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REQUEST FOR RECORDS DISPOSITION AUTHORITY (LEAVE BLANK) 

1 
JOB NUMBER 

To: NATIONAL ARCHIVES and RECORDS ADMINISTRATION (NIR)
 
WASHINGTON, DC 20408 DATE RECEIVED /2 -/ -dloCJ.3
 

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. 
1-----------------------------1 3303a, the disposition request, including 

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

Office of Communications and Public Information DwithdrawnD in column 10. 

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

Arthur McCune, Jr. 571/227-2076 

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 ofthe 
GAO manual for Guidance of Federal Agencies, 

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

DATE TITLE 

11/14/03 Records Management Officer 

7. Item ITION 9. GRS OR SUPERSEDED 10. ACTION TAKEN 
(NARA USE ONLY)No. JOB CITATION 

**See Attached** 

115-109 PArous EDITION NOT USABLE STANDARD FORM SF 115 (REV. 3-91) 
Prescribed by NARA 36 CFR 1228 
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CPI -1700 COMUNICATIONS & PUBLIC INFORMATION 

This category is for specific disposition guidelines in connection with Transportation Security 
Administration records created by the Office of Communication and Public Information. 

Title 

CPI 1700 
COMMUNICA nONS 
& PUBLIC 
INFORMATION 
FILES 

CPI 1700.17-. CHRONOLOGICAL 
OR READING 
RECORDS 

CPI 1700.2 
TSA BROADCAST 
E-MAIL MESSAGES 

3A, 

3b, 
4-- CPI 1700.3 

PROGRAM 
MANAGEMENT 
FILES 

TSA Records Disposition 

Description of Records 

Correspondence, and related 
materials documenting the 
administration of Information 
Systems and Public Information too 
broad in scope to be filed under one 
of the specific subjects below. 

Extra copy of outgoing 
correspondence arranged in 
chronological order and maintained 
in any Public Information office 
solely for convenience of reference. 
Does not include copies of incoming 
correspondence, which should be 
filed in the Program SUbject 
Correspondence File. 

Messages and any attachments to the 
messages that are received or created 
in the office of Communication and 
Public Information and transmitted 
over the TSA Broadcast E-Mail 
Message system. 

a. TSA program and administrative 
policy messages meet the definition 
of Federal records 

b. All other messages. 

Includes records, which relate to the 
on-going management of programs 
and routine projects within programs. 
Specific types of records include 
correspondence; memoranda; routine 
office procedures; and reports 

Schedules 17-1 

Disposition Authority 

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

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

Destroy when 
determined that they 
are no longer needed 
for administrative, 
legal, audit, or 
operational purposes 
or when 5 years old, 
whichever is sooner. 

Destroy when no 
longer needed. 

Cut off at end of fiscal 
year. Transfer to 
FRC when 3 years old. 
Destroy in 5 years. 



CPI -1700 COMMUNICATION & PUBLIC INFORMATION • .' 
Title Description of Records Disposition Authority 

~, 

~, 

CPI 1700.4 
REPORTS AND 
STATISTICS 

CPI 1700.5 
PLANNING 

CPI 1700.6 
WORKING PAPERS 

CPI 1700.7 
COMMITTEES, 
MEETINGS, AND 
CONFERENCES 

TSA Records Disposition 

relating to general policy and
 
program matters, and other similar
 
materials,
 
Excludes: Policy statements, and
 
directives, which are scheduled
 
separately.
 

Reports covering all subj ects
 
included under this primary category,
 
and annual reports to Congress. Case
 
file by type of report as necessary.
 

General and substantive reports,
 
studies, progress reports, and reports
 
of significant accomplishments.
 
Case file special or one-time reports
 
as needed.
 

General correspondence drafts,
 
background material, annual work
 
plans, budget estimates, and
 
document relating to program
 
planning.
 

Notes, drafts, news clippings, general
 
correspondence, memorandums,
 
background material, and other
 
related documents used in
 
conducting public affairs programs.
 

Committees, meetings, and
 
conferences relating to
 
establishment, organization,
 
membership, and policy of internal
 
committees pertaining to
 
administrative management 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.
 

Schedules 17-2
 

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

Destroy 2 years after GRS 16/8a 
termination of 
committee. 



