] )

REQUEST FOR RECORI;S DISPOSITION AUTHORITY

‘—.

' (LEAVE BLANK)

JOBNUMBER 2. 5 Up-03- &

WASHINGTON, DC 20408

To: NATIONAL ARCHIVES and RECORDS ADMINISTRATION (NIR)

DATE RECEIVED é"‘__ /S5 -200 3

1. FROM (Agency or establishment)

Department of Homeland Secﬁrity

2. MAJOR SUBDIVISION

Transportation Security Administration

3. MINOR SUBDIVISION

Office of Human Resources

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 [ldisposition not approvedU] or
Owithdrawn(J 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

331 [rotd A,

6. AGENCY CERTIFICATION

GAO manual for Guidance of Federal Agencies,

is not required; is attached; or

has been requested.

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 AGENCYX REPRESENTATIVE
05/7/03 éZLWW/L /¢ Cons %-

TITLE  Records Management Officer

194
7. ltem 8. DESCRIPTION OF ITEM AND PROPOSED DISPOSITION

No.

9. GRS OR SUPERSEDED 10. ACTION TAKEN
JOB CITATION (NARA USE ONLY)

**See Attached**

b O feoprey FDR LI/

115-109 PREVICYS EDITION NOT USABLE

STANDARD FORM SF 115 (REV. 3-91)
Prescribed by NARA 36 CFR 1228




HRM 1100—HUMAN RESOURCES MANAGEMENT A

This category is for general correspondence and related papers pertaining to Human
Resources Management.

Title Description of Records Disposition Authority
HRM—1100 Correspondence-reports-and-other Cutoffatendoffisecal GRS1S3
HUMAN recordsrelating to-the general year—Destroy3-years
MANAGEMENT persennel-functions; but-exclading

records-specificalhy-deseribed
elsewhere-in-this-category-and
records-maintained-at-Ageney-staff
planninglevels:
CHRONOLOGICAL! arranped-and maintained-for calendaryear;hold-twe
then-destroey-
OFHICIAL persenneHiles maintained-by-the
PERSONNEL Office of Human Resourcesin
EOLDER(ORE) accordance-with-the Federal
Personnel-Manual—Inecludes-SE
2809, SE2810-and2817-SE-50;
SE144,-SE61. DD 214, and
| ) Lot &
Deecember-31,-1920-

TSA Records Disposition Schedules 11-1
N1-560-03-8



HRM 1100—HUMAN RESOURCES MANAGEMENT »

Title Description of Records Disposition Authority
will- destroy-65-years
after separationfrom
Federal-service:

eorrespondence-and-forms superseded-or-obselete;
i tained-on the lef side of il .
NEficial P | Folder i s F ’
. Fransier¢ TRPO
. i g o 3
Guide-to-Personnet] oraveepig, o4 ; ; "y
N : ;. .! 5;}”]. Fg L0and OPE Seeitem HRM
; lated L 103 for-di . :
-9 Feorms:
AND New-employees—formswillnotbe  fremserviee-ortransfers
SERVACE-EORM19
1) HRM 1100.4 a—Statistical reports-in-the-operating  Destroy-when-2-years GRS1H16
PERSONNEL persennel-office-and-subordinate old:
OPERATIONS unitsrelatingto-persennek
STATISTICAL
REPORTS b. Substantive reports, studies, Cut off at end of fiscal
progress reports, and reports of year. Transfer to FRC
significant accomplishments. Case 10 years after cut off.
file special or one-time reports as Destroy 15 years after
needed. cut off.
2) HRM 1100.5 Signed policies and working files Destroy when 5 years
POLICY which include correspondence, old or when superceded

drafts, charts, brochures, articles,
news releases, statistical data, notes,
reports, regulations, and other
related documents pertaining to
Human Resources policies. This
applies to records on all media,
including paper and electronic.

TSA Records Disposition Schedules
N1-560-03-8

on obsolete, whichever
1s later.



HRM 1100—HUMAN RESOURCES MANAGEMENT »
Title Description of Records Disposition Authority

3) HRM 1100.6 General correspondence drafts, Cut off at end of fiscal
PLANNING background material, annual work year. Destroy when 3
plans, budget estimates, and years old.
documents relating to program
planning.

