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(LEAVE BL-1\NK) REQUEST FOR RECO�S DiSPOSITION AUTHORITY 

JOB NUMBER fJ\--SloO-oY- l'l 
To: NATIONAL ARCHIVES and RECORDS ADMINISTRATION (NIR) 

DATE RECEIVED WASIIlNGTON. DC 20408 

1. FROM (Agency or establishment) NOTIFICATION TO AGENCY 

Department of Homeland Security 

2. MAJOR SUBDIVISION 

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

amendments, is approved except for items that 
Office of Occupational Safety, Health and Environment may be marked □disposition not approved□ or 

(OSHE) OwithdrawnO in column 10. 
4. NAME OF PERSON WITH WHOM TO CONFER 5. TELEPHONE DATE 

Arthur McCune, Jr. 571/227-2076 1-12.-os 

6. AGENCY CERTIFICATION I hereby certify that I am authorized to act for this agency in matters pertaining to the disposi of its records and that the records 
proposed for disposal on the attached g 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 SIGNATURE OF AGENC REPRESENXTIVE TITLE Records Management Officer 

04/21/04 WJ<.. UtM..t 
7.ltem 8. DESCRIPTION OF ITEM AND PROPOSED DISPOSITION 9. GRS OR SUPERSEDED 10. ACTION TAKEN 

(NARA USE ONLY) No. JOB CITATION 

**See Attached** 

115-109 IOUS EDITION NOT USABLE STANDARD FORMS 115 (REV. 3-91) 
Prescribed by NARA 36 CFR 1228 



d•M'obsolete. 

; • • ( , • .... , 
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This category is for specific disposition guidance in connection with Transportation Security 
Administration records created by Office of Occupational Safety, Health and Environment 

Title Description of Records Disposition Authority 
OSHE 2400.1 Records &eet:1:tfl:1:li:8ed that Felate DestFey wheri 2 years ORS 23/1 
.ADMINISTR.t\.TION to the imemel ndmmistmtioR OF el&: 
GENERAL housekeepmg acti¥ities of the 

OSHB Office. m geReFal these 
records molude staffiRg 
proeede:res, oomB:ltllHc&tions, 
9:peaditure of :f:i.mas, day to 
day administF&tion of office 
peFSonnel, iRemding traiRiRg 
and tFav-el; SRJ:)plies aad office 
services. 

1) OSHE 2400.2 Documents relating to the Cutsoffwhen 
ORGANIZATION, establishment and changes in superseded or obsolete. 
AUTHORITIES AND the organization, functions and Destroy 5 years after 
FUNCTIONS delegations of authority, cutoff. 

including organizational charts, 
functional structure documents 
and operating/business plans 
with staff comments. 
Records relating to policy w�.a SUPERSE''IF PROG development, planning 

MANAGEMENT Destroy 5 years after --:tbs1Ui.li!ca1tion, and oversight of 
(POLICY AND OSHE po 1c , uding 
PLANNING) directives, bulletins, po 1 

· 
interpretation memos, 
correspondence relating to the 
interpretation of policy, and 
official signed policy 
documents. 

OSHE 2400.3.2 Records GFe&ted by OSHB 
PFOgmm Mane:gemeH:t committees, including agerida; 
(Committees, Comwils :mie.H.-tes, fina:l FepOrts and 
and Meetmgs) Felated Feeords doemnenting the 

aceofB:J:)lishmeH:ts of the 
committees, BXCWDING 
those mamtwned by the sponsor 
OF Seereteriat. 

TSA Records Disposition Schedules 24-1 
Nl-560-04-17 

cutoff. t Sv�er-S ed...Q.c 
6. t:..C. dC. H«--"i €.. C. 

Cut off at erid of ORS la/8A>(l) 
ea:leridar year. DestFay 
3 years &fteF emoff. 

1 ( 

https://iRGlud.mg


Arelffls.] 

INACTIVE ... ITEMS SUPERSEDED 

J. I • ...... 

\ 

Title 

• 

Description of Records 
[NOTE: Reeords mamtamed by 
the spoH:sor or SeeFetariat are 
poteH:tiaUy permaneH:t B:B:d H:H!st 
be sehedl:lled by submissioH: of 
B:B: SP 115 to the NatioH:al 

• J ,. { 
(. 

Disposition Authority 

J M Al CT 11/ � d e_c!. 
tlflar,fJ;.of 3 rS '1P �e- J 1 Occupational Safety, Healtli . ,&Yj 

Program Managemen.r--a�..tmnvironment Reports as calendar year. Destroy 
(OSHE Reports) C..C a.. [,/z::._,t,v-,C .5 

4) OSHE 2400.3.4 
Program Management 
(Contract Support 
Services) 

required, me · Annual 
Report and other Administrativ 
Reports. 

