
  

 

 

  
   

 

  

  

 

 

 

 

 

 

 

 

  

   

 
 

 

 

 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 

Schedule Number: N1-560-03-002 

Some items in this schedule are either obsolete or have been superseded by new 

NARA approved records schedules. This information is accurate as of: 4/30/2025 

ACTIVE ITEMS 

These items, unless subsequently superseded, may be used by the agency to 

disposition records. It is the responsibility of the user to verify the items are still 

active. 

All items except those listed below are active. 

SUPERSEDED AND OBSOLETE ITEMS 

The remaining items on this schedule may no longer be used to disposition records. 

They are superseded, obsolete, filing instructions, non-records, or were lined off and 

not approved at the time of scheduling. References to more recent schedules are 

provided below as a courtesy. Some items listed here may have been previously 

annotated on the schedule itself. 

N1-560-03-002 / 5 superseded by DAA-0563-2019-0003-0002 

N1-560-03-002 / 10 superseded by DAA-0563-2019-0008-0004 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 
As of 4/30/2025 N1-560-03-002 



• • tLEAVE B~K) .,t 

' I I -

DATE S NATUR 

t1/;Jt,/0J-

» - lREQUEST FOR'RECORDS DISPOSITION AUTHORITY 
JOB NUMBER 

To: NATIONAL ARCHIVES and RECORDS ADMINISTRATION (NIR) 
WASHINGTON, DC 20408 DATE RECEIVED 

1. FROM (Agency or establishment) 

Department of 4¾"-tl'rlSportatten 

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Office of Finance and Administration "withdrawn" in column 10. 

4. NAME OF PERSON WITH WHOM TO CONFER 5. TELEPHONE DATE 

Arthur L. McCune, Jr. 202/385-1192 

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 □ has been requested. 

E OF AGENCY REPRESENTATIVE TITLE Records Management Officer 

/fl�� 
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 PREVIOUS EDITION NOT USABLE STANDARD FORM SF 115 (REV. 3-91} 
Prescribed by NARA 36 CFR 1228 



... .. IDMINISTRATIVE MANAGEMJ·1..- ---' 
I
, 

This category deals with material on administration, which is too general to be filed under 

one of the more specific administrative outlines. Use also for material on organization 

functions and management. 

Title 

2.\D±\UN lQQ 
A9��g��i:+P,Z:E 
M.,'\NAQ;g�mNf 

Nl-560-03-2, Item 1. 
ADMIN200.1REPORTS AND STATISTICS 
Nl-560-03-2, Item 2. 
ADMIN 200.1.1 Substantive ·reports 
Nl-560-03-2, Item 3. 
ADMIN200.2PLANNING 
AD±\41N lQO.a 
Cc».41\fi'fJ:;gES l\l'ID 
Cc»w'ERENCES 

Description of Records 

QeaeFal matefial ma 
eeffestJeBaeH:ee Felatiag te 
2.�.1:emi:eisa=ati1re Mmagemem tee 
Bfeaa if.I: seef)e te be alee waef 
eae eHae stJeeiae saejeets bele1ll. Reports covering all subjects included under this primary subject. Includes annual report to Congress. Case file by type of report as necessary. General and substantive reports, studies, progress reports, and reports of significant accomplishments. Case file special or one-time reports as needed. General correspondence drafts, background material, annual work plans, budget estimates, and documents relating to program planning. 

a. ReeeFas Felati:ag te 
establishmeH:t, eFganiS!atiea, 
membeFshif,, ana fJeliey ef 
imefflal eemmittees, Melaeiag 
eeBHB-ittees SfJeaseFea by tae 
SeeFetariat. 

b. ReeefQS Gfeatea by 
eeH1HHttees. 

(1) AgEmaa, mim¼tes, Mal 
f0f)erts, aB:Q Felatea FeeeFas 
aeeamemmg tae 
aeeeH1plishrflems ef tae 
aa1risecy bearas ana 
eeF.Bm½-ttees, EXCLUDD-J:Q 
taeseomaiB.taiB.eaoby tae 

Disposition Authority 

Cat eff at eH:a ef aseal g&g 23,q 
year. I>estFey v1aeH: 2 
years ele. 

Cut off at end of fiscal Nl-560-03-2,year. Destroy when 3 Item 1. years old. 
Cut off at end of fiscal Nl-560-03-2, year. Transfer to FRC 10 Item'2 .. years after cutoff. 
Destroy 15 years after cutoff.t
Cut off at end of fiscal Nl-560-03-2,year. Destroy when 3 Item 3. years old. 
I>estFey 2 yea£s afteF GRS 16t8a 
t0ffB:iaatiea ef eeB11Hittee. 

