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REQUEST FOR AUTHORITY
 

TO DISPOSE OF RECORDS
 
(See Instructions on Reverse) 

TO: G SERVICES ADMINISTRATION 
NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON. DC 20408 ----------------------+--------------------------------~ 

1. FROM (AGENCY OR ESTABLISHMENT) 
In accordance with tho provisions of 44 U.S.C. 3303a the dis-Treasury Department _____ -j posal request. includIng amendments, is approved except for 

2.	 MAJOR SUBDIVISION Items that may be stamped "disposal not approved" or "with· 
drawn" in column 10. ATF 

3. MINOR SUBDIVISION 

Information Han t Division 
4. NAME OF PERSON WITH WHOM TO CONFER	 5. TEL. EXT. 

Jack O'Leary	 ______ ~5~6~6-7927 
6. CERTIFICATE OF AGENCY REPRESENTATIVE:	 (Date) 

I her,ejly certify that I am authorized to act for this agency in matters pertaining to the disposal of the agency's records; that the proposed for disposal in this Request of 
___ ,_ plge(s) are not now needed for the business of this agency or will not be needed after the retention periods specified. 

Chief, Records & Reports Branch 
(Title) 

9.7. 8. DESCRIPTION OF ITEM	 10.SAMPLE ORITEM NO. (With lnclusrve Dates or Retention Periods)	 ACTION TAKENJOB NO. 

The attached revised and updated schedule 
covers ATF criminal enforcement field office 
records (district offices and posts of duty
(POD)). 

115-106 STANDARD FORM 115 
Revised January 1973 
Prescribed by General Services 

Administration 
FPMR (41 eFR) 101-11.4 
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nCl-436-76-2----- ---- -----1-- ---r - ------- -----------.-------.- -.--'------.. f I CRIMjNAL ENfORCEMENT DISTRICT OffICE RECORDS 

* 25.	 Ac c.i den t Cases - These arc c a se files c o n t c in ing accident r c po r t s ,
 
1 exh ib i t s , statements of I ac t , a nd r c la rc d c o r rc spo n-lc n cc . Rcl a t cd
 

in fo rrr.at io n m.JY be found in the f o l lo vi ng directives: I\IF 0 1850.1,

\ 
I AIr-Oimed I'lotor Vehicles - Ope r a t ion a n d l·l:iinten.1nccGuide, A'l'F 0
 

I 1850.6, I'lotor Vehicle HallilGer:ent, I\n; 02902.2, Safety Pr o g r nm ,
 Ii 1\T F 0 3000. 113, Cr i:11in (! 1 En I 0 C' n t G c n C' r .J1 In f 0 rrn a t: i.()n , .J AT F 0
1- C e;1I nd
 
i 8600.11\, Integrity Rnd Other Invesli~alions.

I	 i 

iDESTROY 1 year after final disposition. Ite!'1 '1..7. 
,,
 

, i
 
26.	 I\gent Cashier Fund and Informnnt Contracts - These are records relnting

I to the expencliture of Governr.1~nt funds [or 
• investigative purposes :including

copies o I c cn f id en t i a l expense mcmo s c onc e rn in g expenses reimbursed 
on SF 1012. Also includes contracts entered into Hith informants 
( pro m isin g top a y the rn f0 r in for iT' at ion), cop i e s 0 f r e 1 ate d v 0 u cher s , 
receipts and other information. Related information may be found in 
the fo llo wi ng directives. ATF 0 1925.1, Cashiers Irrpr c s t Fund (Investi-
gative), I\TF 0 3210.7, Investigative Pl'ocedures, Prioritips and Techniques,
and ATF 0 l5DO.1A, Operating Travel. 

,	 . 
IDE5TROY 7 years after closing, Item 35, 

I 

27.	 Agents Diaries - These are records mainlained by special agents to record 
a

! 
b r e ak d own 0 f daily activities by time and date. 

