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NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE

Schedule Number: 

Some items in this schedule are either obsolete or have been superseded by new 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

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These items, unless subsequently superseded, may be used by the agency to 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

SUPERSEDED AND OBSOLETE ITEMS 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They are superseded, obsolete, filing instructions, non-records, or were lined off and 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 as a courtesy. Some items listed here may have been previously annotated 
on the schedule itself. 

NOTICE - SOME  ITEMS SUPERSEDED OR OBSOLETE



(LEAVE BLANK) REQUEST FOR RECORDS DISPOSITION AUTHORITY 
' . I 

- \, ... l J 

1------------------------------1 3303a, the d1spos1t1on request, including 
3 MINOR SUBDIVISION amendments, 1s approved except for items that 

may be marked Dd1spos1t1on not approved□ or 
Office of Transportat10n Secunty Pohcy (OTSP) □ withdrawn□ in column 10 

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

1 FROM (Agency or establishment) 

Department of Homeland Secunty 

2 MAJOR SUBDIVISION 

Transpmtatwn Secunty Administration 

JOB NUMBER /'} /- ~6- t'J t/-/._;, 

DATE RECEIVED .3 - / -~ CJ() t/-
NOTIFICATION TO AGENCY 

In accordance with the prov1s1ons of 44 U.S C 

4 NAME OF PERSON WITH WHOM TO CONFER 

Arthur McCune, Jr 

6 AGENCY CERTIFICATION 

5 TELEPHONE DATE ARCHIVIST OF THE UNITED STATES 

571 /227-2076 

I hereby certify that I am authorized to act for this agency in matters pertaining to the d1spos1t10n 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 penods spec1f1ed, and that wntten concurrence from the General Accounting Office, under the prov1s1ons of Title 8 of the 
GAO manual for Guidance of Federal Agencies, 

' D 1s not required, D 1s attached; or D has been requested 

DATE Y REPRESENTATIVE TITLE Records Management Officer 

02/19/04 (:~ 

7 Item 
No 

8 DESCRIPTION OF ITEM AND PROPOSED DI 9 GRS OR SUPERSEDED 
JOB CITATION 

10 ACTION TAKEN 
(NARA USE ONLY) 

**See Attached** 

115-109 STANDARD FORM SF 115 (REV. 3-91) 
Prescribed by NARA 36 CFR 1228 
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2100-TRANSPORTATION SECURITY POLICY 

CODE & ITEM 

2100 
General Records 

2100.0.1 
Unscheduled 

2100.0.2 
Seheduled 

2100.J 
Transportation 
Security Policy 
and Development 

DESCRIPTION 

Comprised of programmatic records, as defined by 
the program office's scope and respons1btl1t1es, that 
are mamtamed by the program office and not 
otherwise covered by an approved Records 
D1spos1t1on Schedule Programmatic records are 
defined as unique records generated or mamtamed for 
record or 111format1on by a specific program office 

NOTE: Typically used when new programs are 
developed that result 111 the creation of records not 
covered elsewhere by an approved d1spos1t1on 
authority 

Compnsed of administrafr.•e reeords relating to the 
mtemal admm1stration or housekeepmg act1v1ties of 
the office rather than the functions for '>Vh1ch the 
office exists In general, these records relate to the 
office organmation, staffing, procedures, and 
commumcat1ons, mcludmg facsimile machme logs, 
the expenditure of funds, mcludmg budget records, 
day to day adm1111strat1on of office personnel 
mcludmg trammg and travel, supplies and office 
servwes and eqmpment requests and receipts, and the 
use of office space and ut1lit1es They may also 
mclude copies of mtemal act1v1ty and 1Norkload 
reports (mcludmg ,.,.,ork progress, statist1cal, and 
narrative reports prepared m the office and fonvarded 
to higher levels) and other matenals that do not serve 
as umque documentation of the programs of the 
effi€e--

