
NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 

Schedule Number: N1-560-03-001 

Some items in this schedule are either obsolete or have been superseded by new 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These items, unless subsequently superseded, may be used by the agency to 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. 

Items 1-4, 8, 11-14, and 17 

SUPERSEDED AND OBSOLETE ITEMS 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They are superseded, obsolete, filing instructions, non-records, or were lined off and 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-0563-2019-0010 supersedes items 5-7, 15, 16, 18, 19. 

DAA-GRS-2016-0016-0002 supersedes item 20. 

Itesm 9 and 10 were withdrawn. 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 



" • ; ~ - -
, r-;;QUEST FOR RECORDS DISPOSITION AUTHORITY 

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

1. FROM (Agency or establishment) 

Department of 'f-fffl'lspoxtatioll" 

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 

Office of Chief Counsel 

4. NAME OF PERSON WITH WHOM TO CONFER 

Arthur McCune, Jr. 

6. AGENCY CERTIFICATION 

5. TELEPHONE 

202/385-1192 

amendments, is approved except for items that 
may be marked "disposition not approved" or 
"withdrawn" in column 10. 

DATE ES -

I hereby certify that I am authorized to act for this agency in matters pertaining to the dispositi fits 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, 

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

D~TT o/ 11/ 0)-

7. Item 
No. 

NATURE OF AGE CY REPRESENTATIVE 

If/<'~ 
8. DESCRIPTION OF ITEM AND PROPOSED DISPOSITION 

**See Attached** 

115-109 ~IOUS 

TITLE Records Management Officer 

9. GRS OR SUPERSEDED 
JOB CITATION 

10. ACTION TAKEN 
(NARA USE ONLY) 

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



lD 

L 600------CHIEF COUNSEL I 
This category relates to advice, assistance, and representation provided by the legal staff on 
legal matters affecting TSA 's mission and program responsibilities. 

Title 

CHFC 600.1 
GENERAL 
LEGAL FILES 

CHFC 600.2 
PERSONNEL­
RELATED LEGAL 
ASSISTANCE 
FILES 

CHFC 600.3 
ETIDCS 
PROGRAM 
RECORDS 

Description of Records 

Correspondence, memoranda, and 
documents maintained by the Chief 
Counsel and related to general legal 
advice, not otherwise covered by 
this appendix. 

Documents accumulated in 
rendering legal assistance to TSA 
officials on personnel- and EEO­
related administrative matters. 
EXCLUDED are documents 
relating to legal proceedings in both 
courts of law and administrative 
forums (see Litigation Files). 

Records created or received in 
administering the Ethics in 
Government Act in TSA. 

a. :Bthies a&'Aee oerreSf)eBaeaoe 
aHEi "intake" farms Sl:H:Emariz4Bg 
advise pf0•Adee orally. 

(1). Offioial file oopy 
(maimained em:ooologioally). 

(2). Copy maHJ:taiBee. m etmos 
sB:ejeot file or sigmfioant 
mdPAooal file. 

e. Referrals made to the Offioe of 
the IB&peotor Geaeral (OIG), 
DepartmeBt of Iustioe, or Offioe of 
Go1rermnem Ethies (OGE) 
ooBOeming ethios 'Aola:tioflB or 
SUSf)eotee. •Aola:tioHB. 

TSA Records Disposition Schedules 6-1 

Disposition 

Cut off at end of fiscal 
year in which advice is 
issued. Transfer to FRC 
5 years after date of cut 
off. Destroy 15 years 
after date of cut off. 

Cut off at end of fiscal 
year when case is closed 
or court action initiated. 
Destroy 5 years after date 
of cut off. 

Authority 

Cut off 8:llfHilally at ead of GRS 25/9 
ealeadar year. Destroy 6 
years after e.ate of out off. 

Cat eff amm.ally at eBd ef GRS 25/9 
eale.B:dar year. Destroy 6 
years after Elate of out eff. 

Cut eff 8:llfHilally at eBd of GRS 25/4 
eale.B:dar year. Destroy e 
years after date of out off. 



