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U S C 3303a, the d1spos1t1on request, m­
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Office of the G@a:cra+-Counsel 

1. Legal Matter Files 

NOTE: The term ''Legal Matttr Files" means all completed legal work product created 
by the office in paper or electronic fomi, including. 

Memoranda or conespondence providing legal opinions, interpretations, advice, and 
related infonuahon on matters falling withm the actrvitjes and oper-ations of ATF 

Legislative proposals aJJd -...rritten analytjcal matena!s on legislative proposals. 

Copies ofpleadjn,gs,judgements, and correspondence on any judicial or ad.J.1.1.iiustrative 
litigation or claiin involving ATF in which the office ~ignificantly ~ssists with the matte1 _ 

Materials pertaining to review and/or clearance of docwnents prepared in other of.fices 
of ATF. 

a. Completed legal matter fil~s having significant preced.entlal or historic value. Critcna 
to include unique records relating to cases chat result m court decisions that significantly 
interpret statutes and regulations; c.ises that are heard by the Supreme Court; cases that 
ate deemed to be significant for mvestigative or litigation procedi.U'es or other importanc 
precede,nl; ca~cs re.sultmg 1n sigi·dficant policy-n1aking decislo11s; cases that attract 
nanonal news media atte11ti.on; and oases resulting in a Congressional m.vestigation_ 
Examples include l~~al matter files relating to W-aco, Ruby Ridge, and interpretations of 
the Brady Act and other foeann~rclated legislation. and laws. 

Disposition: PERMANENT. Break files after legal work product is completed. 
Transfer to the Washmgton National Records Center (WNRC) 1 
year after break or when no longer needed, for cunenl agtncy 
business or convenience ofrefen::nce, whichever ls later. Transfer 
to NARA 20 years after file break. 

b Completed legal maner files that are routine m nature and do not have significant 
precedent1al or historic value, such as personnel-rel-ated matters, tort claims, forfciture, 
31\d ethics. 

Disposition: Temporary. Break files after legal work pr~duct LS completed. 
Destroy 5 years after break or when no longer needed for convenience of 
reference1 whichever is later 

2- Attorney Working Files 

Records include drafts. notes, and memoranda, created by the office, as wdl as 
background material and reference copies of documents collected by attorneys. 
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Record.keeping copies of completed legal work product created by attorneys in the office 
are placed in the appropriate legal matter file. 

Dtsposition. Tempori'.!Iy. Break tiles after the legal work product is completed. 
Screen attorney working papers before destruction and tra11sfor any record~keeping 
material !O appropnate official fj!e Destroy on site when no longer needed for 
current agency busmess or canvemencc of reference, whichever is later. 

3. Chief Counsel Document System (CCDOCS) 

Significant opinions and memorandums dating from 1930 to 2000 that relate to ATF's 
enforcement and admuristrat1on of firearms, explosives, alcohol, and tobacco laws. 
Records are maintained m pd f format. 

Disposition: PERMANENT Transfer unmediately to the N:ational Archives. 

4. Case management system. 

Database that tracks action on all matters handled by the General Counsel including 
htigation, opinions, and any other aotions by attorneys includjng training, briefings, and 
verbal advice and guidance to program offices. 

QO 
Disposition: Temporary. Delete mfom1atio11 from system,1'yetl.$after case/assignment is 

closecL'completed, or when no longer needed for administrative purposes, 
whichever is later. 
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