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REQUEST FOR RECORDS. DISPPSITION 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 Homeland Security 

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 

Agency Wide withdrawn in column 10. 

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

A. Lawan Jackson	 571/227-2068 

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 1page(s) are not needed now 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, 

"/J
 is not required; 0 is attached; or X Has beef!:feftl!es~. 

DATE SIGNATURE OF AGENCY REPRESENTATIVE 

9/28/05 Troy K. Manigault 

7.	 Item 8. DESCRIPTION OF ITEM AND PROPOSED DISPOSITION 10. ACTION TAKEN 

(NARA USE ONLY)No. 

5000 - Common Use ··See Attached Sheets·· 

115-109	 ITION NOT USABLE STANDARD FORM 115 (REV. 3-91) 
Prescribed by NARA 36 CFR 1228 



COMMON USE
•
 
CODES & TITLES	 DESCRIPTION 

5000 
{;eneralFtecords 

5000.0.1	 Comprised of commonly used records that may 
Unscheduled	 be maintained by any program office and not 

otherwise covered or identified by an approved 
Records Disposition Schedule. Common Use 
records are defined as those with broad TSA-wide 
application, such as those impacting and involving 
two or more programs. These records are also 
generated and maintained by those offices with 
broad and general TSA application not specific to 
one specific program office. 

NOTE: Typically used when new TSA requirements 
are developed or records requirements are identified 
that result in the creation of records not covered 
elsewhere by an approved disposition authority. 
Records may already be covered by a General Records 
Schedule. 

5000.1 
Committee and 
Conference Files 

5()()().1.1 Internal Ageney Cammittees. 

5()()().1.1 tl Internal ageney eommittees unrelated 
to TSA's mission. 
Committees established by an ageney for 
faeilitative or operational purposes unrelated to 
the ageney' s mission, eomposted whony of fun 
time offieers or employees of the Federal 
government, and not subj eet to the Federal 
Advisory Committee Aet, e.g. eommittees tasked 
'Nith organizing events, seleeting of interior 
furnishing, overseeing volunteer aetivities or 
employee reereational aetivities. 
5()()().1.1 b Internal ageney eommittees related to 
TSA's mission. 
Committees established by ageney authority (not 
by Publie Law or Exeeutive Order) for faeilitati'f'e 
or operational purposes, related to the ageney's 
mission, eomposed whony of fun time offieers or 
employees ofTSA, and not subjeet to the Federal 
Advisory Committee Aet, e.g. eommittees tasked 
with reviewing poliey, studying reorganizations, 
reeommending ne'i',' aetions or developing multi 
year plans. 
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•
 
DISPOSITION AUTHORITY 

Contact the Office of 
Information 
Management 
Programs to schedule 
unscheduled records. 

Destrayldelete wfien CRS 26/la 
no longer needed fore 
administrative 
purposes. 

These reeords are CRS 26/l):) 
potentially permanent 
and must be 
seheduled by 
submission of an SF 
115 to tt-.'\RA. 
Contaet the Offiee of 
Information 
Management 
Programs to sehedule 
reeords. 



COMMON USE •«/ 
CODES & TITLES 

5000.1.2
 

•
 
DESCRIPTION 

agenda, minutes, final reports and related reeords
 
doeumenting aeeoFRfllishments of offieial boards
 
and eOfHfHittees.
 
See 5QQQ.}.4for example.
 

Advisory Commissions, Committees, Couneils, 
Boards and other groups established under the 
Federal Advisory Committee Aet (FACA) 

5000.1.2 il. Files doeumenting the COfHfHission's 
establishment, membership, poliey, organil;ational 
deliberations, findings, and reeommendations, 
ineluding sueh reeords as: 

•	 original ehafter, renewal and 
amended eharters, organil;ation 
eharts, fimetional statements, 
direeti'fes or memorandums to staff 
eoneerning their responsibilities, 
and other materials that doeument 
the organil;ation and funetions of 
the Commission and its 
eomponents 