TSA Records Disposition Schedules 11-3
N1-560-03-8



HRM 1100—HUMAN RESOURCES MANAGEMENT >

Title ‘ Description of Records

TSA Records Disposition Schedules
N1-560-03-8

Disposition

Authority



HRM 1100—HUMAN RESOURCES MANAGEMENT g

Title Description of Records Disposition Authority
d—Appeals
1—Casefilesrelatingto Destroy 3-years-after GRS

) . ’ : < elosed.
SPM classif Pr 6 'g

issted-by-OPM: - pesttion-is-abelished-er
superseded:
4) HRM 1100.10 a. Contains copies of letters Cut off at end of fiscal
EMPLOYMENT inquiring about employment, year. Destroy 3 months
requesting literature of special after cutoff.
interest on career opportunities in
TSA.

b. Annuity Offset Waiver Forms, Cut off at end of fiscal
Requests for dual compensation for  year. Destroy when 5
employees who are retired from years old.

other agencies and subsequently
work for TSA.

Applications ineluding- OFE 612 resumes;
supplementalforms;-and
attachmentswhetherin-hard-copy
er-electronic-format:
+—On-actrveregisteror Destroy 90-days-after GRS133EH
inventory: termination-ofthe
: : ’
texcept-forthese
Licati ] l
brought-forward-to-a
new—registgr—ef
nventoryifany):
2—On-inaetive registeror Cut-off annually: GRSHA33LR)
nventory: Destroy1-yearafiereut
off
3 n P be sioht sid
of the-OPRFE-upenreceipt
TSA Records Disposition Schedules 11-5

N1-560-03-8



HRM 1100—HUMAN RESOURCES MANAGEMENT s

Title Description of Records Disposition Authority

TSA Records Disposition Schedules 11-6
N1-560-03-8



HRM $100—HUMAN RESOURCES MANAGEMENT
Title Description of Records Disposition Authority

b—Employee-acknowledgmentof Destroy-when-employee GRS1/36b
11.31 "iﬁl . [Sg fgifﬁ'

TSA Records Disposition Schedules 11-7
N1-560-03-8



HRM 1100—HUMAN RESOURCES MANAGEMENT )
Title Description of Records Disposition Authority

——a—Employees: Destroy-when-employee GRS

TSA Records Disposition Schedules 11-8
N1-560-03-8



HRM 1'100—HUMAN RESOURCES MANAGEMENT

Title Description of Records Disposition Authority
HRM—1106:12
UNASSIGNED
HRM—1100:13 Recordsrelatingto-the promotienof Cuteffatendoffiseal GRS132
metheds;selectionprocedures-and after-the personnel
. . : hicl
£ JoeT ; E'EEESESE. :

TSA Records Disposition Schedules 11-9
N1-560-03-8



HRM 1100—HUMAN RESOURCES MANAGEMENT '

Title

/ SYHRM  1100.20
RETIREMENT

Description of Records

Includes reports, registers or other
control documents, applications, and
error corrections relating to
retirement and maintained as back-
up copies of records sent to OPM

and/or filed in employee’s OPF.

a. Military Buybacks. Working
records for buying back military

time, includes copies of SF 2803 and

SF 3108.

b. Civilian Deposits. Working files
for civilian deposits, includes copies

of SF 2803 and SF 3108.

TSA Records Disposition Schedules

N1-560-03-8

11-10

Disposition

Cutoff at the end of the
fiscal year. Destroy 2
years after cutoff.

Cutoff at the end of the
fiscal year. Destroy 2
years from date when
forms are sent to OPM.

Authority



HRM 1100—HMUMAN RESOURCES MANAGEMENT

Title Description of Records Disposition Authority
c. Retirement Estimates files Cutoff at the end of the
contain calculation of annuity fiscal year. Destroy 5

estimates for retirees. Files are not after cutoff.
transferred to the OPF. Files include

SF 2801-1, SF 3108-1, Certified

Summaries, SF 3100, and SF 2806,

which are individual records.

d. Retirement Case Files contain Destroy when 2 years
applications for immediate old or after receipt of
retirement under the Civil Service OPM report, whichever

Retirement System and the Federal  is sooner.
Employees Retirement System.

Includes copies of SF 2801 and SF

3701; filed by employee name.

e. Retirement Error Corrections
files regarding errors in retirement
estimates and calculations and |
employees who where placed in the
wrong retirement system (CRCS and

FERS).
1. Errors, which lasted less Destroy 5 years after
than 3 years—TSA corrects. corrections.

