
  

 

 

  
   

 

  

  

 

 

 

 

 

 

 

 

  

   

 
 

 

 

 

 

 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 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Some items in this schedule are either obsolete or have been superseded by new 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These items, unless subsequently superseded, may be used by the agency to 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SUPERSEDED AND OBSOLETE ITEMS 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They are superseded, obsolete, filing instructions, non-records, or were lined off and 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Item 4A is superseded by DAA-GRS-2013-0007-0001 

Item 4B is superseded by DAA-0560-2018-0012-0001 

Item 5A is superseded by DAA-0560-2018-0012-0002 

Item 5E1 is superseded by DAA-0560-2018-0012-0003 

Item 5E2 is superseded by DAA-0560-2018-0012-0004 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 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 



I (LEA'Q'E BLANK)REQUEST FOR RECORiJS DISPOSITION AUTHORITY 

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

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. 
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Office of Human Resources □withdrawn□ in column 10. 

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

~~Arthur McCune, Jr. 571 /227-2076 '1 (31/:u:, 

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 2 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 ofTitle 8 of the 
GAO manual for Guidance of Federal Agencies, 

is not required; is attached; or has been requested. 

DATE REPRESENTATIVE TITLE Records Management Officer 

05/7/03 me~ 
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 REV!§ EDITION NOT USABLE STANDARD FORM SF 115 (REV. 3-91) 
Prescribed by NARA 36 CFR 1228 



~ HRM ll0~tlUMAN RESOURCES MANAGEMENT l. 

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

Title 

HRl\'I 1100 
HUMAN 
RBSOUR:CBS 
MANAGBMBNT 

HRl\'I 1100.1 
CHR:ONOLOGICA.U 
RBADING FILBS 

HRM 1100.2 
OFFICIAL 
PBRSONNBL 
FOLDBR (OPF) 

Description of Records 

Correspoadeaee ref)orts and other 
reeords relatiag to the geaeral 
admimstratiofl: at1:d Of)eratiofl: of 
f)ersmmel fimetioas, but e*ehldiag 
reeords speeifieaUy deseribed 
else:-uhere ia this eategory and 
reeords mamtaHJ.ed at Ageaey staff 
plantHag le7;els. 

BKtra eof)ies of outgoiag material 
arranged and maintaiaea for 
informatioaal f)w-poses. 

a. Right side of folder. Offieial 
f)ersoooel files maiataiaed by the 
Offiee ofHamm Resoarees ia 
aeeordanee Ylith the Federal 
Persoooel Manual. Inehldes SF 
2809, SF 2810 and 2817, SF 50, 
SF 144, SF 61, DD 214, and 
resumes for folders eo:r;eriag 
emplo~ent termiaatea after 
Deeember 31, 1920. 

1. Tran.sferred emf)loyees. 

2. Sef)aratea employees 

Disposition 

Cut off at ead of fiseal 
year. DestFoy 3 years 
after eat off. 

Cat off at ead of 
ealeadar year, hole two 
additioaal years, ma 
thea destFoy. 

See Chapter 7 of The 
Guide ffJ P-ers0nnel 
Ree0rdkeeping for 
iastruetioas relatiag to 
folders of employees 
tran.sferred to mother 
ageaey. 

TFa&sfeF folder to 
Natioaal 
Persoooel Reeords 
Geater (NPRC), St. 
Lows, MO, 30 days 
after Sef)aratioa. NPRC 

Authority 

GRS 1/3 

GSR 23/1 

GRS 1/la 

GRS 1/lb 

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

https://mamtaHJ.ed


BRM 1100--,tlUMAN RESOURCES MANAGEMENT 

Title 

HRl\l 1100.3 
IMMIGRA.TION 
ANB 
NATURALIZATION 
SBRVICB FORM I 9 

1) BRM 1100.4 
PERSONNEL 
OPERATIONS 
STATISTICAL 
REPORTS 

2) BRM 1100.5 
POLICY 

Description of Records 

h. • Left side offoldeF. AU eopies of 
eoffeSf)Ofl:deaee and forms 
ma-iB:ta-iB:ed OB the left side of the 
Offieial PeFsoflfl:el Folder iB 
aeeordanee with ChapteF 3 of The 
Guide wl'ers0nnel Ree0Fdkeeping, 
BXCLUDING the lmmigratioB and 
Natlirali!llatioB Serviee Form I 9 and 
pefformanee related reeords. 

