESPONDENCE 

Copies of mcommg/outgoing 
correspondence pertaining to all 
areas of responsibility of the 
Office of Traimng and Quality 
Performance and mamtamed by 
the correspondence manager. 

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

NI-56-03-10/17 

Item 18. 
TRNQ 1900.16 
WEEKLY 
REPORTS 

Item 19. 
TRNQ 1900.17 
OFFICE OF 
TRAINING AND 
QUALITY 
PERFORMANCE 
POLICY 
MEMORANDUMS 

Copies of Office of Training and 
Quality Performance Weekly 
Reports submitted to the TSA 
Admmistrator for submission to 
the Secretary, Department of 
Homeland Security 

Copies of all policy 
memorandums and guidance 
memorandums imtiated in the 
Office of Training and Quality 
Performance. 

Cut off at end of fiscal 
year, destroy when 2 
years old. 

PERMANENT. Cut 
off file every 5 years. 
Transfer 5 year 
accumulation with 
related finding aid to 
NARA 5 years after cut 
off. 

NI-560-03-10118 

NI-560-03-10119 

J:R.~Q 1900.18 
FeI}eRAb AIR 

MARSHAb ~FM.4) 
+R:A:lNING 
PROGR:l\M 

GeHefal material, eeffeSpeHaeHee 
aHa fepeFts felatmg te eel:lfSeS aHa 
pfegfams SpeHSefea by the +SA, 
EXCLUDING masteF files 
Bated iB 1900.6.1. 

DestFay ,<'"heH§ yeaFS 
ela er § yeaFS aftef 
eempletieH ef Speel'He 
tfaiHmg pmgfam. 

GRS 1I29a(1) 

J:R.~Q 1900.19 
lAW 
ENFORCeMeN+ 
OFFICeRS +RAINING 
PROGRAM 

GeHeml material, ease file 
material, eeffeSpenaeHee aHa 
fepeFts felatiHg te eel:lfSeS aHa 

pmgrams SpeHSefea by the +SA, 
EXCLUDING masteF files 
Bated iB 1900.6.1. 

DestFay wheH § yeaFS 
ela ef § yeaFs aftef 
eempletieH ef speeifie 
tmiHmg pmgmm. 

GRS 11 29a(1) 

TSA Records Disposition Schedules 19-8 As 0[5/1812004 
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TRN '190~TRAINING AND QUALITY PERFORMANCE 

Title Description of Records Disposition Authority 

TR.l\JQ 1900.20 
FEDERAL 8ECURITY 
DIRECTOR (F8D) 
TRAINING 
PROGRAM 

TRNQ 1900.21 
A88I8TANT 
8ECURITY 
DIRECTOR (AF8D) 
TRi\INING 
PROGRA}'4 

TR.l\JQ 1900.22 
FREEDOM OF 
INFORMATION ACT 
RE8PON8E 

TR..l\JQ1900.23 
REGULATORY 
IN8PECTION 
TRAINING 

General material, case file 
matenal, correspondence and 
reports relatmg to courses and 
programs sponsored by the T8A 
EXCLUDING master files 
Boted iB 1900.6.1. 

General matenal, case file 
matenal, correspondence and 
reports relatmg to courses and 
programs sponsored by the T8A, 
EXCLUDING master files 
Boted iB 1900.6.1. 

Copies of the Office of Traming 
and Quality Performance reply to 
Freedom of InformatIOn Act 
requests. 

General matenal, case file 
matenal, correspondence and 
reports relating to courses and 
programs sponsored by the T8A, 
EXCLUDING master files 
Boted iB 1900.6.1. 

Destroy when 5 years 
old or 5 years after 
completion of speCific 
traming program. 

Destroy when 5 years 
old or 5 years after 
completIOn of speCIfic 
trammg program. 

Cut off files at end of 
year. Destroy 6 years 
after cut off. 

Destroy 'llhen 5 years 
old or 5 years after 
completIOn of speCific 
training program. 

GR8 1129a(l) 

GR8 1I29a(l) 

GR811/3 

GR8 1I29a(l) 

TSA Records DIsposition Schedules 19-9 As of 5118/2004 
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TRNt190~TRAINING AND QUALITY PERFOia1ANtE 

Title Description of Records Disposition Authority 

TR.~Q 1900.24 
BUDGET 
INFORMATION 

TR..~Q 1900.25 
ACCOUNTABLE 
OFFICERS' FILES 

TR..~Q 1900.2(i 
TRAVEL 

Budget Background Records. 
Cost statements, rough data and 
similar matenals accumulated m 
the preparatIOn of annual budget 
eStimates, meludmg duplicates of 
budget estimates and justifications 
and related appropriation 
language sheets, narrative 
statements, and related schedules; 
and origmating offices' copIes of 
reports submItted to budget 
offices. 

a. All other budget reports. 

Contams contract, grant, MOU, 
inter and mtra agency agreements, 
reqUIsition, purchase order, lease, 
and bond and surety records, 
including correspondence and 
related papers pertammg to 8:'Nard, 
admmistratIOn, receIpt, mspectIOn 
and payment. 

Copies of Travel Authonzation 
and Travel Vouchers for Office of 
Traimng and QualIty Performance 
Staff and background informatIOn 
pertaining to travel 

DestFOY 1 year after the 
close of the fiscal year 
covered by the budget. 

DestFOY 3 years after 
the end of the fiscal 
yeaf-: 

DestFOY 6 years and 3 
months after penod 
covered by account. 

DestFoy 6 years after 
the penod of account. 

GRS 5/2
 

GRS 5/3 

GRS (ilIa 

GRS91la 
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TRN '190~TRAINING AND QUALITY PERFORMANtE 

Title Description of Records Disposition Authority 

Nl-560-03-10, Item 20.
 
Electronic Mail and Word Processing System Copies Series Descriptions and Dispositions
 

Copies that have no further administrative value after the recordkeepmg copy IS made. Includes 
copies mamtamed by individuals m personal files, personal electronic mail directones, or other 
personal directories on hard disk or network dnves, and copres on shared network dnves that are 
used only to produce the recordkeepmg copy. 

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

Copies used for dissermnation, revision, or updatmg that are mamtamed m addition to the 
recordkeepmg copy. 

DELETE when dissemination, revision, or updating is complete. 

NOTE: Some Training and Quality Performance (TRNQP) 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. 
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