I>estFey vk� 3_ years ela QR:8 16,l�b(l)
'• 

TSA Records Disposition Schedules 2-1 

https://maiB.taiB.ea


�-

1t..ADMIN 2bO- MINISTRATIVE AND MANAGE,· __t_ -Nl\ ,. Title 

Nl-560-03- 2, Item 4. 

ADMINt200.4 ADVISORYBOARDS,ANDCOMMISSIONS 
Nl-560-03- 2, Item S. 

Description of Records Sf)0Bser er Seoretariat. (2) All etlier oemm4ttee reoerds. 
0. R:eoeres maimaiBee b�· agOBoy GeHHB.ittee MaBagemom Offioers fer oemm4ttees established wder tlie Federal Ad-visery G0H1BHttee A:ot, iBol-1:ldiBg oepies ef obarters, mom-eorsftip lists, ageBeas, pelioy statemems, aBd material req-R-ired te be &¥&.ilable fer pQBl:io mfermatieB. d. Records created to comply with the provisions of the Government in the Sunshine Act, including transcriptions and minutes of closed meetings, electronic records for which verbatim transcripts do not exist, and annual reports to Congress describing the agency's compliance with the Act. Committee Management Files. Documents relating to the establishment and organization of advisory committees, boards, commissions, and panels; policies governing official agency membership; and related matter. a. Files for advisory, interagency, and international committees sponsored by TSA, and accumulated by the Transportation Security Agency Committee Management Officer. b. Staff aBd Leoal Meeti-Bg &Bd GeBforeBoe Files. MiBl.¼tes, ageBda, &Bd related deoamems. 

TSA 1:lecords Disposition Schedules 2-2 

Disposition Authority 
Destrey 1NhOB 3ye&Fs GRS 16/8b(l) eW: 
Destrey § years after tormiBatieB ef oeHlfB:itteo. GRS 10/80 

PERMANENT. Nl-560-03-2,Transfer to FRCtwhen 4t Item 4. years old or earlier. �Tto NARA whent10 years �told. 

PERMANENT.Transfer to�tt 4FRCtwhen ·-nyears old.� oNARA when 10 years old. 
Destrey wheB 3 ye&FseW: 

Nl-560-03-2, Item 5. 

GRS 16/8b(l) 



,. 

Title 

ADi\UN lQQ,S 
SUILDIWGS 
AND GROUNDS 

ADM:IN lQQ.(j 
F2A..:CILITIES 

AD1\4IN lQQ.7 
SPP..:C;g 
}.4AN:t\@}.4;gm 

ADi\nN lQQ.8 
PARKING 
FACILITms 

ADi\4IN lQQ.9 
MAIL 
MANAOOM;gN'f 

MINISTRATIVE AND MANAG�.-__ -..NT1 •. , 

Description of Records 

e. Cemmittee kP;eBtery Files. 
Amu1al &HQ Sf)eeial Hl-VeBtery 
FepeFts ef TSA eemHJ:ittees ia 
e�eisteaee. 

(1) ...A..:eelHB:1:HateQ by: tl=le 
TF&BspeFtatiea Seewity 
AGHl:iBistFatieaCeB1fB-ittee 
MaH:agemeBt OffieeF. 

(2) All etl=lers eeHmrittee 
FeeeFQS. 

Disposition 

Destrey i y:ears after 
tenni:Batiea ef eeB1fB-itt·ee. 

Destrey vAlea 3 y:ears 
el4-

SaileliBg plaB: files sw,;ey:s, anQ 
etBeF FeeoFQS U:tili�eQi:B ageaey: 
Sf)aee plElflfriag assignmeBt, anQ 
aajas�eBt. 

GeaeFal eerFeSf)eBQeaee, FeeeFQS 
ef ee0FQiBatieB 8:llQ appFe1r al, 
material eB BatieBl+ViQe 
maiBteamee efTSA f)Feperty 
iaelaeiag faeilities. 

Geaeral eeffeSf)eBQeaee ea spaee, 
Sf)aee assignmeats &FJ:Q atili�atiea, 
alle1 &B:Q staB:Qat=Qs, spaee .v=aB:ees 
elassifieatiea &nQ all etl=ler 
i:Bfennatiea FelateQ te effiee Sf)aee 
&HQ its manif>alatiea. 

