
,~~-------------~
REQUEST FOR RECORDS DISPOSITION AUTHORITY (LEAVE BLANK) 

JOB NUMBER 

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

1. FROM (Agency or establishment) NOTIFICATION TO AGENCY 

Department of 'f=rel'lSPot tahulI 

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Office of Chief Counsel "withdrawn" in column 10. 

4. NAME OF PERSON WITH WHOM TO CONFER 5. TELEPHONE DATE 

Arthur McCune, Jr. 202/385-1192 

6. AGENCY CERTIFICATION 

I hereby certify that I am authorized to act for this agency in matters pertaining to the . its records and that the records 
proposed for disposal on the attached Q 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, 

o is not required; 0 is attached; or ~ has been requested. 

REPRESENTATIVED~T'f TITLE Records Management Officer
4; 11(0)- (}1('~ 

10. ACTION TAKEN 

(NARA USE ONLY) 
7. Item 8. DESCRIPTION OF ITEM AND PROPOSED DISPOSITION 9. GRS OR SUPERSEDED 

No. JOB CITATION 

**See Attached** 

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



&C 60O-CHIEF COUNSEL , 

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 
ETHICS 
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. ethies aaviee eorresf)oeaeeee 
ana "irnake" faITHS slUHHlaflzieg 
aaviee provieee orally. 

(1). Gffieial file eOf)Y 
(maiNtaiNed ehroNologieall)~. 

(2). Copy fRaiNtaieed iN ethies 
slffij€letfile or signifieant 
iedividHal file. 

a. Referrals fRade to the Offiee of 
the ffisf)eetor Geesral (GIG), 
Def)artfH:ernof J1:lstiee,or Offiee of 
Govermnern ewes (OGe) 
eoeeemieg ethies violatioes or 
s1:lsf)eetedviolatioes. 

Disposition Authority 

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. 

C1:ltoff aEflUally at €ledof 
ealeNear year. Destray 6 
years after date of 61:ltoff. 

GRg 25/9 

C1:ltoff ann1:lallyat €ledof 
ealeedar year. Destray 6 
years after date of e1:ltoff. 

GRg 25/9 

C1:ltoff anffilally at €ledof 
ealoodar year. Destray 6 
years after date of e1:ltoff. 

GRg 25/4 

TSA Records Disposition Schedules 6-1 



,Itc 60I}-CHIEF COUNSEL 

Title 

CHFC 600.4 
FINANCIAL 
DISCLOSURE 
RECORDS 

Description of Records 

e. EtlHes trainiflg materials, 
iHelHdiHg elass lists, eopies of 
trainiflg audiovisHals and handoHts, 
aNd sehedliliflg arrangemeflts. 

(1) Reeords relatiflg to 
administeriHg ar.rulal trainiflg 
elasses, iflelHdiflg rosters, 
memoranda, aNd related 
doeHlBeflts. 

(2) Materials Hsed ifl trainiflg 
elasses, iflelHdiHg audiovisHals 
aNd handoHts. 

d.	 Ethies Program Revie]"" Files. 
The AnnHal report to OGE. 

a. Reports aNd related doeHIDeflts 
slibmitted ay ifldi'lidHals as 
reqHired Hflder the Ethies iH 
GO'lellifHeflt Aet of 1979 (PHa. L. 
95 521) 

(1) Reeords, iflelHdiflg 8F 27gA, 
InfoFHlatioH 8heet Fiflaneial 
DiselosHre Report, for imlividHals 
filiflg aeeordiflg to 8eetiofl 20113 of 
the A,et, aIld flot slibseqHefltly 

GOflfiFHled131'the U.8. 8eflate. 

(2) All other reeords, iflelHdiflg 
8F 2n, FiflaIleial DiselosHFe 
Report. 

Disposition Authority 

CHt off at efld of ealefldar GR8 25/ga 
year. Destroy 6 years 
after date of eHt off. 

Destroy whefl 6 years old GR8 25/ga 
or whefl oasolete or flO 
10Hger fleeded. 

CHt off 8:IlHHally. GR8 2516a 
Destroy 6 years after date 
ofGHt off. 

