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REQUEST FOR RECORDS DISPOSITION AUTHORITY ~LEAVE BLANK) 

JOB NUMBER 

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

1. FROM (Agency or establishment) 

Department of~ 

2. MAJOR SUBDIVISION 

Transportation Security Administration Inaccordance with the provisions of 44 U.S.C. 
I-------------------------------------------------------l 3303a, the disposition request, including 

3. MINOR SUBDIVISION amendments, is approved except for items that 
may be marked "disposition not approved" or 

Office of Finance and Administration "withdrawn" in column 10. 

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

Arthur L. McCune, Jr. 202/385-1192 ()-I J- D~ 

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 ti 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 0 has been requested. 

NATURE OF AGENCY REPRESENTATIVE TITLE Records Management Officerd!J1L~ 
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 GRS OR SUPERSEDED 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 PREVIOUS EDITION NOT USABLE STANDARD FORM SF 115 (REV. 3-91) 
Prescribed by NARA 36 CFR 1228 



" .
 

This category deals with material on administration, which is too general to be filed under 
one of the more specific administrative outlines. Use also for material on organization 

functions and management. 

Title Description of Records Disposition Authority 

AI)MIN ~OO Geftefal material afta Gyt eft: at efta ef fissal GRog~~,q 
Al}MR>oj1g+AA+P.cg SeffeS13eftaeftsefelatiftg te yeM. Destrey '.vheft ~ 
MtUIAGEI\4Ef'oIT AElmiffistfatil,ZeMaftagemeftt tee yaMS ela. 

afeaa ift sse13ete ae filea Yftaef 
efte efthe s13esifis sylJjests aelew. 

NI-560-03-2, Item 1. 
ADMIN 200.1 Reports covering all subjects Cut off at end of fiscal NI-560-03-2, 
REPORTS AND included under this primary year. Destroy when 3 Item 1. 
STATISTICS subject. Includes annual report to years old. 

Congress. Case file by type of 
report as necessary. 

NI-560-03-2, Item 2. 
ADMIN 200.1.1 General and substantive reports, Cut off at end of fiscal Nl-560-03-2, 
Substantive 'reports studies, progress reports, and year. Transfer to FRC 10 Item 2. 

reports of significant years after cutoff. 
accomplishments. Case file Destroy 15 years after 
special or one-time reports as cutoff. 
needed. 

NI-560-03-2, Item 3. 
ADMIN 200.2 General correspondence drafts, Cut off at end of fiscal NI-560-03-2, 
PLANNING background material, annual work year. Destroy when 3 Item 3. 

plans, budget estimates, and years old. 
documents relating to program 
planning. 

AJ)MIN ~OO.3 a. Recefas n~latiftg te Destrey ~ yeMs aftef GRg 16/ga 
GOMMI++EEg l'\}ID estaalishmeftt, efgani2!atieft, teffH:iftatieftef cemmittee. 
GC»>WERm'IGEg membefshi:13,afta 13ehsy ef 

ifttemal cemmittees, e*clyaiftg 
eemmittees S13eftSefeaay the 
gesfetariat. 

a. Resefas sfeatea ay 
eemmittees. 

(1) Ageftaa, miootes, fiftal Destrey wheft ~ yeMs ela GRS 16/ga(l) 
fe13erts,ana felatea feeefas " 

aesumefttiftg the 
asceffil3hshmeftts ef the 
aavisery aeMas ana 
cemmittees, EXGLUDR>oIG 
these maifttaiftea ay the 

TSA Records Disposition Schedules 2-1 



Title 

Nl-560-03-2, Item 4. 

ADMIN 200.4 
ADVISORY 
BOARDS, AND 
COMMISSIONS 

Nl-560-03-2, Item 5. 

Description of Records 

sponsor or geeretariat. 

(2) All other eommittee 
reeords. 

e. Reeords maintained by agenejr 
Gorrunittee Management Offieers 
for eOlTllBitteesestablished l:l:flder 
the federal Advisory GOl!lfaittee 
Aet, induding eopies of eharters, 
membership lists, agendas, poliey 
statements, and material required 
to be available for publie 
information. 

d. Records created to comply with 
the provisions of the Government 
in the Sunshine Act, including 
transcriptions and minutes of 
closed meetings, electronic 
records for which verbatim 
transcripts do not exist, and annual 
reports to Congress describing the 
agency's compliance with the Act. 

Committee Management Files. 
Documents relating to the 
establishment and organization of 
advisory committees, boards, 
commissions, and panels; policies 
governing official agency 
membership; and related matter. 

a. Files for advisory, interagency, 
and international committees 
sponsored by TSA, and 
accumulated by the Transportation 
Security Agency Committee 
Management Officer. 

b. gtaff and Loeal Meeting and 
Gonferenee files. Minutes, 
agenda, and related doeUlTlents. 

Disposition Authority 

Destroy when 3,years GRg 16/8b(2) 
e14 

Destroy 5 years after 
termination of eOlTllBittee. GRg 1618e 

PERMANENT. Nl-560-03-2,
 
Transfer to FRC when 4 Item 4.
 
years old or earlier. .:affgrTr~
 
to NARA when 10 years
 
old.
 

PERMANENT. 
Transfer tO~FRCwhen 4 

'D]
years old./,- 0 

NARA when 10 years 
old. 

Nl-560-03-2, 
Item 5. 

Destroy when 3 years 
e14 

TSA Records Disposition Schedules 2-2 



Title 

ADMIN 200.3 
:BUILDJ}+G~ 
MID GROillID~ 

ADMIN 200.€i 
FACILITIE~ 

ADMIN 200.7 
~IPACE 
MA}u\GEl\41INT 

ADMIN 200.8 
Pl\RKING 
FACILITrn~ 

ADMIN 200.9 
MAIb 
MA}lAGEMENT 

TSA Records Disposition 

Description of Records 

e. Committee rnveHtory Files. 
ArulUal and speeial ilweHtory 
reports of T~A eOImHittees in 
e~dstenee. 

