
REQUEST FOR RECORDS DISPOSITION AUTHORITY	 (LEAVE BLANK) .1. ,	 It 
- .. ... l J 

JOB NUMBER /?/-
To	 NATIONAL ARCHIVES and RECORDS ADMINISTRATION (NIR)
 

WASHINGTON, DC 20408 DATE RECEIVED 3_/-
1 FROM (Agency or establishment)	 NOTIFICATION TO AGENCY 

Department of Homeland Secunty 

2 MAJOR SUBDIVISION 

Transportation Secunty Admirustration In accordance with the provisions of 44 U.S C 
1----------------------------; 3303a, the dtspositron request, including 

3 MINOR SUBDIVISION amendments, ISapproved except for Items that 
may be marked DdiSpOSItiOnnot approvedD or 

Office of Transportation Secunty Policy (OTSP) 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 ,.Lob 

6 AGENCY CERTIFICATION 

I hereby certify that I am authorized to act for this agency In matters pertammg to the drsposition of ItSrecords 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 penods specifred, and that written concurrence from the General Accounting Office, under the provisions of Title 8 of the 
GAO manual for GUIdance of Federal Agencies, 

'OIS not required, 0 ISattached; or 0 has been requested 

DATE TITLE Records Management Officer 

02/19/04 

10 ACTION TAKEN 

(NARA USE ONLY) 
7 Item	 9 GRS OR SUPERSEDED 

No	 JOB CITATION 

**See Attached** 

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

115-109 



2100 

., . 
CODE & ITEM 

General Records 

2100.0.1 
Unscheduled 

2100.0.2 
Seheduled 

Transportation 
Security Policy 
and Development 

2100 - TRANSPORTATION SECURITY 

DESCRIPTION 

Comprised of programmatic records, as defined by 

the program office's scope and responsibilities, that 
are maintained by the program office and not 
otherwise covered by an approved Records 

DIsposition Schedule Programmatic records are 
defined as unique records generated or mamtained for 
record or mforrnatron by a specific program office 

NOTE: Typically used when new programs are 
developed that result III the creation of records not 
covered elsewhere by an approved drsposinon 
authority 

Compnsed of administratiye reeords relatIng to the 
lI1temal admInIstratIOn or housekeep1l1g actIvIties of 
the office rather than the functIOns for v,'hlCh the 

office eXIsts In general, these records relate to the 

office orgameatlOn, stafting, procedures, and 

commu111catlOns, Includll1g facsl11111emachIne logs. 
the expendIture of funds, IncludIng budget records. 
day to day admllHStratlOn of offICe personnel 
IncludIng traInIng and travel. supplies and office 
servICes and eqUIpment requests and receIpts, and the 

use of office space and utIlitIes They may also 
Include copIes of Internal act!"'lt)' and v,'orkload 

reports (1I1cludIng '<'lork progress, statistICal, and 

narratIve reports prepared In the office and forwarded 

to hIgher levels) and other matenals that do not serve 

as umque documentatIOn of the programs of the 

effi€e--

NOTE Office admInIstratIve records deSCribed 
above are records retall1ed by an orlg1l1atmg offIce as 

ItS record of InItIation of an actIOn, request, or 
response to requests for mformatlOn ThIs Item may 

be applied only to separate adnl1fl1stratl'le records 

contaInmg such records as copies of documents 

submItted to the Office of TransportatIOn ~ecunty 

Pohcy 

2100.1.1 
General Trans ortation Secu 
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POLICY 

DISPOSITION AUTHORITY 

Contact the Office 

of Inforrnanon 
Management 
Programs to 

schedule 
unschedu led 

records 

Destroy ,<>,'hen2 
years old 

PERMANENT Nl-560-04-13 
Cut off at end of Item I 

2100.1 



CODE & ITEM
 

, 
2100'- TRANSPORTATION SECURITY 

DESCRIPTION 

Copies of Congressional correspondence, 
memorandums, telegrams, reports and other 
documentation on secunty covenng awareness, 
countenntelhgence, countermeasures, counter 
terronsm, field offices, mformation systems, overseas 

operations, physical secunty, procedures, technology, 
threats, and other related subjects 

2100.1.2 

Specific Transportation Security Policy 
Records mclude standard operatmg procedures, 
general rules and regulations, policy memorandums, 
secunty directives, program plans, sensitrve reports, 
secunty measures, secunty standards and other 
substantive documents related to specific categones of 
secunty policy development 

