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# Topic Form Question Reference(s) 

General Duties 
1 Civil Liberties BDO conducts BO must be conducted without regard to 2.1.D 

race/ethnicity, color, gender/sex, gender identity, 

religion, national origin, sexual orientation, or disability. 

2 Reporting Events 
(b)(3):49 U S .C § 114(r) 

5.1.B 

3 Activity Log 5.2.C 

4 Celi Phone 3.2.B.l 

5 Notebook 3.2.B.2 

6 Playbook Knowledge Playbook SOP 

2.5.C.2 

this record may be disclosed to pi.:rsons without a "need to know , as c exec 1 with the wriuen 
pcnnis~ion of the Adminimntor of the Tran~ponation Security Administration or the Sccrc111ry ClfTrnn~ponation . nau 
release may result in civil penally or other action. For U.S. government agencies. public disclosure is governed by 5 U.S.C. 552 
and 49 CFR parts 15 nnd 1520. 
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# Topic Form Items Reference(s) 

Managerial Duties (STSM Only) 
7 Proficiency 2.2.0 and 

(BOA TSM ONLY) Ali BOA TSMs must maintain their proficiency by 
assessing behavior and appearance indicators, 

conducting ACTIVE ENGAGEMENT (AE) and 
RESOLUTION CONVERSATION (RC) (as applicable) for at 

least 8 cumulative hours every 14 days. 

8 Mentor BOOS The BOA TSM must perform mentoring activities with 2.3.B 
(BOA TSM ONLY) BDOs for a minimum of 8 cumulative hours every 14 

days. 

9 Report to and Assist BOA TSMs must report directly to the BDA Coordinator on 2.3.A.l and 
BOA Coordinator all matters related to the BDA Pr,ogram. 2.3.A.2 

(BOA TSM and SBOO The BOA Coordinator and TSMs must meet at least once 

ONLY) per week to review any BDA activities and issues related 
to personnel, data collection, incident reporting, and 

certification status. 
10 BO Certified The BOA TSM or SBDO must assign an LBOO to assume 2.3.0 

Oesignee operational oversight whenever a BOA TSM or SBDO is 
(BOA TSM and SBDO not on duty. Another BO-certified designee may assume 

ONLY) operational oversight if an LBDO is unavailable 
11 Supervise for Ali BOA leadership holds the responsibility of addressing BOA Program 

Program Compliance performance and disciplinary issues as they arise in Handbook 1.2.E 
(BOA TSM and SBDO their designated capacity. Ignoring these issues often and 4.1.F 

Only) has a negative impact on the rest of the team. 
Accountability is critical to success. SBDO breaks and 

lunches should be assigned in a manner that maximizes 
supervisory floor coverage and ensures accountability 

and program compliance . 
12 Deploy BDOs The BOA TSM or SBDO must use local intelligence and 2.3.F.3 

(BOA TSM and SBDO knowledge to deploy teams where risk is elevated and 
ONLY) the amount of Individuals screened by BO is maximized. 

13 Shift Briefings The BOA TSM or SBDO must Hold daily briefings to 2.3.F.1 and 
(BOA TSM and SBDO discuss all shift events and disseminate any 2.3.F.2 

ONLY) announcements to include intelligence updates. 
Direct BOOs to attend checkpoint screening briefings 

when the BOA workload permits. 

14 Ensures TSOC All BOO ILEO notifications must be reported to the TSOC 5.1.B and 
Notification as described in 00-400-18-2 series, via telephone at 1- 5.5.A.2 

l.(") 
(BOA TSM ONLY) 866-655-7023 (for callers within the United States, C1I 

Puerto Rico, and Canada) or 1-703-563-3240 (for <11 
Cl. 

WAl<Nll~u . .... ·- - " ·--'1i ve Security lnformution that is controlled under 49 CFR part~ 15 and I 520. No part of 
this record may be disclosed to persons without a nt:l:u •v 

. ' . ;., 49 CFR parts JS and 1520, except with the wriucn 
permission of the Administrator of the Transportation Security Administrm.ion or the .Sccremry '" , .. .. '"nrizcd 
release ma result in civil enall or other action. For U.S. overnment a encies. ublic disclosure is •ovcrned b 5 U.S.C. 5YL y p y g g p g y 
and 49 CFR parts 15 und 1520. 
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international callers) and in writing to the TSOC. 

15 Report Significant BOA TSM or designee must send a copy of all reports to 5.5.A.2 
Incidents to HQ BOA.mailbox@tsa.dhs.gov with the subject line, "TSOC 
(BOA TSM ONLY) Reporting (Insert airport code here)." 

16 Review Referral BOA TSM or designee must confirm that All completed 5.5.A.3 
Reports BOA Referral Reports are collected and reviewed for 

(BOA TSM ONLY) completeness and accuracy at the end of each shift, and 
ensure that no SPll recorded. 

17 Promote Referral BOA TSM or designee must confirm that PMIS entries 2.4.F.1 
Reports have been promoted as soon as possible, but no later 

(BOA TSM ONLY) than 24 hours after the time of entry. 

18 Review Incident BOA TSMs must ensure Incident Reports are completed 5.5.B.2 and 
Reports and Enter and entered into PARIS and TISS and that the security 5.5.B.3 
Into PARIS and TISS basis for all actions taken by TSA personnel is 

(BOA TSM ONLY) thoroughly documented in the report. BOA TSMs must 
ensure that all LEO notifications during BO are checked 

as a SAR candidate in the PARIS database. Ensure all 
LEO notifications are reported as soon as possible, but 
no later than 24 hours after the incident by e-mail to 

the BOA HQ Program Office at 
BOA.mailbox@tsa.dhs.gov. Also notify the airport 

assigned field counsel through the BOA Coordinator, as 
directed by the FSO. 

19 Shift Summary Ensure that all daily shift summary information is 5.5.C 
(BOA TSM ONLY) completed and entered into the BEAM database by the 

end of each operational day. For airports where BEAM 
is not in use, daily shift summaries must include, at a 
minimum, the BOOs on duty and their daily activities 

such as BO assignment areas, Playbook activities, 
and/or any additional specia l events or activities. 

20 Report Complaints Whenever an individual expresses an interest in filing a 2.1.J 
to BOA HQ complaint against BOA personnel or the BO process 

(BOA TSM ONLY) based on allegations of profiling, discrimination, or civil 
liberties violations, a BOA TSM must ensure that the 
individual is provided information on how to file a 

complaint with the Office of Civil Rights & Liberties, 
Ombudsman, and Traveler Engagement's Multicultural 

Branch. 
21 SSI Protection Secure all reports, logs, and forms using SSI protocols. 5.5.0 

(BOA TSM ONLY) 

this record may be disclosed to persons without a "need to know", as e 1 c , cc t with the wriucn 
permission of the Administrator of the Transponation Security Adminismnion or the Sccrclnry ofTnmsponation. naut 10 • 

release may result in civil penalty or other action. For U.S. government agencies. public disclosure is governed by 5 U.S.C. 552 
and 49 CFR parts 15 und 1520. 
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# 

22 

23 

24 

25 

26 

27 

Topic 

Partner 

Checkpoint Check-in 

Initial Strategy 

Positioning 

Rotate with Partner 

Establ ish 

Environmental 

Baseline 

srns1t1Vt st tom 1 + 1 Mo RIVIA, 1rnu 

I Form Items I 
Behavior Observation 

(b)(3):49 U.S.C. § 114(r) 

