Request for Records Disposition Authority

(See Instructions on reverse)

Leave Blank (NARA Use Only)

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

Job Number

N/ Y3008 6

1 From (Agency or establishment)

Bureau of Alcohol, Tobacco, Firearms, & Explosives

Date Received 3 /IB /o g

2 Major Subdivision
Office of Chief Counsel

3 Minor Subdivision

Notification to Agency

In accordance with the provisions of 44
U S C 3303a, the disposition request, in-
cluding amendments, 1s approved except for
items that may be marked “disposition not
approved"” or "withdrawn" in column 10

5 Telephone (include area code)

202-648-7527

4 Name of Person with whom to confer

Michelle Thomas

Date

Archivist of the United States

3//69

6 Agency Certification

i hereby certify that | am authorlzeg to act for this agency in matters pertaining to the disposition of its records and that the records proposed

for disposal on the attached

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 provisions of Title 8 of the GAO Manual for

Guidance of Federal Agencies

@j 1s not required
/

[:] Is attached

[ ] has been requested

s
SM of Agency pre: ntative Title Date (mm/dd/yyyy)

( Vit ATF Records Officer 3/10/08
7Y 9 GRSor 10 Action
Item 8 Description of Iltem and Proposed Disposition Superseded taken (NARA

Number Job Citation Use Only)
1 Chief Counsel Document System (CCDOCS)

9

Ap ghenges te this proposed schadule have bes

, 1of20oe

L NABA appraiser Igate

Agency representative

n approved by:

dats

Page _1 of _2

115-109 NSN 7540-00-634-4064

Previous Edition Not Usable

Standard Form 115 (Rev 3/91)
Prescribed by NARA 36 CFR 1228
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1. Leeal Matter Files

NOTE: The term “Legal Matter Files” meaus all completed legal work product created
by the office in paper or electronic form, including.

Memoranda or correspondence providing legal opinions, interpretations, advice, and
related information on matters falling within the activities and operations of ATF

Legislative proposals and written analytical materials on legislative proposals.

Copies of pleadings, judgements, and correspondence on any judicial or administrative
litigation or ¢laim involving ATF in which the office significantly assists with the matter.

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

a. Completed legal matter files having significant precedential or histoxic value. Crteria
to include unique records relating to cases that result 13 court decisions that significantly
Interpret statutes and regulations; cases that are heard by the Supreme Court; cases that
arc deemed to be significant for mvestigative or litigation procedures or other important
precedent; cascs resulting n significant policy-making decisions; cases that attract
nattonal ncws media atlention; and cases resulting in a2 Cangressional investigation.
Examples include Jegal matter files relating to Waco, Ruby Ridge, and interpretations of
the Brady Act and other firearm-related legislation and laws,

Disposition: PERMANENT, Break files after legal work product is completed.
Transfer to the Washington National Records Center (WNRC) |
year after break or when no longer needed for current agency
business or convemence of relerence, whichever 1s later. Transfer
to NARA. 20 years after file break,

b Completed legal matter files that are routine 1n nature and do not have significant
precedential or historic value, such as personnel-related matters, tort claims, forfeiture,
and ethics.

Disposition: Temporary. Break files after legal work product 1s completed.
Destroy > years after break or when no longer nceded for canvenience of
reference, whichever is later

2. Attormey Working Files

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

Drsposition. Temporary. Brealk files after the Jegal work product is completed,
Screen attorney working papers before destruction and transfer any record-keeping
material 10 approprnate official file Destroy on site when no longer needed for
cwrent agency business or canvenience 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 admunistration of fircarms, explosives, alcohal, and tobacco laws.
Records are maintained 1n pdf format.

Disposition: PERMANENT Transfer immediately to the National Archives.

4. Case management system.

Database that tracks action on all matters handled by the General Counsel including
hitigation, opinions, and any other aotions by attorneys including training, briefings, and
verbal advice and guidance to program offices.
Q0
Disposition: Temporary. Delete information from system #yeamafier case/assignment is
closed/completed, or when no longer necded for administrative purposes,
whichever is later.
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