These &Fe the ImmigratioB and 
Natlirali!llatioB Serviee Forms I 9. 
Ne1.v employees' forms 1.viU fl:Ot he 
plaeed iB the OPF. 

a. Statistieal ref)orts iB the operatiBg 
peFsonnel offiee and sabordiaate 
1:1fl.its relatiag to persoflfl:el. 

b. Substantive reports, studies, 
progress reports, and reports of 
significant accomplishments. Case 
file special or one-time reports as 
needed. 

Signed policies and working files 
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. 

Disposition Authority 

will destroy {)5 ye&Fs 
aftef Sef)ElfatioB from 
FedeFal serviee. 

DestFey ,.-,,hea 
supeFseded or oasolete, 
or lif>OB Sef)ElfatioB or 
transfer of employee, 
l¼Bless speeifieally 
required to he 
transferred with the 
OPF. See item HR}.4 
1100.3 for diSf)ositioB of 
I 9 Forms. 

GRS 1/10a 

DestFey 3 yeElfs after 
efBJ)loyee Sef)arates 
ftom serviee or transfers 
to aaothef ageaey. 

GRS 1/lOh 

DestFey ,.-,,hea 2 yeElfs 
ekk 

GRS 1/1{) 

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. 

TSA Records Disposition Schedules 11-2 
Nl-560-03-8 



L HRM 110U-lfUMAN RESOURCES MANAGEMEN'f , 

Title 

3) HRM 1100.6 
PLANNING 

HRM: 1100.7 
COMMITTEES, 
MEETINGS, AND 
CONFERENCES 

HRM 1100.7.1 
Arrangem0flts 

HRM: 1100.8 
UN.A.SSIGNlID 

HRM 1100.9 
POSITION 
CL'\SSIFICATION 
FILES 

Description of Records 

General correspondence drafts, 
background material, annual work 
plans, budget estimates, and 
documents relating to program 
planning. 

a. Reeeres ef eemmittees, meetiBgs, 
aBe eeBfer0flees relatiBg te 
estaeliSflffl0flt, ergam.2'iatieB, 
memaershi}l, aBe peliey ef intern.al 
eemmittees. Saaeiviee cemmittees 
aflft CeBfereBces, ifBecessary, ane 
shmv Bame and eate spaB eB felaer. 

h. Ag0flea, miftl:ltes, aBe fi.Bal 
reperts ane relatea materials 
aecwnentiBg the accemplisbments 
ef efficial heMes aBe cemmittees. 
EXCLUDING these mainta-inee hy 
the speBser er Secretariat. 

[NOTE: R:eeeres maintaiBea hy the 
speBser er Seeretariat Me petentially 
permanent afl0: HJ:-Hst he schedulee hy 
sabmissieB ef aB SF 115 te NAR...'\.] 

AH ether cemmittee reeeres 
incltieiBg meetmg Ri'faBgements, 
invitatieBs, eKtra eepies ef ag0fleas, 
accemmeeatieBs, al:1-therity te 
att0fle, 1+11erkpapers, aeeepta.Bces, 
a.Ba regrets. 

a. PesitieB ClassificatieB StaneafeS 
~ 

1. StaneafeS aBe gt:rieelmes 
issuee er re'1ie111ee hy OPM aBe 
usee te classify and evaluate 
pesitieBs withiB the ageBcy. 

Disposition 

Cut off at end offiscal 
year. Destroy when 3 
years old. 

DestFey 2 yeMs after 
tenniBatieB ef 
cemmittee. 

DestFey Ylh0fl 3 yeMs 
el&.-

DestFey wheB 3 yeafs 
el&.-

DestFey Ylh0fl 
superseeee er ehselete. 

Authority 

GRS 16/8a 

GRS 16/8h(l) 

GRS 16/8h(2) 

GRS 1/1a(l) 

TSA Records Disposition Schedules 11-3 
Nl-560-03-8 

https://intern.al


•L BRM 1100--.HUMAN RESOURCES MANAGElVI.ENT 1 

Title Description of Records 

2. CerFespendenoe aed ether 
reeeffis Felating te the 
de11el~ment ef staedards fer 
elassifioatien efpesitiens 
peculiar te the agency and OPM 
appFeval er disappFeval. 

1. Case file. 

2. R01liEP+V File. 

a. Pesitien Deserif>tiens. &eeeffi 
eepy efpositien deserif>tiens, v1hieb. 
include infenB:atien en title, series, 
grade, duties aad responsibilities, 
aed related doeBfBents. 

1. Classificatien survey Feports 
en varieus pesitiens pFepared ey 
elassifieatien specialists, 
including periodie reperts. 