•	 agendas, briefing books, minutes, 
testimony, and transeripts of 
meetings and hearings as well as 
al:ldiotapesand/or videotapes of 
meetings and hearings whieh were 
not fully transeribed 

•	 one eopy eaeh of reports, studies, 
p~hlets, posters (2 eopies) and 
other pl:lblieations produeed by or 
for the eommission as 'Nell as neViS 
releases, eommissioners' speeehes, 
formal photographs and other 
signifieant j3ublieaffairs files 

•	 eorrespondenee, subjeet and other 
files maintained by key 
eommission staff, sueh as the ehair, 
e~(eel:lti'fedireetor, and legal 
eounsel, doel:lmenting the funetions 
of the eommission 

•	 sl:lbstantivereeords relating to 
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DISPOSITION AUTHORITY
 

PERl\4fL..1\lENT. GRS 16/1a 
Transfer to FRC 
'.vhen 4 years old or 
earlier. Transfer to 
NARA when 10 
years old. 



• • 
CODES & TITLES DESCRIPTION DISPOSITION AUTHORITY 

COMMON USE
 

fesearch smeies aRa ethef pfejects, 
iRchiaiRg tlRJHlslishea smaies aRe 
reeerts aRa StisstaRti¥e fesearch 
matefials 

eatar. 
(may iRcltiae electwRic 

• Ej:tlestieRflaifeS, stlp,'e~'s aRa ethef 
mw aata acctlmtllatea in cennectieR 
,.....ith fesearch smeies aRa ether 
pfejects whefe the iRfefIDatieR has 
seeR eeeselidated ef aggFegatea iR 
aRalyses, fepefts, ef smaies 
eevered sy Item IIA (may iRcltiae 
eata maiRtaiRea electremcally). 

• Reeerds ereeted te cemply with the 
pfe'fisieRs ef the Ge' ..emmeRt iR 
the StiRshiRe Act, aF.tltlal fepefts te 
GeRgFess aescfisiRg the ageRcy's 
cempliaRce with the act 

§.()()().l.J b Files that felate te eay te aay 
GemmissieR activities aREilef ee Ret ceRtaiR tlRiEj:tle 
iRfefIDatieR ef histefical valtle, iRcltieiRg stich 
fecefas as 

• ceffespeRaeRce, fefefeRce aRa 
'i'.'aR.iRg files ef GemmissiaR staff 
(excltlamg files ce¥efea sy Item 
IIA) 

DestF9~' aH the 
temHHatiaH af the 
GammissiaH af ,,,,,heR 

Ra laHgef Heeaea fef 
ageRCY btisiHess. 

CRS 2(J/2b 

• al:laiatapes aRa ,..iaeetapes ef 
GemmissieR meetiRgs aad heafiRgs 
that ha'.'e seeR fully traRscfibea, 
iRfefIDal still phetegFaphs aRa 
slides ef GemmissieR memeefs aRe 
staff, meetiRgs, heariRgs, 
events 

ana ethef 

• ethef fetitiRe reeerds, stich as 
ptlslic mail, feEj:tlests fef 
iRfefIDatieR, CeRStiitaRt pefseRflel 
files, fecefas felatiRg te legistical 
aspects ef GemmissieR meetiRgs 
ana heariRgs, etc. 

• e~ftra capies ef fecefas deseribed iR 
Item IIA, e.g. cepies efmeetiRg 
ageRaa ana mtRtltes eistflstltea te 
cemmissieR memeefs aRe staff, 
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CODES & TITLES DESCRIPTION DISPOSITION AUTHORITY 

COMMON USE
 

files aeetlmtdatea ay ageneies en 
interageney aeaies ether than the 
seeretariat er s13enser. 