Documentation relating to the 
procurement of contracted 
support services for the 
occupational safety, health and 
program, includes signed 
contracts and correspondence. 

7 years after cutoff. 

Cut off when contract 
terminated. Destroy 7 
years after cutoff. 

Afr1i! r� ,,.-c;e. .L..12-l l'J �JM) ' at � �fJ ( .. , /' e 
f.! t�J4 -� l �i � ari Destroy 5 e..c.. 

400.4 Documents relating to 
standards, 

..::> ....,(.) · . . 
0- \-I - - -PROGRAM 

EVALUATION measurement and eva ua 10 er cut off. 
occupational safety, health and 
environment programs. 

S l .JL') -e..r� c!.. J_ e.!. -,-Cut off at end of 1 / I 
S e.. � it<.. �� 

Correspondence, study reports 
r,n--�-.i.y.1.d other documents related to calendar year. Transfer ,

safe wor tions, to FRC 5 years after 
including job hazard analysis, Destroy 30 
compliance monitoring and years afterxciculifoot'flirer----
assessments. 29 CFR 1910.1020. 

7) Technical documentation,INACTIVR�PERSEDED 
d. I Workplace Operatlornr--...;lill_i;;cifications, data sheets, superseded or obsolete. Svf e,...-S"C- ( � 

(Technical Information) proceduree, ndence and Destroy 1 year after C- t:..da...l-t.. 
reports pertaining to opera.ncntts--cmoff. 5 e,; 
safety. INACTIVE. a 1TEMS SUPERSEDEO 
Reports, correspondence, Cut off when Svt> er5 e. J__p c_ J 

Workplace Operafffi�-.m · dance documents relating to superseded or obsolete. �l tJ-i--vC · · (Hazardous Materials) hazard co Destroy 1 year after 5 ,e._e_ 
programs. 

OSHE 2400.(; G-uidanee and other doeemems DestFey 1 year after Dispesitien 
FIRST AID relatiag to mst aid issues to superseded. authority 
TSA Records Disposition Schedules 24-2 
Nl-560-04-17 .. 

https://Operatlo11s--.:s.11
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ear. Destroy...:, e...e. .a � V'-<.. (. dsysis and ersd
�

calsensdsarsthso o
�
cum

:
enta�ti:·o:n�on y:__:Anal i:����s:s !s �s ;s�s �s �s_�s �s

I 
, 
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Title 

9) OSHE 2400. 7 
INDUSTRIAL 
HYGIENE 

400.8 

ANALYSIS AND 
PREVENTION 
PROGRAMS 
(Investigations) 

• J ... • .. 
'\. 

Description of Records Disposition Authority 
inemde mmor injmies, that e.e FetflliFed. 
not reC:f1HFe foDo1nr 1:1p eare. 

Documentation and Cut off at end of 
correspondence relating to calendar year. Transfer 
environmental, occupational to FRC 5 years after cut 
and industrial hygiene programs off. Destroy 30 years 
including radiation issues, after cutoff per 29 CFR 
hearing, respiratory protection, 1910.1020. 
and air quality. 

INACTIVE -Alt ITEMS SUPERSEOl=I) S',Anen�lec:L Correspondence, reports and Cut off at end of --,- / tt_ A 

obtained relating to calendar year. Destroy Sct.e c:i: � C:.C. 
/ 

occupational safety, ears after cutoff 
incident investigations. per 29 

INACTIVE dO, ITEMS SUPERSEDED 

Cut off at end of S '-'fC) er sed--;!-
1 

.,... T,I r:r,,lliill,£'1LQ ...... l.l/::!...,_ 2400.8.2 Reports, correspondence, fonns 

Prevention Programs occupatio 

(Injuries and Illnesses) illnesses. 
30 years after cutoff 

1910.1020. 

OSHE 2400.8.3 
BLOODBORNE 
PATHOGENS POST 
EXPOSUR.B 
PROGRAM 

This file eo:atains medical 
reeoms of Tfal:lSf)OrtatioB 
Seem:i-ty AdmmistratioB (TSA) 
employees ·.vho beeeme 
iBeideBtally eJq>osed to blood er 
other potentially infeetieas 
materials. 

These medical reeerds iHOlade 
but are Bot limited to: a eopy of 
all results of eK:e:tBiBatioBs, 
medieal testing, and follow 1:1p 
proeedures; a eopy of the 
ieformatiOB pro:'lided to the 
health eare professiOBal; TSA 
Ferm 2.402., Post &posure 
8"1alaatioB and Follo•.v Up; 
TSA Ferm 2403, Healtheare 
Professioml's '\VritteB Opinion; 
TSA Form 2404, Post �esme 
Prophylaxis Cheokl-ist; CA 1, 
Federal Employee's Notice of 
Tml:lfBatie lej:ery aBd Claim for 
Co:atiBUatiOB of 

TSA Records Disposition Schedules 24-3 
Nl-560-04-17 
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Title Description of Records Disposition Authority 
Pay/Compensation; and a eopy 
of any other medieal 
mcam.ination anti ev:alaation 
reeoms as determined by the 
natufe of the employee's 
mcposm=e. 