2.Inspeotien,a-adit,aad 
classification survey files on 
varieus pesitiens, ineluding 
eerrespendenee, Feperts, aed 
ether reeords relating to 
iBspeetiens, surveys, desk aadi-1:s 
aed 01laluations. 

Disposition 

DestFey 5 years after 
pesitien is abelished eF 
deseriptien is 
superseded. 

DestFey when 2 years 
eki: 

DestFey 2 years after 
pesition is abelished eF 
desefiption is 
superseded. 

DestFey v1hen 3 years 
eld eF 2 years after 
regular i11fipeetion, 
whieb.01ler is seOB:er. 

DestFey when • 
superseded or eeselete 

Authority 

GRS 1/7a 
~ 

GRS 1/7a 
~ 

GRS 1/To 

GRS 1/7e(l) 

GRS 1/7e(2) 

TSA Records Disposition Schedules 11-4 
Nl-560-03-8 



L HRM llO~HUMAN RESOURCES MANAGEMENT 

Title 

4) HRM 1100.10 
EJvlPLOYMENT 

HRM 1100.HM 
Bmpleymeftt 
f.qJplieatieas 

Description of Records 

d. Appeals 

1. C~e files i:elatiag te 
elassifieatiea appeals, mEel-a&iag 
OPM elassifieatiea eertifieates. 

2. Certificates ef elassifieatiea 
issued hy OPM. 

b. Annuity Offset Waiver Forms, 
Requests for dual compensation year. Destroy when 5 
employees who are re • om 
other agenci subse~tly 

SA. ~ 

a. Eligible applieatieas fer pesitieas 
filled fFem. a register er ia7;efttecy, 
ifleludiag OF lil2, resumes, 
supplem.efttal farms, aad 
attaehraeftts, whether iB bard eepy 
er eleetfonie fermat. 

1. OB active register er 
ffiYOfltery. 

2. -Oa inaeti1;e register er 
invOfltery. 

3. Resumes 

Disposition Authority 

DestFey 3 years after GRS 1/?d(l) 
ease is elesed. 

Destrey after affected GRS l/7d(2) 
pesitiea is abelisbed er 
SRJ)erseded. 

years el.el. 

Superaedad by Job/ Item numblr: 

DAT\ - 0S"~o- ~ li -o l)\ 2- 00() 1:..­
Date (MMIDDM'VV): 

\o -'?>o,.. a_o l9 

Destrey 90 days after GRS 1/33L(l) 
term.inatiea ef the 
register er inYOfltery, 
(mEeept fer these 
applioatieas that may he 
9f81:1:gh.t ferward to a 
B&\"l register er 
ffiYOfltory, if an.y). 

Cut offanaaally. GRS 1/33L(2) 
DestFey 1 year after out 
aft; 

Plaee oft the right side 
ef the OPF upea receipt. 

TSA Records Disposition Schedules 11-5 
Nl-560-03-8 



.. BRM 1100-.efUMAN RESOURCES MANAGElVI.EN'f ;. 

Title 

HRMU00.11 
FlIDER.AL 
VlORKPL.A.CE 
DRUG TESTING 
PROGRAM FILES 

Description of Records 

b. IBeligi-ele er ifleemplete 
applieatiens fef pesitiens filled hy 
ease eKSffHBing. Sueh deouments 
inohlde OF 612, resumes, 
SUf)J)lemental farms, ,.,.,aether iB. hara 
oepy er eleetreme fermat. 

e. Eligi-ele applieatiens fer pesitions 
filled hy ease eKatfJ.fll.illg that either 
are net refeffea te the hiring offieial 
er are retarned te the eKB:tBiBing 
effiee ey the &iring offieial. Sueh 
deeuments inelude OF 612, 
resumes, supplemental farms, aB£l 
attaohm:ents, '+"l-B:ether iB. hard eepy 
er eleetrenie fermat. 

Drug testiflg program Feoords 
ereated 1:lflGer EKeeutive Order 
12564 aB£l Puhlie Law 100 71, 
Seetien 503 (101 Stat. 468), 
EXCLUDING eonselidated 
statistieal aB£l n0:n=ati11e reports 
eoneerBHJ:g the operation ofageney 
programs, inelucling B.flE:Ual reports 
te Congi=ess, as reqR½fea hy Pub. L. 
100 71, 503(f). 

a. Drag test plaas aB£l prooedares, 
EXCLUDING deouments that are 
filed in reeerd sets of fermal 
isS1itlflees (direetiyes, proeed.Uf'es 
haadboek:s, eperating manuals, aB£l 
the lik:e.) Ageney eopies efplans 
aB£l prooed.Uf'es, with related drafts, 
eerrespendenee, memeraB£la, aB£l 
ether reeoras pertaiB-iftg to the 
ae:r.telepment ofpreeedares fer drug 
testing programs, ineludia-g the 
aetemJ:i.ftatien of testia-g ineumbeB.ts 
in desigBttted pesitioM. 