NOTE Office adrnm1strat1ve records described 
above are records retamed by an ongmatmg office as 
its record of m1tiat10n of an acl!on, request, or 
response to requests for mformat1011 This item may 
be applied only to separate admm1strat1ve records 
contammg such records as copies of documents 
submitted to the Office of Transportat10n Secunty 
Policy 

2100.1.1 
General Trans ortation Security Polin' 
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DISPOSITION AUTHORITY 

Contact the Office 
of Information 
Management 
Programs to 
schedule 
unscheduled 
records 

Destroy v,•hen 2 
years old 

PERMANENT Nl-560-04-13 
Cut off at end of Item I 



' 2100'- TRANSPORTATION SECURITY POLICY 

CODE & ITEM DESCRIPTION DISPOSITION AUTHORITY 

Copies of Congress1onal correspondence, 
memorandums, telegrams, reports and other 
documentation on secunty covermg awareness, 
countenntell1gence, countem1easures, counter 
terronsm, field offices, infom1at1on systems, overseas 
operations, physical security, procedures, technology, 
threats, and other related subjects 

2100.1.2 
Specific Transportation Security Policy 
Records include standard operating procedures, 
general rules and regulations, policy memorandums, 
secunty directives, program plans, sens1t1ve reports, 
security measures, security standards and other 
substantive documents related to specific categones of 
security policy development 

2100.1.2-a 
Mass Transit Security 
Includes security policy development of passenger 
movement and infrastructure of mass transit, rail, bus 
and femes 

2100.1.2-b 
Aviation Security Program 
Includes security policy development related to the 
A viatJon Secunty Program mcludmg the staffing, 
trammg and equ1ppmg of the men and women of the 
federal security work force and also mcludes 
passenger screenmg, registered traveler, screenmg at 
checkpomts, screenmg of footwear, behavioral 
assessment, policy on video surveillance, cargo and 
baggage screen mg, freight, use of canme screenmg, 
policy on mtematJonal travelers, 111-air transit and 
security at repair and mamtenance fac1htJes 

2100.1.2-c 
Rail Security 
Includes security policy development of rail 
passengers, rail cargo, rail mfrastructure and 
conveyances 

calendar year 
Transfer to FRC 5 
years after cut off 
Transfer to NARA 
10 years after 
cutoff 

PERMANENT N 1-560-04-13 
Cut off at end of Item 2 
calendar year 
Transfer to FRC 5 
years after cut off 
Transfer to NARA 
10 years after 
cutoff 

PERMANENT Nl-560-04-13 
Cut off at end of Item 3 
calendar year 
Transfer to FRC 5 
years after cut off 
Transfer to NARA 
10 years after 
cutoff 

PERMANENT 
Cut off at end of N 1-560-04-13 
calendar year Item 4 
Transfer to FRC 5 
years after cut off 
Transfer to NARA 
IO years after 
cutoff 
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2100
1

- TRANSPORTATION SECURITY POLICY 

CODE & ITEM DESCRIPTION DISPOSITION AUTHORITY 

2100.1.2-d PERMANENT 
Postal and Shipping, and Maritime Security Cut off at end of N 1-560-04-13 
Includes security policy development of prevention calendar year Item 5 
and protection programs covering postal and shipping Transfer to FRC 5 
security across the nat10n 's transportation system, years after cut off 
specifically large, high-volume document and parcel Transfer to NARA 
sh1ppmg companies Also mcluded 1s policy IO years after 
development of the shipment of maritime cargo cutoff 

2100.1.2-e PERMANENT 
Pipeline Security Program Cut off at end of N 1-560-04-13 
Includes security policy development for p1pelme calendar year Item 6 
mfrastructure and the security of movement of Transfer to FRC 5 
hazardous materials through the national p1pelme years after cut off 
infrastructure Transfer to NARA 

