
1 

Request for Records Disposition Authority Leave Blank (NARA Use Only) 
(See Instructions on reverse) 

To National Archives and Records Administration (NIR) 
Washington, DC 20408 

Date Received 
From (Agency or establishment) 

Bureau of Alcohol, Tobacco, Firearms, & Explosives 
Notification to Agency 

2 Major Subdrvrsion In accordance With the provisions of 44 
Office of Management usc 3303a, the drspositron request, in-

cluding amendments, ISapproved except for 
3 Mmor Subdrvrsion Items that may be marked "drsposinon not 

Recruitment and Hiring Center approved" or "Withdrawn" In column 10 

4 Name of Person With whom to confer 5 Telephone (include area code) Date 

Michelle Thomas 202-648-7527 
6 Agency Certification 

I hereby certify that I am authorized to act for this agency In matters pertaining to the dtspositron of ItS records and that the records proposed 
for disposal on the attached 1. page(s) are not now needed for the business of this agency or will not be needed after the retention 
periods specified, and that written concurrence from the General Accounting Office, under the provisrons of Title 8 of the GAO Manual for 
GUidance of Federal Agencies 

[i] IS not required D IS attached D has been requested 

Title Date (mm/dd/yyyy) 

ATF Records Officer 3/18/08
9 GRS or 10 Action
 

Item 8 Descnption of Item and Proposed DISposition Superseded taken (NARA
 
Number Job Citation Use Only)
 

1 Applicant Tracking System (APTRAK) 

Privacy Act: Justice/ATF system of records .007. 

~-10-9~~~~~~~--~~~~~~~~~~--~~~~=f~~~~AJ~~~~I17~--~~-L~-S-t-a-n-da-r-dLF-o-rm--1-1-S-(R-e-V-3-'9-1-) 

Prescnbed by NARA 36 CFR 1228 



...
 

Attachment A 

Bureau of Alcohol, Tobacco, Firearms and Explosives 

Bureau of Alcohol, Tobacco, Firearms and Explosive 
Office of Management 
Admmistrative Programs Division 

Item No. Description of Item and Proposed Disposition 

Applicant Tracking System (APTRAK) 

APTRAK tracks all new lures for Special Agents and Industry 
Operations Investigators while they are gomg through the hmng 
process. 

a. Master File. Records are dated 2001 to Present. APTRACK 
retams J ob notices, dates of birth, social secunty numbers, 
addresses, telephone numbers, RNO data, medical records, 
polygraph tests, drug tests, background completion dates are also 
tracked withm APTRAK. 

DELETE WHEN NO LONGER NEEDED FOR LEGAL OR 
AUDIT PURPOSES. [Per. Cml Aetlsfl 90 2841 RCL, SeetlOfl 
G-J.a} 

b. Bllel" up eopies of masteF file. Baek up espIes are ereated 
dally SfltS the esmmafld eeflter server afld Hsed fur pstefltlal 
system faIlHfe, lfl the eyeflt sf system fallHfe, sr sther 
Hfllflteflhsflallsss sf data. 

DESTROY FULL BACKUP TAPES 'NHEN SECOND 
SUBSEQUENT BACKUP IS VERIFIED AS SUCCESSFUL 
OR WHEN NO LONGER NEEDED FOR SYSTEM 
RESTORATION, WHICH EVER IS LATER. 

c. Input records (paper). OF 612's and resumes. 

DESTROY WHEN NO LONGER NEEDED FOR LEGAL OR 
AUDIT PURPOSES. [Per: Cml Aehofl 90 2841 RCL, Seet19fl 
G-J.a} 

d. Output Records System generates statistical reports on as as-
needed baSIS. 

DESTROY WHEN NO LONGER NEEDED FOR 
ADMINISTRATIVE PURPOSES 

e. 
System Doeumeotlltioo. Data system speelfieahofls, file 
speelfieatIsflS, esdeessks, reesrd laysHts, Hser gmdes, OHtpHt 
speelfieatlSflS, ete., are related ts a master file sr database 

DESTROY WHEN SUPERSEDED OR OBSOLETE OR UPON 
AUTHORIZED DELETION OF THE RELATED MASTER 
FILE OR DATABASE. 

GRS or 
Superseded 
Citation 

New 

Job 
Action 
Taken 
(NARA 
Use 
Only) 

GRS 24, Item 4a (2) 

New 

New 

GRS 20, Item 11a 




