
NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 

Schedule Number: NC1-436-78-02 

Some items in this schedule are either obsolete or have been superseded by new 

NARA approved records schedules. This information is accurate as of: 09/23/2021 

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These items, unless subsequently superseded, may be used by the agency to 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 other items remain 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SUPERSEDED AND OBSOLETE ITEMS 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They are superseded, obsolete, filing instructions, non-records, or were lined off and 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. 

Item 26 was superseded by NC1-436-80-03, item 26 

Item 27 was superseded by NC1-436-80-03, item 27 

Item 28 was superseded by NC1-436-80-03, item 28 

Item 29 was superseded by NC1-436-80-03, item 29 

Item 30 was superseded by NC1-436-80-03, item 30 

Item 32 was superseded by NC1-436-80-03, item 31 

Item 36 was superseded by NC1-436-80-03, item 32 

Item 39 was superseded by NC1-436-80-03, item 33 

Item 40 was superseded by NC1-436-80-03, item 34 

Item 42 was superseded by NC1-436-80-03, item 35 

Item 71 was superseded by NC1-436-80-03, item 71 

Item 72 was superseded by NC1-436-80-03, item 72 

Item 73 was superseded by NC1-436-80-03, item 73 

Item 74 was superseded by NC1-436-80-03, item 74 

Item 75 was superseded by NC1-436-80-03, item 75 but also shows as superseded by NC1-436-85-01, 

item 75 

Item 78 was superseded by NC1-436-80-03, item 76 

Item 80 was superseded by NC1-436-80-03, item 77 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 



NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 

Item 81 was superseded by NC1-436-80-03, item 78 

Item 82 was superseded by NC1-436-80-03, item 79 

Item 83 was superseded by NC1-436-80-03, item 80 

Item 85 was superseded by NC1-436-80-03, item 81 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 



, 
REQUEST FOR AUTHORITY 
TO DISPOSE OF RECORDS 

(See Instructions on Reverse) 

LEAVE BLANK 
DATE RECEIVED JOB NO. 

5 APR 1978 
-·--------------------------------1 
TO: GtNERAL SERVICES ADMINISTRATION 

NATIONAL ARCHIVES AND RECORDS SERVICE. WASHINGTON, DC 20408 
1. FROM (AGENCY OR ESTABLISHMENT) 

Treasury Department 
2. MAJOR SUBDIVISION 

ATF 
3. MINOR SUBDIVISION 

Information Management Division 
5. TEL. EXT. 

In accordance with the provisions of 44 U.S.C. 33031 the dis­
------, posal request. including amendments, is approved except for 

items that may be stamped "disposal not approved" or "with­
drawn" in column 10. 

4. NAME OF PERSON WITH WHOM TO CONFER 

Jack O'Leary 566-7927-----~--
6. CERTIFICATE OF AGENCY REPRESENTATIVE: (Date) 

I hew,y 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 
__/_ page(s) are not now needed for the business of this agency or will not be needed after the retention periods specified. 

Chief, Records & Reports Branch 
{Title) 

7. 
ITEM NO. 

8. DESCRIPTION OF ITEM 
(With Inclusive Dates or Retention Periods) 

The attached revised and updated schedule 
covers ATF' criminal enforcement field office 
records (district offices and posts of duty 
(POD)). 

9. 
SAMPLE OR 

JOB NO. 
10. 

ACTION TAKEN 

115--106 STANDARD FORM 115 
Revised January 1973 
Prescribed by General Services 

Administration 
FPMR (41 CFR) 101-11.4 



!JCl-4 36-76-2 

-."- -·-r ---- CR I M NAL •ENFORCEMENT - D l.STR l CT. OFFICE RECORDS .1 11 I* 
25 Acc)dcnt Cases ..: These are case files cont~inine, accident reports, ' ' 

I ' exhibits, staternents of fact, and rcl.::itcd con:espon,lc:nc,.:. Related 
i~forffiation may be found in the following directives: ATF O 1850.1, 

1
1 

ATF-Owned Motor Vehicles - Oper;:it ion and M:iintenance Guide, /\Tr 0 
1850.6, Motor Vehicle Management, i\TF O 2902.2, Safety Pro!_',rn:n, 

1! ATF O 3000.lB, Criminal Enforcc;11e:nt Gcnc:r.al Information, and ATF 0 
1 8600.lA, Integrity and Other Investigations. 