(1) Aeeunullated by the 
Transportation ~eeurity 
Administration Committee 
ManagemeHt Offieer. 

(2) All others eommittee 
reeords. 

Building plan files surveys, and 
other reeords utilized in ageney 
spaee planning assigtllHeHt, and 
aajustment. 

General eorrespondenee, reeords 
of eoordination and approval, 
material on natiow.vide 
maintenanee of T~A property 
induding faeilities. 

General eorrespondenee on spaee, 
spaee assignments and utilization, 
allowanees and standards, spaee 
elassifieation and all other 
infermation related to offiee spaee 
and its manipulation. 

Parking assigtllHeHts; parking 
permits; ageney permits to operate 
motor vebieles; and parking 
restnetions. 

General eorrespondenee and 
baekground material related to the 
standards fer effeetivemail and 

Schedules 2-3 

Disposition Authority 

Destray 5 years after GR~ 16/8e 
termination of eommittee. 

Destray when 3 years GR~ 16/8b(2) 
el€h 

Destray 2 years after GR~ 1112a 
termination of 
assigrtment, or 'Nlien lease 
is eaneeled, or when 
plans are superseded or 
obsolete. 

Cut off at end of fiseal GR~ llll 
year. Destray 2 years 
after eut off. 

Destray 2 years after GR~ 1112 
termination of 
assigtllHent, or when lease 
is eaneeled, or 'tvhen 
plans are supereeded or 
obsolete. 

Destray 3 months after GR~ 1114a 
doeuments are rehlrned to 
issuing offiee or after date 
of e*piration. 

Destray when 1 year old. GR~ 12/6g 



, ,ADl~ 200-.INISTRATIVE AND MANAGF;.l •. 

Title 

ADMIN 200.9.1 
Mailiag Lists 

ADMIN 200.9.2 
Messeager 
Serviee 

ADMIN 200.9.J 
Postage and fees 

NI-560-03-2, Item 6 
ADMIN 200.10 
PROPERTY 
ACCOUNT ABILITY 

This item may be 
applicable to other 
TSA records 
common to many 
other offices within 
TSA. 
NI-560-03-2, Item 7. 
ADMIN 200.11 
PERSONAL 
PROPERTY 
This item may be 
applicable to other 
TSArecords 
common to many 
other offices within 
TSA. 

Description of Records 

FH:esseagerserviees. Ineltldes lise 
of offieial FH:ail,postage rates, and 
FH:ailiFRproveFH:eatprogram. 

Correspoadeaee oa the reeeipt aad 
rol:lting of iaeoFH:iagand ol:ltgoiag 
FH:ailaad serviees provided by 
private deli'.zery eOFRpanies. 

Correspoadeaee, reqtlest fofFH:s, 
and otaer reeords relatiag to 
eaaages ia FH:ailiaglists. 

Correspoadeaee aad related 
FH:aterialiaellidiag assignmeat 
reeords, rOlite seaedliles, dispateh 
reeords, reeeipts for speeial 
serviees, and daily logs. 

8tatistieal reports of postage aad 
fees lised oa otltgoiag FH:ailaad 
fees paid for deliveries by private 
delivery eompanies. 

General correspondence, records 
of coordination and approval, 
material on nationwide TSA 
programs for real property, 
personal property management, 
coordination of plans, acquisition, 
construction, utilization, 
maintenance of all TSA property 
against theft, damage, and civil 
disturbance. 

Correspondence and other 
material pertaining to the purchase 
and sale/exchange of personal 
property. Files include 
identification method. 

Disposition 

Destray after appropriate 
revisioa or mailiag list of 
after 3 FH:oaths,'.vhieae>,'sr 
is applieable 

Destray '.vhea 6 moatas 
el4 

Destray ]Naea 6 FH:ontas 
eM:-

Cut off at end of fiscal 
year. Destroy when 3-
years old. 

Cut off at end of fiscal 
year. Destroy 3 years 
after cut off. 

Authority 

GRS 12/6a 

GRS 13/4a 

GRS 12/6f 

GRS 12/6b 

Nl-560-03-2, 
Item 6. 

Nl-560-03-2, 
Item 7. 

TSA Records Disposition Schedules 2-4 



· ADMIN200---.HNISTRATIVE ANDMANAGE.T ..
 

Title 

ADMIN2QO.12 
REAL PROPERTY 

ADMIN 200.12.1 
Invemories 

Description of Records 

Title papers doeltIDeHtiHgthe 
aeqHisitioH of real property (by 
pHfehase, eondemnation, donation, 
e~(ehange, or otherwise), 
EXCLUDING reeords relating to 
property aeqHired prior to JanH81)' 
1, 1921. 

Reeords relating to property 
aeqHired after Deeember 31, 1920, 
other than abstraet or eertifieate of 
title:-

a. l\-bstraets of eertifieate oftitle 

b. Real Property Lease 
Agreements 

e. gofP.'lare Lieenses. Files 
doel:1IB:entingthe aeqHisition of 
eompHter software, and lieensing 
agreement between the 
Govel'1l:B3:entand vendor. 

NOTE: Reeords relating to 
property aeqHired before JanHar;r 
1, 1921, are not eOI,reredby this 
item or the GRg and mHst be 
sehedHled by sHbmission of an gF 
115 to "t>lARA. 

Inventory of aeeol:m:tableproperty. 
Approved listings of property in 
eHstody of YOHroffiee. 

Disposition 

Dispose 1°years after 
HneonditioHal sale or 
release by the 
Govel'1l:B3:entof 
eonditions, restrietions, 
mortgages or other liens. 

Transfer to pHrehaser 
after Hlleonditional sale or 
release by the 
Govefllffient of 
eonditions, restrietions, 
mortgages, or other liens. 

Destray 6 years and 3 
months after final 
payment. 

Destray/Delete 1 year 
after tefll1ination of 
system. 

CHt off at end of fiseal 
year. Destray 2 years 
after eHt off. 