10 years after 
cutoff 

2100.1.2-f PERMANENT 
Highway and Motor Carrier Security Cut off at end of Nl-560-04-13 
Includes secunty policy development of the calendar year Item 7 
movement of people, goods and services through the Transfer to FRC 5 
highway transportat10n mfrastructure which mcludes years after cut off 
highways, roads, mtennodal termmals, bridges, Transfer to NARA 
tunnels, trucks, buses and maintenance fac1ht1es 10 years after 

cutoff 

PERMANENT 
2100.1.2-g Cut off at end of Nl-560-04-13 
Cross Modal Security Program calendar year Item 8 
Includes security policy development for surface Transfer to FRC 5 
transportat1011 secunty programs that mclude national years after cut off 
response preparedness, assessment and plans, Transfer to NARA 
improvement of transportat10n domam awareness, and 10 years after 
technology mtegrat10n cutoff 

2100.1.2-J, Cut off at end of 
Transportation Information Systems Security calendar year N 1-560-04-13 
C01Tespondence and other documentation on policy Destroy 5 years Item 9 
development of mfonnat1on systems security covenng after cut off 
analyses, commu111cat1ons, computers, procedures, 
projects, research, studies, trammg material, and other 
related subjects 

2100.2 2100.2.1 N 1-560-04-13 
Emergency Action Emergencv Action Pro2:ram Cut off at end of Item I 0 
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2100-TRANSPORTATION SECURITY POLICY 

CODE & ITEM 

Plans and Special 
Events 

2100.3 
Case Files 

2100.3.1 

2100.3.2 

2100.3.3 

DESCRIPTION 

Policy development on emergencies, evacuations and 
relocation covenng background and development 
\vork, pubhcat1on of regulations and handbooks, 
meetmgs, general policy papers 

2100.2.2 
Special Events 
Policy development of guidance for the physical 
secunty of special events that TSA hosts covermg 
conferences, guard orders, guests and part1c1pants lits, 
meetmgs requests for secunty assets, techmcal 
trammg for the event, esc011 requests and other related 
sub_1ects 
Topical files created for a one-time issue guidance and 
policy development 

Historical Cases 
Cases attractmg media or Congressional mterest 
Reports to Congress are rnamtamed mdefimtely as the 
office of record Certam other reports and extensive 
correspondence may also be considered "office of 
record" reports, such as GAO and OHS OIG audits 
and reviews 

Research and Development Precedents 
Contams only h1stoncal or technolog1cally s1gmficant 
cases for reference for policy makmg Records 
documentmg the complete history of the pro_1ect from 
1111t1at10n through completion and mcludmg a copy of 
contract, request for proposal (RFP) and supportmg 
documents, drawmgs spec1ficat10ns, evaluation 
reports, and related correspondence 

2100.3.2-a 
All other Research and Development cases 

Threat Case Files 
Correspondence, repo11s, and other documentation on 
terrorist, cnmmal and other specific threats or act10ns 
taken agamst 111d1v1duals or property Matenals are 
used for policy fonnulat1on and trend analysis 

DISPOSITION AUTHORITY 

calendar year 
Destroy 5 years 
after cut off 

Cut off at end of N 1-560-04-13 
calendar year Item 11 
Destroy 5 years 
after cut off 

PERMANENT NJ -560-04-13 
Cut off at end of Item 12 
calendar year 
Transfer to FRC 5 
years after cut off 
Transfer to NARA 
10 years after cut 
off. 