ParlEmg assigmBeBts; parkiag 
pennits; ageaey: pennits te eperate 
meteF 1;eh-ieles; anQ parki:Bg 
FestFietiens. 

GeBeFal eeffeSf)eBQ8B8e 8:llQ 
eaekgFeaBQ material FelateQ te tl=le 
st&B:Qat=QS feF ef:feeti:r;:e ma½l aB:Q 

Destrey 2 y:ears afteF 
tenniaatiea ef 
assigmrieBt, eF vAlea lease 
is eaB:eeleQ, eF v.rl=leB 
plaB:s are Sl:li:3 8FS8Q0Q eF 
ebselete. 

Cat eff at eBQ ef fiseal 
y:ear. Destrey 2 y:ears 
after eat eff. 

Destrey 2 y:oars after 
tenniaatiea ef 
assignmeat, er 1 lease .vhea 
is eaB:eeleQ, eF vAleB 
plms are sapereeQeQ er 
ebselete. 

Destrey 3 meBtl=ls after 
Qeea.meBts are retl::1.raeQ te 
issaiag effiee er after Qate 
ef e��iratiea. 

Authority 

GRS Hit8e 

GRS 16t8b(2) 

GRS 1 lt2a 

GRS 1 ltl 

GRS 1 lt2 

GRS 11/4 a 

Destrey wl=lea 1 y:ear elQ. GRS 12/6g 

TSA Records Disposition Schedules 2-3 



.. 'PMl:N 2u0----: _ UNISTRATIVE AND MANAG�i . , ·rr., .. Authority 
GRS 12t6a 

GRS 13t4a 
GRS 12t6f 

GRS 12/6b 
Nl-560-03-2, Item 6. 

Nl-5Item 7. 60-03-2, 

Title 

AD�IIN lQQ,9,1 �4a-iling Lists 
.Al>�flN lQQ,9.l MesseagerServioet
AD�UN lQQ,9.3 Pestage aBe. Fees 
Nl-560-03-2, Item 6ADMIN 200.10 PROPERTY of coordination and approval, ACCOUNTABILITY material on nationwide TSA This item may be applicable to other TSA records common to many other offices within TSA.Nl-560-03-2, Item 7. ADMIN 200.11 PERSONALPROPERTYThis item may be applicable to other TSAtrecords common to many other offices within TSA. 

Description of Records messeager servioes. lneklees :sse ef effioial ma-il, pestage mtes, aBe ma-il �re1;emeat pregrai'B:. CerreSf)eBeeaoe ea tlle reoeif)t a.Flare:stmg efiaoemiBg aBS e:stgeiag ma-il ans serviees previeee B¥ f)rP.tate eeliv:ecy GefBf)anies. CeffeSf)eBeeaoe, request fer:ms, 
a.Fla etller reoeres relatiBg te oha.F1ges iB ma-iliBg lists. 
CeffeSf)eBeeBee a.FlQ relates material iaol-ueiBg assignmeBt reoeffis, reme sehee.-1:des, eiSf)atoh reoeres, reoeif)ts fer Sf)eoial serv:ioes, aBe ea-ii¥ legs. Statistioal reperts efpestage aBe fees :ssee ea e:stgeiBg ma-il a.Flafees pa-ie fer eeli11eries h¥ pri¥ate e.eli11ecy oempames. General correspondence, records 
programs for real property, personal property management, coordinatjon of plans, acquisition, construction, utilization, maintenance of all TSA property against theft, damage, and civil disturbance.tCorrespondence and other material pertaining to the purchase year. Destroy 3 yearsand sale/exchange of personal after cut off. property. Files include identification method. 

Dispositiont

Destrey after af)prepriate reYisiea er ma-iliag list ef after 3 meatlls, whiohe¥er is Rflf)lieaale Destrey Vffl:eB 6 meBtllsele.t
Destrey wheB 6 meatllseW:t
Cut off at end of fiscal year. Destroy when 3-years old. 

Cut off at end of fiscal 

TSA Records Disposition Schedules 2-4 



.. ·�.J\DMIN 200-.. UNISTRATIVE AND MANAGE1'; .-- .-TTL�, 

Title 

A.DAHN lQQ.ll 
REAL PROPERTY 

ADA'IIN lQQ.ll.1 
kw:enteries 

Description of Records 

Ti-tle f)&f)OFS eleoHmeBaftg tao 
aoE!¼Hsi-t-iea efreal preperty (ey 
p:urohase, oeaelOH1B:atiea, eleaatiea, 
O*OBaBge,eereethOA1tqs�, 
BX:CLUDING reoerels relatmg te 
prep�· aoEtl:ff'Feel prier te Ja.B1:1ary 
1, 1931. 