~ 600--CHIEF COUNSEL 

Title 

CHFC 600.4 
FINANCIAL 
DISCLOSURE 
RECORDS 

Description of Records 

e. E~es tl=aming materials, 
iBelaeisg elass lisis, eepies of 
f:raiamg 8.-1:lEHOVisaals OB0: Ri:1:llGOm&, 
e:Bd sehedl:J..lmg an:angemems. 

(1) ReeeFdB Felating te 
aaministering aBB:aeJ. tl=aming 
elasses, iBel:ae:iBg FOsteFB, 
memoFOB:0:a, S:B:El relates 
Eloeumems. 

(2) Materials \!Se& in training 
elasses, iBelBElmg aueio:vi:s:ttals 
OB0: flOB:0:Sl:ltS. 

e. Etmes Pmgi=am Rsviei"ll Files. 
The 1'\eaual FOf)ert te O~. 

a. Reports O:Bd related deoe.mems 
suemffted ey ineiv4Ele.als as 
req1:H:FeEl e.ml.er the Ethios in 
Go¥8ffl1Bee.t fJ:et of 1978 (.P:tm. L. 
9$ $21) 

(1) Reeoras, iBele.eing SF 2781'4 
IB!ermation Sheet Finaneial 
Diselosure Report, for inei:vi:Ele.als 
filmg aeeoreing te Seetion 201e of 
the 1"J:Gt, S:B:El not sabseqe.emly 
eoBfim:J:eEl ey the U.S. Senate. 

(2) AJ..1 ether reeerEls, iBele.eing 
SF 278, Fmrmeial Diselose.re 
Report. 

TSA Records Disposition Schedules 6-2 

Disposition Authority 

Cat off at eml. ef ealsear GRS 2St8a 
year. DestFoy 6 years 
after Elate of em off. 

Destroy was 6 years old GRS 2St8e 
er whs eesolete er BO 
longer neeEled. 

Cat off B:BHaally. GRS 2itt:ia 
Desve,· 6 years after date 
efem off. 

Destrey 1 year after 
BOminee eeases to ee 
1:1Bder eonsideratien for 
appointmeat, ID«JEPT 
that deee.ments neea,ed in 
aB: ongoing is.:vestigation 
m:est ee retainea, until BO 

longer neea,ea, in the 
investigation 

DestFoy 1+1Ai:s 6 year-a 
old, EXCEPT that 
deet1mems needea, in aB: 

ongoing iB!;estigation 
me.st he retaiBed He:ti1 no 
longer needed in the 
i:EP.restigatiea. 

GRS 2St2a (1) 

GRS 2Sl2a(2) 



.C 600-CHIEF COUNSEL ' Title Description ·of Records Disposition Authority 

g) b. All other statements of Destroy when 6 years 
employment and financial interests old, EXCEPT that 
and related records, including documents needed in an 
confidential statements :filed under ongoing investigation 
Executive Order 11222. must be retained until no 

longer needed in the 
NOTE: Official :file copy is investigation. 
maintained by Chief Counsel. 
Supervisor's copy must be 
transferred to the new supervisor 
when an employee transfers to a 
new position within TSA. 

c. Records relating to Cut off annually. 
administration· of the financial Destroy 2 years after date 
disclosure reporting requirements. of cutoff. 

TSA Records Disposition Schedules 6-3 



&c 600-CHIEF COUNSEL ' Title Description of Records Disposition Authority 

© CHFC 600.5 Documents accumulated in Cut off annually, hold 3 
FOIALEGAL providing legal advice and years, and retire to 
ADVICE FILES assistance on implementing the records center. Destroy 7 

"Freedom of Information Act" years after date of cut off. 
(FOIA). Included are requests for 
information, interpretations, copies 
of letters denying access to 
requested information, and similar 
information. EXCLUDED are 
documents relating to court actions 
filed to gain access to NARA 
information ( Litigation Files). Also 
EXCLUDED are official file copies 
of replies to FOIA requests and 
FOIA appeals. 

