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LEAVE BLANK
REQUEST FOR AUTHORITY ATE EcEvED s
TO DISPOSE OF RECORDS AUG 5 1975
(See Instructions on Reverse) K
- AR TR
TO GENERAL SERVICES ADMINISTRATION C 4 3 6‘ 7 6 ~1
NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408 NOTIFICATION TO AGENCY -
1 FROM (AGENCY OR ESTABLISHMENT)
In accordance with the provisions of 44 US C 3303a the dis
Department of Treasury posal request, including amendments, 1s approved except for

2. MAJOR SUBDIVISION items that may be stamped ‘‘disposal not approved’’ or ‘‘with

. drawn’’ in column 10
Bureau of Alcohol, Tobacco and Firearms
3. MINOR SUBDIVISION

Information Management Division

4. NAME OF PERSON WITH WHOM TO CONFER 5. TEL EXT 79,’27
Jack O'Leary 177-7#077 g_ 3.75
6 CERTIFICATE OF AGENCY REPRESENTATIVE ’ (Date) Archivist of the United States

| hergby certify that | am authorized to act for this agency in matters pertaining to the disposal of the agency's records, that the records proposed for disposal 1n this Request of
_L_. page(s) are not now needed for the business of this agency or will not be needed after the retention periods specified

!
_ ) , , ies
July 31, 1975 s Chief, Information Management Division
Date (Signature of Agency Represenfative) (Mtie)
7 8. DESCRIPTION OF ITEM -
ITEM NO (With Inclusive Dates or Retention Periods) SAMELE LR ACTION TAKEN

1 The records described below are created and accumulated
in the Field Offices of the Bureau of Alcohdl, Tobacco
and Firearms,

REGULATORY ENFORCEMENT RECORDS - (REGIONAL OFFICES)

Firearms Licensees and Explosives Licensees and
Permittees Case File,

a, Case files of applications which have been denied,
abandoned or withdrawn.

DISPOSE after 2 years

b. Case files of licenses or permits which have been
revoked,

DISPOSE after 3 years

c., Case files of licenses or permits which have not
been renewed,

DISPOSE after 2 years,

\
Copy de.hegne g, o ANl Conders 4 -0h5 40
115-106 J STANDARD FORM 115
Revised January 1973
Prescribed by General Services
Administration
FPMR (41 CFR) 101-114



APPRATSAL REPORT
Disposal Job No. NC-436-T76-1

Approved for Disposal:

The item for which disposal is requested is disposable because it does
not have sufficient value for purposes of historical or other research,
functional documentation, or the protection of individual rights to

warrant permanent retention by the Federal Government.

Appraiser: MQJ&% 28%us76

RONALD L. HEISE Date”’

Approval Recommended: Q,Wé:é;,-s /]?n( e & é&/ ZZS'
CARMELITA S. RYAN (| Date’

Acting Director
Records Disposition Division

Approval Recommended:%%/_é: é% %é ‘ / V/) —
. H. FISHBEIN ——L_Date

Director
Records Appraisal Staff




DATE

REPLY TO
ATTN OF

SUBJECT

UNITED STATES OF AMERICA
GENERAL SERVICES ADMINISTRATIUN

August 28, 1975 National Archives and Records Service
Washington, DC 20408

[ S—svum a1
GEMINAL SERVICES
¥y ADMIMSTRATION {¢

I

NCD

Disposal Job NC-L436-T76-1

The Bureau of Alcohol, Tobacco, and Firearms are scheduling their records
and updating the older records control schedules that they inherited from
the Internal Revenue Service along with the records and the functions.
This disposal job covers records created by their field offices in
administering the Gun Control Act of 1968. 1In this present schedule the
Bureau wishes to use the same retention periods that were used by IRS
vhen they were responsible for administering the earlier Federal Firearms
Act. IRS, Records Control Schedule 201 for the regional and branch
offices of the Assistant Commissioner for Alcohol and Tobacco, also
covered the records created under the regulations of the Federal Firearms
Act. Items 34 and T9 of RCS 201 covered the records relating to this
function.

The Bureau, wvhich is creating essentially the same records under the

more recent firearms acts, has elected to use the same retention periods,
with an increase of a year for item 1lb, as were approved for the earlier

IRS schedule. They have submitted this single item disposal job in an effort
to relieve their field offices of the great number of records that have been
created under the 1968 Act. Their other field office and central office
records have been scheduled and will be presented shortly for appraisal.

Since the present disposal job asks for approximately the same retention
period for the same type of records created under similar firearm control
acts I have discussed this job with NNFL. He agrees that he does not need
to examine the present job and agrees with me that we should approve this
disposal request.