Reoerels relatiag te preperty 
ao(½¼Hreel aftOF Deoem-eer 31, 1930, 
etaer taan aestraot er certificate ef title: 
a. A.estraots ef certificate ef title 

h. &eal Preperty Lease 
Agreements 

e. Seftware LieOBses. Files 
eleoHmentiBg tao aoE!¼Hsitiea ef 
eempl:ltOF seftw&Fe, an.el lieOBsiag 
agreemeat hew,·eOB tao 
Ge¥0fflfB:OBt a.Bel 1rOBelor. 

NOTE: &eoerels relatmg te 
preperty aoE!¼Hreel hefere Jan1:1ary 
1, 1931, are aet eev:OFeel by this 
i-tem er tao G&S a.Bel B½l:lst be 
seheealeel by sabmissiea ef aB SF 
11 § te NA.Rt\ •. 

mv:Ofttery: ef aeoeantaele property. 
Appre1;eel listiags efpreperty iB 
01:1steeljr ef ye:ur offiee. 

Disposition 

DiSf)ese 10 ye&Fs after 
woeaeitieaal sale er 
release hy tao 
Gevema:J:Oftt ef 
oeaeitieas, restriotieas, 
mertgages er ethOF lieBS. 

Traftsfer te p:urehaser 
aftOF 1:1Boeaelitieaal sale er 
release hy the 
Geverm:eeat ef 
eeaelitieas, restriotieas, 
mertgages, er ethOF lieas. 

l>estrey '3 years aBel 3 
moaths after fiaal 
f)�rmeat. 

l>estrey/Delete 1 }·ear 
a:fter termiaatieB ef 
system.. 

Cl:lt eff at eael ef fiscal 
year. l>estrey 3 ye&Fs 
after out eff. 

Authority 

G&S 3/la 

GRS 3/lh 

GRS 3/3(a)(l) 

GRS 34/3bl 

GRS 3/9a 

TSA Records Disposition Schedules 2-5 



.i 

·�:;\UMIN 2'00- .MINISTRATIVE AND MANAGE-..__ .. NT� .. 
Title Description of Records Disposition 

Al>l\4IN l00,U CeBtaiBs aeeiQeBt reperts, geaeral l>estrey 6 ¥ears after ease 
MOTOR VEHICLE eeffeSf)eBQeBee, a:BQ FelateQ Qata is eleseQ. 
�4.A�T.AOOMENT f)ertam-iag te the mmagemeat ef 
(UseQ h¥ }zgeae¥ the meter 7;ehieles fleets for TSA 
� a:BQ maiftteamee ef req-ai.reQ 

reeerQs for all TSA meter 
Yemeles. 

EXCEPT: Pree1:1:Fem0Bt eef)¥ ef 
f)l¼Feh.ase er lease Qee:smeats ea 
Yemeles. 

Al>l\41N l00,14 Ferms aH:a-J.¥sis, Qesiga, l>estrey whee relateQ 
F�4S st&B:QaFEH:i!iatiea, eeatrel ef use, form is eiseeatmueQ, 
:MANA.00�4ENT al:lBlber, aH:Q Qistrieutiea. meluQes suf)erseQeQ er ea:BeeleQ. 

f)ref)eseQ forms, r8llisieas, 
eleara:Bees, aH:Q relateQ 
eeffeSf)eBQeaee. 
CerFesf)eBQeBee, S¥stems 
Elee:smeatatiea, aH:Q relateQ 
material ea the ereatiea aH:Q use ef 
eleek=enie forms. 

Al>l\41N l00.14,1 Case files ef forms, whieh. sh.eulQ l>estrey § years aft:er 
GeaeFal Ferms he fileQ h¥ &f)f)ref)riate form relateQ form is 

al:lBlbeF. laeluQes eae eef)¥ ef eiseentinueQ, supeFseQeQ, 
forms a:BQ material relatiag te its er ea:BeeleQ. 
Ele7lelef)meat a:BQ r8llisiea. 

Al>l\41N l00,14.l CeBtaiBs req-ai.sitiea forms, l>estrey 1 ¥ear after 
Ferms PriBtiB.g anQ eerFeSf)eBQeBee anQ relateQ eempletiea efj eh. 
RepreooetieB Elee:smeats useQ iB requestiag 

f)riBtiag, Ei-uplieatiea, hineiag, 
gr&f)hies, eef)¥iag, Qistrihutiea, 
&HQ eQiterial serviees for TSA 
effiees. 

