
NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 

 

 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 

Schedule Number: N1-560-06-001 

Some items in this schedule are either obsolete or have been superseded by new 

NARA approved records schedules. This information is accurate as of: 12/3/2021 

 

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These items, unless subsequently superseded, may be used by the agency to 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

Item 2, Government in the Sunshine Act Records 

Item 7, Reading Files, Reference Files and Chronological Files 

Item 8, General Reports and Statistics 

Item 9, Substantive Reports and Statistics  

Item 12, Memorandum of Agreement  . . . 

Item 13, Special Events 

Item 14, Communication and Customer Service 

 

SUPERSEDED AND OBSOLETE ITEMS 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They are superseded, obsolete, filing instructions, non-records, or were lined off and 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

DAA-0563-2019-0003 supersedes item 1. 

DAA-0560-2017-0022 supersedes item 5, 6, and 10. 

DAA-0563-2019-0008 supersedes item 11. 

DAA-GRS-2016-0016-0002 supesedes items 3 and 4. 

 



--~•------, 
REQUEST FOR RECORDS. DISPpSITION AUTHORITY 

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

1. FROM (Agency or establishment) 

Department of Homeland Security 

2. MAJOR SUBDIVISION 

(LEAVE BLANK) 
~ 

JOB NUMBER 

DATE RECEIVED 

NOTIFICATION TO AGENCY 

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

3. MINOR SUBDIVISION 

Agency Wide 

4. NAME OF PERSON WITH WHOM TO CONFER 

A. Lawan Jackson 

6. AGENCY CERTIFICATION 

amendments, is approved except for items that 
may be marked disposition not approved or 

withdrawn in column 10. 

5. TELEPHONE ARCHIVIST OF THE UNITED STATES 

571 /227-2068 

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 1 page(s) are not needed now 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, 

"/J is not required; D is attached; or X has been reqttes~. 

DATE 

9/28/05 

7. Item 
No. 

115-109 

SIGNATURE OF AGENCY REPRESENTATIVE 

Troy K. Manigault 

8. DESCRIPTION OF ITEM AND PROPOSED DISPOSITION 

5000 - Common Use **See Attached Sheets** 

TITL,E 

Actin~i e 
Mai:tagem 

9. 10. ACTION TAKEN 
(NARA USE ONLY) 

STANDARD FORM 5 115 (REV. 3-91) 
Prescribed by NARA 36 CFR 1228 



• • COMMON USE 

CODES & TITLES DESCRIPTION DISPOSITION AUTHORITY 

5000 
General Records 

5000.0.1 
Unscheduled 

5000.1 
Committee and 
Conference Files 

5000.1.1 

Comprised of commonly used records that may 
be maintained by any program office and not 
otherwise covered or identified by an approved 
Records Disposition Schedule. Common Use 
records are defined as those with broad TSA-wide 
application, such as those impacting and involving 
two or more programs. These records are also 
generated and maintained by those offices with 
broad and general TSA application not specific to 
one specific program office. 

NOTE: Typically used when new TSA requirements 
are developed or records requirements are identified 
that result in the creation of records not covered 
elsewhere by an approved disposition authority. 
Records may already be covered by a General Records 
Schedule. 

Internal f.:geeey Cammittees. 

5000.1.1 R Internal ageney eommittees unrelated 
to TSA's mission. 
Committees established by an ageney for 
faeilitative or operational purposes unrelated to 
the ageney' s mission, eomposted wholly of full 
time offieers or employees of the Federal 
goYernment, and not subj eet to the Federal 
Advisory Committee A.et, e.g. eommittees tasked 
•.vith organizing ev:ents, seleeting of interior 
furnishing, 0 11erseeing volunteer aetivities or 
employee reereational aetivities. 
5000.1.1 b Internal ageney eommittees related to 
TSA's mission. 
Committees established by ageney authority (not 
by Publie La,v or Exeeutive Order) for faeilitati•1e 
or operational purposes, related to the ageney's 
mission , eomposed wholly of full time offieers or 
employees ofTSA, and not subjeet to the Federal 
Advisory Committee Aet, e.g. eommittees tasked 
vlith reviewing poliey, studying reorganizations, 
reeommending nev,r aetions or developing multi 
year plans. 
Ineluded are reeords ereated relating to the 
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Contact the Office of 
Information 
Management 
Programs to schedule 
unscheduled records. 

Destray/delete 1>vhen 
no longer needed fore 
administrafr1e 
purposes. 

These reeords are 
potentially permanent 
and must be 
seheduled by 
submission of an SF 
115 to ~V\RA. 
Contaet the Offiee of 
Information 
Management 
Programs to sehedule 
reeords. 

