NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE

Schedule Number: N1-560-03-008

Some items in this schedule are either obsolete or have been superseded by new
NARA approved records schedules. This information is accurate as of: 1/21/2025

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These items, unless subsequently superseded, may be used by the agency to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

Items 1-3, 5B-D

SUPERSEDED AND OBSOLETE ITEMS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They are superseded, obsolete, filing instructions, non-records, or were lined off and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.

Item 4A is superseded by DAA-GRS-2013-0007-0001
Item 4B is superseded by DAA-0560-2018-0012-0001
Item 5A is superseded by DAA-0560-2018-0012-0002
Item 5E1 is superseded by DAA-0560-2018-0012-0003
Item 5E2 is superseded by DAA-0560-2018-0012-0004

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE

As of 1/21/2025 N1-560-03-008



REQUEST FOR RECORDS DISPOSITION AUTHORITY

‘

' (LEAVE BLANK)

JOBNUMBER /. 5L p - 03- &

WASHINGTON, DC 20408

To: NATIONAL ARCHIVES and RECORDS ADMINISTRATION (NIR)

DATE RECEIVED S — /’5-Qs0 3

1. FROM (Agency or establishment)

Department of Homeland Security

2. MAJOR SUBDIVISION

Transportation Security Administration

3. MINOR SUBDIVISION

Office of Human Resources

NOTIFICATION TO AGENCY

In accordance with the provisions of 44 U.S.C.
3303a, the disposition request, including
amendments, is approved except for items that
may be marked [ldisposition not approved[] or
Owithdrawn[d in column 10.

4, NAME OF PERSON WITH WHOM TO CONFER

Arthur McCune, Jr.

5. TELEPHONE

571/227-2076

DATE

ARCHIVIST OF THE UNITED STATES

01 [sos A

6. AGENCY CERTIFICATION

GAO manual for Guidance of Federal Agencies,

is not required; is attached; or

has been requested.

I hereby certify that [ 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 6 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

DATE SIGNATURE OF AGENCY REPRESENTATIVE
05/7/03 W /N Cuns %

TITLE Records Management Officer

7. tem 8. DESCRIPTION OF ITEM AND PROPOSED D!SI%SITION 9. GRS OR SUPERSEDED 10. ACTION TAKEN
No. JOB CITATION (NARA USE ONLY)
**Seap Attached**
£e y DR FZee)tna)
115-109 REVIOYS EDITION NOT USABLE STANDARD FORM SF 115 (REV. 3-91)

Prescribed by NARA 36 CFR 1228




« HRM 1100—HUMAN RESOURCES MANAGEMENT l' )

This category is for general correspondence and related papers pertaining to Human
Resources Management.

Title Description of Records Disposition Authority
HRM—11060 Ceorrespondencereports-and-other Cut-off atend-offisecal GRS1A3
HUMAN recordsrelating-to-the-general year—Destrey-3-years
MANAGEMENT personnel-functions; but-exeluding

records-speeifically-deseribed
elsewhere-iirthis-catesoryand
records-maintained-at-Ageneystaff
plenninglevels:
CHRONOLOGICAL/ arranged-and-maintained-for ealendar-year;-hold-twe
then-destroy-
OFFICIAL personnel-files- maintained by-the
PERSONNEL Office-of Human Resourees-in
EOLDERA(OPE) accordance-with-the Federal
Personnel Manual—Includes-SE
2809, SE 2810-and2817-SE-50;
SE144,SE 61, DD214;and
s sumés-forfold .
| . 1 of
December-31;-1920-

TSA Records Disposition Schedules 11-1
N1-560-03-8


https://mamtaHJ.ed

+  HRM 110u—HJUMAN RESOURCES MANAGEMENT ’ '

Title Description of Records Disposition Authority
will- destroy-65-years
after separationfrom
Federal-service:
correspondence-and-forms superseded-or-obselete;
i tnined on the lof cide-of i .
Official Personnel Holderin transfer-of employee;
Guideto-PersonnelRecordleeping,  required-te-be
1O Forms:
HRM—11003 These-are-the Immigration-and Destroy3-years-after GRS-1/10b
AND New-employeesforms-willnetbe  from-service-ortransfers

1)HRM 11004 a—Statistiealreports-inthe-operating
PERSONNEL personnel-office-and suberdinate

OPERATIONS units-relating-to-persennek:
STATISTICAL

REPORTS b. Substantive reports, studies,
progress reports, and reports of

significant accomplishments. Case
file special or one-time reports as

needed.