2100.1.2-a 

Mass Transit Security 
Includes secunty policy development of passenger 
movement and mfrastructure of mass transit, rail, bus 

and femes 

2JOO.1.2-b 

Aviation Security Program 
Includes secunty policy development related to the 

AVIation Secunty Program mcludmg the staffing, 
trammg and equipping of the men and women of the 
federal secunty work force and also mcludes 

passenger screenmg, registered traveler, screenmg at 
checkpomts, screenmg of footwear, behavioral 
assessment, policy on video surveillance. cargo and 

baggage screenmg, freight, use of canme screenmg, 
policy on mternatronal travelers, m-air transit and 

secunty at repair and mamtenance facihnes 

2100.1.2-c 

Rail Security 
Includes secunty policy development of rail 
passengers, rail cargo, rail mfrastructure and 
conveyances 

POLICY 

DISPOSITION AUTHORITY 

calendar year 
Transfer to FRC 5 
years after cut off 
Transfer to NARA 

10 years after 
cutoff 

PERMANENT N 1-560-04-13 

Cut off at end of Item 2 
calendar year 
Transfer to FRC 5 
years after cut off 
Transfer to NARA 
10 years after 
cutoff 

PERMANENT NI-560-04-13 
Cut off at end of Item 3 

calendar year 
Transfer to FRC 5 
years after cut off 
Transfer to NARA 

10 years after 
cutoff 

PERMANENT 
Cut off at end of N 1-560-04-13 
calendar year Item 4 
Transfer to FRC 5 
years after cut off 
Transfer to NARA 

10 years after 
cutoff 

Page 2 of 8 



.-
2100'- TRANSPORTATION SECURITY 

CODE & ITEM DESCRIPTION 

2100.1.2-d 
Postal and Shipping, and Maritime Security 
Includes security policy development of prevention 

and protection programs covenng postal and shippmg 
secunty across the nations transportation system, 
specifically large, high-volume document and parcel 
shippmg comparues Also included IS policy 
development of the shipment of manti me cargo 

2100.1.2-e 
Pipeline Security Program 
Includes security policy development for pipeline 
mfrastructure and the secunty of movement of 
hazardous matenals through the national pipelme 
infrastructure 

2100.1.2-/ 
Highway and Motor Carrier Security 
Includes security policy development of the 
movement of people, goods and services through the 

highway transportanon mfrastructure which mcludes 

highways, roads, mtermodal terminals, bridges. 
tunnels. trucks, buses and maintenance facilines 

2100.1.2-g 
Cross Modal Security Program 
Includes secunty policy development for surface 

transportation security programs that mclude national 
response preparedness. assessment and plans, 
Improvement of transportation domam awareness, and 

technology mtegranon 

2100.1.2-" 
Transportation Information Systems Security 
Correspondence and other documentation on policy 

development of mformanon systems security covenng 
analyses, commumcanons. computers, procedures, 
projects, research, studies, trammg matenal, and other 
related subjects 

2100.2 2100.2.1 
Emergency Action Emergency Action Program 
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POLICY 

DISPOSITION AUTHORITY 

PERMANENT 
Cut off at end of N 1-560-04-13 
calendar year Item 5 
Transfer to FRC 5 
years after cut off 
Transfer to NARA 

10 years after 
cutoff 

PERMANENT 
Cut off at end of N 1-560-04-13 
calendar year Item 6 
Transfer to FRC 5 
years after cut off 
Transfer to NARA 
10 years after 
cutoff 

PERMANENT 
Cut off at end of NI-560-04-13 
calendar year Item 7 
Transfer to FRC 5 
years after cut off 
Transfer to NARA 

10 years after 
cutoff 

PERMANENT 
Cut off at end of NI-560-04-13 
calendar year Item 8 
Transfer to FRC 5 
years after cut off 
Transfer to NARA 

10 years after 
cutoff 

Cut off at end of 
calendar year N 1-560-04-13 
Destroy 5 years Item 9 

after cut off 

N 1-560-04-13 
Cut off at end of Item 10 



CODE & ITEM 

Plans and Special 
Events 

2100.3 
Case Files 

2100.3.1 

2100.3.2 

2100.3.3
 

( I 

2100 - TRANSPORTATION SECURITY 

DESCRIPTION 

Policy development on emergencies, evacuations and 

relocation covenng background and development 
work, pubhcation of regulations and handbooks, 
meetings. general policy papers 