I
IDESTROY when 6 years old, Item 92,

I 
28.	 District Office 'UI Files - These are records containing reports of 
i	 investigation, reports recommending prosecution and related material
 

described below. Related information may be found primarily in ATF
 
o 3270.10, Criminal Enforcement Investigative Reports. References to 
property taken into Bureau custody nre discussed in ATF 0 3400.2A,
Property Taken Into Bureau Custody, and ATF 0 l850.3A, Forfeitllre andI Disposition of Seized Personal Property, nnd ATF 0 3210.7 outlines i

I 

additional information on electronic surveillance reports.
i: .	 i 

!a. I\TF F 3270.2 and 3270:3, Report of Investigation and Continuation iSheet. i 
---: -- ~---	 ----- --------- - -----I-
b.: Cr im i.na I case report and c x h ib it s ,
 

: I
 
I 

c .'	 Property records; e.g., I\TF F 3~00.15, I\TF F 3400.16, I\TF F 3400.9 I 

ATF F 1850.2, I\TF F 1350.23, etc.L	 I 
I	 i I I . __.. _..	 . ... .1-- --.---.d .!__De'fend:mt- Li ng c r pr i.nt c a rd s .... -- --------

pnge 4 
D: r~l:eTI VF TY i'l ;-.tc, VJI IX 



I 

t1Cl-43G-76-2-:--T--r----l-----r---- ------ ----------------------------- --- ------------ ----------l-----_----- --
'I eJ	 AIF F 3270.6 Progress Record of Case.* ,I	 I ! ' 

[~	 Electronic Surveillance reports. ! 

I 

,	 ,,i :IRANSFER to records center wh~n 5 years old. ,I i,
 
DESTIWY wh c n 20 years old. Lt.era 2S.
 

29.	 Demand Lc t t er s - These arc COpies of d em and 1 e t t e r s wh ich a re f o rm a l 
! wr i t t en demands on pr im ar y distributors, jobbers, w arch o u scmc n , co n t a in e r 
i m anu Lac t u rc r s , wh o le sa lc r s , importers, man u f ac t u rc r s of a r t ic le s , arid 

others. The records include copies of ATP F 3330.2, Raw Materials Contact 
and Recommendati~n, or equivalent, releas~s, and r~lated corresponjcnce.
Related information may be found in the Io l Lo o ing directives: ATF 0 
3330.4, Alcohol Enforcement Program, and ATF 0 5300.2, Technical Services 
Procedures - Firearms and Explosives. 

,DESTROY 1 year after cancellation. Iten 31. 

30.	 General Enforcerne~t Correspondence - Correspondence with the public
I ,regarding alleged violations and other related matters. Related 
I information may be found in the following directives: ATF 0 1200.2, 
I Public Affairs Guidelines, AIF 0 3000.1B, Criminal Enforc~ment General 

Information, AIF 0 3270.10, Criminal Enforcement Investigative Reports,
and ATF 0 3350.7, Operation CUE Interdict jon Instructions. 

iIDESTROY 3 years after preparation. Item 36. 
I 

! 
31.	 Motor Vehicle Records and Reports - These are records and reports covering
I vehicles assigned to district office personnel; e.g., SAC, ASAC and 
i Operations Officer. Vehicles assigned to POD's are covered else~lere in 

this sch cd u lc . Related information 17layb e found in ATF 0 1850.6, Ho t o r 
Vehicle Management. 

, 

jDESTROY 1 year after vehicle is disposed of. Item 45. 

32.	 Progress, Plans, Problems, Reports - These Rre reports of enforcement ,I activities pr e parcd on a mo n t.h l y basis, outlini.ng impo r r an t ac com p li shme n t s . I Related information ~.:lybe found in ATF 0 l323.2A, Monthly Narrative ReportT_(~laThOblem;~E:::w:r::::s:)~ear:l~.:~~~-41~--- ------- - --;. 
33.	 P~bli.~ Voucher for Purchases and Se rv ic c s Ot h e r Th.:111Pe r so n c l , SF 
L	 103!~A'- These are d i s t r ic t office copies of SF 103!d\, or e qu i.v a Lcn t , 

covet-ing m iscc Ll anc o us expenditures. Rc l.nt ed information may be f ouud -r r , 

Pnge 5 

ATF	 " 13:.'1.6 ~11-7~) DIRCCTIV[ lY PIll(, CUIDC 

http:outlini.ng
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. id the following directives: ATF 0 1850.3A, Forfeiture ~nd Disposilion* of Seized Personal. Property, .111(1 ATF 0 3400.2A, Property Taken Ln t o 

Bureau Custody. 

