
LEAVE BLANK (NARA use only) 
REQUEST FOR RECORDS DISPOSITION AUTHORITY JOB NUMBER 

(See Instructions on reverse) AJI- 51tJt(-O 9-11 
TO	 National Archives and Records Administration (NWML) DATE RECEIVED 5II~/0 9 

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

,
 

Department of the Treasury NOTIFICATION TO AGENCY
 

2 MAJOR SUBDIVISION
 
In accordance with the provisrons of 44 USC 3303a the
 Alcohol and Tobacco Tax and Trade Bureau 
disposition request, including amendments, ISapproved except 

1-=-3--::M-:-:I-:-:NC::O-=R'-S::-:U-:-:B::-:D::-:I::-V::-:IS07I~O-:-:N:----------------------1 for Items that may be mar1<ed"disposmon not approval" or 
"wIthdrawn" In column 10 

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

Gregory P. Harrod, Sr.	 202-927-1620 

5	 AGENCY CERTIFICATION 

I hereby certify that I am authorized to act for this agency In matters pertaining to the disposmon of ItSrecords and that the records proposed for 
disposal on the attached _2_ pages(s) are not now needed for the busmess of this agency or will not be needed after the retention periods 
specfied, and that written concurrence from the General Accounting Office, under the provisions of Title 8 of the GAO Manual for GUidanceof 
Federal AgenCies, 

1	 X m ISnot required, ... ISattached, or ...1 ..... .....:.... has been requested 1""",,=~I 
DATE SIGNATURE OF AGENCY REPRESENTATIVE
 

TITLE Records Officer
 ~O(,	 ~~~/0' 
9 GRSOR 10 ACTION TAKEN 7 ITEM NO 8 DESCRIPTION OF ITEM OF PROPOSED DISPOSITION SUPERSEDED (NARA USE ONLY) JOB CITATION 

See Attachment 

hat115-109 NSN 7450-00-634-4064 STANDARD FORM 115 (REV. 3-91) 
PREVIOUS EDITION NOT USABLE Prescribed by NARA 



sel Case Management _ stem (CCMS)J 

Descriptio The Chief Counsel Case Management System (CCMS-TTB) IS the pnmary production management tool used 
to track legal se files m the Office of Chief Counsel, track legal advice provided to TTB chent offices, and to ensure that 
uniform, consis t and accurate legal advice ISdehvered to all TTB chents CCMS ISdivided mto four parts case 
trackmg, event tra ng, quenes and reports Case trackmg mamtams a record of all legal files that are open, mactrve, and 
closed. Event tracki records work related activities, such as telephone calls, meetmgs, and correspondmg case files. The 
event trackmg also rec rds the amount of time spent completmg the activity. CCMS-TTB contams sophisticated querymg 
and reportmg capabilitie TTB Counsel recerves many requests for legal advice/assistance CCMS-TTB permits TTB 
Counsel to track each case nd/or events related to a chent request ThIS ensures a timely response, and provides TTB 
Counsel WIth a tool to momt /track the work of the attorneys and legal support staffworkmg mdependently throughout the 
United States By captunng th mount of time spent, management can better determme the proper amount and allocation 
of resources. CCMS- TTB ISals used to research, record and search case information 

1. Inputs: 

Data entnes mcludmg, but not h ted to: information relatmg to cases handled by the Office of the Chief Counsel, 
trackmg mformation relatmg to ad ce provided to TTB offices and staff, and case file mformation relatmg to 
advice provided to external users 

Disposition: TEMPORARY 

A. Hardcopy Records - In accordance w h GRS 20, Item 2a(4)
 
B Electronic Records - In accordance WIt
 

2. Master Files: 

CCMS-TTB contams case trackmg and records of all le 1files open, mactive and closed Case events mclude, 
but are not hmited to. work related actrvmes, such as telep cine calls, meetmgs, and a correspondmg case file 

Disposition: TEMPORARY. 

Cuto when the last ztem IS entered /I1tothe /I1{hvldual case I . Delete when the agency determmes that 
it is no longer needed for adrmmstratrve, legal, audit or other op rational purpose, but not sooner than 
three (3) years after the final entry, whichever is later. 

3. Outputs: 

The outputs from this system mclude, but are not hrruted to. data/mformation re eved to track each case and/or 
event related to a chent request, to ensure that a timely response has been given; d a/mformation used to track 
legal advice provided to TTB chent offices, and to ensure that umform, consistent, a accurate legal advice IS 
dehvered to all TTB chents 

Disposition: TEMPORARY. 

In accordance WIth GRS 20, Items 12, 13, 15 and 16, as apphcable
 
(Note In those cases where the output records exceed the authonties hsted for this senes, the rec
 
under other authonnes.)
 

4. System Documentation: Codebooks, records layout, user guide, and other related matenals. 

Disposition: 

TEMPORARY 

In accordance WIth GRS 20, Item 11a( 1) 