2100.2.2 
Special Events 
Policy development of guidance for the physical 
secunty of special events that TSA hosts covering 
conferences, guard orders, guests and particrpants lits, 
meetmgs requests for secunty assets, technical 
trammg for the event, escort requests and other related 

subjects 

Topical files created for a one-time Issue guidance and 

policy development 

Historical Cases 
Cases attractmg media or Congressional mterest 
Reports to Congress are mamtamed mdefimtely as the 

office of record Certain other reports and extensive 

correspondence may also be considered "office of 
record" reports, such as GAO and DHS OIG audits 

and reviews 

Research and Development Precedents 
Contains only lustoncal or technologically significant 
cases for reference for policy making Records 

documenting the complete history of the project from 

imtianon through completion and mcludmg a copy of 
contract, request for proposal (RFP) and supporting 
documents, drawings specificanons, evaluation 

reports, and related correspondence 

2100.3.2-a 
All other Research and Development cases 

Threat Case Files 

Correspondence, reports, and other documentation on 

terronst, cnrnmal and other specific threats or actions 

taken agamst individuals or property Matenals are 

used for policy formulation and trend analysis 
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POLICY 

DISPOSITION 

calendar year 
Destroy 5 years 

after cut off 

Cut off at end of 
calendar year 
Destroy 5 years 
after cut off 

PERMANENT 

Cut off at end of 
calendar year 
Transfer to FRC 5 

years after cut off 
Transfer to NARA 

10 years after cut 
off. 

PERMANENT 

Cut off at end of 
calendar year 
Transfer to NARA 

10 years after cut 
off 

Cut off when 

superseded or 
obsolete Destroy 

5 years after cut 
off 

PERMANENT 
Cut off at end of 
calendar year 
Transfer to NARA 

10 years after cut 
off 

AUTHORITY 

N 1-560-04-13 

Item II 

NI-560-04-13 

Item 12 

NI-560-04-13 

Item 13 

N 1-560-04-13 

Item 14 

N 1-560-04-13 

Item 15 



, 
2100 - TRANSPORTATION SECURITY 

CODE & ITEM	 DESCRIPTION 

2100.3.4 All Other Cases 

2100.4 Records of reports and related documentation from 
Security and security and mtelligence related formally constituted 
Intelligence Boards For example, TSA Pohcy Executive Steering 
Boards Committee 

GorreSj30HeeHee, memOFaHea, telegFams, GJ:: II +,~ 
Seeul'ity Nenee ot: Seeurlty \llolatlon ane GJ:: I 18, Reeore of 
Violations Violation on see~lFIty '.'lolatloBs eo,,'ermg elasslHee 

mateFlals, seeuFlty regulations, ane other relatee 
suBjeets 

2100. 5. 1	 Alleged \ljolation Gases: J::lles relatmg to allegee 
"'Iolatlons of a suffielently serious natl:lre that they are 
refeR"ee to tHe gej3al:tIHent of Jl:lstlee or geJ3aFtn~ent of 
gefense fer J3roseel:ltl'<'eeeteFH~matlon, e~~ell:lsl\'e of 
tiles hele ey the geJ3aFtfHent oOl:lstlee or geJ3artment 
of gefense offiees resJ30nslele fer makll1g sl:leh 
eeterm InatIons 

2100.5.2	 All Qther Files: EXGLUDES eOel:llHents J3laeee m 
GfflClal Personnel J::oleers 

2100.6 Copies mspection, security oversight, and audit 
Office of Inspector reports, documents relatmg to tasking actions 
General mvolving OIG report recommendations, and report of 
Inspection (OIG) coordinatmg actions and responses to 
Audit Files recommendations 

Note' Final OIG reports and official TSA comments 
on reports and recommendations are maintained as the 
formal recordkeepmg copy at OIG 

2-lM.-7 
PFi'i'ae~1'Aet Files 

21 00. 7.1	 ReEJuest Files: Ineluees flies ereatea 111 resJ30nse to 
reEjuests from map.leuals to gam aeeess to theIr 
reeoras or to any mfel'fnatlon 111 tHe reeerds J3ertammg 
to them, as J3ro\'leee fer uneer § tJ S G §§2a{eH l) 
J::!Ies eon tam ongmal requests, eopy of reJ3ly thereto. 
ane all relatea sl:IpJ3ortmg aoel:lments, ,>,,'hlehlHay 
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POLICY 