CRS 26/la 

CRS 26/lh 



• • COMMON USE 

CODES & TITLES DESCRIPTION DISPOSITION AUTHORITY 

5()()(). 1. 2 

agenda, minutes, final reports and related records 
documenting accornplishments of official boards 
and committees. 
See 5()()()_ }. 4 fer exantple. 

Advisory Cammissians, Committees, Councils, 
Beards and ether groups established under the 
Federal Advisory Committee Act (FACA) 

5000.1.2 11. Files documenting the Commission's 
establishment, membership, policy, organi:z;ational 
deliberations, findings, and recommendations, 
including such records as: 

• original eharter, renev,al and 
amended eharters, organi:z;ation 
eharts, funetional statements, 
direetives or memorandums to staff 
eoneerning their responsibilities, 
and other materials that doeument 
the organi:z;ation and funetions of 
the Commlssion and its 
eomponents 

• agendas, briefing books, minutes, 
testimony, and transeripts of 
meetings and hearings as well as 
audiotapes and/or videotapes of 
meetings and hearings whieh were 
not fully transeribed 

• one eopy eaeh of reports, studies, 
pamphlets, posters (2 eopies) and 
other publieations produeed by or 
for the eommission as well as nev,rs 
releases, eommissioners' speeehes, 
formal photographs and other 
signifieant publie affairs files 

• eorrespondenee, subjeet and other 
files maintained by key 
eommission staff, sueh as the ehair, 
e~(eeutive direetor, and legal 
eounsel, doeumenting the funetions 
of the eommission 

• substantive reeords relating to 
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PERMf ..... 1'1ENT. 
Transfer to FRC 
•.vhen 4 years old or 
earlier. Transfer to 
NARA when 10 
years old. 

GRS 26/la 



• • COMMON USE 
(I 

CODES & TITLES DESCRIPTION DISPOSITION AUTHORITY 

Feseareh srudies aRd ethef j:lfejeets, 
iReh1diRg HflfHlelished srudies aRd 
Feperts aRd stiestaRtive Feseareh 
mateFials (may iReltide eleetrnRie 

eater-

• EJ:HestieRRaiFes, SHP.'e)'S aRd ethef 
rav, data aeetimtilated in eenneetieR 
•v1ith Feseareh srudies aRd etheF 
pFejeets wheFe the iRfeFmatieR has 
eeeR eeRselidated 0f aggFegated iR 
aRalyses, Fepefts, eF srudies 
eeveFed ey Item IIA (may iReltide 
data maiRtaiRed eleetrenieally). 

• R:eeefds efeated te 60illflly with the 
pFe•,isieRs ef the Ge•,emmeRt iR 
the StiRshiRe Aet, aF..tlHal Fepefts te 
GeRgFess desefieiRg the ageRey's 
eempliaRee with the aet 

§.()()().1:.J b Files that Felate te day te day DestFa~• eH the CRS lG/lh 
GemmissieR aetivities aREl/eF de Ret eeRtaiR HRiEJ:He temHHatieH ef the 
iRfoFmatieR ef histefieal valtie, iReltidiRg stieh GefflfflissieH eF •NheR 
FeeeFds as He leHget= Heeded feF 

ageHcy bHsiHess. 
• eeffespeRdeRee, FefeFeRee aRd 

wefl,iRg files ef GemmissieR staff 
(exefoding files eevernd ey Item 
IIA) 

• a1:1dietapes aRd •1ideetapes ef 
GemmissieR meetiRgs aRd heariRgs 
that ha•,•e eeeR fully traRsefieed, 
iRfeFmal still phetegFaphs aRd 
slides ef GemmissieR memeeFs aRd 
staff, meetiRgs, heariRgs, and etheF 
e¥eHts 

• ethef FetitiRe FeeeFds, stieh as 
ptielie mail, FeEJ:Hests feF 
iflfeFmatieR, eeRstiltaRt peFseRRel 
files, FeeeFds FelatiRg te legistieal 
aspeets ef GemrnissieR meetings 
and hearings, ete. 

• e~ftra eepies ef FeeefdS desefieed in 
Item II:A, e.g. eepies efmeeting 
ageRda aRd mintites distfietited te 
eemmissien memeeFs aRd staff, 
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• • COMMON USE 

CODES & TITLES DESCRIPTION DISPOSITION AUTHORITY 

files aeet1mtdatea ay ageaeies OH 
iaterageaey aoaies other than the 
seeretariat or s~oasor. 