Authority 

GRg 3/1a 

GRg 3/3(a)(1) 

GRg 24/3bl 

TSA Records Disposition Schedules 2-5 
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Title 

Al>MIN 200.13 
MOTOR VEHICLE 
Ml\}rAGEME~TT 
(Used ay Agene)' 
~ 

Al>MIN 200.14 
FORMS 
MA}[AGEM~TT 

ADMIN 200.14.1 
General Forms 

ADMIN 200.14.2 
Forms Printing and 
Reprodtietion 

ADMIN 200.15 
TELE 
COMMill'nCATIO~TS 

Description of Records 

Contains aeeident reports, general
 
eorrespondenee, and related data
 
pertaining to the management of
 
the motor vehieles fleets for TSA
 
and maintenaB:ee ofreEJ:Hired
 
reeords for all TSA motor
 
vehieles.
 

EXCEPT: ProeHFement eopy of
 
pHFehase or lease doeW1lents on
 
'/ehieles.
 

Forms analysis, design,
 
standardization, eontrol of Hse,
 
Il-1:lHlber,and distriaHtion. lHelHdes
 
proposed forms, revisions,
 
elearanees, and related
 
eorrespondenee.
 
Correspondenee, systems
 
doe1:Hllentation,and related
 
material on the ereation and Hse of
 
eleetronie forms.
 

Case files of forms, whieh shoHld
 
ae filed ay appropriate form
 
llHmaer. InelHdes one eop;' of
 
forms and material relating to its
 
development and revision.
 

Contains reEJ:Hisitionforms,
 
eorrespondenee and related
 
doe1:HllentsHsed in reEJ:Hesting
 
printing, dHplieation, ainding,
 
graphies, eopying, distriaHtion,
 
and editorial serviees for TSA
 
offiees.
 

General eorrespondenee and
 
related material inelHding plans,
 
reports, and other reeords
 
pertaining to eEJ:HipmentreEJ:Hests,
 
telephone serviee,. and like
 
matters.
 

Disposition Authority 

Destro~' 6 years after ease GRS 1015 
is elosed. 

Destroy when related GRS 16/3a
 
form is diseontinHed,
 
sHperseded or eaneeled.
 

Destroy 5 years after 
related form is 
diseontillHed, SHPerseded, 
or eaneeled. 

GRS 16/3 a . 

Destroy 1 year after 
eompletion ofjoa. 

GRS 13/2a 

CHt off at end of fiseal 
year. Destroy 3 years 
after eHt off. 

GRS1212a 

TSA Records Disposition Schedules 2-6 
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Title 

ADMIN 200.1S.1 
Facsimile Serviee 
(Ft\X), Telegraph, ami 
Telety~e 

ADMIN 200.1S.2
 
Telephone Servise
 

Description of Records 

Correspondense and other 
material on faesimile transmission 
fasilities, leased wire telegraph, 
and the like. 

EXCEPT: File telegrams, 
teletytle messages, and faesimile 
transmissions by the appropriate 
s1:lbjest. 

Correspondenee and related 
materials pertaining to the reql:lest 
for telephone serviee, installation 
of new eql:lipment, repair and 
maintenanee of present eql:lipment, 
and eql:lipment remo,'al. 

Pending "'lork orders on TSA, and 
GSA reql:lests for telephone 
serVIses. 

Completed '!fork Orders 

COHHlll:ltHeationManagement 
Information Servises (CMIS) 
Report Files. Contains approvals 
for l:lseof phone lines, reeeiver 
sOB3pl:lterprintOl:ltson teleeopier 
messages, and eompl:lter printol:lts 
from DRS l:lsedas an inventory to 
make eOB3parisonswith GSA for 
shanges and l:lpdating eql:lipment. 
Also sontains Intereity Voise 
Network data transmissions 
(whish insll:ldes Hl:lffiberof 
originated ealls, nl:llHberof 
originated minl:ltes, manl:lfaeMer, 
and modellll:llHber). 

EXCEPT: File billing dosl:lIllents 
for telephone and telephone 
serviees l:lnder FINANCIAL 
MA}TAGEME}H. 

Disposition Authority 

Cl:ltoff at end offissal 
year. Destroy 2 years 
after el:ltoff. 

Cl:ltoff at end of fiseal 
year. Destroy 3 years 
after el:ltoff. 

Transfer to sompleted 
]NOrk order file after 
sOB3pletion of work. 

Destroy 1 year after al:ldit GR~ 12I2d(2) 
or when 3 years old, 
whishe'ler is sooner. 

Destroy when 3 years old GR~ 12/2b 
or 'Nhen no longer needed 
for administrative 
pl:lf}Joses. 
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Title 

NI-560-02-2, Item 8. 
ADMIN 200.15.3 
Telephone Directories 
This item may be 
applicable to other 
TSA records 
common to many 
other offices within 
TSA. 
ADMIN 200.1& 
RECORD 8 
~4A}V\GEME}>IT 

ADMIN 200.1&.1 
Reeonls CreatioH 

ADMIN 200.1&.2 
Reeoras DispositioH 

Description of Records 

Contains changes made 
periodically to TSA and DRS 
telephone directories. 

GeHeral material relatea to reeoras 
maHagemeHt. lBeluaes reql:lests 
for reeoras maiHteHanee 
assistanee, reeoras system 
iHterpretatioHs, aHa similar 
matters. 

8tanaaras aHa systems for 
ereatiHg, organiziHg, aHa 
maiHtainiHg reeoras. Ineluaes 
relate a eorrespoHaeHee aHa 
ageHey file systems aHd disposal 
seheaules wheH they are part of a 
file system. 

Requests for filiHg equipmeHt aHa 
serviees, iHeludiHg equipmeHt 
aeseriptioH, eost, afla justifieatioH. 

Mierofilm systems, iHeluaiHg 
aeseriptioBS ana approvals. 

GeHeral eorrespoHaeHee ana 
materials pertainiHg to submissioH 
of 8f 115, Reql:lest for Reeoras 
1;)'ISPOSlt10H.. 1ALUt--onty,tOl h' }>I'\RA...~ 

Case file approved 8f 115 reeoras 
ana relate a eorrespoBaeBee. 

