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REQUEST FOR RECORDS DISPOSITION AUTHORITY JOB NUMBER 

(See Instructions on reverse) NJ-5((;(/-oCf--3 
TO National Archives and Records Admm1strahon (NWML) DATE RECEIVED s/, ~(}<j 

8601 Adelphi Road, College Park, MD 20740-6001 
1 FROM (Agency or establishment) 

NOTIFICATION TO AGENCY Department of the Treasury 

2 MAJOR SUBDIVISION 
In accordance with the provIsIons of 44 U S C 3303a the Alcohol and Tobacco Tax and Trade Bureau 
dIspos1t1on request, including amendments, Is approved except 

1-::3---=M-=cl""'N:-::O:-::R:-S=u:--:-B=D=--=-1v'""1s=--I~o-N---------------------1 for items that may be marked "d1spos1t1on not approval" or 
"withdrawn" m column 10

Headquarters Operations 
DATE ARCHIVIST OF THE UNITED STATES 4 NAME OF PERSON WITH WHOM TO CONFER 5 TELEPHONE 

202-92 7-1620 Gregory P. Harrod, Sr 

5 AGENCY CERTIFICATION 

I hereby certify that I am authorized to act for this agency m matters pertaining to the dIspos1t1on of its records and that the records proposed for 
disposal on the attached _2_ pages(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 prov1s1ons of Title 8 of the GAO Manual for Guidance of 
Federal Agencies, 

I X I Is not required, .,I...........a=11I 1s attached, or .,I......,_.I has been requested 

SIGNATURE OF AGENCY REPRESENTATIVE 
TITLE Records Officer 

DATE 

osjo,/o'I ~M~ 
9 GRS OR 10 ACTION TAKEN SUPERSEDED8 DESCRIPTION OF ITEM OF PROPOSED DISPOSITION 7 ITEM NO (NARA USE ONLY) JOB CITATION 

See Attachment 
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TTB Internet Website 

Office of Headquarters Operations strives to support the Bureau in its efforts to protect the American pubhc and the revenue 
generated from its regulated industries Among its focal items includes Providing access to Bureau information using 
innovation and technology to improve business relations with its customers, The Knowledge Management (KM) Staff 
coordinates the Bureau's information management activities such as forms management, records management, publications, 
printing and graphics, library services, and Web services The KM Staff ensures these programs adhere to Federal laws and 
pohc1es 

Description: 

This website was created to provide access to general and operational information 1s used to operate the TTB pubhc-access 
webpage , as well as to reference materials, about the TTB to various constituency groups (the pubhc, vendors, 
prospective employees, the media, etc ), to commumcate how TTB cames out its m1ss10n, and to answer questions 
frequently posed by the Bureau's constituency groups Other than the usage stat1st1cs collected, the system does not store 
original information, but rather content 1s originated elsewhere (e g, from other information data systems) and fed to TTB 
The site contains, but 1s not hm1ted to information such as information about the bureau and its m1ss1on (as 1t relates to 
taxation and commercial issues on alcohol, tobacco, firearms and ammumt1on), contracting opportumties, electromc reading 
room (including frequently requested listings, admin1strat1ve actions, industry circulars, TTB terms glossary), labeling 
(including colas onhne, pubhc cola registry search, wine appellations of origin, labels with orgam~ claims, pre-cola 
evaluation), laboratory, laws & regulations, media and congressional affairs (including press releases), permits, taxes, 
stat1st1cs, forms, international trade, FOIA, FAQS, EEO, human resources, and advertising Other pubhc information on 
the site includes pubhcat10ns, notices of proposed rulemaking, Treasury Dec1s1ons, pubhc COLA registry, newsletters, and 
TTB plans and reports Access1b1hty, privacy notice, contact information, site map, index, help and search information 1s 
also available The Website 1s managed by the Headquarters Operations/ Knowledge Management Staff and 1s available in 
French and Spamsh 

1. 

Electromc cop1e inating from other systems or sources, consisting of, but not hm1ted to PDF, word 
processing, spreadsheet, e wave, video and graphic sources related to pubhcat1ons, reports, instructions, 
procedures, news sunm1aries, the site, al inmates, and TTB business, including but not hm1ted to contracting, 
available employment opportumties, and/or otn,...,-.u-,Pms of interest to the pubhc, meeting the m1ss1on and scope of 
the Bureau On-hne activ1t1es accessed through the Bur ebs1te, such as COLAs On-Line, where the pubhc 
enters data and other information are not collected in any repos1to the website, such data 1s directed to the 
appropriate location, collected, managed and scheduled under other Burea tention authority 

Disposition: TEMPORARY. 

Electromc Records - In accordance with GRS 20, Items 2b and 3b 

2. Web Content Files: 

A Information in a variety of fom1ats (to include but not hm1ted to, HTML, PDF, word processing, wave 
files, video, graphics) about the Bureau and its m1ss1on (as 1t relates to taxation and commercial issues on 
alcohol, tobacco, firearms and ammumt1on), contracting opportumt1es, electromc reading room (including 
frequently requested listings, administrative actions, industry circulars, TTB terms glossary), labehng 
(including colas online, pubhc cola registry search, wine appellations of origin, labels with orgamc claims, 
pre-cola evaluation), laboratory, laws & regulations, media and congressional affairs (including press 
releases), permits, taxes, statistics, forms, international trade, FOIA, FAQS, EEO, human resources, and 
advertising Other pubhc information on the site includes pubhcat1ons, notices of proposed rulemaking, 
Treasury Dec1s1ons, pubhc COLA registry, newsletters, and TTB plans and reports Access1b1hty, privacy 
notice, contact information, site map, index, help and search information 1s also available 

Disposition: TEMPORARY. 

Cutoff when content files are superseded or obsolete Destroy 3 years after the Website 1s superseded, obsolete 
or when the Bureau determmes the records are no longer needed to meet admm1strahve, legal, audit or other 
operational purposes, whichever zs later 



Prmtouts and other a 
webpage 

Disposition: TEMPORARY 

In accordance with GRS 20, Items 6, 12, 13, 15 and 16, as applicable 
(Note In those cases where the output records exceed the authonties hsted for this sen the records are scheduled 
under other authonttes ) 

B 

Website content created and mamtame nhal website restoration m the event of a system failure or 
other unmtended loss of content mformatlon m the pnm 

Disposition: TEMPORARY. 

age 

In accordance with GRS 20, Item 8b and/or GRS 24, Item 4a(1)(2) as necessa!}; 

3. Oittpu: 

4. ~SS,y;s~t;em;-D~o~c~u~m~e~nittiatitt[ooiini::""6004w.clilks, records layout, user gmde, and other related materials 

Disposition Temporary. 

In accordance with GRS 20, Item 1 la(l) 

5. 

Disposition Temporary. 

In accordance with GRS 24 and 27 as applicable 




