
  

 

 

  
   

 

  

    

  

 

 

     

  

 

 

 

 

  

      

 

   

         

  
 

 

  

 

 

 

 

 

 

 

 

 

 

 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 

Schedule Number: NC1-436-80-02 

Some items in this schedule are either obsolete or have been superseded by new 

NARA approved records schedules. This information is accurate as of: 2/6/2023 

ACTIVE ITEMS 

These items, unless subsequently superseded, may be used by the agency to 

disposition records. It is the responsibility of the user to verify the items are still 

active. 

All items except those listed below are active 

SUPERSEDED AND OBSOLETE ITEMS 

The remaining items on this schedule may no longer be used to disposition records. 

They are superseded, obsolete, filing instructions, non-records, or were lined off and 

not approved at the time of scheduling. References to more recent schedules are 

provided below as a courtesy. Some items listed here may have been previously 

annotated on the schedule itself. 

Items 2a and 2b superseded by DAA-0564-2013-0003-0066 

Item 3 superseded by DAA-0564-2013-0003-0001 

Items 5 and 6 were superseded by DAA-0060-2017-0009-0002 

Items 13, 14, 15, 18 superseded by DAA-0564-2013-0003-0008 

Item 28 superseded by DAA-0564-2013-0008-0005 

Item 73 superseded by DAA-0564-2013-0003-0007 

Item 74 superseded by DAA-0564-2013-0003-0007 and DAA-0564-2013-0005-0047 

Item 75 superseded by DAA-0564-2013-0005-0043 

Item 99 superseded by DAA-0564-2013-0005-0037 

Item 100 superseded by DAA-0564-2013-0005-0030 

Item 169 was superseded by DAA-0436-2019-0002-0001 

Item 180a was superseded by DAA-0436-2012-0009-0001 

Items 180b and 180c were superseded by DAA-0436-2012-0009-0002 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 
As of 2/6/2023 NC1-436-80-02 



  

 

 

  
   

 

 

 

 

 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 

Item 211 superseded by DAA-0564-2013-0003-0069 

Items 212, 213, 214 superseded by DAA-0564-2013-0003-0070 

Item 232 superseded by DAA-0564-2013-0004-0004 

Item 235 for TTB only superseded by DAA-0564-2015-0001-0001 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 
As of 2/6/2023 NC1-436-80-02 
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REQUE&T FOR'14ECC s ,ITION AUTHORITY LEAVE BLANK 
' (See Inst, ,. ,verse) "0. ./ • 

NC\. �Jt,- fl� 
TO: GENERAL SERVICES ADMINISTRATION, 

NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408 DATE RECEIVED 
te..b2u1. FROM (AGENCY OR ESTABLISHMENT) 2.0J ,q&o 

DEPARTMENT OF THE TREASURY NOTIFICATION T':f:JENCY 
2. MAJOR SUBDIVISION 

In accordance with the provisions o/ 44 U.S.C. 3303a the disposal re-
BJREAU OF ALCOHOL. TOBACCO AND FIREARMS quest. including amendments, is approved except for items tha�may

3. MINOR SUBDIVISION be stamped "disposal not approved" or "withdrawn" in colum 10. 

INFORMATION ¥.ANAGEMENT DIVISION 
4. NAME OF PERSON WITH WHOM TO CONFER 5. TEL. EXT, 

9-LL-�o � ½£/ 
Date Ard1il'ist ,!f' the United St<1/e., JACK O'LEARY 566-7927 

6. CERTIFICATE OF AGENCY REPRESENTATIVE: 

I hereby certify that I am authorized to act for this agency in matters pertaining to the disposal of the agency's records; 
that the records proposed for disposal in this Request of 23 page(s) are not now needed for the business of 
this agency or will not be needed after the retention periods specified.
0 A Request for immediate disposal. 

[i] B Request for disposal after a specified period of time or request for permanent 
retention. 

C. DATE D. SIGNATURE OF AGENCY REPRESENTATIVE E. TITLE 
C 

Chief, Records and Reports Branch 
9•7. 8. DESCRIPTION OF ITEM · 10.SAMPLE OR ITEM NO. (With Inclusive Dates or Retention Periods) ACTION TAKEN JOB NO. 

-

This certifies that the records di!,scribed in Items: 

accordance with the standards set forth in 41 CFR 
101-11 • .506. 

All pen and ink changes posted to this schedule 
have been ma.de with the concurrence of the agency
records officer. 
2/19 /80 �62-
6I I � �I 

STANDARD FORM 115 
Revised April, 1975 
Prescribed by General Services 

Administration
FPMR (41 CFR) 101-11.4 
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CHAPTER B. RECORDS CONTROL SCHEDULE 101 HEADQUARTERS RECORDS 

ADHINISTRATIVE RECORDS 

Item No. Description of Records & Disposition Authorization 

1. Historical Administration and Organization Records - These files. 
contain reports, correspondence, studies, narrative .hist.ories, 
organization �harts, and related records documenting the overall 
mission of the Bureau and providing background, or program
continuity, to the policies, procedures, and accomplishraents of 
the Bureau. 

Disposition not authorized at this time. 

,•••••••••n�•••2. General Administrative Management Files - These files contain routine ·····--·......�.. 

correspondence, reports, studies, surveys, and related docuraents 
pertaining to the overall administration and operation of 
Headquarters offices. 

DESTROY when 3 years ol�, 0r when no longer needed in 
current opera t.ions, whichever is ear lier. 

3. Administrative Management Document Files - These files contain a 
record copy of each ATF directive, publication, handbook, industry
circular, or policy statement and associated data, relating to 

' . . .  ........... . 
Bureau administrative, organizational, or statistical matters. 

PERMM'ENT RECORDS. 
TRANSFER to Federal records center when 15 years old. 
OFFER to NARS when 30 years old. 

4. Working papers that are not needed for refere?Je after preparation
/I.

of related docuraents in final form, such as tabulations. 
preliminary drafts of reports, internal management documents, 
proposed changes in laws or regulations; and similar preliminary 
or backup material. Among these records are extra copies of 
organizational and personnel charts, reports, or other 
materials that are maintained solely for reference. (NOTE: This 

-······••no••·item excludes background materials which contribute to an 
understanding of or provide an explanation for completed documents, 
and which are covered in other items on this schedule.) 