GeHeral materials pertaining to the 
destruetioB or retiremeHt of 
reeoras. 

files relatiHg to reeoras retrieval 

Disposition 

Destroy when obsolete or 
superseded. 

Destray wheH 6 years 
oIG. Earlier aisposal is 
authorize a if reeoras are 
superseaed, obsolete, or 
HO10HgerHeeaea for 
refereHee. 

Destray 6 years after 
relate a reeoras are 
destroyea, or traHsferrea 
to the NatioHal Arehiyes 
or HO10HgerHeeaea for 
refereHee pmposes. 

Destray 6 years after 
related reeoras are 
destroyea, or traHsferrea 
to the }>IatioHall\rehiYes 
or HO10HgerHeeaea for 
refereHee pmposes. 

Authority 

NI-560-03-2, 
Item 8. 

GR816/7 

GR8 16/2a(2) 

GR8 16/2a(2) 

TSA Records Disposition Schedules 2-8 



· AOMI~ iO~MINISTRATlVE ANDMANAGEaNr .. 

Title 

MDN 200.1(;.J
 
Reeeras SeeHrity
 

NI-560-03-2, Item 9. 
ADMIN 200.17 
CORRESPONDENCE 
MANAGEMENT 
This item may be 
applicable to other 
TSArecords 
common to many 
other offices within 
TSA. 

ADMIN 200.18 
PR..T\'ACY ACT 

Description of Records 

frem FRC, OF 11 file 'Nith related 
SF 135. 

General material en the pretectien, 
sterage, eentrel, elassificatien, ana 
aeelassificatien ef seclirity 
informatien. 

Case files ef systems for 
pretecting ana eentrelling 
aecl::l:FRentsana informatien. 

'Verking paf)ers ef seeHrity 
clearances (ether than the eriginal 
if Official Persennel Felaer), 
inclliaing debriefing statements. 

Secl:ifity clearance listings, 
seeooty eCfllipmentlistings 
inclliaing secHrity lecks and 
similar matters. 

Includes instructions regarding 
correspondence practices and mail 
routing; forms used in recording 
and controlling mail; and reports 
on mail and correspondence. 

a. Instruction. 

h. All other material 

Cerrespendenee, netie8s, 
memeranaa, ana related material 
pertaining te the general Agency 
implementatien ef the Pri'.'acy 
Aet. 

De net lise for case files er nen 
Privacy Act ffiCflliries. 

Disposition Authority 

Clit eff at ena ef fiscal 
year. Destrey 2 years 
after Cliteff. 

Destrey 
e*h 

when 2 years 

Destrey when slipersedea 
er ebselete. 

GRS 1g122 

Destrey 'Nhen sliPerseaed 
by ane,,,, form er list er 
liPen hun in ef 
eentainers. 

GRS 1g/7a 

Nl-560-03-2, 
Item 9. 

Destroy when superseded 

Destroy when 2 years 
old. 

Destrey when 2 years 
e*h 

TSA Records Disposition Schedules 2-9 



· ADMINiO(}-A~INISTRATIVE ANDMANAGEMer, . 

Title	 Description of Records Disposition Authority 

ADMIN 200.18.1 
Privacy 1'\ct 
Reql:lests 

Files created iB respOBse to 
reql:lests from iBdividl:lals to gaiB 
access to their records or to iHl)' 

iBformatioB iB the records 
pertai-niBg to them, as pro:vided for 
l:IBder 5 u.g.c. 552a(d)(1). Files 
COBtaiBorigiBal reql:lest, copy of 
reply thereto, aad all related 
Sl:lpPOrtiBg dOCtlIBeBts, \vhich may 
iBcll:lde the official file copy of 
records reql:lested or copy thereof 

A. COffespoBdeBce and 
Sl:lpPOrtiBg dOCl:HH:eBts 
(EXCLUDING the official 
file copy of the records 
reql:lested if filed hereiB). 

1. GraatiBg	 access to all the 
reql:lested records. 

2.	 RespoBdiBg to reql:lests for 
BOB e:x:isteBt records; to 
reql:lesters who provide 
iBadeql:late descriptioBS; 
aad to those who fail to 
pay ageBcy reprodl:lctioB 
fees:. 

a. Reql:lests BOt appealed. 

13. Reql:lests appealed. 

3. DeByiBg	 access to all or 
part of the records 
reql:lested. 

a. Reql:lests BOt appealed. 

13. Req"Hests appealed. 

Destray 2 years after date GRS 
ofreply. 14/21 a(l) 

GRS 
14121 (2)(a) 

Destray 2 years after date GRS 
ofreply. 14/21(3)(a) 

Destray as al:lthori13ed GRg 14121(13) 
l:IBder Privacy Act 
AmeBdmeBt Case Files. 

Destray 5 years after date 
of reply. 

Destray as l"rt:lthori13ed 
under ADMll-l" 200.1g.2 
Privacy Act AmeBdmeBt 
Case Files. 

TSA Records Disposition Schedules 2-10 



· ADMINiOo.--eMINISTRATIVE ANDMANAGE.T .. 

Title Description of Records 

~. Offieial fil@CeflY ef 
r@ql:l@st@dr@eerds 

Disposition Authority 

Disflese ef in aeeerdanee 
with ttflflF8vedageney 
disflesihen instruehens 
fer the related reeerds, er 
with the related Privaey 
Ast reql:l@st,whiehe'ler is 
later:-

GRS 14121b 

ADMIN 299.18.2 
PriYaey Ast 
Amendment 
Case 
Files 

TSA Records Disposition 

Fil@srelating te an indiyidl:lal's 
reql:lest te Amendment Case Files. 
Amend a reeerd flertaining te that 
individl:lal as flreyided fer l:ffider5 
U.S.C. 552a(d)(2); te the 
indiyidl:lal's reQl:lestfer a reyiew ef 
an ageney's refusal eHhs 
indiyidl:lal's reql:lest te amend a 
reeerd as flreyided fer l:lrider 
552a(d)(3); and te any eiyil aetien 
brel:lgHtby the indiyidl:lal 
Amendment Case Files against the 
refusing ageney as flrevided 
l:ffider5U.S.C. 552a(g). 

a. Reql:lests te amend agreed 
te by ageney. Inell:ldes 
individl:lal'.sreql:lests te amend 
and/er rSyie'N refusal te 
amend, eeflies ef ageney's 
reflhes theFE~te,and related 
materials. 

b. Reql:lests te amend refused 
by ageney. Inell:ld@s 
individl:lal reql:lests te amend 
and te review refusal te 
amend, eeflies efag@ney's 
reflli@stherete, statement ef 
disagreement, agensy 
jl:lstifisatien fer refusal te 
amend a reeerd, and related 
materials. 