5000.1.3 (;ommittee Maeagemeet ReeoFds: 1Helt1des Dest1'8yldelete 1.vhea CRS lti/4 
reeoras maiHtamea BJ' ageaey Gommittee 6 years ola. 
Maaagemeat Gffieers fer eommittees estaehshea 
t1Haer the Federal Aa1,•isory Gommittee Aet 
EFAGA~ as ameaeea E,HJ.S.G. AJ3J3eHai~. 2~. 
Gommittee MaHagemeat aeti1rities iHeh:1ae the 
estaehshmeHt, aJ3J30iatmeat of members, aae 
OJ3eratioa aae termiaatioa of eharteree Feaeral 
aE¥1"'isoey eommittees. 

5000.1.4 Internal Agency Committees related to advisory, PERMANENT. Nl -560-06-1 
interagency, and international committees Transfer to FRC Item 1 

l. 
sponsored by TSA, and accumulated by the when 4 years old or 
Transportation Security Agency Committee earlier. Transfer to 
Management Officer. NARA when 10 

years old. 

5000.1.5 Government in the Sunshine Act Records: PERMANENT. Nl-560-06-1 
Includes records created to comply with the Transfer to FRC Item 2 

2. 
provisions of the Act. Includes transcriptions and when 4 years old or 
minutes of closed meetings, electronic records for earlier. Transfer to 
which verbatim transcripts do not exist, and NARA when 10 
annual reports to Congress describing the agency's years old. 
compliance with the Act. 

5000.2 
Email and Word 
Processing 
Documents 

5000.2.1 No~-Valued Administrative Copies: Includes Delete/destroy Nl-560-06-1 
copies that have no further administrative value within 180 days after Item3 

3. 
after the record keeping copy is made. Includes the record keeping 
copies maintained by individuals in personal files, copy has been 
personal electronic mail directories, or other produced. 
personal directories on hard disk or network 
drives, and copies on shared network drives that 
are used only to produce the record keeping copy. 

5000.2.2 Dissemination, Revision and Update Copies: Delete when Nl-560-06-1 

y. 
Related to copies that are maintained in addition dissemination, Item 4 
to the record keeping copy. revision, or updating 

is complete. 

5000.3 General correspondence drafts, background Cut off at end of Nl -560-06-1 

Page 4 of 8 



• • COMMON USE 

CODES & TITLES DESCRIPTION DISPOSITION AUTHORITY 

Planning material, annual work plans, and documents fiscal year. Destroy Item 5 

S. relating to program planning. when 3 years old. 

Note: Does not apply to Operations Policy or 
Strategic Management and Analysis. 

5000.4 Programmatic policies and guidance, and related De~troy when Nl-560-06-1 
Program Policy letters, memoranda and other correspondence used obsolete or Item 6 
and Guidance to develop, support, implement, revise or superseded. 

cancel/supersede such records that deal wholly 
and exclusively with that program office. 
(Excludes policy and guidance disseminated TSA-
wide.) 

Note: Does not apply to Operations Policy, 
Revenue, Communication and Public Information, 
Training and Quality Perfonnance or Strategic 
Management and Analysis. 

5000.5 Consist of information nof described elsewhere in Cut off at end of Nl-560-06-1 
Reading Files, this schedule, used as ready reference on subjects calendar year. Item 7 

1. Reference Files of current and ongoing interest. These files may Destroy when 
and contain copies of publications, directives, pictures, superseded or 
Chronological correspondence and the like. Official file copies obsolete. 
Files 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. 

5000.6 Includes reports, statistical and similar records Cut off at end of Nl-560-06-1 
General Reports that deal wholly and exclusively with that fiscal year. Destroy Item 8 
and Statistics program office. when 3 years old. 

5000.7 Includes reports, statistical and similar records Cut off at end of Nl-560-06-1 
Substantive that deal with significant programmatic matters fiscal year. Transfer Item 9 
Reports and with TSA-wide impact. to FRC 1 0 years after 
Statistics cutoff. Destroy 15 

years after cut off. 

5000.8 Includes brochures, "Sentinel" articles, Destroy when Nl-560-06-1 
Marketing and presentations, education briefing materials, superseded or Item 10 
Customer outreach materials and all other marketing obsolete. 

Io. Outreach and materials. Cut off at end of 
Education fiscal year. 

Note: Does not apply to Communication and 
Public Information, Civil Rights, Ombudsman, 
Training and Quality Perfonnance, Internal 
Affairs and Program Review and Legislative 
Affairs. 