P�ge 1 
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................................. ......... •.................. ···•······· ·······'--········e·····,,,.,·. ......... ··•··········•·· .·.··--······..- ................................e::::::,::::::::... ... 

·....-

DE.STROY on publication or coC1pletion of related documents 
or when no longer needed for administrative purposes 

5. Training Text and Instructor Guide - These files contain training 
texts and instructor guides prepared in Headquarters, covering
various Bureau activities and functions, and related papers. 

a. Reference copy. 

DESTROY when 10 years old. 

b. All others: 

DESTROY when superseded or obsolete or no longer needed 
for administrative purposes. 

6. General Training File - These files contain student guides, reports,
records of participants, and related papers and correspondence. 

a. Student guides. 

DESTROY when superseded or obsolete or when no longer
needed for administrative purposes 

b. All others. 

DESTROY when 5 years old. 

7. Seized Personal Property Reports - These are reports from field 
offices covering seizures. Also included in this file series are 
reports of applicants to courts, reports of court orders covering
disposition of seized or forfeited property, and related reports
and correspondence. 

DESTROY 3 years after property item is removed from legal
custody of the Bureau of Alcohol, Tobacco and Firearms. 

8. Forfeited Firearms Reports File - This file contains reports on 
· ATF F 1850.20, Quarter'ly Report Firearms Retain�d, Transferred or 
Destroyed, or equivalent, and related c_orrespondence. 

DESTROY when 2 years old. 

9. Consolidated Reports of Inspection Activities - These are 
consolidated reports of inspection activities and represent
statistics compiled by Bureau Headquarters from information 
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i. 

-

-

;: 

reported on 
ATF 

F 
5700.16

, 
Honthly Field Operations 

Report, 
and 

"
"
"

.
.
 -
�
-
.
.
.
.
.
.
.
.
 .
 

ATF F 
5700.17, 

Monthly Operations 
Report-Technical 

Services 
Activities, 

or equiv
alent forms. 

DESTROY when 1
0

 years old. 

10. 
Reg

ional Honthly Operations Report -
These are monthly reports 

from reg
ional offices o

n ATF F 
5700.16, 

Monthly Field Operations
Report, 

or equiv
alent, 

covering
 inspections and firearms 

and 
explosives activities. 

Reference material contained in
 the reports 

is used in pr? g
rara planning

 and control of inspection activ
ities.

_ 

DESTROY when• 10 years old. 

11. 
Reg

ional Quarterly Operations Report -
These are quarterly reports 

from regional offices on ATF F 5700.17, 
Monthly Operations Report

Technical Serv
ices Activ

ities or equiv
alent, 

covering inspections, 
firearms and explosives activities and action o

n violations.
These reports contain reference material used in

 prog
ram planning

and control.

DESTROY when 10 years old. 

1
2. 

Semiannual Statistical Reports -
These are semiannual report� 

from reg
ional offices, 

submitted on ATF F 
5700.S, 

Number of 
Establishm

ents 
Authorized t

o
 Operate-An

nual Statistical.Report, 
o

r equivalent form.

DESTROY when 2 years old. 

13. 
An

nual Statistical Reports -
These are.annual reports from 

regional offices containing
 data submitted on the following

 forms, 
or equiv

alent forms: 
ATF F 

5120.31, 
W

inery Ma
terials-An

nual
Statistical Report, 

and ATF F 
56

20.9, 
Claims-An�

ual Statistical
Re

port. DESTROY when 2·year
s old. 

14. 
Annual Reports of 

Spirits in Warehouses 
-

These are annual reports 
and related correspondence from regional offices 

sub�itted on the 
following

 form or equivalent: 
ATF F 

5110.49 
(332), 

Statement by
 

K
inds, 

Seasons a
n

d
 Years o

f
 Production of Spirits in Bonded Ware

houses. DESTROY when 2 years old. 
.
.
.
.
.
.
.
.
.
.
.
.
.
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.
.
.
.
.
.
.
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·················· 

······••·········· 

15. Monthly Reports of Operations These are reports from regional
offices covering operations at various types of es�ablishments, 

. ..... - --� .......not covered by other items of this schedule. ··-·-············· 

DESTROY when 2 years old. 

16. Quarterly Statistical Reports of Strip Staraps - These are 
quarterly·reports from regional offices on ATF F 5100.9, Stripe
Stamps Used on Containers of Distilled Spirits for Domestic 
Consuraption-Quarterly Statistical Report, or equivalent. . ................ . 

1 ••••••••• • • • •••••• 

, ................. 
DESTRO� when 2 years old. 

17. Periodic Narrative Reports - These are infor□al reports prepared
periodically by regional offices covering activities, accomplishments,
and problems in the region. 

DESTROY when 1 year old. 

18. Monthly and Other Periodic Reports (Criminal Enforcement) - These 
are reports from field offices on the following forms, or 
equivalent: ATF F 1323 .1, Monthly Report of Distillery and Liquor
Seizures, ATF F 1323.2, Quarterly Property Report, ATF F 3600.1, 
Monthly Report of CAses and Arrests. 

DESTROY when 2 years old. 

.ee

!:::::::::::::::::
19 •. Statistical Posting Books - These are record books containing ·····•·······················•····•·······················•········· 

···········-----

statistical reports received from regional offices covering ············•···· ··············-·· .................enforcer.ient activities. Statistics posted inthese books form V 
l ................ . 

1·················the basis for most of the statistical releases and reports of 
the Bureau·including· the annual release relating to alcohol, :;.::::::::::::::::

1···· · ············ 

tobacco and firearms. r::::·.:::::::::::: 

DESTROY when.e20 years old. 
, ................ .1••················ 

20. Correspondence Relating to Statistical Data - This is correspondence
with regional offices, industry members, and others regarding
statistical matters. 

a. Correspondence relating to changes.or corrections in reports
and other correspondence of a routine nature. 

DESTROY when 1 year old. 
········ ......... . ··················· 

b. All other. 

DESTROY when 3 years old. •··················'••···············'................. 

► ............... . 

·················· 
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25. 

a. 

....... 
.... .... -- . ·-

21. Statistical Mailing Lists - These are cards containing names and 
addresses of persons to whom various statistical releases are 
mailed. 

