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LEAVE BLANK 

REQUEST FOR AUTHORITY DATE RECEIVED JOB NO 

TO	 DISPOSE OF RECORDS AUG 5	 1975 
(See InstructIons on Reverse) - - he. 436-76-1TO	 GENERAL SERVICES ADMINISTRATION 

NATIONAL ARCHIVESAND RECORDSSERVICE,WASHINGTON,DC 20408 NOTIFICATION TO AGENCY -
1 FROM (AGENCY OR ESTABLISHMENT) 

In accordance wIth the provrsrens of 44 usc 3303a the drs Department of Treasury posal request, ,"cludlng amendments, IS approved except for 
Items that may be stamped "drsposa] not approved" or "wIth2.	 MAJOR SUBDIVISION 
drawn" '" column 10 Bureau	 of Alcohol, Tobacco and Firearms 

3. MINOR SUBDIVISION 

Information Management Division 
4. NAME OF PERSON WITH WHOM TO CONFER 15. EXT 79~ 7TEL 

Jack O'Leary	 177-~ ~ 3-- 7S- ~~ ~_ (JG-kdlJ 
6 CERTIFICATE OF AGENCY REPRESENTATIVE	 (Date) ..... ~ fl.Archlvlst of the UnIted States 

I' 
I hersby certIfy that I am authorized to act for this agency," matters pertarmng to the disposal of the agency's records, that the records proposedfor drsposal In thIs Requestof 
-----1...- page(s) are not now neededfor the businessof thrs agencyor WIll not be neededafter the retention periodsspecihed 

July 31, 
Date 

9.7 8. DESCRIPTION OF ITEM	 10SAMPLE ORITEM NO (WIth lnclusive Dates or Retentoon Periods)	 ACTION TAKENJOB	 NO 

1	 The records described below are created and accumulated
 
in the Field Offices of the Bureau of Alcohol, 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abandoned or withdrawn.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b. Case files of licenses or permits which have been 
revoked.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. 

11S-106	 STANDARD FORM 115 
RevIsed January 1973 
Prescrrbed by General Services 

AdminIstratIon 
FPMR (41 CFR) 101-11 4 



APPRAISAL REPORI' 
Disposal Job No. NC-436-76-l 

Approved f'or Disposal:
 

The item f'or which disposal is requested is disposable because it does
 

not have suf'ficient value f'or purposes of' historical or other research,
 

functional documentation, or the protection of' individual rights to
 

warrant permanent retention by the Federal Government.
 

Appraiser'~ ~ ;2gtf!,7(j 
RO ALD L. HEISE } Date 

Approval Recommended: ~rb~-
ate 

_. 

Approval Recommended:*~~ 
. H. FISHB N 
Director 
Records Appraisal Staf'f' 



UNITED STATES OF AMERICA 

GENERAL SERVICES ADMINISTRATluN 

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

DATE 

SUBJECT Disposal Job NC-436-76-l 

The Bureau of Alcohol, Tobacco, and Firearms are scheduling their records 
and updating the older records control schedules that they inherited from 
the Internal RevenueService along with the records and the fUnctions. 
This disposal job covers records created by their field offices in 
administering the GunControl Act of 1968. In this present schedule the 
Bureau wishes to use the same retention periods that were used by IRS 
when they were responsible for administering the earlier Federal Firearms 
Act. IRS, Records Control Schedule 201 for the regional and branch 
offices of the Assistant Commissionerfor Alcohol and Tobacco, also 
covered the records created under the regulations of the Federal Firearms 
Act. Items 34 and 79 of RCS201 covered the records relating to this 
function. 

The Bureau, which 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 lb, as were approved for the earlier 
IRS schedule. Theyhave submitted this single item disposal job in an effort 
to relieve their field offices of the great numberof 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. 

RONALD HEISEL. 
Records Disposition Division 

Keep Freedom m Your Future Wah U.S. Savings Bonds 
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Page 4 REcorws DISPOSITION HANDROOK 

Item Dcscrrption 0/ records 
No and disposin on auth onzution 

ported for prosecution but closed 011 the hasrs of 
ta xpa yment These cases contain the report of 
action taken, copies of IClX returns, offers in (om-
promIse, and I r l.ued p.lpers Dispose 1 year after 
closing 

20.	 Unk nown Defendant Sl.lZllle,Cascs-These are re-
po i ts of <cizur cs w lie re no-allests' w cre made The 
r cports a r e mf.u mat ional copies of Fl)rm 15-1.0, or 
cIlun alent The rcpol ts arc tr ansrmttcd by Super-
Vl50lS In Charbe to the i egro nal ofllr-cs Dispose 
after 1 )ea r. 

21.	 Demand Letters-These are copies of dern.rnd Ietters 
which ale Ior mal written demands on plllll,lfy dis-
tr ihutors, Jobbers, warehousemen, contamer manu-
facturers, wholesalers, nnporters, and manufacturers 

of articles, and others The records include (oples 

of Form .3.398, or equivalent, releases, and related 
correspondence Dispose 1 year after cancellation. 