DISPOSITION 

Cut off at end of 
calendar year 
Destroy 5 years 
after cut off 

PERMANENT 
Cut off at end of 
calendar year. 
Transfer' to NARA 
I 0 years after cut 
off. 

l}estFo~' § years 
after dose ot: ease 

l}estFo~' 2 years 
after eon~J3letlen of 
fmal aeuen 

Cut off at end of 
calendar year. 
Destroy 5 years 
after cut off 

AUTHORITY 

N 1-560-04-13 
Item 16 

N 1-560-04-13 
Item 17 

CRS 18 Item 

~ 

CRS 18 Item 

~ 

N 1-560-04-13 
Item 18 



2100 - TRANSPORTATION SECURITY 

CODE & ITEM	 DESCRIPTION 

JI OO.6.,t (l Ge!:res~aReence gacl::IR~eHts e;'~Gbtme~ 
afficlUl fIle copy af the recares reql::lesteel f fIlee 
fleretR-

]J()() G J 0(1) Grantmg access ta all reql::lestee 
recares 

],1 ()() G ,1 ef]} Respanemg te reql::lests fer 
RaRe:>i:lsteRtreeerds, te reql::lesters "",ha pra"'lee 
maeeql::late eesCflphans. aRe te thase "",ha fuIl te 
pay ageRcy repreel::lctwR fees 

]l()() G ,1 a(]}(a) Reql::lests NOT appealed 

]J()() 6 J 0(2)(N Reql::lests appealee 

]J()() 6 J tl(3) geRymg access ta all ar part af the 
recards reql::lestee 

]J()() 61 tl(3)(0) Requests NOT appealed 

]l(){) 6 1 a(3}(b) Requests appeaJee 

JI00.6.1 b Official FIle Ga~les af Re§l::Iestee Reeerds 

noo. 7.J	 ,<\mendment RelJuest Files: Relates te aR 
IHdl~'lel::lal's reql::lest te afHeRe a recefe pertammg te 
that mSI"'lel::lal as pra\'leee fer ~meef ~ l:J ~ G 
~~;!a(e~(;!), te the melvleual's reql::lest fer a re~'le"'" ef 
an agencj"s refusal afthe meH'lel::lal's reEjl::lestte 

aR~ene a reeerd as pre'.leee far l::Ineef ~§;!a~sKn aRe 
ta any CIVIlactwn brel::lght by the melvlel::lal 
Ameflsment Gase FIles agall~st the refuslRg agency as 
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POLICY 

DISPOSITION AUTHORITY 

I)estfo~' ;! years CRS 14/21(a)(1) 
after eate af reply 

I)estfoy ;! years GRS 
after eate af reply 14121a(2)(a) 

I)estfo~' as GRS 
al::lthanzeel::lReer 14/21 a(2)(b) 
J} 00. 6.J. 

l)estfO~f' ~ years GRS 
after eate af reply 14/21 a(3)(a) 

l)estfO;1' as GRS 
al::lthaflzee uneer 14/21 a(3)(b) 
uo« 6.J. 

l)isl3ose af m CRS 1,1,l21b 
accareaRce "','lth 
appra,,'ee +~A 
elspasltwR 
IRstfl::lchaRS fer the 
relatee reeerds er 
'''''Ith the relates 
Prl','acy Act 
reql::lest, whIChever 
IS later 



, 
2100 - TRANSPORTATION SECURITY POLICY 

CODE & ITEM DESCRIPTION DISPOSITION AUTHORITY 

provided under 5 usc 552a(g) 

II 00.6.-2 (I Amendment Re§uests Grantes Relates to Dlspose of m GR814/22a 
agency agfeeEl afHendment reEjHests InclHdes accorsance with the 
mEl""lsHal's requests to amend, anElfor re'l'le'n' refusal appfOves 
to amens copies of agency's replies thereto, ans alsposltlon 
relates matenals InstHiCtlons fer the 

relates sl:l~ect 
mSH'lal:lal's recora 
or 4 years aAef 
agency's agreement 
to amen a, 
whIChever IS later 