·DESTROY individual card when obsolete or superseded •. 

22. Vital Records - These files contain reports of the Bureau 
emergency preparedness program relating to emergency operating
records and rights and interests records. 

DESTROY when superseded or obsolete. 

23. Budget Policy File& - These are files documenting policy and 
procedures governing budget administration, and reflecting policy 
decisions affecting expenditures for Bureau programs. 

'DESTROY when 7 years old. 

24. Budget Estimates and Justification Files - These are copies of 
budget estimates and justifications. Included are appropriation
language sheets, narrative statements, and related schedules and data. 

DESTROY when 7 years old. · .... " ........ . 

Time and Attendance Records - These are copies of T and A cards 
(Treasury forms TDF 10-11, H-1, H-2, and H-3) and Standard form 
71 maintained by Bureau timekeepers. (Note: The original copies 
of T and A cards will be maintained by Headquarters and regional
fiscal offices according to General Records Schedue 2.) 

Copies of time and attendance cards. 

DESTROY 1 year and 3 months after the end of the leave 
year. 

. ............... . . ·•·········' . .  . 

b. Copies of Standard form 71. 

(1) If the time and attendance card has been initialed by
the employe. 

. ..... 
•••H•••,<Hoo••·•

DESTROY at the end of the applicable pay period. 

(2) If the time and attendance card has not been initialed by
the employee. 

DESTROY after GAO audit or when 3 years old, whichever 
is sooner. 

Page ·s 
................. 
"···· .......... . 

,1············-··· 
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�- ······ ····
�-· ··········--·· 

� 

,, 

.... - '''.' '.''' ____ ,, .. , - ''. '' -······· .................................................:.......·-····--..·----·�---···--................ --·--·:--:::::::::·::.-:::::::??::::::::? 

.....·..... ................ 

26. Time and Attendance Logs - These are files of ATF F 2600.2, 
Fler.itirae - Time and Attendance Logs, maintained in'those Bureau 
offices where flexitime has been authorized. 

DESTROY when 6 months old. 

27. Forms Case Files - These are files containing formse
> 

requisitions,
background material on the authority for development of the 
form, and relateed correspondence. 

DESTROY 5 ye,3.rs after form becomes obsolete or is 
superseded. 

..............·.. . .................. ,
28. Congressional Correspondence File - These files contain copies of i:;:::::::::::.·::::

correspondence with members of Congress. Also included in the ,........,------··· 
1-.............. u, 
·:::::::::::::::::.files are copies of incoming correspondence and related supporting , 
! 
................ . 

and background material. l�-:::_.�-�-: ::-:-: :-�-�-::: 
.:::::::.··.·:::.··.·:··

,·•�»••···.. '* 

DESTROY when 5 years old. 

r·················.29 - 52 RESERVED. ···· --············· ·., 

.,................. , .............. . 

,.,��••••"'"u••••
, .. ' .......... '-�-· 

····················· 
>. . . . . . . . . . . . . .  
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55. 
, ............... . 

CRUllNAL ENFORCEt!Et�T RECORDS 

·•·•.s•--.•·· ··· 
..

,•••• • • •H•••H 

53. Killings and Assualt File - These files consist of correspondence, 
reports, and related papers, pertaining to killings, woundings,
injuries, etc., of special agents,police officers, violators, 
civilians; etc.,·during the usual course of enforcement 
investigations. 

DESTROY 10 years from date of closing. 
...............-�·--·...... . . .  . .54. Criminal Enforceraent Routj_ne Correspondence File - These files 

contain correspondence of a routine nature with field offices, 
producers, distributors, attorneys, other Government agencies, 

.····· · · ···--··.. . .. ................ . trade associations, and others. 

DESTROY when 5 years old. 

Petition for Relief from Disability Files - These files contain 
reports on individual applicants for "Relief from Disablity ····· · ···-- · · ·· · · 

·············· ...
· · ······.... . . .  pusuant to section 92S(c), title 18, United States code." 

a. Granted cases. 

DESTROY 5 years from date of deci�ion. 

-b. Denied cases. 

DESTROY 10 years from date of decision. 

56 - 72. RESERVE:D. 
••••••~••••H•••< 
; . . . . . . . ..... .. . . 
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·············--··· 

...............··. 

......... 

. ········ --- .. 
·······.. ········· 

RE"GULATORY ENFORCEMENT RECORDS 

73. Transitory Correspondence Files - These files contain ge'neral
correspondence which quotes or paraphrases published documents and 
correspondence accompanying transmittal of materials. This 
category includes correspondence and documents concerning major 
disaster areas declared by the President and announced by the 
Federal Disaster Assistance Administration. 

DESTROY when 6 months old. 

74. General Correspondence Files, and Indexes Thereto - These files 
contain general nonprecedent correspondence, pertaining to 
Regulatory Enforcement matters, with other Government agencies,
field o�fices, members of industry and the public • 

. DESTROY when 5 years old. 

7 5. Regulatory Enforcement Historical Files - These files contain 
correspondence (with regional offices and others) concerning
Regulatory Enforcement activities and functions, and related reports,
memorandums, and other doucments. Data in these files are of 
concinuing research value, since they docuraent Regulatory
Enforcement programs and operations of the Bureau. (NOTE: This 
item excludes correspondence specifically covered in other items 
of this schedule, such as those relating to establishraents and 
permits which include correspondence.) 

PERMA�"ENT RECORDS. 
TRANSFER to Federal Records Center when 15 years old. 
OFFER to NARS when 30 years old. 

76. Offers in Compromise File - This file contains offers in compromise
acted on in Bureau Headquarters, abstracts and statements, 
financial statements, appraisement lists, and other related papers
and correspondence. The following forms, or equivalent forms, 
are included in the file: ATF F 5640.1, Offer in Compromise of 
Liability Incurred Under Chapters 51, 52, 53, and/or 78 of the IRC, 
ATF F 5640.2, Offer in Comproraise of Liability Incurred Under the 
Federal Alcohol Administration Act, as Amended, and ATF F 3400.5, 
Offer in Conprooise -0f Liability to Forfeiture of Seized Personal 
·Property. 