Schedules 2-11 

Disfles@ef in aeeerdanee 
]Nith the ttflflreved 
disflesitien instruetiens 
fer the related Sl:lbjeet 
individl:lal's reeerd er 4 
years after ageney's 
agreement te amend, 
whiehever is later. 

Disflese ef in aeeerdanee 
]Nith the ttflflreved 
disflesitien instruetiens 
fer the related sl:lbjeet 
individl:lal's reeerd, 4 
years after final 
determinatien by ageney, 
er 3 years after fInal 
adjl:ldieatien by eel:lrts, 
whiehev@r is later. 

GRS 14/22a 



Title 

ADMIN 200.18.3 
Privacy Act 
Accol:lfl:tingof 
DiscloSH:f6 

ADMIN 200.18.4 
Privacy Act 
Controls Files 

ADMIN 200.18.S 
Privacy Act 
Reports 

Description of Records 

c. :Appealed reE):Heststo 
amend. InclHdes an files 
created in responding to 
appeals Hnder Privacy Act for 
refusal by any agency to 
amend a record. 

Files maintained HUderthe 
provisions of 5 UXC. 552a(c) fur 
an aCCH:fateaccol:Hltingofthe date, 
natH:fe,and pHrpose of each 
disclosH:feof a record to any 
person or to af}other agency, 
inclHding fufllls fur showing the 
sl:lbject individHal's nan:.l:e, 
reE):Hester'sname and address, 
pmpose af}ddate of disclosH:fe, 
and proof of sl:lbject individHal's 
consent when applicable. 

Files maintained fur control 
pmposes in responding to 
reE):H6sts,inclHding registers and 
similar records listing date, natlire 
of reE):Hest,and nan:.l:eand address 
of reE):Hester. 

a. Registers or listings. 

b. Other files 

Contains anRHalreport reE):Hiredby 
o~rnCircHlar A 1 Og, inclHding 
a brief SlillHBary, 

accomplishments, plaf}s, a list of 
systems which are eKempted 
dHFJlg the year, a Sl:H'Ililla:F)'of 

Disposition Authority 

Dispose of in accordance GRg 14122c 
with the approved 
disposition instructions 
fur the related sl:lbject 
individHal's record or 3 
years after final 
adjHdication by col:H1:s, 
whiche>,'er is later. 

Dispose of in accordance GRg 14123 
with the approved 
disposition instrHctions 
fur the related SHbject 
individHal's record or 5 
years after the disclosme 
fur '""hich the 
accol:Hltability was made, 
whichever is later. 

Destray 5 years after date GRg 14/24a 
of last entry. 

Destray 5 years after GRg 14/24 b 
final action by the agency 
or final adjHdication by 
col:H1:s,'""hichever is later. 

Destray when 2 years 
ekh 
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ADMIN 200---.INISTRATIVE AND MANAGEIf.t{' .. 

Title 

Nl-560-03-2, Item 10. 
ADMIN 200.19 
DIRECTIVES FILES 

Nl-560-03-2, Item 11. 
ADMIN 200.19.1 
Temporary Issuances 

Nl-560-03-2, Item 12. 
ADMIN 200.20 
CHRONOLOGICAL 
OR READING 
RECORDS 

Nl-560-03-2, Item 13. 
ADMIN 200.21 
TSA BROADCAST 
E-MAIL MESSAGES 
This item may be 
applicable to other 
TSA records 

TSA Records Disposition 

Description of Records 

shaHges to the total HP,'eetofj' of 
f3efsoeeel eata, aHe a eessrif3tioe 
of of3€lfatioealeKf3erieese 'llith 
estimates af the IHlmeef af 
ieei~'ieHals feEJ:HestiegiefefHl:atiae 
ae the eKisteese affesafes 
peftaimeg ta them, femsals ta 
f3fal"iee iefefHl:atiae, f8EJ:Hestsfef 
assess to fesafes, aHe af3peals 
fl::amimtial femsals ta ameee 
fesafes. 

Consist of official file copies, 
directives, background material 
and other papers related to the 
development of TSA directives, 
including changes that are 
authorized issuances and used as a 
primary means of issuing policy 
instructions and procedures 

Transmitting one-time or short-
term instructions or information, 
which is expected to remain in 
effect for less than 90 days or for a 
predetermined amount oftime not 
to exceed 1 year. 

Office file copies maintained in 
office. Extra copy of outgoing 
correspondence, letters, 
memorandums, reports, and other 
records which are pertinent to 
routing internal administrative and 
housekeeping activities and not 
the particular function for which 
the holding office exists. 

Copies ofTSA Broadcast e-mail 
messages maintaining at 
Headquarters for informational 
purposes and filed chronologically 
by date of receipt. 

Schedules 2-13 

Disposition Authority 

PERMANENT. Place in 
inactive file upon super-
session. Transfer to 
NARA 10 years after 
superseded. 

NI-560-03-2, 
Item 10. 

Transfer to the FRC when 
2 years old. Destroy 
when 10 years old. 

NI-560-03-2, 
Item 11. 

Cut off at end of fiscal 
year. Destroy when 3 
years old. 

NI-560-03-2, 
Item 12. 

Destroy when obsolete 
superseded. 

or NI-560-03-2, 
Item 13. 