PERMANENT Nl-560-04-13 
Cut off at end of Item 13 
calendar year 
Transfer to NARA 
10 years after cut 
off 

Cut off when N 1-560-04-13 
superseded or Item 14 
obsolete Destroy 
5 years after cut 
off 

PERMANENT N 1-560-04-13 
Cut off at end of Item 15 
calendar year 
Transfer to NARA 
10 years after cut 
off 
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2100 ' -TRANSPORTATION SECURITY POLICY 

CODE & ITEM DESCRIPTION 

2100.3.4 All Other Cases 

2100.4 
Security and 
Intelligence 
Boards 

Records of reports and related documentation from 
security and 111tell1gence related formally constituted 
Boards For example, TSA Policy Executive Steering 
Committee 

~ 
Seeu1·ity 
Violations 

GeFFes13eneenee, memernnea, telegi=ams, QF 11 +, 
Net1ee ef Seeunty \l1elat1et=1 aHe GF I 18, ReeeFEi ef 
V1elat1et=1 eH seeuF1ty ,,,1elat1ens ee>,•errng elass1fiee 
matenals, seeunty rngulat1ens, aHEi etheF Felatee 
suejeets 

2100.5.1 Alleged \liolation Gases: Files relatmg to allegee 
>,•1elat1eAs ef a s1:1ffie1eAtly seF1eus Aat1:1re that they aFe 
refeffee to tl=ie Ele13ar4=ment ef Jl:lst1ee er Ele13aFtA~ent ef 
I;)efet=1se feF 13rnsee1:1tP<'e eeteFfl~matleA, e~~el1:1sH'e ef 
files hele ey the Ele13aFtmeAt efJ1:1st1ee er Ele13artmeAt 
ef I;)efeASe offiees res130As1ele fer makmg s1:1eh 
eeterm IAatJ SAS 

2100.5.2 All QtheF Files: EXGLUDES eee1:1111ents 13laeee m 
Qfficrnl PerseAAel Feleers 

2100.6 
Office oflnspector 
General 
Inspection (OIG) 
Audit Files 

Copies 111spect1on, secunty oversight, and audit 
reports, documents relat111g to task111g actions 
111volv111g OIG report recommendations, and report of 
coord111at111g actions and responses to 
recommendations 

Note· F111al OIG repo1ts and official TSA comments 
on repo1ts and recommendations are mainta111ed as the 
formal recordkeep111g copy at OIG 

2-J.M...7 
PFi,.,•ae~I' Aet Files 

2100.7.1 ReEJuest Files: IHeluees files ereatee 111 res13ense te 
reEJuests frem meP,1e1:1als to gam aeeess te their 
reeeres er te any mfei=matrnn m tl=ie reeeres 13ertarnmg 
to them, as 13re,,·1eee fer 1:1AeeF § tl S G §§2aEa)H) 
Files eeAtam er1gmal reEJuests, ce13y ef re13ly therete, 
ane all relatee s1:11313ertrng eee1:1111eHtS, v,•h1eh may 
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DISPOSITION 

Cut off at end of 
calendar year 
Destroy 5 years 
after cut off 

PERMANENT 
Cut off at end of 
calendar year. 
Transfer to NARA 
1 0 years after cut 
off. 

I>estFo~· § yeaFs 
after elese ef ease 

I>estFo,• 2 yeaFs 
after eo11~13let1en ef 
fmal aetlen 

Cut off at end of 
calendar year. 
Destroy 5 years 
after cut off 

AUTHORITY 

N 1-560-04-13 
Item 16 

N 1-560-04-13 
Item 17 

CRS 18 Item 

~ 

CRS 18 Item 

~ 

N 1-560-04-13 
Item 18 



2100-TRANSPORTATION SECURITY POLICY 

CODE & ITEM DESCRIPTION 

2l00. 6 . .t a CeFreSfEHH:lenee Dee1::1FHents EXCLUDES 
effie1al file eepy ef the reeerds req1::1ested If filed 
flffetlt-

2J()Q G 1 a(]) Grantmg aeeess te all req1::1ested 
recerds 

2JQQ G,l ef2} Respendmg te req1::1ests fer 
nene:'i:1stent recerds, te req1::1esters ,,,,,he pre,.11de 
maEleq1::1ate EleseHphens. anEI te these whe fu:11 te 
pay ageney repred1::1et10n fees 