2. Errors, which lasted more Destroy 5 years after
than 3 years—OPM corrects. corrections.

Note: Once the errors are corrected
the case is filed in the OPF.

AWARDS AND  awardsrecords; EXCLUDING-these
COMMENDATIONS relatingto-departmental-level
awards:

TSA Records Disposition Schedules 11-11
N1-560-03-8



HRM 1100—HUMAN RESOURCES MANAGEMENT

Title Description of Records Disposition Authority

HRM—1100.22 = Ceomrespondenceandrelated Cutoffatendeffiseal GRSIA3
INCENTIVE — materialsonSeeretary’sand — year—Destroy3-years
Award-Quality-SueeessInereases;
and-Special-Achievement-Cash
Awardsfor-entire-Ageney-

THREFSAVINGS  ofemployeecontributiontethe superseded-erafier

TSA Records Disposition Schedules 11-12
N1-560-03-8



HRM 1-.1 00—HUMAN RESOURCES MANAGE]&NT

Title Description of Records Disposition Authority
I_and epidemislogical
records)-whether they-are
A 1
microform;-or-papermode;-and
whereverlocated-in-the-agency,are
part-of the- EME:
Records-considered-to-belong-term
‘ | tained fort
duration-efemployment; plus 30
years-or-for-as-long-as-the-OPEis
intained._whick o 1
1+ Transferemployees SeeS-CHERPart 293, GRS 12t
SubpartE-for
) s Tn 20044
states-that-when-an
employee-transfersto
the EME-mustbe
transferred-to-the
L I
same-time-as-the
employee's-ORE-The
EMIis-to-be-addressed
| 1 .
ageney's-designated
manager-(medieal;
health;-safety;-or
personnel-officer-or
other-designee)-of the
EME-
2—Separated-employees: Transferte NPRGSt: GRS1H2tal)
Louis; MO;30-days
after-separation—INPRC
will-destroy-75-years
after birth-date-of
employee60-yearsafier
date-of-the-earhiest
documentin-thefolder;
£ the d c Liet
cannot-be-ascertained;
TSA Records Disposition Schedules 11-13

N1-560-03-8



HRM 1100—HUMAN RESOURCES MANAGEMENT
Title Description of Records Disposition Authority

or-30-yearsafterlatest
o whicl .
later

payroll-systemorpart-of a-combined
personnel/payrol-system-
.. : I
| EP; ? aaae T . I ]
record-may be-in-paperof 56-years-old-
croform] ) by
readable-form:
of neneurrentpayroll-data-as close-of pay-yearin
| E ) 5.511 3{_5115;; ree hich generated
machine-readable-form-
HMEAND or-equivalentplus-any-supperting
ATFENDANCE decumentation-of requests-and
apprevals-ofieave:
' ey RS 2/6
alent o1l & B Ef. 1
TSA Records Disposition Schedules 11-14

N1-560-03-8



HRM 1100—HUMAN RESOURCES MANAGE]&LNT

Title Description of Records Disposition Authority

_p of | | _such  Eil bt side ofil SRS 2/9¢a

of-Separation:

b—Creating agency-copy, whesn Destroy-when3-years GRS2/9¢b)
6) HRM 1100.28 a. Copies of records described in this Delete/destroy within
E-MAIL AND schedule that have no further 180 days after the
WORD administrative value after the recordkeeping copy has
PROCESSING recordkeeping copy is made. been produced.
DOCUMENTS Includes copies maintained by

individuals in personal files,
personal electronic mail directories,
or other personal directories on hard
disk or network drives, and copies

TSA Records Disposition Schedules 11-15
N1-560-03-8



HRM 1100—HUMAN RESOURCES MANAGEMENT

Title

~ recordkeeping copy.

Description of Records Disposition

on shared network drives that are
used only to produce the
recordkeeping copy.

b. Copies of records described in Delete when

this schedule used for dissemination, dissemination, revision,
revision, or updating that are
maintained in addition to the

or updating is complete.

Authority

TSA Records Disposition Schedules 11-16

N1-560-03-8
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REQUEST FOR RECORDS DISPOSITION AUTHORITY

(LEAVE BLAN7{

JOB NUMBER W/_J/Zo ~03- g

To: NATIONAL ARCHIVES and RECORDS ADMINISTRATION (NIR)
WASHINGTON, DC 20408

DATE RECEIVED é‘__ 5__0—1003

1. FROM (Agency or establishment)

Department of Homeland Security

NOTIFICATION TO AGENCY

2. MAJOR SUBDIVISION

Transportation Security Administration

In accordance with the provisions of 44 U.S.C.