Disposition Authority 

Cutoff ammally. GRS l/33m 
Destrey 2 years after 
eu-teff. 

Cut off B.flE:ually. GRS 1/33n 
Destrey 2 years after 
euteff. 

Destrey VlBen 3 years GRS 1/36a 
old or v.4len superseded 
er obsolete. [See nete 
(2) after item HRM 
1100.11e(2).] 

TSA Records Disposition Schedules 11-6 
Nl-560-03-8 

https://HRl\41100.11
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.. HRM 1100-ifUMAN RESOURCES MANAGEMENT l 

Title Description of Records 

h. Bmpleyee aekmP.vledgtBea-t ef 
Betiee fenBs. FenBs eempleted hy 
empleyees 1•.vh.ese pesitieBs are 
desig.eated seBsiti11e fer drug testiBg 
pti:IJ)eses aelmewledgiBg that they 
h.a11e reeeh;ed aetiee that they may 
he tested. 

e. Seleetieflfsehed-uliBg reeerds. 
R:eeerds relatiag ta the seleetiea ef 
speeifie empleyees/applieants fer 
testiBg an.d the sehed-uliag ef tests. 
In:eluded are lists ef seleetees, 
Betifieatiea letters, md testiag 
sehed-ules. 

d. Reeerds relatiBg ta the eeUeetieB 
aad haadliBg ef speeimeas. 

1. "PenBan.eat" Reeerd Beeks. 
Bawd heeks eeata-iaiag 
idea-tifyiag data ea eaeh 
speeimea, reeerded at eaeh 
eeUeetiea site ia the erder iB 
whleh the speeimeas y;ere 
eeUeeted. 

2. Gha-ia ef eustedy reeerds. 
FenBs md ether reeerds used ta 
ma-inta-ia eentrel and 
aeeeantaeility ef speeimeas from 
the paint ef eeUeetiea ta the fiaal 
dispesitiea ef the speeimea. 

e. Test results. Reeerds 
dee1:1H1:entiag iadi11idual test results, 
iaeladiag reperts ef testmg, 
aetifieatieBs ef empleyees/ 
applieants md empleyiag effiees, 
md deeumeats relatiag ta feUey; up 
testiag. lnelades erigi.aal Medieal 
R:e1;ie1.v Offieers files regardiag 
eentaets an.d attempted eentaets with 
test subj eets. 

Disposition Authority 

DestFey ,vhea empleyee GRS 1/36h 
separates fi:em testiag 
desig.eated pesitiea. 
[See Bate (2) after item 
HRM 1100.lle(2).] 

DestFey whea 3 years GRS 1/36e 
eld. [See aete (2) after 
itemHRM 
l 100.1 le(2).] 

DestFey 3 years after GRS 1/36d(l) 
date ef last entry. [See 
Bate (2) after item HRM 
1100.11 e(2).] 

DestFey whea 3 years GRS l/36d(2) 
eld. [See Bate (2) after 
itemHRM 
1100.l le(2).] 

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



• HRM H0U-ilUMAN RESOURCES MANAGEMENT ,, 

Title Description of Records 

1. Pesitive Festdts. 

a. Bmpleyees. 

a. ApplieaBts &et aeeepteEl 
feF empleym:eB:t. 

2. Negative Fesults. 

[NOTES: (1) DiseipliB:ary aetieB. 
ease files pertaim&g te aetie&s take& 
agai&st empleyees feF drug use, drug 
pessessieB., faillife te eemply with. 
drug testiB:g proeeElm=es, aBEl similaF 
matteFS afe e01;:eFea hy HRM 
1100.15, whieh aatherizes 
aestmetieB. efFeeeFEls 5 yeaFS afteF 
the ease is elesea. (2) A&y FeeeFEls 
e01;eFea ay :HRM: 1100.11 items a e 
th.at aFe Fele1.i:aftt te litigatieB. ef 
aiseipliB:ary aetie&s sheula he 
Elispesea ef B.e eaflief th.aft the 
FelateEl litigatieB. eF aEl1,eFse aetieB. 
ease file(s).] • 

Disposition Authority 

DestFoy whea empleyee 
leaves the ageaey ef 
1.vhea 3 yeaFs elEl, 
whieh01;eF is lateF. 