2100 G 1 a(2)(ti'} Req1::1ests NOT appealeEI 

]JOO 6 J a(2)(b) Req1::1ests appealed 

2J()Q 6 ,1 a(3) Denymg aeeess te all er part ef the 
recerds req1::1ested 

]JOO 61 a(3)(a) Requests NOT appealeEI 

2100 6 l a(3)(b) Requests appealeEI 

2/.00. 6. J. b Offie1al File Cefies ef Re§1::1ested Rec eras 

:)}()(). 7.2 Amendment ReEJuest Files: Relates te an 
md1~11d1::1al's req1::1est te amend a recei:d pertammg te 
that me1>,11d1::1al as pre'>'1eee fer uneer § tl S C 
§§2a(eH2), te tAe md1v1eual's req1::1est fer a re\'1ew ef 
an age1=ie:y's refusal eftAe me1v1e1::1al's reEJ1::1est te 
amens a reeere as pre1,1dee fer 1::1neer §§2a(eKll, ane 
te any Cl'<'!' actien are1::1ght ay the IA81\'18l::lal 
Amer1ement Case Files aga11~st the refusing agency as 
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DISPOSITION AUTHORITY 

l)estFe~' 2 years CRS 14/ll(a)(l) 
after date ef reply 

l)estFey 2 years GRS 
after date ef reply 14/21 a(2)(a) 

l)estFe~· as GRS 
a1::1thenzed unEler 14/21 a(2)(b) 
2.1 ()(). 6. 2. 

l)estFe:i< § yeaFs GRS 
after Elate ef reply 14/21 a(3)(a) 

l)estFe:I' as GRS 
a1::1theF1zeEI under 14/21 a(3)(b) 
J]()().6.2. 

rnspese ef m CRS H/21b 
aeeerdanee ,.,,,1th 
appre'>1eEI +SA 
d1spes1t10n 
1nstrnehens fer the 
related reeeres er 
'"''ltA tAe relates 
Pr11,,acy Aet 
req1::1est, whichever 
1s later 



' 2100 - TRANSPORTATION SECURITY POLICY 

CODE & ITEM DESCRIPTION 

provided under 5 U S C 552a(g) 

ll 00. 6.:J a Amendment Re§uests Grantee Relates to 
agency a_gfeeEI aA~endment reEJ1:1ests Incl1:1des 
inEIH•1Ei1:1al 's reEJ1:1ests to amend, anEl!or re\-•1e 1n' refusal 
to amens copies of ageAcy's replies thereto, ana 
relates matenals 

:JW0.6.:J h AmenElment Re§tiests Refuses RelateEI to 
agency refuseEI amenElment reEJ1:1ests Incluaes 
maP.•1Ei1:1al' s reEJ1:1ests to an~end ana to review refusal 
to amens, copies of agency's replies thereto, statement 
of Ei1sagreement, agency jl:!Stificahon for refl:lsal to 
amens a recorEI ana relates matenals 

:Jl-00.6.-2 e An~enament Re§1:1ests A1=:11=:1eals Relates to 
appeals to amenElment reEJ1:1ests ref1:1sea Incl1:1Eies all 
files creates IA responamg to apj3eals 1:1naer Pm•acy 
Act fer refusal by any agency to amenEI a recorEI 

noo.7.3 ¥Fi>i•ae~i< Aet .i.tee0unting: Inel1:1Eies Ei1selosure files 
mamtamee uneer the pro 1,'lSlOflS of 5 Y S C 552a(e) 
fer afl aee1:1rate aeeOl:!fltiflg of the sate, nat1:1re, afle 
p1:1i=13ose of eaeh El1sclos1:1re of a reeore to aAy person 
or to anoti:ler ageneJ', 1neluElmg forms for si:10 1;,•1ng the 
s1:10jeet ma1v1El1:1al's name, reEJ1:1ester's name ane 
aEIElress, J31:1FJ3OSe ane sate of d1sclos1:1re, anEI J:Jroof of 
st10jeet map,·1Ei1:1al's eensent when aJ3J3heaele 
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DISPOSITION AUTHORITY 