Destroy 1 year after GR8 2512a (1) 
flomiflee eeases to ae 
under GOflsideratiofl for 
appoiHtHieflt, EXCEPT 
that dOeHIH:efltsfleeded iH 
an oflgoiHg iflvestigatiofl 
HlHst ae retaifled Hfltil flO 
lOflger Heeded iH the 
iH'IestigatioH 

Destroy whefl 6 years GR8 25/2a(2) 
old, EXCEPT that 
dOGl:H1lefltsHeeded ifl aN 
oflgoiflg imrestigatiofl 
mHst ae retained Hfltil flO 
10Hger Heeded iH the 
iflvestigatioH. 

TSA Records Disposition Schedules	 6-2 



,
.C 60(}-cHIEF COUNSEL 

Title	 Description 'of Records 

Q) b. All other statements of 
employment and financial interests 
and related records, including 
confidential statements filed under 
Executive Order 11222. 

NOTE: Official file copy is 
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 
administration 'of the financial 
disclosure reporting requirements. 

Disposition Authority 

Destroy when 6 years
 
old, EXCEPT that
 
documents needed in an
 
ongoing investigation
 
must be retained until no
 
longer needed in the
 
investigation.
 

Cut off annually.
 
Destroy 2 years after date
 
of cut off.
 

TSA Records Disposition Schedules	 6-3 



,
aC 60O--CHIEF	 COUNSEL 

Title Description of Records	 Disposition Authority 

&J 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 



~ 60~HIEF COUNSEL .. 
Title	 Description of Records 

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

@)	 b. Other case files. 

@ CHFC 600.7 Documents relating to bidder and 
PROTESTS TO contractor protests to the 
THE Comptroller General on 
COMPTROLLER solicitations issued or contracts 
GENERAL entered into by TSA. Included are 

GAO requests for reports on the 
protests, administrative reports, and 
related records. 

CHFC 600.8 Reference copies of legal opinions 
LEGAL SUBJECT and other legal advice, statutes, and 
REFERENCE background materials accumulated 
FILES for reference. 

@)	 a. Centrally maintained file of 
reference materials filed 
alphabetically. 

@) b. Copies of work products 
maintained by individual attorneys 
and law clerks. 

Disposition Authority 

20 years old. 

Cut off annually 
following close of case. 
Hold I 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. 

Destroy when no longer 
needed. 

Nonrecord. Destroy or 
remove from office as 
personal papers when no 
longer needed for 
reference purposes. 

TSA Records Disposition Schedules	 6-5 



,
.C 60O---CHIEFCOUNSEL 

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. 

13. Claims agaiFlst the lJl:Hted States. 
Reeards relatiFlg ta elaims agaiFlst 
the lJl:Hted States fur Blames that 
hat,re 13eeFladmirnstratively (1) 
disallawed iFl full ar (2) allawed iFl 
full ar iFlpart, aDd fiFlal paymeFlt af 
the amS\:l11tawarded. Ineluded are 
Sf 95, ather daelHH:eFltatiaFl 
furnished 13Ythe elaimaDt, Chief 
Cal:lilsel earrespaFldeFlee 'Nith the 
elaimaBt, aDd if the elaim is 
aeeepted, eapies af dae{iffleFlts 
related ta payiFlg the elaimaBt. 

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 
SF 2116. 

Disposition 

Destroy when 3 years 
old. 

Plaee aeeepted elaim files 
iFl the iFlaetive file wheFl 
daim is elased. Plaee 
derned elaims iFl the 
iFlaetiYe file 'NheFl 7 
maFlths aId if Fla request 
fur reeaFlsideratiaFl has 
13eeFlfiled ar sueh request 
has 13eeFlderned. Cut aff 
iFlaetive files at eFld af 
fiseal year. Destray 6 
years after date af eut aff. 

Destroy when 3 years 
old. 

Authority 

GRS 6, item 10a 

TSA Records Disposition Schedules 6-6 



~ 60O----CHIEFCOUNSEL 

Title Description of Records	 Disposition Authority 

CHFC 600.11&'Ja. Significant Final signed copy of Permanent. Cut off files 
REGULATION regulation along with Federal at the end of calendar 
AND Register notice and related year. Transfer cut off 
RULEMAKING correspondence. files to FRC after 10 
FILES These cover rules that are years. Transfer to NARA 

considered significant under OMB in 5 year blocks when 20
 
criteria as stated in the preamble of years old.
 
the rule.
 