5000.1.3 (;ommittee MaRagemeRt Reeol'ds: lHeltlaes 
reeeras maifltamea e)' ageney Gemmittee 
Management GfHeers fer eeHHHittees establishea 
tlflaer the I<eaeral Aa'>'isery Gemmittee Aet 
EI<AGA~as ameflaea E:§tJ.S.G.Appeflai~t 2~. 
Gemmittee Maflagemeflt aeti·rities ifleltlae the 
estaelishmeflt, aJ3peifltm:efltefmemeers, afla 
eperatiefl afla termiflatiefl ef eharterea I<eaeral 
98>fisery eeHHHittees. 

Destl'oy/delete 
6 years ela. 

'.vhen ellS lti/4 

5000.1.4 Internal Agency Committees related to advisory, 
interagency, and international committees 
sponsored by TSA, and accumulated by the 
Transportation Security Agency Committee 
Management Officer. 

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

Nl-560-06-1 
Item 1 

2. 

5000.1.5 Government in the Sunshine Act Records: 
Includes records created to comply with the 
provisions of the Act. Includes 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. 

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

Nl-560-06-1 
Item 2 

5000.2 
Email and Word 
Processing 
Documents 

3. 

5000.2.1 Non-Valued Administrative Copies: Includes 
copies that have no further administrative value 
after the record keeping 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 record keeping copy. 

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

Nl-560-06-1 
Item 3 

Lf. 
5000.2.2 Dissemination, Revision and Update Copies: 

Related to copies that are maintained in addition 
to the record keeping copy. 

Delete when 
dissemination, 
revision, or updating 
is complete. 

Nl-560-06-1 
Item 4 

5000.3 General correspondence drafts, background Cut off at end of Nl-560-06-1 

Page 4 of8 
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•
 
DESCRIPTION 

material, annual work plans, and documents 
relating to program planning. 

Note: Does not apply to Operations Policy or 
Strategic Management and Analysis. 
Programmatic policies and guidance, and related 
letters, memoranda and other correspondence used 
to develop, support, implement, revise or 
cancel/supersede such records that deal wholly 
and exclusively with that program office. 
(Excludes policy and guidance disseminated TSA-
wide.) 

Note: Does not apply to Operations Policy, 
Revenue, Communication and Public Information, 
Training and Quality Performance or Strategic 
Management and Analysis. 
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. 

Includes reports, statistical and similar records 
that deal wholly and exclusively with that 
program office. 

Includes reports, statistical and similar records 
that deal with significant programmatic matters 
with TSA-wide impact. 

Includes brochures, "Sentinel" articles, 
presentations, education briefing materials, 
outreach materials and all other marketing 
materials. 

Note: Does not apply to Communication and 
Public Information, Civil Rights, Ombudsman, 
Training and Quality Performance, Internal 
Affairs and Program Review and Legislative 
Affairs. 

•
 
DISPOSITION AUTHORITY 

fiscal year. Destroy Item 5 
when 3 years old. 

Destroy when NI-560-06-1 
obsolete or Item 6 
superseded. 

Cut off at end of NI-560-06-1 
calendar year. Item 7 
Destroy when 
superseded or 
obsolete. 

Cut off at end of NI-560-06-1 
fiscal year. Destroy Item 8 
when 3 years old. 

Cut off at end of NI-560-06-1 
fiscal year. Transfer Item 9 
to FRC 10 years after 
cutoff. Destroy 15 
years after cut off. 

Destroy when NI-560-06-1 
superseded or Item 10 
obsolete. 
Cut off at end of 
fiscal year. 

s.
 

b. 

1.
 

~. 

10. 

CODES & TITLES 

Planning 

5000.4 
Program Policy 
and Guidance 

5000.5 
Reading Files, 
Reference Files 
and 
Chronological 
Files 

5000.6 
General Reports 
and Statistics 

5000.7 
Substantive 
Reports and 
Statistics 

5000.8 
Marketing and 
Customer 
Outreach and 
Education 

MJ()f).J) 

beek 
GombiootioH Files 
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CODES & TITLES DESCRIPTION	 DISPOSITION AUTHORITY 

5000.9.1	 Aeeess ReeaFds: Ifleltlses fefffiS aHS DestFay wheR GRS 1817(8) 
eeffi9ffiatieR feeefss ef eE}:tH','aleRts,tlses te feeefs StlflefSeSes by a Rew 
safe eeffi9iRatieRs aRs Rames efflefseRs lrnewiRg fefffi ef list ef tlfleR 
eeffi9iRatieRs. rum iR ef eeRtaiRefs. 