·DESTROY whc n 1 year old. I t.em 40.I i 
I 

QlIart~dy Report - Fi rearms Retained, Transferred or Dr s t ro y cd - Dj strict 
office copies of ATF F 1850.20, or c qu iv n len t , the o r i g in a l s of wh ic h are 
t r cn srni t.Lc d to Bureau He ad qu ar t e r s , Re la t c d in I o rm a t io n moy be found 111 

the Io llo vi ng d irec c ivc : ATl" 0 1850.311, Fo r f e i t u rc a nd Disposilion of 
Seized Personal Property. 

DESTROY when 1 year old. Item 44. 
! 

35.	 Quarterly Report - Forfeited Property Transferred to Bureau of Prisons -
i District office copies of ATl" F 2549, or equivalent, the originals
i of wh ich are sent to Bureau He ad qu ar t c r s , Related in f o rrn a t io n ma y be 
I found 111 ArF 0 1850.3A 

, 
II	 ;DESTROY wh en 1 year old. Item 43. 

I, 
36.	 ~~gister of Raw Materials Dealers and Users - ATF F 3330.2 - These are 

records prepared by investigators on ATF F 3330.2, or equivalent, coveringI interviews with raw materials and container dealers. Related informationI may	 be found in AIF 0 3330.4. 

I	 II	 IDESTROY 1 year after discontinuance 
i	 i of business. Item 80. 

I	 I 
3) .	 Remittance of Proceeds from Sale or Other Disposition of Forfeited Seized 

P~operty - This item covers copies of ATl" 1" 1850.8, Seized Property
Remittances for Deposit, or equivalent, maintained in the district offices;
other copies <Ire ma in t a ine d in POD offices. Related information ma y be 

found in ATF 0 lS50.3A, Forfeiture and Disposition of Seized Personal 
Property.

I,
I i when I year old. Iten 42.I iDESTROY 

I 
I I, I 

38. Reports of Government Bills of Lading These are reports made by special
...J--- _agents_jn __charge of the _llse..oC Cov crnmcn t bills_oC_.1ading ..... __ . _ _.'"I

I 
I,DESTROY wh en 1 year old. Iten 87.I I I 
II ! I I	 • 

3,9. Rc quc st for Tr ac iug Firearms and Explosives - These arc requests and reports
L__ do rc su l t in .a.c r i.min a Lrc a se •. Related information may be found_._~t hn t... not 

Co r' C.l ,. \.,. .~' r,;' 
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* 
-- -1----1- -·---T----"!--------------I iri the following directives:! P~ocedures, and ATF 0 7530.1, 

I !! : 
I , 

DESTROY when 

NCl-436-76-2 
----------- - -------------------- ----- ------'---------'----'-1 

ATF 0 7500.1, Fircai~s Technology Branch 
Tracing of Explosives. -

I y e a r old. Lt.ern 52. 

I 
! 
, 

I 

~o. Returns and Volunt~ry Reports of Articles, Contain~rs, and Substances -
These records incll1d~ retulns on ATF F 169, Return of Articles, Containers 
or Su b s t a nc c s , or e qu iv a lc n t, submitted voluntarily or as Ll r e s u l L (if d c.n.md 

letters by im po r t c r s , p r od uc e r s , distributors, and ochers. Rc la t cd 
information may be found in ATr 0 3330.1;, Alcohol l.n f o rc cmc n t Program. 

DESTIWY when 1 y e ar old. Item 32. 

I -, 

41. Statistical Reports Files - These are retained caples of statistical 
reports pr e p a r cd by special agents in c h c r g e , They include ATF F 1323.1,
}lontllly Report of Distillery and Liquor Seizures, a nd ATF F 1323.2, 
Quarterly Property Report, and ATF F 3600.1, lion t h l y Report of Cases 
and Arrests, or equivalent. 

:DESTROY when 1 year
-. 

old. Iten 81. 

42. Treasury Enforcement Communications System Logs and 
incoming arid out go irig messages transmitted v ia TECS. 
may be found in ATF 0 3520.1D, Treasury Enforcement 

i 
lDESTROY when 1 year old. 

I 

! 
43 - 69 RESERVED 

Iten 51. 

Messages - These are 
Related information 

Communication Syst~m. 