2)HRM 1100.5 Signed policies and working files

POLICY which include correspondence,

drafts, charts, brochures, articles,
news releases, statistical data, notes,

reports, regulations, and other
related documents pertaining to

Human Resources policies. This

applies to records on all media,
including paper and electronic.

TSA Records Disposition Schedules
N1-560-03-8

11-2

Destroy-when2-years  GRS1A6
old:

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

Destroy when 5 years
old or when superceded
on obsolete, whichever
is later.



« HRM 1100—4dUMAN RESOURCES MANAGEMENT ¢ »

Title Description of Records

3)HRM 1100.6 General correspondence drafts,

PLANNING background material, annual work

plans, budget estimates, and
documents relating to program

planning.

TSA Records Disposition Schedules
N1-560-03-8

Disposition Authority

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

Destroy2-yearsafter GRS16/8a
nationof


https://intern.al

« HRM ¥100—UMAN RESOURCES MANAGEMENT ¢

Title Description of Records

TSA Records Disposition Schedules
N1-560-03-8

11-4

Disposition

Authority



+  HRM 1100—HUMAN RESOURCES MANAGEMENT ¢ i

Title Description of Records Disposition Authority
d—Appesals
e s ’ . i< elosed:

4 HRM 1100.10 a. Contains copies of le
EMPLOYMENT inquiring about

int; on career opportunities in
Superseded by job / em number:

e e 01O (DAR-6RS- 2013
6 SLH‘ ) (Do’?—oool)

b. Annuity Offset Waiver Forms, =
Requests for dual compensation for

employees who are retjred-ffom yem's old-
other agencigs-armd subsequently
WOpk-roT 15A. \ Superseded by job / ftem number:
HRM—1100-10->  a—Eligible-applicationsforpositions AN - 0560- 018 -0012- 000 b
Bmplf)ya.&eﬂ% ﬁHed—&em—a—%eg&ster—er—mveﬁery; Date (MMDDIYYYY):
Applieations ineluding OFE 612 resumes; \6-20-22019
supplemental forms;and
attachments;-whether-in-hard-copy
or-electronic-format:
register-or-inventory;
(execept-for-these
Lioati ; 1
brought-forward-to-a
new-register-of
2—On-inaetive-registeror Cut-off annually: GRS1H33L)
inventory: Destroy1yearattercut
off:
3 pa , B b richt sid
ofthe-OPF-upen-reeeipt:
TSA Records Disposition Schedules 11-5

N1-560-03-8



+  HRM 100—=HUMAN RESOURCES MANAGEMENT 2 )

Title Description of Records Disposition Authority

L s B , ;
include-OF-612;resumes;

supplemental-forms; whether-in-hard
copy-or-electronic-format:

TS A Records Disposition Schedules 11-6
N1-560-03-8


https://HRl\41100.11
https://ineumbeB.ts
https://VlORKPL.A.CE
https://FlIDER.AL

+ HRM Ildu—i{UMAN RESOURCES MANAGEMENT

Title Description of Records Disposition Authority

TSA Records Disposition Schedules 11-7
N1-560-03-8



HRM 1100—:HUMAN RESOURCES MANAGEMENT :

Title

Description of Records

TSA Records Disposition Schedules 11-8

N1-560-03-8

Disposition

Authority



HRM 1100—HUMAN RESOURCES MANAGEMENT i

Title Description of Records Disposition Authority
HRM—1100:12
DNASSIGNED
HRM—1100:13 Reeordsrelatingto-thepromotionof Cuteffatendoffiseal GRS132
PROMOTIONS quelificationstandards;-evaluation  OPM-auditer2-years

methods;selection-procedures-and  afterthe-personnel
lustionof candidatesThi
b oo includes Seni ﬂE:iE]ﬂs i-completed