Cat eff at eaQ ef fiseal 
Al>l\41N l00,lS GeBeFal eerFeSf)eBQeBee anQ ¥ear. l>estrey 3 ¥ears 
TELE relateQ material iBelueiag f)laH:s, aft:eF eut eff. 
COMJ,ruNJCATIONS reperts, anQ ether reeerQs 

f)ertainiag te ectt¼if)meBt reEJ:uests, 
teleph.eae ser.ziee,. &HQ like 
matteFS. 

Authority 

GR.S 10/§ 

GR.S 16/3h 

GR.S 16/3a . 

GR.S 1312a 

GR.S 1212h 

TSA Records Disposition Schedules 2-6 
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,IJ\DMIN 2'00--;, tlINISTRATIVE AND MANAGE1'-� ,s·fT, I' 

Title 

AD1\41N l00.15.1 
Faesimile Serviee 
(FAJ{), Telegrapa, aaa 
Tele�e 

AD1\4IN l00,15,l 
TelepaoBe Serviee 

Description of Records 

CorreSf)oBaeBee ma otller 
material OB faesimile tfansmissioB 
faeilities, leases 1.vire telegi:apB, 
aad tB:e J:ike. 

EXCEPT: File telegr&Hls, 
telet)cpe messages, ma faesimile 
transmissioBs ey tB:e appropriate 
sl¼ejeet. 

CorreSf)oBaeBee ma related 
materials perta¼fl½B:g to tae re(itiest 
:for telepaoBe serv4ee, iBstallatioB 
of BEPN e(itiipmeBt, repa4r md 
maiBteBaeee ofpreseBt eEJ:l¼ipmeBt, 
ma eMmeBt remo,;al. 

PeBEHBg 1.vork oraers OB TSA, and 
GSA. re(itiests :for telepaoBe 
serviees. 

Completed w�ork Orders 

Comml¾Bie�ioB MaeagemeBt 
lB:fomi&tioB Serv4ees (CMlS) 
&eport Files. CoBtains appro1;cals 
:for ase of paoBe liBes, reeeii;er 
eompater priBtoats OB teleeopier 
messages, aed eompater priBtol¼ts 
:ft:om DWS ased as a:H: iBveBtory to 
make eomparisoBs with GSA :for 
eaa:H:ges aadel¼paati.BgeeMmeBt. 
A.lso eoBta4Bs ln.tereity Voiee 
Net\1;ork data traasmi.ssioBs 
(wsea meJ.aaes B-1:1:Blber of 
origiBated ealls, B-1:1:Blber of 
origiBatea miB-1¼1:es, maBB:faeQ!rer, 
ma moael BatH.ber). 

EXCEPT: File ailliBg aoeaments 
:for telepBOBe ana telepBOB0 
serviees 1:lf.l:aer FIN2�tCL'\L 
�4M-lAG;gMENf. 

Disposition Authority 

Cat off at eBa of fiseal GRS 23/1 
year. Destroy .2 years 
after eat off. 

Cat off at eBd of fiseal GR8 l.2/2b 
year. Destro3r 3 years 
after eat off. 

Trms:fer to eofllj)leted 
work oraer file after 
eompletioB of work. 

Destroy 1 year after aaait GRS l.2/.2a(2) 
or WB:eB 3 years ole, 
wmeae,;er is SOOBer. 

Destroy 11/fl:eB 3 )7ears old GRS 121.2b 
or WB:eB BO lo:eger Beeaed 
:for a8:HH.il.½strati1;e 
p{Hj)OSOS. 

TSA Records Disposition Schedules 2-7 
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I , I ..Af)MlN iOO-) IINISTRATIVE AND MANAG:EN. 'f• Title Nl-560-02-2, Item 8. ADMIN 200.15.3 Telephone Directories This item may be applicable to otherTSA recordscommon to manyother offices withinTSA. 
AD�UN 200.lei 
�CORDS 
MI\NA:G:BM� 

&.eeefds CreatieH 

Al>±\D:N 200.lei.2 
Reeerds DiSf)esitieH 

Description of Records 
Contains changes made periodically to TSA and DHS telephone directories. 

GeHeral material related te reeerds 
maBagemeB-1:. IH:ek¼des req1:1:ests 
fer reeerds maiBteHaBee 
assistaB:ee, reeerds system 
iBterpretatieHs, aB:d sim-il&r 
matters. 