5000.9.2	 Gamhinatian FaFms: Relates te fefffiS fllaees eR DestFay 3 meRths GRS 1817(IJ) 
safes, eaeiRets, ef ¥atllts eeRtaiRiRg Seetlflty feUewiRg the last 
elassifies SeetlmeRts that feeefs efleRiRg, elesiRg, eRtfy eR the fefffi. 
aRs fetltiRe eheelsRg ef the seetlfity ef the Note: FSfffiSift¥si¥ea 
eeRtaiRef, stleh as leelEiRgseefs aHSwiRsews, ift ift¥esagaasfts afe 

fetaifteal:tftaiaRs aetivatiRg alafffis. 
eSFBf3ietisftsf the 
iB,,'esagatisft. 

5000.10 Includes Standard Operating Procedures (SOPs), Cut off when Nl-560-06-1 
Standard Standard Operating Instructions (SOls), and other superseded or Itemll 
Operating guidance and manuals developed by or for TSA obsolete. Destroy 5II. Guidance	 and employees' and contractors' use that govern years after cut off. 
Manuals	 procedures or detail instructions for agency or
 

programmatic operations, whether unique or
 
agency-wide.
 
Note: Does not apply to Airport Operations.
 

5000.11 Documents that describe intra-agency agreements, Destroy 5 years after Nl-560-06-1 
Memoranda of understandings or related contractual the conclusion, Item 12 
Agreement arrangements/exchanges pertaining to program completion or 
(MOAs), and function planning and/or operations. termination of the 
Memoranda of MOA, MOU, SLA or 
Understanding SOW. 
(MOUs), Service 
Level Agreements 
(SLAs) and 
Statements of Note: Does not apply to International Affairs. 
Work (SOWs) 

5{){)().1J GeffeSl3eASeAee,feFms aAs atheF FeeaFss FelatiAg Re"'ie"',,aAAllallyaAs GRS 1I18a 
SU(JeA'is9Fs' te l3asitiaRs, alltJ:laFi~atiaAs,fleAsiRg aetiaRs, DestFay slll3eFSeses 
PeFSaftftel Files flasitiaR sesefil3tiaRs, FeEtllestsfeF l3eFsaARel aF absalete 

aetiaA, aAs FeeaFss aA iASi"'isllal emfllayees saellmeRts, aF 
slll3lieates iAaF Rat al3flF9I3FiatefeF the Offieial DestFa~' me FelatiAg 
PeFsafHlel FalseF. ta aA emfllayee 

withifl 1 :)'eaFafteF 
,J:_ 

5(){)().13 

Emf:lla~'ee
 
PeFfafmanee Files -

5000.13.1 Nan SES ap(Jaiotees (as defined in § Y.S.G. 
A-:l1\1 ,"\\. 
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• • COMMON USE 
~,' 

CODES & TITLES DESCRIPTION	 DISPOSITION AUTHORITY 

SOOO.H.l fi,<\:ppfaisal ehmaeeeptaele J)estFoy aftef the CRS 1I23a(1) 
peffermaHee, weefe a Retiee ef pfepesee empleyee eempletes 
demetieR ef feme val is issued gut net afreeted aRd I yeaf ef aeeeptable 
all elated deeuments. peffermaRee frem the 

date efthe ,,¥fitten 
advanee Retiee ef 
pfepesee feme¥al ef 
feduetien iR gr=ade 
Retiee-: 

SOOO.H.l b PeffermaRee feeefes supefseded	 J)estFOY '.veen CRS 1/23a(2) 
we ugh an admiRistrative, judieial ef quasi	 supefsedee. 
judieial pfgeedufe. 

SOOO.H.l e PeffermaHee felated feeefds
 
pertaiRing to a fermef empleyee.
 