DESTROY 5 years after close of case. 
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·••~--H~H••••• ♦ .. ._~ ....... ' ..... 

......... ~ ...... . 
, ................. . 

77. Revenue Producing Establishnen.t Files - These files relate to 
establishments qualified under 26 ·use chapter 51 or 52. They
include ATF F 27-B Supplecental (5110.38), Formula and Process for 
Rectified Products, ATF F 698, Supplemental (5120.29), Formula and 
Process for Wine, or equivalent forms, special applications, other 
documents, forms and related correspondence. The complete file of 
qualifying documents is maintained in regional offices. ................ . 

.... . . . . .  �r•�••• . 

DESTROY 5 years after discontinuance of business. 
Exception: ATF F 27-B Supplemental (5110.38) and ATF F 
698 Supplemental shall be destroyed 5 years after they
have b�en superseded or canceled. 

78. United States Tax Free Alcohol Permits - These are copies of , . . . . . . .  

···-··········--·· permits on ATF F 1444 (5150.33), Tax Free Spirits for Use of 
United States, or equivalent, issued to the United States or a 
Governm�n� agency .for the procurement of alcohol free of tax, 
related correspondence, and surrendered permits. 

DESTROY 2 years after surrender of permit. 

79. United States Specially Denatured Spirits Permits - These are .,.. .. . . . . . . . . . .... . 
t... . . . . . .  ...... .. 

copies of permits on ATF F 1486, Specially Denatured Spirits for 
Use of United States, or equivalent, issued to the United States 
or a Government agency for �h� procurement of specially denatured 
spirits, related correspondence, and surrendered permits. 

DESTROY 2 years after surrender of permit. 

80. Lists of Industry Estabishments - These are lists, prepared
annually, of establishmetns authorized to operate. 

DESTROY when lists are superseded or .of no further 
administrative value. 

81. Source Material for Lists of Industry Establishments - These are 
notice of ATF F 5000.3, Permit Status Hemorandum, or· equivalent, 
from regional offices, used to prepare the lists of establishments 
authorized to operate under the alcohol and tobacco tax laws and 

..... .  

-•u••••••••••••••regulations. 
·····•···--····· 
·--······· .. · ····· 

DESTROY w'ehn superseded, or when btiusiness is discontinued, ✓ • 
or when no longer needed for refer�nce purposes, whichever 
is later. 
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··••~~-·-·~·--···· 
••••••••••••--h•• ....... , ......... .. ..... , ........ ,.,. 
••-- .. •••••••~n~ 

--··--······· ... 
""""' 

, ....... ,, .. 
~~ ........ ~~~~--·· 

........ ., ...... .. 

....... ,.,, •••• uu 

......... , .... uu, 

·······., ......... . 

••••• ,, ....... u •• ................. 

... �-·········-··· 

, ................ . 

83. 

··· ·· ·· 
t• •······ .. · · ·-··· 
. . . . . .. . . . . . . . .. . .  

................... , 

••••••••••••u"' 82. Establishm'ent Lists Correspondence - This is correspondence with 
•· · · · · · · ··· · · ·· ·· 
............... u. 

industry mer:1bers, the general public, ..and others, regarding
changes indistilled spirits plants and other establishments sent 
to regional offices. 

DESTROY when l year old. 
···········•··•··· 
�·-· · .·. ...... �-·· ···Revenue and ATF Rulings, Revenue and ATF Procedures, and 

Announements - These are the official records of rulings, procedures
and announcements relating to activities of the Bureau. They
incude copies of correspondence or other documents on which the 
ruling, procedure, or announcement is based. 

DESTROY when superseded or obsolete, or when all 
administrative need� have ended. 

84. Revenue and ATF Rulings and Revenue and ATF Procedures Control 
Record -,These are records showing the chronology of action with 

&••••••..•••n••••respect to rulings and procedures relating to activities of the 
Bureau. 

DESTROY when no longer needed for administrative purposes. 
••••••ww�••••••••• 
'""""'
......... ···-�······

·as. Record of Bottle Uanufacturers - This is a control record used in 
as�igning permit numbers to liquor bottle manufacturers, pursuant 
to requests from regional offices. 

DESTROY when all administrative needs have ended. 

86. Bottle Hanufacturer Correspondence - This correspondence relates 
to operations by manufacturers of liquor bottles, including
correspondence on the assignment of permit numbers. 

DESTROY on discontinuance of business.· 
•·•··········..... 
................ ., 

87. Control Card Record of Essences Covered by Wine and Rectified 
Products Formulas - These are card records, by name of 
manufacturer, covering essences, extracts, and other flavoring 
materials covered by wine and/or rectified products formaulas, 
on ATF F 27-B Supplemental (5110.38), Formula and Process for 
Rectified Products, and ATF F 698 (5120.25), Application by
Proprietor of Bonded Wine Cellar or Bonded Winery, or equivalent 
forms. .................. . · ··· · · · · · ·· · • • ··· 

DESTROY when no longer needed for reference purposes. 
· 
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,~~.-H••~••~~h• 
~u.,.-,,,-,.,,, 

····�··········. 

.,,, .... . . . ..... . 

�---···········--

93. 

······--·-----··· 

· · · · · · · ·  . . .  

88. Distig�tive Container Correspondence - These files contain 
corre·spondence relative to the approval or disapproval of , ,  ...... . . .... 

containers as distinctive. 

DESTROY when 10 years old. 

89. Record Books of Distinctive Containers - These are record books 
containing photographs of containers approved or disapproved as 
being distinctive for use in bottling beverage spirits. 

·····�··· ..... .." ....... , .... .... . 

DESTROY when 10 year? old. 
... ............... . ,. ........... -.�-

90.o- Pilot Operations Files - These files contain correspondence, 
,.__ 

reports and related papers relative to pilot operations 
conducted, on an experioental basis, at selected plant premises. 

DESTROY when 3 years old, or when no longer needed for 
�doinistrative purposes, whichever is later. 

91. Background Material Relating to Regulations, ATF Directives, and 
Other Issuances - These are backooround materials on which documents, 
such as regulations, Treasury decisions, ATF directives� and industry
circulars are based, drafts of the documents, correspondence, and 
other data which explain the development of and reason for the 
completed documents. 

