®

REQUEST FOR RECORDS DISPOSITION AUTHORITY

i

" (LEAVE BLANK)

JoBNuMBER A/~ 50 00 3~ /oL

WASHINGTON, DC 20408

To: NATIONAL ARCHIVES and RECORDS ADMINISTRATION (NIR)

DATE RECEIVED

§ /9005

1. FROM (Agency or establishment)

Department of Homeland Security

2. MAJOR SUBDIVISION

Transportation Security Administration

3. MINOR SUBDIVISION

Office of Information Technology (INFOTEC)

NOTIFICATION TO AGENCY

In accordance with the provisions of 44 U.S.C.
3303a, the disposition request, including
amendments, is approved except for items that
may be marked []disposition not approved(] or
(withdrawn[] in column 10.

4. NAME OF PERSON WITH WHOM TO CONFER

Arthur McCune, Jr.

5. TELEPHONE

571/227-2076

DATE ARCHIVIST OF THE UNITED STATES

! w‘ew@,lmt{ S

Ackon b relond £

6. AGENCY CERTIFICATION

GAO manual for Guidance of Federal Agencies,

O isnotrequired; O is attached; or

O has been requested.

s YAV

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 6 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

DATE SIGNATURE OF AGENG@Y REPRESENTATI 7T, Records Management Officer
07/31/03 DA~ % L8 A ZTelrtl .
L4
7. ltem 8. DESCRIPTION OF ITEM AND PROPOSED DISPOSITION 9. GRS OR SUPERSEDED 10. ACTION TAKEN
No. : JOB CITATION (NARA USE ONLY)
**See Attached**
e Boprery , IR P2 i)
115-109 PREVIOUS EDITION NOT USABLE STANDARD FORM SF 115 (REV. 3-91)

Prescribed by NARA 36 CFR 1228




INFOTEC 1400—INFORMATION TECHNOLOGY

This category is for specific disposition guidance in connection with Transportation Security Administration
records created by Office of Information Technology.

|

Title

Description of Records

Disposition i Authority J

1) INFOTEC 1400.1

PROGRAM SUBJECT
CORRESPONDENCE
FILE

2) INFOTEC 1400.2
REFERENCE FILES

Copies of incoming and
outgoing, internal and external
program and administrative
correspondence arranged in
chronological order and
maintained in any Technology
Administration office.

Consist of information not
described elsewhere in this
schedule, used as ready
reference on subjects of
current and ongoing interest.
These files may contain copies
of publications, directives,
pictures, correspondence and
the like. Official file copies
are not to be placed in these
files nor are the files to be
considered pending files when
official file copies are kept on
a tentative basis.

TSA Records Disposition Schedules 14-1
N1-560-03-12

I3

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

Cut off at end of
calendar year. Destroy
when superseded or
obsolete.

Destroy/delete L year GRS24/11a



INFOTEC 1400—INFORMATION TECHNOLOGY

l

Title | Description of Records | Disposition | Authority
b—Recordsforprojectsthatare Destroy/deleteSyears GRS 24/1b

o] I ; A

terminated:

records after final-decistonon

acecptanec-is-made:
INFOTEC 14004 a—Workload schedules;run Destroy/delete-when1 GRS 24/8a
TF-OPERATIONS reperts;and-schedwles-of year-old:
RECORDS maintenance-and-support

TSA Records Disposition Schedules 14-2
N1-560-03-12



INFOTEC 1400—INFORMATION TECHNOLOGY

| Title | Description of Records | Disposition | Authority
pamphliets—rospenscsto
and—e%her—deeumeﬂ{s—pfepafeé
b-Help-desklogsandreports  Destroy/delete-whent GRS2440b
and-other filesrelated-to year-old-erwhenne
customer-query-and-problem longerneededfor
and-clearanceand-customer whicheverislater:
feedbackrecords/-andrelated

plans;-complianecroviews;and lenger
] : i
RESOURCESAND quantity-and-quality-of service; superseded-or
‘bilities. :
TSA Records Disposition Schedules 14-3

N1-560-03-12



INFOTEC 1400—INFORMATION TECHNOLOGY

Title [ Description of Records ] Disposition | Authority

paymoentsfor-eomputcr usage;
data-processingand-other IT
serviees ExXCEUDING records
that-are-part-of the-ageney’s
cost-accounting-systen—whieh
arc-eoverod-i-GRS-8tems 6
ang+~
3) INFOTEC 1400.9 Record copies of program Cut off at end of
ANNUAL BUSINESS  review evaluations and calendar year. Destroy
REPORTS associated correspondence on  in office when no
operations and activities of longer needed for
TSA and regional offices. administrative,
financial or legal
requirements.