Reference(s) 

~.2 .A and 3.5.C 

3.2.C 

3.2.D 

~ .2.E and 3.5.G 

3.2.D 

3.3.A 

WAl<I'\ 11~v. .... ''- - ,, , ... v .... ...... U"V~• ,, _ .. I 520. No pnrl of 
this record may be disclosed to pcrsons witnout a .. ·- •v " '·•;n.vl in 49 CFR pans 15 and 1520, except wilh the wrinen 
pcnnission of the Admini~trntor of the Tran~ponation Security Administration or the .Sccrciury m ...... 11" '"11horizcd 
release may result in civil penally or other action. For U.S. government agencies. public disclosure is governed by 5 U.S.C. 55'L 
and 49 CFR parts IS nnd 1520. 
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--~------_.(b)(3):49 U.S.C. § 1 J4(r) 

28 

29 

30 

31 

Environmental 
Baseline Changes 

Environmental 
Baseline Deviations 

Point Values 

Continued 
Assessment 

32 Refer To Another 
BDO(s) 

3.3.B and 3.3.C 

3.4.A 

3.4.A 

3.4.B.1 and 
3.5.F 

3.4.B 

3.4.B.3 

WARNINv: 1 111~ " '- ~ ~ .;,; v,, Security Information that is comrollcd under 49 CFR parts 15 and I 520. No part of 
this record may be disclosed to pcrsons without a nci;u •v .. , ·-·vi in 49 CFR parts JS and 1520, except wilh the wrincn 
pcnnission of the Admini~trntor of the Tran~ponation Security Administration or the .Sccrctury .,, '- - ' '""'"t1ori1.cd 
release may result in civil penalty or other action. For U.S. government agencies. public disclosure is governed by 5 U.S.C. :i::i~ 

and 49 CFR parts IS nnd 1520. 
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ING: This record contains Sensitive Security lnformution that is controlled under 49 CFR purts 15 nncl 1520. No parl of 
this record may c 1sc osc o pc so s · · · \ rit1cn 
permission of the Administrator of the Tran~portation Security Administrmion or the Sccrc111ry ()fTrnnsportlllion. Unauthorir.cd 
release may result in civil penalty or other :1ction. For U.S. government agencies. public disclosure is governed by 5 U.S.C. 552 
nnd 49 CFR parts I 5 nnd I 520. 
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·-SENSITIVE SECU~IJ;¥ I ~l lii MHI" 1 l"f:l -# Topic Form Items Reference(s) 
a · • ·- -

(b)(3):49 U.S .C. § 114(r) 
34 Brief Verbal 3.5.A 

Engagements 

35 Engaging Displayed 3.5.E 
Behaviors 

36 AE Demeanor 3.5.H.l and 
3.5.H.2 

~ (b)(3):49 U.S C. § 114(r) 
37 3.5.H.3 

38 Physica l Search 3.5.H.4 and 
3.5.H.S 

# Topic Form Items Reference(s) 
A • ;1 1 a: ~-· -=;;~,:,ii 

39 BDR Threshold 
(b)(3):49 U.S C. § 114(r) 

3.6.A 

40 Notify WTMD/AIT 3.6.D 
TSO 

RNING: This record contains Sensiti ve Security Information that is comrollcd under 49 CFR parts 15 and I 520. No part of 
this rccon m · ut a "need to know", as defined in 49 CFR parts JS and 1520, except wilh the wrincn 
pcnnis~ion of the Adminimntor of the Tra11~pona11on cc cinr of Transportation. Unauthorized 
release may result in civil penally or other action. For U.S. government agencies. public disc osure 1 

and 49 CFR parts IS nnd 1520. 
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~-~-----_.(b)(3):49 U.S.C. § 114(r) 

41 

42 

43 

Appropriate Pat 
Down 

Review ID and 
Travel Documents 

X-Ray and liquid 
Screening 

44 (b)(3):49 U.S.C. § 114(r) 

45 

3.6.1.B and 
3.6.F.3 

3.6.2.A 

3.6.3.A.l 

3.6.3.A.1.a and 
3.6.3.A.1.a 

3.6.3.A.1.b and 
3.6.3.A.l .c 

WARNINv: 1111s 1ww .. ·- " • ·"'' i::~curitv lnformution that is con1rollcd under 49 CFR parts 15 and 1520. No part of 
this record may be disclosed to pcrsons without a "ncca <v , " ' ;" '10 CFR parts JS and 1520, except wilh the wrincn 
pcnnission of 1hc Admini~1rn1or of 1hc Tn111~pona1ion Securily Ad111inis1m1.ion or 1hc Sccrcrnry "' , ...... '- ·· 11"'""horizcd 
release may resull in civil penally or olher aclion. For U.S. government agencies. public disclosure is governed by 5 U.S.C. :i:u. 
and 49 CFR par1s IS nnd 1520. 
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<:!'" N <:ITl\ 11- ,,_ '" 
. 

(b)(3):49 U S .C § 114(r) 

46 Resolution 3.6.4.A 
Conversation 

47 Continue 3.6.4.C 

Observation During 

Resolution 

Conversation 

48 Resolution 3.6.4.E.1 

Conversation 

Demeanor 

49 (b)(3)'.49 Us c. § 114(r) 3.6.4.G 

,_. 
50 3.6.4.H.2 

51 Complete Screening 3.6.4.I 

WARNING: This record contains Sensiti ve Security Information that is comrollcd under 49 CFR parts 15 and I 520. No part of 
tlus 1 • " • d in 49 CFR ans 15 and 1520, except with the written 
pcnnission of the Adminimntor of the Tran~ponation Security Administration or the ccrctnry o rm s 
release may result in civil penally or other action. For U.S. government agencies. public disclosure is governed by 5 U.S.C. 552 
and 49 CFR parts 15 nnd 1520. 
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# 

52 

53 

Topic 

LEO Threshold 

Identifies LEO 
Situations 

SENS!Tlllf SEC! 'RFJii 114FDRMAI ION-

Form Items 
I s:n .. • .~: r 

(b)(3):49 u.s.c. § 114(r) 
. ·­····-

I ~eference(s) 

3.6.I 

3.6.4.E.2 and 
3.7.B 

W A l(!'; mu. .... · :n. '""'"'
0 

li vc Security lnformution that is controlled under 49 CFR purt~ 15 and I 520. No part of 
this record may be disclosed to persons w1u1ou1 u .. ·- •v " • , ,.. ;,, 49 CFR parts J 5 and 1520, except with the wriucn 
permission of the Administrator of the Transportation Security Administrulion or the .Sccre111ry .,, , ...... • tM.,,hnri7.cd 
release may result in civil penally or other action. For U.S. government agencies. public disclosure is governed by 5 U.S.C. 552 
and 49 CFR parts IS und 1520. 
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54 

55 

56 

57 

Notifications of LEO 
Referral 

Communicate 
Context to LEO 

Documentation 

FSD/Deslgnee 
Authorization 

-SENSITIVE sEtbRI I I IWOBMATION 

(b)(3):49 u.s.c. § 114(r) -

3.7.C.1 

3.7.D.1 

3.7.E 

3.7.F.3 

WARNINv: 1111s ·- - " ·--sitive Security Information that is con1rollcd under 49 CFR parts 15 and I 520. No pnrl of 
this record may be disclosed to pcrsons wunou1 u " AS defined in 49 CFR parts JS and 1520, except wilh the wrincn 
pcnnis~ion of 1hc AdminimnlOI' of the Tran~ponation Security Ad111in1stru1.., ... u • N • - · 1\fTransponation. Unauthorized 
release may result in civil penalty or other action. For U.S. government agencies. public disclosure 1s gv ~· , e ' ' " r 'i'i~ 
and 49 CFR parts IS nnd 1520. 
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r b)(3) 49 U.S .C. § 114(c) 