M)()l).,J) 

l,eek 

Gamhieetian Files 
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• • COMMON USE 

CODES & TITLES DESCRIPTION DISPOSITION AUTHORITY 

5000.9.1 Aeeess ReeaFds: lflelt1ses feFms aas DestFay wheH GRS 18/7(a) 
60ffl8Hl:atiefl fe60fSS 0f eE}:tlt','l¼leHts, tlSes te fe60fS Stlf)efseses by a Rew 
safe eeffleiHatieRs aHs Hames eff)efseHs kfle'tviHg feFm ef list ef tlfl0H 
eeffleiHatieHs. rum iH ef eeHtaiHefs. 

5000.9.2 Gamhieatiae FaFms: R:elates te feFms fllaees eH DestFay 3 meHths GRS 18/7(b) 
safes, eabiHets, ef ¥at1lts eeHtaiHiHg seet1fity fellewiRg the last 
elassities seet1meHts that feeefs efleRiRg, elesiRg, eHtfj' eH the fefffi. 
aRs rnt1tiHe eheelEiHg ef the seetlfity ef the Note: FafffiS iavalveel 
eeRtaiRef, Stl6h as leelEiHg S00fS aas wiHsews, in iavestigatiaas afe 
aRs aetivatiRg alaFms. Fetaiaeel 1:tntil 

eafflf)letiaa af the 
ifl'>•estigatiaa. 

5000.10 Includes Standard Operating Procedures (SOPs), Cut off when Nl-560-06-1 
Standard Standard Operating Instructions (SOis), and other superseded or Item 11 
Operating guidance and manuals developed by or for TSA obsolete. Destroy 5 
Guidance and employees' and contractors' use that govern years after cut off. 
Manuals procedures or detail instructions for agency or 

programmatic operations, whether unique or 
agency-wide. 
Note: Does not apply to Airport Operations. 

5000.11 Documents that describe intra-agency agreements, Destroy 5 years after Nl-560-06-1 
Memoranda of understandings or related contractual the conclusion, Item 12 
Agreement arrangements/exchanges pertaining to program completion or 
(MOAs), and function planning and/or operations. termination of the 
Memoranda of MOA, MOU, SLA or 
Understanding sow. 
(MOUs), Service 
Level Agreements 
(SLAs) and 
Statements of Note: Does not apply to International Affairs. 
Work(SOWs) 

5000.JJ Geffes13eAseAee, fefms aAs atheF FeeaFss FelatiAg Re1,,ie,,,,, aAAuolly OAS GRS 1118a 
Suf)eA•isaFs' ta 13asitiaRs, authaFi~atiaAs, 13eRsiRg oetiaRs, DestFay su13eFseses 
Persaeeel Files 13asitiaR sesefi13tiaRS, F6Ef U6Sts feF l36FSaARel aF absalete 

oetiaA, OAS FeeaFSS aA iAsi1,•isuol em13layees saeumeRts, aF 
su13lieotes iA aF Rat 01313rn13Fiote feF the Offieiol DestFa,, Hie FelatiAg 
PeFSannel FalseF. ta OA em13layee 

withiR 1 yeaF afief 
-- r 

- - .. 
5000.13 
Empla,•ee 
PeFfaFmanee Files -

5000.13.1 Nae SES appaietees (as defined ie § Y.S.G. 
A".U\1 ✓,.,"\"\ 0 , ____ ,_ ,. 
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• • COMMON USE 

CODES & TITLES DESCRIPTION DISPOSITION AUTHORITY 

§()()0.B.l ",<\:ppfaisal of ooaeeeptaele »estFoy aftef the CRS l/23a(l) 
peffermaHee, whefe a Rotiee o:f pfoposed e~loyee eo~letes 
demotion Of femoval is issued gut not affeeted and l yeaF of aeeeptaele 
all elated doeuments. peffermanee from the 

date o:fthe "lffitten 
advanee notiee of 
pFeposed femo¥al Of 
rnduetion in grnde 
netiee-: 

§()()().l3.l /J Peffermanee feeofds supefseded l)estFoy ·.vhefl CRS 1/23a(2) 
thrnugh an administrative, judieial Of quasi supeFSeded. 
judieial prneedufe. 

§()()().l3.l e PeffermaHee felated feeofds 
pertaiRing to a fermef e~loyee. 

M)()()_ H. ,! e(-,9 batest fating offeeofd 3 yeafs Plaee feeofds Ofl left CRS 1/23a(3)(a) 
old Of less, peffermaHee plan upon whieh it is side o:f GPF and 
based, and aHJ' summary rntiflg. fefwaFd to gaining 

Federnl ageney upoR 
transfef Of to :t,WRG 
i:f employee 
sepaFates (see item 
l h :f this sehedule). 
An ageney fetrieving. 
an GPF from :t,WRG 
·.viii dispose o:f these 
doeumeRts ifl 
aeeofdanee >,1rith 
item §QQ(U3.l e('.2.) 
o:f this sehedule. 