.• ..,
CPI -1700 COMMUNICATION & PUBLIC INFORMATION 

Title Description of Records Disposition Authority 

CPI 1700.8 Consists of correspondence, drafts, 
POLICY organizational charts, brochures, 

articles, news releases statistical data, 
notes, reports, regulations, and other 
related documents pertaining to 
communication and public relations 
information policies. 

~. a. TSA initiated. PERMANENT. Cut 
off at the end of fiscal 
year. Transfer to FRC 
3 years after cutoff. 
Transfer to NARA 10 
years after cutoff. 

L(; 10 ' b. DHS initiated. Destroy when 5 years 
old or when 
superseded, whichever 
is later. 

CPI 1700.9 a. Contains photographs and PERMANENT. Cut 
PHOTOGRAPHS background material of activities off file every 5 years. 

qa, related to the mission of TSA. Transfer 5-year 
accumulation to 
NARA 5 years after 

Qb, 
b. Requisitions, cost estimates, and 

cut off. 

Destroy when 3 years 
clearances with other Government old. 
agencies. 

b. Photographs of roe tine aV/ards GR82111 
ceremonies, social events, and Destray when 1 year 
activities not related to the mission of eld-
+SA.-

c. Reqeests for photographs Destray when 3 GR814/1 
months old. 

d. Internal personnel and Destray 1 year after GR821/3 
administrative training filmstrips and completion of training 
slides of programs that do not reflect program. 
the mission of T8A. 

TSA Records Disposition Schedules 17-3 
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CPI -1700 COMMUNICATION & PUBLIC INFORMATION 

Title Description of Records Disposition Authority 

CPI 1700.10 
SOUND RECORDS 

Audiotapes, slides, and cassettes of 
activities related to the mission of 
TSA. 

j/)/ a. Consists of sound recordings 
related to Agency missions. Includes 
TSA developed radio programs or 
public service announcements; TSA 
sponsored radio news releases and 
information programs; records of 
public meetings or speeches, TSA 
sponsored conferences, guest 
speakers, testimony ofTSA officials 
before Congress and other hearings; 
recordings relating to specific 
transportation security studies and 
efforts produced under grants; other 
recordings related to TSA programs; 
related finding aids and 
documentation necessary for the 
proper identification, retrieval, and 
use of the files, and any related script 
or transcript. 

PERMANENT. 
Break file every 5 
years. Retire the 
original or the earliest 
generation of the 
sound recording and 
two duplicates to the 
National Archives in 
5-year blocks after file 
break. Records may 
be transferred sooner 
if volume warrants. 

a. RecsHiings sf meetings maee 
e*clHsilfely fef nete takiHg Sf 
ffaHseFiptisH. :gXGbOOING 
feesfeiHgs sfpf8ceeeiHgs sf 
PfesieeHtial esmmissisHS aHe stfief 

J}estl:ay immeeiately 
aftef feeSfe cspy is 
geHemtee. 

GR821/22 

e*ecHtilfe esmmissisHs. 

ria. 
CPI 1700.11 
VIDEO 

a. TSA PRODUCED 
VIDEO RECORDS 

Video's produced by TSA, and 
reflective of historical events or 
evidence of the operation of the 
agency. 

PERMANENT: 
Transfer to NARA 
after 5 years. 

Ilb~ b. VIDEO LIBRARY 
Consists of video recordings 
acquired by TSA from outside 
sources (other than training videos) 
supporting or used to carry out 
Agency programs. 

Destroy when 5 years 
old or when no longer 
needed for reference, 
which ever is sooner. 

TSA Records Disposition Schedules 17-4 



• e··CPI -1700 COMMUNICATION & PUBLIC INFORMATION 

Title 

CPI 1700.12JL 
BRIEFING 
MATERIALS 

CPI 1700.13 
BIOGRAPHIES 

13~. 

J 3d? ( 

CPI 1700.14 
TRANSPORTATION 
SECURITY 
ADMINISTRATION 
NEWS (TSA NEWS) 

14A
 

TSA Records Disposition 

Description of Records 

Materials prepared for the President, 
Vice-President, and the Secretary of 
Homeland Security on TSA and DHS 
policies and procedures. 

Biographical Sketches. Contain, 
along with picture, summary of work 
experience, education, awards as 
well as title of present position 
occupied by key executives in TSA. 
Sketches are used for public affairs 
purposes and conferences. 

Arrange alphabetically by name. 

