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REQUEST FOR RECORDS DISPOSITION AUTHORITY 

, , 
(LEAVE BLANK) 

e.
 
JOB NUMBER 7J /- S-d, 0- d 3 - 9 

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

1. FROM (Agency or establishment) NOTIFICATION TO AGENCY 

Department of Homeland Security 

2. MAJOR SUBDIVISION 

Transportation Security Administration In accordance with the provisions of 44 U.S.c. 
t-'----------------------------t 3303a, the disposition request, including 

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

Office of Acquisitions DwithdrawnD in column 10. 

4. NAME OF PERSON WITH WHOM TO CONFER 5. TELEPHONE DATE ARCHIVIST OF THE UNITED STATES 

Arthur McCune, Jr. 571/227 -2076 ~-30...£)3 uJl-mb~A\DN 
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 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, 

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

DATE TITLE Records Management Officer 

05fil03 
~ 

10. ACTION TAKEN8. DESCRIPTION OF ITEM AND PROPOSED DISPOSITION 9. GRS OR SUPERSEDED 7.ltem 1 
(NARA USE ONLY) No. JOB CITATION 1 1 

**See Attached** 

115-109 PREVIOUS EDITION NOT USABL~ f STANDARD FORM SF 115 (REV. 3-91 
Prescribed by NARA 36 CFR 1228 
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ACQ 300 - OFFICE OF ACQUISITIONS 

Category deals with policy, procedures, regulations, and operations relating to the 
proc rement and contracting of commodities, services, and supplies for TSA programs and 
admin trative needs. 

ACQ 300.1 
REPORTS AND 
STATISTICS 

ACQ 300.2 
PLANNING 

ACQ 300.3 
COMMITTEES, 
MEETINGS, AND 
CONFERENCES 

Description of Records 

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

Re orts covering all subjects 
incl ed under this primary 
subjec Case file by type of 

orts, studies, 
progress repo and reports of 
significant acco lishments. 
Case file special 0 

reports as needed. 

General correspondence afts, 
background material, annu 
work plans, budget estimates, and 
documents relating to program 
planning. 

Committees, meetings, and 
conferences relating to 
establishment, organization, 
membership, and policy of 
internal committees pertaining to 
procurement and contracts 
activities and functions. 
Subdivide committees and 
conferences, if necessary, and 
show name and date span of 
folder. 

Case file record copy of minutes 
and related materials, including 
agendas, and final reports. 

Disposition Authority 

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

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

Cut off at end of fiscal 
year. Transfer to FRC 3 
years after cut off. 
Destroy 15 years after 
cut off. 

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

stroy 2 years after GRS 16/8a 
'nation of 

Destroy when 3 years 
old or when no longer 
needed for reference, 
whichever is sooner. 

TSA Records Disposition Schedules 3-1 



• • ACQ 300 - OFFICE OF ACQUISITIONS
 

Title	 Description of Records 

ACQ	 Include such material as meeting 
arrangements, invitations, extra 
copies of agendas, 
accommodations, authority to 
attend, workpapers, acceptances, 
and regrets. 

ACQ 300.4	 Contains contract, grant, MOU, 
BUSINESS	 ter and intra-agency 
AGREEMENT FILES	 ag ements, requisition, purchase 

orde lease, and bond and surety 
recor including 
correspo dence and related 
papers pe ining to award, 
administrati 

Contains requeste written and 
electronic responses 0 requests 
for proposals from co ractors 
including technical prop	 sals, 
cost proposals, and staff 
proposals. Files also contai 
reference copies of contracts 
awarded for supportive services 
for research studies in TSA, 
slides sent in as examples of 
negotiation and analysis of 
proposals. 

a.	 Acquisition or purchase 
official file copy, and related 
papers. 

1. Transactions	 equal to or 
more than $100,000 and 
all construction contracts 
exceeding $2,000. 

Disposition Authority 

Destroy when 3 years 
old or when no longer 
needed for reference, 
whichever is sooner. 

Destroy 6 year and 3 
months after clos out or 
final payment. 