(!fJ b. Regulation and Rulemaking files Cut off files at end of 
not determined to be significant.	 calendar year. Transfer 

cut off files to FRC after 
10 years. Destroy 20 
years after cutoff. 

CHFC 600.12	 Permanent. Transfer toa. Enacted Legislation. Consist of 
LEGISLATIVE	 FRC when 10 years old. opinions, interpretations of the law, 
FILES	 Transfer to National copies of implementation of the 

Archives when 25 years statutes, notes, articles, background @	 
old.reviews and documents related to 

transportation security. This 
material is maintained and is used 
by the attorneys as legal research 
material. 

Arranged alphabetically by subj ect. 

Cut off inactive file at end b. Draft and Proposed Legislation. (fi) of fiscal year. Destroy 15Contain information on 
years after cutoff. 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, Cut off when closed at 
CIVIL AND inspector's analyses, intelligence end of fiscal year when 
CRIMINAL reports, civil and criminal matter is closed. Hold 5 
ENFORCEMENT enforcement docket, orders, notices years and retire to records 
FILES of violations and documents center. Destroy 10 years 

TSA Records Disposition Schedules	 6-7 



&C 60O----CHIEFCOUNSEL • 

Title Description of Records Disposition Authority 

associated with litigation. after matter is closed. 

TSA Records Disposition Schedules 6-8 



~ 60O---CHIEF COUNSEL .. 
Title 

;0; CHFC 600.14
(!!J INTERNATIONAL 

LAW FILES 

CHFC 600.15 
FORMAL LEGAL 
OPINION FILES 

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

Description of Records 

Documents accumulated in 
providing legal advice and 
assistance on intemationallaw 
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 recordkeeping system, 
paper, or microform for 
recordkeeping 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 recordkeeping system, 
paper, or microform for 
recordkeeping purposes. 

Disposition Authority 

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 
recordkeeping system. 

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

TSA Records Disposition Schedules 6-9 



•• •• CHFC 60O----CHIEF COUNSEL 

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 
ETHICS 
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 
courts oflaw and administrati e 
forums (see Litigation File 

Records created or rec ed in 
administering the Et .cs in 
Government Act i SA. 

Ethics advice c rrespondence and 
"intake" fo summarizing advice 
provided 0 lly. 

a. Of cial file copy (maintained 
chro ologically). 

Copy maintained in ethics 
subject file or significant individual 
file. 

Referrals made to the Office of the 
Inspector General (OIG), 
Department of Justice, or Office of 
Government Ethics (OGE) 
concerning ethics violations or 
suspected violations. 

Disposition Authority 

year in which a vice is 
issued. Tran er to FRC 
5 years aft date of cut 
off. Dest oy 15 years 
after d e of cut off. 

ar when case is closed 
or court action initiated. 
Destroy 5 years after date 
of cut off. 

Cut off annually at end of 
calendar year. Destroy 6 
years after date of cut off. 

Destroy when obsolete or 
no longer needed for 
reference. 

Cut off annually at end of 
calendar year. Destroy 6 
years after date of cut off. 

TSA Records Disposition Schedules 6-1 



•• •• CHFC 60O----CHIEF COUNSEL 

Title Description of Records 

Ethics training materials, including 
class lists, copies of training 
audiovisuals and handouts, and 
scheduling arrangements. 

a. Records relating to 
administering annual training 
classes, including rosters, iSft 
memoranda, and related documents. 

b. Materials used in training 
classes, including audiovisuals 
handouts. 

Annual report to OGE. 

CHFC 600.4 a. Reports and relat documents 
FINANCIAL submitted by individuals as 
DISCLOSURE required under t Ethics in 
RECORDS Government A t of 1978 (Pub. L. 

95-521) 

(1) Re rds, including SF 278A, 
Informati on Sheet-Financial 
Disclo re Report, for individuals 
filing ccording to Section 201b of 
the ct, and not subsequently 
co firmed by the U.S. Senate. 

(2) All other records, including 
SF 278, Financial Disclosure 
Report. 