A. Record Copy. 

B. All other copies. 

Contains photographs, articles 
pertaining to current airport events, 
viewpoints of employees, news in 
brief from Regions and division 
offices, excepts from testimony or 
speeches made by the TSA 
Administrator and other material 
used to compile the TSA news, 
which is an official publication of 
TSA, published by and for its 
employees. Arranged 
chronologically. 

a. Record Copy. 

Schedules 17-5 

Disposition Authority 

PERMANENT. Cut 
off file every 5 years. 
Transfer 5-year 
accumulation with 
related finding aid to 
NARA 5 years after 
cut off. 

PERMANENT. Place 
in inactive file upon 
separation from TSA. 
Cut off inactive file 
every 10 years and 
transfer to NARA. 

Destroy 1 year after 
separation. 

PERMANENT. 
Transfer to FRC when 
5 years old. Transfer 
to National Archives 
when 10 years old. 
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CPI -1700 COMMUNICATION & PUBLIC INFORMATION 

Title Description of Records Disposition Authority 

Destroy when no 
b. All other copies. longer needed. 

CPI 1700.15 Contain drafts, supporting data and 
PRESS RELEASES' final copies of press releases that 

provide information on policies and 
procedures that are TSA related. 
Arranged chronologically. 

(SeA . a. Record copy of press releases. PERMANENT. 
Transfer to FRC when 
5 years old. Transfer 
to National Archives 
when 10 years old. 

IS;', b. All other copies and related Destroy when no 
records. longer needed. 

CPI 1700.16 Copies of speeches made by the 
SPEECHES present and former Administrators, 

Deputy and Associate Administrators 
on various subjects relating to TSA's 
mission. Background material, 
incoming requests and 
correspondence from the field office 
locations and private sector on 
security related subjects, conferences 
and other data pertaining to 
professional speechwriting and other 
public affairs services. 

JbA/ a. Record copy PERMANENT. 
Transfer to National 
Archives when 15 
years old. 

J~/o/ b. All other copies Destroy when no 
longer needed. 

I~ CPI 1700.17 Material relating to foreign and Cut off at end of fiscal 
VISITORS, domestic visitors. Includes material year. Destroy 3 years 
REPRESENT- relating to technical assistance, after cutoff. 
ATIVES, foreign training programs, and other 
OR GUESTS visitors to and from foreign 

TSA Records Disposition Schedules 17-6 
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CPI -1700 COMMUNICATION & PUBLIC INFORMATION 

Title Description of Records Disposition Authority 

countries. 

CPI 1700.18 
E-MAIL AND 
WORD 
PROCESSING 
DOCUMENTS 

/1 a. 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. 

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

Delete/destroy within 
180 days after the 
recordkeeping copy 
has been produced. 

Delete when 
dissemination, 
revision, or updating is 
complete. 

NOTE: Some Communication and Public information 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 ofNARA via a SF-llS, 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. 

TSA Records Disposition Schedules 17-7 
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CPI - 1~OMUNICATIONS & PUBLIC INFORMATION 

This category is for specific disposltion guidelines in connection with Transportation Security 
Administration records created by the Office of Communication and Public Information. 

Title 

CPI 1700.1 
CHRONOLOGICAL 
OR READING 
RECORDS 

CPI 1700.2 
TSA BROADCAST 
E-MAll.. MESSAGES 

CPI 1700.3 
PROGRAM 
MANAGEMENT 
FILES 

Description of Records 

Correspondence, and related 
materials documenting the general 
administration of Information 
Systems and Public Information too 
broad in scope to be filed under one 
of the specific subjects below. 

E ra copy of outgoing 
corr ondence arranged in 
chrono ical order and maintained 
in any Pu ic Information office 
solely for c venience of reference. 
Does not incl e copies of incoming 
correspondence, which should be 
filed in the Progra Subject 
Correspondence File. 
Messages and any attac 
messages that are receive r created 
in the office of Communi cat nand 
Public Information and trans ted 
over the TSA Broadcast E-Mail 
Message system. 

a. TSA program and administrative 
policy messages meet the definition 
of Federal records 

b. All other messages. 

Includes records, which relate to the 
on-going management of programs 
and routine projects within programs. 
Specific types of records include 
correspondence; memoranda; routine 
office procedures; and reports 
relating to general policy and 

Disposition Authority 

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

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

estroy when 
de rmined that they 
are n longer needed 
for ad inistrative, 
legal, au it, or 
operation a urposes 
or when 5 ye old, 
whichever is soo r. 