DESTROY when superseded or obsolete, or when all 
administrative needs have ended. · 

92. Work Files of Closed Studies - These files contain material 
compiled in making studies which do not result in the issuance 
of a regulation·or directivej recommendations, reports, and other 
related data. 

DESTROY 15 years after study is closed. 

............. . 

Card Index of Closed Studies, described in item 92. 

DESTROY 15 years after study is closed. 
........... ., ... 

94. Assignment Control Records Cards - These are card records covering
assisgnraents made within Regulatory Enforcement and control of -······-········

••• fl .......... .. 

---·······--""documents such as regulations, Treasury Decisions, direci!ves, 
and industry circulars prepared within the Bureau or routed to 
the Bureau for review, showing action on assignments. 

DESTROY 5 years after closing. 
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.. ••••••--H~•• ................. 

.. u~~•"••••n~•• 
,. ............... . .. ~ .. -~~---······ 
••••••••o••••••• 

·••••• .. H•~•••••• 

•••••••••••H•,_ 
~-•~••••••••H .. •• 

�- . . ,  · · ··· .. . .  

�--·- · · ·· ········ 

b. 

............. . . . .  
~•••••••n••• • • " ' "  95. Progra�o·Developrnent and Coordination Staff Assignment Files - These 

files conta in a ss ignocnts on ATF F ?700.21, Regulatory Enforceoent 
Assign□6nt, or equivalent, which relate primarily to management and 
ATF progam activities. Included in these files are studies, 
recoomendations, reports, and related documents, recordso, and 
correspondence. 

DESTROY 5 years after completion of assignment. 
.................. . 
••••••••••••  • H • • • •  96. Analyst Staff Assignment Files - These files contain assignments 

on ATF F 5700 . 2 1, Reglatory Enforcement Assignment, or equivalent, 
which relate to field activities. Included in the files are 
studies, recommendations, reports ,. and related documents, records , 
and correspondence. ...

...... . . . • .. . .
... ........... ......... . ................ . .  . 

'•••H .. H•••••••< 

DESTROY 4 years after completion of assignraent. 

97. Card Index Files of Staff Assignments Described in Item 96. 

DESTROY individual card when related file is destroyed. 

98. Label Applications - These are applications for approval of labels, 
notices of denial, and related papers. 

a .  Original paper label applications. 

DESTROY when 25 years old. 

Color microfilm copy of label applications. 

Hold onsite . DESTROY when all reference needs have ended. 
H•••••••••••••••• 

-- ·· ••«•--·· ·· · · ·

99 . Label Correspondence - This is correspondence, with permittees and 
others, concerning labeling of alcoholic beverages, other than . 
correspondence relating to label approval of exemption from label 
approval, covered by item 98 of this schedule. 

DESTROY when 5 years old. 

100. Advertising Copy Files - These files contain proposed advertising 
copy submitted for informal comments , and correspondence with 

•················permittees and others, concerning advertising practices. ·····••··· ·· ···· ·· · · 
···•·············· 
- • • • N H H H ♦ ♦ • • • •DESTROY when S years old. 
. -.-. ..._. .... . .....- . 
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.. . . 
. ·:.·::::::. 

�- .... ......... . 

· · · ···· ············· . .···· ················:.-.......... ,::·::::::::::;·.:::::: :::::=::t:::::::::e:::::::::::::::::::::::::::::::::. ·.::::.:::::::::.::::::::::::::::::::::".·: · ::::,,:::_�:: ..:,_:.=.:.=_:.:.:_.�_..::.-.-.-.-.-............... ; ................................ _._._._._._._._._.:.-::::.-.-................ _. .. _._._._._._._._._._._...Tl\\Ut:: , .... . ....... . . 

........ 
• • • •H • • • • • • • »  

101 . Inter locking Directorates Files Th_f.:se files contain applications 
concer ning interloc kinz directorates under section 8 of the Federal 
Alcohol Administration Act ,  and related correspondence, and papers. 

. .............. .••n'-•••••·H•< DESTROY 10 years after approval or disapproval of 

. . • • • • • • • • H • • • •application. -··········-···' 

102 . Distinctive Had<s on Tobacco Packages - Applications and 
approvals/disapprovals relating thereto. 

DESTROY 5 years after discontinuance of business. 

103.  Tobacco Products Sample Logs - Control record identifying filing 
location of documents relating to sampling - of tobacco products. 

. .............. . -• •M••HooH••• 

DESTROY when 2 years old , or when no longer needed for 
control or. reference purposes, whichever is later. 

::::::::::: .... 
• - • • • • U • • • • • • • >  

·••-.•••••••HH

104 - 160 RESERVED. 

................ 
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..................... 
•·•••••••••••••• 
.. uuu•••n•oo• 
••u••••••a.•••• 

................. 
•••••••••••u••• 

, .............. . .................. 
~::::::::::::::: ........ ._ ....... 
..................... .................. 
h••--••n•u••• 

::::::::~::::::'. 
...... ~-·· ...... . . .................. 
--••••-•• .. ••••n. 

~-,.·····~-.. --··· ................. 
··-············· 

, .............. . 
f··············· 

~=:=~====:::-::: 

-~········~·-·· . ................. 

-..u .. , ....... 

••••••,.n•••••• 

,•·-·····--·--·· 
'•nuoOOHo•••• 

' ·······--··· 

•••••••••Hou•• ................ 
... u.,, ........ 

--·~· .. ··~·~-· .. ................ 
·····••URMM00o0 

...... ······-�•········-�-······· 

, · ··············�· 

, ............... " 

. . . ...... .. . . . .. . 

................. . 

. ............... . ,·

····· · · ·· ·· · .. · • • '  

...... .. . . . . TECHNICAL AND SCIENTIFIC SERVICES RECORDS 

. ,.............. . · 
161 . Laboratory Correspondence Files - These files contain correspondence 

relating to laboratory activities. The correspondence is generally
technical in nature, and is used for research in the laboratory.
It covers communications with univer sities, other laboratories , and 
laboratory staff. 

DESTROY when 5 years old .  

1 6 2  •o. Consolidated Reports of Analysis of Bottled Spirits - These are 
duplicate copies of consolidated quarterly reports , on ATF F 
7100 . 1 ,  Quar terly Report of Analysis of Authentic Bottled Distilled 
Spirits, or equivalent , covering ana lyses by all ATF laboratories . 