l}is110se of m GR8 14/22a 
accoraaAce with the 
approves 
El1spos1t1on 
1nstrnct1ons fer the 
re la tea s1:10J ect 
ma11,•1El1:1al 's reeorEI 
or 4 years after 
agency's agreemeAt 
to amenEI, 
whichever 1s later 

l}is110se of m GR8 l '~/22b 
accoraanee 'vilth the 
approveEI 
Ei1spos1t1on 
1nstrnct1ons fer 
relates Sl:!eject 
1na11,•1Ei1:1al 's recora, 
'I years after final 
EieteFm:mat1on by 
agency, or 3 years 
after final 
aElj1:1El1cat1on by 
cou1is, whichever 
1s later 

rns110se of m GRS 14/22e 
accoraance ,.nth the 
apj3rovea 
61Sj30Slt!On 
1nstrnet1ons for the 
relates s1:10jeet 
IH61','161:!al's reeora 
or 3 years a:f:1er 
final adj1:1Eiieat1on 
by eo1:1rts 
11AHche1,'er is later 

l}is110se of m GR8 14/23 
aecoraanee with the 
aJ3J3roveEI 
61Sj30SltlOA 
mstniet1ons for the 
relates s1:10jeet 
mEl11,1e1:1al 's reeores 
er 5 years after the 



' 
2100-TRANSPORTATION SECURITY POLICY 

CODE & ITEM DESCRIPTION 

210(). 7.1 Pfi1,1ae:f' Aet G0ntF0ls: lflel1:1Eies files mamtameEi fef 
eefltf81 13t1fj3eses m Fes13efle1Hg te FeEf1:1ests, mehiEimg 
reg1stefs anEi s1m1lar reeeFes hstmg Eiate, Hat1:1fe ef 
reEft1est, name afle aeEiress ef reEf1:1ester 

2100.6.4 a Registers er L1stmgs 

2f()0.6.4 h Othef Files 

21 ()(). 7.5 Pri•,,ae)' Aet Rep0Fts: IHeh:iees files, Fee1:!ffmg 
Fe13erts, afle en time mfem~atlefl FeEf1:11reme11ts Felatmg 
te age11ey 1m13leme11tat1e11, me!1:Je111g a1e11mal fej3efts 
te the Off1ee efMa11ageme11t a11e BHeget ~OMB~, afle 
the Fe13ert 011 11ev,' systems at all le,,,els 

E-MAIL AND 
WORD 
PROCESSING 
DOCUMENTS 

a) Copies that have no further adnm11strat1ve 
value after the recordkeepmg copy 1s made 
Includes copies mamtamed by 111d1v1duals 111 
personal files, personal electronic mail 
directories, or other personal directories on hard 
disk or network dnves, and copies on shared 
network dnves that are used only to produce the 
recordkeepmg copy. 

(b) Copies used for d1ssem111ation, revision, or 
updatmg that are mamtamed 111 add1t1011 to the 
recordkeepmg copy 

DISPOSITION AUTHORITY 

e1seles1:1Fe fef 
whieh the 
aeee1:1Htaa1hty ,.,,as 
made 1whiehever 1s 
latef-

Destf0)' 5 years 
after sate ef last 
eH-try-

GRS I-l/24a 

Destrn:i< 5 yeafs 
aftef final aetlefl ay 
the ageHe;' ef fmal 
a0j1:1e1eatlen ay 
ee1:1rts, 1Nhiehevef 
1s lateF 

GRS 14/24b 

Destroy v,hen 2 
years e!Ei 

GRS 14/25 

Delete/destroy 
w1th111 180 days 
after the 
recordkeepmg 
copy has been 
produced 

Nl-560-04-13 
Item 19 

Delete when 
d1ssem mat 1011, 

revision, or 
updatmg 1s 
complete 

Nl-560-04-13 
Item 20 
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