-2,tOO.6.-2 h Amenament Re§uests Refuses RelateEl to l}isfl6se of m GR8 1'~/22b 

agency refuses amensment feEjl:lests Inch:!ses accorsance >''llth the 
mS!'.'lsl:lal's rCEjl:leststo an~end aHs to feVlew refusal appfo,.'es 
to amens, copies of agency's rephes thereto, statement slsposltlon 
€If slsagreement, agency jl:lstlficahon for refl:lsal to Instrl:lctlens fer 
amens a recors ans relates matenals relates sl:l~ect 

InsH'lsl:lal's recors, 
'I years aAer final 
seteFfHmatloH ey 
agency, or 3 years 
aAer final 
aEljl:lalcatlon ey 
coul1s, whIChever 
IS later 

-2l-00.6.-2 e An~ensment Re§l:Iests A~~eals Relates to l}isfl6se of m GRS 14/22e 
appeals to an~enament reEjl:lests reil:ises Incll:lses all accorsance '....Ith the 
files creates m responsmg to apj3eals I:Inser Pm'acy apj3fOveS 
Act fer refusal ey any ageHCY to amena a recors alsj3oSltlon 

ll1strl:lctlons for the 
relates sl:l~ect 
mSH'lal:lal's Fccors 
OF3 years after 
fmal adjl:lslCatlon 
by cOl:lrts 
,,,AHche'.'er IS later 

J]OO. 7.3 ¥Fi,,'ae~,'Aet .~ee6unting: h~cll:lses slsclosure files l}isfl6se of In GR814/23 
mamtamed uAder the prO','ISIOASof. 5 Y S C 552a(c) accorsance wlth the 
fer an accl:lrate aCCO\:lFltlAgof the date, natl:lre, and aj3j3fOves 
pl:ll'j3ose of each dsselesure of a recors to any person dlsj3osltloA 
or to anotRer agenc)', Inclusmg forms fer sho'''''lng the mstructlons for the 
SH~ ect mSIVISl:!al's name, reEjuester' s nan~e and relates su~ect 
assress, j3HFj3oseaAs sate of dlsclosl:!re, aAs j3roof of mSlndl:lal ' s records 
subject IASI','lsual's consent when aj3j3l!caele or 5 years after the 
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, 
2100 - TRANSPORTATION SECURITY 

CODE & ITEM DESCRIPTION 

2100. 7.4 Pfi ..'ae:f' Aet GOlltfols: IfielHees files mamtames fSf 
eSfltfsl j3Hfj3sses HI feSj3Sflslflg te feEfl:lests, melHsmg 
reglstefs ans Similar reeSfss hstmg sate, flatl:lfe sf 
reEfHest, name afld adsress sf reEfl:lester 

2100.6.4 R Registers sr Llstmgs 

2100.6.4 h Othef files 

2100. 7.5 Prh'ae~' Aet Repofts: melHdes illes, feeHffmg 
fej3srts, asd sn tlffle mfSffI~atlSfi feEfHlremefits felatmg 
te agefley Imj3lemeAtatlsA, melHdlAg BleRmal fej3sfts 
te the OAlee sfMaAagemeAt aAd BHdget ~OMB~, afld 
the fej3srt SA Aey,' systems at allle>,'els 

E-MAIL AND 
WORD 
PROCESSING 
DOCUMENTS 

a) Copies that have no further adnurnstratrve 
value after the recordkeepmg copy IS made 
Includes copies maintained by individuals in 
personal files, personal electronic mall 
directones, or other personal directones on hard 
disk or network dnves, and copies on shared 
network dnves that are used only to produce the 
recordkeeping copy. 

(b) Copies used for dissennnanon, revision, or 
updating that are mamtained 111 addrnon to the 
recordkeepmg copy 

POLICY 

DISPOSITION AUTHORITY 

EilselesHfe fef 
whwh the 
aeesl:lfltaBlhty '....as 
made 'tvhwhever IS 
latef-

I)estfo~' § years GRS 1 '1/24 a 
after date sf last 
etHi=y--

I)estfo:f' § yeafs GRS 14124b 
aftef final aetisfi 13y 
the agefle;' Sf fmal 
aEljl:lsleatisn By 
eSl:lrts, 'Nhwhevef 
IS lateF 

I)estroy ,>",hen2 GRS 14/25 
years sis 

Delete/destroy Nl-560-04-13 

within 180 days Item 19 

after the 
recordkeeping 
copy has been 
produced 

Delete when NI-560-04-13 
dissem matron, Item 20 
revision, or 
updating IS 

complete 
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