I 
I 

!DESTROY 1 year after final disposition. Item '?..7. 

' ' 
I i 
26. Agent Cashier Fund and Informant Contracts - These are records relati.ng

I •to the expenditure of Government funds for investigative purposes including 
copies of confidential expense memos concerning expenses reimbursed 
on Sf 1012. Also includes contracts entered into with informants 
(promising to pay them for information), copies of related vouchers, 
receipts and other information, Related information may be found in 
the following directives. ATF O 1925.1, Cashiers Inprcst Fund (Investi­
gative), ATF O 3210.7, Investigative Procedures, Priorities and Techniques, 
and ATF 

; 
Operating Travel.O 1500.lA, . 

!DESTROY 7 years after closing, Item 35. 

I 

27. Agents Diaries - These are records maintained by special agents to record 
a 

! 
breakdown of daily activities by time and date. 

DESTROY when 6 years old. Item 92. 

28. District Office ·ur Files - These are records containing reports of 
i investigation, reports recommending prosecution and related material 

described below. Related information may be found primarily in ATF 
0 3270.10, Criminal Enforcement Investigative Reports. References to 
property taken into Bureau custody nre discussed in ATF O 3400.2A, 
Property Taken Into Bureau Custody, and ATF O 1850.3A, Forfeiture and 
Disposition of Seized Personal Property, and ATF O 3210.7 outlines 
additional information on electronic surveillance reports.

i : • 

a. ATF F 3270,Z and 3270;3, Report of Investigation and Continuation 

Sheet. _l _.__ -· _ -·- __ -·-- __ -· ___ -· _____ -·-- ·- -·-·· ________ _ 
Cri~inal case report and exhiLits. 

c,: P1lopcrty records; e.g., ATF F 3400.15, ATF F 3400.16, ATF F 3400.9 
ATF F 1850.2, ATF F 1350.23, etc. 

I i I I 
.d ,! .. De'fcnd.:int fii1geq,r int· c.1rd s .... -· .. --···- ----- ...l 

I 
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t1Cl-43G-76-2
----T--r----1·----·r-·-······---·--··-----··--·--···-···--····- ---··-········-·· .. ··- -- .... -- -··-·-·· .... 

e, ATF F 3270.6 Progress Record of Case. •* i I ! 1 

f~ Electronic Surveillance reports. 

'' :TRANSFER to records center when 5 years old. 
i 
I 

DESTROY when 20 years old. Iter.1 2S. 

29. Dcr:i:rnd Le:tters - These arc co1nes of d(~;nand letters which cffe fonn;:;l 
! written demands on primary distributors, jobbers, 1-Jarchour;c,0,c:n, contai:1er 
[ manufacturers, wholesalers, importers, rnanufActurcrs of ;:;rticlcs, ,1ncl 

others. The reco~ds include copies of ATF F 3330.2, Raw Materials Contact 
and Recommendaticin, or equivalent, releas~s, and related corresponjcnce. 
Related information may be found in the follo,,•ing directives: ATF 0 
3330.4, Alcohol Enforcement Program, and ATF O 5300.2, Technical Services 
Procedures - Firearms and Explosives. 

:DESTROY l year after cancellation. Iten 31. 

30. General Enforcement Correspondence - Correspondence with the public 
.regarding alleged violations and other related matters. Related 
information may be found in the following directives: ATF O 1200.2, 
Public Affairs Guidelines, ATF O 3000,lB, Criminal Enforc~mcnt General 
Information, ATF O 3270.10, Criminal Enforcement Investigative Reports, 
and ATF O 3350.7, Operation CUE Interdictjon Instructions. 

i
IDESTROY 3 years after preparation. Item 36. 
i 

! 
31. Motor Vehicle Records and Reports - These are records and reports covering 

vehicles assigned to district office personnel; e.g:, SAC, ASAC and 
Operations Officer. Vehicles assigned to POD's are covered else~1ere in 
this schedule. Related information may be found in ATF O 1850.6, Motor 
Vehicle Management. 

' 
jDESTROY 1 year after vehicle is disposed of. Item 45. 