~()()(),H.,1 e(-i-) batest fating effeeefd ~ yeafs Plaee feeefds eR left CRS 1/23a(3)(a) 
eld ef less, peffermaHee plan upeR weiee it is side ef GPI< aRd 
based, aRd aHy summaFy fatiRg. fefWafe te gainiRg 

I<edefal ageney upeR 
traRsfef ef te ~WRG 
if empleyee 
sepafates (see item 
Ib fthis sehedule). 
An ageney fetrieving. 
an GPI< frem ~WRG 
'.vill dispese ef these 
deeumeRts iR 
aeeefdanee "'fite 
item §QQQ.l ~.1e(;?,) 
ef this seeedule. 

~()()().13.1 c(2) AU ethef peffermaHee plans J)estFOY weeR 4 CRS 1I23a(3)(b) 
ane fatings. yeafs ele. 

SOOO.H.l d AU ethef SUfflfflaf?' peffermaRee J)estFoy 4 yeafs aftef CRS 1/23a(4)
 
appfaisal feeefes, ineluding peffermaHee date ef appfaisaL
 
appfaisals andjeb elements aHd staRdafds upen
 
weiee they afe based.
 

SOOO.H.l e SuppertiRg deeuments.	 J)estFoy 4 years aftef CRS 1/23a(5) 
date ef appfaisaL 

5000.14 Copies of correspondence, memorandums and Cut off at end of Nl-560-06-1 
Special Events reports on all aspects of physical security for fiscal year. Transfer Item 13 

special events that the Agency hosts covering to records center 1 
conferences, guard orders, guests and participants year after cut off. 

Page 70f8 
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CODES & TITLES DESCRIPTION	 DISPOSITION AUTHORITY 

lists, meetings, requests for security requirements, Destroy 3 years after
 
technical security, training, escort requests and cut off.
 
other subject.
 

5000.15 Documents include customer complaints and Cut off annually NI-560-06-1 
Communication complements, agency responses (as appropriate). when obsolete or Item 14 
and Customer issue is completed. ~4. Service	 Note: Does not apply to Communication and Destroy 2 years after
 

Public Information, Civil Rights, Ombudsman, cut off.
 
Training and Quality Performance, Internal
 
Affairs and Program Review and Legislative
 
Affairs.
 

~()()().I:6 GalonaaFs, aJ3J3ointmont eool.s, seReaHles, logs,
 
Sehedules of Daily eaifios, ane otllOf foeofes aoeHmenting moetings,
 
:t...eti>.'ities flJ3J3otntmonts, teIOJ3ROnOealls, tFiJ3s,¥isits, ana
 

OtROfaeti"'itios ey I<eeofal omJ3loyoos '''''Rile 
sOfViHg in an offieial eaJ3aeity, g:X:GbOOING 
matofials eetofminoe to eo J3ofSoeal. 

5()()().H.l	 Substaoti'"e ReeoFds: Reeofas eontaiHiHg DestFoy/delete wheH CRS 23/5a 
sHestaHti¥e iHfeFmation felatiHg to otHeial 2 )leafS ole 
aeti,rities, the sl:l9staHee of wRieR Ras not eeeH 
ineOFpOfatea iHtO otHeial files, g:X:GbOOR-J:G 
feeofas felatiHg to tRe ofHeial aeti¥ities of RigR 
Go¥emmeHt offieials. 

Nate: High le,,'el affieials ineltlae the heaas af 
aepaftments ana inaepenaent ageneies; theif aeptlaes 
ana assistanees, the heads af pfagFam affiees ana staff 
affiees iHeltiaing assistant seefetafies, aamiHistfatafs, 
ana eammissianefs; aifeetafs af affiees, etlfeatls, af 
elll:li>,'alent;pfiHeipal fegianal affieials; staff assistants 
te thase afefefHenaanea affieials, stleh as speeial 
assistants, eanHaential assistant, ana aamiaistfati'.'e 
assistants; ana eafeef feaefal efBl3layees, palitieal 
appaiHtees, ana affieefs af the Pd'Hlea Fafees sef'Ang in 
elll:li",alent af eafBl3afaele pasitians. Unilltle 
sl:l9stanti're feeafas felatiHg te the aeti",ities af these 
inai",iatlals fOOStee seheatllea ey sl:lefflissian af an SF 
II~te ~h<\R,A. 