TSA Records Disposition Schedules 11-9
N1-560-03-8


https://fiatiiB.gs
https://ofiB.terviw.vs

-~ =~

¢ HRM I100—EHUMAN RESOURCES MANAGEMENT ‘ '

Title Description of Records Disposition Authority
Employee-Medical Folderand
copies-submitted-to-the-Department
ofLaber-

HEALTH BenefitsRegistration Formyused by  filedinthe Official
INSURANCE each-employee-to-enrell-in-the Personnel Holders
Federal Employees Health-Benefit  (OPE)—See-HRM
Program-and SF-2810; Netice-of 1100-2-for-dispesition:
Chenge-in-Health-Benefits
Enrellment Horm;-used-by-the
employee-to-cancel;-change;or-take
. od -
HRM._1100.18 Eile ineludes SF-2817. Lif SE 2817 is-fled-in-g

HRM1106.19 Eiles includeinf . R i
EMPEOYEE preventive-servicessuehas appraisal-
ASSISTANT employee-education;-managerment
PROGRAMHEAR) consultation,-assistance-with-change
. ,
ma;mgem.mt ;'ﬂ; EHS.i; manag et

\/’,'5) HRM 1100.20 Includes reports, registers or other
RETIREMENT control documents, applications, and  Superseded by job / item number:

error corrections relating to .
retirement and maintained as back- DRA-0S60-30|3-00(2- 000 o

up copies of records sent to OPM Date (MMDD/YYYY):
and/or filed in employee’s OPF. b -30-2019

: Buybacks. Working Cutoff at the end of the
records for ili

buyin litary fiscal year. Destroy 2
time, includes copies of SF 280 after cutoff.
SF 3108.

b. Civilian Deposits. Working files Cutoff at the end of the

for civilian deposits, includes copies fiscal year. Destroy 2

of SF 2803 and SF 3108. years from date when
forms are sent to OPM.

TSA Records Disposition Schedules 11-10
N1-560-03-8



. HRM 1100—HUMAN RESOURCES MANAGEMENT ‘! '

Title Description of Records Disposition Authority
c. Retirement Estimates files " Cutoff at the end of the
contain calculation of annuity fiscal year. Destroy 5

estimates for retirees. Files arenot  after cutoff.
transferred to the OPF. Files include

SF 2801-1, SF 3108-1, Certified

Summaries, SF 3100, and SF 2806,

which are individual records.
d. Retirement Case Files contain Destroy when 2 years
applications for immediate old or after receipt of

retirement under the Civil Service OPM report, whichever
Retirement System and the Federal  is sooner.

Employees Retirement System.

Includes copies of SF 2801 and SF

3701; filed by employee name.

Retirement Error Corrections
fileS\tegarding errors in retirement

Des 5 years after
corrections:

2. which lasted more \ Destroy S years after
than 3 years corrects. corrections:

Note: Onc errors are corrected | | Superseded by job / ttem number:

DAA- 65(0- aot2-0ol2-0003

HRM—1100:21 Employee-Awards-File:—General Date (MWDD/YYYY):
Lo -30-2019

Superseded by Job / item number:

DAR - D560 - 30 (8 - ©012.-0004
Date (MMWDD/YYYY):
lo-20 -20\9

TSA Records Disposition Schedules 11-11
N1-560-03-8


https://P0NARDS1\.ND

* HRM 1100—HUMAN RESOURCES MANAGEMENT
Title Description of Records Disposition Authority

nominations;-correspondence; reports

Federal
HRM—1100:22 Cerrespondence-and-related Cut-offatend-offisecal GRSIA3
INCENTIVE materials-on-Seeretary’s-and year—Destroy-3-years
Award-Quality-Suceess-Inereases;
1 Swosial Acki Cacl
Awardsforentire-Ageney-
PLAN(TSE) Thrift-Savings-Plan: separation-of employee:

EAQLQ¥EE. defined-in5-CER Part- 203 Subpart
MEDICAL-EOLDER  E-ineludes-all-emplovee
EME) s onal medical is- (whicl

TSA Records Disposition Schedules 11-12
N1-560-03-8


https://P&OGR.AM

HRM 1100—HUMAN RESOURCES MANAGEMENT J‘ .