StaH:d&rds aBd systems fer 
ereatiHg, ergaBiziag, aB:d 
maiB-1:aiBiHg reeerds. IBel1:1:des 
related eerreSf)eHdeHee aBd 
ageHey file systems aH:d diSf)esal 
sehedl¼les vAlea they &re f)art ef a 
file system. 

&.eq1:1:ests fer filiag eql¼ipmeB-1: aB:d 
serviees, iBek¼diHg eC¥Hf)meBt 
dese�tieH, eest, aB:d jastifieatieH. 

Mierefilm systems, iHek¼diHg 
deseriptieHs aB:d apprel/als. 

GeHeral eerreSf)eHdeHee aBd 
materials f)erta-iBiHg te s1:10missieH 
ef SF 115, &.eq1:1:est fer &.eeerds 
Disf)esitieH Aatherity, te NAR.\. 

Case file apf)re1;ed SF 115 reeerds 
aH:d related eerrespeHdeHee. 

GeHeral materials f)erta-imag te the 
destraetieH er retiremeHt ef 
reeerds. 

Files relatiHg te reeerds retrie11al 

TSA Records Disposition Schedules 2-8 

Disposition Authority 
Destroy when obsolete or Nl-560-03-2,superseded. Item 8. 

Destrey 1.1AleH a ye&rs 
eld. :B&rlier dispesal is 
aatherized if reeerds &re 
SQf)erseded, eeselete, er 
He leHger Heeded fer 
refereBee. 

Destrey a ye&rs after 
related reeerds &re 
destre�i:ed, er traB:sferred 
te the NatieHal A:rem11es 
er He leHger Heeded fer 
refereHee f)Hi"f)eses. 

Destrey a ye&rs after 
related reeerds &re 
destreyed, er traB:sferred 
te the },tatieHal Axem1;es 
er He leHger Heeded fer 
refereHee f)Hi"f)eses. 

GRS la/7 

GRS 16/2a(2) 

GRS la/'la(2) 



 

� 

JI •• .J\DMI� iOO-- MINISTRATIVE AND MANAGE .. Nl'i . .  
Title 

Ai\41N l00.Hj.3 
&eoores Seoarity 

Nl-560-03-2, Item 9. 
ADMIN 200.17 CORRESPONDENCEMANAGEMENT 
This item may be 
applicable to other 
TSA records 
common to many 
other offices within 
TSA. 

AD�41N l00.18 
PRIVACY A.CT 

Description of Records 

frem FRC, OF 11 file yfi-th relates 
SF 135. 

GeHeral material eB Qie proteotieB, 
storage, ooBtrol, olassifioatioB, ana 
aeolassifioatieB of seearity 
iBformatioB. 

Case files of systems for 
proteetiBg &Ba ooBtrolliB-g 
QOOun½eHtS aBQ iBformatieB. 

·worki:eg p�ers of seemity 
elearaB:ees (etl½er tl½an tl½e origiBal 
if Offioial Persofl:Bel Felaer), 
iBolaamg aebriefi:eg statem8B4:s. 

Seoarit�r olear&Boe listi:egs, 
seearity eEJ:�meB4: listiBgs 
inelaaiBg seomity loo*s &Ba 
similar matters. Includes instructions regarding correspondence practices and mail routing; forms used in recording and controlling mail; and reports on mail and correspondence. 

a. Instruction. 
b. All other material 

CerrespeBaeBee, Betiees, 
memeraaaa, &Ba relates material 
pertaiHiBg to tl½e geHeral A:geBey 
impleHleB4:atioB of tile Priwe�r 

De Bet ase fer ease files er BOB 
Priv=aoy 2A.1eet iBEJ,airies. 

Disposition 

Cat eff at eBa of fisoal 
year. DestFe�z 2 years 
after oat eff. 

DestFey YAleB 2 years 
el&.-

DestFey 1lffieB saperseaea 
or eeselete. 

Destroy Wf.leB superseaea 
ey &Bew form er list er 
upeBetl:lffl iBeef 
oen-taiBers. 

Destroy when superseded 
Destroy when 2 yearsold. 
DestFey w�eB 2 years 
el&.-

Authority 

GRS 18/1 

GRS 18/4 

GRS l8t22 

GRS 18na 

Nl-560-03-2,Item 9. 

