
I ruiQUEST FOR RECORDS riISPOSITION AUTHORITY	 (LEAVE BLANK) 

JOB NUMBER J1Il- 5 b 0 - D'7 - '5 
To	 NATIONAL ARCHIVES and RECORDS ADMINISTRATION (NIR) 

WASHINGTON, DC 20408 DATE RECEIVED 1- I 2-2 12 o o Lf 
1 FROM (Agency or establishment)	 NOTIFICATION TO AGENCY 

Department of Homeland Secunty 

2 MAJOR SUBDIVISION 

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

3 MINOR SUBDIVISION amendments, ISapproved except for Items that 
may be marked DdlsposltIOn not approvedD or 

Office of Credentialmg DWlthdrawnD In column 10 

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

Barry D Walters	 571/227-1139 1}'BI/JJy 1JJk.[;>~~,i-- .... 
6 AGENCY CERTIFICATION 

I hereby certify that I am authorized to act for this agency In matters pertairnng to the disposmon of ItSrecords and that the records 
proposed for disposal on the attached page(s) are not now needed for the busmess of this agency or WIll not be needed after the 
retention penods specified, and that written concurrence from the General Accountmg Office, under the provisions of TItle 8 of the 
GAO manual for GUIdance of Federal Agencies, 

o ISnot required, 0 ISattached, or • has been requested 

DATE SIGNATURE OF AGENCY REPRESENTATIVE TITLE 

06/25/04 Director, Office of Information Management 
Programs 

7 Item 8 DESCRIPTION OF ITEM AND PROPOSED DISPOSITION 9 GRS OR SUPERSEDED 10 ACTION TAKEN 
(NARA	 USE ONLY) No	 JOB CITATION 1	 1 

**See Attached** 

115-109 PRE~OUS EDITION NOT USABLE	 STANDARD FORM SF 115 (REV 3-91v 

Prescribed by NARA 36 CFR 1228 



CRElJENT 2200 - CREDENTIALING 

This category IS for specific disposition qurdehnes In connection with Transportation Securrtv 

Administration records created by Office 'of Credentialing. 

Title 

CREDENT :UOO.l 
PERSONNEL 
SECURITY CASE 
FILES 

Description of Records 

Screener, Non Screener, PP5 
Contractors, Other Contractors, 
and Pnvate Industry Case and/or 
Investigative FlIes Records 
mclude hard copy of mvestIgatIons 
and clearances for TSA 
employees, contractors and pnvate 
mdustry persons ThIS mcludes all 
persons mvestIgated and/or ".."ho 
receIve a secunty clearance from 
TSA as reqUIred by Federal 
regulatIOns FlIes also mclude 
copIes of requests for 
mvestIgatIOns, mvestlgatIOns case 
papers and questIOnnaIres, 
mvestIgatIOn processmg forms, 
mvestIgatIOn results forms, 
correspondence, admlfllstratIve 
actions formslletters, appeals 
process documentatIOn, SF 312 
NondIsclosure Agreement, final 
results notification and requests 
for file reVieWand results. 

a TSA Employees and 
Contractors' Files 

Disposition Authority 

Destroy 5 years after GRS 18/22(a) 
separatIOn or transfer of 
employee or 5 years 
after contract 
relatIOnshIp explfes, 
vlhlOhever IS 
applicable, except for 
the SF 312 Non 
DIsclosure Agreement 
...."hlOhshould be 
retneved from the file, 
fof'tvarded to HR, and 
mserted the 
mdlvldual's OffiCIal 
Personnel FIle (OPF) 

TSA Records DIspOSItIon Schedules 22-1 
Nl-560-04-15 



CRElJENT 2200 - CREDENTIALING 

Title 

CREDENT 2200.2 
BACKGROUND 
INVESTIGATION 
TRACKING SYSTEM 
(BITS) 

Description of Records 

b Non TSA Employees' FlIes 

(1) Applicants Not HIred 

(2) IneligIble Applicants 

Electromc records that contam 
hrmted Personnel Secunty 
Information that ISalso contamed 
m the subject's Personnel Secunty 
Case FIles 

a System Inputs Personnel 
Secunty Case FlIes 

b System Master files The 
system's electromc data Includes 
personal Identification InformatIOn 
(name, DOB, and SSN), 
orgamzatI~n data (pOSItion, office 
and EOD, pOSItion sensItivIty and 
nsk levels), types and dates of 
Investigations, summary results of 
InvestigatIOns, clearance levels 
and dates, quality assurance 
reVIew and any other actions 
performed dunng ReconSIderatIOn 
or Appeal (Inputs are done for 
non TSA employees also) 