CHFC 600.6 Documents relating to litigation by 
LITIGATION or against the Government resulting 
FILES from questions concerning TSA 

authority, criminal actions, claims, 
torts, employment and sex 
discrimination, Rehabilitation Act, 
personnel matters, contracts, 
foreclosures, actions against TSA 
officials (personal judgments), 
criminal actions, titles to real 
property, and other civil matters. 
Included are statements of claims, 
documentary evidence, copies of 
condemnation or foreclosure 
proceedings and decisions, lists of 
witnesses, supporting documents, 
correspondence, and related 
records. Includes litigation in 
which the Government is not a 
party but in which TSA has an 
interest. ( e.g. cases involving the 
use of sensitive security 
information. 

a Significant litigation cases Permanent. Cut off 
selected by the Chief Counsel annually following close 
because the cases established legal of case. Hold 1 year and 
precedent; received widespread retire to records center. 
attention from the news media, Transfer to NARA when 

TSA Records Disposition Schedules 6-4 



Title 

CHFC 600.7 
PROTESTS TO 
THE 
COMPTROLLER 
GENERAL 

~ 600----CHIEF COUNSEL 

Description of Records 

Congress, or the White House; or 
pertained to significant events or 
prominent individuals. 

b. Other case files. 

Documents relating to bidder and 
contractor protests to the 
Comptroller General on 
solicitations issued or contracts 
entered into by TSA. Included are 
GAO requests for reports on the 
protests, administrative reports, and 
related records. 

RefefOBee eopies of legal opinions 
a.B:e other legal ad:11:ice, statutes, aud 
eaekgoo:une materials &GCU~Ulated 

e. Copies of work proa.asts 
maintaiReel by iH:elivielaal e.tlorn.eys 
and law elefks. 

TSA Records Disposition Schedules 6-5 

.. 
Disposition 

20 years old. 

Cut off annually 
following close of case. 
Hold 1 year and retire to 
records center. Destroy 
10 years after date of cut 
off. 

Place in inactive file 
when GAO action on 
protest is completed or 
the protest is terminated. 
Cut off inactive files 
annually. Destroy 8 years 
after date of cut off. 

Authority 

l>@st~gy when DO lo;g,ger · ; Non - ( eco(~ 

Deeded 



~ 600-------CBIEF COUNSEL ' 

Title 

CHFC 600.9 
TORT CLAIM 
FILES 

CHFC 600.10 
EMPLOYEE 
CLAIM FILES 

Description of Records 

Correspondence, claim forms, 
copies of pertinent statutes, and 
other documents created or received 
by Chief Counsel in processing tort 
claims that are settled 
administratively. EXCLUDES tort 
claims that are filed in a court (see 
Litigation Files) and employee 
claims. 

a. Correspondence and other 
documents pertaining to incidents 
for which a prospective claimant 
does not submit a formal tort claim 
on SF 95. 

a. Claims agllillBt fue Umted States. 
R-eeerds Fela-tmg te elaims agaimlt 
fue Umtee. States :fer menies taa:t 
B:!Pre aeeB: aem.inistrathtely (1) 
disal¼e1i¥ed i:e fuJl er CJ) allowed i:e 
fall er iB part, a.ad :I.ma.I payme:et of 
fue ftBleum wNe:t=e.ed. meladed are 
SF 95, otaer doem:.aeB:ta:tioa 
farniSB:ed by fue ela-ima:Bt, Cmef 
CoQBSel eorresp0Bd8B6e 1Nifu fue 
elaimaBt, aaa if fue elaim is 
aeeeptea, eopies ef deeame:ets 
related te pay~ fue elaimant. 

Correspondence, claim forms, and 
background material created or 
received by Chief Counsel to 
process employee claims under 31 
U.S.C. § 3721, that are settled 
administratively. EXCLUDES 
employee claims that are filed in a 
court ( see Litigation Files) and tort 
claims. 

a. Correspondence and other 
documents pertaining to incidents 
for which a prospective claimant 
does not submit a formal claim on 
SF2116. 

TSA Records Disposition Schedules 6-6 

Disposition 

Destroy when 3 years 
old. 

Plaee aeeepted. elaim files 
iB fue iBae:tP,ce file \¥ReB: 
elaim is elesed. Plaee 
denied el&.ims iB fue 
iE:aGti¥e file W:B.eB: 7 
me:efus old if no Feqaest 
:fer reeeBsidera:tioa has 
aeeB: filed er saGB: request 
aas seen denied. Cut off 
iBaeti:r,ce files at eB:d of 
fiseal year. Destrey a 
years after date of out off. 