, ArlMIN 10o.-.NISTRATlVE AND MANAGE~if .. 

Title Description of Records Disposition Authority 

common to many 
other offices within 
TSA. 
NI-560-03-2, Item 14. Consist of information not Cut off at end of calendar Nl-560-03-2, 
ADMIN 200.22 described elsewhere in this year. Destroy when Item 14. 
REFERENCE FILES schedule, used as ready reference superseded or obsolete. 
This item may be on subjects of current and ongoing 
applicable to other interest. These files may contain 
TSA records copies of publications, directives, 
common to many pictures, correspondence and the 
other offices within like. Official file copies are not to 
TSA. be placed in these files nor are the 

files to be considered pending files 
when official file copies are kept 
on a tentative basis. 

NI-560-03-2, Item 15.
 
Electronic Mail and Word Processing System Copies Series Descriptions and Dispositions
 

Copies that have no further administrative value after the recordkeeping copy is made. Includes
 
copies maintained by individuals in personal files, personal electronic mail directories, or other
 
personal directories on hard disk or network drives, and copies on shared network drives that are
 
used only to produce the recordkeeping copy.
 

DELETE within 180 days after the recordkeeping copy has been produced.
 

Copies used for dissemination, revision, or updating that are maintained in addition to the
 
recordkeeping copy.
 

DELETE when dissemination, revision, or updating is complete.
 

NOTE: Some Administrative Management reports and other records may be worthy of
 
permanent retention if they significantly interpret TSA regulations, reflect significant
 
developments, or attract extensive public attention. These should be brought to the attention of
 
NARA via a SF-115, Request for Disposition Authority, so that they can be appraised and
 
appropriate disposition authorized. The appraisal process of these records will include a
 
determination of the appropriate medium for transfer of any records determined to be permanent.
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•• • ·'
 • ADMIN 200---ADMINISTRATIVE MANAGEMENT'" . 

This category deals with material on administration, which is too general to be filed under one of 
the more specific administrative outlines. Use also for material on organization functions and 
management. 

Title 

ADMIN 200 
ADMINISTRATIVE 
MANAGEMENT 

ADMIN 200.1
 
REPORTS AND
 
STATISTICS
 

ADMIN 200.2 
PLANNING 

ADMIN 200.3 
ADVISORY 
BOARDS, 
COMMISSIONS, 
COMMITTEES 
CONFERENCES 

Description of Records 

General material and 
correspondence relating to 
Administrative Management too 
broad in scope to be filed under 
one of the specific subjects below. 

Reports covering all subj ects 
included under this primary 
subj ect. Includes annual report to 
Congress. Case file by type of 
report as necessary. 

General and substantive r orts, 
studies, progress report and 
reports of significant 
accomplishments. ase file 
special or one-tim 
needed. 

General corr pondence drafts, 
backgroun material, annual work 
plans, bu get estimates, and 
docum ts relating to program 
pla g. 

ecords created to comply with 
e provisions of the Government 

in the Sunshine Act, including 
transcriptions and minutes of 
closed meetings, electronic 
records for which verbatim 
transcripts do not exist, and annual 
reports to Congress describing the 
agency's compliance with the Act, 
are permanent records and must be 
scheduled by submission of an SF 
115 to NARA 

a. Records relating to 
establishment, organization, 
membership, and policy of 

Disposition Authority 

Cut off at end of fiscal GRS-16123(1 )
 
year. Destroy en 3
 
years old.
 

ear. Destroy when 3
 
years old.
 

Cut off at end of fiscal
 
year. Transfer to FRC
 
10 years after cutoff.
 
Destroy 15 years after
 
cutoff.
 

Cut off at end of fiscal
 
year. Destroy when 3
 
years old.
 

Destroy 2 years after GRS 16/8a 
termination of 
committee. 
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• • ADMIN 200-ADMINISTRATIVE AND MANAGEM.'EN'T .
 

Title . Description of Records Disposition Authority 

internal committees, excluding 
committees 1110(2) 

b. Records created by 
committees 

(1) Agenda, minutes, final 
reports, and related records 
documenting the accomplishments 
of the advisory boards and 
committees, EXCLUDING those 
maintained by the sponsor or 
Secretariat. 

committee sponsor, secreta 
recorder. 

PERMANENT. 
Transfer to FRC when 
4 years old or earlier. 
Offer to NARA when 
10 years old. 

(3) All othe 
records. 

Destroy when 3 years 
old. 

maintained by 
agency Co ittee Management 
Officers f r committees 
establis d under the Federal 

Committee Act, 
inclu ing copies of charters, 
me ership lists, agendas, policy 
st ements, and material required 
t be available for public 
nformation. 

Destroy 5 years after 
termination of 
committee. 

GRS 16/8c 

2. Committee Management Files. 
Documents relating to the 
establishment and organization of 
committees, boards, and panels; 
policies governing official agency 
membership; and related matter. 

a. Files for advisory, 
interagency, and international 
committees sponsored by TSA. 

PERMANENT. 
Transfer to FRC when 
4 years old. Offer to 
NARA when 10 years 
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•• • •ADMIN 20(}-ADMINISTRATIVE AND MANAGEMENT· 

Title Description of Records Disposition Authority 

ADMIN 200.4 
BUILDINGS 
AND GROUNDS 

b. Files for internal TSA 
committees. 

3. Staff and Local Meeting and 
Conference Files. Minutes, 
agenda, and related documents. 

4. Committee Inventory Files. 
Annual and special invento 
reports of TSA committee 
existence. 

the 
Transportation Se .ty Agency 
Committee Man gement Officer. 

lated by the 
Transp ation Security 
Admi strati on Committee 
M gement Officer. 

c. All others. 

General correspondence, records 
of coordination and approval, 
information on the Federal 
building fund, construction, 
maintenance, repairs and 
renovations, designs, plans, etc. 

General correspondence, records 
of coordination and approval, 
material on nationwide TSA 
programs for acquisitions. 

General correspondence, records 
of coordination and approval, 

old. 