Disposition 
I 

Cut ofyat end of calendar 
year /Destroy 2 years 

f date of cut off. 

Destroy when obsolete or
 
no longer needed.
 

Cut off annually.
 
Destroy 5 years after date
 
of cut off.
 

Destroy 1 year after
 
nominee ceases to be
 
under consideration for
 
appointment, EXCEPT
 
that documents needed in
 
an ongoing investigation
 
must be retained until no
 
longer needed in the
 
investigation. (GRS 1,
 
item 24a(I))
 

Destroy when 6 years
 
old, EXCEPT that
 
documents needed in an
 
ongoing investigation
 
must be retained until no
 
longer needed in the
 
investigation.
 

Authority 

GRS 1, item 24a 
(2) 

TSA Records Disposition Schedules 6-2 



•• •• CHFC 60O-CHIEF COUNSEL 

Title Description of Records 

b. All other statements of 
employment and financial interests 
and related records, including 
confidential statements filed under 
Executive Order 11222. NOTE: 
Official file copy is 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 
administration of the financial 

Disposition Authority 

Destroy when 6 ye s GRS 1, item 24b 
old, EXCEPT tha 
documents nee d in an 
ongoing inve igation 
must be ret med until no 
longer n ded in the 
investi ation. 

Cut off annually. 
Destroy 2 years after date 
of cut off. 

TSA Records Disposition Schedules 6-3 



•• •• 
Title 

CHFC 600.5 
FOIALEGAL 
ADVICE FILES 

CHFC 600.6 
LITIGATION 
FILES 

CHFC 60O--CHIEF COUNSEL 

Description of Records 

Documents accumulated in 
providing legal advice and 
assistance on implementing the 
"Freedom of Information Act" 
(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. 

Documents relating to litigation by 
or against the Government resulting 
from questions concerning TSA 
authority, criminal actions, claims, 
torts, employment and sex 
discrimination, Rehabilitation Act, 
personnel matters, contracts, 
foreclosures, actions against TS 
officials (personal judgments), 
criminal actions, titles to real 
property, and other civil matt rs. 
Included are statements of c aims, 
documentary evidence, co ies of 
condemnation or foreclo re 
proceedings and decisi s, lists of 
witnesses, supporting ocuments, 
correspondence, and elated 
records. Includes . igation in 
which the Gove ent is not a 
party but in w .ch TSA has an 
interest. (e.g. cases involving the 
use of sensi ive security 
informatio . 

a. Signi cant litigation cases 
select by the Chief Counsel 
beca se the cases established legal 
pre dent; received widespread 
attention from the news media, 

Disposition Authority 

Cut off annually, hold 3 
years, and retire to 
records center. Destroy / 
years after date of cut off. 

Permanent. Cut off 
annually following close 
of case. Hold 1 year and 
retire to records center. 
Transfer to NARA when 

TSA Records Disposition Schedules 6-4 



•• •• CHFC 60O--CHIEF COUNSEL 

Title 

CHFC 600.7 
PROTESTS TO 
THE 
COMPTROLLER 
GENERAL 

CHFC 600.8 
LEGAL SUBJECT 
REFERENCE 
FILES 

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, an 
related records. 

Reference copies of legal opi ons 
and other legal advice, statu s, and 
background materials ace ulated 
for reference. 

Centrally maintained le of 
reference materials led 
alphabetically. 

Copies of wor products 
maintained b individual attorneys 
and law cler s. 

Disposition Authority 

20 years old. 

Cut off annually / 
following cl01J.e !case. 
Hold 1 year a retire to 
records cent . Destroy 
10 years a er date of cut 
off. 

Place' n inactive file 
whe GAO action on 
pr est is completed or 
t e protest is terminated. 

ut off inactive files 
annually. Destroy 8 years 
after date of cut off. 

Destroy when no longer 
needed. 

Nonrecord. Destroy or 
remove from office as 
personal papers when no 
longer needed for 
reference purposes. 