~()()().16.2	 Routine ReeoFds: Reeofas aoel:lmeHting fOl:ltiHe DestFoyidelete '''''ReH CRS 23/513 
aeti'rities eofltaffiing HOsl:l9staflti>t'e iHfeffilatioH HOiOHgef needed fef 
aHa feeofas eontaiHiHg sl:lestaHti'"e iHfeFmatioH, eOH¥eHieHee of 
the Sl:lestaHee of wRieR Ras eeeH iHeOFpOfatea iHtO fefefeHce. 
ofganiZ3ea files. 
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COMMON USE
 •

CODES & TITLES .:: ! , f>ESCRIPTION 

5000 
(ieneralltecords 

5000.0.1	 Comprised of commonly used records that may 
Unscheduled	 be maintained by any program office and not 

otherwise covered or identified by an approved 
Records Disposition Schedule. Common Use 
records are defined as those with broad TSA-wide 
application, such as those impacting and involving 
two or more programs. These records are also 
generated and maintained by those offices with 
broad and general TSA application not specific to 
one specific program office. 

NOTE: Typically used when new TSA requirements 
are developed or records requirements are identified 
that result in the creation of records not covered 
elsewhere by an approved disposition authority. 
Records may already be covered by a General Records 
Schedule. 

5000.1 
Committee and 
Conference Files 

5000.1.1 Internal Agency Committees. 

5000.1.1-a Internal agency co 
to TSA's mission. 

5000.1.1-h Intern 

Committee Records not created by the Sponsor 
or Secretariat. 

5000.1.2-a Agenda, minutes, fmal reports, and 
related records documenting the accomplishments 
of the advisory boards and committees, 
EXCLUDING those maintained b the s onsor or 

•orsrosmox AUTHORITY 

Contact the Office of 
Information 
Management 
Programs to schedule 'on needed to unscheduled records. quest disposition 

authority. 

Destroy/delete when (illS 26/1a 
no longer needed fore 
administrative 
purposes. 

These records are (iRS 26/1 b 
potentially permanent 
and must be 
scheduled by 
submission of an SF 
11 toNARA. 
Contact the Office of 
Information 
Management 
Programs to schedule 
records. 

Destroy when 3 ens 26/3 
years old. 
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CODES & TITLES ~ ~ . 'oESCRIPTION 

Secretariat. 
5000.1.3	 Committee Management Records: Includes 

records maintained by agency Committee 
Management Officers for committees established 
under the Federal Advisory Committee Act 
(FACA) as amended (5U.S.C. Appendix 2). 
Committee Management activities include the 
establishment, appointment of members, and 
operation and termination of chartered Federal 
advisory committees. 

5000.1.4	 Government in the Sunshine Act Records: 
Includes records created to comply with the 
provisions of the Act. Includes 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. 

5000.2 
Email and Word 
Processing 
Documents 

5000.2.1	 Non-Valued Administrative Copies: 
copies that have no further adminis ive value 
after the record keeping copy is e. Includes 
copies maintained by individua in personal files, 
personal electronic mail dire ries, or other 
personal directories on h rusk or network 
drives, and copies on s 00 network drives that 
are used only to prod e the record keeping copy. 

5000.2.2 Dissemination, evision and Update Copies: 
Related to co . s that are maintained in addition 

eeping copy. 

5000.3	 General correspondence drafts, background 
Planning	 material, annual work plans, and documents 

relating to program planning. 

Programmatic policies and guidance, and related 

Page 2 of6 

•
D1SrOSFrION 

Destroy/delete when 
6 years old. 