Soomatd 2 Lo

RONALD L. HEISE
Records Disposition Division

Keep Freedom in Your Future With U.S. Savings Bonds



Page 4 RECORDS DISPOSITION HANDRBOOK
Item Description of records Item Description of records
No and disposttion authorization No and disposition authorization
orted for prosccution but closed on the basis of ence with the public regarding alleged violations
p PTo ) S S 3
taxpayment  These cases contain the report of and other related matters. Dispose after 3 years.
pay _ I P )
action taken, copies of tax returns, offers in com- 30. Quaiterly Report of Pending Cases—These are re-
p]rox.mse, and 1elated papers Dispose 1 year after potts prepared by Supcivisors in Charge and sub-
closing mitted to the Chief, Enforcement Branch, quarterly,
20. Unknown Defendant Suzure, Cases—These are re- for the purpose of heeping pending cases in Lalance.
poits of seizurcs where no arlests were made The Dispose after 1 year.
reports are mformational copies of Form 1540, or 31. Repoit of Action Taken on Pending Cases, Form
cqunalent  The repoits are transmitted by Super- 1552—These are 1eports, un Form 1552, or equiva-
"}SOISIm Charge to the 1egional offices Dispose lent, prepared by Supervisors in Charge to the
after 1 year. Chief, Enfoicement Branch, showing court action
21. Demand Letters—These are copies of demand letters taken 1n jacketed cases Dispose after 1 ycar
which aie formal wnitten demands on primary dis- 32. Records of Seized Property—These are records on
tributors, jobbers, warehousemen, container manu- o i . equl
facturers, wholesalers, importers g.nd manufacturers Porm 1587, and Form 1588, or equivalent forms,
§ arti ]’ d oth ’ ] o de ; prepated as applicable, for all seizures, mcluding a
of articles, and others 1e records include copies history of the forfertures and dispositions thereof.
of Form 3398, or equivalent, relcases, and related Dispose 5 fiscal years after closing
correspondence Dispose 1 year after cancellation. 33 s fk S M Tc ) F
bY . tatement o pec1a] oneys lIransaction, rorm
22. R(?turns and Voluntary Reports of Articles, Con- 141—These are reports covering seized moneys or
tainers, and Substances—These records include re- other valuables, on Form 141, or equivalent.
turns on Form 169, or equivalent, submitted volun- Dispose after 5’ years Retire to’chera] Records
tanly or as a result of demand letters, by importers, Center after 3 years
producers, distributors and others Dispose 1 year .
34. License—Federal Firearms Act, Form 8B (Fire-

23.

24.

25.

27.

28.

29.

after receipt

Voluntary Cooperation Letters—These are letters
from refineries, manufactuiers, dealers, etc, who
have agreed to submit voluntary reports with respect
to articles, containers, and substances; and related
papers Dispose on discontinuance of business

Record of Interdistrict and Interregion Shipments
of Raw Materials—These are reports submitted be-
tween Regional Headquarters reporting movement
of raw matcrials Dispose 1 year after receipt.

Recurd of Importation of Raw Materials—These are
notices recerved from Customs with reference to the
importation of raw materials Dispose 1 year after
rcceipt.

Records of Identification—These are recurds of 1den-
tification of defendants consisting of fingerprint
cards, photographs, and other related data Retain.

Technical Data for Experts” Use in Presenting Tes-
timony—These are data prepared for the use of ex-
peits when testifying in cases perfected by other
Federal agencies. Dispose 1 year after closing of
case.

Informants Contracts—These are contracts entered
into with informants (promising to pay them for
information), copies of related vouchers, and other
pertinent information. Dispose 5 years after con-
summation.

General Enforcement Correspondence—Correspond-

RCS-201

(8-8-66) IR Manual
OFFICIAL USE ONLY

MT 1{15)59-79

35.

36.

37.

38.

arms)—These are records on Form 8B, or equiva-
lent, received in regional offices from District Di-
rectors, for information as to persons currently
holding licenses. (Note: Copies maintained in
branch offices are described in item 79). Dispose
after 2 years.

Report of Inspector or Investigator, Form 1494—
These are reports submutted daily, or at other in-
tervals, by each Investigator or Speaal Investigator,
giving details of his accomplishments and expense
items for the period couvered, on Form 1494, or
equivalent

a Onginal reports Dispose after 3 years Re-
tire to Fzderal Records Center after 1 year.

b All other records Dispose after 1 year.

Summary of Daily Report of Investigator, Form
1494—A—These are reports, on Form 1494-A, or
equivalent, submtted for each month, covering in-
vestigative time application (including irregular,
unscheduled overtime), number of raw materials
contacts and investigations, and details of retail
liquor dealer investigations Dispose after 3 years.
Retire to Federal Records Center after 1 year

Travel Voucher, Standard Form 1012—These are
reports prepared on Standard Form 1012, or equiv-
alent, by Investigators incurring expense during
the month One copy of each report is retained in
the regional office. Dispose after 1 year.