G&S 
1/36e(l)(a) 

DestFoy whe& 3 yeaFs 
elEl. [See &ate (2) afteF 
itemHRM 11OO.llf] 

G&S 
1/36e(l)(h) 

DestFoy whe& 3 yeaFs 
el&.-

ORS 1/36e(2) 

TSA Records Disposition Schedules 11-8 
Nl-56O-O3-8 



• BRM 1100-l:IUMAN RESOURCES MANAGEMENif 

Title 

HRM 1100.12 
UNABSIGNBD 

HRM 11ooi1a 
:MERIT 
PR:OMOTIDNB 

HRM 1100.14 
GRIEV.t\.NCEB AND 
APPB.ALB 

H~I 1100.lS 
ADVERSE 
2A£TION8 

HRM 1100.16 
PERSONAL 
INJURY FILES 

Description of Records 

Reeerds relatiag te the proH.mtiea ef 
an iaawi.EH:1:a:l that aoe1:1H1ent 
ql:la:lifieatiea stedat=ds, e";a:laatiea 
metheds, seleetiea preeedures and 
&"lalaa-tiea ef e8fltlidates. This 
subjeet matter a:lse iaeludes Benier 
EKeeative Berviee (BBB). 

Reeeras erigiaatiftg ia the r&"liew ef 
grievaBees aBEl awea:J.s raised ey 
TS2A... eH.lf)leyees, an.ti the 
Diseipliaary Re=viwn Beafti (DRB), 
eKeept EEO eomplaiats. These ease 
files iaelade stateH1eats ef1.vitaesses, 
reperts ofiB.terviw.vs and heariags, 
eKa-miB:er's fiatiiB.gs and 
reeommeadatieas, a eopy of the 
origiaal deeisioa, related 
oorrespoB.deaee aBEl ed»bits, and 
reeerds relatiftg to reeoasideratieB.. 

Case files aBEl reeeras related te 
ad11erse aetiea ed perfeffB:aflee 
eased aetiORs (remeva:l, saspeasioB., 
reEH:1:etioa iB grade, fudoaga) agaiast 
eH.lf)leyees. The file iaeludes a eepy 
ofthe proposed adverse aetioB. Ylith. 
supportiftg deeuments; stateH1ent of 
witaesses; eH.lf)leyee's reply; hearing 
ootiees, reports, ed deeisioa; 
w;ersa:J.s ef aetiea aBEl appea:l 
reeoras. EXCLUDING letters ef 
reprimaH:d, 1nhieh are filed iB the 
~ 

Forms, reports, eorrespeadeaee aBEl 
related medieal aH:d investigatory 
reeoras relatiftg te ea the joe 
i:Bjaries, 1.vhether er aet a elaim for 
eompm:i:satieB. was made, 
EXCLUDING eopies filed in the 

Disposition 

Cat off at ead ef fisea:l 
year. Dest,oy after 
OPM audit er 2 years 
after the persormel 
aetieas is eompleted 
1-.vhiehe".,ter is seeaer. 

DestFoy no seeaer thaB 
4 years eat Be later thaB 
7 years after ease is 
elosed. 

DestFey S years after 
ease is elesed. 

Cat off ea terminatieB. 
ofeempeasatiea er 
when deadliae for filing 
a el&im has passed. 
Dest,oy 3 years after 
eat off. 

Authority 

GRB 1/32 

GR81/30a 

GRB 1/309 

GRB 1/31 

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

https://fiatiiB.gs
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' HRM tl0O-HUMAN RESOURCES MANAGEMENT 

Title 

BRM 1100.17 
HEALTH 
INSURANCE 

BRM: 1100.18 
UFE INSURANCE 

BRM: 1100.19 
EMPLOYEE 
ASSISTANT 
PROGRAM (EAP) 

J 1
,. 
5) HRM 1100.20 
RETIREMENT 

Description of Records 

Empleyee Medieal Felder aad 
eepies submitted te the Department 
efLaher. 

Files ·inel-l¼de SF 2809, Health 
Benefits Registratien Ferm, ased hy 
eaeh empleyee te emeU in the 
Federal Bmpleyees Health Benefit 
Pregram aad SF 2810, Netiee ef 
Change in Health Benefits 
BHreUment Ferm, ased hy the 
empleyee te eaaeel, ehange, er take 
any aetien reqaired that may effeet 
their health plan. 