* 

I I 

i I 
--- --- --- ---- -- ---- ---- - -- _.- -- - .. .;~:--'- ----l---- r -I--

I i 
1

r 

_______ 1 1 . - -_ -- ------- -- ---
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---rl~;~);'~~-;!~-':~R~;;'~~~- POS·;~F-DUTY~;;F;~E Rl'CORDS-- - - --- - ---* j
O.	 Accidlnt cises J These are case files c on t a in iug occident r e po r t s , 

exhibits, s t at erncnt s of fact, and r e l a t ed c o r re s po ud c nc e . Ro l,1Led 

i.n fo rm a t io n lOay be found ill the I'o l low ing directives: ATF 0 11;)0.1,
A'I'Fr-Ownc d ~lotor Vch ic lc s - Opc r at io n and l'laintennnce Guide, ATI-' 0 

, 1850.6, )'loto)" Vehicle l'lanagCI'I'cnt, ATr 0 2902.2, Safety Pr og ram ,
 
" ATF 0 3000.113, Criminal En f o r c cmcn t. Cc n c r r. l l n Io ru at io n , and IITF 0
\
 

8600.1/\, Ln t cg r i t y ':Il:d Other l nvc s t ige t io n s .
 
i 

I	 DESTROY 1 y e a r after f in a l disposition. Item 74. 

! 
; 
i 71.	 Agent Cashier Fund and Infor~ant Contracts - These arc records relating

to the e x pe nd it u r c of Government funds nll- invc s t ig a t iv e purpose's and 
informant contracts, receipts and related vouchers. Related information 
m~y be found in the following directives: AIF 0 1925.1, Cashiers Imprest
Fund (Investigative), and ATF 0 3210.7, Investigative Procedures, 
Priorities and Techniques. 

iDESTROY 1 year after close of investigation
lo r	 r ewa rd payment. IteD ~9. 

I 
Agents Diaries - These are records maintained by special agenls to record 
a breakdown of daily activities by time and date. , 

iIDESTROY	 92.
when 6 years old. Item 

13.	 Post of Duty UI Files - These are records concerning reports of illvesti-
g~tion, reports recommending proseclltion and other material described 
below. Related information may be found in ATF 0 3210.7" 3270.10,
3400.2A and 1850.3A. 

a. 
1	 ATF F 3270.2 and 3270.3. 
I 

b.	 Criminal case report and e x h ib its. 
,
 
i
 

c.	 Property records; e.g., ATF F 3400.15, 3400.16, 3400.9, 1850.2, 1850.23, 
etc. 

, I i	 I 
~ESTROY vh e n 5 years o ld. Item 70.	 !'iii<,J -- J -- 1'- _.- ! -- ---- i -.-- '-- ._- -- - --- - .-- -'-' -- - .- ---- - -"- --. --- -- --- -- -- -1---" 

i	 I Id .'	 I 1~V est i
I 

gat iv e not e s . 

I) . .	 I e.	 Mlscell~neous reports conSldered to be of value. 

•.	 • J._J ____	 I ___ l...J .._~RANSFER to the district office fOL inclusion 
'.. I '::'	 II ),/..". ~in the dis l ric t 0 ff ice fiJ e \lhc n 5 yea J~ sol d . 
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14.	 Demand Letters .; These are copies of demand letters wh ich are formal 
1 wr it t c n d cma nd s on p r im ar y distributors, j obb c r s , wa rcho u sc.ncn , c on t a inc r 

! man u I ac tu He r s , \-.'11 ole s a lc r s, iIIIpo r t('1-S, man u f ,1(' t u r p r s 0 [ ,1 r tic J c s, and 
I 

I others. The records include copies of ATP F 3330.2, Raw Materials Contact 
!	 and Recommendation, or equivalent, releases, 3n<1 reloled correspondence.

Related in Io r.aat io n may be found in the f o llo w in g directives: ATF 0 
3330.4, Alcohol Enforcement Pr o g ram , and ATF 0 5300.2, 'I'c c hn ic a l Sc rv ic e s 
Pr o c ed ure s - pi r e a rrns and Explosives. 

DESTROY 1 year after. c anc e l la t io n . Item 76. 

75.	 Electronic Surveillance Rcports and Recordings - These are requests and 
reports of use, wh c t h e r in wr i t t e n formats or TECS messages, covering the 
use of electronic interception and tracking devices. This also includes 
recorded conversations e.g., tapes or other types of recordings. 

DESTROY when 5 years old. Iten 51). 