5()()(). 13. l c(2) AH othef peffermaHee plans »estrny when 4 CRS l/23a(3)(b) 
and rntings. yeafS old. 

§()()0.l:3.l d AU othef summca:,' 13effefffiaflee »estFoy 4 yeafs aftef CRS 1/23a(4) 
appfaisal feeofds, ineluding 13effefffiaHee date o:f apprnisal. 
apprnisals andjoh elements aHd staRdaFds upon 
whieh they afe hased. 

§()()0.B.l e Supporting doeuments. »estFoy 4 yeaFs aftef CRS 1/23a(5) 
date o:f appfaisal. 

5000.14 Copies of correspondence, memorandums and Cut off at end of Nl -560-06-1 
Special Events reports on all aspects of physical security for fiscal year. Transfer Item 13 

special events that the Agency hosts covering to records center 1 
conferences, guard orders, guests and participants year after cut off. 
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• • COMMON USE 

CODES & TITLES DESCRIPTION DISPOSITION AUTHORITY 

lists, meetings, requests for security requirements, Destroy 3 years after 
technical security, training, escort requests and cut off. 
other subject. 

5000.15 Documents include customer complaints and Cut off annually Nl-560-06-1 
Communication complements, agency responses (as appropriate). when obsolete or Item 14 
and Customer issue is completed. 
Service Note: Does not apply to Communication and Destroy 2 years after 

Public Information, Civil Rights, Ombudsman, cut off. 
Training and Quality Performance, Internal 
Affairs and Program Review and Legislative 
Affairs. 

5()()().1:6 GaleHdaFs, a1313eiHtmeHt aeel,s, sehedHles, legs, 
Sebedules af Daily E:iaiFies, aHd etheF FeeeFds deettmeHtiHg meetiHgs, 
Aeth<ities ~13eiHtmeHts, tele13heHe ealls, tFi13s, ¥isits, aHd 

etheF aeti1,'ities ay I<edeFal em13leyees ,,,.,hile 
seFViHg iH aH effieial ea13aeity, e:X:G-bOOING 
mateFials deteFmiHed te ae 13eFseeal. 

5()()(), 1:6. I: Suhstaeti•<'e ReeaFds: ReeeFds eeHtaiHiHg DestFay/delete wheH CRS 23/Sa 
sHestaHti¥e iHfeFmatieH FelatiHg te effieial 2 yearn eld 
aeti•rities, the sHestattee ef whieh has Het eeeH 
iHeeFpeFated iHte effieial Hies, B:X:G-bOOR-J:G 
FeeeFds rnlatiHg te the effieial aetivities ef high 
Ge•1emmeHt effieials. 

Nate: High le,,'ei offieials iaeh1Eie the heaels of 
elepaftR:leats aael iaelepeaaeat ageaeies; theiF elepHties 
aael assistaaees, the heaels ofpFegFam offiees aael staff 
offiees iHelHEiiag assistaat seenitaFies, aelmiHistrntoFs, 
aaa eommissioaeFs; aiFeetoFs of offiees, eHFeaHs, oF 
eEtHi;'aieat; pFmeipal Fegioaal offieials; staff assistaats 
to those afeFemeatioaeel offieials, sHeh as speeial 
assistaats, eoafieleatial assistaat, aael aelmiaistFati•,'e 
assistaats; aaa eaFeeF feelernl employees, politieal 
appomtees, aael offieeFs of the A1=meel FoFees sePAag ia 
eEtHi¥aleat OF eompaFaele positioas. UaiEtHe 
sHestaati•te FeeoFEis Felatiag to the aeti¥ities of these 
inai¥iEIHals FOOSt ee sehee!Hleel ey SHeFRissioa of aft SF 
l l ~ to l'-lA:RA:. 

5()()().1: 6. 2 Routine ReeaFds: ReeeFds deeHmeHtiHg FeHtiHe DestFay/delete 'i'rheH CRS 23/Sh 
aeti•fities eefltaifliHg He sHestaflti¾'e iHfefmatieH He leHgeF Heeded feF 
aHd FeeeFds eeHtaiHiHg sHestaHti,,e iHfeFmatieH, eeHveHieHee ef 
the sHestanee of whieh has eeen inem·pernted inte rnfeFenee. 
eFgaHi!ced Hies. 
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