Public Voucher for Purchases and Services Other
Than Personal, Standard Form 1034a—These are -
1egional office copies of Standard Form 1034a, or




Page 6 RECORDS DISPOSITION HANDBOOK

ll’cm Description of records Item Description of records

No and disposition authorization No and disposition authorization

b Form 2350, or equivalent. Dispose when with raw materjals and container dealers Dispose
card is removed from active file (individual 1 year after discontinuance of business.
\ card only). 78. Reports Relating to registration of Firearms, Includ-

69. Records of Identification of Defendants—These rec- g Nonwillful Violation Cases (National Firearms
ords consist of fingerprint cards, photographs of Act)-—These are records pertaining to the registra-
defendants, and other related identification data tion of firearms Dispose after 5 years.

" e 79. License—Federal Firearms Act, Form 8B (Fire-

0. Report of Recc:rd and Reputation, Form 2682— arms)—These are 1ecords on Form 8B, or equiva-
The'se records include Teporls on Form 2682, or lent, received 1n regional office’ from District
equivalent, sent to commercial concerns in response Diectors, and transmutted to the branch office, {or
to .requests for information relating to liquor vio- information concerning issuance of licenses (Note:
]atl(}ns and reputation of prospective purchasers of Copies retained 1n regional offices are described in
vehicles, and related correspondence Dispose after item 34 ) Dispose after 2 years.

5 years Retire to Federal.Records Center after 3 . . . :
years 80. Investigation Assignment and Unassigned Investi-
] ] gation”Cards—These are 3" x 5” cards, or equiva-

71. Cl.)mplamt Correspondence—This is correspondence Jent, used by hranch offices in assigning investi-
with the pl.ll)llc .relatlng t.o violations, not a part of gations of retail dealers, and in 1eporting of
a?y other item included in this schedule. Dispose unassigned rctail dealer investigations by Investi-
after 1 year. gators Dispose after any information thereon,

72. Demand Letter Files—These are branch office copies necessary for the violation card file and manage-
of demand letters which are formal wiitten demands ment reports, has been recorded.

. . - . . |- -

on primary distributors, jobbers, warchousemen, 81. Remittance of Proceeds from Sale or Other Dispo-
container nanufacturers, wholesalers, importers sition of Forfeited Seized Property, Form 2391—
k4
and manufacturers of articles, and others Included Copies of Form 2391, or equivalent, are maintained
are copies of Form 3398, or equivalent, releases, in branch offices. (Other copies are maintained in
and rela%ed correfpondence Dispose 3 years after the regional office. See item 43 ) Dispose after 10
cancellation. Retire to Federal Records Center 1 years. Retire to Federal Records Center after 3
year after cancellation, years. :

73. Rc?turns and Voluntary Reports of Articles, Con- 82. Quarterly Report—Forfeited Property Transferred
tainers and Substances—These records include re- to Bureau of Prisons, Form 2549— Branch office
turns on Form 169, or equivalent, submitted volun- copies of Form 2549, or equivalent, the originals
tarily or as a_result of demand letters, by importers, of which are sent to the National Office. Dispose
producers, distributors, and others, covering arti- after 10 years. Retire to Federal Records Center
cles, containers, and substances. Dispose 1 year after 3 years.
after 1eceipt. . . .

P - 83. Quarterly Report—Forfeited Firearms Retained for
. y nep

74. Voluntary Cooperation Letters—These are letters Official Use and/or Destroyed, Form 2550—Branch
from refineries, manufacturers, dealers, etc., that office copies of Form 2550, or equivalent, the origi-
have agreed to submit voluntary reports with re- nals of which are sent to the National Office.
spect to articles, containers, and substances; and | Dispose after 2 years
related papers Dispose on discontinuance of busi- e )
ness. ) 84. Retail Liquor Dealer Inspection Reports—These are

. . . . branch office records of inspections of retail liquor

75. Record of Interdistrict and Interregion Shipments dealer premises, on Form 1559, or equivalent

. - 2 b .
of Raw Materlals—These are feports submitted be- Dispose 5 years after date of inspection. Retire to
tween regional headquarters geporting movement of Federal Records Center 3 years after date of in-
raw materials Dispose 1 year after receipt. spection

6 Re::.ord of Il.npgr}auon(?f tRaw Mz.at}cirla}s The:e a}:e 85. Reports to State Liquor Authorities on Refill Viola-
nolices recelved irom Lustoms with relerence to the tions—These are reports made to the State Liquor
importation of raw materials  Dispose 1 year after authorities for the purpose of taking action against
receipt. perinits. Dispose 1 year after final action.

77. Register of Raw Materials Dealers and Users, Form .. . :
16:136—Th . ’ 86. Violation Card File—This is an index of retail

ese are records, prepared by investigators . . - d of
F - AR liquor dealer premises, and constitutes the record o
on Form 1646, or equivalent, covering interviews A . . .
violations found on inspection of these premises.
Dispose after 5 years.
MT 1(15)59-79 (8-8-66) IR Manual B p y
RCS-201 OFFICIAL USE ONLY 87. Report of Special Investigator, Form 1494—A re-