� ...... . ···· ·· --

a .  Reco1:_d copy . 

' DESTROY when 10 years old. 

b .  Reference copies. 
•• ••••••••H•••• 

•......... . . . ... . 

DESTROY when 5 years old, or when no longer needed for 
reference purposes, whichever is earlier . 

1 63. Articles Made From Specially Denatured Spirits Files - These files 
·contain ATF F 1479-A (5150.19), Formula for Article Made with 

Specially Denatured Alcohol or Rum , or equivalent , covering formulas , 
labels, and processes for articles made with specially denatured 
spiritis ; and related correspondence and papers . (NOTE : In case of 
Virgin Islands permittees, the file includes ATF F ACB-VI-102 , 
(5150 . 36), Bond for Articles Brought into the United States Free 
of Tax, or equivalent forms.) 

DESTROY 6 years after discontinuance of business of the ........ . . . .. . . .. 
···-�---. ········

establishment that obtained the ATF F 147 9A (5150 . 19).  

164. Formula and Pr ocess for Nonbeverage Product ,  ATF F 1678 (5530. 5) 
... ........·....... . . .  , . . . ...... .  . .These are fornulas on ATF F 1678 (5530.5), Formula and Process for 

Nonbeverage Product, or equivalent , filed by manufacturers of .. . ,,... . .... . . ,

nonbeverage products on which drawback of the tax paid on spirits 
used in the product may be claimed; and related correspondence 
and papers. 

DESTROY 6 years after discontinuance of business . 
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. .... ., ....... , .. 

,� ............... . 

............. .... 
. . ... . . . . . ....... 

... . . . . . . ........ ······ ...... " . .  

165. Sample · Index Books - These are book recprd s  on ATF F 7110. 7, Index 
Recor d Book of S.:i;:iplcs, or equivalent, which contain infornation 
as to samples received in the Headquar ter s laborator y for testing. 

. ................ . 

............. . . . . .  
••··············· DESTROY 10 year s af ter last entr y in the book. ,. ........ . . . . ... . 

1 6 6. Chemistso' Record Books - These books, maintained individually by 
each chemist, contain a chr onological record of analyses. They
include the wor king notes and computations developed inthe 
analyses of samples. 

DESTRO� 10 year s after last analysis is completed. 

167. Car d Records of Analysis - These are index card r ecor d s  on ATF F 
7110 . 4, Record of Analysis, or equivalent forms, showing data 
pertaining to the analysis of samples • 

. DESTROY when 5 year s old. 

168 .  Records of  disposition of  Samples - These files contain copies of 
ATF F 7110.9, Chenists Repor t of examination of Saraples, or 
equivalent forms, and related records which are used b y  the 
laboratory as authority for disposition of samples. 

DESTROY when 8 yearos old. 

1 69. Report of Laboratory' Examination - These "files contain r eports of  
analyses made in the laboratory in Rockville, Mar yland. They
include ATF F 7110. 9, Chemists  Repor t of Examination of  Samples, and 
ATF F 7100. 2, Repor t of Laboratory Examination, or equivalent forms. 

, .. -�· '. -·-· ...... .  . 

DESTROY when 10 years old � 

170 Permit Index Card Files - These files contain permit index cards on ..... . ........... . 
............... u, 

ATF F 5020. 9, Permit File Index, or equivalent, r eceived from 
field offices. They contain information as to the status of 
premises operated by sp�cially denatured s pirits user s  and to 

�····.. . .... .  , . ' .  

Ibottler s, repackager s, a}i repr oces sor s of articles. 
· i  

DESTROY individual card 6 year s after discontinuance 
of business. 

.. . .  . , .  

171.  Calibration of Hydrooeter File - This file contains copies of 
ATF F 7150. 2, Calibration of Hydrometer ; ATF F 7150. 1, Calibration 
of Thcrmoneter , and ATF F 2336, Graph for Hydrometer Corrections, 
or equivalent forras. 

DESTROY when no longer needed for r eference pur poses. 
-........... . . ... 

Page 15 



, . 

 

  

..................... 

......... u ........ 

, ................ . --····--·· .. •·• 

... -::::::-::::::: ................. ................. ...... -........... 

.................. 
'-•••••h•••••••• 

t .............. . 

t)~~~~~~~~~~ 
L::.::::::::::::; 
~·:::::::::::.·:: 

k:::_:~:::·::::: 
L .............. . 

:•••••••••,.••u•• ...................... 
l••••••••nao•••• 
!-·••·········--· 

.. •••••••••·H•u• 
••••••••&0•-00.u 

I 

t~~~tif tii'. 
••··············· 

h:~-=~~~::~=~::~ 
r oo••·········· 

~••••••••••n•••• 

.................. 
••••••••••••••••• -··········--···· .................. .................... 
... , •• oOU••OOOOHO 

•--n••••••••••" 

•h•--••n•,.••••• 
~••n--•ao••••••• ········--·••··•· •••••••••••Hu•• .................. ..................... 
••••••••••n•• .. •• 
HH•••• .. •• .. ••u• 
.......... u,,, .. ....................... .................. 
....... ~ ........ . 
•••• H ...... H•••• ................... ....................... 
••••••••n••••••• ··········-····· ............. UH ................. ········ ........ .. 
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• - -- · --······· - - ·  ·-

.· ...· .. . . ... , ... ; .·· .··

. . . . .. ... . . . . ·...�·�···-�··��--·-· 

172. Evidence Control Files These files contain copies of ATF F 7110.10 , 
,.••••••uu•••••  
, ·.............. .. Evidence Con trol Card , and ATF F 7120 . 1 ,  Ac knowledgement of Receipt 

of Evidence (Hqs use only) , or equivalent forms . 
•·•··········--·· 
•••••••-•�HU••• 

DESTROY when 10 years old. 

173. Samples Control Files - These files contain copies of ATF F 5030.4 , 
Removal and Submission of Samples for Testing , or equivalent form . 

DESTROY when 2 years old. 

- ········· ••··•··· 
1...  · . . . . . . . . . . . .  . 174.· Record Cards Files - These files contain copies of ATF F 7 130.6 , , ..·.. ...·..... ... . ' ••········ ······ 

Record Card. 
t:::::::::::::::.· 

DESTROY when 10 years old. 