22.	 Rcturns and Voluntary Reports of Articles, Con-
tainers, and Substances-These records include re-
turns on Form 169, or equivalent, submitted vol un-
tar ily or as a result of demand letters, by Importers, 
producers, distributors and others Dispose 1 year 
after receipt 

23.	 Voluntary Cooperation Letters-These are letters 

from refineries, manufacturers, dealers, etc, who 
have agreed to submit voluntary reports WIth respect 
to articles, containers, and substances; and related 

papers Dispose on discontinuance of busmess 

24.	 Record of I nterdistr ict and Inserregion Shipments 

of Raw Materials-These are reports submitted be-
tween Regional Headquarters r eportmg movement 
of raw matcr i als Dispose 1 year after receipt. 

25.	 Hecord of Importation of Raw Materials-These are 

notices received from Customs with reference to the 
importation of raw materials Dispose 1 year after 
receipt. 

26.	 Records of Idcntrfication-c- These are recurds of iden-
uficatron of defendants consisting of fingerprint 
cards, photographs, and other related data Retain. 

27.	 Tech mea] Data for Experts' Use m Presenting Tes-
tllllony- These are data prepared for the use of ex-
pel ts when testifying in cases perfected by other 
Federal agencies. Dispose 1 year after closing of 
case. 

28.	 Informants Contracts-These are contracts entered 

into with informants (promising to pay them for 
information), copies of related vouchers, and other 
pertinent informatron. Dispose 5 years after con-
summation. 

29.	 General Enforcement Correspondence-Correspond-

MT 1115J59-79 18-8-66J IR Manual 

!tern Dcscripuon of records 
No find d tsp ost tt on a uth orrzattoti 

ence \\ ith the puhlic regaroing alleged violations 

allO other related matters. Dispose after 3 ) cars. 

30.	 QUdltcdy Report of Pending Cases=-These are re-
pur ts prepared by Supervisors in Charge and sub-
nutted to the Chief, Enforcement Branch, quarterly, 
for the purpose of keeping pending cases in l..alance. 
Dispose .rfter 1 year. 

31.	 Repol t of AdMIn Taken on PendJl1g Cases, Form 
1552-These are r eports, un Form 1552, or eqUIva-
lent, prepared by Super visors in Cli.uge to the 
Chief, Enfoi cement Branch, show llIg court action 

taken 1Il jacketed cases Dispose after 1 ) car 

32.	 Records of Seized Property-These are ft~lof(ls on 
Form 1587, and Form 1588, or equivalent forms, 
prcpdl eO as applicahle, for all seizures, includmg a 
history of the [orfeit ur es and dispositions thereof. 
Dispose 5 fiscal years after closing. 

33.	 Statement of Special Moneys Transaction, Form 
141-These are reports covering seized moneys or 
other valuables, on Form 141, or equivalent. 
Dispose after 5 years Retire to Federal Records 

Center after 3 yeClrs. 

34.	 License-Federal Firearms Act, Form 8B (Fue-
arrns ) -These are records on Form :)B, or equiva-
lent receiv ed in remonal offices from District Di-, o 

rec tors, for mfo rmatron as to persons currently 

holding hcenses, (Note: Copies maintained in 
branch offices are described in item 79). Dispose 

after	 2 years. 

35.	 Report of Inspector or Investigator, Form 1494-
These are reports subrmttcd daily, or at other in-
tervals, by each Investigator or Special Investigator, 
aivinn detarls of his accomplishments and expense
'" items '" for the period covered, on Form 1494, or 
equivalent 

a	 Ollginal reports Dispose after 3 years He-
tire to Federal Records Center after 1 year. 

b	 AI! other records Dispose after 1 year. 

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

37.	 Travel Voucher, Standard Form 1012-These are 

reports prepared 011 Standard Form 1012, or eq~iv-
alent by Investi srators incurring expense dur ing 

the ~onth One ~upy of each report is retained 111 

the regional office. Dispose after 1 year. 

38.	 Public Voucher for Purchases and Services Other 
Than Personal, Standard Form 1034a-These are 

o.
 

RCS-201	 OFFICIAL USE ONLY i egiona! office copies of Standard Form 1034a, or 
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Page 6 RECORDS DlSPOSITION HANDBOOK 

!tern Descrrpuon o] records 
No lind disposiuon auth ort zutron. 

b Form 23.50, or equivalent. Dispose "hen 
card 
card 

69.	 Rec~rds of 
ords consist 
defendants, 
ftelaig. 

70.	 Report of 

is removed from active file (individual 
only). 