Arrange by employee's name, 
and mainta-iB in aeeomanee 
·.vith Prr,taey A.et pro"lisions 
1:1Rtil reeom is tfansferred to the 
BMIZ-: 

TSA Records Disposition Schedules 24-4 
Nl-560-04-17 
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Title Description of Records 
NOTE: Transfer the medieaJ 
reeords to the Offiee of Hum:a 
Resourees ManagemeH.t. The 
medical reeords shaJl be 
maim:ail1:ed ifl the Employee 
MedieaJ File (EMF) ifl 
aecordace ·.•,ith 5 CFR 293, 
Subpart B. 

(1) Tra:B:sferred employees 

(2) Separated employees 

b. Temporary or short term 
records as defined ifl the 

TSA Records Disposition Schedules 24-5 
Nl-560-04-17 

( 
I. 

• 

( 

Disposition Authority 

See 5 CFR Part 293, GR8 l/21a(l) 
S'llbpart E for 
iflstractioas. 
[NOTE: 5 CFRPart 
293, S'llbpart Estates 
that wheB an employee 
transfers to aether 
FederaJ ageBey, the 
BMFmustbe 
transferred to the 
gain.m.g ageBOy at the 
same time as the 
employee's OPF. The 
BMF is to be addressed 
only to the gaitling 

ageBOy's desigaated 
manager (medieaJ, 
heaJth, safety, or 
persolHl:el offieer, or 
other desigaee) of the 
BMF.] 

Transfer to NPRC, St. GRS l/21a(2) 
Louis, MO, 30 days 
after separatioa. NPRC 
will destroy 75 years 
after bi-rth date of 
employee; 60 years 
after date of the earliest 
documem: ia the folder, 
if the date ofbi-rth 
eB:fHlot be ascertaifled; 
or 30 years after latest 
separatioa, whiohe-ver 
is later. 
DestFoy 1 year after GR8 l/21b 
separatioa or trasfer of 



em.ployee. 

,I 
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12) OSHE 2400.8.4 
Analysis and 
Prevention Programs 
(Workers 
Compensation) 

OSBE 1400.9 
SAFETY 
INFORMATION 
SYSTBM 
(DOCUMENTATION) 

Title 

• 

Description of Records 
Federal Personnel Manual 
(FPM). 

NOTE: Orig-iBals m-e kef)t 
at iBeidea.t loeatioHs. 

Correspondence, reports and 
information received on 
occupational safety and health 
aspects of workers 
compensation claims. 

CorreSfJOHdeaee, ref)orts, ad 
other doGHmefJ:tatioH related to 
the ereatioH implem.efJ:tatioH aB<l 
maifJ:teaaee of a Safety 
InformatioH System.. 

I • 

Disposition 

• ; 

• 

Cut off at end of 
calendar year. Destroy 
30 years after cutoff 
per 29 CFR 1910.1020. 

Authority 

Disposition 
authority 
Fe(fuired. 

[If system. is 
appraised as 
temporary, may 
use GRS 20/11 
here:} 

TSA Records Disposition Schedules 24-6 
Nl-560-04-17 
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Title OSHE 2400.9.l S.AFBTY INFORM.t'..TION SYSTEM (DATABASE) 
orre ondenc� reports and H NACll� � ��P�E�RA�T�I�O;N�S�l..ll.-�d�o:cum�en�ts�cir;ea�t�o�r�r:ec�!n-=�::�:::es�tr;oy SUPPORT relating to field operations 5 years after cutoff. 

14) OSHE 2400.11 EMPLOYEE COMPLAINTS 

15) OSHE 2400.12 OSHE TRAINING 

16) OSHE 2400.13 EMERGENCY PREPAREDNESS 
17) OSHE 2400.14 MARKETING 

OSHE 2400.tS CorrespOBden.ee, mememeaa TSA Records Disposition Schedules 24-7 Nl-560-04-17 

Description of Records BleetroB:ie dataease of oe8UfJatiOftal safety, 1ie&J:th. and en.vifeemeBt in:formatiOB. 

support, including information requests, and correspondence with other DHS and TSA organizations. 
oe s ondence;anderreedocumentation of occupa o safety, health and environment complaints submitted by TSA employees. 

�;;;� �e � � � �e �e :e ;e

documentation of emp oyee alleged allegations of reprisals. 

Correspondence, publications, 
objplans, briefing materials and 

ectives relating to the establishment of occupational safety, health and environment training courses for TSA employees. 
Copies of correspondence relating to administration and 
planning program. operation of the emergency 
Brochures, presentations, and other publications created in support of occupational safety, health and environment programs. 

