
c l	 :AVE BLANK (NARA use ani 
REQUEST FOR RECORDS POSITION AUTHORITY JOB NUMBER 

(See trretrcrotrorre on reverse)	 /'II-LISt. -c:fX - / 
TO	 DATE RECEIVED /and RECORDS ADMINISTRATION (NIR) & ~/c13 
1.	 NOTIFICATION TO AGENCY 

In accordance with the provisions of 44 
U.S.C 3303a the disposition request,
including amendments, ISapproved except
for Items that may be marked "drspositron3. MINOR SUBDIVISION not approved" or "withdrawn" in column 10. Space Mana t Branch 

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

Michelle Thomas	 202-927-5721 

6. AGENCY CERTIFICATION 

I hereby certify that I am authorized to act for this agency in matters pertaining to the disposition of its records 
and that the records proposed for disposal on the attached _2_ page(s) are not now needed for the business 
of this agency or will not be needed after the retention reriods syecified; and that written concurrence from 
the General Accounting Office, under the provisions 0 Title 8 0 the GAO Manual for Guidance of Federal 
Agencies, 

~ is not required; 0 is attached; or o has been requested.-
TITLE 

ATF Records Officer 

7.	 9. OR 1 
ITEM	 8. DESCRIPTION OF ITEM AND PROPOSED DISPOSITION SUPERSEDED TAKEN (NARA
NO. JOB CITATION USE ONLY) 

1	 ATF Res 101, Item 22, Space Management System (SMS).

See attached pages.
 

NSN 7540-00-634-4064 STANDARD FORM 115 (REV. 3-91)
PREVIOUS EDITION NOT USABLE Prescribed by NARA 

36 CFR 1228 

115-109 



•
 
/' 

Bureau of Alcohol, Tobacco, Firearms and Explosives (ATF)
Administrative Programs Division 
The Space Management Branch 

ATF RCS 101, Item 22, Space Management System (SMS). 

a. Ma File. This system provides the tools for~ 
tracking spa and alteration projects, meas~~~costs, 
reconciling rent rojecting future r fl~costS. The 
system stores informatl on all th ocations occupied by
ATF including building addre ,lease specifications,
budgets, space and altera~on pro] s, requisition and 
reimbursable work aut.l1:6rlzations,and cent and future 
rent costs. 

Records are scheduled under GRS 11, ite 

b. Inputs (Paper Records). Forms requesting
other services (ATF F 1834.1 and SF 81). 

DISPOSITION. DESTROY 2 YEARS AFTER TERMINATION OF 
ASSIGNM~NT, WHEN' PROJECT IS COMPLETED, WHEN LEASE IS 
CANCELED, OR WHEN PLANS ARE SUPERSEDED OR OBSOLETE. 

c.	 Outputs (Paper Records). Random reports used 
printed by budget account 

are scheduled 

d.	 and Word Processing 
on electronic and word 
to a record keeping

maintained for ~vt~( ~I 
&R5 il,~& 

(1) e administrative value fMT 
after the recordke copy is made. eludes copies t,/5"J03maintained by' ividuals in personal files, ersonal 
electronic disk or nef rk drives 
and co s on shared network drives that are used y to 
pro ce the recordkeepingcopy. 
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ION. TEMPORARY. 
RECORDKEEPING PY 
RECORDKEEPING SYS 

(2) Records used 
updating. 

DISPOSITION~TEMPORARY. DESTROY 

revision, or 

DISSEMINATID~REVISION, OR UPDATING IS 

~-- ..-------