32. Progress, Plans, Problems_ Reports - These are reports of enforcement , 
activities r,repared on .:i monthly basis, outlining important accomplish1nents. 
Related information m.:iy be found in ATF O 1323.2A, Monthly Narrative Report 

,_ __ ..(Plans, Problems, and Pro6rcss). ···- ··- --· ··-- ·-- ·-···· ·-- _____ -·- ··-· ···- -····· -···· -- ·1··"' 
• I 

I :DESTROY when 1 year old. It.eP.1 41. 

I l I 
33. Pibli~ Voucher for Purch:ises ancl Sei:vi.cci; Othc1· Th,:m Person~l, SF 
L___).03!~,\·- These .1re district office copies of SF 10311A, or L'qui.valcnt, 

cove1·ing miscell.:incous expenditures. RcLit:ed i.nfonn.1tion may be found·'••• 

ATF 1: 13:.'l.6 (11-7~) DIRECTIVE lY PIPG CUIDC 



NCl-436-76-2 
____T ____T ____ -r- ---r-·-----------··--·-- --- ·---· ·- --- ---------·---· ---·-·· ··--··- -·-- -·-·------- ·--·-·- ... 
• irt the following directives: ATF 0 1850. 3A, Forfeiture ;rnd Disposition* 

of Seized Personal Property, and AIF 0 3400.2A, Property Taken l11to 
Bureau Custody. 

i 
! 
:DESTROY when l year old. Item 40. 

I i 

Quart~rly Report - fj rearms Retained, Transferred or D0.stroyed - Di strict 
office copi(-,s of ATF F 1850.20, or equiv:ilent, the or.ir:inals of whi.ch are 
transmitted to Bureau Headquarters. ReL,Led in format ion may be found 111 

the following direccive: ATF 0 1850.3A, Forfeiture and Disposition of 
Seized Personal Property. 

DESTROY when 1 year old. Item 4 4. 
I 
' 

35. Quarterly Report - Forfeited Property Transferred to Bureau of Prisons -
District office copies of ATF F 2549, or equivalent, the originals 
of which are sent to Bureau Headquarters. Related information may be 
found in ATF 0 1850.3A 

;DESTROY when 1 year old. Item 4 3. 

I 

I 
36. ~~gister of Raw Materials Dealers and Users - ATF F 3330.2 - These are 

records prepared by investigators on ATF F 3330.2, or equivalent, covering 
interviews with raw materials and container dealers. Related informationI 
may be found in ATF 0 3330.4. 

1 
1 

1· 1lDESTn 0,0Y ]. )'Car after discontinuance 
, of business. Item 30.
i 

I 
~7. R~mitiance of Proceeds from Sale or Other Disposition of Forfeited Seized 

I P~operty - This item covers copies of ATF F 1850.8, Seized Property 
Remittances for Deposit, or equivalent, maintained in the district offices; 
other copies are maintc,ined in POD offices. Related information mny be 
found in ATF 0 1850.3A, Forfeiture and Disposition of Seized Personal 
Property. 

I I 
I 

i 
:DESTROY when 1 year old. Iter:1 42. 
I 

I
' 

II
38. Reports of Government Bills of Lading These are reports made by special 

J ___ .!1ge_nts __in__charge o_f_ the _use _of_ Go'-'.ernment bills_of._Jading. ___ .... -·-· __ 

I Ii ,DESTROY ,_.hen 1 year old. Iten 87. 

I 
I 
I 
I .. 

3,9. Request
I 

for Tracing Firearms and Explosives - These .:1r~ requests and reports 
L __th.:it __ do not result in .a .. crimirwl .c.:1sc .. Related information .may b c found-· -~ 

Page. 6 
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I iri the following directives: ATF O 7500.1, Fircai~s Technology Branch* ! P;ocedurcs, and ATF O 7530.1, Tracing of Explosives. • 

I DESTROY when 1 year old. Itcr:1 52. 

/40. Returns and Voluntary Reports of Articles, Containers, and Substances -
These records include rettnns on ATF F 169, Return of Articles, Cont:ai.ncrs 
or Subst:.:inccs, or equivalent, submitted voluntarily or as a result of dc;11.-111d 
letters by ir.iporters, produci::rs, distributors, .:rnd others. Rclalc!d 
inforrnation may be found in ATF O 3330.I;, Alcohol Enforcemc:nt Program. 