Transfer to F 
when 4 year 
earlier. T sfer to 
NARA en 10 
years d. 

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

Delete when 
dissemination, 
revision, or updating 
is complete. 

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

Destroy when 

AUTHORITY 

GRS 26/4 

Item 4 

DO NOT
 
DE8TJlOY
 

Pending NARA 
approval of 
disposition. 

DONOI' 
!DESTROY 

Pending NJ1RA 
approval of 
disposition. 

DO NOT
 
DESTROV
 

Pending NARA 
approval of 
disposition. 

DO NOT 



• • 

5000.5 

CODES & TITLES ., , • DESCRIPTION DTSPOSrrlON AUTHORITY 

COMMON USE
 

Program Policy 
and Guidance 

Reading Files, 
Reference Files 
and 
Chronological 
Files 

5000.6 
General Reports 
and Statistics 

5000.7 
Substantive 
Reports and 
Statistics 

5000.8 
Marketing and 
Customer 
Outreach and 
Education 

5000.9 
Lock 
Combination Files 

5000.9.1 

letters, memoranda and other correspondence used 
to develop, support, implement, revise or 
cancel/supersede such records that deal wholly 
and exclusively with that program office. 
(Excludes similar policy and guidance 
disseminated TSA-wide.) 

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. 

Includes reports, statistical and similar records 
that deal wholly and exclusively with that 
program office. 

Includes reports, statistical and similar 
that deal with significant progr c matters 
with TSA-wide impact. 

Includes brochures,' entinel" articles, 
presentations, ed tion briefing materials, 
outreach mate s and all other marketing 
materials. 

Access Records: Includes forms and 
combination records or equivalents, used to record 
safe combinations and names of persons knowing 
combinations. 

Combination Forms: Related to forms placed on 
safes, cabinets, or vaults containing security 
classified documents that record 0 enin ,closing, 
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obsolete or 
superseded. 

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

fis year. Destroy 
en 3 years old. 

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

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

Destroy when 
superseded by a new 
form or list or upon 
turn-in of containers. 

Destroy 3 months 
following the last 
ent on the form. 

DON\OT
 
DESTROY
 

Pending NARA 
approval of 
disposition. 

DO NOT 
DESl'RsOY 

Pending NARA 
approval of 
disposition. 

NI-560-03-04 
Item 7a 

GRS 1817(a) 

GRS 1817(b) 



COMMON USE
 

CODES & TITLES 

5000.10 
Standard 
Operating 
Guidance and 
Manuals 

5000.11 
Memoranda of 
Agreement 
(MOAs), 
Memoranda of 
Understanding 
(MOUs), Service 
Level Agreements 
(SLAs) and 
Statements of 
Work (SOWs) 

5000.12 
Supervisors' 
Personnel Files 

5000.13 
Employee 
Performance Files 

5000.13.1 

•
.~ : ~ DESCRIPTION 

and routine checking of the security of the 
container, such as locking doors and windows, 
and activating alarms. 

Includes Standard Operating Procedures (SOPs), 
Standard Operating Instructions (SOls), and other 
guidance and manuals developed by or for TSA 
employees' and contractors' use that govern 
procedures or detail instructions for agency or 
programmatic operations, whether unique or 
agency-wide. 

Documents that describe intra-agency agreements, 
understandings or related contractual 
arrangements/exchanges pertaining to program 
and function planning and/or operations. 

Correspondence, forms and 0 records relating 
to positions, authorizations ending actions, 
position descriptions, r sts for personnel 
action, and records on' dividual employees 
duplicated in or not propriate for the Official 
Personnel Folder. 

n-SES appointees (as defined in 5 U.S.C. 
4301(2»: 

5000.13.1-a Appraisal of unacceptable 
performance, where a notice of proposed 
demotion or removal is issued gut not affected and 
all elated documents. 

•
DISP(jSI1'ION AUTHORITY 

Note: Forms 
involved in 
investigations are 
retained until 
completion of the 
investigation. 