TSA Records Disposition Schedules 6-5 



•• •• 
Title 

CHFC 600.9 
TORT CLAIM 
FILES 

CHFC 600.10 
EMPLOYEE 
CLAIM FILES 

CHFC 60O----CHIEF COUNSEL 

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. 

b. Claims against the United States. 
Records relating to claims against 
the United States for monies that 
have been administratively (1) 
disallowed in full or (2) allowed in 
full or in part, and final payment of 
the amount awarded. Included are 
SF 95, other documentation 
furnished by the claimant, Chie 
Counsel correspondence with e 
claimant, and if the claim is 
accepted, copies of docume ts 
related to paying the clai ant. 

Correspondence, clai forms, and 
background material reated or 
received by Chief unsel to 
process employee laims under 31 
U.S.C. § 3721, t at are settled 
administrative . EXCLUDES 
employee cl ims that are filed in a 
court (see tigation Files) and tort 
claims. 

espondence and other 
ents pertaining to incidents 

fa which a prospective claimant 
, oes not submit a formal claim on 
SF 2116. 

TSA Records Disposition Schedules 6-6 

Disposition 

/'
Destroy when :3"years 

old. / 

j/ 

/ 
I 

I 
Placfccepted claim files 
in ~e inactive file when 
claim is closed. Place 
ienied claims in the 
inactive file when 7 
months old if no request 
for reconsideration has 
been filed or such request 
has been denied. Cut off 
inactive files at end of 
fiscal year. Destroy 6 
years after date of cut off. 

Destroy when 3 years 
old. 

Authority 

GRS 6, item lOa 



•• •• CHFC 60O-CHIEF COUNSEL 

Title 

CHFC 600.11 
REGULATION 
AND 
RULEMAKING 
FILES 

CHFC 600.12 
LEGISLATIVE 
FILES 

CHFC 600.13 
CIVIL AND 
CRIMINAL 
ENFORCEMENT 
FILES 

CHFC 600.14 
INTERNATIONAL 
LAW FILES 

CHFC 600.15 
FORMAL LEG 
OPINIONFI S 

Description of Records 

Final signed copy of regulation 
along with Federal Register notice 
and related correspondence. 

Case files on proposed or 
introduced legislation, 
Congressional resolutions, 
Executive Orders, and 
proclamations, consisting of draft 
proposals, supporting papers, 
comments setting forth TSA's 
position, testimony given before 
Congress. Also includes 
legislative histories of statutes 
relating to TSA' s mission 

a. Hearing files consisting of 
hearing transcripts and supporting 
papers. 

b. Congressional corresponden e, 
responses and related papers 
dealing with TSA' mission. 

Advice, reports of investi ation, 
inspector's analyses, int ligence 
reports, civil and cri . al 
enforcement docket orders, notices 
of violations and cuments 
associated with . igation. 

Documents accumulated in 
providin egal advice and 
assist e on international law 
issue related to TSA's mission. 
Inc des legal memoranda, 
c rrespondence and related 
documents 

Controlled series of legal opinions 
and other significant legal advice 
issued by Chief Counsel to provide 

Disposition Authority 

Permanent. Hold 10 
years and retire to records 
center. Transfer to 
NARA when 20 years 
old. 

Permanent. Cut off at the 
end of the fiscal year" 
Retire to the records 
center when 4 years old. 
Transfer to NARA in 5-
year blocks 15'years after 
the date of 06t off. 

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

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 

TSA Records Disposition Schedules 6-7 



•• •• CHFC 60O----CHIEFCOUNSEL 

Title Description of Records Disposition Authority 

TSA officials legal advice and 
interpretation of statutes pertinent 
to TSA programs. 

CHFC 600.16 Word Processing Files. Documents 
Word Processing such as letters, memoranda, reports, 
Files and Electronic handbooks, directives, and manuals 
Mail (Email) recorded on electronic media, such 
Records as hard disks or floppy diskettes, 

after they have been copied to an 
electronic recordkeeping system, 
paper, or microform for 
recordkeeping purposes. 

Email Records. Senders' and 
recipients' versions of email 
messages that meet the definitio 
Federal records and any 
attachments to the record mes ages 
after they have been copied 
electronic recordkeeping s 
paper, or microform for 
recordkeeping purpose . 

when 30 years old. /

/ 
Delete from !hI- GRS 20,item 13 
processing system when 
no longer needed for 
updating 'revision. 

Delete from the email 
system after copying to a 
recordkeeping system. 

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