_DEST!WY when 1 ye.:ir old. Item 32. 

I ', 

41. Statistical Reports Files - These are retained copies of statistical 
reports prepared by special agents in ch.:::rgc. They include ATF F 1323.1, 
Monthly Report of Distillery .:ind Liquor Seizures, vnd ATF F 1323.2, 
Quarterly Property Report, and ATF F 3600.1, Monthly Report of Cases 
and Arrests, or equivalent, 

DESTROY when 1 year old. Item 84. 

42. Treasury Enforcement Communications System Logs and Messages - These are 
incoming anc:l outgoing messages transmitted vic1 TECS. Related information 
may be found in ATF O 3520.lD, Treasury Enforcement Communication Syst~rn. 

i 
!DESTROY when 1 year old. Item 51. 

I 

43 - 69 RESERVED 
! 

I 
I * 
I 
I 
I 
1· 

i 
I 

' 

I 

1 
I 
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* 
oi,,;~~ RECORDSj---r ·~;;;F~f;;~R~:,;~;;-~~~; OF DUTY - ••• - -- - --

0. Accident Cases - These nre case files containing accident reports, 
exhibits, sUiternents of fact, and rclntecl correspo11dcnce. ReL1Led 
information may be found in the follo\,·ini:; <li.rcctivcs: ATF O lt'>O.l, 
ATF-Owncd Motor Vehicles - Opcrfltion and Maintenance Guide, /\Tl·' 0 
1850.6, Motor Vehicle Manage111r:nt, ATF O 2902.2, S,ifcty Program, 
ATF O 3000.lB, Criminal Enfo1:ccment Gcnc1·d Information, .:me! /1TF 0 
8600.lA, Integrity at,d Other lnvesti.geLions. 

DESTROY 1 yea1: after final disposition. Item 74. 

i 
I 

71. Agent Cashier Fund and Infor~ant Contracts - These arc records relating 
to the expendituH: of Government funds ftir investig:itive purposl"s and 
informant contracts, receipts and related vouchers. Related information 
m~y be found in the following directives: ATF O 1925.l, Cashiers Imprest 
F~nd (Investigative), and ATF O 3210.7, Investigative Procedures, 
Priorities and Techniques. 

]DESTROY 1 year after close of investigation 
ior reward payment. Ite::1 ~ 9. 

! 
Agents Diaries - These are records maintained by special agents to record 
a breakdown of daily activities by time and date. 

I 

IrESTROY when 6 years old, Item 92, 

Post of Duty Ul Files - These arc records concerning reports of investi­
gation, reports recommending prosecution and other material described 
below. Related information may be found in ATF O 3210.7,, 3270.10, 
3400.2A and 1850.3A. 

; 

a. 
I ATF F 3270~2 and 3270,3. 
I 

b.' Criminal case report and exhibits. 
i 

i i 
C • Property records; e .g •' ATF f 3400.15, 3400,16, 3400.9, 1850.2, 1850.23, 

etc, I 

i l 
! I, 

' ,i DESTROY when 5 ye,n-s q 1d. Item 70. 
i i<-- ··-- ___ _I -- ---1i -- --..- -~- ·-- ·-· 

i 
d; l~vest{gative notes. 

I _I I • 
e; Miscellaneous reports considered to be of value. 

______L __ __J_ ______ )RJ\NSFER to the district office for. inclusionL 
in th c district office file wll c n 5 ycars o 1 d . 
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14. Demand Letters ~ These arc co1nes of dcrn.-md letters which are form □ l 
I written dcm:rnds on primary distribut:ori,, jobb(;J:S, warehousemen; C0~11:il:i.ncr

I manuL3cturers, wholesale1·s, importers, manuf:acturers of :-irti.clcs, and 
others, The records include copies of ATF F 3330.2, Raw Materials Contact 
and Recommendation, or equivalent, releases, an(! related correspondence. 
Related inforn:.:ition mny be fou11d in the following directives: ATF O 

3330.4, Alcohol Enforcement l'rogr.:rn1, and ATF O 5300.2, Techni.cal Service::; 
Procedures - Firearms and Explosives. 

