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REQUEST FOR RECORDS DISPOSITION AUTHORITY (LEAVE BLANK) 

JOB NUMBER "/71-��0-t) if-/ 
To: NATIONAL ARCIIlVES and RECORDS ADMINISTRATION (NIR) 

W ASIDNGTON, DC 20408 DATE RECEIVED //- 3-.;;;lCJc)3 
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---------------------------1 3303a, the disposition request, including 

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

Office of Acquisitions DwithdrawoD in column 10. 

4. NAME OF PERSON WITH WHOM TO CONFER S. TELEPHONE DATE 

Arthur McCune, Jr. 571 /227-2076 1-/S-tJV 

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 X has been requested. 

DATE SIGNATURE OF AGENCY REPRESENTATIVE TITLE 

10/29/03 f� Records Management Officer 

7. Item 8. DESCRIPTION OF ITEM AND PROPOS 9. GRS OR SUPERSEDED 10. ACTION TAKEN 
(NARA USE ONLY) No. JOB CITATION 

**See Attached** 

115-109 PREVIOUS EDITION NOT USABLE STANDARD FORM SF 115 (REV. 3-91) 
Prescribed by NARA 36 CFR 1228 
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• 0 

ACQ Too-OFFICE OF ACQUISITIONS 

This Category deals with policy, procedures, regulations, and operations relating to the 

procurement and contracting of commodities, services, and supplies for TSA programs and 

administrative needs. 

Title Description of Records Disposition Authority 

l)ACQ 300 General material and Cut off at end of fiscal 
ACQUISITIONS correspondence relating to year. Destroy when 3 

Procurement and Contracts too years old. 
broad in scope to be filed under 
one of the specific subjects 
below. 

2)ACQ 300.1 Routine reports covering all Cut off at end of fiscal 
REPORTS AND 
STATISTICS 

3)ACQ 300.2 
PLANNING 

A:�Q �00.� 
GGMMI++BBS, 
t4EB+ING8, 2t\NI) 
GGNFERENGBS 

subjects included under this 
primary subject. Case file by 
type of report as necessary. 

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

Files contain drafts, background 
material, annual work plans, 
budget estimates, and final 
documents relating to program 
planning. 

a. Reeafds Felatifl:g ta 
estaelisfl:Hlem, aFgani�atiaB, 
memeeFShip, and paliey af 
ietemal eammittees penaieiag ta 
proem:emem and eaooaets 
aeti•;ities and fuB:etiaas. 
8Hhdi1ride eammittees and 
eaafefeaees, if aeeessaey, and 
sha•N Bame and date span af 
feleef. 

a. Gase Hie FeeaFd eapy af 
minates and Felated materials, 
ineludieg ageadas, and fmal 
Feparts. 

year. Destroy when 3 
years old. 

Cut off at end of fiscal 
year. Transfer to FRC 3 
years after cut off. 
Destroy 15 years after 
cut off. 

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

DestFey � yeaFs aftef GRS 16/8a 
tennieatiaa af 
eammittee. 

DestFey •Nhea 3 yeaFs GR:8 16/8a(l) 
el&.-

TSA Records Disposition Schedules 3-1 
Nl-560-04-1 



...· •  • 
ACQ 300-OFFICE OF ACQUISITIONS 

Title 

4) ACQ 300.3.1 
Arrangements 

5) ACQ 300.4 
BUSINESS 
AGREEMENT FILES 
(CONTRACT FILES) 

Description of Records 

Includes such material as meeting 
arrangements, invitations, extra 
copies of agendas, lodging 
accommodations, authority to 
attend, workpapers, acceptances, 
and regrets. 

Contains contract, grant, MOU, 
inter and intra-agency 
agreements, requisition, purchase 
order, lease, and bond and surety 
records, including 
correspondence and related 
papers pertaining to award, 
administration, receipt, 
inspection and payment. 

Contains requested written and 
electronic responses to requests 
for proposals from contractors 
including technical proposals, 
cost proposals, and staff 
proposals. Files also contain 
reference copies of contracts 
awarded for supportive services 
for research studies in TSA, 
slides sent in as examples of 
negotiation and analysis of 
proposals. 

Acquisitions or purchase 
· 1 file copy, and related 

papers. anged monthly 
by contract nn..,.b<»· 

1. Transactions equal to or 
more than $100,000 and 
all construction contracts 
exceeding $2,000. 

Disposition Authority 

Destroy when 3 years 
old. 

estroy 6 years and 3 

mo after closeout or 
final pa,rift_,t Superseded by: 

NI-r,o ·n.-S/IAI 
DATE (MM/DDNYYY): 

0 I /11-/• a.t? 11 

TSA Records Disposition Schedules 3-2 

Nl-560-04-1 
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ACQ 300-OFFICE OF ACQUISITIONS 

Title 

6) ACQ 300.4.1 
Unsolicited Proposals 

7) ACQ 300.4.2 
Claims, Protests, 
Investigations, Cases 
Pending in Litigation, 
or Similar Matters 

2
4,.CQ 300.4.3 
Files fer Cancelled 
8elieitatien 

Description of Records 

construction 
contracts under $2,000 

. elected case (by the 
Chief · sition Officer) 
that set prece e are 
unusual and pertain to 
major innovations. 
(Obligations of more than 1 
million dollars.) 

b. Obligatien eepy. (This eepy 
is maintained by the Offiee ef 
Finaneial Management 8ee 
FIN 1000.10.1) 

e. Other eepies efreeerds 
deseribed a-be,.,e used by 
cempenent elements ef a 
procurement effiee fer 
administrative purpeses. 

icited proposals and related 
review files dence 
if filed separately from a contrac 
file. 