Destroy 1 year a 
termination of 
committee. 

final ction on project 
re rt or 3 years after 
ompletion of report if 

no final action is taken. 

GRS 23/1 

PERMANENT. 
Transfer to FRC when 
4 years old or earlier. 
Offer to NARA when 
10 year old. 

Destroy when 5 year 
old. 

Destroy when 2 years 
old. 

Cut off at end of fiscal 
year. Destroy 2 years 
after cut off. 

GRS 1111 

Cut off at end of fiscal 
year. Destroy 2 years 
after cut off. 

Cut off at end of fiscal 
year. Destroy 2 years 

GRS 1111 
Facilities 
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', .• •ADMIN 200-ADMINISTRATIVE AND MANAGEMENrr ' 

Title 

ADMIN 200.4.3 
Space Management 

ADMIN 200.5 
PROTECTION AND 
SECURITY 

ADMIN 200.6 
PARKING 
FACILITIES 

ADMIN 200.7 
MAIL 
MANAGEMENT 

ADMIN 200.7.1 
Mailing Lists 

ADMIN 

TSA Records Disposition 

Description of Records 

material on nationwide 
maintenance of TSA property 
including facilities. 

General correspondence on space, 
space assignments and utilization, 
allowances and standards, space 
classification and all other 
information related to office space 
and its manipulation. 

Consists of correspondence, 
memoranda, and related material 
on accountability for official 
identification cards and 
credentials. Lists or rosters 
showing the current securit 
clearance status of indivi also 

Parking assignments; 
restrictions. 

General co espondence and 
backgrou material related to the 
standard for effective mail and 
messe er services. Includes use 
of official mail, postage rates, and 
mai Improvement program. 

rrespondence on the receipt and 
outing of incoming and outgoing 

mail and services provided by 
private delivery companies. 

Correspondence, request forms, 
and other records relating to 
changes in mailing lists. 

Correspondence and related 
material including assignment 
records, route schedules, dispatch 

Schedules 2-4 

Disposition Authority 

after cut off. 

,/
Cut off at end 0 Iffscal GRS 1112 
year. Destro 2 years 
after cut 0 

estroy when GRS 18123 
superseded or obsolete. 

Cut off at end of fiscal 
year. Destroy 2 years 
after cut off. 

Destroy when 1 year GRS 12/6g 
old. 

GRS-12/6a 

Destroy after GRS 13/4a 
appropriate revision or 
mailing list of after 3 
months, whichever is 
applicable 

Destroy when 6 GRS 12/6f 
months old 



'. ,.
AJ)l\flN 200-ADMINISTRATIVE ANn MANAGEMENt' '• 

Title Description of Records Disposition Authority 

ADMIN 200.7.3 
Postage and Fees 

ADMIN 200.8 
PROPERTY 
ACCOUNT ABILITY 

ADMIN 200.8.1 
Personal Property 

ADMIN 200.8.2 
Real Property 

records, receipts for special 
services, and daily logs. 
Statistical reports of postage and 
fees used on outgoing mail and 
fees paid for deliveries by private 
delivery companies. 

General correspondence, records 
of coordination and approval, 
material on nationwide TSA 
programs for real property, 
personal property management, 
coordination of plans, acquisition, 
construction, utilization, 
maintenance of all TSA property 
against theft, damage, and civi 
disturbance. 

Correspondence and othe 
material pertaining to t purchase 
and sale/exchange of ersonal 
property. Files incl de 
identification met od. 

Title papers do umenting the 
acquisition 0 real property (by 
purchase, c ndemnation, donation, 
exchange or otherwise), 
EXCL ING records relating to 
prope acquired prior to January 
1, 19 1. 

cords relating to property 
cquired after December 31, 1920, 

other than abstract or certificate of 
title. 

Abstracts of certificate of title 

j
Destroy when 6 mo ths GRS 12/6b 
old. 

year. 
year 

estroy when 2 
old. 

Cut off at end of fiscal 
year. Destroy 3 years 
after cut off. 

Dispose 10 years after 
unconditional sale or 
release by the 
Government of 
conditions, restrictions, 
mortgages or other 
liens. 

GRS311a 

Transfer to purchaser 
after unconditional sale 
or release by the 
Government of 
conditions, restrictions, 
mortgages, or other 
liens. 

GRS 3/1b 
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;\.J>MIN 200-ADMINISTRATIVE AND MANAGEMEN'1' • 

Title Description of Records Disposition Authority 

ADMIN 200.8.3 
Identification Card! 
Credential Application 
Files 

ADMIN 200.8.4 
Credit Card Files 

ADMIN 200.8.5 
Inventories 

ADMIN 200.9 
MOTORVEHIC 
MANAGEMEN 
(Used by Agen 
Staff) 

Real Property Lease Agreements 

NOTE: Records relating to 
property acquired before January 
1, 1921, are not covered by this 
item or the GRS and must be 
scheduled by submission of an SF-
115 to NARA. 

Application requests for 
identification cards for all TSA 
employees, temporary overseas 
employees, regional 
administrators, and contracto 
The card is issued for offici 1 
purposes and for identifi tion 
only. Files also contai 
correspondence rece ed regarding 
requests for the ide tification 
cards. 

morandums, U.S. 
Governme cards (gasoline credit 
cards, GS store cards and 
telepho e credit cards); Non-
expen able Property Inventory 
and roperty Receipt andlor 
Re eipt for Property Returned. 

ventory of accountable property. 
Approved listings of property in 
custody of your office. 

Contains accident reports, general 
correspondence, and related data 
pertaining to the management of 
the motor vehicles fleets for TSA 
and maintenance of required 
records for all TSA motor 
vehicles. 

EXCEPT: Procurement copy of 

Destroy 6 months after 
termination of the lease 
agreement. 

estroy credentials 3 
months after return to 
issuing office. 

Destroy credentials 3 
months after returning 
to issuing office. 

Cut off at end of fiscal 
year. Destroy 2 years 
after cut off. 

Destroy 6 years after 
case is closed. 