GRS 14/26 
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ADMIN iOO-A INISTRATIVE AND MANAGEM-. \ _ . f, , .  .I •• 

Title Description of Records Disposition Authority 

ADAllN lQQ.18.1 
PrhtaoyeJ..cot 
&eqaests 

Files oreated is reSf)eBse te 
re(½aests fi.:em isei1;idaals te· gais 
aooess te tl:ieir reoerds er te 0:113/ 
iBfeffllatieB is the reoerds 
pena-imBg te them, as pre¥iaed fer 
l:lildeF S U.S.C. SS2a(d)(l). Files 
oemais erig-isal reqaest, oepy ef 
rep].;y tl:ieFete, ad all related 
s:appeFti:Bg deoHH-1:ems, 1.vmoh may 
isolade tl:ie effioial file oepy ef 
reoerds reqaested er oepy tl:iereef 

A. Cerrespesdesoe 0:B:d 
s:appertisg deoQIBefN:S 
�XCLUDING tl:ie effioial 
file oepy ef tl:ie Feoerds 
reqaested if filed heFeiB). 

1. GFmtiBg aooess te all the 
reqaested reoerds. 

2. ReSf)eBaiag te reqaests fer 
BeB e:Kistest reoeffls; te 
re(½aesteFs 1.vhe pre¥ide 
iBadeqaate desoriptieBs; 
0:B:d te these v.rhe fail te 
pay agesoy repreckioties 
fee&: 

a. &e(½aests Bet appealed. 

a. Requests 0:fJpealed. 

3. DelT,Yiag aooess te all er 
part ef the reoerds 
reqaested. 

a. Requests Bet 0:f)f)ealed. 

e. &eqaests appealed. 

DestFe�r 2 }rears afteF date 
ef reply. 

Destrey 2 years after date 
ef reply. 

Destrey as aataori!i!ied 
aH:der Privaoy Aot 
.AmesameBt Case Files. 

Destrey S years after date 
of reply. 

Destrey as Auth.ori!i!ied 
lmder AIJM11't 200.18.2 
Pfr;ao�r Aot 2A....meB0H1:em 
Case Files. 

Q&S 
14,£21 a(l) 

g&g. 
14t31(2)(a) 

Q&S 
14t31(3)(a) 

GRS 14/2l(e) 

TSA Records Disposition Schedules 2-10  
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, , .• AlfMIN lOO- MINISTRATIVE AND MANAGE} -, __ .S"T1 . 
Title Description of Records Disposition 

:8. Offieial file Cef)y ef Disf)ese efin aeeeFsanee 
FeCfUestes FeeeFss with apf)re11es ageney 

sisf)esitien instruetiens 
feF the Felates FeeeFss, er 
w4th the Felates Pri11aey 
A:et FeCfUest, 11AH.ehe11er is 
lateF: 

Al>i\4IN l00al8al Files Felatiag te an inei11isaal's 
Pri11aey Aet FeCfUest te AmenSfB:ent Case Files. 
AmenSfB:ent Amens a Feeers f)eFtainiag te that 
Case inei11iC¼l¼al as f)re11ises feF wseF 5 

¥iles U.S.C. 552a(s)(2); te the 
insii,isaal's re(½Uest feF a Fe11ie1.v ef 
aB ageney's refusal ef the 
inshiiC¼l¼al's Fe(fUeSt te amens a 
Feeerel as f)Fe1Ases feF wseF 
552a(El)(3); aBS te an-y ei11H aetien 
bFeaght by the mei1AC¼l¼al 
2'\menement Case Files against the 
Fefusing ageney as f)Fewses 
wseF5 U.S.C. 552a(g). 

a. &eCfUests te amens agrees DiSf)ese ef in aeeeFsanee 
te by ageney. J.neH:1:ses 1.vith the apf)FeYes 
insiYiC¼l¼al's FeCfUests te amens Elisf)esitien instruetiens 
anelleF Fe111:e\v Fefasal te feF the Felates sl¼bj eet 
amens, eef)ies ef ageney's inei11isaal's FeeeFs er 4 
F8f)lies therete, ans relateel yeaFs afteF ageney's 
materials. agreement te amens, 

1.¥.lH:ehe11eF is lateF. 

b. &eCfUests te amens Fefuses DiSf)ese ef in aeeeFsaB.ee 
by ageney. 1-nelases with the af)f)Fe11es 
ineiWC¼l¼al Fe(fUeStS te amens sisf)esitien instmetiens 
ans te Fei1iei.v Fefusal te feF the Felates sl¼bj est 
amens, eef)ies ef ageney' s inEliYiC¼l¼al's FeeeFs, 4 
F8f)lies therete, statement ef yeaFs afteF final 
sisagreement, ageney · seteralinatien by ageney, 
jastifieatien feF Fefusal te eF 3 y:eaFs afteF final 
amens a FeeeFS, ans Felates aajaeieatien b�r eeurls, 
materials. vAH.eheYeF is lateF. 
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Authority 