· ins Sensitive Security lnformution that is controlled under 49 CFR purts 15 nncl 1520. No parl of 
this record may be disclosctl to persons " · defined in 49 CFR parts I 5 und l520, except with the written 
permission of the Administrator of !he Tran~portation Security Adminis1m11011 uion. Unauthori7.cd 
release may result in civil penalty or other :1c1ion. For U.S. government agencies. public disclosure is governe 
nnd 49 CFR parts I 5 nnd I 520. 
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# 

58 

59 

60 

61 

62 

,_ 

Topic 

Describe 
Environmental 

Baseline 

Record Referral 
Information 

BOA Referral 
Reports Complete 
Within 24 Hours 

SPll 

Incident Reports 
Submitted within 

24 Hours 

SEN51Tl\(f 5w ' RF~' IPJF8 l\fol)!( I ibl<J 

Form Items -
(b)(3):49 U.S C. § 114(r) 

sensitive Personally ldentlt1abie 1ntormat1on (SPll) ot 
individuals selected for BDR SCREENING, LEOs, or other 
non-TSA personnel must not be recorded on or attached 

to any BOA Referral Report, or entered into PMIS. 
(b)(3):49 u.s .c. § 114(r) 

I Reference(s) 

3.3.D 

5.2.B 

5.3.J 

5.3.E 

5.4.B and 5.4.F 

WARNING: This record contain~ ;)Cn..... - ·-' v lnformalion that i~ comroiicd under 49 CFR parts 15 and I 520. No pnrl of 
this record may be disclosed to pcrsons without a "ncca to l\.uu ''~ 'incd in 49 CFR parts JS and 1520, except wi lh the written 
pcnnission of 1hc Adminimn1or of 1he Tran~ponation Security Administru'l.1011 ,,. - ' --. ofTran~ponation . Unauthorized 
release may result in civil penally or other action. For U.S. government agencies. public disclosure ,,., · .,, hv 5 U.S.C. 552 
and 49 CFR parts 15 nnd 1520. -
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directed by the FSD. 
(b)(3):49 U.S.C. § 114(r) 

63 Reports During 5.3.i 
Slow Periods 

G: This record contains Sensitive Security lnformution that is controlled under 49 CFR purts 15 nncl 1520. No parl of 
this record may c 1sc osc pc " · ' · I and 1520, exec t with the written 
permission of the Administrmor of the Tran~portation Security Administrut ion or the Sccrct11ry ()fTrnnspo11m1on. nau 
release may result in civil penalty or other :1ction. For U.S. government agencies. public disclosure is governed by 5 U.S.C. 552 
nnd 49 CFR parts I 5 nnd I 520. 
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I. GENERAL 

LI. INTRODUCTION 

Chapter 
1 

Program Compliance Assessments (PCA) support Lhe sLrategic goal of the Oflice of SecuriLy 
Operation (OSO) Behavior Detection and Analysis (BDA) Program Office by enhancing 
standardization and compliaJ1ce with TSA 's Behavior Detection po licies and procedures. The 
PCA process provides quality assurance oversight measures to the BDA Program Office and acts 
as a mechanism to identify, mitigate, and track issues at individual ai rports for both immediate 
action and further exploration. This PCA Team Handbook is designed to aid and support PCA 
team members in their roles and responsibilities through each phase of a PCA mission. 

1.2. PCA MISSION ST A TEMENT 

Mission 
The PCA process applies a detai led analysis to ensure the most effective and efficient 
deployment of the BDA program on both a local and national level. PCA visits not only identify 
areas of improvement, but also assist and strengthen the BDA program as a whole. PCA visits 
help to shape a healthy program at each BDA airport by ensuring Lhe accurate and consistent 
application of Behavior Detection and Analysis (BOA) procedures throughout the nation. PCA 
deploys high-performing BDA Transportation Security Managers (TSM) and Behavior Detection 
Officers (BOO) that have been endorsed by their airport of record (AOR) to conduct assessments 
of BDA operations at designated airports using a standardized checkl ist. The PCA checkli st is 
an itemized list of requirements outlined in the BOA Standard Operating Procedure (SOP). PCA 
members produce objecti ve, quanUtative data that wi ll facilitate the identiJication, tracking, and 
analysis of' operational issues and deficiencies ut the airport level that may require further 
exploration and potentially corrective actions. 

Vision 
PCA will ensure the accw·ate and consistent application of BOA operations in adherence to all 
Behavior Detection related policies nation-wide. Airports also gain the ability to utilize PCA 's 
objective feedback to build from che foundations of BDO and BOA TSM performance, helping 
to standardize and improve the quality of BDA capabilities. 

Core Values 

• Mission 
• Lntegrity 
• Team Work 
• Competence 

41 Page 
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1.3. DEFINITIONS 

A. Airport of Record (AOR) - Duty station located on the PCA Team Member's SF-50. 
The AOR is also known as the "home airport". 

B. Behavior Detection (BO) - The process of detecting behaviors and activities that deviate 
from an established environmental baseline. lndividuals whose behaviors meet or exceed 
predetermined thresholds are referred for additional screening or law enforcement 
intervention. 

C. Behavior Detection Officer (BOO) - Any Master or Expert 1802-scries employee who 
is certified in and authorized to conduct Behavior Detection. 

D. BOA Transportation Security Manager (BDA TSM) - A Behavior Dett:ction-cerlified 
Transportation Security Manager who is responsible for the local operations of the BDA 
Program and supervision of BDOs. For the purposes of this handbook, a BDA Manager 
who oversees the deployment and acts as a liaison between the PCA and FSDs within the 
assigned assessment airport. 

E. Behavior Detection and Analysis (BOA) Program Office - The TSA Headqua1ters 
entity responsible for the management and operations of the Behavior Detection Program, 
including content and expertise for Behavior Detection and Analysis PCA curriculum 
and missions. 

F. Lead BOA TSM - The BDA TSM that is assigned to act as the operational lead on a 
PCA site visit. 

G. PCA Program Office Repi:esentalive ··HQ Team Lead that oversees the planning and 
execution of a PCA mission. 

H. PCA Deployment - A TDY assignment to conduct a Program Compliance Assessment 
or to attend meetings and programs as assigned by the BOA Program Office. 

I. PCA Mission - The entirety of a PCA operation from start to finish, including Lhc 

planning, execution, and post-deployment phase . 
.J, PCA Site Visit - On site operations that occur at a designated BOA ai rport where PCA 

team members are deployed to conduct observations. 
K. Visit Roster Tracking Tool {VRTT) - Excel spreadsheet that contains the names of 

each local BDO and their assigned number, which is used to track the PCA team 
mcmbcr(s) that worked with each local BDO and duration. 

L. Temporary Duty (TDY) - A place away from an employee's permanent duty station, 
where the employee is autho1ized to Lravel for the Government. 
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1.4. 

1.5. 