Title Description of Records Disposition Authority
| and epidemiological
recordshwhether theyare
intnined | 1
raieroform;-or-papermede;-and
whereverloeated-in-the-ageney;are
part-ofthe EME:
Note: O i onal Medical
Records-considered-to-be-long-term
; 1 itained fort
duration-of employment; plus30
yvears-orfor-aslongas-the- OPE-is
intained.wwhicl i1
1—TFransfer-employees See-5-CFRPart 293; GRSH21e(h)
Subpart-E-for
. s Tn-20044
states-that-when-an
employee-transfersto
anotherHederal ageney;
the-EME-must-be
transferredto-the
. ]
same-time-as-the
employee's-OPEThe
EME-is-to-be-addressed
| , ..
agency's-designated
manager-(medical;
health;-safety;-or
personnel-officer;or
other-designee)-of the
EME:
2—Separated-employees: Fransferto-NPRG-St GRS1H21a(2)
Louis; MO;-30-days
after-separation—NPRC
will-destroy-75-years
afterbirth-date-of
employveer-60-years-afier
date-ofthe-earliest
decument-in-the-folder;
ifihed 1 icd
cannotbe-ascertained;
TSA Records Disposition Schedules 11-13

N1-560-03-8



* HRM 1100—HUMAN RESOURCES MANAGEMENT‘ .
Title Description of Records Disposition Authority

or-30-years-afterlatest
ion. whic] .
later

valont BE els]t"’.f’ at-end-of , GRS-26e

TSA Records Disposition Schedules 11-14
N1-560-03-8


https://Elftdl.or
https://Persoflfl.el

‘* HRM 1100—HUMAN RESOURCES MANAGEMENT  «

Title Description of Records Disposition Authority
1. whiok .
seoner
2—Time-and-Attendance-Seurce Destroy-afier GAO GRS2/7
. . 1d_swhicl .
z_eesrds ’&pan ..his'hlea. > nput date '
isl bas E;d. sach Etsi EﬂEm a; s*g;ﬁ " 1 Sooner
lioations fors 4 il
irme, maintai :
orove: :H.ﬁ;‘ ]mamt.amed ;ﬁ é% post
machinereadable-orpaperform:
3—TFime-and-AttendanceJoput Pestroy-afier GAO GRS2/8
II:EE!H]E;S H; oithes ﬁi&ﬁ eroria chise ; E';li“ a;. l.hen 5.55535
attendance-datainto-apayrel So6Rer
rnaintained either ]
or-payroll-processor:
4—LeaveReeords:
or-separation-
b—Creating agency-copy—when Destroy-when3-years  GRS2/9(b)

1100.28
E- AND
WORD

PROCESSING
DOCUMENTS

individuals in personal
personal electronic mail dire¢
or other personal directories on h
disk or network drives, and copies

TS A Records Disposition Schedules
N1-560-03-8

‘8. Copies of records described in this

been produced.

ies, Superseded by job / item number:

GRS 51 Skem 02 ( DAN-6RS-201b
Date (MM/DD/YYYY):

11-15  {sSued 6RS Trotinaal 18 ;79&4 204,

=00\~ oonLB


https://maehi.ne
https://maehi.ne
https://MANAGElvIE.NT
https://atteadae.ee

HRM 1100—HUMAN RESOURCES MANAGEMENT /
Title Description of Records Disposition Authority

ared network drives that are

revision, or up that are
maintained in addition

recordkeeping copy.
Superseded by job / tem number: -
6RS Sl 1en 020 ( D- 698:20%0016{001)
it (MM/DDIYYYY):
Bsupn GRS Trangnudiet 28 m\ﬁwﬂ‘
TS A Records Disposition Schedules 11-16

N1-560-03-8

)