DESTROY 1 year aher cancellation. Item 76. 

75. Electronic Surveillance Reports and Recordings These are requests and 
reports of use, \,•hether in written formats or TECS messages, covering the 
use of electronic interception and tracking devices. This also includes 
recorded conversations e.g.> tapes or other types of recordings. 

DESTROY when 5 years old. I ten 51). 

76. Motor Vehicle Records and Reports - These are records and reports covering 
motor vehicles assigned to POD enforcement activities. Related information 
may be found in ATF O 1850.6, Motor Vehicle Management, 

• I 

TRANSFER to district office after motor 
vehicle is disposed of, Itet1 89. 

77. Public Voucher for Purchases and Services Other Than Personal, Standard 
form 1034A - These are POD copies of Standard form 1034A, or equivalent> 
covering miscellaneous expenditures. Related information may be found 
in the following directives: ATF O 1850.JA, Forfeiture and Disposition 
of Seized Personal Property, and ATF O 3400,2A, Property Taken Into 8Preau 
Custody. 

DESTROY when 1 year old. Itcn 88. 

78. Register of Raw Materials Dealers and Users - ATF F 3330.2 - These are 
\ records prepared by spcci3l agents on ATF F 3330.2, or equivalent, covering 
! interviews with raw r:iaterinls and container dealers. 

j 

i IDESTRO~~ _year ~fter ·discontinuance 
I _____ oLbusincss. Item.BO.............t-
i 

Remitt~nce of Proceeds from Snle or Other Disposition of Forfeited Seized 
Property - This item covers copi.cs of ATF F 18S0.8, Seized Property 
Remittance for D~posit, or equivalent, maintained 1n the regional o[fi __c___c_·___s;_j 
othc1.· 'copies are maint.:1incd in SAC offices. -

Page 9 
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-
when yemf 17 . [ DESTROY 3 oiu .-~~=-~-~-- -•• - • -- ••••••••• •--

* 

80. Reports ofMultiplc Sale or Other Disposition of Pistols and Hcvolvcrs -i These arc reports on ATF F 3310.4, or equivalent. 

I'. I 

' DESTROY when 1 year old. Item 91. 
1' 

I 
81. Requests for Tracing Firearms and Explosives - These are requests and 

reports that do not result in a criminal case. Related information may 
be found in the f:oilowing direc.ti.vcs: ATF O 7500.1, Firc.'.lnns TechnologyI Branch Procedures, and ATF O 7530.1, Tracing of Explosives.

I DESTROY w!ien 1 yc~ar old, Item 52. 

\ 
I 

82. Returns and Voluntary Reports of Articles, Containers, and Substances -
These records includ~ returns on ATF F 169, Return of Articles, Containers 
of Substances, or equivalent, submitted voluntarily or as a result of demand 
letters by importers, producers, distributors, and others. Related 
information may be found in ATF O 3330.4, Alcohol Enforceme1it Program. 

i
:DESTROY when 1 yea1.· old. Item 77. 

i 

83. Statistical Reports - These are copies of CARS printouts received by the 
i POD which contain stctistical data on the production of that office. 

i I 
I i 
! DESTROY when 1 year old. Ite~ 8 4. 
! I 

I ! 
84. Travel Voucher, Standard form 1012, or equivalent - These are forms 

prepared by special agents incurring expenses during the month. One 
copy is retained at the POD. Related information may be found in ATF 
0 1500.lA, Operating Travel, ATF O 1500.2A, Relocation Travel, and 32\0.7, 
In~estigative Procedures, Priorities and Techniques, chapter F and ATF 
0 1100.30C. 

DESTROY when 1 year old. Item E6. 

I 
I 

85. Treasury Enforcement Comrnunicatiol's System Logs and Mess.,q;es - These 
..,...I_ are incoming and· out going messages transmitted· via TECS. '.Only for POD' s • •• 

that have TECS facilities.) 

I DESTROY when 1 year old. Item 51.I • 

8t~ .. l lO Rlf SERVlfD ___ -··- -·--·-·- ···-·-- ----------·--·---·· __ ··-- --·-• ·--·--·-···•··-··------····. 
GPO f.~,1.f,!',:" 
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