ACRONYMS 

AOR Airport of Record 
BO Behavior Detect ion 
BDA Behavior Detection and Analysis 
BOA TSM BDA Transportation Security Manager 
BDO Behavior Detection Officer 
BEAM BDO Efficiency and Accountabi lity Metrics 
coc Chain of Command 
DND Do Not Deploy 
FSD Federal Security Director 
GSA Government Services Administration 
GTC Government Travel Card 
MTV Multi -trip Voucher 
oso Office of Security Operations 
POC Point of Contact 
RDO Regular Day Off 
SOP Standard Operat ing Procedure 
TA Travel Authorization 
TAR Time and Attendance Report 
TDY Temporary Out·y 
VRTT Visit Roster Tracking Tool 

DOCUMENT CONTROL AND AVAILABILITY 

A. This document must be made available to all PCA Team members, PCA HQ 
Personnel, BOA Coordinators and FSDs. 

B. All PCA Team H<mdbook inqui ries mu!>! be directed to the Program Compliance 
Section at: PCA@tsa.dhs.gov. 

C ook contains Sensitive Security fnformation (SSl). lt 
and safeguarded appropnate y, t1 send a11 emai l to 
SSl@dhs.gov. ldentif · . 0 1 em; include a fu ll description and give 

r a local point of contact. 
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Chapter 
2 

2. GENERAL, OPERATIONAL, AND COMMUNICATION EXPECTATIONS 

PCA personnel may be deployed in temporary duty (TOY) status to any BDA airport. 
Regardless of the assignment, there <u·c certain protocols, policies and procedures governing 
PCA team membership. 

2.1. GENERAL EXPECTATIONS 

A. A PCA team member is required to be a full-time employee with one year 
minimum service with TSA and one year service in the capacity of a BOO or 
BDA TSM. 

B. Understand and comply with all guidance and procedures as directed in this PCA 
Team .Handbook, the BOA SOP, other applicable SOPs, TSA Management 
Dlrecti ves (MD), TSA Operational Directives (OD), and policies set per the 
Collective Bargaining Agreement. 

C. Represent the highest standards in applying Behavior Detection with dignity, 
integrity. and professionalism, whether on or off duty. 

2.2. ADMlNISTRATIVE STANDARDS 

A. PCA members must understand, al a minimum, how 10: 

I. Create documents in Microsoft Word, Excel, Outlook and Adobe (PDF) 
2. Password-protect a document 
3. Attach a document to an email 
4. Navigate the BDA and PCA iShare sites. 

B. PCA team members must maintain their qualification as a PCA learn member by 
completing all BDA and PCA required rraining classes, to include mandated 
training and OLC requirements. on time. 

C. Receive and maintain Playbook and Managed Inclusion I and ri certification, if 
AOR permits. 

D. Maintain the government travel card according to all applicable management 
directi ves. 

E. PCA team members must have access lo the BDO Efficiency and Accountability 
Metrics (BEAM) system, be knowledgeable on dara entry procedures, 
understand and comply with AOR and BDA Program Office policies. 

E. Accurately enter appropriate codes, duty times and validate time and attendance 
prior to the end of deployment. 
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F. Understand and comply with the requirements of the Airport of Record (AOR) 
po lid es regardi11g the Ti me and Attendance Report (TAR). 

G. Ensure that quarterly blanket authorizations are correctly created in Concur 
per section 5. 7 .2 and Appendix I of this Handbook. 

H. Ful ly understand and coordinate EPMPffOPS requirements with AOR 
supervisors, completing requirements within prescr.ibed due dates. 

I. Update the Do-Not-Deploy calendar on the PCA iShare site with dates 
unavailable for TDY per the guidance in section 6.1 of this Handbook. 

J. Maintain accurate and current contact information with BDA Program Office. 
K. Have and maintain .a valid U.S. Driver's License. 

2.3. TRAVEL EXPECTATIONS AND OPERATIONAL STANDARDS 

PCA Team Members are required 'lo: 

A. Understand and demonstrate knowledge of the PCA Checklist and assessment 
criteria during each PCA site visit. 

8 . Have the abil ity to deploy within short notice. 
C. Endure deployments that may ex.tend two consecutive weeks. 
D. Work flex ible schedules and irregular hours to meel operational requ irements. 
E. Be exposed LO a wide variety of different environment conditions, climates, 

change, in allitude, and areas that may affect medical conditions (such as 
allergies). 

F. Understand and foil ow the operational Chain of Command (COC) as appropriate 
during periods of deployment and non-deployment. 

G. Properly use all TSA and government issued equipment (i.e. Blackberries, 
laptops, memory sticks, etc.). 

H. Perform duties specified by the Lead BDA TSM and the PCA Program Office 
representative. 

2.4. COMMUNICATION 

The BOA Program Office is committed t.o open communication between the PCA team member, 
the PCA Team Lead, and the PCA Program Office staff. Email is the primary method of 
communication. To maintain proper communication. PCA team members are also required to: 

A. Check their TSA email account dai ly. 
B. Manage their email account so as not to exceed its nnaximum capacity. 
C. When deployed, carry TSA-issued phone while on and off duty. 
D. Answer phone calls and respond to e-mails as received, or as feasible. Respond 

promptly to PCA Program Office/team member calls or messages. 
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3. RECRUITMENT AND RELEASE OF TEAM MEMBERS 

3.1. RECRUITMENT 

Cha11ter 
3 

Recruitment for PCA team members will be an ongoing and sustainable process implemented by 
the BDA Program Office. Candidates are asked to volunteer to serve a minimum of twelve ( 12) 
months with the team. Reg<u·dless of previous placement on a site visit, PCA BDOs and BDA 
TSMs will have to go through the recruitment process each fiscal year. Although the process 
may be updated from year to year, at a minimum, the process will include: 

• BDA announcement of recruitment with instructions. 

• Application of nominee. 
• Candi.date vetting through local chain of command, which will include the FSD. 
• Candidate vetting through PCA Program Office. 

• Final FSD endorsement. 
• Probation period to include candidate evaluation during PCA deployment. 

• Notification of acceptance to PCA team. 

3.2. BACKFILL 

Due to the limited number of backfill allocations, PCA will only huve the avai lable resources to 
backfi ll CAT X airports. The BDA Program Office will continue to rely upon PCA tenm 
members selected from CAT I airports on a voluntary basis to fu lfi II this critical mission. Each 
CAT X airport who supports at least two (2) PCA team members will receive a backfill of L 

FfE. Regardless of additional PCA team members 110 more than 1 FTE will be granted Lo 
individual CAT X airports. 

The BOA Program Office remains committed to notifying airport leadership well in advance of a 
potential PCA deployment and wi ll make every effort to deploy no more than two PCA team 
members on any given week. Participating in a PCA site visit at the discretion of each respecti ve 
FSD and the BOA Program Office will request permission for each deployment. 

3.3. RELEASE FROM PCA TEAM 

PCA team members wi.11 be held to high standards for professionalism and integrity. Team 
members may be released from the PCA team for any of the following, but not limited to: 

A. Receipt of a disciplinary action resulting in a Letter of Reprimand or greater. 
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B. At the request of the AOR FSD. 
C. Upon promotion to BDA TSM position. 
D. Repeated failure to meet and adhere to PCA Operational and Administrative 

Standards. 
E. Abuse of the Government Travel Card (GTC) to include delinquency and/or 

misuse, a<; described in section 5.6.2 of this Handbook. 
F. Violations that include lack of candor or misconduct calling into question the 

integrity of the PCA team member. 
G. PCA team members who are in a Do Not Deploy (DND) status for longer than 

90 days. 
H. Refusal or fa ilure to execute TOY travel orders. Any deviation from prescribed 

travel itinerary (without the prior approval from OSO) is a fa ilure to execute 
travel orders. Situations out of the control of the individual, such as weather, are 
not considered fa ilure to adhere to orders. 