3. MINOR SUBDIVISION

Office of Human Resources

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

Arthur McCune, Jr. 571/227-2076

DATE ARCHIVIST OF THE UNITED STATES

6. AGENCY CERTIFICATION

GAO manual for Guidance of Federal Agencies,

I hereby certify that I am authorized to act for this agency in matters pertaining t¢/the disposition of its records and that the records
proposed for disposal on the attached § page(s) are not now needed for the buginess of this agency or will not be needed after the
retention periods specified; and that written concurrence from the General Acgounting Office, under the provisions of Title 8 of the

is not required; is attached; or has been requested.
DATE SIGNATURE OF AGENCY REPRESENTATIVE TiTLe  Records Management Officer
05/7/03 WML Y4714 &/4@ ‘
7. ltem 8. DESCRIPTION OF ITEM AND PROPOSED DIS% ITION 9. GRS OR SUPERSEDED | 10.ACTION TAKEN
No. JOB CITATION (NARAUSE ONLY)

**See Attached**

115-109 7EVIOUS EDITION NOT USABLE

STANDARD FORM SF 115 (REV. 3-91)
Prescribed by NARA 36 CFR 1228




HRM 1100—HUMAN RESOURCES MANA

GEMENT /

This category is for general correspondence and related papers pertaining to?ﬁman Resources

Management.

Title

HRM 1100
HUMAN
RESOURCES
MANAGEMENT

HRM 1100.1
CHRONOLOGICAL/
READING FILES

HRM 1100.2
OFFICIAL
PERSONNEL
FOLDER

Description of Records

Correspondence reports and other
records relating to the general
administration and operation of
personnel functions, but excluding
records specifically described
elsewhere in this category and
records maintained at Agency staff
planning levels.

Extra copies of outgoing material
arranged and maintained for
informational purposes.

Official personnel files maintajhed
by the Office of Human Resolirces
in accordance with the Fedgfral
Personnel Manual. .

a. Transferred employges.

b. Separated/employees

TSA Recyfs Disposition Schedules 11-1

Dispositio, Authority

Cut off at end6f fiscal GRS 1/3
year. Destrdy 3 years

ut off at end of GSR 23/1
calendar year, hold two
additional years, then
destroy.

See Federal Personnel GRS 1/1(a)
Manual for instructions

relating to folders of

employees transferred to

another agency.

Transfer folder to GRS 1/1(b)
National

Personnel Records

Center (NPRC), St.

Louis, MO, 30 days

after separation. NPRC

will destroy 65 years

after separation from

Federal service.




HRM 1it00—H'UMAN RESOURCES MANAGEMENT

Title

HRM 1100.3
TEMPORARY
INDIVIDUAL
EMPLOYEE
RECORDS

HRM 1100.4
PERSONNEL
OPERATIONS
STATISTICAL
REPORTS

HRM 1100.5
PLANNING

HRM

HRM
Arrangements

1100.6
COMMITTEES,
MEETINGS, AND
CONFERENCES

1100.6.

Description of Records

All copies of correspondence and
forms maintained on the left side of
the OPF in accordance with Chapter
3 of the Guide to Personnel
Bookkeeping.

Statistical reports in the operating
personnel office and subordinate
units relating to personnel.

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

General correspondence draft
background material, annual/work
plans, budget estimates, a
documents relating to program
planning.

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

Subdivide gommittees and
conferenggs, if necessary, and show
name apd date span on folder.

Ageplda, minutes, and final reports
an¢related materials documenting
the accomplishments of official
oards and committees.
EXCLUDING those maintained by
the sponsor or Secretariat.

All other committee records to
include such materials as meeting

TSA Recorcyﬁisposition Schedules

11-2

Disposition

Destroy when
superseded or obsojéte,
or upon separatiogf or

year. Transfer to FRC
10 years after cut off.
Destroy 15 years after
cut off.

Destroy 3 years old.

Destroy 2 years after
termination of
committee.

Destroy when 3 years
old.

Destroy when 3 years
old.