GRS 11/4a 

GRS 6/7(8) 

GRS 3/9a 

GRS 1015 
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ADMIN 200-ADMINISTRATIVE AND MANAGEMENT' 

Title Description of Records Disposition Authority 

ADMIN 200.10 
FORMS 
MANAGEMENT 

ADMIN 200.10.1 
General Forms 

ADMIN 200.10.2 
Forms Printing 
and Reproduction 

ADMIN 200.11 
TELE-
COMMUNICATIONS 

ADMIN 200.11.1 
Facsimile Service 
(FAX), Telegraph, and 
Teletype 

Telephone ervice 

purchase or lease documents on
 
vehicles.
 

Forms analysis, design,
 
standardization, control of use,
 
number, and distribution. Includes
 
proposed forms, revisions,
 
clearances, and related
 
correspondence.
 
Correspondence, systems
 
documentation, and related
 
material on the creation and use of
 
electronic forms.
 

Case files of forms, which should
 
be filed by appropriate form
 
number. Includes one copy of
 
forms and material relating to its
 
development and revision.
 

Contains requisition forms
 
correspondence and relat d
 
documents used in req sting
 
printing, duplication, inding,
 
graphics, copying, stribution,
 
and editorial servi es for TSA
 
offices.
 
General corre ondence and
 
related mate al including plans,
 
reports, an other records
 
pertainin to equipment requests,
 
telepho e service, and like
 
matt s.
 
Co espondence and other
 

terial on facsimile transmission 
acilities, leased wire telegraph, 

and the like. 

EXCEPT: File telegrams, 
teletype messages, and facsimile 
transmissions by the appropriate 
subject. 
Correspondence and related 
materials pertaining to the request 

Destroy when related 
form is discontinued, 
superseded or canceled. 

De, roy 5 years after 
r dated form is 
discontinued, 
superseded, or 
canceled. 

Destroy 1 year after 
completion of job. 

Cut off at end of fiscal 
year. Destroy 2 years 
after cut off. 

Cut off at end of fiscal 
year. Destroy 2 years 
after cut off. 

Cut off at end of fiscal 
year. Transfer to FRC 

GRS 16/3b 

GRS 16/3a 

GRS 13l2a 

GRS 1212d 

GRS 23/1 

GRS 1212
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. ~ ..• •ADMIN 200---ADMINISTRATIVE AND MANAGElVlEN"I'· 

Title Description of Records Disposition Authority 

ADMIN 200.11.3 
Telephone Directorie 

ADMIN 200.1 
RECORDS 
MANAGEM 

for telephone service, installation 
of new equipment, repair and 
maintenance of present equipment, 
and equipment removal. 

Pending work orders on TSA, and 
GSA requests for telephone 
services. 

Completed Work Orders 

Communication Management 
Information Services (CMIS) 
Report Files. Contains approval 
for use of phone lines, receiver 
computer printouts on teleco er 
messages, and computer p . touts 
from OST used as an inv tory to 
make comparisons wit GSA for 
changes and updatin equipment. 
Also contains Inter tty Voice 
Network data tr mISSIOns 
(which includes umber of 
originated cal ,number of 
originated nutes, manufacturer, 
and mode number). 

T: File billing documents 
for t ephone and telephone 
se Ices under FINANCIAL 

l\NAGEMENT. 

Contains changes made 
periodically to TSA and DOT 
telephone directories. 

General material related to records 
management. Includes requests 
for records maintenance 
assistance, records system 
interpretations, and similar 
matters. 

Standards and systems for 

2 years after cutOtff.
Destroy 5 years after 
cut off. 

Transfer to comp eted 
work order file/after 
completion :{work. 

co letion. 

estroy Quarterly. 

Destroy when 3 years 
old or when 
superseded. 

Destroy when 6 years 
old. Earlier disposal is 
authorized if records 
are superseded, 
obsolete, or no longer 
needed for reference. 

GRS 16/7
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ADMIN 200-ADMINISTRATIVE AND MANAGElViEN~r u• 
Title Description of Records Disposition Authority 

ADMIN 200.12.1 
Records Creation 

ADMIN 200.12.2 
Records Disposition 

ADMIN 200.12.3 
Records Security 

creating, organizing, and 
maintaining records. Includes 
related correspondence and 
agency file systems and disposal 
schedules when they are part of a 
file system. 

Requests for filing equipment and 
services, including equipment 
description, cost, and justification. 

Microfilm systems, including 
descriptions and approvals. 

General correspondence and 
materials pertaining to submissio 
ofSF-115, Request for Records 
Disposition Authority, to N 

Case file approv.ed SF-II records 
and related corresponde ceo 

General materials pe aining to the 
destruction or retir ent of 
records. 

Case file reco tis retired to FRC, 
by the SF-l 

Files rel ing to records retrieval 
from F C, OF-ll file with related 
SF-l 

G eral material on the protection, 
s orage, control, classification, and 
declassification of security 
information. 

Case files of systems for 
protecting and controlling 
documents and information. 

Working papers of security 
clearances (other than the original 

estroy when related 
records are destroyed, 
or transferred to the 
National Archives or no 
longer needed for 
reference purposes. 

GRS 1612a 

Destroy when related 
records are destroyed, 
or transferred to the 
National Archives or no 
longer needed for 
reference purposes. 

GRS 1612a 

Cut off at end of fiscal 
year. Destroy 2 years 
after cut off. 

GRS 18121 

GRS-18123
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ADMIN 200-ADMINISTRATIVE AND MANAGElVl'ENf u 

Title Description of Records Disposition Authority 

if Official Personnel Folder), 
in uding debriefing statements. 

Security c ance listings, 
security equip t listings 
including security 
similar matters. 

ADMIN 200.13 Includes instructions regarding 
CORRESPONDENCE correspondence practices and mail 
MANAGEMENT routing; forms used in recording 

and controlling mail; and reports 
on mail and correspondence. 

a. Instruction. Destroy when 
superseded 

b. All other material Destroy when 2 years 
old. 
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