3.4. RESIGNATION 

PCA team members who voluntarily choose to resign must submit a request in writing to 
PCA@tsa.dhs.gov stating the desire to be removed. Since Lhe PCA team membership is 
volunt<uy, all requests for removal will be honored. However, requests for removal wi ll not be 
approved if submitted during a PCA si te visit. 
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4. PCA MISSION DEPLOYMENT ROLES AND RESPONSIBILITfES 

Cha11ter 
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A PCA Program Office representative is responsible for the planning and oversight of each PCA 
mission. A brief overview of the roles of the Program Office representative is described 
throughout this chapter, as we ll as. a detailed breakdown of the roles for PCA BDOs and BDA 
TS Ms while deployed on site visits. 

4.1. PRE-DEPLOYMENT 

Prior to a mission, the PCA Program Office representative wi ll confirm site visit dates, request 
PCA team members, coordinate with the airport to gather any necessary information, and 
communicate with ream members to share pertinent mission and travel information. PCA BOOs 
and BOA TSMs wi l.1 be notified of thei r assignmem to a site visit via email from a PCA Program 
Office representative after the FSD has approved participation. t eam members must fo llow the 
items in this section to be prepared for deploymenl. 

A. Review PCA checkJist prior to deployment. 
B. Read all email communication from PCA Program Office representative and 

PCA Lead BOA TSM, and respond when appropriate. 
C. Submit preferred shift and any other requested information to PCA Lead BDA 

TSM. 
0 . Work wilh local Financial Specialist to ensure quarterly blankets are properly 

created and that all required travel needs are taken care of prior to the 
deployment. 

E. Work with AOR to adjust schedule as needed Lo anticipate the TDY week. 
Generally, TOY week will be 40 hours. Six (6) day deployments may require 
additional hours. 

4.2. PCA STTE VISIT DEPLOYMENT 

A PCA Program Office representative will act as the overall team lead for each PCA mission. 
Generally, the night before operations are scheduled to begin a team meeting will be conducted 
to cover operationnl information. disseminaie PCA nolebooks, and discuss other items per1inent 
Lo the PCA mission. Team member briefings will continue throughout PCA operations to 
discuss daily observations and gain overall feedback of site visit progression. 

The PCA Program Office representative or a Lead BOA TSM will conduct a brief with each shift 
of local BDOs and BDA TSMs to introduce PCA team members, provide an overview of PCA 
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operations, and address any questions. A debriefing will be conducted by the PCA Program 
Office representative near the conclusion of the visit to discuss prelimiJ1ary results of the 
observations made. The same will occur with local management and senior airport leadership. 
The PCA Program Office representative will also observe the overall BDA operation, ensure 
PCA team members are properly conducting PCA observations, and assist the Lead BOA TSM 
in any operational or administrative needs. 

The operational objective during each PCA sire visit is for PCA tenm members to operate side­
by-side and integrate into local BDA operations. PCA 1.eam members should strive to conduct 
objective observations with at least 75% of the local onboard BDA staff. 

When deployed on a site v.is.it PCA team members are under the operational responsibility of the 
PCA Program Office representative. Operational mailers include, but are not limited to: 

• All issues directly relating ro security. 
• All issues directly r.elating to PCA operations. 
• Scheduling of PCA team members. 

• Financial issues such as accounting for employee Time and Attendance Reports 
including any Compensatory Time requests. 

• Personnel issues/pe1formance issues that occur at the designated airport involving 
PCA team members. 

4.2.J. GENERAL RESPONSIBILITIES 

While deployed on a PCA site visi t, each team member must: 

A. Immediately notify the PCA Program Office representative of any travel delays 
that occur en route to TOY locations. 

B. Follow all local procedures, poUcies, and directions set by the designated airport. 
C. Immediately report all conflicts or security concerns through the PCA Program 

Office representative and rhc PCA Lead BDA TSM. 
D. Report to all meetings and duty location on time. Team members must 

notify PCA Program Office representative(s) or PCA Lead BDA TSM 
immedjately of tardiness or ioability to work bis/her assigned schedule. 

E. Arrive at duty location with proper uniform, including his/her Personal Identity 
Verification cPTV) card. BOA TSMs must also have TSA-issued credentials. 
Team members should also bring an ear piece for radio communications, if 
possible. 

F. Sign in/out PCA notebooks at beginning and end of each deployment. 
G. Protect all Sensitive Security fn l'ormution (SSI), such as PCA notebook, PCA 

Checklist, and local rotation schedule in accordance with current SSI policy. 
H. Attend the pre-operational brief unless travel itinerary does not permit. 
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l. Attend local in and out briefs, unless instructed otherwise by PCA Program Office 
represenLative or a PCA BOA TSM. 

J. Observe for a,ny best practices and share with lhe PCA Program Oflice 
representative or PCA BOA TSM. 

K. Information related ro PCA observations must be kept within the PCA team. Do 
not share any information outside of the PCA team unless it is a best practice and 
is within the spirit of the overall BOA objective. 

L. Work with the PCA Program Office representative and Lead BOA TSM to 
complete a Time and Attendance Report (TAR) per section 6.2 of this Handbook. 

M. Enter duty hours into BEAM; the Airport field should reflect TOY loc<1tion. 
Entries should accurately reflect the duties performed throughout the site visit 

Example: Conducting PCA observations at the Checkpoint should be 
documented a SPOT Checkpoint. Team pre-operational briefs should be 
documented as Brief Other. 

4.2.2. PCA OBSERVATIONS 

PCA team members are required to fo llow the standards in this section while conducting 
observat ions of BDOs and BOA TSMs at the TOY location. Team members must: 

A. Work as partner(s) with at least two local BDOs or IBDA TS Ms per duty clay. 
Except ions will be determined by the PCA Program Office representative. Work 
with each BDO partner for a minimum of two (2) hours. 

B. Wot'k wiLb each BDA TSM for a maximum of four (4) consecuti ve hours. Time 
should be equally divided between operational and udministraii ve observations. 

C. Make objective observations based on the PCA Checklis1. Team members are to 
observe and report only. Do not make assumptions, analyze the actions observed, 
or base observation on hearsay. 

D. Not critique, train, mentor, or coach loc<.11 BOOs and BOA TSMs in any fashion. 
E. Lead by example in the proper execution of BDA procedures and all applicable 

SOPs. Do not suggest, inform, or direct local BDOs and BOA TSMs to follow 
PCA team member lead at any time during the observation period. This may only 
occur if there is an imminent threat to transportation security. 

P. Use PCA notebook to document observations and movements. 
G. When documenting observations in a notebook or during data entry, reference 

BOO. and BDA TSMs with their assigned numbers instead of their names. 
H. When briefly discussing observations regarding local BDOs or BDA TSMs, PCA 

team members must utilize a private location and not disrupt the operation. 
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4.3. DATA ENTRY FOR PCA TEAM MEMBERS 

A. All observations must be entered into the iShare data entry tool by the end of 
every shift. 

B. Data entry may occur during slow periods, in between observations. or at the end 
of the shift. If done at the end of the shift, schedule at least one hour to ensure all 
entries can be completed for that day. Let a PCA BDA TSM know if more time 
for data entry is needed so observation time can be adjusted. 