Destroy when no 
longer needed 

Cut off at end of fiscal 
year. Transfer to PRC 
when 3 years old. 
Destroy in 5 years. 

TSA Records Disposition Schedules 17-1 
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CPI -1700 
-
COMMUNICATION 

• ··~cr& PUBLIC INFORMATION 

Title Description of Records Disposition Authority 

program matters, and other similar 
materials. 

Excludes: Policy statements, and 
directives, which are scheduled 
separately. 

CPI 1700.4 
REPORTS AND 
STATISTICS 

Reports covering all subjects 
included under this primary category, 
nd annual reports to Congress. Case 

fi by type of report as necessary. 

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

Gener and substantive reports, 
studies, ogress reports, and reports 
of significa t accomplishments. 
Case file speci lor one-time reports 
as needed. 

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

CPI 1700.5 
PLANNING 

General correspond ce drafts, 
background material, nual work 
plans, budget estimates, 
document relating to progr 
planning. 

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

CPI 1700.6 
WORKING PAPERS 

Notes, drafts, news clippings, gene 
correspondence, memorandums, 
background material, and other 
related documents used in 
conducting public affairs programs. 

Destroy when 3 years 
old. 

CPI 1700.7 
COMMITTEES, 
MEETINGS, AND 
CONFERENCES 

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

GRS 16/8a 

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

TSA Records Disposition Schedules 17-2 
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CPI - 1700 COMMUNICATION & PUBLIC INFORMATION 

Title Description of Records Disposition Authority 

CPI 1700.9 
PHOTOGRAPHS 

CPI 1700.10 
SOUND RECORDS 

Consists of correspondence, drafts, 
charts, brochures, articles, news 
releases statistical data, notes, 
reports, regulations, and other related 
documents pertaining to 
communication and public relations 
information policies. 

a. Contains photographs and 
background material and activities 
elated to the mission of TSA. Also, 

in uded is correspondence, 
requ itions, cost estimates, and 
clearan es with other Government 

b. Photographs f routine awards 
ceremonies, socia vents, and 
activities not relate 0 the mission of 
TSA. 

c. Internal personnel and 
administrative training films ips and 
slides of programs that do not 
the mission of TSA. 

Audio tapes, slides, and cassettes 0 

activities related to the mission of 
TSA. 

a. Consists of sound recordings 
related to Agency missions. Includes 
TSA developed radio programs or 
public service announcements; TSA 
sponsored radio news releases and 
information programs; records of 
public meetings or speeches, TSA 
sponsored conferences, guest 
speakers, testimony of TSA officials 
before Congress and other hearings; 
recordings relating to specific 
transportation security studies and 

Destroy when 
superseded or 
obsolete. 

PERMANENT. Cut 
off file every 5 years. 
Transfer 5 year 
accumulation to 
NARA 5 years after 
cut off. 

Destroy when 1 year 
old. 

Destroy 1 year after 
completion of training 
program. 

ile every 5 
years. R ire the 
original or e earliest 
generation 0 the 
sound recordi and 
two duplicates the 
National Archive in 
5-year blocks after ·le 
break. Records may 
be transferred sooner 
if volume warrants. 

GRS 2111 

GRS 21/3 

TSA Records Disposition Schedules 17-3 
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CPI - 1700 CdMMUNICATION & PUBLIC INFORMATION 

Title 

CPI 1700.11 
VIDEO 
RECORDINGS 

CPI 1700.12 
BRIEFING 
MATERIALS 

Description of Records 

efforts produced under grants; other 
recordings related to TSA programs; 
related finding aids and 
documentation necessary for the 
proper identification, retrieval, and 
use of the files, and any related script 
or transcript. 

b. Recordings of meetings made 
exclusively for note taking or 
transcription. EXCLUDING 
recordings of proceedings of 

esidential commissions and other 

a. Mo .on Picture Films and Video 
Recordi s. Agency-generated, 
acquired, s onsored, or gathered 
motion pictu films and video 
recordings tha document historical 
TSA personaliti s, events, and 
activities. NOT . For permanent 
film, NARA wants e preprint 
(original, negative or ositive 
intermediate), plus a se ond print or 
videotape copy. For pe anent 
video recording, NARA w ts the 
original or earliest generatio plus a 
second copy. 

b. Records that document routine 
meetings and awards programs 
acquired from outside sources for 
personnel and management training. 

