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1 Laboratory Information Management System (LIMS) 

115-109 NSN 7540-00-634-4064 Page~ of Standard Form 115 (Rev 3/91) 
Previous Edition Not Usable Prescribed by NARA 36 CFR 1228 



• • 
Bureau of Alcohol, Tobacco, Firearms and Explosives 
Office of Science & Technology 
Laboratory Services Division 

Laboratory Information Management System (LIMS) 

Description of System: LIMS is an evidence and case tracking system that support all of the 
Bureau's law enforcement functions 

a. Master File. Records are dated from 1980 - present. These records contain evidence 
submitted to the laboratory for examination and the examiner results. 

DELETE I YEAR AFTER TRANSFER INTO SUCCESSOR SYSTEM 
AND VERIFICATION OR WHEN NO LONGER NEEDED FOR AGENCY 
USE, WHICHEVER IS LATER. 

b. Back-up c ies. Backup copies of the master file are created daily on to the command center 
server and use or potential system restoration in the event of a system failure or other 
unintentional los of data. 

DESTROY FULU BACKUP TAPES WHEN SECOND SUBSEQUENT 
BACKUP IS VE lED AS SUCCESSFUL OR WHEN NO LONGER 
NEEDED FOR SYS M RESTORATION, WHICHEVER IS LATER. 
(GRS 24, Item 4a (2)) 

c. Input Records (p er). Evidence Transmittal forms (ATF F 7170.5) from the submitting 
agent, results of the e mination, digital photos and scanned documents. 

DESTROY 5 YEARS FTER INFORMATION HAS BEEN 
CONVERTED TO AN LECTRONIC MEDIUM AND VERIFIED OR 
NO LONGER NEEDED OR REFERENCE PURPOSES, WHICHEVER 
IS LATER. 

d. Output Records. Laboratory Report of Examination, monthly statistical reports and results
 
of adhoc queries.
 
DESTROY WHEN NO LONGER NEEDED FOR ADMINISTRATIVE PURPOSES.
 

e. System Docum tation. Data systems specifications, file specifications, codebooks, record
 
layouts, user guides, output specifications, etc related to a master file or database.
 

DESTROY WHEN PERSEDED OR OBSELETE OR UPON 
AUTHORIZED DEL ION OF THE RELATED MASTER FILE OR 
DATABASE. (GRS 20, em IIa) 