C. Be mindful of the local schedule when using computers. Adjust your data entry 
time as needed to ensure computers will be avai lable. 

D. Utilize the last day of the visit to complete any uncompleted data entry, if 
necessary. All observations must be entered and corrections made before the 
completion of the final day. 

4.3.l. DATA ENTRY COMMENTS 

A. lf an item on the checklist is performed improperly that observatfon should be 
marked "No" in the data entry tool. 

B. Any observation from the checklist marked as, "No" requires a justification for 
that rating. Write a comment at the bouom of the applicable section in the iShare 
tool. 

l . The comment must describe in detail the maru1er in which they did not 
properly execute the checklist item. 

2. Ensure all comments accurately describe the item being associated with it. 
For example, if comparing rwo similar checklist items, the reader should 
be able to differentiate between the BDOs actions for each item and 
clearly understand which item is being referenced. 

C. All comments for "No" observations must first reference the checklist item 
number in parentheses. 
1. Three characters must be used to fill the parentheses. 
2. One and two digir characters must start with appropriate amount of zeroes 

and then the check.JjsL item number. 
Example: (004) BDO did not write anival. or departure times when 
moving fo rm duty locations in assigned notebook. 

D. Each "No" comment must have an individual comment associated with it. Do not 
write one general comment for several incorrect observations in a particular 
section. 

E. All comments for exceptional performance should not include a number reference 
to a specific task item. This should simply be refere:nced as (000). 

141 p il g l' 



TSA 15-00014 - 010587

F. Positive comments should only be included for exceptional performance. Do not 
ooly reiterate that they performed the checklist item correctly if you marked that 
item with a ''Yes". 

G. General comments unrelated to a "No" or exceptional performance should be 
referenced with (999). These should be used when fu1ther explanation of a 
situation is required but does not affect the rating of that item. 

Example: (999) BDO conducted WTL properly in lhe Ml standard lane, but 
disregarded the PrdTM lane entirely. 

H. If an item was not observed, "NA" must be selected. Do not select "No" for an 
item that was not able to be observed during t·he assessment time period. 

I. Comments should be concise, specific and descriptive. Use as much detail as 
possible when referencing time (e.g. minutes), frequency (e.g. three times), and 
di stance (e.g. feet). For example, state "BDO stood four feet beside TDC 
podium" instead of ''BDO stood too far away from TDC podium." 

J. Keep entries gender neutraJ . Avoid using ·'he" or ''she" by using "they", "BOO", 
or ' 'BOA TSM." 

K. Comments should clearly differentiate between the observer and those being 
observed. 

L. If observations were made while conducti11g Playbook, include the Play name and 
number performed in the notes section. This only applies to observations marked 
"No." 

M. Use proper spelling and grammar when writing commellls. Tf necessary, type all 
comments in Word first and copy/paste them into the iShare tool. 

N. Do not copy and paste directly from PCA reference documents or continuously 
re-use generic comments. Each comment should be unique lo tJiat particular 
observation. 

4.4. PCA LEAD BOA TSM RESPONS.IBlLlTIES 

One PCA BOA TSM will be assigned to function as the operational lead for each site visit. The 
Lead BDA 1'SM wi ll be informed of the Team Lead assignment prior to deployment. In addition 
to following all guidelines listed in Chapter 4 of this Handbook, the Lead BDA TSM will have 
additional responsibilities such as overseeing the operational aspect of the PCA site visit and 
assisting the PCA Program Office representative as necessary. 

4.4.J. PCA LEAD BOA TSM RESPONSIBILITIES PRE-DEPLOYMENT 

A. The Lead BDA TSM will create initial operational schedule, to include: 
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2. Creating a work schedule that allows each PCA team member to spend a 
minimum of two hours wi th 75% of the BDA staff at site visit locations. 

B. At Limes, the PCA Program Office representative may request the assistance of 
the Lead BDA TSM in preparing for the site visit. This may include: 
I . Creating the Visit Roster Tracking Tool (VRTT). 
2. Acting as a liaison between the PCA team and the PCA Program Office 

representative or fielding questions from the PCA team members. 
3. Coordinating a meeting time and location with PCA team members. 

4.4.2. PCA LEAD BOA TSM RESPONSIBILITIES DURING PCA SITE VISIT 

A. If the PCA Program Office representative is unable to attend the pre-operational 
brief with PCA members, the Lead BDA TSM must use the airport information 
provided to lead the meeting. 

B. The Lead BDA TSM may be asked to conduct the initial in brief with the local 
BDA Staff, providing an overview of the PCA mission and introduce the PCA 

team members. 
C. Attend the in and out briefs with airport leadership, when operational 

requirements permit. 
D. The Lead BDA TSM will be responsible to oversee all operational aspects of the 

site visit and ensure the successful execution of PCA procedures. Each day, 
ensure all PCA team members: 
I . Properly conduct BDA operations 
2. Maintain a professional demeanor 
3. Arc fit for duty, and 
4. Are in proper uniform. 

E. Provide clear guidance to each PCA team member on: 
I . Process for reponing hours observed 
2. PCA member responsible for completing the YRTI each shift, and 
3. The transfer of the VRTT between shifts and who to include. 

F. Report any security concerns or issues with the local airport or PCA team 
members immediately to the PCA Program Office representati ve. 

0 . Adjust work schedule as needed in order to observe 75% of the local BDA staff, 
allow for each team member to complete all data entry by the end of the silc visit, 
and avoid or reduce Comp Time. 

H. Serve as a faci litator in coordinating team briefings. This includes, but is not 
limjted to: 
l. A daily shift debrief to discuss operational concerns 

2. Best practices observed. and 
3. Any other relevant in formation to the site visit. 
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l . Serve as a Subject Matter Expert and information resource regarding the PCA 
Team Member Handbook, the BDA SOP, and all guidance issued by Lhe BDA 
Program Office. 

J. Ensure that each PCA team member has a comple1ed and signed TAR by the end 
of the site visit, fo llowing guidance in section 6.2 of this Handbook. 

4.4.3. PCA LEADBDA TSM DATA ENTRY RESPONSIBILITrES 

A. Review all comments and ensure all con-cctions are made prior to the end of Lhc 
mission. 

B. Work with PCA team members lo ensure observations are accurate and 
appropriately depict the local BOA operation. 

C. The Lead BDA TSM must ensure tha1 each PCA team member is given enough 
time to perform all data entry requi rements. Lead BOA TSMs should plan ahead 
10 schedule additional time on the last day of mission for comment conections 
and review. 

D. ff additional time is needed to perform data entry, the Lead BDA TSM must 
adjust observation schedule to permit completion of data entry. Jf the schedule 
will not allow for changes, inform the PCA Program Oflice representative for that 
mission to discuss possible options for completing data entry at a later time. 
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5. TRAVEL 

Cha11ter 
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These travel guidelines arc intended to inform and aid PCA team members in the preparation of 
Travel Authorizations and Vouchers, government travel card rules. und general travel 
expectations. The PCA Program Oflicc recommends that each PCA team member be formally 
trained on the Concur system. Travel approving officials at the AOR shall determine that each 
Voucher is reasonable and appropriate based on TSA regulations, and the PCA Team Handbook. 
The PCA Team Handbook provides more detailed travel procedures specific to PCA team 
members. 