Authority

GRS 10a

GRS 1/16

GRS 16/8a

GRS 16/8b(1)



HRM liOO—HUMAN RESOURCES MANAGEMENT

Title

HRM 1100.7
PERSONNEL
MANAGEMENT

HRM 1100.8
POSITION
CLASSIFICATION
FILES

Description of Records

arrangements, invitations, extra
copies of agendas, accommodations,
authority to attend, workpapers,
acceptances, and regrets.

General correspondence,
background material, classification
actions, external Agency evaluation
reports, and internal evaluation
studies of management programs.

Files may include questionnaires
that have been sent to TSA
employees on their working
conditions in the office, desk audits,
and position description reviews for
Washington Headquarters and
Regional Offices.

Standards and guidelines issued 0r
reviewed by OPM and used to
classify and evaluate positio
TSA.

with
Correspondence and othgr records
relating to the developpient of

positions peculiar t¢o/ TSA, and OPM
approval or disappfoval.

(a) Case File.

(b) Reylew File.

TSA Records D?{osition Schedules

11-3

Disposition

Destroy when
superseded or obsolete.

Destroy 5 years after
position is abolished or
description is
superseded.

Destroy when 2 years
old.

Authority

GRS 1/7a(1)

GRS 1/7a(2)
(a)

GRS 1/7a(2)
(b)



HRM li'OO—HUMAN RESOURCES MANAGEMENT

Title Description of Records

HRM 1100.8.1
Appeals

Case files relating to classification
appeals and containing
correspondence, backup material,
approvals, and appeals of
employees.

a. Position Classification Standards
Files.

HRM 1100.8.2
Position Descriptions

1. Standards and guidelines issued
or reviewed by OPM and used to
classify and evaluate positions
within the agency.

2. Correspondence and other
records relating to the development
of standards for classification of

positions peculiar to the agency an
OPM approval or disapproval.

a. Case file.

b. Review File.

b. Position Desgfiptions. Record
copy of positiof descriptions, which
include information on title, series,
grade, dutieg and responsibilities,
and related documents.

HRM 1100.8.3
Surveys and
Evaluations

ClassifjCation survey reports on
varioys positions prepared by
clasgification specialists, including
peylodic reports.

nspection, audit, and classification
survey files on various positions,
including correspondence, reports,

TS A Records Dispgsition Schedules 11-4

Disposition

Destroy 3 years after
case is closed.

Destroy/when

supersgded or obsolete.

Destroy 5 years after
position is abolished or
description is
superseded.

Destroy when 2 years
old.

Destroy 2 years after
position is abolished or
description is
superseded.

Destroy when 3 years
old or 2 years after
regular inspection,
whichever is sooner.

Destroy when
superseded or obsolete

Authority

GRS 1/7d

GRS 1/7a (1)

GRS 1/7a
(2)(a)

GRS 1/7a
2) (b)

GRS 1/7b

GRS 1/7¢(1)

GRS 1/7¢(2)



HRM lfOO—HUMAN RESOURCES MANAGEMENT

Title
HRM 1100.9
STAFFING
HRM 1100.10
EMPLOYMENT
HRM 1100.10.1
Employment
Applications
HRM 1100.10.2

Personnel Actions

Description of Records

and other records relating to
inspections, surveys, desk audits and
evaluations.

Records on staffing requirements
based on authorized ceilings.
Includes personnel ceilings and
staffing patterns.

Contains copies of letters inquiring
about employment, requesting
literature of special interest on
training and career opportunities in
TSA, and other information
pertaining to TSA personnel training
and employee development.

Monthly Report of Federal civili
employment files which consis
SF-113A’s, Monthly Report o
Federal Civilian Employmemt.
These forms are used to supmit the
report related to employmgent at the
end of each month to th¢ Office of
Personnel Management.

of

Applications, including Optional
Form 612, resumgs, pre-
employment drag testing records
and any other
may develop/for unique jobs with
specialized fequirements, and
related regbrds.

Standayd Form 50, documenting all
individual personnel actions such as
employment, promotions, transfers,
separation, exclusive of the copy in
the OPF.

a. Chronological file copies,
including fact sheets maintained
in personnel offices.

TSA Records Di

osition Schedules

11-5

Disposition Authority

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

Cut off at end of fiscal
year/ Destroy 2 years
cutoff.

Cut off at end of fiscal
year. Destroy in
agency 2 years after
cutoff.