17 5 .  Photograflhic Work File - This file contains copies o f  ATF F 
7140.2 , Request for Photographic Work, or equivalent forms. 

DESTROY when 2 years old . 
t···· ······•·····t-······ - - · - · · · · · 

17 6 .  Latant Identification Records File - This file contains copies ...... . . . . .to f  ATF F 7 130 . 2 ,  Latent Identification Record , and ATF F 7 130.3 , 
f ·· · ······· ·-•-•·

Pal m  Print Identification, or equivalent forms. 

DESTROY when no longer needed for refer ence pur poses . 

1 7 7. National Firearms Registration and Transfer Record - The following 
forms , or equivalent forms , relate to f irearms for which approval 
for possession , registration , or transfer must be obtained : 
ATF F 1 ( 7 5 60.1 ) , Application to Make and Register a Firearm, 
ATF F 2 ( 7 560.2) , No tice of Firearms !lanufactured or Imported ,  
ATF F 3 ( 7 560.3 ) , Application for Tax-Exempt Transfer of  Firearms 
and Registration to Special (Occupational)  Taxpayer, ·••••••HH•♦•H•

••••u .. n••••••• 

ATF F 4 ( 7 560.4 )e, Application for Tax-Paid  Transfer and 
Registration of Firearm , ATF F 5 ( 7 5 60.5 ) , Application for Tax
Exempt Transfer and Registration of  Firearms, ATF F ,  7560.8, ,.... .. ..·. .. .....·. . 

. . . . .  , , , ,  .. p • • · ·  

,.. ..... ... ......Application to Transport Interstate or to Temporarily Export .. .. ........ , , ,  .. ,. . . . . .... ....... .. . . .  , . . . .. .·...·. ,Certain National Firearus Act (NFA) Firearms, ATF F 10 ( 7 560 . 10)e, 
, 

Application for Registration o f  Firearos Acquired by Certain 
Governmental Entities, ATF F 4467 , Registration o f  Certain 
Firearms during November 1968 ,  or equivalent forms . 

DESTROY when all administrativee· needs have ended. 
.. ••• u • • • • • • • • • • .  · ..·....·. .·.....·. ., 
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.. ••••••••--H+•• 
,.,.,._,,,,,,n,,,~ 

. 
178. File Sear ch Re quest and Reply Forms - These are requests for 

searches , or r eplies to such r equests , of the National Firearms 
Registr ation and Tr ansfer Record .  

DESTROY when 1 year old . or after d isposition o f  case , 
whichever i s  ear lier . 

17 9 .  Exportation Record s  These f iles contain copies o f  ATF F 9 
( 7 560. 9 ) , AppHcation and Permit for Exportation of  Firearms , or 
equivalent form. 

DESTROY. when all administr ative needs have ended . 

·--- ··········-180. Impor tation Record s  - These .files consi st ·of ATF F 6 ,  Part I ··I••·············· · • .. .. ...·........·( 7 570 . 3A) , Application and Permit for Importation of  F ir earms , ................. 
l-<••••••••••o,.,

A�nunitiog and Ioplements of  War , ATF F 6 ,  Part I I  ( 757 0. 3B ) , 
Application and Permit for Importation of  Fir earms , Ammunition !·•·--···-·······�-- . ·········· · · ·  

and Implements of ar ( For Use by Member s of the U.S. Armed Force s ) , 
ATF F 6A ( 7 570. 3C ) ,  Release and Receipt o f  Imported Fir earms , 
Ammunition and Implements of  War , ATF F 452 2 ,  International 
Import Certificate, ATF F 4587 ( 7570. 4 ) , Application to 
Register as  an Importer of U .S .  Munitions I�por t List Articles , 
ATF F 7570 .6 ,  Import Permit Reg ister , ATF F 7570 .8 ,  Wor ksheet for 
Quarterly Repor t of Impor ted Firearms , ATF F 7570. 9 ,  Impor t 
Registrations Under the Arms Export Control Act , or 
equivalent for ms .  

a .  ATF F 6 Part I ( 7 570 . 3A) , ATF F 6 Part I I  ( 7 570 . 3B ) , 
ATF F 6A ( 7 57 0 . 3C ) ,  ATF F 4522 ,  ATF F 7 57 0.6 ,  
ATF F 7 570. 7 ,  ATF F 7 570 . 9 .  

DESTROY when 1 0  year s old . 

,. ••  ,u ..  •u••••• b .  ATF F 4587 ( 7 570 . 4 ) .  ). . . .. . . .·....... . 

DESTROY 2 year s after discontinuance of  business .  

c .  ATF F 7570 .8 .  

DESTROY when 2 year s old . 
... . . .... . . . ... . .  

. . . . . . . . . . .  1 •••• 

181.  Firearms Contro l  Car d File - This f ile consists of  contro l  card s  
for the National Firearms Registration and Tr ansfer Record. 

DESTROY when all administrative needs have ended . 
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182o. Fir earms Subj ect and Ruling Files - These files contain documents 
which descroibe the adminscr ation and application of, and 
procedur al instr uctions involved in, the entire firearms control 
program. 

DESTROY when 15 years old . 

183 .  Special Taxpayer Record Files - These files contain r ecords 
pertaining to payment of tax by special (occupational) taxpayers who 
deal i n  NFA fir earmso, pho·tocopy of the taxpayers FFL, IRS Form 
11, Special Tax Return ,  and Application for Registr y, and/or 
ATF F 7590· . 2, · Form Letter-Acknowledging Receipt of Form 11 
(Hqs use only) , ATF F 7590. 3, form Letter-Certifying Form 11 
Has Been Filed (Hqs use only) , or equivalent forms. 

DESTROY when 15 years old . 

184. Firearms Tr ace Request F ile - This file contains copies of 
AIF F 7 520o� 5, Request for Tracing Firearms, or equivalent forms . 

DESTROY when 1 year �ld. 

185o. Explosives Records File 
for tr acing Explosives, 

- This file contains ATF F 7530 . 1, Requesto
or equi_v:::.lent form. 

DESTROY when 5 year.s old. 