Cut off when 
superseded or 
obsolete. Destroy 5 
years after cut off. Pending NARA 

approval of 
disposition. 

DO NOT 
DESTROY 

Pending NARA 
approval 0/
disposition. 

Review annually and GRS 1I18a 
Destroy superseded 
or obsolete 
documents, or 
Destroy file relating 
to an employee 
within 1 year after 
s aration or transfer. 

Destroy after the GRS 1I23a(l) 
employee completes 
1 year of acceptable 
performance from the 
date of the written 
advance notice of 
proposed removal or 
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COMMON USE
 

CODES & TITLES 

5000.14 
Special Events 

•
F~ • P V)ESCRIPTION 

5000.13.1-h Performance records superseded 
through an administrative, judicial or quasi-
judicial procedure. 

5000.13.1-c Performance-related records 
pertaining to a former employee. 

5000.J3.i-c(1) Latest rating of record 3 years 
old or less, performance plan upon which it is 
based, and any summary rating. 

5000.J3.i-c(2) All otherperfi 
and ratings. 

5000. 13.1-d All other s performance 
appraisal records, inclu . g performance 
appraisals and job ele ents and standards upon 
which they are bas . 

Copie correspondence, memorandums and 
repo ' on all aspects of physical security for 

ial events that the Agency hosts covering 
nferences, guard, orders, guests and participants 

lists, meetings, requests for security requirements, 
technical security, training, escort requests and 
other subject. 

Documents include customer complaints and 
complements, agency responses (as appropriate). 

•D'iSI)O'Sl'rION AUTHORITY 

reduction-in-grade 
notice. 

Destroy when 
superseded. 

Place records on Ie GRS 1/23a(3)(a) 
side of OPF and 
forward to gai . g 
Federal age upon 
transfer 0 0 NPRC 
ifempl ee 
sep es (see item 
lb this schedule). 

agency retrieving
 
an OPF from NPRC
 
will dispose of these
 
documents in
 
accordance with
 
item 5000.13.1-c(2)
 
of this schedule.
 

Destroy when 4 GRS 1I23a(3)(b) 
years old. 

Destroy 4 years after GRS 1I23a(4) 
date of appraisal. 

Destroy 4 years after GRS 1I23a(5) 
date of appraisal. 

Cut off at end of NI-560-03-7 
fiscal year. Transfer Item 18 
to records center 1 
year after cut off. 
Destroy 3 years after 
cut off. 

Cut off annually aONOT 
when obsolete or DlESTROVissue is completed. 
Destroy 2 years after Pendin NARA 
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• • 
COOES & TITLES " 'j I' 'DESCRIPTION O'I'SI;OSI7' ION AUTHORITY 

COMMON USE
 

cut off. approval of 
disposition. 

Calendars, appointment books, schedules, logs, 
Schedules of Daily dairies, and other records documenting meetings, 
Activities appointments, telephone calls, trips, visits, and 

other activities by Federal employees while 
serving in an official capacity, EXCLUDING 
materials determined to be ersonal. 

5000.16.1 Substantive Records: Records containing GRS 23/5a 
substantive information relating to official 
activities, the substance of which has not been 
incorporated into official files, EXCLUDING 
records relating to the official activities of high 
Government officials. 

Note: High level officials include the heads 
departments and independent agencies; deputies 
and assistances, the heads of program ces and staff 
offices including assistant secre . ,administrators, 
and commissioners; directors 0 ffices, bureaus, or 
equivalent; principal regio officials; staff assistants 
to those aforementione icials, such as special 
assistants, confidenti assistant, and administrative 
assistants; and c r federal employees, political 

fficers of the Armed Forces serving in 
equivalent comparable positions. Unique 

. e records relating to the activities of these 
uals must be scheduled by submission of an SF 

toNARA. 
5000.16.2 Routine Records: Records documenting routine Destroy/delete when GRS 23/5b 

activities containing no substantive information no longer needed for 
and records containing substantive information, convenience of 
the substance of which has been incorporated into reference. 
organized files. 
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