76.	 Motor Vehicle Records and Reports - These arc records and reports covering
motor vehicles assigned to POD enforcement. activities. Related information 
may be found in ATF 0 1850.6, Motor Vehicle Management. 

TRANSFER to district office after motor 
vehicle is disposed of. Ite::1. 8q 

77.	 Public Voucher for Purchases and Services Other Thal1 Personal, Standard 
form 1034A - These arc POD copies of Standard form 1034A, or equivalent,
covering miscellaneous expenditures. Related information may be found 
in the following directives: ATF 0 l850.3A, Forfeiture and Disposition
of Seized Personal Property, and ATF 0 3400.2A, Property Taken Into B~reau 
Custody. 

DESTROY whe n 1 year old. Itcn 88. 

78.	 Register of Raw Haterials Dealers and Users - ATF F 3330.2 - These are 
I records prepared by speci31 agents on ATF F 3330.2, or equivalent, coverlng
i in te r vie \< s w it h r a \v rnate ria 1 s a 11 d con ta in c r d c ale r s . 

I 
i I DESTRO~ : ,ye3r ~=ter -discontinuance 
I _____	 Item_BO._ -- ----- - -QLbuSlncss.---' --,	 t--

I 
Rcm it tanc e of Proceeds from Sa lc or Other Iri sp o s i r io.i of Forfeited Sc i z cd 
Property - This item covers c o p i.es of ATF F 1850".8, Se iz od Pr o po r t y 

RCl1\ittal1c~ for n:~po~i_t,.0r e~uivalcnt,_maintained In the r e g i.on a I offices; J 

other c o p i c s LIre'ma i.n t a J ned i n SAC of (1 CCS. - - -
.',.r r, 

Page l)
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80. Reports of )'1ultiplc Sale or Other Disposition of pi[;tol.s and Rcv o lvc r s -
I These are reports on ATF F 3310.4, or equivalent.I 
I ~	 

I 

DESTROY whc n 1 year old. Item 91.1\ 

I81.	 Requests for Tracing Firearms a nd Ex plo s i v e s - These are requests and 
reports that do not result in D criminal cnse. Related information mny

!	 be found in the f o l Lo wi ng d ir e ct ivc s : !\TF 0 7500.1, Firearms Technology
Branch Procedures, and ATF 0 7530.1, Tracing of Explosives. 

I	 DESTROY wh e n 1 year old. Item 52. 

\ 
I 82.	 Returns and Voluntnry Reports of Articles, Containers, and Substances -

These records includc returns on ATF F 169, Return of Articles, Containers or Sub s t anc e s , or e qu iv a len t; , submitted voluntarily or as a result of d em and 
letters by importers, producers, distributors, and others. Rel<lted 
i~formation may be found in ATr 0 3330.4, Alcohol Enforcement Program.

,
 
i
,DESTROY when 1 year old. Item 77. 

i 
83.	 Statistical Reports - These are copies of CARS printouts received by the 

I POD ~lich contain st~tistical data on the production of that office. 
i I
 
I I

! PESTII.OY wh e n 1 year old. IteP.1 84.
 

i	 I84.	 Travel Voucher, Standard form 1012, or equivalent - These are forms 
prepared by special agents incurring expenses during the month. One 
copy is retained at the POD. Related informntion may be found in ATF 
o 1500.1A, Operating Travel, ATF 0 lSOO.2A, Relocation Travel, and 32~0.7, 
Inve s t ig a t ive Pr oc cd ur e s , Priorities and Techniques, chapter F and ATF 
o 1l00.30C. 

DESTROY wh en 1 year old. Item e6. 

I 
i 

81, Treasury Enforcement Cornrnun ic a t ion s System Logs and Ne s sag e s -
1_ .' are incoming and ou t go in g messages-transmitted via TEes. :Only for POD's'

i~t- that have TEes facilities.)

I I DESTROY ~lcn 1 year old. Item 51. I 
I ! I 

86 110 RESERVED	 . .... .. .. _ . ... _ .. .1L I I I.- --_. _ ..__ .__ .-.__ .---- -_ ..--- ------ ---- -----_ .._-------------

Page 10 

AT F r- 13) 1.6 (1 1 - n) DIl<ECTIVE T'I' iJij,':'; C.UI[JE 

http:PESTII.OY