Destroy when 2 years GRS 1/15
old or upon an Office of

Personnel Management

evaluation of the

records, whichever is

first.

Destroy when 2 years GRS 1/14a

old.



HRM lfOO—HUMAN RESOURCES MANAGEMENT -

Title Description of Records Disposition Authority

Destroy when 1 yea GRS 1/14b
b. All other copies maintained in old.
personnel offices.

HRM 1100.11 Consists of Availability Statement;  Destroy when 2 years

PROMOTION AND  Personal History Statement, and old or earlierAf OPM

INTERNAL background material related to evaluation ¢f records is

PLACEMENT individual candidates who have an made.
interest in being ranked for
consideration for promotion. File
also includes Assessment of

Potential.
HRM 1100.12 Records relating to the promotion of ~ ut off at end of fiscal =~ GRS 32
MERIT an individual that document ear. Destroy after
PROMOTIONS qualification standards, evaluation OPM audit or 2 years

after the personnel
actions is completed
whichever is sooner.

methods, selection procedures and
evaluation of candidates.

Cut off at end of fiscal
year. Destroy when 2
years old or OPM
evaluation of the
records is made,
providing the
requirements of the
Federal Personnel
Manual, Chapter 333,
Section A-4, are
observed.

HRM 1100.13 Summ Destroy 4 years after
PERFORMANCE recordg, including performance and  date of appraisals.
EVALUATION job efements and standards upon

whijch they are based.

TS A Records Di position Schedules 11-6



HRM lfOO—H{IMAN RESOURCES MANAGEMENT

Title

HRM 1100.13.1
Employee
Performance
Appraisals

Description of Records

a. Non-SES appointees (as defined
in 5 U.S.C. 4301 (2))

1. Appraisal of unacceptable
performance, where a notice of
proposed demotion or removal is
issued but not effected and all
related documents.

2. Performance records superseded
through and administrative,
judicial, or quasi-judicial
procedure.

3. Performance related records
pertaining to a former empl

(a) Latest rating of record 3 years
old or less, performance¢/plan
upon which it is based/ and any
summary rating.

(b) All other pefformance plans
and ratings.

4. Supporting documents.

b. SES/Appointees (as defined in 5

erformance records superseded
through an administrative, judicial,
r quasi-judicial procedure.

2. All other performance appraisals
along with job elements and

TSA Records lyéosition Schedules

11-7

Disposition

Destroy after the
employee complétes 1

Place records on left
side of OPF and forward
to gaining federal
agency upon transfer or
to NPRC if employee
separates.

Destroy 4 years after
date of appraisals.

Destroy 4 years after
date of appraisals.

Destroy when

superseded

Destroy 5 years after
date of appraisal.

GRS 1/23a(1)

GRS 1/23a(2)

GRS 1/23a
(3)(@)

GRS 1/23a
3)(b)

GRS 1/23a
)

GRS 1/23b(1)

GRS 1/23b(3)



HRM 1i‘00—'HUMAN RESOURCES MANAGEMENT * ' °

Title

HRM 1100.14
TIME AND
ATTENDANCE

HRM 1100.14.1
Leave Record

Description of Records Disposition

standards (job expectations) upon
which they are based, EXCLUDING
those for SES appointments serving
on a Presidential appointment 5 CFR

214,
All time and attendance records Destroy GAO audit or
upon which leave input data is when 6 ygars old,

based, such as time or sign in sheets; whicheyer is sooner.
time cards (such as Optional Form
(OF) 1130); flexi-time records;
leave applications for jury and
military duty; and authorized
premium pay or overtime,
maintained at duty post, upon which
leave input data is based.

a. Original copy of SF-1150,
Record of Leave Data, pr

File on right side of
ared OPF. See PER Official
Personnel Folder.

Destroy when 3 years
old.

Supplement Payrpll Files. Consists  Destroy after receipt of
of pay vouchery’and printouts of individual earnings
comprehensiv€ payroll records used  record.

for workloag' and personnel

TSA Recyﬁs Disposition Schedules 11-8

Authority

GRS 2/7

GRS 2/9a

GRS 2/9b



HRM 11"00—'HUMAN RESOURCES MANAGEMENT * * °

Title Description of Records

Case file in separate folders,
individual Time and Attendance
reports, by name of employee. Add
Social Security Number if two or
more employees have the same
name. Includes separated
employees.