Destroy when 3 years 
old. 

Authority 

GRS a, item 10a 



@ 

~600-CHIEFCOUNSEL 

Title Description of Records 

CHFC 600.11@) a. Significant Final signed copy of 
REGULATION regulation along with Federal 
AND Register notice and related 
RULEMAKING correspondence. 
FILES These cover rules that are 

considered significant under O:MB 
criteria as stated in the preamble of 
the rule. 

(!J) b. RegulatiOI) and Rulemaking files 
not determined to be significant. 

CHFC 600.12 a. Enacted Legislation. Consist of 
LEGISLATNE opinions, interpretations of the law, 
FILES @ copies of implementation of the 

statutes, notes, articles, background 
reviews and documents related to 
transportation security. This 
material is maintained and is used 
by the attorneys as legal research 
material. 

Arranged alphabetically by subject. 

([;) b. Draft and Proposed Legislation. 
Contain information on 
Congressional legislation, which 
includes correspondence, 
comments, draft proposed 
legislation, minutes of meetings of 
testimony made before committee 
hearings and reports pertaining to 
transportation security. 

Arranged alphabetically by subject. 

CHFC 600.13 Advice, reports of investigation, 
CIVIL AND inspector's analyses, intelligence 
CRIMINAL reports, civil and criminal 
ENFORCEMENT enforcement docket, orders, notices 
FILES of violations and documents 

TSA Records Disposition Schedules 6-7 

Disposition 

Permanent. Cut off files 
at the end of calendar 
year. Transfer cut off 
files to FRC after 10 
years. Transfer to NARA 
in 5 year blocks when 20 
years old. 

Cut off files at end of 
calendar year. Transfer 
cut off files to FRC after 
10 years. Destroy 20 
years after cutoff. 

Permanent. Transfer to 
FRC when 10 years old. 
Transfer to National 
Archives when 25 years 
old. 

Cut off inactive file at end 
of fiscal year. Destroy 15 
years after cutoff. 

Cut off when closed at 
end of fiscal year when 
matter is closed. Hold 5 
years and retire to records 
center. Destroy 10 years 

Authority 



&c 600----CHIEF COUNSEL • 

Title Description of Records Disposition Authority 

associated with litigation. after matter is closed. 

TSA Records Disposition Schedules 6-8 



Title 

/vJ, CHFC 600.14 
(Y INTERNATIONAL 

LAW FILES 

CHFC 600.15 
FORMAL LEGAL 
OPINION FILES 

CHFC 600.16 
WORD 
PROCESSING 
FILES AND 
ELECTRONIC 
MAIL (EMAIL) 
REORDS 

~ 600-------CHIEF COUNSEL 

Description of Records 

Documents accumulated in 
providing legal advice and 
assistance on international law 
issues related to TSA's mission. 
Includes legal memoranda, 
correspondence and related 
documents 

Controlled series of legal opinions 
and other significant legal advice 
issued by Chief Counsel to provide 
TSA officials legal advice and 
interpretation of statutes pertinent 
to TSA programs. 

Word Processing Files. Documents 
such as letters, memoranda, reports, 
handbooks, directives, and manuals 
recorded on electronic media, such 
as hard disks or floppy diskettes, 
after they have been copied to an 
electronic record.keeping system, 
paper, or microform for 
record.keeping purposes. 

Email Records. Senders' and 
recipients' versions of email 
messages that meet the definition of 
Federal records and any 
attachments to the record messages 
after they have been copied to an 
electronic record.keeping system, 
paper, or microform for 
record.keeping purposes. 

TSA Records Disposition Schedules 6-9 

.. 
Disposition 

Cut off at end of fiscal 
year in which advice is 
issued. Destroy when 15 
years old. 

Permanent. Cut off at 
end of fiscal year. 
Transfer to NARA in 5-
year blocks when 30 
years old. 

Delete from the word 
processing system when 
no longer needed for 
updating or revision. 

Delete from the email 
system after copying to a 
record.keeping system. 

Note: Along with the 
message text, the 
record.keeping system 
must capture the names of 
sender and recipients and 
date (transmission data 
for record.keeping 
purposes) and any receipt 
data when required. 

Authority 