Materials prepared for the President, 
Vice-President, and the Secretary of 
Homeland Security on TSA and DHS 
policies and procedures. 

Disposition Authority 

Destroy immediately 
after record copy is 
generated. 

PERMANENT. Cut 
off file every 5 years. 
Transfer 5 year 
accumulation with 
related finding aid to 
NARA 5 years after 
cut off. 

Destroy 2 years old. GRS 21/21 

accumulati 
related findin aid to 
NARA 5 years 
cut off. 

CPI 1700.13· Biographical Sketches. Contain, 
BIOGRAPHIES along with picture, summary of work 

TSA Records Disposition Schedules 17-4 



.'- ..CPI - 1700 COMMUNICATION & PUBLIC INFORMATION 

Title 

CPI 1700.14 
TRANSPORTATION 
SECURITY 
ADMINISTRATION 
NEWS (TSA NEWS) 

CPI 1700.15 
PRESS RELEASES 

Description of Records 

experience, education, awards as 
well as title of present position 
occupied by key executives in TSA. 
Sketches are used for public affairs 
purposes and conferences. 

Arrange alphabetically by name. 

A. Record Copy. 

pertaining to current ai ort events, 
viewpoints of employees, ews in 
brief from Regions and div ion 
offices, excepts from testimo 
speeches made by the TSA 
Administrator and other materia 
used to compile the TSA news, 
which is an official publication of 
TSA, published by and for its 
employees. Arranged 
chronologically. 

a. Record Copy. 

b. All other copies. 

Contain drafts, supporting data and 
final copies of press releases that 
provide information on policies and 
procedures that are TSA related. 
Arranged chronologically. 

Disposition Authority 

PERMANENT. Place 
in inactive file upon 
separation from TSA. 
Cut off inactive file 
every 10 years and 
transfer to NARA. 

Destroy 1 year after 
separation. 

5 years 01 . Transfer 
to National chives 
when 10 year old. 

Destroy when no 
longer needed. 

TSA Records Disposition Schedules 17-5 
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CPI -1700 CdMMUNICATION & PUBLIC INFORMATION 

Title Description of Records Disposition Authority 

x , 

CPI 1700.16 
SPEECHES 

CPI 1700.17 
VISITORS, 
REPRESENT-
ATIVES, 
OR GUESTS 

CPI 1700.18 
E-MAIL AND 
WORK 
PROCESSING 
DOCUMENTS 

TSA Records Disposition 

a. Record copy of press releases. 

b. All other copies and related 
records. 

Copies of speeches made by the 
, .esent and former Administrators, 
De ty and Associate Administrators 

us subjects relating to TSA's 
mISSIOn. ackground material, 
incoming re ests and 
correspondenc from the field office 
locations and pri te sector on 
security related sub] ts, conferences 
and other data pertaini to 
professional speechwritin 
public affairs services. 

a. Record copy 

b. All other copies 

Material relating to foreign and 
domestic visitors. Includes material 
relating to technical assistance, 
foreign training programs, and other 
visitors to and from foreign 
countries. 

a. Copies that have no further 
administrative value after the 
recordkeeping copy is made. 
Includes copies maintained by 
individuals in personal files, personal 

Schedules 17-6 

PERMANENT. 
Transfer to FRC when 
5 years old. Transfer 
to National Archives 
when 10 years old. 

Destroy when no 
longer needed. 

PERMANENT. 
Transfer to National 
Archives when 15 

Dest y when no 
longer eded. 

year. Destroy 3 
after cutoff. 

Delete/destroy within 
180 days after the 
recordkeeping copy 
has been produced. 
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CPI -1700 ~CATION & PUBLIC INFORMATION .. 

Title Description of Records Disposition Authority 

electronic mail directories, or other 
personal directories on hard disk or 
network drives, and copies on shared 
netw ives that are used only to 
produce the reco ing copy. 

b. Copies used for dissemination, 
revision, or updating that are 
maintained in addition to the 
recordkeeping c:op~ _ ___ 

revision, or updating IS 

~omeJ~!e~_ ~ . _ 

TSA Records Disposition Schedules 17-7 