File inel-l¼des SF 2817, Life 
msl¼faaee Bleetien Pregram, ased hy 
eaeh empleyee te enreU er 1.vaiv=e 
life insarenee aad henefieiary 
Elesignatien. 

Files inel-l¼de infermatien en 
pre1;:entiv=e serv:iees saeh as 
empleyee edaeatien, management 
eensaltatien, assistaaee 1.vith ehange 
maaagement aad erisis management, 
aad emetienal first aid in erisis 
situatiens. 

Includes reports, registers or other 
control documents, applications, and 
error corrections relating to 
retirement and maintained as back­
up copies ofrecords sent to OPM 
and/or filed in employee's OPF. 

~w.&.Q,!JBuybacks. Working 
records for buym ilitary 
time, includes copies of SF 280 
SF 3108. 
b. Civilian Deposits. Working files 
for civilian deposits, includes copies 
of SF 2803 and SF 3108. 

Disposition 

SF 2809 end 2810 are 
filed in the Offieial 
Perseflflel Felders 
(OPF). See HRM 
1100.2 fer dispesitien. 

SF 2817 is filed ia the 
Offieial Perseflflel 
Felders (OPF). See 
HRM 1100.2 fer 
dispesitien. 

Reta-ift pending 
appraisal. 

Suparaeded by Job/ Item number: 

Authority 

DAA-bS~0-~Oli'-ool2.- ooo~ 
Date (MMIDD/YVVV): 

Lb ... ~o ~ 2D l °I 

Cutoff at the end of the 
fiscal year. Destroy 2 

11--i-..&LP.:.1r•s after cutoff. 

Cutoff at the end of the 
fiscal year. Destroy 2 
years from date when 
forms are sent to OPM. 

TSA Records Disposition Schedules 11-10 
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I 
I.. BRM H0tJ-J!fUMAN RESOURCES MANAGEMENT 

Title 

BR±\1 1100.21 
P0NARDS1\.ND 
COMMBNDATIONS 

Description of Records 

c. Retirement Estimates files 
contain calculation of annuity 
estimates for retirees. Files are not 
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 
applications for immediate 
retirement under the Civil Service 
Retirement System and the Federal 
Employees Retirement System. 
Includes copies of SF 2801 and SF 
3701; filed by employee name. 

Retirement Error Corrections 
file egarding errors in retirement 
estima and calculations and 
employees ho where placed in the 
wrong retirem t system (CRCS and 
FERS). 

2. .&..J...... ...,...-...___ 

than 3 years-

errors are corrected 
the case is filed in OPF. 

1. Errors, which la d less 
than 3 years-TSA corr ts. 

w.hich lasted more 

correction . 

corrections. 

awaFE1HE!e&.FEl&,~~:btJ-Y±:M:i~est 
FelatiBg to &0f)artmeftt&.1 le1rel 
awafes. 

Disposition Authority 

Cutoff at the end of the 
fiscal year. Destroy 5 
after cutoff. 

Destroy when 2 years 
old or after receipt of 
OPM report, whichever 
1s sooner. 

5 years after 

5 years after 

Superseded by Job/ Item number: 

l)AA- b5~O- ~o\.g -oo l'2.-- o oo3 
Date (MM/0D/VYVY): 

Lo -30.- 2-0 \9 

Supelllded by Job/ Item number: 

DAA- bS60- ao li, o o ll.-0004 
Date (MM/0D/YYYY): 

lo ..:~o - 1.-0 l 'l 

TSA Records Disposition Schedules 11-11 
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4 BRM HOU-HUMAN RESOURCES MANAGEMENT 

Title 

HRM 1100.ll 
INCBNTIVB 
2\1.ll:A.RDS 

~I 1100ala 
THRIFT S2A...VINGS 
PLAN(TSP) 
BLBCTION FORM 

HRM 1100.l4 
DONATED LBAVE 
P&OGR.AM 

IIRl\l 1100.l& 
BMPLOYBB 
MEDICAL FOLDBR 
(m.4F) 

Description of Records 

a. Case files i-Boludiag 
reeeB'Hf.l:eB0atioas, approved 
aemiaatioBS, oorrespeftdeBee, reports 
ana related ha.aaeooks pertainiag to 
ageBey speasored eash and BOB oash 
S?Nards sueh as i-Boefttive S?Nards, 
y.fi.tl:J. i-B grade merit iaereases, 
suggestioas, and outstandiftg 
performanee. 

a. CerrespoBdeBee pertaimag te 
av;ards from other Federal ageBoies 
or noa Federal organi!liatie:as. 