- EACIHITYSITE respensibleforthecontroland  yearsold;orwhen
SUPRPORT-SERVICES  systems;and-storage-media-are

TSA Records Disposition Schedules 14-4
N1-560-03-12



INFOTEC 1400—INFORMATION TECHNOLOGY

Title | Description of Records | Disposition Authority

TS A Records Disposition Schedules 14-5
N1-560-03-12



INFOTEC 1400—INFORMATION TECHNOLOGY

Title | Description of Records | Disposition Authority J

RECORDS other-unintentional-Hoss-of

data-

+—Ineremental-backuptapess  Delete/destroy GRS 24/4a(1)
tneremental-baekup
tapes—when-superseded
by-afull-baclkup,eor
whenno-longerneeded
forsystemrestoration;

2—Ful-backup-tapes- Delete/destroyful GRS 244aD
baekup-tapes-when
second-subsequent
baelcap-is—vertfied-as
stecessful-er-whenneo
}eager—neeéed—fer
systenr-restoration;

b-—Tape-libraryrecords Destroy/delete-when GRS 24/Mb

manualrecords-used-to-control

thelocation-maintenanee;and

ofholdingsand-contreHogs:

TSA Records Disposition Schedules 14-6
N1-560-03-12



INFOTEC 1400—INFORMATION TECHNOLOGY

Title ] Description of Records L Disposition | Authority
fmpaet,—nsk-mea.s&ﬁemeﬁts—aﬂd superseded-
assessments;-acionsto
plans;-testfiles-and-data-
; 0. g .. a1 | telete ) RS 24/
USER accountability,e-gthese file-6-yearsafter user
PROEILES; may-be-neededforauditor or password-isaltercd;
AND-RASSWORD those-thatcontain-classified needed-for
RECORDSRELATING seeurity-purposes;
SIGNATURES
neteovered by-item INEOTEC the-aseney determines
1400-H4a- theyare-no-longer
peededfor
audit-orother
eperational purpeses:
INFOTEC140015 Reports-and-decumentationof  Delete/destroy-when GRS 2417
SECURITFY-INCIDENT Break-inrecords; Improper they-are-ne-longor
HANDLING; usage-by-staffmisuse-of needed-for
EOLLOW-UR i 1S i auditor-other
RECORDS failuresunauthorized operational-purpeses-
i sions: and vi | .
4) INFOTEC 1400.16 Electronic copies of records
ELECTRONIC MAIL that are created on electronic
AND WORD mail and word processing
PROCESSING systems and used solely to
SYSTEM COPIES generate a recordkeeping copy

of the records covered by the

other items in this schedule.

Also includes electronic copies
of records created on

TSA Records Disposition Schedules
N1-560-03-12

14-7



INFOTEC 1400—INFORMATION TECHNOLOGY

B Title

l

Description of Records | Disposition | Authority

electronic mail and word
processing systems that are
maintained for updating,
revision, or dissemination.

a. Copies that have no further =~ Destroy/delete within
administrative value after the 180 days after the
recordkeeping copy is made. recordkeeping copy has
Includes copies maintained by ~ been produced.
individuals in personal files,

personal electronic mail

directories, or other personal

directories on hard disk or

network drives, an copies on

shared network drives that are

used only to produce the

recordkeeping copy.

b. Copies used for Destroy/delete when
dissemination, revision, or dissemination, revision,
updating that are maintained in  or updating is

addition to the recordkeeping  completed.

copy.

TSA Records Disposition Schedules 14-8

N1-560-03-12