--d�es correspondence and 
other doc:imleJ.'*-!N:e].ated to 

decisions. 

(1) Fermal selieitatiens ef effers 
te provide produets er services 
(e.g , Invitatiens fer Bids, 
Requests fer Propesals, Request 
fer Quetatiens) whieh were 
eaneeled prier te award ef a 
eentraet. The files inelude 

• 

Disposition Authority 

Destroy 3 years after Superseded by: 
final payment. kf-S(O-l}�J,1A'

DATE (MM/DB/YYVY): 
01/1-:,./�011• 

Transfer to FRC 2 years 
after final payment. 
Destroy 25 years after 

Superseded by:final payment. 
hl--S6fJ-/ - IA 
DATE (MM/DD VYY): 

01/11/�olj 
DestFey ,vben funds are GR8 3/3b 
ebligated. 

DestFey upen GR8 3/3e 
terminatien er 
eempletien 

Cut off at end of fiscal Superseded by: 
year. Destroy when 3 �l-SI0-1� -I/)..

DATE (MM/DD/YYYVJ 
o•f,rj�orr 

Destroy 3 years after 
Superseded by:claim is closed. 
Jvl-Slo-1-:,,-fJ
DATE (MM/DNYVV) 

Ol/t?/4.ol?
. ; 

DestFey 5 years after GR8 3/Se(l) 
date ef eaneellatien. 

TSA Records Disposition Schedules 3-3 
Nl-560-04-1 



/yl·S6D-a•J/'t DATE (MM/Do1vvvv): 

Rewrn to bidder. GRS3/5e(2) 

Destroy 2 years after 
eompletioB or 
eaneellatioH: of 
reqeisitioH:. 

DestroywheH: 6 months 

GRS 3/8a 

GRS 3/8b 

· •  • 
ACQ 300-OFFICE OF ACQUISITIONS 

SOURCES OF property lists and pnc · . 
SUPPLY 

011!1/�01?
9) ACQ 300.8 Consists of correspondence, Destroy when ........,,,__T, �=--'---
POLICY drafts, notes, regulations, and superceded or obsolete. 

other related documents 

TSA Records Disposition Schedules 3-4 
Nl-560-04-1 

Title 

ACQ 300.S 
REQUISITION FILES 

lA,.CQ 300.(; 
GENERAL TRAVEL 
AN9 
TRANSPORTATION 

1".cCQ 300.6.1 
Commereial Freight 
and PasseH:ger 
Transporta-tioH: Files 

8) ACQ 300.7 

Description of Records 

presolieita-tioH: doemneH:tatioH: OB 
the reqairemeH:t, any offers that 
were opeH:ed prior to the 
eaneellatioH:, doeWH:eH:tatioH: OB 
any Go11ernmeH:t aetioH: Hp to the 
time of eaneellatioB, and 
eYideH:ee of the eaneellatioH:. 

2. UH:opeH:ed bids. 

ReqaisitioH:s for sH-pplies and 
eqeipmeH:t for eurreH:t iw;eH:tory. 

a. Stoekroom eopy. 

b. All other eopies. 

RoutiH:e administrati•;e reeords 
i�eladiB.g eorrespoH:deH:ee, forms 
and related reeords pertainiH:g to 
eommereial and H:OH:eommereial 
ageH:oy travel and transportatioB 
and freight fi.metioH:s. 

IsSHiH:g offiee eopies of 
Go11ernmeH:t or commercial bills 
ofladiH:g,passeH:ger 
transportatioH: voaohers, 
transportatioH: reqeests, travel 
a-uthori2iatioH:s, and sH-pportiH:g _ 
docWH:eH:ts. 

h as catalogs, surplus 

Disposition Authority 

ekh 

Cut off at eH:d of fiscal 
year. Destroy •.vheH: 2 
years old. 

Destroy 6 years after 
period of accormt. 

Destroy in agency 
when no longer needed. 

GRS 9/4a 

GRS 9/lc 

Superseded by: 



• • 

3-5 

ACQ 300-OFFICE OF ACQUISITIONS 

Title Description of Records Disposition 

pertaining to the Office of 
Acquisitions' policies. 

10) ACQ 300.9 
E-MAIL AND WORD 
PROCESSING 
DOCUMENTS 

(a) 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 

Delete/destroy within 
180 days after the 
recordkeeping copy has 
been produced. 

network drives, and copies on 
shared network drives that are 
used only to produce the 
recordkeeping copy. 

(b) Copies used for 
dissemination, revision, or 
updating that are maintained in 
addition to the recordkeeping 

Delete when 
dissemination, revision, 
or updating is complete. 

Authority 

,-- _ ....,..,.. , ,
' �� ·, . 

--.-..... -----·-------�PY,._· ______ �-----� ------- -- . ' 

TSA Records Disposition Schedules 
Nl-560-04-1 