CorrespoadeBoe and related 
materials ea Seoret8:l')7's and 
A.dn:J.imstfater's Speoial Heaor 
A.1..-,;ard Qualiey Sueeess Inereases, 
ana Speeial A-ehiev:emeftt Cash 
A.w:ards for eftti-re AgeBey. 

Ferm: TSP 1 au-thoraiag deduetion 
of empleyee eofttrihution to the 
Thrift Sa114ags PlaB. 

Case files doe\H'.fleBti-Bg the receipt 
and doaatioa of lew.-ce for medical 
emergeBeies, i-Beluding reeipieftt 
applieatieBS, ageBey approvals or 
denials, medieal or physieian 
eertifieatioBS, leave donation records 
or OF a30 A, Sl:lJJervisor/timekeeper 
appro1.tals, lea1;e transfer reeords, 
p&yfoll notifioatioa reoords, md 
leaYe program terminatioB records. 
Alse known as "lear.;e baflk" reeords. 

a. Long term medical reeords as 
defined in S CFR Part 293, SH:8f)art 
B, i-Belu.des all employee 
oecupational medical records (Y1hieh 
ecoludes employee 
assistaBee/ooenseling, patient, BOn 

Disposition 

DestFoy 2 yelH'B after 
appro:1.;al or disappro1.;al. 

DestFey 1NheB 2 years 
eld: 

Gut off at end offisoal 
year. DestFey 3 years 
after out off. 

DestFey ,vheB 
superseded er after 
separation of employee. 

DestFey 1 year after the 
efl8. of the year i-B whioh 
the file is olosed. 

Authority 

GRS 1/12a(l) 

GRS 1/12a(2) 

GRS 1/13 

GRS 2/la 

GRS 1/37 

TSA Records Disposition Schedules 11-12 
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, BRM 1100-JfUMAN RESOURCES MANAGElvl.Eril' 1 

Title Description of Records 

pemeaeJ., afta epidemiologieeJ. 
reeords) ·whether they are 
maiataiaeEl ia aft automateEl, 
m-iereform., or paper meEle, aad 
1.vher01.i:er leeated mthe ageaey, are 
part ef the BMF. 

Neto: Oee«patioaeJ. MedieeJ. 
R:eeords eeasidered te he leag term 
reeerEls must he maiataiaed for the 
daratioa of employnieat, plas 30 
yeats or fer as loag as the OPF is 
maimaiaed, vvhiehe11er is loager 

1. Traasfer empleyees 

2. Separated employees. 

Disposition Authority 

See S CFR Pa.rt 293, GRS 1/21a(l) 
Subpart B for 
mswetieas. In 2004 it 
states that 1.vhea aft 
empleyee traasfefs te 
aftether FedereJ. ageaey, 
the BMF must he 
transferred to the 
ga4H.iag ageaey at the 
same time as the 
employee's OPF. The 
BMF is te ae addresseEl 
ealy te the gai:aiag 
ageaey's desigaated 
mmager (medieeJ., 
health, safety, er 
pemOBBel offieer, er 
ether Elesigaee) efthe 
EMF-. 

Trmsfer te NPR:C, St. GRS 1/2la(2) 
Lenis, MO, 30 days 
after separatiea. NPR:C 
will destrey 75 years 
after airth Elate of 
employee; 60 years after 
Elate of the earliest 
deeameat mthe folEler, 
if the date ofhirth 
eamiet he ascertain.eel; 

TSA Records Disposition Schedules 11-13 
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' HRM HOO--.tlUMAN RESOURCES MANAGEMENT 

Title 

HRM: 1100.2(; 
P.A..YR-OLL 

HRl\4: 1100.27 
TJ:MgAND 
ATTEND.ANGE 

Description of Records 

h. Temporary or SBort term reeords 
as defiflea iB the Federal Persoflfl.el 
Manual (PPM). 

[NOTE: Eleetrome master files and 
aata hases ereatea to sapplemem or 
replaee the reeords eo",tered hy ORS 
1/21 are BOt a1:1thori2iea for disposal 
Rnder the ORS. Sueh files must be 
scheduled OB ae SF 115.] 

1. mdividaal Employee Pay 
Reeords. 

a. Pay reeord fer eaeh eff.1.Ployee as 
maifttamea iB ae eleetroaie aatabase. 
This aatahase maybe a sta:ad aloae 
payroll system or part of a eomhiBed 
persomtel,'f,ayroll system. 

a. Iadividaal Pay R:eeora, 
eomaimR-g pay aata on eaeh 
employee Ytrthin a:e. ageney. This 
reeora may he iB paper or 
mieroform hut not iB mae-hi-ne 
reaaable form. 