Disposition Cutoffwlten supeneded or obsolete. Destroy l years after eet off. 

1 �-',; l'T111r ��e·c•u¥-:-:61Illll�JeL.eietf,!· 1· ;lf: Destroy ct. lr/-A.-hA...d ;_ 30 years after cutoff, per 29 CFR 1910.1020. 

that investigation 1s c o Destroy 5 years after cutoff. 
Cut off at end of calendar year. Destroy 
5 years after cutoff. 

Cut off at end of calendar year. Destroy 2 years after cutoff. 
Destroy when superseded or obsolete. 

Cat off at eBd of Dispositien 

Authority Disposition authority Fef:J:llired. 

<-e. �..s� e rs,a, J _ , 5'teC. 

https://CorrespOBden.ee
https://��P�E�RA�T�I�O;N�S�l..ll
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Title 
PU8UC SAFETY 

• 
\ 

Description of Records 
amt EioeumeB:ts Felating to 
JN:Iblio safety iB TSl .. controlled 
spas&: 

OSHE 2400.16 19 
UNASSIGNED 
18) OSHE 2400.20 Records regarding the 
ENVIRONMENTAL collection of solid hazardous 
WORKPLACE waste material ( as defined in 
OPERATIONS Subpart D of 40 CFR, Part 261) 

as a result of passenger and 
baggage screening at airport 
checkpoints. Files may include 
test results, waste analyses, or 
other determinations made in 
accordance with §262.40. 
a. Investigation case files. 

b. Airport copies of Biennial 
Report and Exception Report. 

19) Electronic Mail and Electronic copies of records on 
Word Processing this schedule that are created on 
System Copies electronic mail and word 

processing systems and used 
solely to generate a record 
keeping copy of the records 

TSA Records Disposition Schedules 24-8 
Nl-560-04-17 

• 

Disposition Authority 
ee.:J:eBdar year. Destl'ey eutherity 
2 years after eatoff. reifUiFed. 

f 

Cut off at end of 
calendar year in which 
case closed. Transfer 
to Federal Records 
Center 1 year after 
cutoff. Destroy 10 
years cutoff. 
Destroy 3 years from 
the due date of the 

aste Personnel 
Training Records. 

e. LfteeP&tory 4naJyses 

shipped. 



INACTIVE superseded Superseded by/when 

Nl-560-05-17 
Item 2 (OSHE 2400.3) 

Nl-560-05-17 
Item 3 (OSHE 2400.3.3) 

Nl-560-05-17 
Item 5 (OSGE 2400.4) 

Nl-560-05-17 
Item 6 (OSGE 2400.5) 

Nl-560-05-17 
Item 7 (OSGE 2400.5.3) 

Nl-560-05-17 
Item 8 (OSGE 2400.5.4) 

Nl-560-05-17 
Item 10 (OSGE 2400.8) 

Nl-560-05-1 7 
Item 11 (OSGE 2400.8.2) 

Nl-560-05-17 
Item 13 (OSGE 2400.10) 

Nl-560-05-17 
Item 14a (OSGE 2400.11) 

DAA-0560-2017-0021-0001 
02/13/2019 

DAA-0560-2017-0021 -0007 
02/13/2019 

DAA-0560-2017-0021-0010 
02/13/2019 

DAA-0560-2017-0021-0002 
02/13/2019 

DAA-0560-2017-0021-0003 
02/13/2019 

DAA-0560-2017-0021-0004 
02/13/2019 

DAA-0560-2017-0021-0005 
02/13/2019 

DAA-0560-2017-0021-0006 
02/13/2019 

DAA-0560-2017-0021-00114 
02/13/2019 

DAA-0560-2017-0021-0008 
02/13/2019 

https://14a(OSGE2400.ll


Nl-560-05-17 DAA-0560-2017-0021-0009 
Item 14b (OSGE 2400.11) 02/13/2019 

Nl-560-05-17 
Item 18c (OSGE 2400.20) 

Nl-560-05-17 
Item 18d (OSGE 2400.20) 

Nl-560-05-17 
Item 18e (OSGE 2400.20) 

\ 

DAA-0560-2017-0021-0011 
02/13/2019 

DAA-0560-2017-0021-0012 
02/13/2019 

DAA-0560-2017-0021-0013 
02/13/2019 



. I • 
\ 

Title Description of Records 
covered by the items in this 
schedule. Also includes 
electronic copies of records 
created on electronic mail and 
word processing systems that 
are maintained for updating, 
revision, or dissemination. 

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 
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 
copy. 

" ' • ., 

Disposition Authority 

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

Delete when 
dissemination, revision, 
or updating is 
complete. 

TSA Records Disposition Schedules 24-9 
Nl-560-04-17 