5.1. GENERAL TRAVEL STANDARDS 

A. Understand and comply with TSA MD l000.5, Government Travel Cm·ds (GTC) 
and I 000.6, Temporary Duty Travel. 

B. Review travel instrnctions and itineraries to ensure accuracy and immediately 
report any discrepancies through the PCA Program Office and the National 
Deployment Office (NDO). 

C. Execute travel orders in compliance with the provided itinerary and PCA or NDO 
direction. 

D. Report travel delays or inabil ity to deploy immediately to the PCA Program 
Office representative or to PCA@tsa.dhs.gov. 

E. Do not wear uniform or any OHS identification or badges during travel. 
F. Place at least one full TSA issued uniform in carry-on luggage. 
G. PCA team members should track all expenses while TOY so accurate information 

is available for filing Vouchers. 

5.2. TIME lN TRAVEL STATUS 

Time in travel status includes the time an employee actually spends: 

• Traveling between the official duty station (AOR) and a temporary duly station 

• Between two temporary duty starions 
• The usual waiting time that precedes or interrupts such travel, subject to the exclusions 

specified in the TSA Travel Policy. 

PCA approves travel status per the below guidelines: 

A. En route to TOY location: 
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3. Layovers 
4. From baggage pick up to arrival at lodging site. 

B. Return to AOR: 
I. Up to two (2) hours prior to scheduled tlighl (other modes of 

transportation, i.e. tra.in, or small airports may require less). 
2. Time in flight, 
3. Layovers, 
4. End at baggage pick up, not to exceed 30 minutes. 

5.3. TRAVEL ALLOWANCES, PER DIEM, AND MISCELLANEOUS EXPENSES 

While on TOY, each PCA team member is entitled to per diem reimbursements based on the 
deployment location. TSA adheres to lhe per diem rates publ ished by the General Services 
Administration (GSA) and Department of Defense (DOD). 

A. A team member must travel more than 50 mile~ from AOR to be eligible for 
Comp Time Travel. 

B. Travel arrangements, to include lodging and flight , are provided for PCA team 
members through the NDO. 

C. Combining personal travel to an official trip is authorized on a case-by-case basis. 
The cost of the personal travel must not exceed U1e expected cost of the official 
travel. This must be done in conjunction with approval from PCA team member's 
local leadership. 

0 . PCA team members may be reimbursed for necessary travel and transportation­
related expenses incurred while on official business. The approving authorities 
determioe whether Lhe claimed expen11es are reasonable based on TSA policies 
contained wiLhin this document. 

E. Per the TSA Records Disposition Schedule, all receipts must be kept and made 
available in re!iponse to a post-payment audit for a period of six (6) years and 
three (3) months. 

F. All receipts must be attached to the corresponding Expense Report using fox or 
PDF, prior to AOR approval of Expense Reports. 

G. If requested, receipts must be provided to the PCA Program Office representative. 
H. Claims that cannot be substantiated with required receipts may be denied 

and repayment made by the PCA team member. 
L Reimbursable expenses may include, but are not limited to the fo llowing: 
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I. ATM fees only when the GTC is used for necessary cash advances. 
2. Taxicabs/Shuttle Service costs between: 

a) Residence and the AOR only if the member is not able to perfo1m 
the commute by their normal mode of transportation, or their 
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normal mode of transportation results in an increase of totaJ 
commuting costs, i.e., long term parking fees. 

b) Between the airport of deployment (AOD) and lodging facilities 
when transportation is not provided. 

3. Baggage fees for one ( I) piece or luggage. Baggage fees for more than one 
(l) checked bag wi ll be paid by the PCA team member. 

4. Transportation (shuttle) tips for first and last day of deployment No more 
than$ I 0 total will be reimbursed per deployment. 

5. Laundry and dry cleaning after 6 consecutive nights. 
J. Non-reimbursable expenses include: 

I. Personal phone calls lo family and childcare givers. 
2. Oversize or overweight charges for any bags. 
3. All other tips. i.e., for hotel cleaning staff, checked baggage handling, 

meals. 

5.4. PERSONAL EMERGENCY TRAVEL 

Personal emergency travel is travel resulting from a PCA member !becoming incapacitated by 
illness or injury, a family member's deatb or serious illness, or other unforeseen circumstances of 
a non-routine nature. In an emergency, the PCA team member will notify the PCA Program 
Office representative as soon as possible. The following arc examples of expenses that BOA may 
authorize payment for if a PCA team member suffers illness or incapacitating injury while 
deployed: 

• Per Diem at the location where the incapacitating i llness or injury oecun-ed. 

• Transportation to an alternate location to receive medical treatment. 

• Transportation and per diem to return to their AOR. 

Final determination of authorized expenses associated with an emergency deployment will be 
made by the AOR based on TSAMD 1000.6 Temporary Duty Travel and Lbe FAATP !Part 301-
30. 

S.S. GOVERNMENT TRAVEL CARD STANDARDS 

PCA Team Members are required to: 

A. Understand and comply with TSA MD 1000.5, Government Travel Cards (OTC), 
GSA SmartPay Contract, and the Supervisor Agreement between 
Agency/Organization and the Employee. 

B. Apply for, obtain. aMI maintain a OTC. 
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C. Pay the amount due on their GTC bil l in full each billing period, no later than the 
payment due dale. Tl1is can be done online with JPM Chase at 
hllps://gov I .paymenlnct.com/. 

D. Check GTC account monthly for any charges. 
E. Use the GTC for all official TSA travel expenses. The GTC is only Lo be used for 

expenses incurred in connection with official government business travel. 
Exemptions from mandatory use of the GTC include: 
I . Expenses incurred at vendor that docs not accept the GTC. 
2. Laundry (coin). 
3. Parking. 
4. Local transportation system. 
5. Tips. 
6. Meals, when use of the card is impractical (for example, group meals). 

F. Contact the rravel card issuer wi thin 15 calendar days of a change of name, 
address, office location, phone numbers or other significant change. 

G. Contact the travel card issuer to dispute any charges. 
H. Complete the OHS Travel Card Training every two (2) yeaJ'S, maintain 

completion certificate, and provide copy to the AOR travel POC. 
l. Only use cash advances for the purpose of covering expenses incurred where the 

GTC will not be accepted. 

5.6. ABUSE OF GOVERNMENT TRAVEL CARD 

Abuse or the GTC is defined as: 

A. Incurring any expense or withdrawal of funds from ATMs that is not associated 
with authorized government travel or official business (misuse). 

B. Fai lure to pay just llcbls to tbe OTC account by due dale (del inquency). 
C. Paying with insufficient funds Lo cover payment (misuse and possible 

delinquency). 

Misuse or delinquency of the GTC violates the agreement signed by the employee and TSA 
policy regarding the use of the card. TSA considers this as employee misconduct subject to 
disciplinary action. lf advised, the PCA Program Office representative will notify the PCA team 
member of any apparent abuse of the GTC- Lhis will normally come from the AOR staff. The 
BOA Progrnm Office can take appropriate administrative action (removal) in addition to any 
ac tion received at the AOR. 

The TSA Office of Financial Management (OFM) will process any salary offset request received 
by the GTC issuer. This process is outlined in the TSA Financial Management Manual found on 
the TSA website. Acquiring a GTC and maintaining it in good standing is a requirement for all 
PCA Team Members. 
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Depending on the severity and circumstances of the travel card abuse, a PCA team member may 
be released from PCA and TSA l'or a single instance of travel card abuse. 