General material on the conduct of
employees. Includes outside
employment, political activities,
social and/or fraternal organizations.

HRM 1100.15
CONDUCT AND
DISCIPLINE

Materials on investigations,
complaints, conflict of interest,
letters of warning, reprimands, an
other disciplinary actions.

HRM 1100.16
GRIEVANCES AND
APPEALS

Records originating in the review of

statements of witnesses/ reports of
interviews and hearings, examiner’s
findings and recomrfendations, a
copy of the origin decision, related
correspondence gnd exhibits, and
records relating/to reconsideration.

Case files apd records related to
adverse action and performance
based acfions (removal, suspension,
reductign in grade, furlough) against
yees. The file includes a copy
of tife proposed adverse action with
sypporting documents; statement of

itnesses; employees reply; hearing
notices, reports, and decision;
reversals of action of appeal records.
EXCLUDING letters of reprimand,
which are filed in the OPF.

HRM 1100.17
ADVERSE
ACTIONS

TSA Record Disposition Schedules 11-9

Disposition

Destroy after GAO
audit or when 6 yeArs
old, whichever i
sooner.

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

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

Destroy no sooner than
4 years but no later than
7 years after case is
closed.

Destroy 5 years after
case is closed.

Authority

GRS 2/7

GRS 1/30a

GRS 1/30b



HRM 1i'00'¥HUMAN RESOURCES MANAGEMENT ° "

Title Description of Records Disposition Authority
HRM 1100.18 Forms, reports, correspondence and  Cut off on termination / GRS 1/31
PERSONAL related medical and investigatory of compensation or
INJURY FILES records relating to on-the-job when deadline for fifing
injuries, whether or not a claim for ~ a claim has passed/
compensation was made, Destroy 3 years After

EXCLUDING copies filed in the cut off.
Employee Medical Folder and
copies submitted to the Department

of Labor.
HRM 1100.19 Contains SF-2809, Health Benefits
HEALTH Registration, used by each employee
INSURANCE to enroll in the Federal Employees

Health Benefit Program and SF-
2810, Notice of Change in Health
Benefits Enrollment, used by the
employee to cancel, change, or take
any action required that may effec
their health plan.

The SF 2809 is filed on the right Refer to HRM 1100.2
side of the OPF. Folders coyering (Official Personnel
employment terminated afger Folder) for disposition.
December 31, 1920, exclading those

selected by NARA for germanent

retention.
HRM 1100.20 Reports, Registers/or other control For CSS/FERS related GRS 2/28
RETIREMENT documents, and gther records records, destroy upon
relating to retirgment, such as SF receipt of official OPM
acceptance of annual
summary.
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HRM 1100—HUMAN RESOURCES MANAGEMENT * * °

Title Description of Records
HRM 1100.21 a. Correspondence, memoranda,
LABOR reports, and other records relating
MANAGEMENT to the relationship between
RELATIONS management and employee
unions or other groups.
(1) Office negotiating agreement
(2) Other offices.
b. Labor Arbitration General and
Case Files. Correspondence,
forms, and background papers
relating to labor arbitration cas
HRM 1100.22 Employee Awards File: Genefal
AWARDS AND awards records, EXCLUDING those
COMMENDATIONS relating to departmental leyel

HRM 1100.22.1

Incentive Awards

awards.

a. Case files includin
recommendations, approved
nominations, correspondence, reports
and related handbgoks pertaining to
agency-sponsored cash and non-cash
awards such as/incentive awards,
with-in grade/merit increases,
suggestions/and outstanding
performange.

b. Corfespondence pertaining to
awards from other Federal agencies
or non-Federal organizations.

orrespondence and related
materials on Secretary’s and
Administrator’s Special Honor
Award Quality Success-Increases,
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Disposition Authority

Destroy 2 years after GRS 1/28a(1)

expiratiydn of agreement.
Destfoy when GRS 1/28a(2)
suptrseded or obsolete.
estroy 5 years after GRS 1/28b
final resolution of case.

Destroy 2 years after GRS 1/12a(1)

approval or disapproval.

Destroy when 2 years GRS 1/12a(2)

old.

Cut off at end of fiscal GRS 1/13
year. Destroy 3 years

after cut off.



HRM 110¢—HUMAN RESOURCES MANAGEMENT * *

Title Description of Records Disposition Authority

and Special Achievement Cash
Awards for entire Agency.
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