2. Nonearrent Payroll Files. Copy 
ofBOBeWTeH-t payroll aata as 
maintaiBea hy payroll serv:iee 
b\¾feOO:S iB either mieroferm or 
maemne readable form. 

1. Lea.,,e Applieation Files. SF 71 
or eE:JUi"ralent plus a:e.y supporting 
aoeumemation ofrequests a:e.d 
appro:v:als of lea.,,te. 

a. If OHlployee initials time eard or 
8E:]:UiYaleH-t. 

Disposition 

or 3 0 years after latest 
separation, 1.vhieheYer is 
latef 

DestFey 1 year after 
separation or transfer of 
OfB.Ployee. 

Uf)aate elements Elftdl.or 
entire roeora as 
re(iwed. 

TFaB.t;fer to National 
Persomtel Reeoras 
Cemer. Destrey when 
56 years old. 

Destrey 15 years after 
elose ofpay year ifl 
,vhieh generated. 

Destrey at end. of 
following pay period 

Authority 

ORS 1/21h 

ORS 2/la 

GRS 2/lh 

GRS 2/2 

GRS 2/6a 
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WORD 

• BRM H0tJ-IfUMAN RESOURCES MANAGEMENT ·•1 

Title 

PROCESSING 
DOCUMENTS 

Description of Records 

h. If employee has Bot initialed time 
eafd er equr,a-1.ent. 

2. Time aBe. A.tteadB:B:ee Souree 
Reeefds. All time B:B:d atteadae.ee 
reeerds apea , ...Aiieh leave input data 
is based, such as time or sign in 
sheets; time eafds (such as Optiona-1 
Ferm 1130); f19:itime reeerds; lea.,,e 
applieatieas fer jury aBe. military 
duty; and autlierii3ed premium pay 
er e:r1ertime, maintained at duty pest, 
upon 1n'flich leav:e i:Bput data is 
based. Reeefds may he iB either 
maem:n:e readable Of paper form. 

3. Time B:B:d A.tteBdB:B:Ge Input 
Reeerds iB eitker paper er maehiae 
readahle form used to iBput time aBe. 
atteadB:B:ee data iBte a payroll 
system, maintained eitker hy ageney 
Of payfOll processor. 

4. Lea.,,e Reeefds. 

a. Reeerd of employee leav:e, such 
as SF 1150, pt=epm:ed upon transfer 
er sepm:atiea. 

b. Creating ageaey eepy, v.rhea 
maintaiBed. 

~ Copies ofrecords described in this 
sch e that have no further 
ad.minis • ve value after the 
recordkeeping· y is made. 
Includes copies m • ned by 
individuals in personal 
personal electronic mail direc • es, 
or other personal directories on h 
disk or network drives, and copies 

Disposition Authority 

DestFey after GAO GRS 2/ah 
8.-1.¼dit or Vlhea 3 yea.rs 
old, vvhiehe11er is 
seoaer. 

Destrey after GAO GRS 2/7 
8.-1.¼dit er whee ayear 
old, :whiehe¥er is 
seeaer. 

Destrey after G..\O GRS 2/8 
audit or whee ayears 
old, ·whiche,1er is 
SOOBCf. 

File en right side oftke GRS 2/9(a) 
OPF. SeeHRM 1100.2. 

Destrey whea 3 years GRS 2/9(b) 
el4.-

troy within 
e 

recordkeep1 copy has 
been produced. 

Superaeded by Job/ Item number: 

6~5 S" ·' 2'~N\ D10 lDA~---6RS-V>\b \ 
Data (MM/DDIVYYV): - oo \ "- e>o o 2-J 
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• HRM 1100--HUMAN RESOURCES MANAGEMENT i 

Title Description of Records Disposition Authority 

ies of records described in 
this sc e used for dissemination, dissem • on, revision, 
revision, or up • that are or updating is lete. 
maintained in addition 

,_________re_c_~-~~,--~~in&E~P..Y-_·.-._______________,, ---------. 

Superseded by Job/ Item lunber. 

6 ~ S .1 \-\(,.._ o '2b C: ~~- 6R~ ✓ Z, Ud)OIb -o.)ll1. \ 
:~u tMMIOD/VVYV): 

fSS~J> 6-~~kl½J ?.}t) J ~~ 1b1'1, 
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