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Bureau of Alcohol, Tobacco, Firearms and Explosives
Office of the Director
Executive Secretariat

Correspondence Tracking Management System (Capitol Correspond)

Description of the System. The Correspondence Tracking Management System

(Capitol CORRESPOND) is an electronic database that tracks and maintains copies of incoming
communications and responses to Congressional inquiries and other correspondence pertaining to
retirements, commendations, deaths, births, thank - you notes, and other direct correspondence requested
by the Director.

a. Master File. Records are dated 1998 — Present. The system contains names and addresses from letters
received, copies of outgoing replies, congressional letters and the Director’s personal letters and memos.

DELETE WHEN 5 YEARS OLD OR NO LONGER NEEDED FOR AGENCY USE,
WHICHEVER IS LATER.

~Back-up copies of master file. Backup copies of the Master File are created daily, weekly and
month are used for potential system restoration in the event of a system failure or other
unintentional 16

DESTROY FULL BACKU
IS VERIFIED AS SUCCESSFUL OR W
SYSTEM RESTORATION, WHICHEVER IS LAT

WHEN SECOND SUBSEQUENT BACKUP
LONGER NEEDED FOR
. (GRS 24, Item 4a (2))

ut Records (paper). Incoming correspondence and response documents.

ATION HAS BEEN CONVERTED TO AN
ED OR NO LONGER NEEDED FOR
. (GRS 20, Item 2 (a))

DESTROY AFTER
ELECTRONIC MEDIUM A
REFERENCE PURPOSES, WHICHEVER

~Qutput Records. Statistical reports that list outstanding and overdue letters. Reports are distributed to
various diregtorates for preparation of letters.

DESTROY WHEN NO L
AGENCY USE, WHICHEVER IS LAT

EDED FOR ADMINISTRATIVE, LEGAL, AUDIT, OR
GRS 20, Item 6)

~System Documentation. Data systems specifications, file specifications, codebooks, record layouts,
user guides; ifications, etc., related to a master file or database.

DESTROY WHEN SUPERSEDED OR E OR UPON AUTHORIZED DELETION
OF THE RELATED MASTER FILE OR DATABASE: (GRS 20, Item 11a)