1) TSA Employees and 
Contractors' Flies 

Disposition Authority 

Destroy 120 days after 
InvestigatIOn 
completed 

Destroy 1 year after 
InvestigatIOn 
completed 

See CREDENT 2200.1 

Cut off at the end of the GRS 20/3(a) 
fiscal year m \vhlCh 
employment actiVIty IS 
term mated Input 
InformatIOn to the 
system 2 years after 
cutoff Destroy 5 years 
after cutoff 

TSA Records DIspOSItIon Schedules 22-2 
Nl-560-04-15 



CRElJENT 2200 - CREDENTIALING 

Title 

[Item 1] 

CREDENT 2200.3 
CREDENTIALING 
ANDBADGING 

[Item 2] 

[Item 3] 

Description of Records 

2) Non TSA Employees' Files 
ThIS mcludes applicants not hIred 
and mehglble applicants 

c System Outputs Admrmstratrve 
reports, mamfests, and work task 
ticklers 

d System Documentation 
Includes data systems 
speCifications, file speCifications, 
codebooks, record layouts, user 
gUides, and outputs speCificatlOns 

a Background FIles Records 
explammg the credentialmg and 
badgmg purposes and processes 

b Credenhahng and Badgmg 
Databases' Inputs All source 
records used to mput data to 
credentialing and badgmg systems 
Includes Idennfication Card 
Apphcations, Credential Requests, 
and Return of Identification 
Badges forms 

Disposition Authority 

Cut off at the end of GR820/3(a) 
fiscal year m WhIChthe 
employee was not hired 
or mehglble Input 
mformatlOn to the 
system 2 years after 
cutoff Destroy 5 years 
after cuto ff 

Destroy/delete when 
no longer needed 

Destroy/delete 'fvhen GR8 20111 
superceded or obsolete, 
or upon authonzed 
deletion of the related 
master file or data base, 
or upon the destructlOn 
of the output of the 
system If the output IS 
needed to protect legal 
nghts, whIChever IS 
latest-

Cut off at the end of the 
fiscal year Destroy 
when superceded or 
obsolete or S years 
after cutoff, whichever 
IS later 

Cut off at end of month 'P~ce55ed 
TiBet ,s,el Destroy 6 
months after cutoff 

TSA Records Disposition Schedules 22-3 
Nl-S60-04-1S 



CRElJ£NT 2200 - CREDENTIALING 

Title 

[Item 4] 

[Item 5] 

[Item 6] 
CREDENT 2200.4 
ADJUDICATION & 
THREAT ANALYSIS 
FILES 

CREDENT 2200.5 
TRANSPORTATION 
\VOR.1ffiRS 
IDENTIFICATION 
CREDENTIALS 
(TWIC) FILES 

Description of Records 

c CredentIalmg and Badgmg 
Databases Electromc mformation 
required to create an ID badge or a 
Credential for TSA employees 

d CredentIahng and Badgmg 
Databases' Outputs Include 
employee Identification Badges 
and Credentials 

e Credenhalmg and Badgmg 
Databases' System 
DocumentatIOn Includes data 
systems speCificatIOns, file 
speCifications, codebooks, record 
layouts, user gUides, output 
speCificatIOns, and final reports 
(regardless of mediUm) 

Contams records for developmg 
and executmg policies, processes, 
and procedures for the results of 
background checks on 
transportation workers 

Disposition Authority 

Cut off at the end of the 
fiscal year In WhICh 
employment activity IS 

termmated Destroy 2 
years after cutoff 

Destroy immediately 
upon employee's 
separation 

Destroy/delete when GRS 20111 
superceded or obsolete, 
or'upon authonzed 
deletIOn of the related 
master file or data base, 
or upon the destructIOn 
of the output of the 
system If the output IS 
needed to protect legal 
fights, 'NhlChever IS 
latest-

Cut off when 
associated pohcy, 
process, and procedures 
records are superseded 
or obsolete Destroy 5 
years after cutoff 

TSA Records Disposition Schedules 22-4 
NI-560-04-15 



CRElJENT 2200 - CREDENTIALING 

Title 

E-MAIL AND WORD 
PROCESSING 
DOCUMENTS 

[Item 7] 

[Item 8] 

Description of Records 

a Copies that have no further 
adrmmstratrve value after the copy 
for the file ISmade Includes 
copies mamtamed by individuals 
m personal files, personal 
electromc mail directories, or other 
personal directones on hard disk 
or network dnves, and copres on 
shared network dnves that are 
used only to produce the record 
keepmg copy 

b Copies used for dissemmation, 
revtsion, or updatmg that are 
mamtamed in addition to the 
record keepmg copy 

Disposition Authority 

Delete/destroy within 
180 days after the 
record keepmg copy 
has been produced 

Delete when 
dissemmation, reVISIOn, 
or updatmg IS 
complete 

TSA Records DISposItIOn Schedules 22-5 
Nl-560-04-15 