TSA Records Disposition Schedules	 3-2 
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ACQ 300 - OFFICE OF ACQIDSITIONS 

Title 

ACQ 300.4.1 
Unsolicited Proposals 

ACQ 300.4.2 
Claims, Protests 
Investigations, Cases 
Pending in Litigation, 
or Similar Matters 

ACQ 300.4.3 
Files for Cancelled 
Solicitation 

Description of Records 

2. Transactions	 under 
$100,000 and 
construction 
contracts under $2,000 

3. Selected case (by the 
Chief Acquisition Officer) 
that set precedent or are 
unusual and pertain to 
major innovations. 
(Obligations of more than 1 
million dollars.) 

b.	 ligation copy. (This copy 
is aintained by the Office of 
Fina cial Management-See 
FIN 1 0.10.1) 

c.	 Other copi of records
 
described ab ve used by
 
component ele ents of a
 
procurement off! e for
 
administrative pu oses.
 

Unsolicited proposals and elated 
review files and correspond ce 
if filed separately from a cont ct 
file. 

Includes correspondence related 
solicitation or contract files, and 
decisions documents. 

(1) Formal solicitations of offers 
to provide products or services 
(e.g., Invitations for Bids, 
Requests for Proposals, Request 
for Quotations) which were 

Disposition Authority 

Destroy 3 years after 
final payment. 

Permanent. Retire to 
PRC 2 years after final 
payment. Transfer to 
NARA 10 years after 
final payment. 

Destroy when funds are GRS 3/3b 
obligated. 

Destroy upon GRS 3/3c 
termination or 
completion 

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

D troy when 3 years 
old r when no longer 
neede for reference, 
whiche r is sooner, 
unless rel ed to a 
document i 300.4 or 
300.4.1 and t t destroy 
date is later. 

Destroy 5 years aft GRS 3/5c(l) 
date of cancellation. 

TSA Records Disposition Schedules	 3-3 



• • ACQ 300 - OFFICE OF ACQUISITIONS
 

Title Description of Records Disposition Authority 

canceled prior to award of a 
contract. The files include 
presolicitation documentation on 
the requirement, any offers that 
were opened prior to the 
cancellation, documentation on 
any Government action up to the 
time of cancellation, and 
evidence of the cancellation. 

Unopened bids. Return to bidder. GRS3/5c(2) 

ACQ 300.4.4 Destroy 5 years after 
Federal Procurement Procur ent Data System. submittal to FDPS or 
Data System (FPDS) Electroni data file maintained by designated agency 

fiscal year. collection point. 

ACQ 300.5 Requisition Fi (Inventory). 
REQUISITION FILES Requisitions for pplies and 

equipment for curr t inventory. 

a. Stockroom copy. Destroy 2 years after GRS 3/8a 
completion or 
cancellation of 
requisition. 

b. All other copies. Destroy when 6 months GRS 3/8b 
old. 

ACQ 300.5.1 Requisitions for repair and 
Maintenance and maintenance of computers, year. Destroy 2 years 
Repairs printers, and all other electronic after c t off. 

and mechanical office equipment. 

ACQ 300.5.2 Warranties, maintenance Destroy in a ency 
Warranties and manuals, and instructions when no longe needed. 
Maintenance Manuals covering equipment. 

ACQ 300.6 Routine administrative records GRS 9/4b 
TRANSPORTATION including correspondence, form year. Destroy when 3 

and related records pertaining to years old. 
commercial and noncommercial 
agency travel and transportation 
and freight functions not covered 

TSA Records Disposition Schedules 3-4 



• • ACQ 300 - OFFICE OF ACQUISITIONS
 

ACQ 300.6.1 
Shipping Documents 

ACQ 300.7 
SOURCES OF 
SUPPLY 

Description of Records Disposition Authority 

Issuing .ce memoranda copies Destroy 6 years after GRS911c 
of Govemme or commercial period of account. 
bills of lading, pas ger 
transportation vouchers, 
transportation requests, trav 
authorizations, and supporting 
documents. 

Material such as catalogs, surplus 
property lists and price list. 

TSA Records Disposition Schedules 3-5 