GRS 14/2lb 

GRS 14/22a 

GRS 14/22b 

https://aeeeFsaB.ee
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i I .-• ADMllN 200---: ,UNISTRATIVE AND MANAGEFl. l'if• . . . Title 

Nl i,o 03 l, Item 10. J.Y>MIN �99.19 
� 10 .  :ffiRECTWBS FILES 

Superseded by: 

""J)AA-05'�.3- 201 9 - OOOi-0004 
DATE (MM/DD/YYYY): 

02./2�/2.0ZO Nl-560-03-2, Item 11. ADMIN 200.19.1 Temporary Issuances 

Nl-560-03-2, Item 12.ADMIN 200.20 CHRONOLOGICAL ORtREADING RECORDS 

Nl-560-03-2, Item 13. ADMIN 200.21 TSA BROADCAST E-MAIL MESSAGES This item may be applicable to other TSA records 

Description of Records saeBges ta tae tata-1. inv:entaey af persaBB.elteata, ans a eessrif>tiaB af aper�asa-1. eKperiesse 1.1A.ta estimates aftae sBHlber af i-BEH.-Vi&l¼a-1.s re(fl:lestiBg i-BfoBTJ:atias as tao e1dstesse afresaf8s pert&imsg ta teem, refasals ta praYiee iE.foBTJ:atiaB, FO(fl:leStS for assess ta resares, ans appea-1.s fFam initial refusa-1.s ta amese resares. Cassist af affisia-1. file sapies, EH.feeti?es, ee:elt:gi=eUflti me:tefie:l me ether papers relates ta tlle de¥elopmeat gf ¼S:1.�..c �@sti�tes, iileladiag shaages that are 
aatftefii5e8: i:SSti:QfleeS Elfl:8: ti:Sea 8:S ft prim� means g£ issuing pgliG¥ iaskaGtigas and pt=eG@d-1:H-es Transmitting one-time or short-term instructions or information, which is expected to remain in effect for less than 90 days or for a predetermined amount of time not to exceed 1 year.Office file copies maintained in office. Extra copy of outgoing correspondence, letters, memorandums, reports, and other records which are pertinent to routing internal administrative and housekeeping activities and not the particular function for which the holding office exists. Copies of TSA Broadcast e-mail messages maintaining at Headquarters for informational purposes and filed chronologically by date of receipt. 

Disposition 

PERMANEN�. Plaee tft me:eti:r;:e file �eB: s�er session. Trmsfer te N.ARi.A-' 10 yeaFs after sapersedee. 
Transfer to the FRC when 2 years old. Destroy when 10 years old. 
Cut off at end of fiscal year. Destroy when 3years old. 

Destroy when obsolete or superseded. 

Authority 

Nl 560 03 2, Item 10. 

Nl-560-03-2,Item 11. 

Nl-560-03-2,Item 12. 

Nl-560-03-2,Item 13. 
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I 

f'• ArlMIN tOO---) lINISTRATIVE AND MANAGEM. . ·;r •• . .. 

Title Description of Records Disposition Authority 

common to many 
other offices within 
TSA. 
Nl-560-03-2, Item 14. Consist of information not Cut off at end of calendar Nl-560-03-2, 
ADMIN 200.22 described elsewhere in this year. Destroy when Item 14. 
REFERENCE FILES 
This item may be 
applicable to other 
TSA records 

schedule, used as ready reference 
on subjects of current and ongoing 
interest. These files may contain 
copies of publications, directives, 

superseded or obsolete. 

common to many 
other offices within 
TSA. 

pictures, correspondence and the 
like. Official file copies are not to 
be placed in these files nor are the 
files to be considered pending files 
when official file copies are kept 
on a tentative basis. 

Nl-560-03-2, Item 15. 
Electronic Mail and Word Processing System Copies Series Descriptions and Dispositions 

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. 

DELETE within 1 80 days after the recordkeeping copy has been produced. 

Copies used for dissemination, revision, or updating that are maintained in addition to the 
recordkeeping copy. 

DELETE when dissemination, revision, or updating is complete. 

NOTE: Some Administrative Management 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-1 1 5, 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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