
'. (LEAVE BLANK) REQUEST FOR RECORDS DISPOSITfON AUTHORITY
 

/
 
JOB NUMBER 

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 

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

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

Office of Model Workplace Program (MWPP) DwithdrawnD in column 10. 

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

Barry D. Walters 571/227-1139 Jf1A. W -.- ~~ 
(3,/5.06. 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 ofthe 
GAO manual for Guidance of Federal Agencies, 

o is not required; 0 is attached; or IS has been requested. 

DATE SIGNATURE OF AGENCY REPRESENTATIVE TITLE 

06/07/04 Director, Office of Information Management 
Programs 

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 GRS OR SUPERSEDED 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 115 (REV. 3-91) 
Prescribed by NARA 36 CFR 1228 



27t- MODELWORKPLACEPROGA .. 

CODE & ITEM DESCRIPTION DISPOSITION AUTHORITY 

2700 
General Records 

J 7()9. 9.1 GefH~Rsea ef I!FogFammatie FeeoFds, as Gefltaet the Offiee ef DO NOT 
UBseheduled aefiflea by the ~regrafH effiee's see~e aRa 

Fes~eflsibilities, that aFe fHaiRtaiRea by the 
IflrormatieR 
MaRagefHeRt " DESTROY 

~regram effiee aRa Ret ethenvise eeveFea by aR 
~~reJ;ea ReeeFas Dis~esitieR 8eheaHJe. 
PregraHHflatie FeeeFas aFe aefiflea as 
HRiEj:HeFeeeFas gefleFatea eF fHaiRtaiRea roF 

PregrafHs te seheaHJe 
HRseheaHJea FeeeFas. Action needed 10 

i'il::9fJu,.estdisposit~oll 
. futthority. . 

FeeeFa eF iRrormatieR by a s~eeifie ~regrafH 
~ 

NQ~E: +ypieally Hsea ,,,,'heRRew flf!'lgfams afe . -, "1 • , 
aeveleflea that fesHIt iR the efeatieR ef feeefas Ret 1<~: 
eevefea elsey/hefe a)' aft atJflfevea aisflesitieR 
at:Ithefity. . ., 

.J 
; 

;. ~" 

·.I~c• 
.. ~~. . '. , 

J 7()9. 9. J Gem~Fisea ef admiBistFati';e FeeOFds FelatiRg te DestFoy ,,,,,hefl 2 CRS 2311 
8eheduled the iflternal aafHiflistFatieR eF heHsekee~iRg yeaFs ela. 

aetivities ef the effiee FatheF thaR the mRetieRs 
roF whieh the effiee e*ists. IR geReFal, these 
FeeeFas Felate te the effiee eFgaRi:1!:atiefl,staffiRg, 
~FeeeaHFes, aRa eeFRFR\:lRieatieRs, iRelHaiflg 
faesifHile fHaehiRe legs; the e*~eRairuFe ef mRas, 
iRelHaiRg bHaget FeeeFas; aay te aay 
aafHiRistFatieR ef effiee ~eFseRRel iRelHaiflg 
tFaiRiflg ana tFa'l'el; sH~~lies aRa effiee seF¥iees 
aRa eEJ:Hi~fHeRtFeEj:HestsaRa Feeei~ts; aRa the Hse 
ef effiee s~aee aRa Htilities. 'Fhey fHay alse 
iRelHae ee~ies ef iRternal aeti'l'ity aRa "l,'eREleaa 
Fe~eFts EiRelHaiRg weRE ~Fegress, statistieal, aRa 
flaFFati>,'eFe~eFts ~Fe~aFea iR the effiee aRa 
rof'WaFaea te higheF le' ..els~ ana etheF fHateRals 
that ae Ret seF¥e as HRiEJ:HeaeeHfHeRtatieR ef the 
~regFafHs ef the effiee. 

NQ~E: Gffiee aamiRistFati ...e feeefas aesefiaea 
abe'fe afe feeefas fetaiRea ay aft efigiRatiRg effiee as 
its feeefa ef iRitiatieR ef aR aetieR, feEtHest,ef 
fesfleRse te feEtHestsfef iRfeffRatieR. +his item fRay 
ae aflflliea eRly te seflafate aamiRistFati'fe feeefas 
eeRtaiRmg sHeh feeefas as eeflies ef aeeHmeRts 
sHafRittea te the Meael \VeFi'fllaee PfegFafR. 

2700.1 
Workshop 
Programs 

Contains information concerning workshops, 
conferences, meetings to include Agendas, 
Program Development, Attendees lists, 

Destroy when 
obsolete or 
superseded. 

.r H.' DONOT ,~. .ff¥. i·.'-..i'~. ., ~~~""'~J . 

_TROY'
~~~'L,S~\!;'~; 
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1.711- MODELWORKPLACEPROGA ..
 

CODE & ITEM DESCRIPTION 

Evaluation Forms and Materials for: 
l.Conflict Management Essentials Workshop 
2..Conflict Coaching Workshop 
3. ICMS Orientation Workshop 
4. Peer Panel Facilitation Workshop 
5. Jumpstart Workshop 
6. Phase I Alignment Workshop 
7. CAT-X Workshops 

2700.2 
Mediation Files 

Consist of Mediation services for non-EEO 
complaints including parties involved, Mediation 
Case Forms, Agreements to Mediate, 
Confidentiality Agreements, Mediation Reports 
on whether a settlement was reached, and 
Mediation Certifications. 

2700.3 
Electronic 
and Word 
Processing 

Mail 

System 

2700.3.1 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. 

2700.3.2 Copies used for dissemination, revision, or 
updating that are maintained in addition to the 
recordkeeping copy. 
Destroy/delete when dissemination, revision, or 
updating is completed. 

DISPOSITION AUTHORITY
 

.' 
.' . 
' .. ; 

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

NARA 
. ~>.,.approval of., 

. disposition . 
. J,..?, ' 

Destroy/delete 
within 180 days after 
the recordkeeping 
copy has been 
produced. 

Destroy/delete when 
dissemination, 
revision, or updating 
is completed. 
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