186 • .  Fir earms Tr ansaction Records - These are records on ATF F 4473 
( 5300 . 9) ( Parts I and I I ) Fir earms Tr ansation Record, used to 
r ecord firearms sales by feder ally licensed firearms dealers, 
ledgers ,  a�d r elated_ records. 

a.  Paper copies . 

DESTROY after microfilmed . 

b. Microfilm copy. 

DESTROY when all administrative and legal needs have 
ended . 

187. Technical Services Correspondence Files - These files contain 
correspondence of a routine nature r egarding the Feder al Firearms 
Act, the National Firearms Act, the Gun Control Act of 19 68, the 
Explosives Control Act of 19 70 , and r elated subjects . 

DESTROY when 3 years old . 

Page 18 

................. 
\..... , ..... .... . 

. ··········•· .... 

- • • ••H•n"••••• 

,.

�-
... . . . . . .. . .... . 
.........·�.... . 



 
   

  

  

?.=.~~~,:;: :::::~:. 
:~·::::::-::::::;:: 

. .  . . . . . ........ , .  

... , ... . . . . . . . .. . 

I 

· 
.
.
. , 

-
---···· 

·
·••«••·" •·••««••··;, .......·-·-··············•-««< ·............. ........ ......... .................... .. ...... .... . --·······;···-· ... •....-:... ...................... . : .... .... .................... ·.:;:::::::: :.::.:: . . . . . 

188. Quarter iy Firearms Manufactur ing and Exportation F!les - These 
ar e copies of ATF F 4483A ( 5300 . 1 1) ,  Quarter ly Firear ms 
Hanufacturing and Exporatation Repor t ,  which ar e used to r eport  
(quar terly) the quantity of firearms manufactured and exported 
by manufacturers of fir earms licensed under the Gun Control 
Ac t of 196 8 .  

DESTROY when 1 year old, or when all administrative 
needs have ended. 

189 - 210 RESERVED . 

"'•u••�• .. •••••• 

... . . . . . . .  "IJ;> ... . 
,.. . . . .......... . 

,<nn•••�--••••...... . . . . . . ..... 

• • • • • • • • • • • • •  .. u 
,.... . . .......... . 
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OFFICE OF INTE IU�,\L AFF,AI RS 

211. General subject files, incuding correspondence, reports, 
memor nadura, and related papers, not covered elsewhere in this 
schedule, pertaining to the inter nal administration and management
of the Office of Internal Affairs. 

DESTROY when 5 years old. 

212. · Correspondence of a routine nature relative to operations r eview 
or security matters, such as letters of transmittal and requests 
for information, which are not appropriate for inclusion in the 
files listed elsewhere in ' this schedule. 

PESTROY when 1 year old. 

213. Reports of operations r eview and related correspondence . 

DESTROY 10 years after issuance of report.  

214. Wor kpapers prepared in connection with operations r eview. 

DESTROY ·2 years after issuance of r eport. 

215 .  Files r elating to r eviews by GAO, and GAO r eports .  

DESTROY 5 yearos from date of r eply to GAO. 

216 Wor king papers prepar ed in audits, r eviews, surveys, special 
studies, investigation, etc. , of ATF or third parties.  

DESTROY 2 years after report is issued. 

217 Reference Files - Copies of Gover nmentwide, departmental and 
Bureau directives, publications, circulars, bulletins, orders, 
manuals, etc. 

DESTROY when obsolete or superseded . 

218 - 230. RESERVED. 
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OFFICE OF CHIEF COUNSEL RECORDS 

!;.::::::::::::

231. Adminis trative files consisting of copies of directives ;  
copies of  repor ts _ including wor k progress, s tatisitical, and 
narrative ; copies of correspondence and other mater ials used 
for convenience of r eference ; and controls such as  wor k flow 
and location controls. Reference files maintained by
individuals or offices, including copies of ATF orders and other 
i ssuances, and paper s whch are of refer ence values to. the s taff. . , ... , .. . . . . . .. . 

� • • • • O H H O  ••••· 

DESTROY when obsolete or superoseded. 

232. Records of Chief Counsel ' s  Opinions - These f iles consist  of 
opinions of the Chfef Counsel per taining to laws and regulations 
administered by the Bureau , and other Fed.era! laws and r egulations 
r elating to Bureau activities. 

. .... , ...........••�•••••••n•••�• 
PERMANENT RECORDS. ! .... :::::::::::: 

OFFER to NARS when 30 year s old. 

233. Closed legal case files : 

( 1) In consider ing and making repor ts  on legislation and 
regulatio_ns per taining to the laws adminii:;tered by ATF. 

( 2) Inter preting the laws and regulati�ns administered by 
ATF. i•••••••••••M•••... .............. 

( 3) In inter preting other Federal laws and r egulations which 
have applicability to ATF oper ations. 

. . ............ , .. 

DESTROY when no longer needed for reference pur poses . 

234. Closed litigation case files without precedent ial value: 

(1) Per taining to suits  brought under the Federal Tor t 
Claims Act. 

( 2 }  Per taining to the judicial forfeiture of seized proper ty, 
or judicial r eview of adninis trative for feiture. 

( 3 )  Per taining t o  judicial review of suspension or revocation 
of licenses and permits  is sued by ATF. 
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(4) Pertaining to miscellaneous tax, civil and criminal litigation. h••••••--•••••••• 
·...... ......... .. 

DESTROY when 5 years old . 
••�fu .... •••••••• 
········••0# ....... 

235. Closed civil litigation case files falling within the four 
categories listed in Item 235 which have particular precedential 
value. 

DESTROY when no longer needed for reference purposes . 

236 .  Closed legal files relating to administralve action on : 

(1) Petitions for remission or .mitigation of forfeitures. 

(2) Offers in compromise· submitted under the Internal Revenue 
Code and the Federal Alcohol Administration Act .  

(3) Ctaims submitted under the Federal Tort Claims Act .  

(4 ) Requests made under the Freedom of Information Act ,  
or the Privacy Act .  

DESTROY when 2 years old. 

237 � Closed legal files relating to administrative adjudications of 
licenses and permits . 

DESTROY when 5 years old. 

238. Closed legal case files relating to the review of ATF orders and 
directives, and ATF delegation orders. 

DESTROY when obsolete or superseded. 
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