Identrficatron of Defendants-These rec-
of fingerprint cards, photographs of 

and other related identIfication data 

Record and Reputation, Form 2632-
These records include reports on Form 2682, or 
equivalent, sent to commercial concerns in response 
to requests for mformation relating to liquor vio-
lations and reputation of prospective purchasers of 
vehicles, and related correspondence Dispose after 
5 years Retire to Federai-Records Center after 3 
years 

71.	 Complaint Correspondence=-Tlng is correspondence 

with the public relating to violations, not a part of 
any other item included in this schedule. Dispose 
after I year. 

Demand Letter Fdes- These are branch office copies 
of demand letters which are formal WIitten demands 
on primary distnbutors, jobbers, warehousemen, 
container manufacturers, wholesalers, importers 
and manufacturers of artrcles, and others Included 

are copies of Form 3398, or equivalent, releases, 
and related correspondence Dispose 3 years after 
cancellation. Retire to Federal Records Center I 
year	 after cancellation. 

73.	 Returns 
tainers 

turns on 
tanly or 
producers, 

and Voluntary Reports of Articles, Con-
and Substances-These records include re-

Form 169, or equivalent, submitted volun-
as a result of demand letters, by importers, 

distnbutors, and others, covering arti-
cles, containers, and substances. Dispose I year 
after I eceipt. 

74.	 Voluntary Cooperation Letters-These are letters 
from 

have 
spect 
related 
ness. 

75. Record 

refineries, manufacturers, dealers, etc., that 
agreed to submit voluntary reports with re-
to articles, containers, and substances; and 

papers Dispose on discontinuance of husi-

of Interdrstrict and Interregion Shipments 

of Raw Materials-These are reports submitted be-
tween regional headquarters ,eporting movement of 
raw materials Dispose I year after receipt. 

76.	 Record of Importation of Raw Materials-These are 
notices received from Customs w ith reference to the 

importation of ra w materials Dispose I year after 
receipt. 

77.	 RegIster of Raw Materials Dealers and Users, Form 
1646- These are records, prepared by investigators 
on Form 1646, or equivalent, covering interviews 

MT 1115)59-79 (8-8-66) IR Manual 
RCS-201 OFFICIAL USE ONLY 

lt etti Drscrrption o] records oNo and dispost uon aut h orrzotion. 

with	 raw materials and container dL'.llcrs Dispose_ 
I year after rliscnntinuance of business. 

78.	 Reports Relating to registration of FIrearms, Includ-
IIIg Nonwillful VIOlation Cases (National Firearms 
Act) -These are records pel taining to the registra-
tion of firearms Dispose after 5 years. 

79.	 License-Federal Firearms Act, Form 8B (Fire-
arms)-These are records on Form 8B, or equiva-
lent, received III regional office' from District 
Dn ec tors, ;1JJrl transnutled to the branch office, for 
information concerning issuance of licenses (Note: 
Copies retained III regional offices are descnbed in 

item 34) Disposc after 2 years. 

80.	 Investigation Assignment and Unassigned Investi-
gation'Cards-c-These are 3'! x 5" cards, or equiva-
lent, used by hr anch offices in assigning investi-
gatJOns of retail dealers, and in I eporting of 
unu=sigued retail dealer investigations by Iuvcsti-
gators Dispose after any information thereon, 
neces~ary for the violation card file and manage-
ment reports, has been recorded. 

81.	 Remittance of Pr:C;-eeds from Sale or Other Dispo-
srt ion of Forfeited Seized Property, Form 2391-
Copies of Form 2391, or equivalent, are maintained 

in branch offices. (Other copies are maintained in o 
the regional office. See item 4..3) Dispose after 10 
years. Retire to Federal Records Center after 3 

years. 

82.	 Quarterly 
to Bureau 

copies of 
of which 

after 10 

Report-Forfeited Property Transferred 
of Prisons, Form 2549- Branch office 

Form 2549, or equivalent, the origrnals 
are sent to the National Office. Dispose 

years. Retire to Federal Records Center 
after	 3 years. 

83.	 Quarterly Report-Forfeited Firearms Retained for 
Official Use and/or Destroyed, Form 2550--Branch 
office	 copies of Form 
nals	 of which are 

Dispose after 2 years 

84.	 Retail Liquor Dealer 
branch office records 

dealer premises, on 

2.550, or equivalent, the origi-
sent to the National Office. 

Inspection Reports-These are 
of inspections of 
Form 1559, or 

Dispose 5 years after date of inspection. 
Federal Records Center 3 years after 
spection. 

85.	 Reports to State Liquor Authorities on 

retail liquor 
equivalent. 

Retire to 
date 

RefilI 
tions- These are reports made to the State 
authorities for the purpose of takmg action 

permits. Dispose I year after final action. 

86. VIOlation Card Flle-This is an index of 

of in-

Viola-
Liquor 
against 

retail A 
liquor dealer premises, and constitutes the recor? of V 
violations found on inspection of these premIses. 
Dispose after 5 years. 

87.	 Report of Special Investigator, Form 1494.--A re-