5.7. CONCUR MULTI-TRIP ATHORIZATl.ONS 

Each PCA team member must ensure that a blanket travel authorization is created each quarter, 
unless otherwise instructed by the PCA Program Office. Information needed to properl y create a 
Multi-Trip Voucher can be found in Appendix A. 

5.8. CONCUR VOUCHERS 

A. All vouchers (known as Expense Reports in FedTraveler) must be submitted 
within five (5) days after the end of a mission. 

B. Concur vouchers shall be electronically prepared and submitted by the PCA team 
member. The member will contact the AOR Concm POC regarding any 
problems and to determi ne the policy for faxing copies of receipts or providing 
original signed documents. 

C. The processing fees for Concur vouchers are automatk ally added to a combined 
billing account (CBA) and the traveler will not be charged. 

D. Once a voucher has been completed (electronically processed) a voucher payment 
generally takes up to five (5) business days. 

E. If problems are encountered with payment of vouchers (delays more than 5 

business days from the dale the voucher is completed), contact lbe AOR Concur 
POC. 
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6. HUMAN CAPlTAL 

Chapter 
6 

TSA 's Office of Human Capital (OHC) has the responsibility fo r selling policy on Absence and 
Leave, Hours of Duty, Time and Attendance, Workers' Compensation, Awards and Perfo1mance 
Management and other General Policies. A link to OHC Management Directives, Fonns and 
Handbooks can be found in Appendix B. 

6.1. DO NOT DEPLOY (DND) GUIDANCE 

PCA team members must notify the PCA Program Office of their Do Not Deploy (DND) status 
at least three (3) weeks in advance, or as much notice as possible. l'eam members can do this by 
updating the DND calendar on the PCA iShare site. The DND status is designed for PCA team 
members to notify the PCA Program Office of any period of time they are unable to deploy. If a 
PCA team member is not in a DND status, they are subject to deployment with little advanced 
notice. Circumstances warranting a DND status include the following categories: 

• Administrative Recommendation 

• Medical injury/situation 

• Military Leave 
• Training or Remediation of a Technical Proficiency 

• Family and Medical Leave Act (FMLA) 
• Jury Duty or Coun Appearance 

• Regularly scheduled leave 
• Personal commitments (e.g. family issues, medical appointments, graduations, etc.) 

6.2. TIME AND ATI.ENDANCE REPORTS 

The TAR and supporting documents will be completed in compliance with the following: 

A. Each PCA team member will receive a pre-filled TAR at the beginning of the site 
visit. It is the responsibility of each team member to track their own time and 
document deviations from tbeir original schedule on the hard or sof't copy 
provided. Deviations include: 
I. Start/Stop ti mes worked, 
2. Travel delays, and 
3. Anticipated Comp Time. 

B. Any anticipated Comp time must be reported immediately lo the PCA Program 
Office representative. 
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C. By the end of the deployment. create and print a TAR and attach documentation 
such as Standard Fann (SF) 71 for leave, SF l J 07 for Comp Time and a copy of 
an itinerary for Travel Time. 

D. No overtime is authorized. 
E. The PCA Program Office representative or Lead BDA TSM wil l review the TAR 

to ensure proper annotation of all Lime and supporting documentation. If 
discrepancies with the annotated time or supporting documentation occur, return 
the documentation to the team member with instruc1ions for co1Tcction and rc­
submittal. 

F. A PCA Program Office representative wi ll review a.nd sign TARs for each PCA 
team member. 

G. The PCA Program Office representative or Lead BDA TSM wil l then scan the 
documents and provide the PCA team member with the original copy of all 
documents to take to their AOR. A signed, scanned copy must be sent with the 
PCA Program Office representative. 

H. PCA team members must send an updated TAR to the PCA Program Office 
representative no later than the Tuesday fo llowing deployment if deviations 
occurred on travel back to AOR or a discrepancy was identified 

l. All time worked must be certified by the PCA Program Office representative. 
J. PCA team members are responsible Lo ensure the accurate use of project and 

transaction codes. TA Rs must use the codes in the box below. Any other codes 
must be approved by the BOA Program Office prior to use. 

Code When It Should Be Used 

Travel-Enroute TOY All travel time ._ 

Travel- At Destination TDY Duty hours performed at TDY location. 
This includes team meetings and working 
at operational location. 

Base w/Night Di ff Time spent at TOY location during night 
differential applicable time period. This 
excludes travel days. 

Comp Time Earned Comp time accrued at TOY location 

Comp Time Travel Earned Comp Time accrued during travel 

K. Base w/Sunclay Di ff and Base w/Sun Night Di ff wi ll not be permitted while on 
TOY travel. This may only occur when PCA site visit operations are conducted 
(not for travel). 
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APPENDIX A: CREA TtNG A MULTI-TRIP VOUCHER 

I. From travel desktop, click on blanket travel. 
2. ln the accounting code section: 

a. Click on "modify" below the first accounting string line. 
b. In the drop down list, select OSO, and then click on set organizalion. 
c. Click on select value. 
d. In the search by element value box type BOO PCA then click search. 
e. Click on the accounting code that came back in the search results. 
f. Click on submit accounting string. 
g. Enter 7500 in the amount box to the right of the account code. 

3. Check the Multi-Trip Voucher (MTV) box. 
4. Change the sta1t date to the fi rst day of the Quarter, or today's date if the quarter has 

already started; Change the end date to the last day of the Quarter. 
Q l - October 1 through December 3 I 
Q2- January I through M£1rch 31 

Q3 - April I through June 30 
Q4 - July 1 through September 30 

5. Jn the travel purposes selection, choose Special Mission Travel from the drop down list, then 
click on add to the right of the drop down box. 

6. Click on comments on the left menu. 
7. Enter the appropriate mission critical statement and "Other Comments" in the comment box. 

(Note: use Ctrl C and Ctrl V for copy and paste.) 

PCA Mission Critical Statement 

This travel is deemed and approved as MISSION CRITICA L as ii directly supporrs the 
DHSffS!\ mission req11ireme111s of STRATEGIC OVERSIGHT and PROGRAM 
COMPUANCE as directed by OSO and the BDA Progra111 Office. 

8. Click on return to plan on the left menu. 
9. Click on submit document on the left menu. 
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APPENDIX B: LINKS AND REFERENCES 

PCA Team iSharc Site (link to observation data entry page can be found here): 

l(b)(2} 

BOA Program Office iShare Site (BEAM can be found here): 

r b)(2) I 
GSA Per Diem Website: 

l(b)(2) 

Concur Website and Contact Information: 

l(b)(2) 

For 1echnical questions: Concur Help Desk 855-817-3520 or cgetiel'I @concur.com 

For PIN resets, lock-ou1s, <md additional assistance: AOR Concur POC 

Government Travel Card Information: 

l(b)(2) 

JPMorgan Chase Customer Service: 888-297-0781 

PCA Team Members may access their account onl ine to review statements, account activity and 
to pay the bill: 

' 

Organization ID: DHSOOOl 

User ID: (normally the first Initial, last name, last 4 of SSN) 

Password: last 6 digits of cardholder's SSN (change password after 1st log-in) 

Tax Exempt Locations and Forms: 

Tax exempt stales: AK, DE. PL, KS, MA, MO, NY, OR. PA, TX. WI 

Human Capital iSha1·e Site and Contact Information: 

l(b)(2) 

TSA HR Access Helpdesk: 877-872-7990 
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